
 
 
How to mark a person inactive. 
 

1. Click on the ADMIN TOOLS box under Network Links on access home page.  
 

 
 
 

2. Once in the admin tool, scroll to the bottom. You can either enter in a name or use the “show all 
users” link.   
 

 
 
 
 
 



 
 
 

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. 
 
 
 

 
 


