Deactivating a User

When users no longer require access to FYDO, they can be deactivated in the system.

1. Select Settings
2. Click Users
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3. Search for the required user and Double Click on their name
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4. Click Edit
5. Untick the Active box
6. Click Save
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7. Inactive users can always be viewed by utilising the Show Inactive option
8. Inactive users will be identified with an Inactive Status
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