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NAME OF PROCESS 

Use Case / Objectives 

This document will walk you through how to search for a user’s ID number when the 
customer only provides the User’s Name. 
 
 Configuration, Training, and Reporting 
 
The following sections document searching user files for internal agents only. 
 
Menu options to access:  

8: System File Maintenance Menu => 13: Password Reset 
 
Training 
Role: 
Internal Agent for InTempo 

Description: 
Admin access for creating/searching for 
User IDs 

Reporting 

N/A 
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NOTE: When navigating through RentalMan GreenScreen, use the Tab key to move through 
fields when in a selected menu or screen. If you need to move back to a field, use the 
combination of Shift+Tab.  

There may be occasions where a customer only gives you a user’s first and/or last name. In 
this case, you will need to search RentalMan for their User ID to make any requested account 
changes. 

1. Log into the RentalMan GreenScreen environment using your credentials. 
2. In the Option or command field, type “8” for the System File Maintenance Menu. 

 

 

 

 

 

 

 

 

 

 

 

 

3. Press Enter. 
a. The System File Maintenance Menu opens. 
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4. In the Selection or command field, type 13 for Password Reset. 

 

 

 

 

 

 

 

 

 

 

 

5. Press Enter. 
a. The Enhanced User Maintenance screen opens, displaying users in the system. 
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6. Type the user’s first or last name in the Search field above the Name column. NOTE: 
We recommend you start your search using the User’s last name because if the 
customer gives you the User’s full first name and their account is under a nickname 
(e.g., Dan as an abbreviation for Daniel), you may not get the desired results.   

 

 

 

 

 

7. Press Enter.  
a. The Enhanced User Maintenance screen refreshes to display any users in the 

system containing the value entered in the Name field search. 

 

 

 

 

 

8. If the User has an account in the system, their UserID number will display in the 
Profile column. 

 

 

 

 

 

9. If your search does not return the desired User’s information, a user account has not 
been created under the name entered. You will need to verify with the customer that 
they properly spelled the name, if the name changed due to marriage/divorce, etc. 


