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InTeylyipo HOW-TO GUIDE

NAME OF PROCESS

Creating Rental Worksheets

Use Case / Objectives

This process allows users to configure worksheets that group commonly rented items together,
enabling quick selection of multiple items at once during contract creation, saving time, and improving
consistency.

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.

Menu options to access:

Main Operations > Worksheet Maintenance
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Creating Rental Worksheets

Process Steps

1. Log into the Roleplay Environment using your credentials.

2. Click on the Main Operations menu.
3. In the Rental File section, click on Worksheet Maintenance.
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4. In the Worksheet field, type the name of your worksheet. For example, type SCAFFOLD
if you’re grouping items typically rented to build scaffolding. Be sure to use a name that
clearly reflects the purpose of your worksheet.

Worksheet Mainten...

Worksheet Maintenance
6/11/2S 11:49:27 Equipment Work Sheet File Maintenance Sys: DEMO V12

Cmp: RM Loc: [DMO |
Work Sheet: SCAFFOLD

LEEEN CHANGE
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On the next screen, use the cat/class fields to add the rentable items you want to group

together in your worksheet. These items should be commonly used together for quick

selection during contract/reservation entry.

Worksheet Mainten...

Worksheet Maintenance
6/11/25 11:51:07 Equipment Work Sheet File Maintenance Sys: DEMO V12
Cmp: RM Loc: DMO

Work Sheet: SCAFFOLD1
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a. The worksheet will look like this when complete:
Worksheet Mainten.. ® D
Worksheet Maintenance
6/11/25 11:55:15 Equipment Work Sheet File Maintenance Sys: DEMO V12 Display Functions
Ctmp: RM Loc: DMO
© © ©O

Work Sheet: SCAFFOLD

cat Clas Iten # seq # Description _
Bl 5271 3373271 10/ GUARD RAIL 18" P/H :

337 3255 3373255 20 GUARD RAIL 5' MID

337 155 3370155 30 FRAME, S X 5 SINGLE LADDER W

[337 2651 3372651 [ 40 GOOSER, DIAGONAL 10 X 5

[337 2551 3372551 50 CROSS BRACE, 5 X 10

[337 3188 3373188 68 CASTOR, 8" HEAVY DUTY 1 3/8" STEM

337 6053 3376053 76) PLANK, 10' AL W/PLYWOOD DECK

337 154 LH1 [ 80 FRAME, 4 X 5 SINGLE LADDER W

337 1530 3371530 [ 98] FRAME, 3 X 5 SINGLE LADDER W

37 1560 3371560 [C100] FRAME, 6' 6 X 5 SINGLE LADDER W

1337 1986 3371986 110/ TUBING, 1 5/8 - 20°

[337 2001 3372001 120/ BOLT & NUT S/16TH X 2 1/2

337 2531 3372531 130/ CROSS BRACE, 3 X 10

337 2541 3372541 140/ CROSS BRACE, 4 X 10

(37 2550 3372550 [150) CROSS BRACE, 5 X 7

More...

b. Press enter to create the worksheet.
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Looking up and Adding a Worksheet

Process Steps

1. When you’re creating a rental and arrive at the step to add equipment, in the Op column
type 7 to search and press enter.

Create Rental
Create Rental

6/11/25 12:07:10 Create Rental Equipment Information Sys: DEMO V12
Cmp: RM Loc: DMO

Type option, press Enter.
1=Search 2=Detail 3=Avail 4=Dsc é=Eqp msg 7=Sug eqp 8=0rig rates ...

ﬁ Equipment # Qty Description Yard Total Weight: [¢]
—  —
L] I | S—

O | ]

O I | I

O N  E—

O I  E—

Bottom

2. On the Equipment Search screen type 5 in the Op field for Worksheet. Type the name
of the worksheet in the search criteria field and press enter.

Create Rental
Create Rental

6/11/25 12:10:18 Equipment Search Sys: DEMO V12
Cmp: RM Loc: DMO
Mode Loc: DMO

Type option, enter search criteria.

1=Search word 2=Cat/Class 3=Equip# 4=Serial#] S=Worksheet Jé=Equip Misc 7=Alt Eqp# 8=Item# 9=Engine Serial Number

Opt | Search criteria

[ |

3. Type the worksheet keyword in the field and press enter. The screen displays the list of
items saved in that worksheet. In the Qty column, type the quantity for each item you
want to add to the rental contract. After entering all the quantities, press enter to

proceed.
Create Rental
Create Rental
6/11/25 12:18:20 Equipment Search - Worksheet Sys: DEMO V12
Cmp: RM Loc: DMO
Worksheet Keyword: BAB Mode Loc: DMO
Type option, press Enter to continue
2=Avail/loc
Opt Cat/Clss Description Avail _Qty  Opt Cat/Clss Description Avail _Qty_
[] ©55-8126 SHORING RENTAL 99
[] ©55-8127 2' X 8' BUILD-A-BOX PANEL 262 01|
[] ©55-8128 2' X 10' BUILD-A-BOX PANEL 262 1
[] ©55-8129 8' ALUMINUM CORNER POST 246 1
[] ©55-8124 LIFTING LUGG 45 @]
[] ©55-8125 BUILD-A-BOX PINS & KEEPERS 222 1
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4. The list of selected items and their quantities will appear in a popup. Press enter to
continue.

wmp. o Lue. wnu

Worksheet Keyword: BAB Mode Loc: DMO
Type option, press

2=Avail/loc Equipment Search - Selected Cat/Classes
Opt Cat/Clss Descri Cat/Clss Description _Qty iption Avail _Qty_

_ 055-0126 SHORIN 055-0126 SHORING RENTAL 1
_055-0127 2' X 8 055-0127 2' X 8' BUILD-A-BOX PANEL a4
_055-8128 2' X 1 055-0128 2' X 10' BUILD-A-BOX PANEL i
055-0129 8' ALU 055-0129 8' ALUMINUM CORNER POST 1
055-0124 LIFTIN 055-0124 LIFTING LUGG 1)

1

_ 055-0125 BUILD- 055-0125 BUILD-A-BOX PINS & KEEPERS

Bottom

Bottom

a. Another popup will appear, confirming quantities once more. If no adjustments
need to be made, press enter once more.

Y s

Worksheet Keyword: BAE . Mode Loc: DMO

Type option, press
2=Avail/loc Equipment Search - Selected Cat/Classes
6/11/25 12:24:14 Suggested Item Sys: SAASO1 iption Avail _Qty_
Category: 55 Maximum Free Qty: Cmp: RM Loc: DMO
Class: 126 SHORING RENTAL
_Qty MxFre Description Daily Rate Sale Price UM _ Avail
2' X 8' BUILD-A-BOX PANE 242
2' X 10' BUILD-A-BOX PAN 242
8' ALUMINUM CORNER POST 246
LIFTING LUGG 45
BUILD-A-BOX PINS & KEEPE 222
Bottom |m

Bottom
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5. Al items from the worksheet will now be added on the rental information screen.
Continue the rental process.

Create Rental
Create Rental

6/11/25 12:26:29 Create Rental Equipment Information Sys: DEMO V12

Cmp: RM Loc: DMO

Type option, press Enter.

1=Search 2=Detail 3=Avail 4=Dsc 6=E 7=Sug eqp 8=0rig rates ...

Opt Equipment # Qty Description Yard Total Weight: 0
O 6556127 || 1| 2' X 8' BUILD-A-BOX PANEL
[ 0550128 || 1| 2' X 108' BUILD-A-BOX PANEL
O 8' ALUMINUM CORNER POST
O 0556124 |[ 1| LIFTING LUGG
[ [0550125 || 1| BUILD-A-BOX PINS & KEEPERS
O | | E—
Bottom
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