|4 — )
I")l:el-slxﬂNwtql«cd'nD chie&cleNAs?e'sssm(g:t) LaunChPad Clean-up GUIde

Version 1

This guide outlines the procedure for deactivating users who are no longer associated with the organization. Please review the following permissions: District Test Coordinators
(DTCs) are authorized to remove other DTCs, School Test Coordinators (STCs), Technology Coordinators, and users with Report Access. School Test Coordinators (STCs) may
remove STCs, Technology Coordinators, and users with Report Access. Please note that it may take up to 24 hours for the changes to be reflected on the platform.

How to Deactivate a User: Follow the steps below.
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Select the Action button. In the user’s
profile, click on the "Action" button

& Downloads MG

" . " = .;ﬁ“?ﬁ”‘ Illinois Administration Platform
and choose "Deactivate User" from

& Home :
< User: Manny Garcia :
the dropdown menu. 5 ey y
Edit User Info
- First Name Manny Status = Login Enabled True
n orgs ‘Middle Name Identifier manuel.garcia1DTC@pearson.com Last Lagin 1/11/2026 5:43:00 PM
. Last Name Garcia Username manuel.garciaidtc@pearson.com Updated By Launchpad System 9 send Welcome Emal
sers
Primary Rols District Test Coordinator, llinois Emall manuel.garcial@pearson com Updated On /2172025 347:50 PM
S
Grade

Org and Role Records  Class Enoliments  Additional Info

Show inactive roles & Edit Roles
Role 7| org 1| Role Type 1| Begin Date 1] End Date 1| Statws 1]
District Test Coordinator Ilinois Administration Platform sate) Primary Active

Confirm deactivation. A pop-up
window will appear. In this window,
select "Deactivate Users" to confirm
and complete the process.
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How to Edit a User: Follow the steps below.
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Click on the plus icon to add the new
changes.
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Click the save button to finalize the
updates to the user's roles.
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