Removing “Orphaned” Parent Account from Edline

1. Go to Manage Users
2. Go to the bottom of the page and do a search for only parents and students. (Uncheck teachers and administrators and staff.) UNCHECK the Activated box. Only Unused (U) should be selected. [image: ]
3. When Edline returns the Search results change the view in the upper right-hand corner to “Show All”
4. Click the Select All link
5. In the Data Export area click Download All User Data.
6. This will return comma-delimited text into the browser window. Use Control + A to select all the text and press Control + C to copy
7. Open Notepad. Paste the data in place
8. Save the file as a CSV, remembering to set the file type to “All files” in the save as dialog box
9. Open Excel and create a new blank workbook
10. Click the Data tab and choose Get External Data from Text[image: ]
11. Browse to the CSV file you created in Step 8 and import as a comma delimited text.
12. Save the spreadsheet.
13. Click Sort and choose the two columns that contain Student Numbers
14. Sort the spreadsheet. You should see a list of parents at the bottom that do not have any student number associated with them. Select and Copy those rows.
15. Start a new spreadsheet and Paste the rows into place. 
16. Use this spreadsheet to delete the orphaned parent accounts from the Manage User panel.
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