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InTejiyipo HOW-TO GUIDE

NAME OF PROCESS

Running an Open Contract Report [RolePlay]

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 Description

Operations, Sales, Management

Reporting

Operations Report
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Running a Open Contract Report [RolePlay]

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.

Main Operations

Operations Reports

[ [Z]  Open Contract I
[E] Over Due Contract

>3  Reservation Listing Report
>3  Reservation Conflict Report
>3  Override Report

{53 Rentals Opened Today

«> Exchanged Equipment Report

a. The Open Contract Report screen opens.

24 10:25:01 Open Contract Report Sys: DEMO V12
Cmp: RM Loc: DMO

Customer #: [ | Drivers Lic: [ || |

Report type: [S (B=both,S=summary,D=detail)
Charge or cash cus: [] (Blank=both,C=chg,$=cash)
Date range: | | [9/18/24

Sort by sales rep: Sales rep #: [ | Incl Job Address: [N (Y/N)
To cycle bill only: (Y/N)  Sort by Job#: [N (Y/N)

Manual rentals: Suspended contracts: (I=inc,E=excl,0=only)
Open on hold: (I,E,0) Held return: [I (I=inc,E=excl,0=only)

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

24 10:25:01 Open Contract Report Sys: DEMO V12
Cmp: RM Loc: DMO

[Customer #: :]@_] Drivers Lic: [ ]| |
Report type: (B=hoth, S=summary,D=detail)

Charge or cash cus: [| (Blank=both,C=chg,$=cash)

Date range: 9/18/24

Sort by sales rep: Sales rep #: 1'—|]Incl Job Address: [N (Y/N)
To cycle bill only: (Y/N)  Sort by Job#: N (Y/N)

Manual rentals: I  Suspended contracts: [I (I=inc,E=excl,0=only)
Open on hold: [ (I,E,0) Held return: [I (I=inc,E=excl,0=only)
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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 FO4 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.

124 10:31:13 Open Contract Report Sys: DEMO V12 - -
Cnp: R Loc: DHO Display Functions

Drivers Lie: [J[——— ] @ 0 ©

REpo Yhe: S (B=both,S=summary,D=detail)

Charge or cash cus: [] (Blank=hoth,C=chg,$=cash)

Date range: [ |

Sort by sales rep: [N Sales rep #: [ | Incl Job Address: [N (Y/N)
To cycle bill only: N (Y/N)  Sort by Job#: [N (Y/N)

Manual rentals: Suspended contracts: [T (I=inc,E=excl,0=only)
Open on hold: [ (I,E,0) Held return: [T (I=inc,E=excl,0=only)

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

9/18/24 10:51:06 Customer Search

Enter search criteria . . . | |

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.

9/18/24 10:53:40 Customer Search

Enter search criteria . . .: [DAN

Type options, press enter.
1=Select 3=Eqp on rent 4=Credit app 5=Display 6=Display jobs 7=Contracts 8=0

Ol J [ ] [ I [ ]
Op S Cus No. Customer Name Address Phone Logc:
A 794 DANAS CUSTOMER 1234 MAIN STREET 555-111-2222 DMO
A 722 DANNY WEB SERVICES 123 MAIN STREET 6261234567  DMO
A 723 DANNY WEB SERVICES 123 MAIN STREET 6261234567  DMO
A 724 DANNY WEB SERVICES 123 MAIN STREET 6261234567  DMO
A 780 Danny cp test 312 MAIN 000-000-0000 DMO
A 778 Danny Test SUITE 2000 000-000-0000 DMO
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3. Type 1 in the Op column next to the desired customer.

Type options, press enter.
1=Select  3=Egp on rent  4=Credit app  S5=Display  6=Display jobs  7=Contracts 8=
0l ] | | [

Op)S Cus No. Customer Name Address Phone Loc
794 DANAS CUSTOMER 1234 MAIN STREET 555-111-2222 DMO

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

24 10:59:00 Open Contract Report Sys: DEMO V12
Cmp: RM Loc: DMO

[Customer #: Drivers Lic: [ ]| |

Report type: (B=both,S=summary,D=detail)
Charge or cash cus: [|] (Blank=both,C=chg,$=cash)
Date range: | | 19/18/24

Sort by sales rep: Sales rep #: [ | Incl Job Address: N (Y/N)
To cycle bill only: (Y/N)  Sort by Job#: N (Y/N)

Manual rentals: Suspended contracts: [I (I=inc,E=excl,0=only)
Open on hold: (I,E,0) Held return: [I (I=inc,E=excl,0=only)

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.

19:45:11 Open Contract Report Sys: DEMO V12

Cnp: R Loc: DHO Display Functions

@ 0 ©

Customer #: [ ] Drivers Lic: [ [ ]
Report type: [0 (B=both,S=summary,D=detail)
Charge or cash cus: [| (Blank=hoth,C=chg,$=cash)

Date range:
Sort by sales rep: Sales rep #: [ |[fIncl Job Address: [N (Y/N)
g7 i - N - (Y/N)

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

Sales Rep Lookup Window
1=Select 5=Display
[ ] [
Rep # Name
MIKE STILWAGNER
MATT
JT ESSAVI
JUSTIN WINKLER
ROGER MOLINET
KAJ HUUSFELDT
JESSICA MOOS

OO0OO0OOOoOo0Oe
[ B I AT, N SOV

More...

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 7 in the 0 column.

Sales Rep Lookup Window
1=Select 5=Display
[ | JEF

Rep # Name
2237 JEFF LOOMIS
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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.

11:45:38 Open Contract Report Sys: DEMO V12
Cmp: RM Loc: DMO

Customer #: [ | Drivers Lic: [ ]| |
Report type: 0 (B=bhoth,S=summary,D=detail)

Charge or cash cus: [| (Blank=hoth,C=chg,$=cash)

Date range: 9/18/24

Sort by sales rep: Sales rep #: [ZZZF]|Incl Job Address: [N (Y/N)
To cycle bill only: [N (Y/N)  Sort by Job#: N (Y/N)

Manual rentals: I  Suspended contracts: [I] (I=inc,E=excl,0=only)
Open on hold: I (I,E,0) Held return: [I (I=inc,E=excl,0=only)

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.

24 11:45:38 Open Contract Report S
)

Customer #: [ | Drivers Lic: [ ||
Report type: (D) (B=both,S=summary,D=detail)

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.

Charge or cash cus: [| (Blank=both,C=
(Date range: | | [9/18/24)
Sort by sales rep: [N Sales rep #:

4. Press Enter twice.
a. The By Loc/District/Region screen opens.

By Loc/District/Region: L (L/D/R)  Omit/Include: I/ (0=0mit, I=Include)
Locations
DMo

Printer/Outq: RMGOOLDA | Copies: = 1 Hold: N Save: N
Submit job. . . : Y
Schedule date . : Time. :

Enter information and press Enter to continue.
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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.

[ By Loc/District/Region: IY(L/D/R)] [Dmit/Include: 0/ (0=0mit, I=Include)]
Locations
\ ‘ \ || || || | | || | | \ \
‘ ‘ | | || | | | | | | 1 \

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.

By Loc/District/Region: L/ (L/D/R) [ Omit/Include: E](0=0mit, I=Include)
[Locations

(oo s s i
s s s A I N 1 I s |

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

By Loc/District/Region: L/ (L/D/R) [Omit/Include: ﬂ](0=0mit, I=Include)
[Locations ]
(

] ] Y Y ) Y o Y
T JC JC JC JE JE JE JE JE JE JE T

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 E icon.

Main Operations

Q Search These Tasks

s vy

Q_  Credit Card Transaction Inquiry Invcice AUdE Fepolt 73 JM-Employee Master Extended Security
%% Customer Payment Token Maintenance 5 DelveryFick-UpReport /3 JM - Hours Worked Report

2 Cuetomer Depneit Renort B Outstanding Equipment Report

9| Page



InTeyilipo HOW-TO GUIDE

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

Manage My Files

Q, Search These Files

7% raopnrpf-000001.pdf 7% rasmfrpf-000004.pdf
PDF  2024-10-02 09:47:43 PDF  2024-09-23 10:14:10
¥ Cd

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

"™ raopnrpf-000001.pdf
PDF  2024-10-02 09:47:43
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