
Mark a Patient Inactive 
 

1. To mark a patient inactive, locate the patient from the Patient List. Click the box to 
the left of the patient’s name.  
 

 
 

2. On the right side of the row of the patient you wish to inactivate, click on the Action 
column and choose Edit.  
 

 
 
 

 
 
 
 



3. You are now in the patient’s demographic screen. Move to the upper right-hand corner to toggle 
the switch from Active to Inactive.   

 

 
 

4. Move to the bottom right-hand corner and Save. This patient is now marked Inactive. 
 

 
 


