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Locking users out of Sage 100

When an employee departs from the company, you will want to lock their user out of Sage 100.
This can be done two different ways. If the employee leaves the company all together, you will
lock their account out. If a user needs to switch positions or roles, you will want to just grant
temporary access and then take it away again.

Locking the user entirely out of Sage 100:

1. Go to Library Master — Main — User Maintenance
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2. Enterin the user login

] user Maintenance (PMZ) 2/9/2022 - O b
User Logon  sti Cid 4 b Wl Copy. Rename.
First Name |Stewart Last Mame |Technologies | Uzer Code (ST
Pagsword |eesssssssssss:| Confirm Password | Customization Group | Expires |j
E-mail =] Job Title | <Select Job Title= -
1. Maintenance 2. Preferences 3 Auto-Complete

Company | Role | Start Date Expiration Date | ?3@
1 Al Companies % -

Al Companies

Lallallal
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3. All the way at the bottom left of the window there is a check box to lock user. When you
do this, it will expire the account.

] user Maintenance (PMZ) 2/9/2022 - O p)
User Logon =canco CLid 4 b Bl ~OpY Rename
First Name Last Mame | User Code |SCA
Password |eesesesssesers| Confirm Password | Customization Group | Expires |2/92022 |:
E-mail =] Job Title | <Select Job Title= -

1. Maintenance 2. Preferences 3 Auto-Complete
Company | Role | Start Date Expiration Date | zg'g
1 All Companies Admin % -
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Locking the user out of a role or company:

1. Go to Library Master — Main — User Maintenance
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2. Enter the user login
E User Maintenance (PMZ) 2/9/2022 = O =
User Logon | sti % 4 4 & Bl Copy. Rename.
First Name |Stewart Last Mame |Technologies | User Code |STI
P | Confirm P; | Customization Group | Expires |Z
E-mail = JobTitle | <Select Job Titles -
1. Mai 2.F 3 Auto-Ci
Company Role | Start Date Expiration Date | E=§g
- =
1 All Companies Default j -
2 | All Companies Admin -
3 =l

‘a I:‘ User Account Locked Cancel g 0
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4. To change the user’s ability per role or per company, you would go to each line and put
in an expiration date for that role or company.

E] User Maintenance (PRMZ) 2/9/2022 - O ]
User Logon =t M4 M Cop Rename.
FirstHame | Stewart Last Name |Technalogies User Code |STI
Paggword sssssssssssss)  Confem Password Customization Group Expires j:
E-mad =] Job THe | <Select Job Thies - |

1. Maintenancs 2. Preferences 3 Auto-Complete
Company Fole Start Date Exprration Date B
1 | &l Companies Detaut - 2z 5 -
5 -
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