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InTejlypo HOW-TO GUIDE

NAME OF PROCESS

Changing a Sales Rep Number On a Transaction
[RolePlay]

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:

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

Configuration, Training, and Reporting

Menu options to access:

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

Training

Description
Sales, Operations

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 gig] menu. Under the Master File Maintenance
section, click on Charge Customer Maintenance.

Master File Maintenance

[ 202 Charge Customer Maintenance ]

72 AR Adjustment Codes

23 AR Credit Codes

“o%  Customer Authorized Users
75 A/R User Authority

72 Quick Pay Discount Codes

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

9/09/24 08:50:19 Customer Master Maintenance Sys: DEMOD V12
Cmp: RM Loc: DMO

Type option, press Enter to continue:
2=Edit 9=Insurance 19=Document Distribution 22=Tax Inquiry 25=liithdrawal Tax 26=Style Sheets More....

0Op Customer Status Name

— coo T ML

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.

9/09/24 09:00:13 Customer Master Maintenance

Type option, press Enter to continue:
2=Edit 9=Insurance 19=Document Distribution 22=Tax Inquiry 25=Withdrawal Tax 26=Style Sheets More....

10 (oaa ] |

0Op Customer Status Name
794 A DANAS CUSTOMER
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4. The Customer Master Maintenance screen opens, displaying the details entered in the
system for the selected customer.

9/09/24 09:57:42 Customer Master Maintenance Sys: DEMD V12
Cmp: RM Loc: DMOD
Customer #: 794 Date opened: 9/05/24 Sts: A Override Price List/Agreement Billing Flags: N Location: DMO
Last maint: WGe67JL  9/95/24 9:58:07 Use LtDisc: Mode:
Billing_Information Bus Entity : NIC code:
Name: DANAS CUSTOMER National cd:
Addr 1: 1234 MAIN STREET National exp date:
Addr 2: Insurance: Exp dt:
City/st/zip: GREENWOOD IN 46142 Tax Dist: 150810580 Country: US|
Phone: 555/ 111-2222 ALt phone: Fax#: 555 [333-4444 Customer Type:
Search word: DANA Contact: User Auth Req: N
Region: 100 Territory: Rep #: 2237 SIC code: Class:
Credit limit: 99999 Credit cd: Credit mgr: Agency limit: 0 Sync Limits: N
P0# required: N Pre-lien: Job # req: Y Srvc chg: Y Prt stmt: ¥ EPA chg: Y
Taxes(Y/reason) Sales: Y Rentals: Resale#:
Damage waiver: Y D/W %: D/W Amt: Exp date: Source Code:
D/W Rate Rule: Env Fee Calc Rule:
Free delivery: N Free pickup: N Cyc bill cd: A Corp link:
Comments Exp Date
5. In the Rep # field, type in the new customer rep number.57
9/09/24 09:57:42 Customer Master Maintenance Sys: DEMO V12

Customer #: 794 Date opened: 9/05/24 Sts: A Override Price List/Agreement Billing Flags: N
Last maint: WGB&7JL 9/85/24 9:50:07 Use LtDisc:

Billing_Information Bus Entity : NIC code:

Name: DANAS CUSTOMER National cd:

Addr 1: 1234 MAIN STREET National exp date:

Addr 2: Insurance: Exp dt:

city/st/zip: GREENWOOD IN 46142 Tax Dist: 150810580 Country: US

Phone: 955 [111-2222 ALt phone: Fax#: 555 333-4444

Search word: DANA Contact:

Region: 100 Territory: [ Rep #: 2237] SIC code:

Credit limit: 99999 Credit cd: Credit mgr: Agency limit: 0

PO# required: N Pre-lien: Job # req: ¥ Srve chg: Y Prt stmt: Y

Taxes(Y/reason) Sales: Y Rentals:

Damage waiver: Y D/ %: D/W Amt: Exp date:

D/W Rate Rule:

Free delivery: N Free pickup: N/ Cyc bill cd: A
Comments Exp Date

Cmp: RM Loc: DMO
Location: [DMO

Mode: [MELELS

Customer Type:
User Auth Req: N
Class:

Sync Limits: N
EPA chg: Y
Resale#:

Source Code:

Env Fee Calc Rule:
Corp link:
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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 Searchnnenu. Type customer job in the Search field at the top
of the page. Click on Customer Job File Maintenance.

Q, customer job|

C

[ “c%  Customer Job File Maintenance]

225 Customer Jobs

b. The Customer Job File Maintenance screen displays.

Customer Job File Maintenance

9/09/24 10:10:19 Job Information Sys: DEMO V12

Cmp: RM Loc: DMO
Customer #: | |

- or -
D/L State: ]
D/L Number: |

2. Click in the Customer # field and press FO4 either on the keyboard or on the right side
of the screen, under the Display Functions menu.

Customer Job File Maintenance

9/09/24 10:25:28 Job Information Sys: DEMO Wi2

Cop: RM Loc: 00 Display Functions
Y
© 0 ©
/L State: |

D/L Number:

F04 Search [

a. The Customer Search screen displays.

9/09/24 10:26:54 Customer Search

Enter search criteria . . .
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3. Type a few letters of your customer’s name in the Enter search criteria field and press
enter.

9/09/24 10:26:54 Customer Search

. . [oana ]

Enter search criteria .

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

9/09/24 10:33:46 Customer Search

Enter search criteria . . .: DANA

Type options, press enter.

1=Select 3=Eqp on rent 4=Credit app 5=Display 6=Display jobs 7=Contracts 8=Collctn cmnts ...
[ | | I I

Op S Cus No. Customer Name Address Phone Loc

A 794 DANAS CUSTOMER 1234 MAIN STREET 555-111-2222 DMO

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

9/09/24 10:47:03 Customer Search

Enter search criteria . . .: DANA

Type options, press enter.
1=Select 3=Eqp on rent 4=Credit app 5=Display 6=Display jobs

Ol I I |

Op)S Cus No. Customer Name Address
A 794 DANAS CUSTOMER

7=Contracts 8=Collctn cmnts ...

|
Phane Loc
555-111-2222 DMO

1234 MAIN STREET

5. The Customer Job File Maintenance screen opens for the selected customer.

Customer Job File Maintenance

9/10/24 07:32:37

Customer Job Selection Sys: DEMO V12

Cmp: RM Loc: DMO

| Mode ALl Locs

‘ State: [: Zip code: [:::::::] Sort CONTACT

Customer #: 794 DANAS CUSTOMER

Address 1: |

City: ‘

Date open: | |to|

1=Select 2=Change 3=Copy 5=Display  é=Auth emp/Ordr

7=Act/Inact job...

Op Job Name

Job_Location

Contact

[] DANAS CUSTOMER

1234 MAIN STREET, GREENWOOD

= o]
Bl

1 - DANAS CUSTOMER
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6. Type 17 in the box next to the customer selected and press enter.

Customer Job File Maintenance

9/18/24 07:32:37

Customer Joh Selection Sys: DEMO V12

Cmp: RM Loc: DMO

j Mode ALl Locs

Customer #: 794/ DANAS CUSTOMER

Address 1:

City:

Date open: |  |to| |

1=Select 2=Change 3=Copy 5=Display 6=Auth emp/Ordr

‘ State: FW Zip code: Sort CONTACT

7=Act/Inact job...

S—

p Pob Name Job Location

(=3
=]

B[]

Contact

DANAS CUSTOMER

=

1234 MAIN STREET, GREENWOOD

= o[ ]

1 - DANAS CUSTOMER

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

Customer Job File Maintenance

9/10/24 B7:36:46 Customer Job Maintenance Sys: DEMOD vi2
Date added: Cmp: RM Loc: DMO

Customer#: 794 Active Job Loc opened: DMO

Billing Information Shipping Information

Mame 1: DANAS CUSTOMER Mame 1: |DANAS CUSTOMER ‘

Addr 1: 1234 MAIN STREET Addr 1: 1234 MATN STREET |

Addr 2: Addr 2: | | Lat: ]

.

city : GREENWOOD city : |EREENWD|:|D

State: IN zip/PC: 46142 Cntry: US State : |1|| zip/PC: |45142 Cntry: | Cuunty:‘ |

Phone: 555 111-2222 Fax: 555 333-4444 Phone : @'@ Fax: :|:|

Project: Within city Llimits: E Tax District: G/L type: D

Cust Job Ref#: | ]

Job #: 1 - DANAS CUSTOMER Job Location: 1234 MAIN STREET, GREENWOOD Map pg/gd: [ | ]

P.0. Number: | | PO# required: |N User Auth Req: \N| Delivery: _N\ CY/N)

Contact name: | |

Territory: Type: |:| SIC code: |:| Market Segment: :l Source Code: :l

Sales rep: E JEFF LDOMIS Pro-rate: [ (Y/N) Cycle bill cd: @

Contract #: |

Labor Cntret#: | Fax/Email: | | (F/E/A/B/C/N/Q)

Net W

7. If you know the new Sales rep number, you can type it in the Sales rep field and press

enter.

Customer Job File Maintenance

9/10/24 07:36:46 Customer Job Maintenance Sys: DEMO V12
Date added: Cmp: RM Loc: DMO
Customer#: 794 Active Job Loc opened: DMO
Billing Information Shipping Information
Name 1: DANAS CUSTOMER Name 1: |DANA5 CUSTOMER
Addr 1: 1234 MAIN STREET Addr 1: |123£. MAIN STREET
Addr 2: Addr 2: | Lat: | |
Long: |—|
city : GREENWOOD city : [GREENWOOD
State: IN zip/PC: 46142 Cntry: US State :|ﬁ| zip/PC: 46142 | Cntry: | County: |—|
Phone: 555 111-2222 Fax: 555 333-4444 Phone : ﬁ m Fax: ]7 1
Project: Within city limits: m Tax District: 15p810580 G/L type: L
Cust Job Ref#: |
Job #: 1 - DANAS CUSTOMER Job Location: 1234 MAIN STREET, GREENWOOD Map pg/gd: [ | |
P.0. Number: | PO# required: |! User Auth Req: M Delivery: ! (¥/N)
Contact name: |
Territory: Type: [] 5IC code: Market Segment: ] Source Code: [ |
Sales rep: 2237 PEFF LOOMIS Pro-rate: || (Y/N) Cycle bill cd:

Contract #:

Labor Cntrct#: Fax/Email: || (F/E/A/B/C/N/Q)

Net

7| Page




IfiTkﬁWWMﬂ)() *l()‘nl':rtJ'CELJIE)EE

8. If you do not know the new Sales rep number, click in the Sales rep field and press FO4
to open the Sales Rep Lookup Window.

Addr 1: 12354 [MATHN

Sales Rep Lookup Window

1=Select 5=Display

>n [ | | |

fa| 0 Rep # Name

MIKE STILWAGNER

MATT

JT ESSAVI

JUSTIN WINKLER

ROGER MOLINET

KAJ HUUSFELDT

JESSICA MOOS 1
More. ..

[T - =}

= o

3

|
OOOOOCO.d
[ IEC NS V=

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.

Customer Job File Maintenance

9/10/24 07:44:00 Customer Job Maintenance Sys: DEMO V12
Date added: Cmp: RM Loc: DMO
Customer#: 794 Active Job Loc opened: DMO
Billing Information Shipping_Information
Name 1: DANAS CUSTOMER Name 1: DANAS CUSTOMER |
Addr 1: 1234 MAIN STREET Addr 1: 1234 MAIN STREET |
Addr 2: Addr 2: | Lat: |
Long: |
City : GREENWOOD City : GREENWDOD
State: IN zip/PC: 46142 Cntry: US State : IN zip/PC: 46142 Cntry: | | County: L4447
Phone: 555 111-2222 Fax: 555 333-4444 Phone : 555 111-2222 Fax:
Project: Within city limits: y Tax District: 159810588 G/L type:
Cust Job Ref#:
Job #: 1 - DANAS CUSTOMER Job Location: {1234 MAIN STREET, GREENWOOD Wap pg/gd: | [ |
P.0. Number: PO# required: | User Auth Req: | Delivery: N (Y/N)
Contact name:
Territory: | Type: ] SIC code: | | Market Segment: [: Source Code:
[Sales rep: 3 HATT] Pro-rate: | (Y/N) Cycle bill cd: A
Contract #: | | Labor Cntrct#: Fax/Email: (F/E/A/B/C/N/Q)
Net N
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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.

/  Create Rental

Equipment Relocation

Update Rental ]

Partial Rental Return
Full Rental Return
Exchange Equipment
Update Deposit

Rental Credit Memo

HSRANL LD

Suspense Return

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

Update Rental

Contract #:
- or -

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

9/09/24 12:52:43 Customer Search

Enter search criteria . . .: UJEFF

Type options, press enter.

1=Select 3=Egp on rent 4=Credit app 5=Display 6=Display jobs 7=Contracts 8=Collctn cmnts ...
Ol I [ Il | [ ]

Op S Cus No. Customer Name Address Phone Loc

A 646 GLOBAL CONSTRUCTION 777 EAST SOUTH STREET 562-555-1111 DMO

[] A 2373 Jefferson Contracting SUITE 340 800-555-1212 DMO

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.

Update Rental

9/10/24 ©7:50:32 Customer Contract Inguiry

Invoice summary #: [:::::::]
[[:ustomer‘ name or #: m ] Job #: |

-or- D/L state and #: | || }Starting contract #:ngqqqqggqqqﬂ
Open rnt: ﬂ Rtns: E] C.B.: @ Sls Inv: E Sls order: @ Rsv/quote: @ W.0.: [

b. Press enter.

5. The Customer Contract Inquiry screen refreshes to display Contracts in the system for
the selected Customer.

@/10/24 087:55:39 Customer Contract Inquiry

Invoice summary #: [:::::::]
Customer name or #: \2373 Job #: \
-or- D/L state and #: I:H Starting contract #:
Open rnt: ﬁ' Rtns: m’ C.B.: ﬁ] Sls Inv: W Sls order: ﬁ] Rsv/quote: ﬁ] W.0.: W
Customer name: Jefferson Contracting Currency: [:]

Type option, press Enter or delimit the list with the filters.
1=Select 5=Display 6=Reprint 7=Fax/Email 8=Transaction History More......

Op Contract _§gg|Tvpe |;;}Staht DtHRetrn Dt|P.U. # HLUC |Job Location |Season
|:| 67474 0 OPEN 5/15/22 5/29/22 DMO TESTING, INDIA
[] 67326 0 OPEN 4/14/22 4/28/22 DMO TESTING, INDIA
|:| 67320 0 OPEN 4/14/22 4/28/22 DMO TEST COMPARISO

Total: uUsb  .eoe
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6. Type 1in 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.

$/10/24 08:91:19 Update Rental Customer Information Sys: DEMOD w12
Contract#: &TET4 cmp: RM Loc: OMD

Customer #: 2373  Avail credit: 893,882 Cur: USD
Billing Information Shipping Information Additional Information

Name: Jefferson Contracting Name : Roleplay 2 Last Trans: 9/89/24 Trans: 15

Addr 1: 8777 PURDUE RD. Addr 1: TESTING LTD Rental: Q2480.84

Addr 2: SUITE 340 Addr Z: Last Rental: 4OLE AIR HAMMER

City: INDIAMAPOLIS State: IN City: INDIANAPOLIS State: IN

Zip/Ph: 46268 80D-555-1212 Zip/Ph: 46288 G0E-555-1212

Job Loc/ #: [TESTING, INDIANAPOLIS | /1 - Roleplay 2 |

P.0. Humber: [ Rep#: [ 2237 JEFF LOOMIS Cty: ____1

Est Return: 5/29/22 |16:05 Territory: Het [y
Drdered By: ﬁ Signatune:| |

Delivery:
Pickup:

Taxes: Rnt: ﬁ]Sls: by Tax Dist: 0505946330
Delivery Instructions:

~+ = =]

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.

9/10/24 08:01:19 Update Rental Customer Information Sys: DEMO V12
Contract#: 67474 Cmp: RM Loec: DOMO
Customer #: 2373  Avail credit: 893,882 Cur: USD
Billing Information Shipping_Information Additional Information
Name: Jefferson Contracting Name : Roleplay 2 Last Trans: 9/89/24 Trans: 15
Addr 1: B777 PURDUE RD. Addr 1: TESTING LTD Rental: 92480.84
Addr 2: SUITE 340 Addr 2: Last Rental: &OLB AIR HAMMER
City:  INDIANAPOLIS State: IN City:  INDIANAPOLIS State: IN
2ip/Ph: 46268 B800-555-1212 Zip/Ph: 46268 800-555-1212
Job Loc/ #: TESTING, INDIANAPOLIS / 1 - Roleplay 2
P.0. Number: || Rep#: [ 2237 JEFF LDDMIEi cty: ||
Est Return: 5/29/22 \16:05| Territory: r_= Met m -
Ordered By: X Signature:|
Delivery: N
Pickup: ﬁ
Taxes: Rnt: v|515: W Tax Dist: 850596330
Delivery Instructions:
.
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