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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: 
 

• Using the Accounts Receivable Menu (Charge Customer Maintenance) 
• Using the Search Icon (Customer Job Maintenance) 
• Through the Operations Menu (Update Rental) 

 
 Configuration, Training, and Reporting 
 
Menu options to access:  
 

• Main Operations => Accounts Receivable 
• Main Operations => Search => Customer Job File Maintenance 
• Main Operations => Update Rental 

 
Training 

Sales, Operations 

 

Description 
 

Reporting 

N/A 
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Updating the Sales Rep Number via the Accounts Receivable Menu 
1. Log into the Roleplay environment using your credentials. 
2. Click on the Accounts Receivable        menu. Under the Master File Maintenance 

section, click on Charge Customer Maintenance.  

 

 

 

 

 

 

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

 

 

 

 

 

3. Either search your customer’s name by typing it in the Name field or scroll through the 
list until the desired customer displays. Type 2 in the Options column to select the 
customer. Press Enter. 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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4. The Customer Master Maintenance screen opens, displaying the details entered in the 
system for the selected customer. 
 

 

 

 

 

 

 

 

 

 

 

 

5. In the Rep # field, type in the new customer rep number.57 
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Update Sales Rep Number via the Customer Job File Maintenance 
1. Log into the Roleplay environment using your credentials. 

a. Click on the Search     menu. Type customer job in the Search field at the top 
of the page. Click on Customer Job File Maintenance. 

 

 

 

 

 

 

b. The Customer Job File Maintenance screen displays. 

 

 

 

 

 

 

2. Click in the Customer # field and press F04 either on the keyboard or on the right side 
of the screen, under the Display Functions menu. 

 

 

 

 

 

a. The Customer Search screen displays. 

 

 

 

 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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3. Type a few letters of your customer’s name in the Enter search criteria field and press 
enter. 

 

 

 

 

a. The Customer Search screen refreshes to display any customers containing the 
value entered. 

 

 

 

 

 

 

 

4. Type 1 in the options column next to the desired customer. Press enter. 

 

 

 

 

 

 

5. The Customer Job File Maintenance screen opens for the selected customer. 
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6. Type 1 in the box next to the customer selected and press enter. 

 

 

 

 

 

 

a. The Customer Job Maintenance screen opens for the customer. 

 

 

 

 

 

 

 

 

 

7. If you know the new Sales rep number, you can type it in the Sales rep field and press 
enter.  
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8. If you do not know the new Sales rep number, click in the Sales rep field and press F04 
to open the Sales Rep Lookup Window. 

 

 

 

 

 

 

 

 

 

9. Type 1 next to the desired Rep and press enter. 
a. The Customer Job Maintenance screen displays and the Sales rep field updates 

to the new Sales Rep number and name. 
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Update Sales Rep Number by Updating a Rental 
1. Log into the Roleplay environment using your credentials. 
2. Click the Main Operations menu       and under the Rental section, click on Update 

Rental. 

 

 

 

 

 

 

 

 

a. The Update Rental screen displays, allowing you to search for either the 
Contract # or the Equipment #.  

 

 

 

 

 

 

 

3. Type a value in either the Contract # or the Equipment # field and press enter. NOTE: 
if you do not know either number, you can click in either field and press F04 to search. 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.000/Login


 

10 | P a g e  
 

a. The Customer Search screen opens, displaying the results for data matching 
the entered value. 

 

 

 

 

 

 

4. Type 1 in the options column to select the Customer and press enter. 
a. The Customer Contact Inquiry screen displays, and the Customer Number 

displays in the Customer name or # field. 

 

 

 

 

 

 

b. Press enter.  
 

5. The Customer Contract Inquiry screen refreshes to display Contracts in the system for 
the selected Customer.  
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6. Type 1 in the options column to select the Contract and press enter twice.
a. The Update Rental Customer Information screen opens, displaying information

in the system for the selected contract.

b. From here, you can update the Rep# by typing the number in the Rep#: field or
searching by pressing F4 and selecting the new rep number.
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