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NAME OF PROCESS 

Use Case / Objectives 

This article will walk you through how to run the Equipment File Listing Report. This report 
can be used to assist with paying personal property taxes on all equipment in your yard at 
year end and show you when a piece of equipment was put into fleet. 

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.  

Field definitions for applicable tasks are available in the Reference Glossary. To view 
these definitions either click on the screen name in the task or scroll to the end of the 
documentation to view the Glossary.  

Menu options to access: 

Main Operations => Rental File => Equipment File Listing 
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Process Steps 
1. Log into the Roleplay Environment using your credentials.  
2. Select the Main Operations menu from the left toolbar. 
3. In the Rental File section, click on the Equipment File Listing option. 

 

 

 

 

 

 

4. The Equipment File Listing screen opens where you will enter the parameters for your 
report. 

 

 

 

 

 

 

 

 

 

5. The Location field defaults to C denoting the location the equipment is currently in. 
a. You can change it to A to run the report based on where the equipment is 

assigned. 
6. The Status field can be set to include (I) or exclude (E) specific statuses with the default 

set to include all statuses. 
7. The Type field can be set to include (I) or exclude (E) specific statuses with the default 

set to include all types. 
8. The Cat/Class Range fields can be changed to run the report for a specific range of 

cat/classes with the default set to include all cat/classes. 

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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9. The For Sale field can be set to include (I) or exclude (E) specific flags with the default 
set to include all flags. The flag is set for equipment in the Equipment Master File.  

10. The Print Contract Detail field determines how much information displays in your 
report. If you set this to Y, if piece of equipment is on rent it will include detailed 
information from the contract. Setting the field to N will not display contract details.  

11. The Date Range field represents the Acquisition Date of the equipment. The field will 
default to the current month. 

NOTE:  If you want all of your equipment to display on the report, you will need to make this 
a broad range. As a general suggestion, enter the first date 20 years in the past. You probably 
do not have equipment in your inventory that is 20 years old but best to give the larger range 
to make sure all equipment is included. 

12. After you enter the desired parameters for your report, press Enter. 
a. The Submit Job screen opens. 

 

 

 

 

 

 

 

13. Update print parameters as needed, and press Enter to run the report. 
a. The Submit Job screen closes, and the Main Operations screen displays.  

NOTE: The report is complete when the orange indicator displays by the Manage My Files icon. 

 

 

 

14. Click the Manage My Files icon. 
a. The Manage My Files screen opens displaying your files. 
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15. Click the Open icon or double click on the desired file. 

 

 

16. The Equipment File Listing report opens, and the data displays according to the 
parameters entered. NOTE:  The screen shot below is a sample of the report. 
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