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Offboarding User Walkthrough

This document provides a walkthrough of recommended steps to follow to offboard a former Equifax ICM Firm user.

1) Assess the user’s active cases. This could be done via a Report, or by using the FN/Individual module and
searching based on assigned Case Manager (CM) or Responsible Attorney (RA).

See the below example of searching for Active Cases assigned to user Smith,John as Case Manager.
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2) If you would like to reassign all the user’s active cases to another user you may submit this request to the
Customer Support team by emailing ICMSupport@Equifax.com, or submitting an in-system ticket via the Help
button. Note that this service can only be offered for moving all cases from one user to one other user.

If you would instead like to reassign cases individually to various other users follow the steps below.

3) To manually reassign a case to another user, click the Process name from the search results (shown above) and
navigate to the Assignment sub-folder.

Tip: Hold down the CTRL key and left-click all the Processes to open them in separate browser tabs.

From the Assignment sub-folder change the case assignments as desired > click Update Info.
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4) Once the user’s cases have been reassigned open the Administrative Settings > Users tab > click on the user’s
name > scroll to the bottom right and click Retire This User. This will prevent the user from logging in.
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If you need more time to work on reassigning the user’s active cases, but want to ensure they cannot login in
the meantime, prior to Retiring them you can set the Restricted Web Access setting to Yes from the user’s

General tab in the Administrative Settings.

Once the case reassignments have been completed don’t forget to Retire the user.
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