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NAME OF PROCESS

Resetting a User’s Password

Use Case / Objectives

At times you may need to reset a password for an employee, this document walks through
the steps of performing a password reset.

Menu options to access:

System File Maintenance > Employee Security Maintenance
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Resetting a Password in Roleplay

1. Log into the Roleplay Environment using your credentials.
2. From the left toolbar, click on the System File Maintenance Menu.

System File Maintenance

Q Search These Tasks

nternational O

Emplayes Sscurity Maintenancs
Workstation/User Overrida Maintenanca
Security Program Access Maintenance
Enhanced Ussr Msintanance

Email SubjectiBady Ovarride Maintenance

Company Oulq Mainlenance

System Language File
Altemata Languaga Description Fil
System Currency File

Currency Exchange Rate File
Cauntry Cade Fils

State Code File

System Lacation file security
Sales Inventory fils security
Equipment fle sacurity
Customer Master fils security
Sales Invantory Losatian security

Geolence File Security

Chack Master Key
Add Master Koy
Sel Master Key
Work With Kaystoras

Work with Keystore Registrations

Single Customer Configuraticn Maintenance Managed Job security
Closed Invoice Fila Security
Invoice Defaults Fils Security
Bill Infarmation Ssourity
Wendor Master fla Security

ltem Subrmission Security

3. In the File Maintenance section, click on Enhanced User Maintenance.

File Maintenance
2  Employee Security Maintenance
> Workstation/User Override Maintenance
>4 Security Program Access Maintenance
[7\3 Enhanced User Maintenance ]
22 Emalil Subject/Body Override Maintenance
2 Company Outq Maintenance
202 Single Customer Configuration Maintenance

4. Using either the profile or the name field(s) search for the user, or you can scroll
through the list.

Enhanced User Mainienance.
Enhanced User Maintenance

10/13/25 14:32:27 Enhanced User Maintenance Sys:
Cmp:
Type option, press Enter or delimit the list with the filters. Environment:
i ST — el dey 6=Copy Profile 7=Change 8=Maintain Workstations 9=Password *NONE
[ I
Profile Name tatus Comment
|S=resporee: ENABLED  Profile AS0081S6 changed by WG305JM on 081/23/25
|| @001AH1 *ENABLED  Profile  0@01AH1 enabled by  ©01$B on 08/12/25
| 0001BB1 *DISABLED Workstation 0801BB1/ /0081 changed by WG3B5JM on 05/06/24
|| 0001BT1 *ENABLED Profile 0001BT1 enabled by 001SB on 88/01/25
| 0001EP1 *DISABLED Profile 0001EP1 disabled by 001SB on 02/21/25
|| ese1Jol *ENABLED Profile 0801J01 changed by WGB&67JL on 10/31/24
| @001JP1 *DISABLED Profile 0001JP1 disabled by 001SB on 07/28/25
| 0001L01 *ENABLED  Profile  0001L01 enabled by  ©01A0 on 08/18/25
| 0001MB1 *ENABLED Profile 0001MB1 reset by 601SB on 86/16/25
| ape1Mcl *DISABLED Profile 0001MC1 disabled by 0081ST1 on 08/B84/25
| 0001PK1 *DISABLED Profile 0001PK1 disabled by 0O1SB on 07/28/25
|| @8081RH1 *ENABLED Profile 0001RH1 reset by B81A0 on B9/22/25
| B001RR1 *ENABLED Profile 0B01RR1 enabled by 601SB on 08/22/25
| 00015T1 *ENABLED  Workstation 0©01ST1/ /00081 changed by WGB67JL on 16/31/24
| 0001TB1 *DISABLED Profile 0001TB1 disabled by 001SB on 07/28/25
More. ..
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5. To the left of the user’s profile type a 3 in the O column.
a. Press enter.

Type option, press in:an_un_dalimi:_lne list wit
1=Enable 2=Disable| 3=Reset Password | 6=Copy Pn
0 Profile Name Status
| 001JF *DISABLED
| 8e1Jm *DISABLED
| BO1JMPY *DISABLED
| @e1JN *ENABLED
| ee1KA *ENABLED
0O1LA *DISABLED
3 001LD *ENABLED
OUTPA *ENABLED
|  @o1PP *ENABLED
|  0B81RH *ENABLED

6. The system will produce the user’s temporary password at the bottom of the screen.
a. Make sure to copy this temporary password and send it to the user before
exiting this screen.

001LD has been reset. Password ==> M521

7. Once the user logs in with their username and temporary password, a message will
populate saying that the account has an expired password.
a. Click on Change Password.

Host account’ 001LD' has an expired password.

User Name

Password In

Change Password
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8. The Current Password is the temporary password generated during this process. The
user will now be able to change their password to whatever they prefer.

001LD

Current Password

New Password

Confirm New Password A

Return to Login Screen

Change Password
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