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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. 

Steps/Directions Screenshot 
Log in to the Illinois Administration 
Platform. Once logged in, navigate to 
the "Users" section. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Search for the user to be 

deactivated. Use the search function 

to locate the appropriate user. When 

you find the user, click either the 

arrow or the pencil icon next to their 

name to access their profile. 
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Select the Action button. In the user’s 

profile, click on the "Action" button 

and choose "Deactivate User" from 

the dropdown menu. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 
 

Steps/Directions Screenshot 
Log in to the Illinois Administration 
Platform. Once logged in, navigate to 
the "Users" section. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Search for the user to be edited. Use 
the search function to locate the 
appropriate user. When you find the 
user, click either the arrow or the 
pencil icon next to their name to 
access their profile.  

 
 

 

 

In the user profile, click the "Edit 
Roles" button. 
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 Click on the plus icon to add the new 
changes.  

 
 
 
 
 
 
 
 
 
 
 
 

Select the desired role and confirm 
the appropriate organization. If the 
change occurs within the same 
district, ensure that the role type is 
set to "Primary." 
 
After confirming all selections are 

correct, find the incorrect role and 

click the trash can icon to remove it 

from the list. 

 
Click the save button to finalize the 

updates to the user's roles. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


