Emergency Removal of Employee Access to Matrix

If an employee is let go after regular business hours, it is important to remove
their access to Matrix immediately. DONs have the access rights to inactivate an
employee. This will prevent them from logging into Matrix.

1. Select User Search under the Corporate Tab.
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2. Key in the first few letters of the employee’s last name and click on Search.
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4, The system will list everyone that matches those letters. Click on the

correct name.
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Smith, Melanie
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Smith, Charles

Smith, Chris 1

Smith, Kirk E

Westminster-Thurber Mursing

Dorothy Love Hursing

Lianfair Nursing

Mount Pleasant Nursing
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5. The system will display their System Access information, User
Information, and all of our Facilities. Click on the Update button.

Welcome, Allison irizo [ Log off | |

| Facility: OPRS Training Facility
Hele @)
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View User

System Access

Security Template: | Custom - Corp Finance

User Information

Name: | Tom Krizo Status: | Active
Address: | Nons Listed Primary Phone: | (COR)
o Pager: | Hane Listed
System Email: | Mone Listed Fan: | Mone Listed
Associations

Associated Facilities

Westminster Thurber SNF

Westrainzter-Thurber Nursing
Dorothy Love SNF

Darothy Love Nursing
Park Wista SNF

Park Vista Nursing
Lake ¥ista SNF

Laks wista Mursing
Ulanfair SNF

Ulanfair Mursing
Mount Plaasant SNF

Mount Pleasant Nursing
Rockynel SNF

Rackynol Nursing
Breckenridge SNF

Brackenridge Mursing
Swan Creak SNF

Swan Creek Mursing

Viestminster Thurber AL

Westrainster-Thurber Assisted
Dorothy Love AL

Darothy Love Assisted Living
Park Vista AL

Park Vista Assisted Living
Lake ¥ista AL

Lake Vists Assistad Living
Ulanfair AL

Llanfair Assisted Living
Mount Pleasant AL
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Click on the Inactive button and then click on Save. Be sure to e-mail
the Help Desk immediately that the person’s access must be removed
from the system, and that you have inactivated them in Matrix.
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