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Welcome to Storage Commander! 

Storage Commander Software is the most powerful and easy-to-use self-storage management software 
available. Our software was developed exclusively for the self-storage industry, Storage Commander was 
designed using the latest Windows 64bit graphical operating system architecture, incorporates many 
features not found in any other management program such as supporting multiple languages: English, 
Spanish and French Canadian. 
 
This manual will help you to quickly get started with Storage Commander. We strongly recommend that 
you start with Section 1, Exploring Storage Commander. This section will give you an overview of all the 
individual functions, screens and parameters that affect the operations of Storage Commander. 
 
Proceeding to Section 2, Using Storage Commander, will allow you to familiarize yourself with basic 
operations such as: move-in, move-out, adjustments, transfers, payments, as well as other standard 
operations self-storage managers do on a day-to-day basis. 
 
It is important to understand that even though these operations may be considered standard to all self-
storage facilities, not all facilities operate the same. For instance, some may charge rent on the first of 
the month, while others charge rent each month on the calendar day of the move-in (Anniversary date).  
Some stores prorate unused rent at move-out and some will only allow prorated refunds if the customer 
gave notice within a predetermined time frame.  The list of operational differences used throughout the 
Self-storage industry is extensive and, while Storage Commander can be configured to meet the 
operational requirements of your store, we strongly recommend that you take the time to review 
Section 3, Installation & Setup, to verify that Storage Commander is configured correctly for your facility. 
 
We are available to help you with any questions that you might have with using Storage Commander. 
Our software comes with technical support that is available from 7:00am to 5:00pm Monday through 
Friday PST, and Saturdays from 7:00am to 3:30pm PST.  
 
If you have any ideas on how to improve Storage Commander, please call us.  We are always happy to 
discuss new features with our customers. 
 
 
Thank you, 
 
Storage Commander Software, LLC 
28999 Old Town Front Street, Suite 203 
Temecula, CA 92595 
 
 
Sales ...................... (877)-672-6257 
Email ...................... sales@storagecommander.com 

Technical Support .. (951)-301-1187 
Email ...................... support@storagecommander.com 

Fax ......................... (951)-600-8412 

Website ................. www.storagecommander.com
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About Storage Commander Reports  

Storage Commander Reports are powerful for a single facility or for multi-site reporting. With over 150 accurate 
ǊŜǇƻǊǘǎΣ {ǘƻǊŀƎŜ /ƻƳƳŀƴŘŜǊ /ƭƻǳŘΩǎ powerful reporting management tools allows you to customize your report 
groups while providing as much vision into your business as possible. 

Without having to go into another instance, you can find all your critical financial and unit management 
information in the same place. Whether you have a single facility or running a multi-site operation, Storage 
Commander Cloud gives you the best reporting options available. 

Assigning Reports to a Facility  

Reports are assigned to a facility through the Configuration Manager / Group Management. 

Assigning Reports  

Open the Configuration Manager and select the Group Management button 
under the User Options section. 
 
From the User Group Setup screen click on the New button to open the User 
Group Details windows and enter a Group Name.  Place a check mark in the Advanced Administrative Access 
selection box to allow this user group to have advanced security privileges. 
 

Advanced Administrative Access  

User groups that have been granted advanced administrative access will have additional access to: 

¶ Add new managers to the facility 

¶ Edit managers security settings 

¶ Create new user groups 

¶ Add or remove credit cart tokens  
The User Group Setup screen is split into two sections Program Features and Features in Group in addition the 
Program Features section is divided into sections (Activities, Accounting, ReportsΣ ŀƴŘ ƻǘƘŜǊǎΧύ ǘƻ ŜȄǇŀƴŘ ƻǊ 
contract the list of items in a specific section, click on the  
     button 
To assign a feature / report to a User Group click on the associated feature/report in the Program Features list to 

highlight the item, click on the Select button to assign the feature/report to the User Group.  

Assigning a report to a Facility / Manager  

To allow a facility manager to have access to a report, the report must be added to the user group that has been 
assigned to the manager, this is accomplished by opening the Configuration Manager program and selecting User 
Management form the User Options section.  Select the manager from the list and click on the Edit button to 
open the Employee Detail window. 
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Click on the Edit button to open the Employee Details window. 
 
 

 
Click on the User Group box to open a list of all 
available user groups and select the user group 
that contains the security settings for this 
manager. 
 
After the user group selection has been made, 
click on the  OK button at the bottom of the 
window to complete the process. 
 
 

For information on setting up a new manager in Storage Commander, refer to the Configuration Manager 
Manual ǳƴŘŜǊ ǎŜŎǘƛƻƴ ά¦ǎŜǊ hǇǘƛƻƴǎέΦ 
 
 

Report Groups  

Report Groups give you the ability to create customized packets of reports that can be 
configured to automatically print, email or print and email with a specific date range. There are 
no restrictions on how many report groups that can be assigned to a facility.  
For example: at month end you could have a report group that is printed at the facility, with 

another report group that is email to your accounting firm and maybe a third group that is emailed to the facilities 
owner. 

Creating a Report Group  

From the Configuration Manager program click on the 
Reports button under the Accounting section.  In the Report 
Group window, you have the option of creating a new report 
group by clicking on the New button, editing an existing 
report group by clicking on the report group name followed 
by clicking on the Settings button, or deleting a report group 
by clicking on the report group name followed by clicking on 
Delete. 

 
When creating a new report group or changing an existing one, the new report group or the modified report 
group will not be available to the facility until they have been assigned to the facility through the Facility 
Assignment.  
 
Position the mouse in the Report Group Name: field and enter a name for the report group. 
Click on the down arrow in the Attachment Type field and select the file type the reports in the report group will 
be created under.  The supports formats are PDF, HTML, or Excel. 
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 In the Printing: field select the 
occurrence/date range for the report 
group.  Date ranges include Daily, 
Weekly, Monthly, Quarterly, and 
Yearly.  
The Output field allows you to select 
emailing of the report group, printing 
of the report group, or both. 
 
Rollup allows reports to show daily 
activity on a month to date bases or on 
a year-to-date bases. 
In the Email To: field, enter the email 
address to be used when emailing a 
report group. 
Selecting Reports 
 
The Available Reports list box contains 
all of the reports available in the 
Storage Commander V5 program. 
The available reports are divided into 

sections: Accounting, Analysis, Contact, Contract, Insurance and Units.  Each section can be expanded (showing all 
reports in that section) or collapsed (only showing the section heading).  Clicking on a report will highlight the 
selected report. Once highlighted, clicking on the Select button will copy the report into the Selected Reports list 
box.  To remove a report from the Selected Reports list box, select the report to be removed and click on the 
Remove button. 
 
NOTE: You can print or email a report group at any time from the Reports button or through View/Reports drop 
down menu item the in the Storage Commander program. 

Viewing Reports  

Reports can be viewed or printed from the Reports button or through View/Reports drop down menu item within 
the Storage Commander program.  Any number of reports can be opened simultaneously within the Reports 

window represented by a tab at the top of the report window.  In addition, reports can be viewed side by side by 
opening multiple report windows. 

Locate to be 

viewed.  

Print & View 

contents of Report 

Groups. 

Select a facility to 

run reports from. 

Selecting multiple 

facility facilities 

allows reports to 

span between 

facilities. 
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Searchin g for Data within  a  Report  

To search for specific data within a reporǘ όǎǳŎƘ ŀǎ ƴŀƳŜǎΣ ǇƘƻƴŜ ƴǳƳōŜǊǎΣ ŘƻƭƭŀǊ ŀƳƻǳƴǘǎΧύ ŎƭƛŎƪ ƻƴ ǘƘŜ ǎŜŀǊŎƘ 
button  at the top of the Main Report window, enter the search criteria and click on the Find Next button to 
initiate the search. 

Selecting Reports  

Open the list of report types by clicking on the Expand / Contract button in the available reports box.  Locate the 
report and click on the View button.  

 

Assigning Date Ranges to Reports  

Reports can be generated to show transaction for the current day (Today), Month to Date, Last Month, Year to 
Date, or using a custom date range (Other). 
 
To set the date range for a report select the associated date range from the Options box located at the bottom of 
the Reports window.  To generate a report covering a specific date range select Other and enter the Start Date 
and End Date. 

Running Reports A cross Two or More Facilities  

A list of all installed facilities is shown in the Facilities box.  To generate reports that span multiple facilities you 
must first select the facilities that will be included in the reports, to accomplish this click on one of the facilities to 
highlight it, holding down the Ctrl key on the keyboard click on the next facility, continue with this process until all 
facilities have been selected.  All reports that are generated after the facilities have been selected will include 
data from all facilities. 

Running Reports for Individual Tenants   
Any report in the Storage Commander system can be ran across a specific storage customer. 

From the Options section of the Reports window click on the check box next to Select Contract.  In the Active 

Contracts list box scroll up or down to find the customer (contract), select the date range.   

 

NOTE:  Any report that you select from this point forward will only 

contain data relevant to this customer. 
 

 

 

 

 

 

 

 

 

Click on the View button associated with 

report to open the report in the Main Report 

window.  Select additional reports as needed, 

all selected reports will be identified at the top. 

of the Main Reports window as a separate tab. 
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Accountants Summary  

The Accountants Summary report is a snapshot report detailing financial transactions over the time frame used 
when the report was generated. Provides the debits and credits for the selected period formatted for an 
ŀŎŎƻǳƴǘŀƴǘΩǎ ƳƻƴǘƘ-end journal entries.  
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Adjustment Detail  

Lists adjustments and accounts affected. Includes date, customer, description, unit number, user, account 
number, account, amount, aging movement and prepaid liability movement. Totals for rent and adjustments are 
also listed.   
 

Adjustments  

This report shows detailed information on adjustments made against active and inactive customer within the date 
range selected.  Includes adjustment notes, name of manager who made the adjustment, adjustment type (rent, 
late fees or other), and the dollar amount of the adjustment.  
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Aging - Active Contracts   

List all contracts with outstanding balances categorized by days late (30,60,90) for active contacts only.  Includes 
customer name, unit number, days late, 0-10, 11-30, 31-60, 61-90, 91+ and total. Totals for each category are 
accumulated at the bottom as well as the total over 30 days.  
 

 

Aging Receivables  

This report outlines the aged balance for all occupied units and is sorted alphabetically, shows the number of days 

late, balance by aging category, and total due.  This report is set to show aging as of the current date and is not 

affected by date ranges.  
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Aging Reconciliation  

Details all financial transactions by customer and date posted, that effect aging and shows the net change to 
aging.  Debit is an increase to aging; Credit is a decrease to aging. 
 

 

Charges Detail  

¢ƘŜ /ƘŀǊƎŜ 5ŜǘŀƛƭΩǎ report is detailed information on each charge posted to customer accounts covering the date 
range selected for the report.  Includes the associated account number, customer name & unit number, this 
report also includes merchandise charges.  
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Chart of Accounts  

The chart of accounts is a listing of all accounts used in the general ledger. The chart is used by the Storage 
/ƻƳƳŀƴŘŜǊΩǎ accounting engine to aggregate information into its financial reports. The chart is sorted by account 
type to ease the task of locating specific accounts. 
To Chart of Accounts can be edited through the Configuration Manager under Accounting / Chart of Accounts.  
 

 

Check D etail s  

Lists all checks processed covering the date range selected.  Shows the total number of checks processed as well 
as the total amount collected.  Includes the date and time the check was processed, check number and amount, 
the ŎǳǎǘƻƳŜǊΩǎ name, unit number, Bank ID, Routing & Account numbers. 
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Collection Worksheet Report  

List each customer with a balance 
due.  Includes the ŎǳǎǘƻƳŜǊΩǎ name, 
primary phone, alternate phone, 
notes, and list each unit rented for 
each customer.  The paid through 
date and income category balances 
όǊŜƴǘΣ ŦŜŜǎΧύ ŀǊŜ ǇǊƻǾƛŘŜ ŦƻǊ ŜŀŎƘ ǳƴƛǘ 
listed, as well as totals for each 
category at the end of the report.   
The collection worksheet is designed 
to assist the manager in contacting 
customers in order to obtain payment 
for outstanding balances.   The report 
will only include customers that have 
a paid through date in the past.  Customers with a paid through date in the future, even if they have a balance 
due, will not show on this report; therefore, this may not match the Aging report.  Also see the Delinquent 
Contracts report for a condensed list of delinquent customers.  
 

 

 

Credit Card D aily Transactions  

This report lists credit card transactions, both successful and failed from SC Pay. Includes locations, date and time, 
order ID, unit, Transaction amount, status, transaction ID, approval code, card number, name on account and card 
type.  
 

 

 
 

 

 

 

 

 

Credit Card Detail  

Creates a report showing credit card payments for the specified date range.  Includes the Date & Time, Card type, 
last 4 digits of the card number, name of the customer assigned to the unit, Order ID (internal use only), Unit 
number that received the payment, and the Approval Code. Also summarizes credit card activity by card type with 
totals.  
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Credit Card Exceptio ns  

Lists transactions that are only in Storage Commander or only in SC Pay, but not both.  It also includes any 
transactions that exist in both systems but have a different balance.  This report will help identify transactions 
that were reversed but the charge was not voided, transactions with manually entered approval information, and 
partial approved transactions. 

 

 

Daily Receipts Audit  

This report details payment activity covering the specified date range, and is broken down by Date, Unit number, 

Customer Name, Payment Type (Cash, Check, Credit Card, or Debit Card.  Shows total money received and how 

the payment was dispersed (Rent, Fees, Tax, Merchandise). 
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Deposit Activity  

This report shows a summary of deposits charged, waived, refunded and applied. Includes customer name, unit 
number, description, charged, waived, paid, forfeited, refunded, applied and adjusted. Shows total amount 
received.  

 

Deposit Slip  

This report generates a list of all paper transactions including cash and check for the date range entered when the 
report is generated.  The Bank account number is included (if entered during the payment process) allowing the 
report to be used for bank deposits.  Any money refunded as "cash" from a move-out, canceled reservation, or 
returned merchandise transaction will be deducted from the cash total.  See the Refund report for a detailed list 
of all refund transactions. 
 

 

Deposi ts  

Lists all deposits that have been charged to ŎǳǎǘƻƳŜǊǎΩ accounts.  Deposits that are charged against active 

customers (not reservations) will not be applied to rent or fee balances but will be held on the ŎǳǎǘƻƳŜǊΩǎ account 

until move out, at which time the deposit can be applied to the customers outstanding balance or credited back 

to the customer.  Deposits that are applied during a reservation will be applied to the ŎǳǎǘƻƳŜǊΩǎ account at move 

in. 
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Exceptions  

This report provides a breakdown of all financial transactions which would result in a change to the projected 
revenue of the facility covering the report dates selected when the report was run. Lists the Adjustment, Waived 
Fees, Returned Checks, and Reversed Transactions for the selected time period.  

Expiring Credit Cards  

This report will list all active contracts on automatic credit card payment that have an expiration date within the 
next 30 days. Includes customer name, phone number, unit number, card name, first four, last four, expiration 
and rate. Totals are accumulated for count.  
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Fee and Discount  Summary  

This report will list all fees and discounts applied to contracts during a selected time period, by posting date. Items 
ŀǊŜ ƎǊƻǳǇŜŘ ōȅ ŜƛǘƘŜǊ άCŜŜǎέ ƻǊ ά5ƛǎŎƻǳƴǘǎέ ŀƴŘ ǎǳƳƳŀǊƛȊŜŘ ōȅ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ CŜŜκ5ƛǎŎƻǳƴǘΦ 9ŀch transaction 
is listed including ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ƴŀƳŜΣ ǳƴƛǘ ƴǳƳōŜǊΣ ǳƴƛǘ ǎƛȊŜ ŀƴŘ ƳƻǾŜ ƛƴ ŘŀǘŜΦ This report provides more detail 
ŦƻǊ ǘƘŜ ά/ƘŀǊƎŜǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ Facility Summary Report. 
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Funding Detail   

SC Pay- Lists details for all transactions that make up a deposit by the funding date, deposit id, combined with the 
Storage Commander unit information.  The deposit totals will match the bank deposit and tie the unit numbers to 
deposit details. 
 

 
 

Funding Reconciliation Detail  (Bank Reconciliation)  

Lists all transactions from Storage Commander collated with the funding details and bank deposits.  This report 
will save a significant amount of time when reconciling the transactions at the stores with the transactions from 
the processor and finally the deposits in the bank.  The left half of the report groups the transactions by the 
processing date which will match the daily totals in Storage Commander.  The right half of the report totals by the 
deposit batch that will match the deposits into the bank account.  Transactions that have not yet deposited will 
ǎƘƻǿ ŀǎ άǇŜƴŘƛƴƎέ ƛƴ ǇƭŀŎŜ ƻŦ ŀ ŘŜǇƻǎƛǘ ƛŘΦ  ¢Ƙƛǎ ǊŜǇƻǊǘ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ōƻǘƘ ŀ 5Ŝǘŀƛƭ ŀƴŘ {ǳƳƳŀǊȅ ǾŜǊǎƛƻƴΦ 
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Liability Detai l  

This report lists all prepaid (credit balance) contracts and contracts with a deposit balance. Includes customer 

ƴŀƳŜΣ ¦ƴƛǘ ƴǳƳōŜǊΣ ǇŀƛŘ ǘƘǊƻǳƎƘ ŘŀǘŜΣ ǊŜƴǘŀƭ ǊŀǘŜ ŀƴŘ ŀƳƻǳƴǘΦ ¢Ƙƛǎ ǊŜǇƻǊǘ ǇǊƻǾƛŘŜǎ ŘŜǘŀƛƭǎ ŦƻǊ ǘƘŜ άCredits 

Appliedέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ άFacility Summary Reportέ. 

 

 

Move -Out D etail  

 This report lists all move-outs within the dates selected and shows details on refunds and losses. Includes the 
date, customer name, unit number, uncollected funds, forfeited deposits, forfeited rent, refunds for cash/ check/ 
credit. This report was designed to provide a list of financial exceptions form move out transaction. It may be used 
to sum uncollected rent and fees, or provide a list of customer requiring refunds. Storage Commander prompts 
the manager to prompts the user to classify any remaining balance to one of these categories during move out.  
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Payment Activity  

This report details all payments received for the selected date range and provides totals by payment type. All 
transactions are itemized as cash, check and credit card payments. Includes posting date, customer name, unit 
number, paid through date, payment type (cash, check, credit card) Card/ check number (credit card numbers are 
άȄέ ƻǳǘ ŜȄŎŜǇǘ ŦƻǊ ǘƘŜ ƭŀǎǘ п Řigits), bank number/ approval code and amount. Totals are provided for cash, check 
and credit as well as total for all payment types. Storage Commander recommends printing this report each day 
ǳǎƛƴƎ ǘƘŜ ŀǳǘƻƳŀǘŜŘ άǊŜǇƻǊǘ ƎǊƻǳǇέ ŦŜŀǘǳǊŜΦ 
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Payment Activ ity by Unit Type  

This report details all payments received for the selected date range and provides totals by payment type. These 
payments are categorized by unit type. All transactions are itemized as cash, check and credit card payments. 
Includes posting date, customer name, unit number, paid through date, payment type (cash, check, credit card) 
/ŀǊŘκ ŎƘŜŎƪ ƴǳƳōŜǊ όŎǊŜŘƛǘ ŎŀǊŘ ƴǳƳōŜǊǎ ŀǊŜ άȄέ ƻǳǘ ŜȄŎŜǇǘ ŦƻǊ ǘƘŜ ƭŀǎǘ п ŘƛƎƛǘǎύΣ ōŀƴƪ ƴǳƳōŜǊκ ŀǇǇǊƻǾŀƭ ŎƻŘŜ 
and amount. Totals are provided for cash, check and credit as well as total for all payment types.  
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Payment Detail  

Provides the transaction details for each payment transaction within the date range provided, grouped by method 
(cash, check, credit card) then by income category (rent, ŦŜŜǎΧΦŜǘŎύ ¢ƘŜ ŎǊŜŘƛǘ ŎŀǊŘ ŎŀǘŜƎƻǊȅ ƛǎ ŦǳǊǘƘŜǊ Řivided by 
the credit card type. For each transaction the fate, unit number, customer name, and amount are provided. The 
total for each grouping and a grand total are also included. This report is useful for reconciliation and for auditing 
ǘƘŜ ά/ŀǎƘ wŜŎeiǇǘǎέ ǎŜŎǘƛƻƴ 
of the Facility Summary.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Payment Summary  

Provides the total amount of money received with the date range, grouped by payment method and card type for 

credit cards.  
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Pending Auto Charges  

This a list of all active pending auto credit card charges by location. This report gives detailed information 

including unit number, name, paid through date, account balance, late status, card type, card number, the name 

on the card, charge amount, last payment result and phone numbers. The report will also total the location could 

and have a total count.  

 

 

Prepaid Contract s  

List all contracts with a paid through date in the future and their current balance. Includes customer name, unit 

number, move in date, paid through date, rate and balance. Total count and total balance are provided.  

 
 

 

Prepaid Reconciliation  

Lists transaction affecting prepaid 

balances. Including: date, unit 

number, customer name, current 

rate, description, debit, credit. The 

report is categorized by transaction 

ǘȅǇŜΦ 9ȄŀƳǇƭŜΥ άtŀȅRŜƴǘέΦ ¢ƘŜ ǊŜǇƻǊǘ 

will have a total amount and net 

change.  
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Rate Management Activity  

Shows contracts where the rate was affected by a rate management entry. The report includes: Date, name, unit 
number, unit size, vehicle, rate, and variance. The total count for payments and net variance.  
 

 

Receipts and Taxes  

Shows receipts related to taxes and list details for tax-exempt customers. Includes date, account name, unit 
number, tax ID, product type, description and amount. Is broken down by receipt category and receipt summary. 
Refunds, tax liability, Gross receipts and Non-Taxable items are categorized and have totals for each section.  
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Receipt s  Audit  

Provides a daily summary for payment amounts received for the selected day. For each day the total cash, check, 
and credit card amounts are shown. The credit cards are grouped by credit card type. Also included are totals and 
subtotals for cash and check, and individual totals for each card type.  
 
A key feature of this report is that the credit card transactions are shown by the actual date charged not the 
posting date.  
 
EXAMPLE: If a payment is taken after the end of day process, that payment will be posted the next day, but will 
show on this report for the actual date charged. This helps when reconciling credit card and bank statements.  
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Refund s 

This report will list all move-out transactions that have refunds to customers and the amount to refund. The 
report includes: date, name, unit number, email, move-out date, and amount. It gives a total payment count and 
amount as well as subtotal for cash, check, credit and debit.  
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Rent Charg e Histor y  

Lists all rent charges for the last 12 months by period (posting date). This report will include unit number, name, 
the last 12 months of rent and will be categorized by unit size. The total count and total amount will be listed at 
the bottom for each month.  
 

 

Returned Check s (NSF)  

Lists all return check transaction for the selected date range.  Includes the date, check number, customer name, 
unit number, rate, amount, username and an itemized list of transaction revered for that check payment.  The 
NSF fee transaction is also displayed if a fee is setup.  NSF Fees are setup in the Configuration Manager under 
ά/ƻƴǘǊŀŎǘ LǘŜƳǎμ CŜŜǎέ ƳŜƴǳΦ 
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Reversed Tr ansaction s 

Lists all reversed transactions for the date range provided.  Only a move-in and a payment transaction can be 
reversed.  Reversals must be done on the same day before the end-of-day process is complete.  Includes the date, 
time, user, unit id(s) transaction description, customer name, charge, and credit amounts. 
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Transaction Detail  

Lists all transactions with the date range. This report will include date, description, customer name, posting date, 
unit number, debit, credit, and balance and user information. It will also show where and what steps the 
payments were applied.   
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Transaction Statement  

 This report is a condensed version 
of the transaction history showing 
the transaction list for the time 
period, but will not show details.  

 

 

 

 

 

 

Transaction Summary  

 A summary level list of all transactions for a selected day.  Includes the time of the transaction, customer name (if 

it is a customer transaction), the transaction description, unit number, total count, total charges and total credits 

for each transaction.  
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Unit Activit y  

Lists and groups all Move In, Transfer, and Move Out activity within the date range provided.  Includes date, 
customer name, unit number, size, rate, paid through date and user.  Also provides totals for the rate and count 
per category. 
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Unit Activity by Size  

 Number of move-inΩǎ, move-outΩǎ and rented statistics such as square feet, rate, percent rented by size. 

 

Variance Report  

The variance report lists all customers not at the current default rate (street rate) for the unit size.   Default rates 
are set for each size and can be updated via the Configuration Manager in the "Facilities | Rental Units | Unit 
Sizes" menu.  Included on the report are the ŎǳǎǘƻƳŜǊΩǎ name, unit number, move-in date, unit size, current 
(actual) amount, schedule (default) amount, the variance in dollars and percent.  Totals are included for the actual 
amount, scheduled amount, variance, and percent variance. 
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Variance Report with Discounts  

The variance report lists all customers not at the current default rate (street rate) for the unit size.   Default rates 
are set for each size and can be updated via the Configuration Manager in the "Facilities | Rental Units | Unit 
Sizes" menu.  Included on the report are the ŎǳǎǘƻƳŜǊΩǎ name, unit number, move-in date, unit size, current 
(actual) amount, schedule (default) amount, discount amount, the variance in dollars and percent.  Totals are 
included for the actual amount, scheduled amount, variance, and percent variance. 
 

 

Waved Late Fees  

[ƛǎǘǎ ŀƭƭ άǿŀƛǾŜŘ ŦŜŜsέ ŀŘƧǳǎǘƳŜƴǘ ǘǊŀƴǎŀŎǘƛƻƴs for the date range selected.  This is a sub-section of the 
ά!ŘƧǳǎǘƳŜƴǘǎέ ǊŜǇƻǊǘ ǿƘŜǊŜ ƻƴƭȅ transactions that have άǿŀƛǾŜŘ ŦŜŜsέ are listed.  Includes the date, time, 
description, customer name, nit number, user, account and the amount of the waved fee.  
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Cash Audit   

 Provides a summary of cash receipts for the date range selected.  For each day, the amounts and totals are 

ǇǊƻǾƛŘŜŘ ōȅ ƛƴŎƻƳŜ ŎŀǘŜƎƻǊȅ όǊŜƴǘΣ ŦŜŜǎΧύ Includes day, rent, fees, prepaids, deposits, merch, tax, insurance, total 

receipts, refunds, NSF checks and Net cash.  

 

 

Consolidated Summary  

Consolidates facility summary for each facility select and a company total of the selected facilities. Includes rent, 

discounts, admin, late fees, merchandise, insurance, other, tax and total. It also includes detailed facility 

occupancy, activity, and unit information.  
 

 

NOTE: The top portion is totals with all locations and bottom portion is broken down by each location.  
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Economic Occupancy  - Detail  

¦ƴƛǘ ǎǘŀǘƛǎǘƛŎǎ ǊŜƭŀǘŜŘ ǘƻ ǊŜƴǘŜŘ ǳƴƛǘǎΣ ǊŜƴǘŜŘ ŀǊŜŀΧ ōȅ ƭƻŎŀǘƛƻƴ ŀƴŘ ǎƛȊŜΦ Includes location, total units, rented 
units, default rent, potential rent, variance, projected rent, economic occupancy and physical occupancy.  
 

 
 

Economic Occupancy  - Summ ary  

¦ƴƛǘ ǎǘŀǘƛǎǘƛŎǎ ǊŜƭŀǘŜŘ ǘƻ ǊŜƴǘŜŘ ǳƴƛǘǎΣ ǊŜƴǘŜŘ ŀǊŜŀΧ ōȅ ƭƻŎŀǘƛƻƴ ŀƴŘ ǎƛȊŜΦ Includes location, total units, 
rented units, default rent, potential rent, variance, projected rent, economic occupancy and physical 
occupancy. Totals are accumulated for each category.  
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Facility Summary  ð Monthly  

The transaction summary on the left side of the report shows sums grouped by transaction types. Activities in 
Storage Commander that modify unit or customer data are recorded as transactions. These include rent charges, 
late fees, bounced-check fees, balance adjustments, and move-out credits. Transactions are generated during 
move-in, move-out, transfer, end-of-day, and adjustment activities. Since transactions include the date of the 
activity, the report filters ƻǳǘ ǘǊŀƴǎŀŎǘƛƻƴǎ ǘƘŀǘ Ŧŀƭƭ ƻǳǘǎƛŘŜ ƻŦ ǘƘŜ ǊŜǇƻǊǘΩǎ ŘŀǘŜ ǊŀƴƎŜΦ 
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Facility Summary Breakouts  

1  Adjustments Section  

 

 

2  Charges Section  

 

3  Credits Applied S ection  

 
 

 

4  Payments Section  

  

The Adjustments section of the Facility Summary 
report shows all account adjustments that have 
been made on account items shown in this section, 
automatically broken down by Daily and Month to 
Date.  
 

This section summarizes charge transactions for 
the unit balances. These are generated during 
move-in, transfer, merchandise, payment, returned 
check, and end-of-day activities. Payment activities 
will generate charge transactions if the payment is 
made before the next billing date. End-of-day 
ŀŎǘƛǾƛǘƛŜǎ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ƭŀǘŜ ŎƘŀǊƎŜǎ ŀƴŘ άƴƻǊƳŀƭέ 
rent charges (if the end-of-day activity covers a 
billing date).  

This section summarizes the prepaid rent, 
payments and deposits for active customers at 
the time that the report is run. Storage 
Commander keeps track of prepaid rent either 
by paid-through date, unit rent balance, or both. 
If the paid-through date for a unit is past the end 
of the current billing period, then prepaid 
amount is the average daily rate for that unit 
times the number of days between the paid-
through date and the end of the current billing 
period. The average daily rate is the monthly 
rate for the unit times 12 divided by 365. The 
Prepaid Rent number in this section is a sum of 
the prepaid rent for all active units, which 
includes unit rent credits and paid-through date 
credits. 

 

This section summarizes credits that were applied 
in the selected month.  
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Facility Summary  ð Year to Date  

The transaction summary on the left side of the report shows sums grouped by transaction types. 
Activities in Storage Commander that modify unit or customer data are recorded as transactions. These 
include rent charges, late fees, bounced-check fees, balance adjustments, and move-out credits. 
Transactions are generated during move-in, move-out, transfer, end-of-day, and adjustment activities. 
Since transactions include the date of the activity, the report filters out transactions that fall outside of 
ǘƘŜ ǊŜǇƻǊǘΩǎ ŘŀǘŜ ǊŀƴƎŜΦ  
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Length of Stay  - Detail  

This report provides a detailed listing of number of days customers rent units in your facility, based on unit 
number and then size. This report will show unit number, size, type, vehicle, building, floor, current default rate, 
average rate, number of occupants, days occupied, avg. days occupied per, days vacant, occupancy percent, 
vacancy loss. Totals are provided for each category. 

 

  

Length of Stay ð Summary  

This report provides a detailed listing of number of days customers rent units in your facility, based on unit 
number and then size. This report will show size, unit count, current default rate, average rate, number of 
occupants, days occupied, avg. days occupied per, days vacant, occupancy percent. Totals are provided for each 
category. 
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Super Summary   
¢ƘŜ {ǳǇŜǊ {ǳƳƳŀǊȅ ǊŜǇƻǊǘ ǎƘƻǿǎ ǘǊŀƴǎŀŎǘƛƻƴ ŀŎǘƛǾƛǘȅ ƻǾŜǊ ǘƘŜ Ǉŀǎǘ ȅŜŀǊ ŀǎ ǿŜƭƭ ŀǎ άǎƴŀǇǎƘƻǘǎέ ƻŦ ŎǳǊǊŜƴǘ ŦŀŎƛƭƛǘȅ ǎǘŀǘǳǎΦ ¢ƘŜ transaction 
activity is summarized for the day that the report is run, the current month-to-date (MTD), the current year-to-date (YTD), the preceding 
five months, and the preceding twelfth month. The snapshots show certain facility attributes at the time the report is run, such as liabilities, 
aging, and occupancy. 
 
The top two-thirds of the report summarize transaction data. The heading at the top of the report shows the date ranges for each column, 
and the data is grouped into sections, such as Adjustments, Charges, and Payments. The bottom third of the report contains the snapshots, 
each with its own column headings. 

 
  

These contain debits to unit 
balances for rent, fees, tax, 

insurance, and deposits. Adjustment 

transactions are a result of manual 
adjustments by the user through the 

Adjustment dialog. The individual 

adjustments can be seen through the 
Adjustment Detail report. 

 

Rent, discount, and rent tax charges 

are a result of move-in, payment, 
move-out, and transfer activities. 

Late fee charges occur only during 

late events. Merchandise and sales 
tax charges can result from move-in 

and payment activities, and can also 

be a result of stand-alone (ñwalk-
inò) sales. 

 
 

 

This section shows how payments 

are applied to the various unit 

balances. Prepaid rent charged is 

the portion of a rent charge in 
excess of the current amount owed 

for the unit. While taking a 

payment, if  the Number of 
Payments field is greater than zero 

then a prepaid rent charge will be 

shown for the excess payments. 
 

 
This section shows payments 
received as Cash, Check, or Credit 

Cards. 

 

This section shows the number of 

move-in and move-out transactions. 

This section shows a snapshot of 

the Unit Summary Report & 
Occupancy Reports.  

This section shows the amount of 

waived fees.  
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Unit Activity  Summary  

Lists and groups all Move In, Transfer, and Move Out activity within the date range provided.  Includes date, 
customer name, unit id, size, rate, and paid through date.  Also provides totals for the rate and count per 
category. 
 

  

Unit Area Income Analysis  

This report is like Occupancy report by providing basic occupancy data with additional data showing rented area 
vs. available area, average rate per size, and rate per square foot (based on average and default rates.) 
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Contact Summary  

List the count of contacts firing the selected time period by category, source, open or lost status.  

 

 
 

Contacts - By Customer Name  

Active contracts by customer name. This report includes status, date created, follow-up date, date closed, move-
in date, days active, reason, source, phone number, contact type and request date.  
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Contacts - By Follow -up Date  

Active contracts by follow-up date. This report includes status, date created, follow-up date, date closed, move-in 
date, days active, reason, source, phone number, contact type and request date. 
 

 

Contacts by Category  

 List each contact for the selected time period grouped by category.  
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Contacts by Source  

List each contact for the selected time period, grouped by source (How did you hear about us?).  
 

 

Open Contacts  

 [ƛǎǘ ƻŦ άhǇŜƴέ ŎƻƴǘŀŎǘǎ ǘƘŀǘ ƘŀǾŜ ƴƻǘ ǊŜƴǘŜŘ ƻǊ ƘŀǾŜ ōŜŜƴ ƭƻǎǘΦ LƴŎƭǳŘŜǎ ǊŜǎŜǊǾŀǘƛƻƴǎΦ  
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Access Code  

List all customer in the facility, with or without gate access code, and provides the customers time zone, key pad, 
and unit number.  Includes a count of total active customers. 
 

  

Active C ontracts  by Next Bill ing Date  

List active customers (customer renting units) by the Next Billing date for the given time period.  Includes name, 
unit number, next billing date, paid through date, balances, phone number, rate and delinquency status.  
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Active C on tracts  by Paid -Through Date  

List all active customers (customers renting one or multiple units) in order by the paid through date for each unit.  
Includes name, unit number, paid through date, balance, phone number, rate and status. Totals are provided for 
each balance category. 
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Active C ontracts Status   

List all active customers (customers renting one or multiple units) in order by status.  Includes name, unit number, 
paid through date, balance, phone number, rate and status. Totals are provided for each balance category. 
 

  

Auto Payments  

Lists all customers enrolled in automatic payment.  Provides the unit number, customer name, account number, 
name on card, expiration date, postal code, billing address, paid through date, pay on day, payment type.  Cards 
expiring before the next billing date are also noted. 
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Auto Payments - By Name  

 Lists all customers enrolled in automatic payment in order by name.  Provides the unit number, customer name, 
account number, name on card, expiration date, postal code, billing address, paid through date, pay on day, 
payment type.  Cards expiring before the next billing date are also noted. 
 

 

Billi ng Plans  

Lists all contracts linked by the billing plan. Provides customer name, unit number, rate, fees, discounts, total 
amount. Totals are provided for each category.  
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Billing Plans - Detail  

Lists all contracts linked by the billing plan. Provides customer name, unit number, rate, fees, discounts, total 
amount. Totals are provided for each category.  
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Birthdays  

LƴŎƭǳŘŜǎ ŀƭƭ ŎǳǎǘƻƳŜǊǎΣ ōƻǘƘ ŀŎǘƛǾŜ ŀƴŘ ƛƴŀŎǘƛǾŜΣ ǿƘƻΩǎ ōƛǊǘƘ ŘŀǘŜ ǿŀǎ ŜƴǘŜǊŜŘ ƛƴǘƻ ǘƘŜ /ǳǎǘƻƳŜǊ LƴŦƻǊƳŀǘƛƻƴ 
screen.  Customers are listed by birth month.  Includes customer name, birthday, move-in date, move-out date, 
unit (if active) and age. 
 

 

Contract Activity  

Summary of transactions broken down by transaction type. Used with a single contract selection. Provides move 
in date and time, name of customer, unit number, unit size, rate, paid through date, insurance and current 
balance. Totals are provided for each transaction type.  
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Contracts with Invoices   

List of all active contracts that are on an invoice billing plan. Includes customer name, unit number, next billing 
date, rate, paid through date, late status, balance, aging 30, aging 31-61, aging 61+. Totals are provided for the 
count.  
 

  
 

Customer Detail s   

A complete information sheet for a selected customer.  Includes names, address, phone information for the 
customer, alternate contact and employer.  Also includes all notes, commented and a current financial and late 
status for each unit currently rented by the customer. This report will include personal information that is housed 
on the customer details page in the contract.  
 

 

Customer List  

List each customer's full customer information.  Includes name, status, unit number, balance, phone number and 
address. Totals are provided for the count. 
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Delinquent C ontracts  

[ƛǎǘǎ ŀƭƭ άƭŀǘŜέ ǳƴƛǘǎ ǿƛǘƘƛƴ ǘƘŜ ŦŀŎƛƭƛǘȅΦ  ! ά[ŀǘŜέ ǳƴƛǘ ƛǎ ŀƴȅ ǳƴƛǘ ǘƘŀǘ Ƙŀǎ ǇǊƻƎǊŜǎǎŜŘ ƛƴǘƻ ƻƴŜ ƻŦ ǘƘŜ ƭƛŜƴ ǎǘŜǇǎΦ  [ŀǘŜ 
steps are setup in the Configuration Manager ά!ŎŎƻǳƴǘƛƴƎ μ [ƛŜƴ {ǘŀǘǳǎέ menu.  The report categorizes by late 
step and includes the ŎǳǎǘƻƳŜǊΩǎ name, unit number, late step, date entered, overlocked status, denied access, 
days late, paid through date, balance, primary phone number.  Totals are shown for each late step and a grand 
total.  The report is designed to assist the manager with collection calls provide overall visibility into late 
customers with average days late and payment information.  Also see the Collection Worksheet report. 
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Email Addresses  

 Lists all active customers email address and unit numbers. Totals are provided for the count. 
 

 

Email by Site - Business  

Email address by location, business customers only. Includes site, business name, email, city, state, zip code. 
Totals are provided for the count. 
 

 
 

Email by Site - Residential  

Email address by location, residential customers only. Includes site, business name, email, city, state, zip code. 
Totals are provided for the count. 
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Expiring Credit Cards  

 List all customers on automatic payment with an expiring credit card within the next 30 days.  Includes the 
ŎǳǎǘƻƳŜǊΩǎ name, phone number, unit number, card name, first four, last four, expiration date and rate. Totals 
are provided for the count. 
 

 

History of L etters Sent  

 List of notices/letters generated for contracts by date. Includes date, unit number, customer name, email 
address, e-mailed, printed, description. Totals are provided for the count. 
 

 

Inactive C ontract  Status  

Lists each inactive (moved out) customer that has ever rented from the current facility. Includes the name, unit 
number, move-in date, move-out date, outstanding balance, and phone number. Totals are provided for the 
count. (Note: customer records are never removed from the program.) 
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Inventory Items   

List all active inventory items for the selected contract. Includes size, category, item number, description, cost, 
value, quantity, position and container. It also lists the ŎǳǎǘƻƳŜǊΩǎ name, unit number, unit size, and email 
address. Totals are provided for the count. 
 

 

Last Rate Change  

Lists the active contracts and their current rate, street rate and last rate change date. Includes size, unit number, 
customer name, move in date, current rate, street rate, last rate change date, last rate change amount. Totals are 
provided for the count. 
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Late Contracts  

Contract that are late grouped by the late status. Includes customer name, unit number, delinquency status, 
overlock, denied access, last payment, size, paid through, date entered, balance, phone. Totals are provided for 
the count. 
 

 

Late Contracts by Customer   

List of late units by Customer. Includes unit number, building, unit size, paid through date, balance, status, 
overlock status, scheduled move-out, auto pay, deny access, vehicle, late status, phone number and name. Totals 
are provided for the count.  
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Late Contracts by PT Date  

List of late units sorted by paid through date. Includes unit number, building, unit size, paid through date, balance, 

status, overlock status, scheduled move-out, auto pay, deny access, vehicle, late status, phone number and name. 

Totals are provided for the count. 

 

Late Contracts by Unit  

List of late units sorted by paid unit size. Includes unit number, building, unit size, paid through date, balance, 

status, overlock status, scheduled move-out, auto pay, deny access, vehicle, late status, phone number and name. 

Totals are provided for the count. 

 

Late Status  

Lists each contract that is assigned to a late step. Grouped by the Late Group and Late Group. Includes customer 
name, unit number, move in date, billing period, rate, paid through date, late step and balance.  
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Lease Deposit Report  

Lists all units showing deposit and lease expiration date. Includes unit number, customer name, lease type, late 
status, move-in date, lease expiration date, unit size and deposit amount. Totals are provided for the count, total 
and deposit total.  
 

 
 

Lease Expiration Report  

Lists all active contracts with a lease expiration date within the specified date range. Includes unit number, 

customer name, unit status, lease type, late status, move-in date, lease expiration date, scheduled move-out. 

Totals are provided for the count. 
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Lock Changes  

Units that need the over-lock changed, either removed or added. Includes unit number, building, floor, vehicle, 
customer name, deny access, delinquency status, late step, paid though date and balance. Totals are provided for 
the count and dollar amount.  
 

 

Move -In Summary  

Lists out the sources, names and emails of everyone who moved in during the specified date range. Includes date, 
name, email, unit, size, rate and source. Total count is provided.  
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Move -Out Summary  

Lists out the reasons, names and emails of every tenant that who has moved out during the specified date range. 
Includes date, name, email, unit number, size, rate and reason. Total count is provided.  
 

 

Overlock Status  

The overlock status for all units. Includes unit number, building, floor, vehicle, customer name, deny access, 
delinquency status, late step, paid through date and balance. Total count is provided for each category.  
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Pending Rate Changes   

Rate changes that are assigned to a contract but have not yet taken affect. Includes Customer name, unit number. 
Category, date, current rate, change amount, max amount, net change and new rate. Total count is provided for 
net change.  

 

 

Rate Change Hist ory  

Shows rate changes that have been applied to contracts in the past. Includes date, unit number, customer name, 
category, description, amount and current rate. Total count is provided.  
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Rate Change Review  

Lists the current rate, late rate change, and next rate change for all active units. Includes unit number, building, 
size, name, move-in date, paid through date, balance, current rate, base rate, last change date, amount, next 
change date, amount. Totals are provided for each category.  
 

 

 

Recurring Products  

List of recurring items connected to a contract, such as discounts, insurance and/or fees. Includes customer name, 

unit number, product type, category, account ID, expires, start date, end date, rate, amount. Total count is 

provided for each category.  
 

  

 



Contract Reports 
 

67 | P a g e 

 

Rent Roll  by Customer  

Summary of all active contracts with common information like move-in date, balance, paid to date ordered by 
customer name. Includes customer name, unit number, area, move-in date, rate, paid through date, late status, 
balance, aging 30, aging 31-60, aging 61+.  
 

  

Rent Roll by Move - In  

Summary of all active contracts with common information like move-in date, balance, paid to date ordered by 
move-in date. Includes customer name, unit number, area, move-in date, rate, paid through date, late status, 
balance, aging 30, aging 31-60, aging 61+.  
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Rent Roll  by Unit  

Summary of all active contracts with common information like move-in date, balance, paid to date ordered by 
unit number. Includes customer name, unit number, area, move-in date, rate, paid through date, late status, 
balance, aging 30, aging 31-60, aging 61+.  
 

  

Reservations by Customer  

Reservations by Customer name. Includes customer name, unit number, move-in date, size, building, area, rate, 
unit type, email and phone number. Totals are provided for count, area and rate.  

 

Res ervations by Date  

Reservations by move-in date. Includes customer name, unit number, move-in date, size, building, area, rate, unit 
type, email and phone number. Totals are provided for count, area and rate.  
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Reservations by Unit  

Reservations by unit number. Includes customer name, unit number, move-in date, size, building, area, rate, unit 
type, email and phone number. Totals are provided for count, area and rate.  
 

 
 

Revert Rate Report  

List each contract that has pending revert rate where the rate will return to the default rate. Includes revert date, 
unit number, unit size, current rate, default rate, move-in date and paid through date. Total count is provided.  
 

 

Scheduled Auctions  

 List of auctions scheduled for the time-period. (Select using dates in the future) Includes auction date, name and 
e-mail, unit number, unit size, paid through, delinquency status, late step, move-in date and balance. Totals are 
provided for count and balance.  
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Scheduled Move -Outs by U nit  

Units scheduled for move-out sorted by unit number. Includes unit number, building, unit size, paid through date, 
balance, status, over-lock status, scheduled move-out, auto pay, deny access, vehicle, license, make, model and 
name. Total count is provided.  
 

 
 

Scheduled Move -Outs by Date  

Units scheduled for move-out sorted by move-out date. Includes unit number, building, unit size, paid through 
date, balance, status, over-lock status, scheduled move-out, auto pay, deny access, vehicle, license, make, model 
and name. Total count is provided.  
 

 
 

Statement History  

Summary of invoices and/or statements generated. Includes date/time, customer name, unit number, move-in 
date, billing plan, balance and pay on day. Total count is provided. 
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Tax Exempt Customers  

Customers with tax-exempt status. Includes customer name, unit number, tax ID, address, city, state, zip and 
move-in date. Total count is provided. 

 

Tenant Listing  

 List of current tenants including basic vehicle information. Includes customer name, unit number, building, floor 
vehicle, license plate and notes. Total count is provided. 
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Transaction History  

Full details of all transactions for the selected contract during the time period. Includes customer name, move- in 
date, payment type, amount, debit and credit. Total count is provided. 
 

  
 

Vacate Rep ort  

List of inactive contracts by their move-out date for the selected date range. Includes vacate date, unit number, 
size and name.  
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Contracts with Insurance  

Contracts with Insurance/ Protection sorted by unit type. Includes customer name, unit number, description, 
category, account ID, coverage and amount. Totals are provided for count, coverage and amount.  
 

 

 

Insurance Starts  

List protection starts within the selected date range. Includes location, customer name, change date, protection, 
premium, start date, unit number, move-in date and move-out date. Totals are provided for count and amount.  
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Insurance Summary  

List summary data for insurance collections for the selected locations. Includes item, premium, coverage, number 
of contracts, coverage subtotal and premium subtotal. Also includes totals collected for this period on active 
contracts, insured contracts, percent insured, new policies, closed policies and premiums collected. Totals are 
provided for coverage contracts and net premiums.  
 

 

Insurance Vacates  

List of customers with insurance that vacated during the specified time period. Includes locations, unit number, 
customer name, address, phone number, email, date added, coverage, balance and paid through date. Totals are 
provided for coverage and balance.  
 

 
 

 

Monthly Premium s 
One-page report that shows the summary totals for 

insurance collected for one month. This report is 

required to be submitted by some insurance 

companies with money collected for insurance.  
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Premium Details  

Contracts with Insurance/ Protection. Includes date, unit number, customer name, move-in date, move-out date, 
transaction type, description, coverage, charge, payment, adjustment and balance. Totals are provided for count, 
charge, payment, adjustment and balance.  
 

 

Protection Transactions  

List of insurance related transactions sorted by date. Includes date, time, description, customer name, unit 
number, debit and credit amount. Totals are included for count, debit and credit.  
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Zip Code Analysis  

Move-ins by zip code. Includes zip code, city, state, number of units, sum of area, sum of rent, percent of total 
area, percent of total rent.  
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Zip Code Marketing  

Move-ins by zip codes and marketing source. Includes zip code, source, city, state, count and percent of total. 
Totals are provided for count and percent of total.  
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Miscellaneous Reports  

Inventory Activity ....................................................................................................................................... 81 

Merchandise Adjustments .......................................................................................................................... 81 

Merchandise Sales ...................................................................................................................................... 81 
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Work Order Summary with Cost ................................................................................................................. 84 
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Inventory Activity  

List merchandise items sold within the date range. Includes date/account, description, customer name, unit 
number, price, user, amount, item and taxable. Totals are provided for count and amount. This report also 
includes a summary of totals broken down merchandise type and tax.  
 

 

Merchandise Adjustments  

List all merchandise inventory adjustments. Includes a date/time stamp, adjustment type, notes, quantity, UPC, 
product category, product description, cost, account ID and user. A summary is included for net change count and 
product name.  
 

 

Merchandise Sales  

 Merchandise sales by product. Includes item description, item number, category, current price, quantity, current 
cost, extended cost, average price, sale amount, discount, total and net. Totals are provided for extended cost, 
sale amount, discount, total and net.  
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Merchandise Summary  

List the quantity on hand for each active merchandise item. Includes UPC code, description, account, vendor, 
taxed, re-order point, re-order quantity, quantity on hand, current cost, extended cost, price and extended price. 
Totals are provided for each category.  
 

 

Merchandise Summary  with Cost  

Current Inventory merchandise on hand and details for each item and each cost base. This report is grouped by 
the item category and includes UPC code, description, account, vendor, taxed, reorder point, reorder quantity, 
quantity on hand, cost, extended cost, price and extended price. Totals are provided for each category.  
 

 

To -Do List  
The To-Do list report shows which 

items need to be completed before 

the End-of-Day process is ran. 

Includes category, description and 

notes.  

 

 

 

 

NOTE: This list can be printed from the Quick view tab on the main screen.  
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User Activity  - Detail  

Transactions by user with detailed information for each transaction.   
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User Activi ty - Summary  

Transactions by user summary.  
 

 

Work Order   

Print work order(s) as a single page per order. Includes detailed information that was inputted during the work 
order process such as contact name, contact phone, address, vendor name, unit number, description, details and 
amounts. This report also shows who the work order was completed by and the date completed.  

 
  



Miscellaneous Reports 
 

85 | P a g e 

 

Work Order Summary  

This report will list all work orders for the selected time period. Includes order number, status, unit, building, 
assigned to target date, completed by, contact name, vendor name and description. Print work orders as a single 
page per order.  
 

 

Work Order Summary with Cost  

List work order within the selected dates and includes cost information. Includes order number, status, unit, 
building, assigned to target date, completed by, contact name, vendor name and description. Totals are provided 
for count and amount.  
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Available Units  

List of available units. Includes unit number, unit size, building, floor, vehicle, condition, monthly rate, managed 
rate, web-only rate, days available and notes. Each section is total with a count and average days available.  
 

 

Damaged Units  

List of damaged units and the unit notes. Includes unit number, building, floor, vehicle, size and rate. Totals are 
provided for count.  
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Dirty Units  

List of dirty units. Includes unit number, building, floor, vehicle, size and rate. Totals are provided for count. 

 

Occupancy  

Standard facility occupancy report by size. This report provides a comparison by size current rent to potential 
rent.  Item details for each size include unit size, total area, total units, rented units, reserved units, vacant units, 
other units, percent rented, percent of area rented, default rent, current potential rent, current actual rent and 
percent actual of potential. Unavailable units are not included in this report.  Occupancy by size information is 
archived, except for totals by category on the Facility Summary- Monthly Report, therefore will always show 
status at the time the report is printed. Totals are accumulated for each category.  
 

 
 

 

 

 
 

NOTE: There is a ñLegendò at the bottom of the report. Please utilize this section for additional information on the column. 
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Occupancy by Unit Type  

This report provides a comparison by size current rent to potential rent by unit type.  Item details for each size 
include unit size, total area, total units, rented units, reserved units, vacant units, other units, percent rented, 
percent of area rented, default rent, current potential rent, current actual rent and percent actual of potential. 
Unavailable units are not included in this report.  Occupancy by size information is archived, except for totals by 
category on the Facility Summary- Monthly Report, therefore will always show status at the time the report is 
printed. Totals are accumulated for each category.  
 

  
 

 

 

 

NOTE: ¢ƘŜǊŜ ƛǎ ŀ ά[ŜƎŜƴŘέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ report. Please utilize this section for additional information on the 
column. 

  




































