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[Remove a Worker]  Removal Methods

There are two ways to remove a 
Worker from the Worker Register:

Archive Worker. This removes the 
Worker from the Worker Register, but 
keeps a copy of their data should it be 
required in the future. This is the 
recommended method of removing a 
Worker

Delete the Worker. This removes the 
Worker from the Worker Register and 
deletes all data relating to the Worker. 
Note: Your organisation may have 
disabled this feature

In this guide we will focus the Archive 
method



[Remove a Worker]  Worker Register

Archiving a Worker is done via the 
Worker Register, this is found under 
People in the menu bar

The Worker Register shows all current 
Workers within the organisation, along 
with key information about each 
individual Worker

‘Worker Register’



[Remove a Worker]  Final Medical

If a Final Medical Examination has 
been carried out for the Worker 
leaving, update this before archiving 
the Worker record



[Remove a Worker]  Archive Worker

Locate the Worker in the Worker 
Register and click the Actions button, 
then select Archive. If you’re sure, 
click Yes to confirm the action, when 
prompted

The Worker record is now archived, 
meaning the Worker has been 
removed from the Worker Register, but 
data has been safely stored in Vault



[Remove a Worker]  Unarchive Worker

If you’ve made a mistake or you need 
to restore a Worker for any reason, it’s 
easy to unarchive a Worker.

To locate an archived Worker:

Click Show Archived People in the 
Filters sidebar

Supply some of the Workers detail as 
a search term (e.g. Name, Employee 
No.)

Then, click Apply



[Remove a Worker]  Unarchive Worker cont.

With the Archived Worker now located, 
click Actions, then Unarchive

The Worker record is now restored to 
the Worker Register




