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Activating and Inactivating Authorizations 

This Addy Note explains how to activate and inactivate an employee’s authorization. Once you 
activate an employee’s authorization, you cannot delete it; you can only inactivate the employee.  

Step Action 

1.  Navigate to: Main Menu > Departmental Authorization > DAL by Department.  
 

 
2.  In the SetID field, enter UCF01. 
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Step Action 

3.  In the SpeedType Key field, enter the SpeedType. 
 

 
4.  Click Search.  
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Step Action 

5.  Select the employee that you want to activate or inactivate (the first employee is 
selected by default).  
 

 
6.  Click the Add Effective Date (+) button to change the effective date to the current 

date.  
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Step Action 

7.  To inactivate an authorization, click the Remove icon (-) next to the department 
authorization you want to inactivate.  
 

 
 
Note: To inactivate all authorizations for an employee, click the Effective Status 
dropdown, select Inactivae, and click Save.  
 
Note: Remember, you can’t delete an employee’s authorization, you can only 
inactivate it.  

8.  A confirmation page will appear asking if you want to delete the row from the page. 
Click OK.  
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Step Action 

9.  To activate an authorization, click the corresponding Add icon (+). 
 

 
10.  Click the drop-down arrow in the new blank row that appears.  

 

 
11.  Select the appropriate authorization code.  

 

 
12.  Click Save.  

 


