Managing User Data - Lock, Unlock User Accounts

Administrative Users have the ability to lock and unlock user accounts. This feature is used when a user
has attempted too many login attempts (more than six) and the account is locked. Or at the user’s
request the account is locked.
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Lock a user account

e Identify the user to be locked using the Find User sub tab.
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e Select the lock icon next to the user

A confirmation message will appear confirming the action was successful. Additionally, the user status
indicator light will turn from green to red indicating the account is locked.
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Unlock a user account

e Identify the user to be unlocked using the Find User sub tab.

=

e Select the unlock icon next to the user -

A confirmation message will appear confirming the action was successful. Additionally, the user status
indicator light will turn from red to green indicating the account has been unlocked.
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