
GeoTab Key FOB Reassignment (Removing a User) 

 

1. In the lefthand menu on GeoTab, go to People and select Users and Drivers. 
 

 
 

2. Find and select the user that is no longer driving for the State of West Virginia. At the 
top of the screen, select “remove”. A pop-up will appear asking if you want to delete 
or archive the user. Choose “Archive”. 
 

 



 
3. Return to the User List and click on the Filter dropdown at the top of the screen. 

Select YES next to “show archived” and then click “apply changes” at the bottom of 
the menu. 
 

 

  



 
 

4. Find and open the driver you just archived, then select the Driver tab from the menu 
at the top of the screen. Under Keys, click the “X” to the right of the NFC key FOB 
number to remove the FOB from the archived user. Click “save” at the top left of the 
screen. The FOB is now removed from the user, but their historical driving data will 
still be accessible, and the FOB can now be reassigned to another driver. 
 

 


