How to mark a person inactive.

1. Click on the ADMIN TOOLS box under Network Links on access home page.
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2. Once in the admin tool, scroll to the bottom. You can either enter in a name or use the “show all
users” link.

Welcome to the Admin Tools of Access. Here you'll find the tools to administer your Access users.

Access Tools
The ollowing capabilties are avakabie ta manage your actve users:
+ Change a user' rose (The default role is Sales Associate)
« View who from your company has logged into Access
o See Me nuMber of Smes users have I0gged in
Reseta users password
= Unlock 3 user's password (they have unsuccessiully ried o 1ogin with the wrong password five tmes
« Mark users inactive ey leave the company or you N0 Jonger want e 1o have access 1o the site

Functions tat involve Managing a specifc user can be accessed by clicking on e UserlD once Mey are found in the User Search below

Adding a New User

« DoWnIoad the Access Geting Stard flyer.
= When prompted. save it fo your deskiop for quick reference.

= Distribute e Getong Started fiyer 1o $taf and associales B their refarance.
« OR, Send the user o Me lagin page: Nap Jaccess leaoi

\ew user Your ¢

Share your company code win
The user will enter your company ¢
o The user will nave access to the site and will be prome!

10 create an account associated with your company

Yes, | would ke 10 receive notifcabon e-mails when a new user creates an account
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Currently 24 of your company's sales associats are registere

User Search & Export

Excel Export:

Export All of your active Access Users o Excel by chcking the ion below

By Name:

—

Dispiay Inactive Users




3. When the name appears, click on it and scroll to the bottom. Select “Mark this user inactive”.
This action will eliminate access to Institute and the member intranet “access”.
This is also where you can change roles, view login information, reset a users’ password and
unlock a password.

Role Edit

AllOtherCorporateStaff
RelocationTeam
SalesAssociate
SalesManager

TrainingAdmin
User Activity
Event Time Event

7112/2016 12:00:22 PM Logged In
7/7/2016 11:39:01 AM Logged Out
[772016 11:34:15 AM Logged In
7/6/2016 10:08:25 AM Logged In
7/5/2016 4:45:11 PM Logged Out
T/5/2016 4:28:29 PM Logged In
7/5/2016 10:05:01 AM Logged In
6/9/2016 8:57:22 AM Logged In
6/8/2016 12:13:35 PM Logged Out
6/8/2016 12:05:08 PM Logged In
6/8/2016 12:07:57 PM Logged In
6/1/2016 12:08:31 PM Logged In
5/26/2016 8:43:03 AM Logged In
5/25/2016 1:27:31 PM Logged In
5/25/2016 9:46:05 AM Logged In
51 A T o700 Pt Logged In
ZT0/2016 2:52:42 PM N\ Logged In
5M0/2016 11:33:12 AM \ Logged In
5M10/2016 11:31:57 AM \ Logged In
5M10/2016 9:46:04 AM Logged In
12345678910...

Mark this user inactive



