Expiring a User from your Agency:

1. Click on Internal (Agency) Users in the menu bar and go to the Users option. Do a search to pull up the user’s account. 
2. Once you are in the account, start by expiring the user’s email address. To do this, click Add/Edit next to the eContact.
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3. Enter today’s date as the expiration date under the existing eContact. 
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4. Hit the Submit/Return button at the top of the window.

5. Now you need to expire the user’s login. Click on Add/Edit next to “Login”.
[image: image3.png]Logi

# fUserame Userclass (adajedie)

1 PHarpster  Unrestricted Pracurement Officer




6. Enter today’s date as the Expiration Date and hit the Submit/Remain button.
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7. Now expire the rest of the user’s account all at once by clicking on Edit Info in the upper right of the window…
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8. … and entering today’s date as the Expiration Date.
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9. Click Submit/Return. The user’s account has now been expired. 
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