
INACTIVATING PRIOR YEAR’s RANGE(s)  If you would like to remove prior year(s)’ range(s) 
from your dropdown at the end of the year, you can do this through the LICENSING 
MANAGEMENT MODULE as well. 

1. Licensing>License Management

2. You will need to know the range you used the prior year to , 
search through the pages for the correct range Click the three dots at the 



3. Once you have found your range that you wish to inactivate, click on the green DATE 

4. Once you have cli e is highlighted in green.  
it is the correct range you wish to inactivate!   Then 

5. Once yo med that you have selected the correct range to inactivate, 
scroll down to the RANGE DETAIL BOX and click the INACTIVE n the far right 



6.

Once you have completed this process, the inactive range will disappear from your 
dropdown in the licensing module. 


