
REMOVING/DELETING A DIVISION FROM EDIT EXISTING USER OPTION 
 

          Add a New User to the System 
          Grant Access by Profile 
          Edit an Existing User 
          Deactivate a User 
          Reactivate a User 
          List users 
          User Inquiry 
          Switch Identities 
          Clear Electronic signature code 
          Electronic Signature Block Edit 
          List Inactive Person Class Users 
          Manage User File ... 
          OAA Trainee Registration Menu ... 
          Person Class Edit 
          Reprint Access agreement letter 
 
Select User Management CCTEST(GTM) Option: EDIT an Existing User 
Select NEW PERSON NAME: VEGA,NICOLE         NV          SYSTEM MANAGER 

 
1. TAB DOWN TILL YOU GET TO THE “Select DIVISION:” FIELD 

 
 

2. HIT ENTER 

 



 
3. HIT ENTER 

 
 

4. HIT ENTER 

 
 

5. HIT ENTER TO CLOSE 

 
 

 
 



6. ENTER DIVISION YOU NEED TO DELETE 

 
 

7. ENTER “@” TO DELETE 

 
 

8. ENTER “Y” TO DELETE THE DIVISION 

 
 

 
 



 
9. ENTER THE NEW DIVISION 

 
 

10. HIT ENTER 

 
 

11. ENTER “Y” TO ADD NEW DIVISION 

 
 

 
 
 



 
12. HIT ENTER 

 
 

13. HIT ENTER 

 
 

14. TAB DOWN TWICE TO GET TO COMMAND LINE AND ENTER “SAVE” 

 


