
Terminate a User and their Conference Account
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e-Manager

Terminating a Contact and Account can be achieved in a single action.

1.  Select “View/Modify a Contact” (from Contact drop down menu)

2.  Select a Contact screen displays, locate and click Contact name

3. View Contact screen displays, click “Modify” button (on bottom)

4. Modify a Contact screen displays, check the box in the upper right where it 

reads “Contact is active, check to inactivate” (a check mark appears)

5. Click the “Modify Contact” button (bottom right) to initiate the inactivation

6. A warning window opens, click the “Inactivate” button

7. View Contact screen displays, the inactivation is complete – both the 

Contact and any Accounts assigned to this Contact have been closed



3

How to Inactivate a Contact – Locate Contact…

Select from DropdownSelect from Dropdown
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Locate and Click NameLocate and Click Name
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“View Contact” Screen Displays…

Click “Modify” ButtonClick “Modify” Button
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“Modify a Contact” Screen Displays…

Check the Box “Contact is active, check to inactivate”Check the Box “Contact is active, check to inactivate”

Click “Modify Contact” ButtonClick “Modify Contact” Button
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“Warning” Window Displays…

Click “Inactivate” ButtonClick “Inactivate” Button
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“View Contact” Screen Displays…

Notice that the Icon has changed,
an “X” has been added

Notice that the Icon has changed,
an “X” has been added

The Contact and their Accounts 

are now closed

The Contact and their Accounts 

are now closed

EndEnd


