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SC.080.102 - Removing User Profiles
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to remove a User Profile. This process is used for terminated employees.

Note: The locking of a user’s account and removing their roles may be a better option than deletion of a User Profile.

Topic Objective:
Upon completion of this topic, you will be able to:
- Delete a User Profile.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to delete the User Profile for SECADMIN.

	Step
	Action

	1. [bookmark: ID0x000000D9] 
	Click the PeopleTools link.


	2. [bookmark: ID0x000000DA] 
	Click the Security link.


	3. [bookmark: ID0x000000DB] 
	Click the User Profiles link.


	4. [bookmark: ID0x000000DC] 
	Click the Delete User Profiles link.


	5. [bookmark: ID0x000000DD] 
	Click the Search button.


	6. [bookmark: ID0x000000DE] 
	Enter "SECADMIN" in the begins with field. 

Find terminated employee's Id.

	7. [bookmark: ID0x000000DF] 
	Click the Search button.


	8. [bookmark: ID0x000000E0] 
	Click the Delete User Profile button.


	9. [bookmark: ID0x000000E1] 
	Click the OK button.


	10. [bookmark: ID0x000000E2] 
	Once the Delete Process has completed, the user will be redirected to this page to confirm deletion.
Click the Search button.


	11. [bookmark: ID0x000000E3] 
	Congratulations. You have just completed the Removing User Profiles topic. Below is the key concept of this topic:

- User Profiles may be deleted; however, the locking of a user’s account and removing their roles may be a better option.
End of Procedure.
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