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NAME OF PROCESS

Locking or Unlocking a User’s Account

Use Case / Objectives

There may be scenarios where you need to lock or unlock a user’s account (i.e., a period of
extended leave or a departure from your organization.) The following document will walk you
through the process of locking and unlocking a user’s account in RolePlay.

Configuration, Training, and Reporting

Menu options to access:

Main Operations => System File Maintenance => Enhanced User Maintenance

Training

Role Description
N/A N/A
Reporting

N/A

2|Page



InTejilipo HOW-TO GUIDE

Locking or Unlocking a User’s Account

1. Log into the Roleplay environment using your credentials.
2. Click on the System File Maintenance menu [l and under the File Maintenance section,
click on Enhanced User Maintenance.

File Maintenance
>3  Employee Security Maintenance
3 Workstation/User Override Maintenance
>3  System Location Maintenance
5 System Control Maintenance
>3  Help Text Maintenance
3 Security Program Access Maintenance
>3  Audit File Maintenance
23 Output Queue Override Maintenance
>3 Laser form file
>4 Fax Form Attachment File Maintenance
>3  Payment Security Access Maintenance

23 AR Credit Letters Maintenance

[:/j Enhanced User mamtenante]

>3 Terminal Master

a. The Enhanced User Maintenance screen opens, displaying all the users in the
system and their status. On this screen, you will see the User ID listed under the
Profile column, the user’s first and last names listed under the Name column,
and Enabled or Disabled in the Status column.

9/18/24 08:29:47 Enhanced User Maintenance Sys: DEMO V12
Cmp: RM
Type option, press Enter or delimit the list with the filters. Environment:
1:E£ble 2-Disable 3-Reset Password 6=Copy Profile 7=Change 8=Maintain Workstations
Il I I ||| ]
Ql Profile Name Status Comment
[] ARASHOW ARA SHOW PROFILE *DISABLED Profile ARASHOW changed by W6067JL on 07/30/24
[] AXMOOSDD  DAN DEATON *DISABLED Profile AXMOOSDD changed by W6067JL on 09/05/23
[ AXMO30MS  MIKE STILWAGNER *DISABLED Profile AXMO30MS changed by WG067JL on 09/05/23
[] AXMO47PS  PATRICK STEPHENS *DISABLED Profile AXMO47PS changed by WG067JL on 09/05/23
[] AXMO48BJ  BARB JAMALKOWSKI *DISABLED Profile AXMO48BJ changed by WG067JL on 09/05/23
[] AXMOS1BR  BOB RICHARDSON *DISABLED Profile AXMOS1BR changed by WG067JL on 09/05/23
[] AXMO66JG  JOHN GARRETT *ENABLED  Profile AXMO66JG changed by W6067JL on 09/05/23
[] AXMO67JL  JEFF LOOMIS *ENABLED  Profile AXMO67JL changed by WGB67JL on 09/05/23
[] AXMB83JS  jan speaks- WYNNE SYSTE *DISABLED Profile AXMO83JS changed by WG067JL on 09/05/23
[] AXMO88JU  JILL UEHARA *DISABLED Profile AXMO88JU changed by WG067JL on 09/05/23
[] AXM116BH  BECKY HUUSFELDT *DISABLED Profile AXM110BH changed by WG067JL on 09/05/23
[] AXM114B6G ~ BEN GOODE *DISABLED Profile AXM114BG changed by W6067JL on 09/05/23
[] AXM118VN VAN NGUYEN *DISABLED Profile AXM118VN changed by W6067JL on 09/05/23
[] AXM123DC  DELANEYA CLARK *DISABLED Profile AXM123DC changed by WG067JL on 09/05/23
[ AXM16ONT  NAM TRUONG - WYNNE SYSTE *DISABLED Profile AXM16ONT changed by WG067JL on 09/05/23
More...
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3. If you do not see the user whose status you would like to update, you can search for
them using the search bars above each column or you can scroll/page down until you
locate the desired user.

9/18/24 08:29:47 Enhanced User Maintenance Sys: DEMO V12
Cmp: RM
Type option, press Enter or delimit the 1list with the filters. Environment: [MIB{NSNE
1=Enable 2=Disable 3=Reset Password 6é=Copy Profile 7=Change 8=Maintain Workstations
[ 1T ) ]
Of Profile Name Status omment
Profile ARASHOW changed by WG067JL on 07/30/24
[] AXMBOSDD  DAN DEATON *DISABLED Profile AXMOOSDD changed by WG067JL on 09/05/23
[] AXMO3OMS  MIKE STILWAGNER *DISABLED Profile AXMO30MS changed by W6067JL on 09/05/23
[] AXMO47PS  PATRICK STEPHENS *DISABLED Profile AXMO47PS changed by WG067JL on 09/05/23
[] AXMO48BJ  BARB JAMALKOWSKI *DISABLED Profile AXMO48BJ changed by W6067JL on 09/05/23
[] AXMOS1BR  BOB RICHARDSON *DISABLED Profile AXMOS1BR changed by WG067JL on 09/05/23
[] AXMB66JG  JOHN GARRETT *ENABLED  Profile AXMO66JG changed by WGB67JL on 09/05/23
[ AXMO67JL  JEFF LOOMIS *ENABLED  Profile AXMO67JL changed by WG067JL on 09/05/23
[] AXMO83JS  jan speaks- WYNNE SYSTE *DISABLED Profile AXMO83JS changed by WG067JL on 09/05/23
[] AXMO88JU  JILL UEHARA *DISABLED Profile AXMO88JU changed by W6067JL on 09/05/23
[ AXM116BH  BECKY HUUSFELDT *DISABLED Profile AXM110BH changed by WG067JL on 09/05/23
[] AXM114B6 ~ BEN GOODE *DISABLED Profile AXM114BG changed by WG067JL on 09/05/23
[] AXM118VN VAN NGUYEN *DISABLED Profile AXM118VN changed by WG067JL on 09/05/23
[] AXM123DC DELANEYA CLARK *DISABLED Profile AXM123DC changed by WG067JL on 09/05/23
[] AXM16ONT  NAM TRUONG - WYNNE SYSTE *DISABLED Profile AXM14ONT changed by WG067JL on 09/05/23
More...

4. Once you have located your user, you can enable (unlock) or disable (lock) them
depending on their current Status. Type 7 to enable or 2 do disable in the Options

column.
a. In this example, we will enable the user’s account by entering a 7 in the Options
column.

Type option, press Enter or delimit the list wit

(1=Enable 2=Disable] 3=Reset Password 6=Copy Pn
I I | | |

0 |Profile Name Status

AXMDMOO19 AXIOM DEMO PROFILE 019  *DISABLED

5. Press enter.
a. The Enhanced User Maintenance screen refreshes; the updated user’s status
now shows as Enabled; and the Comment column updates to reflect the change.

1=Enable 2=Disable 3=Reset Password 6=Copy Profile 7=Change 8=Maintain Workstations
| | [ | | | |

0 Profile Name Status Comment

[] AXMDMOB19 AXIOM DEMO PROFILE 019 |*ENABLED) (Profile AXMDM0019 enabled by RMOOOIDA on 09/18/24

6. To disable a user, type 2 in the Options column and press enter.

1=Enable 2=Disable 3=Reset Password 6=Copy Pr
I | [ | |

0 |Profile Name Status
2 JAXMDMOO19 AXIOM DEMO PROFILE 019  *ENABLED
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7. The Enhanced User Maintenance screen refreshes; the updated user’s status is now
Disabled; and the Comment column updates to reflect the change.

1=Enable 2=Disable 3=Reset Password 6=Copy Profile 7=Change 8=Maintain Workstations

| J [ | [ J [
rofile Name Status Comment
*DISABLED J Profile AXMDMO019 disabled by RMOOO1DA on 09/18/24

0P
[] AXMDM0O19 AXIOM DEMO PROFILE 019
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