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Permissions

You will require an Access Role with the following permissions:

(User Management) Employees

1. Navigate from the homepage to Administrative Settings | User Management | Employees.

2. Search for the employee.

3. Click  next to the employee to set their status to 'archived'. For more information on
archiving, view Archive Employees.

Note: Once archived, an employee can be un-archived by clicking .

4. Click  to delete the employee. A prompt will be displayed. Click OK to complete the deletion.
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Troubleshooting

http://expenses.knowledgeowl.com/#delete-an-employee
http://expenses.knowledgeowl.com/#troubleshooting
http://expenses.knowledgeowl.com/help/manually-archive-employees


Note: All associations with the deleted employee will be lost, such as their line
management status. A new line manager will need to be assigned to employees who had
the deleted employee as their previous line manager.


