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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through how to update an existing rental contract. The process is 
the same whether the contract is for a charge or a cash 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.   

This document also assumes that you already have the basic knowledge necessary for creating 
a new rental contract, exchanging equipment and for creating full or partial returns. If not, 
please refer to the following documents: 

• Create a Rental Contract [Roleplay]
• Exchanging Equipment [Roleplay]
• Rental Return – Partial and Full [Roleplay]

Menu options to access: 

Main Operations => Update Rental 
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NOTE: The process for updating a rental is the same regardless of whether the customer is a 
charge or cash customer. 

1. Log into the Roleplay Environment using your credentials.  
2. If the Main Operations menu does not appear automatically, select Main Operations 

from the left toolbar. 
3. In the Rental section, click Update Rental. 

 

 

 

 

 

 

 

 

a. The Update Rental screen displays. 

 

 

 

 

 

 

 

 

4. Type in either the Contract # or the Equipment # into the corresponding field and press 
Enter.  

5. NOTE: If you need to look up the contract or equipment number, press F4 in either field 
to search. 

a. The Update Rental Screen refreshes with the Customer #, Est(imated) return, 
and Start rental fields populated with data from the contract.  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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NOTE: You can also update the customer on the selected contract by entering 
their customer number or name in the Cust # or name field. You do NOT need to 
close and re-write the contract for the correct customer.  
NOTE 2: If you need to change the Est return field value, you can either enter a 
specific date or you can enter the number of days for the rental and the system 
will auto-calculate the return date. 

b. If you choose the search option, the Customer Contract Inquiry screen displays
where you will enter the Customer name or # for a charge customer or the D/L
state and # for a cash customer.

i. Walk through the process of finding the customer and selecting the
contract to update.

6. Make the necessary changes; press Enter to continue.

NOTE: For this example, the duration of the contract updated from 5 days to 12 days.



 

5 | P a g e  
 

 

 

 

 

 

 

 

a. The Update Rental Order Comments screen opens. 

 

 

 

 

 

 

 

 

i. Enter the reason for the rental contract updates and press Enter to 
continue. 

1. The Update Rental Customer Information screen displays with 
data stored in the system for the selected contract and the Est 
Return field updates to the new date. 
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2. On this screen, you can update the Job Loc/#, P.O. Number, Rep#, 
Ordered By, Delivery, Pickup, and Taxes fields. 
NOTE: Updating any of these fields will write an audit record in 
the customer comments screen indicating the date, time and user 
information for the user who made the changes. 

7. To update the Job Loc/# field, with your cursor in the field, press F4 on your keyboard 
or click on F04 Search in the Display Functions menu to open the Customer Job 
Selection screen. 

 

 

 

 

 

8. Type 1 in the Op column next to the desired Job Name and press Enter. 
a. A Warning pop-up will display. 

 

 

 

 

 

9. After reading the warning, press Enter to continue with the update. 
a. The Warning pop-up closes and the Job Loc/ # field updates with the new job 

location. 
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10. Make any additional changes and press Enter.  
a. The Update Rental Equipment Information screen opens, displaying data for 

the equipment selected for the rental contract. 

NOTE: You cannot change the unit number for equipment already on the contract. 
You will have to add a new unit and then do a partial return or exchange to remove 
the original item. For complete steps on how to do either of these, please refer to 
the Rental Return – Partial and Full [RolePlay] document or the Exchanging 
Equipment [RolePlay] – PDF. 

 

 

 

 

 

 

 

 

 

b. ADD new Equipment. 
c. ADD new Sales/Misc items. 

11. For this example, equipment and sales items were added. 
a. Type in the new Equipment # and/or Item # in the corresponding fields. 
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12. For the new Equipment added, adjust the start date for the rental of this equipment. 
NOTE: this is helpful when you already have a rental and add to it. The system will have 
two different start dates for each item and the billing program will adjust the charges 
accordingly. 

a. Type 2 in the Opt column and press Enter. 
i. The Update Rental Equipment Detail screen displays for the newly added 

piece of equipment. This is where you can update the details including 
Date Out, Rates and Comments if applicable. 

 

 

 

 

 

 

 

 

13. Type in any changes and press Enter. 
14. Review the information displayed and press Enter to continue. 

a. The Update Rental Review screen displays. Any updates in dates, delivery, 
charges, and invoice amount will display on this screen.  

 

 

 

 

 

 

 

 

 

15. Review the details on the screen and press Enter to write the rental contract. 
a. The Truck Dispatch Display screen opens (if Delivery = Y), and the rental 

contract has been updated. 
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b. If Delivery = N, the rental contract will update and the Main Operations 
screen displays. 
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