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NAME OF PROCESS 

Use Case / Objectives 
 
You may need to change a sales rep number on a transaction if the original rep leaves or if 
an account is transferred from one team member to another. This document will walk you 
through how to update a sales rep number on a transaction in three ways: 
 

 Charge Customers 
 Customer Job File 
 Update Rental 

 

Menu options to access:  

 3 Accounts Receivable Menu => 1 Charge Customers 
 1 Operations Menu => 51 Rental Maintenance Menu => 2 Customer Job File 
 1 Operations Menu => 2 Update Rental 

 
Training 
Roles: 
 

 Internal agent for InTempo  
 Admins for customer 

 

Description 
 

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.  

Updating a Sales Rep Number via the Accounts Receivable Menu 
1. Log into the RentalMan GreenScreen environment using your credentials. 
2. In the Option or command field, type 3 for the Accounts Receivable Menu. 

 

 

 

 

 

 

 

 

 
 

3. Press Enter.   
4. The Accounts Receivable Options screen opens, displaying a list of available options. 
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5. In the Option or command field, type 1 for Charge Customers. 

 

 

 

 

 

 

 

 

 

6. Press Enter.   
a. The Customer Master Maintenance screen opens, displaying a list of customers 

in the system. 
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7. There are a few options for finding the customer you would like to update. 
a. You can scroll through the screens until your desired customer displays. 
b. You can search by Customer, Status or Name using the Search fields above the 

corresponding columns. 
c. Lastly, you can click F04 and walk through the search functionality. 

 

 

 

 

 

 

 

 

 

 

 

 
 

8. Once you have located the customer, type 2 in the Op column next to the customer. 
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9. Press Enter.    
a. The Customer Master Maintenance screen opens, displaying data in the system 

for the selected customer. 

 

 

 

 

 

 

 

 

10. On this screen, you can either type in the new number in the Rep # field or you can 
press F04 on your keyboard to search for the new number in the system. 

 

 

 

 

 

 

 

 

11. Once the new number is entered in the Rep # field, press Enter. 
a. The Rep # field updates with the selected sales rep’s number. 

 

 

 

 

12. Review the information and press Enter to update the record. 
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Updating the Sales Rep Number via the Rental Maintenance Menu 
1. Log into the RentalMan GreenScreen environment using your credentials. 
2. In the Option or command field, type 1 for the Operations Menu. 

 

 

 

 

 

 

 

 

 

 

 
 

3. Press Enter.   
4. In the Option or command field, type 51 for Rental Maintenance Menu.  
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5. Press Enter. 
a. The Rental File Maintenance Menu screen opens. 

 

 

 

 

 

 

 

 

 

 

 

6. In the Option or command field, type 2 for Customer Job File. 
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7. Press Enter.  
a. The Job Information screen displays. 

 

 

 

 

 

8. If you know your customer’s number, type it in the Customer # field; otherwise, click 
on the Customer # field and press Enter to view a list of all customers. 

9. Type a 2 in the Op column next to the desired job. 

 

 

 

 

 

 

 

 

 

10. Press Enter.  
a. The Customer Job Maintenance screen opens, displaying data in the system 

for the selected job. 
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11. In the Sales rep field, delete the current value, type in the number for the new sales 
rep, and press Enter. 

a. The Sales rep field updates with the new number and name. 

 

 

 

 

12. Review the information and press Enter to update the record. 
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Updating the Sales Rep Number via the Operations Menu 
1. Log into the RentalMan GreenScreen environment using your credentials. 
2. In the Option or command field, type 1 for the Operations Menu. 

 

 

 

 

 

 

 

 

 

 

 

3. Press Enter.   
4. In the Option or command field, type 2 for Update Rental.  
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a. The Update Rental screen opens. 

 

 

 

 

 

 

 

5. If you know the Contract # or the Equipment #, type the value into the corresponding 
field; otherwise, click on the field and press F04 then follow the search prompts. 

6. Once you enter the value in either the Contract # or the Equipment # field, press 
Enter. 

a. The Update Rental screen displays. 
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7. Press Enter. 
a. The Update Rental Customer screen displays. 

 

 

 

 

 

 

 

 

 

8. In the Rep # field, delete the current value, type in the number for the new sales rep 
and press Enter. 
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a. The Update Rental Equipment Information screen opens. 
 

 

 

 

 

 

 

 

 

 

9. Make any necessary changes and press Enter. 
a. The Update Rental Review screen opens. 
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10. Make any necessary changes and press Enter. 
a. The Operations screen displays. 

 

 

 

 

 

 

11. To verify that the Rep # field updated with the new number and name, perform steps 
4-7 of this section. 

a. The Update Rental Customer Information screen opens and the new value 
displays in the Rep # field. 

 


