
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Inactivating Competencies 

STEP ONE | Inactivating a Non-Verified Competency 
 
Select the persons ‘competencies’ tab  

 
 
Select the non-verified competency you need to inactivate 
 

 
 

 
 
Search for competency you wish to add 
 

 



 

  

  
Click edit 

 

 
 

Untick the Active button and click save. 

 
 
Enter an administration note and click proceed. 

 
 
 
 

 
 
 

 
 



 

  

   
The status on the top of the competency will display as Inactive. 

 
 
You will only see the competency in the competencies tab if the Inactive option is 

ticked.  

 
 
 

 
 
 
 
 
STEP TWO | Inactivating a Verified Competency 
 

Select the persons ‘competencies’ tab  

 
 
Click on “1 file” alongside the verified competency you need to inactivate 

 

 
 



 

  

  

 
Click un-verify. 

 
 

Enter an administration note and click proceed. 
 

 
 
 

 

 
 
 
 

 
 



 

  

 

 
You will only see the competency in the competencies tab if the Inactive option is 

ticked.  

 
 

 
 
 

 

 
 
 
 

 
 
 

 


