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@ @ ngntyLaw Inactivate a User

There are 2 steps to complete this task:
1. Reassign all open matters assigned to user.

2. Inactivate user's contact record.
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Step 1. Reassign all open matters assigned to user.

Before inactivating a user, perform a Global Matter Search for all open matters to which
that user may still be assigned and reassign them to the appropriate staff member.

To do that, open Global Matter Search by pressing the Global Matter Search icon on the
Global Toolbar. In the Matter Search Criteria window, select the user from the Staff
field drop-down, check Open Matters Only, then press Search.
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Global Matter Search

Matter Search Critena

‘ Enter any criteria to filter and search out desired matters.

Title Search Words :

l |+ | |+ |+ |
File x‘ | ¥ partial Match
l ’ Staff | 1ASS v| |+
{ Dept‘ \ ++
1 Team | |+*

Council Dist M a Search
‘ [¥] Open Matters Only Clear
o

£l |%] Include blank Status Code Cancel

Step 2. Inactivate user's contact record.

Once a Global Matter Search returns no open matters for a user, you can safely inactivate
a user.

Open System Management by pressing the System Management icon on the Global
Toolbar.
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In the System Management: Global System Files tab, select the type of user you wish

to inactivate. In this example, we will select Other Staff.

Issues

System Management (- Lﬁ Al Dl & || c= & | oS 4| LS A
Global System
Foes |
Department Attorney Object Codes
Billing Investigator Street Types
Staff Types Directions (Compass)
Teams Judge Subject
Prefix Report Footer Text
Calendar Types Vendor Vendor Object Codes
Holidays Outside Counsel
Note Types ‘ | Other Staff
Enterprise-wide Staff Gang Codes
Retention Class People Clique Codes
Funding Source People Types Council Dist
Consolidate People Payment Type

Allegations

Allegation Dispositions

Cycom Site Preference

User Setup and Security

Close

In the Maintenance window, select the user and press Edit.

Other Staff Maintenance

D

Name

L_| Show Inactive Only

Search |

Drag a column header and drop it here to group by that column

T || Name

G

T

|sup

[BISTR
ITisTR
[DLSTR

Cycom Support

Jones, Bob
Jones, Tiffany

Lavoie, Daniel

|sp Savan Prajapati

ITHELP | IT Help

[AS | Jules Stoltz

|
1159 es

t
N:u Edit Inactive Delete Print

v Close
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In the Maintain Records window for the user, place a check in the box for Inactive and

press Save.

Maintain Other Staff Records

( a , Other Staff records are maintained here.

Modules...

Code ID | JASS | Type | S v | Ll Show all staff types || Force login password
Net User | [
Team | LIT v Dept | |
Name L Julie Stoltz |
Title | |
Address | | Phones
1 |
City | | st | | Zip
Email | |
Tax D | | Suffix | Rate Class| OCI he
Ref & || Show All Rate Classe
[0 | V] Billable
[¥] Calendaring
L_| CMS Reporting Enab
Mail Box ID | J . [¥] Inactive
Import Address Save Cancel

The user is now inactive and will no longer be able to log onto CLW. They will no longer be
displayed by default in drop-down lists. They will remain discoverable for searches and
reporting whenever an option to Show Inactive is selected, such as in the Maintenance

window for users (see below).

Other Staff Maintenance

D ‘ Name

- ID T ||Name

CGSTR
RHSTR | Hansen, Ron

MTSTR
XYZ
TRSTR
JRSTR

xyz

Rieck, Jenny
SHSTR | Sharon Hall
> IJASS Julie Stoltz

New Edit

Search |

T

Glockner, Charlotte

DMSTR | McGregor, Don

Thomas, Michael

Richardson, Terence

] Show Inactive Only

Drag a column header and drop it here to group by that column

**Inactive™

-

Modules

Delete

Print

Close
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