Your MiCIL has a small trash can icon for Administrators to delete people.
Itis found in the ADMIN/Manage People Records area.
Note: The delete key will also work when you have the record highlighted.
-Warning- this is a very powerful feature and it is permanent.
-Be CERTAIN you want the name and ALL data with it gone before using the Trash Can/Delete key option.

How to Delete People or Revert Consumers/Members back to just a Person with no case for

Administrator’s Only:

1. Click on Admin/Manage People Records

Use the People ID field to look up the name of the record you want to delete and be certain thatitis the
‘name’ record match’s who you want to delete or revert.

2. Use Revert button to revert a Consumer/Member record to a Person with no case. (This deletes
ALL cases along with the Service Notes and Goals. Any records on the IR Calls and Attendance
tab will remain.)

3. Use Trash canicon at the bottom left to remove the name entirely from your system. (This removes
name and ALL data associated with it.)
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Use the ‘Change People ID By Case’ button to remove only 1 case or to move the case to another People
ID.

You can change People ID to another or use the trash can icon to delete just the one Case.
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Note: Changing the People ID will move this
Case to another People record.

Case | People ID Start Date End Date Active
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