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Remove employer contacts 
 

How do I remove an existing contact? 

Only Main Contacts have access to edit or delete a contact in ERA. 

1. Open “Employer Management” from the Process menu and select “Processes” 

 

 

2. Select “Manage User Profiles” 
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The “Manage Contacts” screen displays with all the organization’s current and past users 

 

 

3. Select the pencil icon for the ERA User to be inactivated 
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The Edit Contact screen for the user displays 

4. In the “Status” field, select the appropriate reason for inactivating the user 

 

 

5. Scroll to the bottom of the page and select “Save Contact” 
 

 

 

The Manage Contacts screen displays showing the user is now revoked 

 


