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NAME OF PROCESS 

Use Case / Objectives 
 
When creating contracts, you can enter and track customer-provided PO information, 
including PO totals, remaining balances, and expiration dates. Once a contract is linked to a 
PO number, invoicing against the contract automatically deducts the invoiced amount from 
the PO total. This allows you to monitor billed amounts and remaining PO balances. You can 
also view outstanding contracts, past invoices, and remaining quantity balances. 
 
Configuration, Training, and Reporting 

This document assumes you know how to perform basic Search functionality to find 
information in the system (i.e., F4 search). The steps for this are not included within this 
document.  

Field definitions for applicable tasks are available in the Reference Glossary. To view 
these definitions either click on the screen name in the task or scroll to the end of the 
documentation to view the Glossary.  
 
Menu options to access:  
 
System File Maintenance => File Maintenance => System Control Maintenance 
Main Operations => Rental File => Customer Master File Maintenance 
Main Operations => Sales => Create Sales Order 
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Verify Control Record Settings 
Before proceeding, ensure control record CPOTRK is set to Y. Follow the steps below or 
contact Customer Support for assistance. 

Process Steps 
1. Log into the Roleplay Environment using your credentials.  
2. Select the System File Maintenance menu from the left toolbar. 
3. In the File Maintenance section, click on the System Control Maintenance option. 

 

 

 
 

 

 

 

a. The Control File Maintenance screen opens. 

 

 

 

 

 

4. Press Enter to display all control records in the system or using the Key FD filter field at 
the top of the table, type in CPOTRK and press Enter. 

 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. The screen refreshes to display any control records meeting the criteria entered. 
5. Type 2 in the O field next to control record CPOTRK. 

 

 

 

 

 

6. Press Enter. 
a. The Control File Maintenance – Details screen opens for the selected control 

record. 
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7. Verify the value in the Track customer PO field is Y; otherwise, update and press Enter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Review and press Enter to update. 
a. The record updates and the Control File Maintenance screen displays. 

9. Click on the X in the Display Functions menu to return to the System File 
Maintenance screen. 
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Verify Customer PO Tracking Settings 
Once you have set the control record above, you need to confirm your customer has the 
correct setting for tracking purchase orders. The steps below will walk you through how to 
confirm your customer’s settings. 

Process Steps 
1. Select the Main Operations menu from the left toolbar. 
2. In the Rental Files section, click on the Customer Master File Maintenance option. 

 

 

 

 

 

 

 

 

a. The Customer Master Maintenance screen opens displaying a list of customers 
in the system. 

 

 

 

 

 

 

 

 

 

3. Find your customer in the list by using the filter fields at the top of the table or 
scrolling through the list. 
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4. Type 2 in the Op column next to the desired customer. 

 

 

 

 
 

5. Press Enter. 
a. The Customer Master Maintenance screen opens displaying details in the 

system for the selected customer. 

 

 

 

 

 

 

 

 

 

6. Type Y in the Track PO# field. 

 

 

 

 

 

 

 

7. Press Enter twice to save. 
a. The record updates and the Control File Maintenance screen displays. 

8. Click on the X in the Display Functions menu to return to the Main Operations screen. 
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Adding a PO on Sales Order 

Process Steps 
1. Select the Main Operations menu from the left toolbar. 
2. In the Sales section, click on the Create Sales Order option. 

 

 

 

 

 

 

a. The Parts and Merchandise Order Entry screen opens. 

 

 

 

 

 

 

 

3. Type in the Cust # or name field and press Enter. 
a. Depending on the data entered for your customer, the Customer Notes screen 

might display; otherwise, the Customer Job Selection screen displays. NOTE: 
If the Customer Notes screen displays, press Enter to move to the Customer 
Job Selection screen. 
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4. Type 1 in the Op column next to the desired Job Name. 

 

 

 

 

 

 

5. Press Enter. 
a. The Customer Information screen opens. 

 

 

 

 

 

 

 

 

 

 

6. With your cursor in the P.O. Number field, press F4. 
a. The Customer PO Tracking screen opens displaying any POs in the system for 

your customer. 
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7. Press F6 on your keyboard or click on F06 Add in the Display Functions menu to add a 
customer purchase order. 

 

 

 

 

 

a. The Customer PO Tracking screen opens. 

 

 

 

 

 

 

8. Type the purchase order information in the open fields. 

 

 

 

 

 

 

9. Press Enter. 
a. The Customer PO Tracking screen opens, and the PO created above displays in 

the list. 
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10. Type 1 in the Op column next to the PO number and press Enter to add it to your sales 
order. 

a. The Customer Information screen displays and the PO number selected 
displays in the corresponding field. 

 

 

 

 

 

 

 

 
 

11. Type in the Ordered By field and press Enter twice to continue. 
a. The Item Information screen display. 

 

 

 

 

 
 

12. Type in the Item # for the item(s) you would like to add to the purchase order. NOTE: 
If you do not know the item numbers, you can type 1 in the Opt column to open the 
Parts/Merchandise Search screen. 

13. Once you enter your item(s), the Item Information screen will look similar to the 
screenshot below: 

 

 

 

 

 

14. Press Enter through the remaining screens to write the purchase order and be returned 
to the Main Operations screen. 
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View PO Activity 

Process Steps 
1. Select the Main Operations menu from the left toolbar. 
2. In the Rental Files section, click on the Customer Master File Maintenance option. 

 

 

 

 

 

 

 

 

a. The Customer Master Maintenance screen opens displaying a list of customers 
in the system. 

 

 

 

 

 

 

 

 

 

3. Find your customer in the list by using the filter fields at the top of the table or 
scrolling through the list. 
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4. Type 27 in the Op column next to the desired customer. 

 

 

 

 

 

5. Press Enter. 
a. The Customer PO Tracking screen opens displaying purchase orders in the 

system for the selected customer. 

 

 

 

 
 

6. To view the details for a purchase order, type 8 in the Op column next to the desired 
purchase order and press Enter. 

a. The Customer PO Tracking – Details screen opens displaying details in the 
system for the selected purchase order. 

 

 
 

 

 

7. Type 5 in the Op column to display the order details. 
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8. Press Enter to view Item Information.

9. If you would like to view equipment or item details, type 2 in the Opt column and
press Enter; otherwise, press Enter to view the Contract Review screen.

10. Press Enter to return to the Customer PO Tracking – Details screen.
11. Click on the X in the Display Functions menu to return to the Main Operations screen.
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Customer PO Tracking 

• Customer – Displays the customer’s number and name. 
• PO Number – Enter the number for the purchase order. 
• PO Date - Enter the date for the purchase order. 
• Expiration Date – If applicable, enter the date the purchase order will expire. 
• Job Number – Enter or select the location and the number associated with the job for 

the purchase order. 
• Currency Code – Enter or accept the code for the currency to be used for the sales 

order. 
• Amount – Displays the amount of the purchase order. 
• Balance – Displays the amount owed for the purchase order. 

Customer PO Tracking – Details 

• Customer – Displays the customer’s number and name. 
• PO Number – Displays the number for the purchase order. 
• Amount – Displays the amount of the purchase order. 
• Balance – Displays the amount owed for the purchase order. 
• Currency Code – Enter or accept the code for the currency to be used for the sales 

order. 
• Status – Displays the current status of the purchase order. 

o Accrued 
o Billed 
o Open 

• Contract – Displays the contract number assigned to the purchase order. 
• Iseq – Displays the sequential number the system assigned to the invoice, if 

applicable.  
• Type – Displays the type of the invoice. Valid types include: 

o C - Credit Memo 
o E - Equipment Exchange 
o F - Rental Purchase 
o M - Manual Invoice 
o O - Rental 
o S - Sales 
o Q - Equipment Sale 
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