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Getting Your Account Ready for next year or next program

Certain licensing bodies & associations may require an archive of past emergency & medical history records for
your members. Steps 1-3 will show you how to do this. This may NOT be a requirement for your association or

club.
IF YOU DO NOT NEED TO ARCHIVE RECORDS, PLEASE GO
STRAIGHT TO STEP 4 REMOVE ALL.
Step 1 Turn off Auto-Reminders
1. Go to "Organization Settings”. ———
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o Members with Files Uploaded

2. Click on Auto-Reminders and ensure "Enable Auto-
Reminders” is NOT checked off.

<
=

E

Member Archives

Auto-Reminder Settings

| Enable Auto-Reminders |

Step 2 Archiving Records & Files

If needed, learn how to archive manually here.

For information on AUTO-ARCHIVING, click here.

Step 3 Disconnect All Members

1. Click on Select All in the All Member Records

tab. PP
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2. Click on More Actions>Disconnect, followed by e e ey s e
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"Yes". This may take a few minutes. ' ==

Step 4 Remove Your Old Groups
All Member Records (134) Administrators (68)

Search : Search + Create Group
Select Al Unselect All 150 of 71

| Remove Group(s)

Group Name Number of Memb: Number of Admini Start Date End Date Actions

1. Click on Select All in the Groups tab.

2. Click on More Actions>Remove Groups followed by "Yes". This may take a few minutes.

Step 5 Remove Admins that no longer need access

1. Select the Admins that no longer need access. pr——— , —
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2. Click on More Actions>Remove Administrators p—
followed by "Yes". This may take a few minutes.

Step 6 Get Ready to Start Again

CLICK HERE FOR A SUBSEQUENT YEAR LAUNCH CHECKLIST.

You're ready to go!

You can now send invites for a new program or
you can rest assured your account is ready for
A next year!
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For more information, please visit our Help Center or contact us at
help@epactnetwork.com 1.855.773.7228.
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https://epactnetwork.desk.com/customer/en/portal/articles/2653275-can-i-archive-my-organization-s-records-
https://epactnetwork.desk.com/
https://www.epactnetwork.com/wp-content/uploads/2019/01/FeatureSheet_Archiving.pdf
https://trello-attachments.s3.amazonaws.com/5b36a482a8cf850d4694e181/5c9c09742259cf645898da4b/9e1dbf4a44b324217e554c1fbf29cc34/Manually_Archiving_Records_SPORTS.pdf
https://epactnetwork.desk.com/customer/en/portal/articles/2859280-spreadsheet-instructions---hockey-and-sports-associations
https://epactnetwork.desk.com/customer/en/portal/articles/2964220-how-do-i-upload-a-list-of-my-members-

