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Terminate (Deactivate) and Reactivate a Person 
 

If a person has left your company, use dash to terminate their access to dash and your brand extranet sites, 
and change their status to Deactive.  
 
A terminated/ deactivated person can be updated back to an Active status at any time, if they return to your 
company. 
 
Fields marked with an asterisk (*) are mandatory.  

 
 

 

To Terminate/ Deactivate a Person: 

 
 
1. Click the dropdown list in the 

Quick Search box.  
2. Select Active Person. 
 

 

 
 

3. Type the name of the person 
you’re searching for.  

4. From the search results, click 
on the edit pencil to the left 
of the person’s name you 
wish to terminate or 
reactivate. 
 

This will bring you to the  
Edit Person screen. 
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5. Click Actions on the top 
right hand corner. 

6. Select Deactivate This 
Person. 
 

 

 

A deactivation confirmation 
window displays. 
 
7. Click the calendar. 
8. Select the date when the 

person should be terminated. 
9. Click Continue.  

 
 
 
 

 

 
 

A confirmation displays, letting 
you know that the individual has 
been deactivated successfully. 
 
The More Actions section allows 
you to print the record, view the 
person or return to the people 
home page  
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To Reactivate a Person: 

 
 
1. Click Advanced Search. 
 

 
 

 
 
 

2. Select Person for Search. 
3. Select Deactive for Status. 
4. Fill in the rest of the person’s 

details to further narrow the 
search results. 

5. Click Search. 
 

 

 
 

The search results list displays. 
 
6. Click anywhere on the record 

of the individual you would 
like to reactivate. 

7. An action overlay appears. 
Click Reactivate. 
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A reactivation confirmation 
window displays. 
 
8. Click Reactivate. 
 
 
A confirmation displays, letting 
you know that the individual has 
been reactivated successfully. 
 

 

 
 

A confirmation displays, letting 
you know that the individual has 
been reactivated successfully. 
 
The More Actions section allows 
you to print the record, view the 
person or return to the people 
home page 

 

 
 

 

 


