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Tip Sheet: Managing Due to Expire Accounts 

This tip sheet will assist you in extending the eMedical access of staff at your clinic when their account is due to 

expire. If the access of an eMedical staff member at your clinic is about to expire, the Clinic Administrator(s) at 

your clinic will receive an automated email 14 days before the account is due to expire.  

Note: Separate instructions are available in tip sheet ‘Password related issues for eMedical users’ (e.g. password 

resets and locked accounts). 
Note: If the account expiry date for the relevant staff member is not extended, you and the relevant staff member 

will receive a reminder email 7 days and then 2 days before the expiry date.  

 

Step 1. Select Staff list from the Administration menu in eMedical 

 
The Staff list will display staff members with the Engagement status of ‘Account due to expire’.  

 

Note: The Staff list will default to ‘Account due to expire’ and ‘All roles’. You may use the Engagement status 

filter  to look up for staff with ‘All statuses’ and ‘All roles’.  

 

Step 2. Click on the person’s name hyperlink 

 

Note: Please do not select the radio button next to the person’s name to extend the account validity. 

The Edit person screen for that user will open with the Account expiry date displayed under the Account details 

section. 
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Step 3. Change the Account expiry date for this person and press the Save button 

Note: The new date that you enter could be a maximum of 2 years from the current date. Please enter a shorter 

period if you know that the person will be working for your clinic for a shorter period (e.g. if they are leaving your 

clinic in 3 months, enter the date 3 months from now). 

 

 

A success message is displayed. 

 

Note: If you do not see this message, you have not successfully completed the process. 

 

Step 4. Press the Cancel button to return to the Staff list. 
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What happens if a person’s account is not extended? 

If a person’s Account expiry date is not changed, their account will expire and have an Account Expired status 

in the Staff list. The person will not be able to access eMedical. 

 

If a person’s account has expired, but you wish to reactivate their access because they are engaged with the clinic, 

then please follow the steps given below: 

Step 1. Select Staff list from the Administration menu 

 

Step 2. Click on the name hyperlink of the person who has an Account Expired status  

 

Note: You can use the Engagement status filter  to search for a person with the ‘Account Expired’ status 

and are engaged with your clinic. 

Note: Please do not select the radio button next to the person’s name. 

 

The Edit person screen will open with the Account Expired status displayed in the Account details section. 



 
Page 4 of 5          Published: July 2018 
 

 

 
Step 3. Change the Account expiry date and press the Save button 

Note: The new date that you enter can be up to 2 years from the current date unless you know that the person 

will be working for your clinic for a shorter period (e.g. if they are leaving your clinic in 3 months, enter the date 3 

months from now). 

 

 

A success message is displayed.  
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Note: If you do not see this message then you have not successfully completed the process. 

 

The Account status will change to Account active in the Edit person screen.  

 

Note: The person will be able to log in with their current password.  If required, the person should use the 

‘Forgotten password’ self-service to set up a new password.  Alternatively, you can provide them a temporary 

password. 

 

 


