Expiring a User from your Agency:

1. First pull up the user’s account and click the ‘Edit Info’ button in the upper right corner of the window next to the user’s name.
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Reference ID: (Edit Info )
Given Name:  Jacquie

Middle Name:

LastName:  Spenner

Title:

Person Type: Internal Person

status: Active

Created: 01/07/2014 9:35 AM (Robinson, Joanne)

Last Modified: 02/11/2014 10:.

1 AM (OPT_Popt_Constraints)
(View Hierarchy )
((Edit Security Matrix )

Person Clone
Copy Organization Privileges

Copy Security Matrix

# iType Info

1 Administrative 455 Airport Rd SE, Building K

Phone:





2. About half way down the page, you will see the “Expire this Person” section. Hit the ‘Submit’ button there. Click ‘OK’ to the popup confirmation to complete the process.
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