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NAME OF PROCESS 

Use Case / Objectives 
 
You may need to issue your customers a credit if they overpay for a rental; if they return an 
item early; if an asset breaks while it’s out on rent; or if you are issuing a goodwill refund to 
compensate for an inconvenience. You may also need to refund tax payments if a customer 
gets a tax-exempt certificate after billing has started. This how-to guide teaches you how to 
run a credit memo for delivery/pick up charges, equipment rental fees, and/or taxes. 
 
 
Menu options to access:  
 
Main Operations > Rental Credit Memo 
 
Training 
Role 
 
Operations, Accounting 

Description 
 
Open Contract Report 
 

Reporting 
 
Operations Report 
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Process Steps 
1. Log into the Roleplay Environment using your credentials. 
2. The Main Operations menu will populate upon log in.  

 

 

 

 

 

 

3. Under the Rental section, click on Rental Credit Memo.  

 

 

 

 

 

 

 

4. The Credit Memo screen will populate with multiple fields.  

 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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a. For this process you can search by Contract #, Cust# or name, Cust Job Ref#, or 
D/L State & Number. It is up to you which field to use. If you don’t know the 
information for the fields, you can place your curser in any field and press F4 
on your keyboard or click on F04 Search in the Display Functions menu.  

 

 

 

 

 

 

 

 

b. For this example, we will use the Cust# or name field. Type in the customer’s 
name and press enter.  

 

 

 

 

 

 

 

c. A list of customers will populate in the Customer Search screen.  
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d. To select the customer, in the leftmost column Op (options), type 1 next to the 
customer name and press enter.  

 

 

 

 

 

 

 

 

5. The screen will take you back to the Credit Memo screen. This time, the customer 
number will be in the Cust # or name field. The Ref date/time field will have the 
current date and time filled in automatically. 

 

 

 

 

 

 

 

a. Place your cursor in the Credit reason field and press F4 on your keyboard to 
search for reasons. The Credit Reason box will populate.  
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b. To select the Credit Reason, type 1 in the O (options) column next to the 
description that best matches your scenario.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The Credit Memo screen will populate once again, this time with the Credit reason 
field filled in.  

a. Press enter.  
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b. After pressing enter, the screen will prompt you to enter the original invoice 
date and time; the Ref date/time field will now be blank for entry. This prompt 
will appear no matter which credit reason you choose.  

 

 

 

 

 

 

 

c. Type in the invoice original date and time.  

 

 

 

 

 

 

 

d. Press enter. 
 

7. The Customer Job Selection screen will open.  
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a. To select the Job Location from the original invoice, type 1 in the leftmost Op 
(options) column. Press enter.  

 

 

 

 

 

 

8. The next screen, where the credit amount is applied for delivery, is the Credit Memo 
Customer Information screen. If you are not crediting a delivery charge, press enter 
to continue.  
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a. For this example, the credit will be applied to the delivery amount. Type in the 
Credit Amount in the field. Press enter and a message will populate at the 
bottom of the screen asking you to review; press enter again to continue.  

 

 

 

 

 

 

 

 

 

 

 

 

 

b. In the next screen, in the fields under the Order comments, type out the 
reason for the credit and press enter.  
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c. A message at the bottom of the screen will ask you to review the information; 
press enter to continue.  

 

 

 

 

 

 

 

 

 

 

 

 

9. The next screen populates equipment number and sales fields. If there are credits 
being applied to a piece of equipment, type in the Equipment # in the Equipment 
field; the Quantity, and the Credit Amount being applied in the Rental field. Press 
enter to continue.  

 

 

 

 

 

 

 

 

 

 

  



 

11 | P a g e  
 

10. The final screen will display all the information and the credit will populate as well. If 
all information is correct, press enter to write the credit memo. This will complete the 
process. 

  


