How to Archive a User

1 Navigate to https://firelifesafety.aus.com/
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VELLUNE GALR, JARARN!
Your last login was April 4, 2025
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LORA STEVENS
Fire Safety Director
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Select the "Management" section from the navigation bar on the top of the page
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Select the property address from the "Property" drop-down menu

[L‘Ij NI!VE RSAJT HomerTraining Help Contact Us

Management

English - S Sarah Mallette

OCCUPANTS @

Property Tenant
All

1234 Commercial Office Building (Com._ = |

All
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[ Management Tips J 3 Report~

User Info Previous Year Current Year Login Info Roles Action
Certification Certification
[ First login: Occupant
11/04/2022 Tenant Manager
= Tenant: Commercial Office Bldg Test =
5 Last login:
Site 107/2025
= Floor:2 W
= Status® Active .
|j First login: Property Manager
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4  Select the tenant name from the "Tenant" drop-down menu
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Green - certified -not certified  Red - fraining pastdue  n/a - no account . n "

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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User Info Previous Year Current Year Login Info Roles Action
Certification Certification
(| First login: Occupant
04/2022
11/04/2022 Tenant Manager
= e ook
« Floor: 2 04/07/2025

= Status: Active

E\ First login: Property Manager
11/04/2022
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Last login:
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Select the three dot menu in the "Action" column next to the Occupant you would
like to archive

Firm Property Tenant
All 1234 Commercial Office Building (Com._. v Commercial Office Bldg Test Site ~
on - | Management Tips } l ® Report~ ]
ﬂ sarahoccupant@gmail.com
User Info Previous Year Current Year Login Info Roles Action
Certification Certification
[ ] Sarah Occupant First login: Occupant
« sarahoccupant@gmail.com 07/03/2024
« Tenant: Commercial Office Bldg Test #
Last login:
Site
= Floor: 1 n/a
« Status: Active
Green - certified -not certified  Red - training past due  nla - no account T n 7
8 " 8 n
7 Click "Archive
All 1234 Commercial Office Building (Com... v Commercial Office Bldg Test Site ~
on~ | Management Tips ‘ l [ Report~
ﬂ sarahoccupant@gmail.com
User Info Previous Year Current Year Login Info Roles Action
Certification Certification
[C] sarah Occupant First login: Occupant
« sarahoccupant@gmail.com 07/03/2024 View ST
« Tenant: Commercial Office Bldg Test ; st
a Last login:
Site A
«+ Floor: 1 s
» Status: Active
Green - certified -not cerlified  Red - training past due  n/a - no account . n .
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8  Confirm the action by selecting "Apply" and the occupant will be archived

Confirm action

User Sarah Occupant will be archived. Are you sure?

Apply

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

Action result

Sarah Occupant was successfully archived
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