How to Retire a User’s Tracker Access

When an employee is no longer employed with your district, he/she will need to have their Tracker
access removed.

1. Logon to Tracker at https://tracker.cde.state.co.us.
(You must have administrator access to retire a user.)
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3. Click on User Management.
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4. Type the former employee’s first and/or last name into the User Name field and
click the Apply button.
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5. Click on the Edit link is which is listed next to the district name.
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6. Scroll down and click on the Retire button.
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7. Confirm by clicking the OK button.
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The former employee will no longer have access to Tracker information. But all
of his or her Tracker history will be preserved in the system.



