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Step Instruction Screenshot 
Add Archive or Delete Users 

1.​ -​ Go to Dashboard 
and click on Manage 
sites/users.  

 
2.​ -​ Scroll down and find 

the user you would 
like to Archive or 
Delete. 

-​ Click on the edit 
button. 

 

 
3.​ -​ Underneath the edit 

details box you will 
see the “delete user” 
and “archive user” 
buttons. 

-​ Click on the option 
you require. 

-​ Then click on “save 
details” 

-​ Please Note you can 
not re assign the 
user licence for 6 
months. 

 

Re instate or delete Archived Users 
4.​ -​ Go to Dashboard 

and click on Manage 
sites/users. 
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Step Instruction Screenshot 
5.​ -​ Click on “Archived 

users”. 

 
6.​ -​ Identify the User you 

want to activate or 
delete and click on 
the appropriate 
button.  
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