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NAME OF PROCESS 

Use Case / Objectives 

Tracking open rentals is crucial for day-to-day operations. This guide will walk you through 
a simple reporting process to view what equipment customers, sales reps and/or individual 
branch locations have on rent. 
 
 Configuration, Training, and Reporting 

Open Contract Reporting 
 
Menu options to access:  

Main Operations => Operations Report => Open Contract 
 
Training 
Role 
 
Operations, Sales, Management 
 

Description 
 

Reporting 

Operations Report 
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1. Log into the Roleplay environment using your credentials. 
2. On the Main Operations screen, scroll down to the Operations Reports section and 

click on Open Contract. 

 

 

 

 

 

 

 

  

a. The Open Contract Report screen opens. 

 

 

 

 

 

 

 

3. On this screen, you can run the report for a specific Customer # or Sales rep #. 

 

 

 

 

 

 

 

https://roleplayv3.intemposoftware.com/roleplay&3.03.000/Login
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Run Report by Customer 
1. If you want to run the report by customer but do not know the Customer #, click in the 

field and either press F04 on your keyboard or click on F04 Search in the Display 
Functions menu. NOTE: If you would like to run the report by Sales Rep #, skip to the 
Run Report by Sales Rep # section below. 

 

 

 

 

 

a. Doing this will open a Customer Search screen where you can search by the 
customer name. 
 

 

 

 

2. Type a value in the Enter search criteria field to find the desired customer; press 
enter. 

a. The screen refreshes to display any customers in the system whose name 
contains the value entered. 
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3. Type 1 in the Op column next to the desired customer. 

 

 

 

 

4. Press Enter.  
a. The Open Contract Report screen displays and the selected customer’s number 

displays in the Customer # field. 

 

 

 

 

 

 

 

 

 

5. Continue to the Run Report section below. 
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Run Report by Sales Rep 
1. If you want to run the report by sales rep but do not know the Sales rep #, click on the 

field and either press F04 on your keyboard or click on F04 Search.  

 

 

 

 

a. The Sales Rep Lookup Window opens, displaying a list of all available sales 
reps in the system. 

 

 

 

 

 

 

 

 

2. You can either search in the Name field or scroll down the list until you find the sales 
rep you would like to view data for. 

3. Once you have located the sales rep, type 1 in the 0 column. 
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4. Press Enter. 
a. The Open Contract Report screen opens and the selected sales rep’s number 

now displays in the Sales rep # field. 

 

 

 

 

 

 

 

5. Continue to the Run Report section below. 
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Run Report 
1. Once you have entered either the Customer # or the Sales rep # you will enter any 

additional data you want/need to run the report. 
2. In the Report type field, you can type S for Summary or D for Detail. 

a. Typing D will give you the customer name, number, jobsite, rates, PO# (if 
required), date checked-out, cat/class and equipment number. 

 

 

 

 

3. If you know the exact date range for the report, you can enter the specific dates in 
the Date range fields; otherwise, you can leave the first Date range field BLANK to see 
any open contracts in the system. 

 

 

 

4. Press Enter twice. 
a. The By Loc/District/Region screen opens. 
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5. On this screen, you will determine what locations display on your report.  
a. Type O in the Omit/Include field and clear all the Locations fields if you want 

all locations to display on your report. 

 

 

 

 

b. If you want to omit a specific location, type O in the Omit/Include field and 
type the locations to exclude in the Locations fields. 

 

 

 

c. To see all locations, type I in the Omit/Include field and clear all the Locations 
fields.  

 

 

 

 

6. Once you have updated the fields to return the desired information, press Enter twice 
to generate the report. 

a. The Main Operations screen displays. When your report is ready to view and 
print, you will see an orange circle above the file        icon. 

 

 

 

 

 

 

 

 



 

10 | P a g e  
 

7. To view and print your report, click the File        Icon. 
a. The Manage My Files screen opens displaying any reports in your spool. 

 

 

 

 

8. From here, you can view your report by clicking the Open         button, download your 
report by clicking the Download         button or delete the report by clicking the 
Delete         button. 

 

 

 

 

 

 

 

 

 

 

 

 


