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How to Archive a User

1 Navigate to https://firelifesafety.aus.com/

https://firelifesafety.aus.com/
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2 Select the "Management" section from the navigation bar on the top of the page

3 Select the property address from the "Property" drop-down menu
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4 Select the tenant name from the "Tenant" drop-down menu

5 Find the registered user that you would like to archive by using the search option
or scrolling through the occupant list
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6 Select the three dot menu in the "Action" column next to the Occupant you would
like to archive

7 Click "Archive"
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8 Confirm the action by selecting "Apply" and the occupant will be archived

9 Exit the confirmation window and the user will no longer appear in your occupant
list


