
Managing User 
Accounts 



Editing a User’s Account 
• The main reason to edit a user’s account is to give them an 

additional appointment (academic candidate) or an additional 
assignment (staff) 

• You can edit accounts for individuals in your department or 
cluster 

• If you need to add a joint appointment for a person whose 
home department is not in your purview, you will need to 
contact the Department Admin for that unit and request that 
your department be added to the person’s account 

• Academic accounts can be given across Schools and Colleges 
• Staff accounts must remain within the same School or College 

 



Editing a User’s Account 
• From your main page, select “Edit a User’s Account” 



Editing a User’s Account 
• Enter the name of the person whose account you wish to edit, 

and “Search Now” 
 

Select the appropriate individual 



Editing a User’s Account 
• Edit the account accordingly but DO NOT change an academic 

candidate to a Department or School/College Admin 

You may edit the primary appointment, or 
add/edit joint appointments  (academics) 

 
You may edit the primary assignment, or 

add/edit joint assignments (staff) 

Click “Save” when you are done 



Deactivating/Reactivating an 
Account 
• Accounts should be deactivated when the candidate or staff 

member leaves the University 
• If they are going to another department on campus, their 

account should be edited to move them to their new location 
(see previous slides) 

• If you know that a person has had an account in MIV in the 
past, their account may have become deactivated and simply 
needs to be reactivated 

• MIV accounts and data are never deleted but they may appear 
that way if they have been deactivated 

• If you have any trouble in this area, contact miv-
help@ucdavis.edu for assistance 

mailto:miv-help@ucdavis.edu
mailto:miv-help@ucdavis.edu


Deactivating/Reactivating an 
Account 

 

Select Deactivate/ 
Reactivate a User 



Deactivating/Reactivating an 
Account 
• Enter the name of the individual you wish to deactivate or 

reactivate and click “Search Now!” 



Deactivating/Reactivating an 
Account 
• If deactivating an account, un-check the Active User box and click 

Save 
• If reactivating an account, check the Active User box and click Save 



Deactivating/Reactivating an 
Account 
• You will receive a confirming message from the program 
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