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Manage Third Party / Visitors

Editing or removing records of Third 
Parties / Visitors is managed via the Third 
Party/Visitor Register. This is found under 
People in the Menu Bar.

Introduction

‘Third Party / Visitor Register’
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Locate the person involved and click 
‘Actions’, then ‘Edit’.

Edit Person
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Amend the person’s details by adding or 
overtyping existing information.

Click ‘Save’ to return to the Third 
Party/Visitor Register.

Amend Details
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There are two ways to remove a Third 
Party / Visitor record from your system:

The first is to archive the person. This 
removes the person from the Third Party 
/ Visitor Register, but stores a copy of 
their data should it be required in the 
future. This is the recommended method 
of removing a person.

To do this, click ‘Actions’, then ‘Archive’.

Archive Person
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If you’ve made a mistake or you need to 
restore the person for any reason, 
unarchiving a person is easy. 

From the filters sidebar, click ‘Show 
Archived People’, then supply some detail 
for that person, e.g. their name.

Click ‘Apply’. With the archived person 
found, click ‘Actions’, then ‘Unarchive’.

The person is restored to the Third Party 
/ Visitor Register.

Unarchive Person
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The second removal method is to delete 
the person.

Your Organisation may have disabled this 
feature.

To do this, click ’Actions’, then ‘Delete’.

Delete Person




