
Schedule360 Captivate Training
Inactivate

To inactivate an employee click on their name from the Active staff list

Click the Inactive radio button



Then Click Submit

The Duplication screen will appear if other users have the same last name

Then click continue



You can inactivate users on a future date. This will allow them to stay active until the 
date you select.

Click OK to confirm the inactivation and remove and reopen all future shifts for this 
employee

The employee is now inactivated



Click on the Active link from the Staff tab to return to the staff list for the clinic

The employee no longer appears on the active staff list

Click on the Inactive link from the Staff tab



The employee will now show on the Inactive list


