Seamlss - Streamlined Client Onboarding & Verification for Accounting Firms

Archiving and re-instating clients

Client Records - https://seamlss.com.au/help/archiving-and-re-instating-clients/

Archiving and deleting clients

To archive a client, locate the client's record page either by selecting them from the client list or

by searching for their name in the search bar at the top of the page.
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1. Clayton Wood examplel @example.com.au

12, Anne Hathaway anne.hathawill @example.com

13. Christopher Marlowe kit. marlowe@example.com

14, Muhammad Alj muhammad@businessedgeadvisors.com.au
15. Your Goes here@example.com

16. LeBron James lebron@example.com

17. Michael Jordan michael @businessedgeadvisors.com.au

Go to the tabs at the top of the client's page and click Archive Client.
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https://seamlss.com.au/help/archiving-and-re-instating-clients/

There are two options available: delete client or archive client. Deleting a client will remove all

client records, it is a permenant action and cannot be undone.

Archiving a client will hide them from general dashboard operations, their data will become read-

only, and the client will no longer be able to access their Client Management area. This action will

be logged for audit purposes.

Tick the box for the action you'd like to take and click the yellow button to confirm.

Archive Client

Are you sure you want to archive this client?

Archiving & client will hide them from general dashboard

B <Skip archiving, delete this client completely instead.

/N Deleting a client is permanent and cannot be undone

Yes, delete this client

Delete Client

Archive Client

Are you sure you want to archive this client?

Archiving a client will hide them from general dashboard

Skip archiving, delete this client completely instead.
/M Deleting a client is permanent and cannot be undone

B ves archive this client

Archive Client

Check you have selected the correct option before confirming as deleting a client

cannot be undone.
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Re-instating clients
To reactive a client that has been archived, go to their client record page.

Go to the tabs at the top of the client's page and select Restore Client.
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Click the green Restore Client button to confirm the action.
Restore Client

Restore this client?

Restoring a client will allow them to access their client area and requests again and they will be visible throughout your dashboard. This action will be logged for audit purposes.

Restore Client

Page 3 of 3



