HM Revenue
& Customs B Shared Workspace

Quick Reference Guide

Customer Nominated Contact
How to remove a Customer Member from an Organisation

1 Navigate to the My eRooms page and select remove member from org (A).

% My Services = My eRooms logout

My eRooms

remove membsr from org,

~gb search the site {3 my member info & arganize e remove member from
| eRoams ) Dashboards
TR org. button

} Business Contact Unit: Castleroy plc
All by eRooms

active  eRoom description community
= Business Cantact Unit: Castlsroy ple Business Contact Unit
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2 Check the checkbox(es) (B) alongside the relevant member(s) and select Next (C).

HM Revenue

& Customs
C Hext Cancel

Remove Customer Member From Organisation - Search for Member(s)

Please select from your kst of arganisations which you wish to remove memberis) from. Clicking the 'Find' butten will display all th member(s) associated with that
areanisation. If you know the email address of the member you wish to remowe you can also enter this before clicking the ‘Find' button. Ta remove member(s) from the
arganisation, please select the check box to the left of their name, then click 'Mext' to continue.

fihembers) not linked to any other Organisation will be de-snrolled from the Shared Workspace Senvice.

Search for:

organisation name |(AH Organisations) j

email address

Find Reset e ChCCkbOX(CS)

[~ name email organisation member of room(s)
I~ Meil Crosby neil.crosbv@castleroyple. com Castleroy ple Castleroy ple Mhare~cD G NeXt button
I~ KarenElliot karen.eliot@castleroyple, com Castleroy ple Castleroy ple
[~ Omar Farager omar. farager@oastlsroyple. com Caslteroy ple Castleroy ple Mhare~ct
C) [~ Colin Flaod colin.flond@castleroyple. com Castleray ple Castleroy ple Mare~ct
[~ Wilms French wilma, h. french@castlsroyple, com Castleray ple Castleroy ple Mare~ct
I~ Andrew Kennedy andrew. kennedyi@castleroyple. com Castleroy ple
[T Steven Tyler steven,m.tyler@castleroyple.com Castleroy plc
[~ Marjorie Wilson marjorie wikon@castleroyple, com Castleroy ple Castleroy ple Mhore~do

8 rasults found
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3a Removinga CNC

e [f the member is a CNC, select Next (D) to confirm you action.

IMPORTANT

A CNC must not remove themselves from an Organisation. It is Shared Workspace
policy that every organisation must have at least two CNCs per Room.

@ HM Revenue
&Customs
@ Hext Previous Cancel

Remove Customer Member From Organisation - Confirmation
Please canfirm that the memberis) below should be removed from the erganisation.
Amy members denoted with % are Customer Mominated Cantacts for st lsast ane Shared Workspace Room, whers if they are remowed from the arganisation, it will lsave

! Q Next button
these rooms with less than two, It is recommended that you have at least two per room at all times.,

name

email

arganisation member of raomis)
1 Wilma French

wilma, h. french@castleroyple. com Castleray plo #ore"dd ‘

Castleroy ple
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3b Removing a Customer member

e The member(s) removed screen confirms your action.
e To complete the action select Close (E).

@ HM Revenue
& Customs

Close

Remove Customer Member From Organisation - Member(s) Removed

The requested member(s) have been removed from the organisation.

G Close button
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