InTejlipo

Process
Documentation

Department:
Customer Support
Last Updated:
6/18/2025 2:20 PM



InTejiiipo HOW-TO GUIDE

NAME OF PROCESS

Maintaining Customer Notes [RolePlay]

Use Case / Objectives

This guide will walk you through how to view, enter a new note and update an existing note for a
charge customer.

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, click on the screen name in the task or scroll to the Glossary at the end
of the document.

Menu options to access:

Main Operations => Inquiry => Charge Customer Inquiry
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Maintaining Customer Notes

Viewing Customer Notes

You can view customer notes through the Customer Search option when Creating a New
Rental or during a Rental Return.

Process Steps

1. Log into the Roleplay Environment using your credentials.
2. Click on the Main Operations menu option on the left side of the screen.
3. In the Inquiry section, click on Charge Customer Inquiry.

Inquiry

B Equipment Images
Signed Rental Contracts
Intempo Condition Report Inquiry
Equipment Inquiry
Parts and Merchandise Inquiry

Charge Customer Inquiry
Cash Customer Inquiry
Customer Transaction Inquiry
Availability Calendar
Reservation/Contract Link

W3O JOK 0O

a. The Customer Search screen opens.

6/69/25 11:22:05 Customer Search

Enter search criteria . . .

4. Type in all or part of your customer’s name in the Enter search criteria field. Press Enter.
a. The Customer Search screen refreshes to display a table of customers fitting the
search criteria entered.
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6/09/25 11:24:47 Customer Search Sys: DEMO V12
Cmp: RM Loc: DMO
Mode All Locs

Enter search criteria . . .:
Type options, press enter.
1=Select 3=Eqp on rent 4=Credit app 5=Display 6=Display jobs 7=Contracts 8=Collctn cmnts ...

] ][ ] [ ][ 1]
0p S Cus No. Customer Name Address Phone Loc_
A 799 Turnkey Customer 2 456 MAIN ST 317-555-1212 DMO
Oa 798 Turnkey Test Customerl STE C 555-854-1212 DMO
A 728 Ty's plumbing 12345 MAIN ST 555-111-2222 DMO
Oa 543 UK Customer Ltd HIGH STREET 0117 123 456 HTB
A 5000 UNDERGROUND SOLUTIONS 110 LAKEWOOD ROAD 303-555-1234 0049
[CJA 52460 UNION PACIFIC RESOURCES PO BOX 250 601-285-1723 DMO
= T 21 PIKE LANDSCAPING 345 OCEAN BLVD. 707-555-1212 DMO
A 1054 VALLEY CREST LANDSCAPING 564 W. 3RD ST. 707-555-1212 DMO
o1 20 VALLEY ELECTRICAL 321 W. BROADWAY 344-555-1212 DMO
A 512 VAN NGUYEN CONSTRUCTION SUITE 900 929-224-6360 DMO
O 664 VAN'S IT DEPARTMENT 123 LANE ST 949-224-6300 BAT
D A 797 Video Testing Customer 222 W. MAIN ST. 555-313-2121 DMO
Oa 2317 W.E. CONSTRUCTION CO., INC. 1234 ROANOKE DR 209-555-1212 DMO
I:I A 717 Walmart Crawfordsville 1835 S. US HIGHWAY 231 000-600-0000 DMO

More. ..

5. Press F23 (shift+F11) or click on F23 More Options in the Display Functions menu to
scroll through the options at the top of the screen.
a. When the screen first displays, these are the menu options shown:

Enter search criteria . . .: [TURNKEY

I +3 +
Ty pe—op TP ReSS—eRTerT

1=Select 3=Eqp on rent 4=Credit app S=Display 6=Display jobs 7=Contracts 8=Collctn cmnts ...

[E] T T T | E—
Op S Cus No. Customer Name Address Phone 1o
A 799 Turnkey Customer 2 456 MAIN ST 317-555-1212 DMO
1A 798 Turnkey Test Customerl STE C 555-854-1212 DMO

b. These are the menu options that display next:

Enter search criteria . . .: [TURNKEY

|

9=Display A/R 16=Call sheets 11=Transactions 12=History by cat/class 13=Sales analysis 14=Contract prc ]

H] I'1 I'l I'l |
Op S Cus No. Customer Name Address Phone Loc
A 799 Turnkey Customer 2 456 MAIN ST 317-555-1212 DMO

c. This is the last set of menu options that display.

6/18/25 09:03:46 Customer Search

Enter search criteria . . .: UEFF

Type options, press enter.

[ 15=Customer notes 16=Agreements 19=Distributions ... ]
(71 I I | [ J | |
Op I8 Cus No. Customer Name Address Phone Loc
796 JEFF LOOMIS 133 MAIN ST 000-000-0000 DMO
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6. To view notes for a customer, put the cursor in the Op field next to the desired customer
and type 15. Press Enter.
a. The Customer Notes screen opens for the selected customer. Any notes in the
system will display in the table.

6/18/25 09:12:37 Customer Notes Sys: DEMO V12
Cmp: RM Loc: DMO
Customer: 796  JEFF LOOMIS Mode
Type option, press Enter
2=Edit 3=Copy 4=Activate/De-activate
0 [ ]
0P Sts Loc Dist Rgn _ Date User 1D Employee Notes Exp. Date
[] A DMO 6/18/25 RMOOO1DA DANA ALEXA CUSTOMER HOURS M - F, 16 - 6. THEY DO NO
O T ACCEPT DELIVERIES OUTSIDE OF THOSE HOU
O RS.

7. To view customer notes when you create a new rental contract for a customer, on the
Main Operations screen, in the Rental section, click on the Create Rental option.

Rental
[ ¢ Create Rental]
& Equipment Relocation
{53 Update Rental
Partial Rental Return
Full Rental Return
Exchange Equipment
Update Deposit
Rental Credit Memo
Suspense Return

,.

(22

L&A

a. The Create Rental screen opens.

6/11/25 14:16:04 Create Rental

Cust # or name: | ]
=Op=

Cust Job Ref#: |
-or-

D/L state: O

D/L number: [

Est return: I i | |
Start rental: [[6/11/25 [14:14

Seasonal Contract: [ |
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8. Type in the Cust # or name and press Enter. NOTE: Use F4 to search for your customer
if necessary.
a. The Create Rental - Customer Notes screen opens, displaying notes in the
system for the specified customer.

6/18/25 09:08:53 Customer Notes Sys: DEMO V12
Cmp: RM Loc: DMO
Customer: 799  Turnkey Customer 2 Mode
Type option, press Enter
2=Edit 3=Copy 4=Activate/De-activate
] [ ]
OP Sts Loc Dist Rgn _ Date User ID Employee Notes Exp. Date
[] A DMO 6/09/25 RMOOO1DA DANA ALEXA EDITED NOTE TEST FOR DOCUMENTATION ONLY

9. To view customer notes when you enter a rental return for a customer, on the Main
Operations screen, in the Rental section, click on the Partial Rental Return or Full
Rental Return option.

Rental

Create Rental
Equipment Relocation
Update Rental

Partial Rental Return
Full Rental Return ]
Exchange Equipment
Update Deposit

Rental Credit Memo

~»] Suspense Return

N

. v

L2 OF

£ (2]

J
v

H ¢

a. The corresponding Rental Return screen displays.

6/11/25 14:22:53 Partial Rental Return

Cust name/#: [ ]
or - Cust Job Ref#: | ]
or - Contract #: ]
or - Equipment #: [ ]
or - Pickup tkt #: [ ]

Return date: [6/11/25
Return time: [14:22

Credit days: [ |
Credit hours: [ ]
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10. Type in the Cust # or name .Press Enter. NOTE: Use F4 to search for your customer if
necessary.
a. The Open Equipment by Customer screen opens, displaying open contracts in
the system for the selected customer.

6/11/25 14:25:38 Open Equipment by Customer

Project #: [ |
Customer name or #: | 799 | Job #: | ]
-or- D/L state and #: [ ]| ] Starting cat/class: [ |[ |
Select- Open rentals: [Y| Reservations/quotes: N  Include bulk items: Y|
Customer name: Turnkey Customer 2

Type option, press Enter or delimit the list with the filters.
1=Select 5=Display 6=Reprint 7=Fax PO#: | ]
| | [ |11 J 1 | [ |

Op Contract Equipment# _Qty Description Loc Job Location Job Name

0 69365 1398 1 BACKHOE TRACTOR DMO 456 MAIN ST, GREENWO Turnkey Custome
0 69411 1416 1 BACKHOE TRACTOR DMO 456 MAIN ST, GREENWO Turnkey Custome
0 69204 1463 1 OPERATOR DMO 456 MAIN ST, GREENWO Turnkey Custome
0 69364 6011 1 DZ-80HP-LGP DMO 456 MAIN ST, GREENWO Turnkey Custome
0 69380 5001000 6 TABLE CLOTH 6' ROUND DMO 456 MAIN ST, GREENWO Turnkey Custome
0 69380 5001100 48 NAPKINS, CLOTH DMO 456 MAIN ST, GREENWO Turnkey Custome

11. Type 1 in the Op column next to the contract for the return. Press Enter.
a. The Rental Return screen displays again, showing the information for the

return
Partial Rental Return

Cust name/#: [EE ]
- or - Cust Job Ref#: | |
- or - Contract #:
- or - Equipment #: [ = |

- or - Pickup tkt #: 1358

Return date:
Return time: 10:12

Credit days: [ |
Credit hours: [ |

12. Verify the information. Press Enter to continue.
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a. The Rental Return - Customer Notes screen opens, displaying notes in the
system for the customer entered.

6/18/25 09:08:53 Customer Notes Sys: DEMO V12
Cmp: RM Loc: DMO
Customer: 799  Turnkey Customer 2 Mode
Type option, press Enter
2=Edit 3=Copy 4=Activate/De-activate
[ ]
0P Sts Loc Dist Rgn _ Date User ID Employee Notes Exp. Date
[] A DMO 6/09/25 RMOOO1DA DANA ALEXA EDITED NOTE TEST FOR DOCUMENTATION ONLY
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Add Customer Notes

Process Steps

1. Log into the Roleplay Environment using your credentials.
2. Click on the Main Operations menu option on the left side of the screen.
3. In the Inquiry section, click on Charge Customer Inquiry.

Inquiry
LB Equipment Images
{5} Signed Rental Contracts
() Intempo Condition Report Inquiry

(. Equipment Inquiry

i uiry
O\ Charge Customer Inquiry

(" Cash Customer Inquiry

(). Customer Transaction Inquiry
] Auvailability Calendar

(5] Reservation/Contract Link

a. The Customer Search screen opens.

i~
6/09/25 11:22:05 Customer Search

Enter search criteria . . .

4. Type in all or part of your customer’s name in the Enter search criteria field. Press Enter.
a. The Customer Search screen refreshes to display a table of customers fitting the
search criteria entered.

6/09/25 12:02:53 Customer Search

Enter search criteria . . .: [TURNKEY

Type options, press enter.
15=Customer notes 16=Agreements 19=Distributions ...

Ol J [ | [ | [ I [ |
Op S Cus No. Customer Name Address Phone Loc
[JA 799 Turnkey Customer 2 456 MAIN ST 317-555-1212 DMO
D A 798 Turnkey Test Customerl STE C 555-854-1212 DMO

[ |q ;;;Q |¥'§ q“wg;qn ]%é#ﬁ HAIy ST 555-111-2222 DM0
. y ) PC T TTCS5 CITCCT,
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a. The Customer Notes screen opens for the selected customer. Any notes in the
system will display in the table. NOTE: The customer in this example does not
have any notes in the system as of the date and time viewed.

6/18/25 09:12:37 Customer Notes Sys: DEMO V12
Cmp: RM Loc: DMO
Customer: 796  JEFF LOOMIS Mode
Type option, press Enter
2=Edit 3=Copy 4=Activate/De-activate
0 [ ]
0P Sts Loc Dist Rgn _ Date User ID Employee Notes Exp. Date
[] A DMO 6/18/25 RMOOO1DA DANA ALEXA CUSTOMER HOURS M - F, 10 - 6. THEY DO NO
[ T ACCEPT DELIVERIES OUTSIDE OF THOSE HOU
1) RS.

6. Press F6 on your keyboard or click on FO6 Add in the Display Functions menu.
a. The Customer Notes - Add screen opens.

Customer Notes ADD

Location: [ | Turnkey Customer 2
District: [ ]

Region: [ ]
Effective date: Status: A
Expiration date: [ |

More...

inter information, press Enter.

7. Type in either the Location, District or Region, pressing F4 to search if you do not know
the value.

8. If desired, manually change the Effective Date field by typing in a new date.

9. If necessary, update the Status, pressing F4 to search if you do not know the value.

10. If desired, type in the Expiration date.

11. Type in the note information.

10| Page



I nTe|||||I||||I||||ipo - OW'TO G U I DE

Customer Notes ADD

Location: Turnkey Customer 2
District: [ ]

Region: [ |
Effective date: Status: [
Expiration date: [ |

TEST NOTE ONLY

12. Press Enter to save the note.
a. The Customer Note - Add screen closes and the note now displays in the table
on Customer Notes screen.

6/09/25 12:14:38 Customer Notes Sys: DEMO V12
Cmp: RM Loc: DMO

Customer: 799  Turnkey Customer 2 Mode

Type option, press Enter

2=Edit 3=Copy 4=Activate/De-activate

0 [ ]
0P Sts Loc Dist Rgn Date User ID Employee Notes Exp. Date
[] A oMo 6/09/25 RMOOO1DA DANA ALEXA TEST NOTE ONLY
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Update Customer Notes

Process Steps

1. Log into the Roleplay Environment using your credentials.
2. Click on the Main Operations menu option on the left side of the screen.
3. In the Inquiry section, click on Charge Customer Inquiry.

Inquiry
LB Equipment Images
{5} Signed Rental Contracts
() Intempo Condition Report Inquiry

(. Equipment Inquiry

i uiry
O\ Charge Customer Inquiry

(" Cash Customer Inquiry

(). Customer Transaction Inquiry
] Auvailability Calendar

(5] Reservation/Contract Link

a. The Customer Search screen opens.

i~
6/09/25 11:22:05 Customer Search

Enter search criteria . . .

4. Type in all or part of your customer’s name in the Enter search criteria field. Press Enter.
a. The Customer Search screen refreshes to display a table of customers fitting the

criteria.
6/09/25 12:02:53 Customer Search
Enter search criteria . . .: [TURNKEY

Type options, press enter.
15=Customer notes 16=Agreements 19=Distributions ...

Ol J [ | [ | [ 1]
Op S Cus No. Customer Name Address Phone Loc
a 799 Turnkey Customer 2 456 MAIN ST 317-555-1212 DMO
A 798 Turnkey Test Customerl STE C 555-854-1212 DMO
[1A 728 Tv's nlumbina 12345 MATN_ST 555-111-2222 DMO

5. In the Op column, next to the desired customer, type 15. Press Enter.
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a. The Customer Notes screen opens for the selected customer. Any notes in the
system will display in the table.

6/09/25 12:23:11 Customer Notes Sys: DEMO V12
Cmp: RM Loc: DMO

Customer: 799 Turnkey Customer 2 Mode

Type option, press Enter

2=Edit 3=Copy 4=Activate/De-activate

O [

OP Sts loc Dist Rgn  Date User ID Employee Notes Exp. Date

[] A DrO 6/09/25 RMOOO1DA DANA ALEXA TEST NOTE ONLY

[] A DMO 6/09/25 RMOOO1DA DANA ALEXA TEST NOTE ONLY.

6. In the Op column, next to the desired note, type 2. Press Enter.
a. The Customer Notes - Edit screen opens, displaying details for the selected note.

Customer Notes EDIT

Location: [ ] Turnkey Customer 2
District: [ |

Region: [ |
Effective date: Status:
Expiration date: [ ]

[TEST NOTE ONLY.

|
l |
l |
[ |
l I
I |
[ |

More...
Last Maintained By: RMOOO1DA 6/69/25

Enter information, press Enter.

7. Update the necessary information by typing in the fields.
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Customer Notes

Location: [IIIT] Turnkey Customer 2
District: [ |

Region: [ ]
Effective date: Status:
Expiration date: [ ]

[EDITED NOTE TEST FOR DOCUMENTATION ONLY |

I |
I |
I |
I |
I |
I |

More...
Last Maintained By: RMOOB1DA 6/18/25

Enter information, press Enter.

8. Press Enter twice to save the updated note.
a. The Customer Note - Edit screen closes and the note now displays in the table
on Customer Notes screen.

6/18/25 09:18:18 Customer Notes Sys: DEMO V12
Cmp: RM Loc: DMO
Customer: 799  Turnkey Customer 2 Mode
Type option, press Enter
2=Edit 3=Copy 4=Activate/De-activate
[ |
0P Sts Lloc Dist Rgn Date User ID Employee Notes Exp. Date
] A DMO 6/09/25 RMOOO1DA DANA ALEXA EDITED NOTE TEST FOR DOCUMENTATION ONLY
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Reference Glossary

Field Definitions for Tasks

Customer Search - Launch

e Enter search criteria - If you know the first letter of the customer's name, type it in
the field and press Enter to display a list of customers whose names (first or last)
contain that letter. For example, type H and press Enter and the list in Customer
Search would show both Baker Hardware and Hillcrest Electric. The list continues with
customers whose names start with the subsequent letters of the alphabet such as | and
J in this example.

Customer Search - Details

e Status - Displays the current status of the customer. Valid status codes include:
o A -Active

B - Bad debt

C - Account closed by customer

D - Account deleted by company

H - Hold

I - Inactive

S - Suspended
o F - Credit denied

e Customer - Displays the customer's name.

e Address - Displays the first street address line for the customer.

e Phone - Displays the customer's phone number.

e Location - Displays the location where the customer master record was set up.

O O 0O O O O

Customer Notes Inquiry

e Status - Displays the current status of the customer. Valid status codes include:
o A -Active

B - Bad debt

C - Account closed by customer

D - Account deleted by company

H - Hold

I - Inactive

S - Suspended
o F - Credit denied

e Location - Displays the location where the customer master record was set up.

e District - Displays the district where the customer master record was set up.

e Region - Displays the code for the region where the customer master record was set

up.

O O 0O O O O
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e User ID - Displays the user’s system ID of the person who entered the note.
e Employee - Displays the user’s name of the person who entered the note.
e Notes - Details the note information entered.

e Expiration Date - Displays the date that the note will expire, if applicable.

Customer Notes - Add

e Status - Enter the current status of the customer. Valid status codes include:
o A - Active
B - Bad debt
C - Account closed by customer
D - Account deleted by company
H - Hold
| - Inactive
S - Suspended
o F - Credit denied
e Location - Enter the location where the customer master record was set up.
e District - Enter the district where the customer master record was set up.
e Region - Enter the code for the region where the customer master record was set up.
e [Effective Date - Enter the date the note is effective. Defaults to the current date.
e Status - Displays the current status of the customer. Valid status codes include:
o A - Active
B - Bad debt
C - Account closed by customer
D - Account deleted by company
H - Hold
I - Inactive
S - Suspended
o F - Credit denied
e Expiration Date - Enter the date that the note will expire, if applicable.
e Notes - Enter the note information for the selected customer.

o O 0O O O O

O O O O O O
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