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NAME OF PROCESS 

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 
 

 

 



 

3 | P a g e  
 

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.  

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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5. 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. 

 

 

 

 

 

  

 

 

 

a. The worksheet will look like this when complete:  

 

 

 

 

 

 

 

 

 

b. Press enter to create the worksheet. 
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Process Steps 
1. When you’re creating a rental and arrive at the step to add equipment, in the Op column 

type 1 to search and press enter.  

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

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.  
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4. The list of selected items and their quantities will appear in a popup. Press enter to 
continue.  

 

 

 

 

 

 

 

 

 

 

a. Another popup will appear, confirming quantities once more. If no adjustments 
need to be made, press enter once more.  
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5. All items from the worksheet will now be added on the rental information screen. 
Continue the rental process.  

 

 

 

 

 


