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NAME OF PROCESS 

Use Case / Objectives 

This guide will walk you through navigating the Equipment Staging Screen. 
 

 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 => Equipment Staging 
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1. Log into the Roleplay Environment using your credentials.  
2. If the Main Operations screen is not displayed, click the Main Operations menu        

option on the left side of the screen. 
3. In the Reserve/Quote section, click on Equipment Staging. 

a. The Equipment Staging screen appears, listing all open reservations. It shows 
whether equipment has been held to fulfill each reservation and identifies any 
conflicts that prevent fulfillment.  

i. RED indicates the request is incomplete and must be resolved before 
delivery. 

ii. BLACK indicates the request is complete and ready for delivery. 

 

 

 

 

 

 

 

 
4. The default sort order is by Date Out in ascending order. To update, place the cursor in 

any column in the list of Reservations and click on either F09 Sort Ascending or F10 Sort 
Descending. 

a. For example, you can sort by Customer Name and press F10 Sort Descending. 

 

 

 

 

 

 

 

  

https://roleplayv3.intemposoftware.com/roleplay&3.03.001/Login
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b. The Sort by field updates to the selected option; the table refreshes. 

 

 

 

 

 

 

5. Type 2 in the Op column and press Enter. 
a. The Update Reservation/Quote screen opens; the Cust # or Name field and the 

Est return and Start rental fields populate. 

 

 

 

 

 

 

 

 

b. Type in the date fields to update and press Enter. 
i. The Update Reservation screen opens. 
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c. Type in a comment and/or press Enter to continue. 
i. The Update Reservation Customer Information screen displays. 

 

 

 

 

 

 

 

 
 

 

d. Update the information if necessary; press Enter. 
i. The Update Reservation Equipment Information screen displays. 

 

 

 

 

 

 

 

 

 

 

e. Update the information if necessary; press Enter. 
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i. The Update Reservation Review screen displays. 

 

 

 

 

 

 

 

ii. Review the information; press Enter. 
1. The Equipment Staging screen opens and the new Date Out 

displays. 

 

 

 

 

 

 

 

6. To stage equipment, type 8 in the Op column next to the detail for the desired 
equipment. 

 

 

 

 

 

 

7. Press Enter. 
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a. If multiple pieces of equipment fall under the same Category/Class, the 
Equipment Search by Equipment # screen opens. 

 

 

 

 

 

 

 

 

 

8. Type 1 in the Op column next to the desired piece of equipment; press Enter. NOTE: 
equipment must have a Status of Available, Down Short Term, Down Long Term or 
Returned to select.  

9. The Equipment Staging screen opens, the selected reservation displays in BLACK if the 
Status was Available and the selected piece of equipment is listed for the reservation. 
NOTE: If the Status is anything but Available, the unit will remain highlighted in RED. 

 

 

 

 
 

 

 

10. To remove (unstage) the assigned piece of equipment, type 9 in the Op column next to 
the detail line; press Enter. 
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a. The Equipment Staging screen refreshes, the selected entry is RED, and the 
piece of equipment no longer displays on the reservation. 
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Miscellaneous Functions for Equipment Staging 
1. To toggle between the different menu options, press F23 (shift+F11) on your keyboard 

or click on F23 Options in the Display Functions Menu. 
a. This scrolls through the menu options at the top of the table. 

 

 

 

 

 

 

 

 

 

 

2. Type 11 in the Op column next to the Reservation detail line and press Enter.  
a. The Line Item Comments pop-up window opens, displaying any existing 

comments for the reservation. 

 

 

 

 

 

 

 

b. Type in any necessary comments; press Enter. 
i. The Line Item Comments pop-up window closes and the Equipment 

Staging screen displays. NOTE: there is now a RED asterisk displayed 
indicating there are comments for the reservation. 
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3. Type 12 in the Op column and press Enter to convert the reservation to a contract. 

 

 

 

 

 

a. Navigate through the rental reservation process, updating data as necessary and 
pressing Enter to move through the screens. NOTE: once the reservation has 
been converted to a contract, the reservation will no longer be displayed on the 
Equipment Staging screen. 

4. If you need to contact a credit manager for a reservation, type 10 in the Op column next 
to the reservation details. NOTE: one of the reasons you might need to contact the 
Credit Manager is due to the “Credit Limit Exceeded” message. 

 

 

 

a. The Contact Credit Manager screen opens, displaying details in the system for 
the selected reservation. NOTE: If a credit manager is not assigned, the message 
“No credit manager assigned” displays in the Credit Manager field. 

 

 

 

 

 

 

 

 

b. Type in the Email Note field and press F7 to email the credit manager. 
c. Once the credit manager resolves the conflict by either raising the credit limit 

based on good account standing or having the customer make a payment, the 
warning message will automatically disappear, and the reservation will become 
rentable again. 
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Field Definitions for Tasks 
Equipment Staging 

 Sort by – the column by which the data within the table is sorted. This can be updated
by clicking on F09 Sort Ascending or F10 Sort Descending

 Location – Displays the code for the location where the reservation was entered.
 Reservation – Displays the number assigned to the reservation.
 Customer name – Displays the customer’s name.
 Job Location – The location associated with the job on the reservation.
 City – Displays the city for the location where the reservation was entered.
 Delivery – Indicates if you are delivering equipment to the customer’s job.
 Date Out – Indicates the date the equipment was picked up or delivered for the

reservation.
 Time Out – Indicates the time the equipment was picked up or delivered for the

reservation.
 Category Class – Displays the category and class for the equipment.
 Status – Indicates the current status of the reservation.
 Equipment - Displays the unique number of the equipment assigned to the reservation.
 Description – Displays the description of the equipment from the master file.
 Quantity – Indicates the number of pieces of the specific equipment on the reservation.
 Available – Indicates the number of pieces of the specific equipment available to rent.


