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Welcome to Storage Commander

Welcome to Storage Commander, the most powerful and easiest-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 32and 64bit graphical operating system architecture, and incorporates many features not found in
any other management program.

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 of 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 stores operate exactly the same. For instance, some stores 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’re available to help you with any questions that you might have with using Storage Commander. Our software
comes with 60 days free technical support that is available from 7:00am to 5:00pm Monday through Friday Pacific
Standard Time. We also offer additional support at reasonable rates after the initial 60 days have expired.

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,

Empower Software Technologies Inc.
41695 Date St., Suite A
Murrieta, CA 92562

Sales....cccovvviiiiiinnnnn. (877)-672-6257

e-mail .c...oeeiiiiii sales@storagecommander.com
Technical Support........ (951)-301-1187
€-Malil.....ouveeeeiiiiiiiiinnns support@storagecommander.com
FAX oo, (951)-600-8412

Web Site .....oevveriiinnnnes www.storagecommander.com
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Terms and Conditions of Agreement

These terms and conditions cannot be modified except in writing signed by an authorized Officer of Empower
Software Technologies Inc. (Empower).

WARRANTIES

A) Installation of this product implies full and complete acceptance of the software. Empower Software
Technologies agrees to correct software defects that cause the software to fail to conform to Empower Software
Technologies specifications, provided that the customer has notified Empower Software Technologies of any such
defects and, upon inspection, Empower Software Technologies has found the software to be non-conforming.

B) No warranty extended by Empower Software Technologies shall apply to any product that has been modified or
altered by a person other than Empower Software Technologies authorized personnel. Nor will any warranties be
extended to any product that becomes defective due to misuse neglect, or improper installation.

C) Empower Software Technologies liability under warranty shall be limited solely to the costs of any necessary
repairs to, replacement of, or refunds of the buyer’s purchase price for hardware options that were purchased with
the product, within (30) thirty days of the ship date of the product, and Empower Software Technologies assumes no
risk of, and shall not in any case be liable for any damages arising from the use of this product, breach of warranty
or contract.

D) All products sold by Empower Software Technologies hereunder shall be deemed acceptable by buyer unless
buyer notifies Empower in writing within fourteen days of delivery date that such products are damaged, defective,
or cannot be made operational.

E) The express warranties set forth in this agreement are in lieu of all other warranties, express or implied,
including, without limitation, any warranties of merchantability or fitness for particular purpose.

LIMITATION OF LIABILITY

Empower Software Technologies sole liability, if any, is limited to the replacement costs of the hardware options
sold in this transaction. In no event shall Empower be liable for any loss of use, revenue, profit or for any direct,
indirect or consequential damages arising out of, in connection with, or resulting from the use or sale of the products
sold by Empower Software Technologies.

ATTORNEY’S FEES

The parties stipulate and agree that in any action or proceeding brought to enforce this agreement, or any of its
terms, the prevailing party in action or proceeding shall be entitled to reasonable attorney’s fees and costs incurred
in connection with the action or proceeding, in addition to any and all other relief to which the prevailing party may
be entitled.

ARBITRATION

Any controversy or claim arising out of or relating to this agreement, or breach of this Agreement, shall be settled by
arbitration in accordance with the Commercial Arbitration Rules of the American Arbitration Association, and
judgment on the award rendered by The arbitrator may be entered in any court having jurisdiction.

CONTROLLING LAW

The entire transaction contemplated hereunder shall be governed by the laws of the State of California without
regard to its conflict-of-law rules.

ENTIRE AGREEMENT

The acknowledgement contains all of the terms and conditions with respect to the sale and purchase of the products
sold hereunder and there are no representations or warranties, express or implied, affecting this instrument that are
not expressly set forth herein.
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License Agreement

SOFTWARE LICENSE

This is a legal agreement between you (either an individual or an entity) the
end user, and Empower Software Technologies Inc. If you do not agree to the
terms of this Agreement, promptly return the disk(s) and accompanying items
(including all documentation) to Empower Software Technologies.

GRANT OF LICENSE

This Empower Software Technologies License Agreement ("License") permits you
to use one copy of the software as specified in the invoice on a single
computer at the site specified in the invoice. If you have multiple Licenses
for the software, then at any time you may have as many copies of the
SOFTWARE in use as you have Licenses. The SOFTWARE is "in use" on a computer
when it is loaded into the temporary memory (i.e., RAM) or installed into the
permanent memory (e.g., hard disk or any other storage device) of that
computer.

COPYRIGHT

The SOFTWARE is owned by Empower Software Technologies Inc. and is protected
by United States copyright laws. Therefore you must treat the SOFTWARE like
any other copyrighted material (e.g., a book or musical recording).

Instructional materials accompanying the SOFTWARE may not be copied without
prior written approval of Empower Software Technologies Inc..

OTHER RESTRICTIONS

This Empower Software Technologies License Agreement is your proof of license
to exercise the rights granted herein and must be retained by you.

Renting, leasing, reselling or redistribution of the SOFTWARE in any form, is
expressly forbidden.
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1 Installation and Setup

1.1 INSTALLING STORAGE COMMANDER
To install Storage Commander, place the Storage Commander CD -ROM into the computers CD-ROM drive.

If your computers CD-ROM drive is set to automatically run CD-ROM programs, the install program for Storage
Commander will automatically start. Follow the on-screen instructions to complete the installation.

If your computer’s CD-ROM drive is not set to automatically run CD-ROM based programs, follow the steps below
to install Storage Commander:

Click the Start button and choose Settings/Control Panel.
In the Control window, double-click the Add/Remove Programs icon.
For Windows Vista / Windows 7users, the control panel is located in the Start menu.

From the “Add/Remove Programs Properties” dialog box, click on the Install button.

Insert the Storage Commander installation CD into the CD ROM drive and click on the Next button.

In the “Run Installation Program” dialog box, move the mouse pointer into the “Command line for installed
program” and left click.

Type in the following: D:startup.exe (where D: represents the drive letter of your CD ROM drive).

Click on the Storage Commander button to start the installation process. It is recommended that you use the default
installation settings, unless you are an experienced computer user.

1.2 STARTING STORAGE COMMANDER

After the installation you will find a new Storage Commander icon on your Windows desktop, double clicking on
the Storage Commander icon will launch the program.

The first screen displayed is the logon dialog:

Please Signn. Wednesday, January 30, 201395413 AM ||| The first time Storage Commander is run you must
type in ADMIN as the login ID and PASSWORD as

the password.

After you have logged in, you can open the
Maintenance/Security pull down menus to assign
unique id’s and passwords as well as security access
levels to your staff (see section “Setting Login &

d e;: t“s Password access”).

ge

omman

£ 1998-2012 by Empower Software Technologies, Inc. All Rights Reserved.

1.3 FAcCILITY SETUP

As with any management program, you will need to set up the operational parameters of Storage. If you purchased
Facility Set-Up, most of the parameters needed to be in place prior to customer move in have already been entered
into the system and you can skip to Basic Operations.

If Facility Setup has not been completed please continue with this section.
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1.31 FACILITY INFORMATION

Storage Commander will automatically insert your storage facility’s name and address on all reports and letters that
are created within the system.

To install your facility’s name and address into the Storage Commander system, follow the steps detailed below:

5 File Lists Activities Reports [Maintenance| View Maps Mobile Storage Help

Units...

Facility Info...
Security..

Merchandise...

Rate Change...

Letter Editor...

Change Walk-Through Order..

System Setup...
Program Setup

Storage Commander - F;

f;amer = Fill in the address and phone numbers as you would like to see
e © them printed on your reports and customer correspondence, as

| shown in the Facility Information dialog example below:
Address:
|41 635 Date 5t.

ISuiteA

City: State: Zip:
ﬂMumeta CA I 92562

Fhione: Fax:

| 1951) 6726257 | [951) 6008412
[951) 301117, Cancel

Banking Account Murnber: Manager:

[ooooo0-asssss ITom Smith

E-ail

Isales@storagecommander.com

1.3.2 SETTING LOGON AND SECURITY ACCESS

In order to start Storage Commander, a valid ID and Password must be entered into the system. To set up a user ID
and password, follow the steps shown below:

B File Lists Activities Reports [Mniniename\] View Maps Mobile Storage  Help FI‘Om the Storage COmmaIldeI‘ maln SCI'eeIl,
g Unis. select the Maintenance pull down menu and
e click on Security.
Security...
Merchandise...
Rate Change...
Letter Editor...

Change Walk-Through Order...

System Setup...

Program Setup »
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1.3.3 SETTING UP NEW USERS

To set up a new user in Storage Commander you must create a

Bt aee seooddllFF unique ID and PASSWORD for the new user. This is

flme | i[T)UM AddUser accomplished by clicking on Add User. Enter the users Name,
P _rem= | | 1D, and Password.
e Duplicate...

& Sho ! Add New User — k The ID will be recorded on all transactions made while this

Ew user is logged in to Storage Commander. We recommend you

[l Feni oot use an id that is recognizable, such as the first name or the

[1Fe . . . .

DCloe ° initials of the employee, to make identification easer.

[ Mobi Fassward; | o

1 Hobill Cancel

] Maiff|

I Mair

] Maintenance | Security ﬂ‘

] Maintenance | Rate Change Clear Selection

] Mairtenance | Program Setup | Urit Sizes

] Maintenance | Program Setup | Setup Existing Customers 0K

oL B2 LR e 0% - Cancel

1.3.4 ASSIGNING ACCESS LEVELS

To set specific areas a user has access to while logged on to Storage Commander, click on Maintenance/Security
from the Storage Commander main screen.

Select a user from the Users selection window by clicking on
the Down arrow located to the right of the User window.

User Account Setup

Users [
[Tom Smith = [Tom

P Fere | L Note that Storage Commander functions are split between
Screens and Reports. Click on the button next to Show Screens
EEET . or Show Reports to display the functions associated with the
9] watve Foes uamg peymerts selected button.

] Reports | Report Groups
Feparts | Letters | Invoice/Natice:

Add User

T Show Scresns Show Reparts

i

1O st ity To give the user access to a specific function within Storage

] Mohille | Setup Mabile Lnits/Slots . .

] Mabil 1 Move Mo Uris Commander, click on the check box next to the function; a

[ Maintenance | Units . . . . .

0] Mantenance | System Setp e check mark will appear in the check box indicating the user

[ Maintenance | Secuiy . . .

IS eerance | Pt Crarge Cloar olecion will have access to this function when they logon. To unselect
[ Maintenance | Program Setup | Unit Sizes . . .. .

[ i3 Frogan e Sk ErG et a function from the list, position the mouse pointer on the

= sl il oot - G| function that has been previously selected and click using the

left mouse button to remove the check mark.

Clicking on the Select All or Clear Selection buttons will select all/clear all functions within the current list.

1.3.5 DUPLICATING A USERS SECURITY SETTINGS

To duplicate the security of an existing user, click on the down arrow to the right of the User list box. Select the user
that contains the security settings to be duplicated. Click on the Duplicate button, then enter the name, ID and
password as discussed above.

1.3.6 REMOVING A USER

To remove an existing user, select the user by clicking on the down arrow next to the Users list box and click on the
user to be removed. Once the user is highlighted, click on the Remove button.
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1.3.7 SETTING ADJUSTMENT PARAMETERS

Account adjustments can be setup to require the user to enter an explanation for the adjustment prior to the
adjustment being implemented. You can also setup adjustments to automatically update the accounts paid through
and/or late status if rent and/or fee balances are adjusted.

Storage Commanses

¥ Reduite explanations for all adjustments.

Note: Depending on how Payment Applications are set up,
making adjustments to the rent and fee balances will have
different effects on the automatic adjustment of the Late and
Paid Through Date. See “Setting Up Payment Plans /
Payment Application Tab” for more information on how this
¥ Paid Through Date. will affect adjustments.

Done

r Update Dates After Adjustments

v Late Status.

1.4 SETTING UP PAYMENT PLANS

You can setup numerous payment plans that give you control over billing periods and how the payments are applied.
The monthly plan is predefined and you add additional plans as preferred.

To setup the Payment plans, go to the Maintenance/Program Setup/Payment Plan menu.

Mapz _Mobile Storage Help

Storage Commander - Pricing Options |E,|ﬂ

Payn'wnmsl syment Applicatio
Payment Plans

Monthdy w. Invoice

Yearey Edt

Defaut: [Marthly

Balance:
30.00

5

1030
Aooess Cods:

The Payment Plans selection screen lists all existing payment plans. You can select and edit an existing plan, or
you can create a new payment plan. Payment plans that are no longer associated to any active customers can be
deleted. You can also select an existing payment plan as the default plan for new move-in’s.

New Payment Plan When creating a New plan, or to Edit an existing one, the Pricing Plan dialog will
Name: |3 Month Biling appear:
~Payment Schedule ————————— The Name identifies the payment plan.
] Monthly [ Semiannual
ety O Annual The Payment Schedule allows you to configure the payment plan to charge rent
—Due Date Monthly, Quarterly, Semiannually, or Annually.
(Y favivoteary The Due Date determines whether the customer is billed each month on calendar day
® Fized, Prorate To: I]

of their move in (anniversary) , or a fixed billing day of the month, as entered in the

- Invoice Prorate To field. In the example, this billing plan will charge rent on the 1°* of each month.
P"”““‘;"CBSB R You can create different billing plans to meet you customers requirements, such as
14 i billing plans that charge rent on the 15™ of each month.

O Make Inactive [does not affect

cument customers). M Print InVOiceS
=] This option allows you to select if invoices are printed as part of the daily processing

and also specify how many days prior to the billing date that the invoices should be
printed. Note that printing the invoices earlier than the billing date does not cause the customer to be billed at the
earlier date; they are still billed according to the billing cycle specified in the pricing plan.

The Make Inactive checkbox will keep a specific payment plan from appearing in the list of available plans during
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move-in or transfer, but it will not affect active customers who are being billed to the selected plan. This feature
allows you to stop offering a specific billing plan for new customer while continuing to honor the plan for customers
who actively using the plan. Note that you cannot delete a payment plan if any customers are being billed to the
plan. You must first change the customer’s billing option by using the Activities/Change A Unit’s Billing menu,
then you can delete the pricing plan from the list.

Payment Application Tab:

The Payment Application section of the Payment Plan dialog enables you to determine how a customer’s payment
is applied to their outstanding balance.

The payment application’s options allow you to pre-set how a payment is applied toward an account and how
payments affect the customer’s paid-through date.

Partial Payment Disbursement
Clicking on one of three radio buttons in the section will set how partial payments are applied. The three selections
are explained below:

Storage Commandes . Pricae) Optie s | ] e |Z|Fees First, Then Rent:
& = Payment Aoplcation | Have Out Optons Selecting this option sets the system to apply 100% of the
ol Poymet Dats et payment to any outstanding fees first. Afterwards, any
& Feos Frt, Then Rert money that remains will be applied to the outstanding rent.

ifmne e Selecting “Fees First, Then Rent” will prevent the customer

from building up a fees balance while maintaining a current

[~ Base Paid-Thru Date On Rent Balance Instead Of Total Balance.

I” Prorate Paid-Thru Date On Pariial Payments. rent due balal’lce.

™ Round Rent Prorate To Whole Dollars

¥ Allow Paid-Thru Date Beyond Cument Biling Cycle |ZlRent First’ Then Fees:

L AT e s ek e Selecting this option sets the system to apply 100% of the
ok Cancal | payment to any outstanding rent first and any money that

remains will be applied to outstanding fees. This option
allows the customer to pay off any outstanding rent but keep
or continue to add to their fees balance.

[VIBase Paid-Thru Date On Rent Balance Instead Of Total Balance:
Placing a check mark on this option will advance the paid-through date when the rent balance is paid, even if
there is a fee balance. If this option is not selected the Paid-Through date will not be advanced until both the
Rent Balance & Fees Balance is paid. Bifocal

MProrate Paid-Through Date On Partial Payments:
Placing a check mark on this option will allow the Paid-Through Date to be moved forward (x) number of days
based on the daily rate (x represents the number of days based on the daily rental rate divided by the sum of the

rent payment. The daily rate is calculated by multiplying the monthly rental rate by 12 and dividing the result by
365).

[VIRound Rent To Whole Dollars
Fosréces the rent balance to be rounded up to the next whole dollar (at .50¢), or down to the next whole dollar (at
497)

M Allow Paid Through Date beyond current billing cycle

Displays the paid through date based on the amount of a pre-payment (example: If a customer pre-pays 6 months rent,
the Pair Through Date will show a date that is 6 months from the current billing date).

VDo Not Update Paid Through Date if Balance is Due

With this option selected, the customers paid through date will not be advanced if there is a balance due on rent
or any fees.
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Move Out Options Tab:
Storage Commande:—pricne o AN TEeess] - Move-Out Options Allows you to pre-set move-out policies that

ans | Payment Aopicaton | Move n Options | Mave Out Optiors | will be used when a facility manager moves a customer out of
Prorate Methad Schedue Move Out Netfication your storage facility.
* Daily Prorate 7 Geayenri e omiaclens Diase i O Doy
« Percent b B Prorate Method
Refund Policy @© Daily Prorate
& Awzys Refund Pre-paid Amounts On MovaOct Selecting this function allows Storage Commander to charge
e e e e e N e the customer for the number of days remaining in the current

" Dont Refund Payment On MoveOut f The Rent Balance Is Less Than $0.00 11 . . . .
o billing period, multiplied by the daily prorate

Other Options

[¥ Charge for the day of the move out. [~ Alow changes to the move-out date ® Percent
¥ Print St On Move-Or . .
e e elem it |1 Bl Entering a percentage value will cause a refund to be assessed

Glimis e equal to the unit rental rate less the percentage value entered

here, for all move outs.

Cancel

Scheduled Move Out Notification

® Generate Reminders During End Of Day
Selecting this option allows Storage Commander to generate a reminder of a scheduled move-out “X” number of
days prior to the scheduled move-out date. The reminder will be displayed in the reminder screen when Storage
Commander is started up.

Refund Policy

The following settings will only apply to customers who have already paid for the month that they are moving out in
(refund), or for customers that have not paid rent for the move-out (pro-rated rent payment). Storage Commander
will always credit back pre-paid rent received for rental periods beyond the move-out month.

© Always Refund Pre-paid Amounts On Move-Out
Refunds remainder of rent based on Daily Prorate or Percent value.

® Don’t Refund Payment On Move-Out If Greater Than X Days into Billing Period Sets the number of days into
a rental period that a customer would receive a rent refund.

® Don’t Refund Payment On Move-Out If The Rent Balance Is Less Than “X” sets the minimum balance for
refunding to a customer.

Other Options

® Charge for the day of the move out
Selecting this option will cause Storage Commander to charge rent up to and including the day customers move out.

© Allow changes to the move out date

Allows user to adjust the move-out date at the time of the move out

Changing the date of the move-out will only adjust the prorated rent charge/credit based on the date entered into this
field. The actual date of the move-out will still be recorded as the date the customer was moved-out in Storage
Commander.

Print Statement On Move-Out Prints a statement of the customers account. This statement can cover all
transactions from the customers move-in date (From Move-In Date), or allow the manager to enter a specific time
range for the statement at the time of the move-out (Prompt For Dates).
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1.5 SET UP DISCOUNT PLANS

You can setup various discounts, such as senior and military discounts, by selecting the Maintenance/Program
Setup/Discounts menu. Once a discount has been created, it can be set up to be automatically added at move-in, or
selected from a list during the move-in/payment process.

' 310 Dif Coupon I

Select “Apply During Prorated

To setup a discount as a
percentage of rent, enter the
percentage amount here and
click on the percent radio
button.

Click here to round all
discount amounts to whole
dollars.

Special “time based”

Free Month e
Senior Discount

Percent ¢ Amout™= & porcent (7.75% = 7.75]
50 I Round to whole number.
" Dallar Amaunt

Oplions
I Automatically Apply During Move-ln.
I Only &vailable During Move-In

Periods if the timing of the
discount is to start in the month
the discount is assigned to the
account.

The “Months to apply discount”
/ field represents the number of
months this discount will be
automatically applied.

¥ Recuring [each biling perind)

discounts can be created
that will start in a specified
month and run for a pre-set
number of months, after
which the discount will
automatically stop being
applied to the customers
account.

The “Starting Month” field
represents when this discount
will be automatically applied

¥ &pply During Prorated Perinds

Dwration [Move-n Only]

] Months to apply Ei Discount starts in
dizzount. [« manth, 0 =
move-in month

¥ Expires |1

1.5.1 CREATING NEW DISCOUNTS:

Discounts can be created or removed from the system by clicking the New and Delete buttons, respectively. Note;
Discount that are currently active on customer’s accounts cannot be deleted. To delete a discount that is in use by
active customers, you must first change the customer’s billing option through Activities/Change A Unit’s Billing.
After the discount has been removed from all active customers, the discount can be deleted. This is the same place
where you can add a recurring discount to a customer’s billing plan once they have moved-in and have it applied to
each billing period.

Discounts can either be applied as a percentage of rent or as a predefined dollar amount. For instance, you could
have a 10% senior discount, or have a $15 referral fee (or both!). With Storage Commander you can assign multiple
discounts to a customers account as long as the combined total of the discounts does not exceed 100% of the rental
rate.

1.5.2 CREATING AUTOMATIC EXPIRING DISCOUNTS:

Follow the same procedures as discussed in Creating New Discounts. After the discount’s name and amount have
been entered, place a check mark in the Recurring (each billing period) checkbox and another in the Expires
checkbox. Enter the number of consecutive months the discount will be applied and how many months into the

rental period the discount is to start (Please note that if the discount is to be applied in the move-in month, and your facility uses
fixed billing, the option “Apply During Prorated Periods” must also be selected).

In the example shown in the dialog box above, customers who have the discount “25% Off First Two Months”
added to their account would receive a 25% discount off their rent for the first two months beginning at move in.
This discount will automatically stop being applied in the 3™ and all future months, even if the customer prepays
their account in the first and second months.

1.5.3 EDITING EXISTING DISCOUNTS:

From the Maintenance/Program Setup/Discounts menu, click on the discount to be modified. To remove a check
mark from a previously selected discount parameter, click one time on the discount parameters description. To
select a discount parameter click one time on its description.
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1.6 SET UP GENERAL PURPOSE FEES

There are two types of fees that are supported by Storage Commander, late fees, which are created and managed
through the Lien Status system (located under the MAINTENANCE/PROGRAM SETUP/LIEN STATUS pull down menus, and
general purpose fees that are created and managed through the Fees system located under the MAINTENANCE/PROGRAM
seTupP/FEES pull down menus.

In this section you will learn how to setup, maintain and use general purpose fees. To learn more about setting up
and maintaining Late Fees please refer to Setting up and maintaining Late Steps referenced later in this manual
1.6.1 CREATING A FEE

You can setup various fees by selecting the Maintenance/Program Setup/Fees from the pull down menu bar
located at the top of the Storage Commander main window:

You can add and delete fees from the list by clicking on the New or Delete buttons, respectively.
Note that you cannot delete a fee that is applied to an active customer.

Click on the New button and enter the name of the fee you are creating

Enter the amount of the fee charge in the Percent / Amount field, if the fee is a dollar amount select Dollar Amount
or select Percent if the fee charge is based on a percentage of the rental charge.

Fees can be configured to meet a wide verity of uses, for example, the “1.00

== . |oi) . .. .
Invoice Fee” referenced in the adjoining setup box is configured to charge an
Lo New. account each month (Recurring), apply itself on prorated months and full
Retumed Check Fas (3F) Detete months (Apply During Prorated Periods), and not charge for months that are
R e— prepaid (Invoice. Apply only if rent is not prepaid).
1
el An explanation of each Fee setup options is detailed below:
eposits Based On Unit Size
Options A .
Ll o Bastie s Percent / Amount: Enter the amount of the fee in this box
W Recuring [each biling period) . . . .
T Depost efund onmove-cu) ® Percent: Select this option if the fee amount is to be calculated as a
¥ Apply During Prorated Periods
1 ferd e e percent of the rental rate
r uring Urit Trarsters.
Pl M Round to whole number: Forces the rent balance to be rounded up to the
[~ Apply as "Taxes.” ]

¥ Invoice. Apply only if rant s not prepaid

next whole dollar (at .50¢), or down to the next whole dollar (at 49¢)
® Dollar Amount: Select this option if the fee amount is to be calculated as
a dollar amount.

| Deposit Based On Unit Size Select this option if the amount of the deposit is taken from the deposit amount
entered for the unit size (see the section Create A New Unit Size for information on setting up deposits that will
vary based on the size of the unit). Note: Only use this configuration option in combination with a Deposit fee.

4| Deposit (refund at move-out) Selecting this option allows Storage Commander to charge a deposit (typically
called a security or cleaning deposit) that will be refunded when the customer moves out of the unit.

M Automatically Apply During Move-In Select this option to have the fee automatically added to customers
accounts at move-in.

4| Only Available During Move-In Select this option if this fee only available during the move-in process.

M Recurring (each billing period) Selecting this option will cause the fee to be automatically charged to the
account each time the unit is charged rent.

4| Apply During Prorated Periods If you use 1% of the month billing selecting this parameter will calculate and
charge the fee in the move-in month (which is almost always a prorated month). If this option is not selected the
fee would only be applied to an account if the full billing cycle rent is charged.

4| Apply For Returned Checks When selected, a returned check fee will be placed on a customers account
whenever a returned check is processed against the account.

| Apply During Unit Transfers Selecting this option allows the associated fee to “travel” with the customers
account on unit transfers.

M Apply After Discounts If a discount is setup as a percentage of rent, selecting this parameter will allow Storage
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Commander to calculate the fee after the discount is applied. Note: This option requires the fee to be configured as a
percentage of rent.

4| Apply as “Taxes” Selecting this parameter allows Storage Commander to treat this fee as a tax and record all
revenue generated by this fee as tax received which will be added to all appropriate financial reports.

M Invoice. Apply only if rent is not prepaid This fee option allows a fee to be charged to a unit only if the unit

1.6.2 DELETING A FEE FROM THE SYSTEM

Click on the fee to be deleted, this will highlight the fee, now click on the Delete button. Only fees that are not
assigned to active customers can be deleted. Use the “Recurring Fees & Discount report to help identify fees that
are currently attached to active customers (this report can be found under “Reports / General / Recurring Fees &
Discounts”

1.6.3 REMOVING A FEE FROM AN ACTIVE CUSTOMER’S ACCOUNT

Removing a fee from an active customers account is accomplished through Change A Units Billing. To use this
function you can either right click on the customers unit in the site map and select Change Billing or use the
Activities pull down menu item and select “Change A Unite Billing” item from the list, and search for the
customers unit/account. Either method will open the Change Billing configuration window and allow you to remove
the fee from the customer account.

1.6.4 ADDING RECURRING FEES TO AN ACTIVE CUSTOMERS ACCOUNT

Adding a fee to an active customers account is accomplished through Change A Units Billing. To use this function
you can either right click on the customers unit in the site map and select Change Billing or use the Activities pull
down menu item and select “Change A Unite Billing” item from the list, and search for the customers unit/account.
Either method will open the Change Billing configuration window and allow you to add a recurring fee to the
customer account. Note: Use this function only if you are adding recurring fees (a fee that will be charged
automatically each time rent is charged) to a customer account. If you need to charge a one-time fee (such as a lock
cut fee) use the “Charge A Fee” function located in the “Activities” pull down menu.

1.6.5 CREATING A SECURITY DEPOSIT

Security deposits can be configured to be charged to a customer account in one of 3 ways;

e  As a straight dollar amount charged at move-in and returned at move-out

e Asapercentage of rent charged at move-in and returned at move-out

e Based on unit size, where the size of the unit depicts the amount charged at move-in for the security
deposit.
If this option is selected, you will not need to enter an amount into the “Percent / Amount” field, as the
amount of the deposit charged will be taken from the “Deposit” field located in the unit size database.
To add, change or delete a deposit from this area go to the Maintenance pull down menu item and select
Program Setup / Unit Sizes, click on the unit size that you would like to modify and select Edit. In the
“Size Specific Values” section enter the amount of the deposit in the Deposit field.

To setup a deposit fee within Storage Commander, follow the same procedures as with any other fee. Selecting the
parameter “Deposit (refund on move-out)” will configure Storage Commander to refund the amount of the fee to
the customer when they move out. The deposit can be rescinded at move out if the customer did not qualify for the
refunded deposit.

1.6.6 EDITING EXISTING FEE’S:

From the: Maintenance / Program Setup / Fees menu, click on the fee to be modified.

To remove a check mark from a previously selected fee parameter, click one time on the fee parameters description.
To select a new fee parameter click one time on its description, a check mark will automatically be placed next to
the item.

10
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1.7 SETUP LATE STATUS

The Late Status setup is used to specify the various stages that will be executed if a customer is late on payment of
rent. Selecting Maintenance/Program Setup/Lien Status menu will open the Setup - Lien Status window where
you will see all of the late steps currently in use at your facility. The list is organized into three columns, the first
column displays the number of days late a tenant is given before they enter into a late status. Storage Commander
calculates all late steps from the tenants paid through date. The second column displays the name of the late step
which is used in the reports contained in Storage Commander. The third column identifies the name of the notice
associated with the late step. Storage Commander can utilize internal notices produced by the Crystal Reports
engine, or you can use customized notices using Microsoft Word 2010 or newer, using merge codes to bring specific
tenant, unit & financial information into a notice.

Refer to the section “Creating Notices Using Microsoft Word” for detailed instruction on how to use this function.

Setup - Lien Status

Days Late Marme Farm

5 Step 1 - Late Notice Late Motice
10 “Step 2 - Preliminary Lien Fre-Lien Matice
18 Step 3 - Matice of Lien Sale Lien Motice
25 Step 4 - Motice of Sale Maotice of Lien Sale
43 1 al F
* Return to this step on partial payments.
Mew...

Edi...

E

Setup "Mo-Print'' Days.... ‘

Done |

1.7.1 CREATING A NEW LATE STEP

This section will walk you through the process of setting up late steps that will conform to the late payment policies

that you have established for your facility. A detailed explanation of each field used in setting up late steps is listed
below.

Name Type a name to en S Bl _
. [ame: Stabus [shown in cuslomer scieers]
describe the late step I
: irirna Duie: Lale Notice:
in the Name field. [ [ [~ Pt Nosce [ E-Mail copes [0 ]
. Daye Aftar Paid  Dags From S
Status Enter a short name in ,MT_ ,_|‘5_ s
. = Wwiard i’
the Status field; this I~ Doy Gate coess ;
. . [~ Dwelock Recuning Late Fees
will appear in status ™ QualosForducion | T LaeFee Aples Ecch Bikng Pid
summaries used in the | [ e se o=t e 1 ena Lopies[1 3
program Fee & sndad [ =]
[‘SD om % " ward ,—D
Important Note: A status € Dol Aot
name must be entered e oo
and it must be unique to ™ Round Abemcle Corkont
each late step (the same - ; ¥OfRentBaace | | [ PinkNoics I~ EMai Copes[0 [ Sive
status name cannot be L M:'m; DS:L% & Starcar Cocel_|
used with other late o ,—i:" = © Wad
steps) Once a status oA | —
name has been entered,
it should not be changed.
Late Notice Click on the Print and/or Email check box and select the number of copies if you

11

would like to have late notices automatically printed or emailed when customers

enter this late step.
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Standard / Word

Recurring Late Fees

Alternate Contact:

Minimum Due

Days After Paid Thru Date

Days From Previous Step

Deny Gate Access

Overlock

Qualifies For Auction

Return After Partial Payment

Select the type of notice that will be automatically generated during the end-of-
day processing for this late step. The standard notice generates a notice that is
from within Storage Commander; the Word notice is also automatically
generated within Storage Commander but uses a Word document that you
created. Please refer to the section “Creating and Editing Notices” for more
information.

Late Fee Applies Each Billing Period
Place a check mark in the “Late Fee Applies Each Billing Period” check box
to automatically apply this late fee each billing cycle.

Send notice to customer. Placing a check mark here allows you to select a
special notice to be sent when a recurring fee is assessed to a customers account.
As with other notices you can select the notice to be generated through Storage
Commanders native mode or via a Microsoft Word document.

Send Copy To Alternate Contact Selecting this option will cause Storage
Commander to generate a notice to the alternate contact. Once again the notice
can be generated using Storage Commander native mode or via a Microsoft
Word document.

This field sets the minimum level owed by the customer before the delinquency
notice is generated, even if the customer is overdue.

Enter the number of days late that a customer must be to enter this delinquency
stage. For example: If a customer is to be charged a late fee if payment is not
received within 10 days of their Paid-Through date, enter 10 in the “Days After
Due Date” box.

Enter the number of days since the customer entered the previous lien step that
is required for the customer to enter this step. For example: If a customer is in
the lien step and makes a payment that puts them back into the pre-lien step, this
setting will determine how long they have to be in the pre-lien step before they
can go to the lien step again.

Placing a check mark in the Deny Gate Access box instructs Storage
Commander to send a lockout command to the gate controller when a customer

enters this late step. Affected units will turn YELLEOW when entering this late
step.

Selecting this option identifies all customers entering this late step as being
ready for their units to be overlocked. Affected units will also turn RED on the
site map when entering this late step.

Selecting this option identifies all customers entering this late step as being
qualified to be setup for auction. The Auction Scheduler (see Scheduled
Auctions) will list all customers in this late step for auction and allow you to set
their auction date.

Selecting this option identifies this late step as the step for restarting the lien
process when a customer makes a partial payment.

12
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1.7.2 SETTING FEE AMOUNT

Enter the amount of the Fee associated with this late step here. The fee can be either a straight dollar amount, a
percentage of the unit rate or a percentage of the rental balance. Note, if you select the fee to be a percentage of the
units rental rate or rent balance, and you want to round all fees to the nearest dollar, place a check mark in the
Round box, you can also set a minimum fee assessment to be charged by entering the minimum fee due in the
“Minimum” field.

Custom Selecting “Custom” in the Fee setup area allows the assessment of the fee to be based on the value entered
in the fee field of the unit size table (select Based On Unit Size) or from a table listing a range of rent owed.

The State of California has adopted policies that regulate how much a customer has to pay in fees based on the
amount of past due rent owed. Storage Commander allows you to comply with these guidelines (or guidelines used
in other states) by configuring the fee charged based on the table shown.

To set up a new fee schedule or to edit an existing schedule: place a check mark in the Custom check box, this will
enable the “Settings” button. Click on the settings button to open the “Custom Late Charge” dialog box. Click on
“New” if you are creating or adding a new schedule range or click on an existing schedule range and select Edit to
modify the range of rent due or fee amount associated with that range. This will open the “Late Fee Item” dialog
box. In the example below a fee of $10.00 will be assessed if the customers owes from $0.00 to $60.00 in past due
rent, $15.00 will be assessed if the customer owes from $61.00 to $100.00, and so on. By selecting percent, you can
set the fee charged as a percentage of rent rather than a straight dollar amount with a minimum fee charge.

Additional Daily Fees This feature allows Storage Commander to assess an additional daily fee against
the customers fee balance. This daily fee will continue to be charged until the
balance is removed from this late step, either by paying their bill or by
proceeding into the next late step.

1.7.3 SETTING A FEE As A RECURRING FEE

Once a fee has been created, you can configure the fee as a recurring fee (a fee that will automatically be applied to
a customers account each billing period for as long as the customer remains in a late status).

It is recommended that recurring late fees are only applied to late steps that are not affiliated with the lien process.
Check your local and state laws regarding assignment of late fees while in the lien process.

To set a late fee as a recurring fee, place a check mark in the box “Late Fee Applies Each Billing Period”. You can
also have Storage Commander generate a late notice that is only printed when this recurring late fee is applied to a
customers account.

1.7.4 SETTING LATE FEES:

e _ This section allows you to assign a fee to this delinquency step, and how the fee will be
$000 Bl applied.
" Diollar dmeurit
I Parcent The Fee section sets the amount that will be charged.
Mirimum:  $0.00
I Aound Enter the amount that will be charged for this late step. Select if the late fee is a straight

[7 %0ifentBaence | Dollar Amount or a Percent of rent.

" Cuslom  Seltings I . . . L

L . Entering a number in the Minimum box will allow Storage Commander to assess a minimum
Additional Dby Charge

amevet [s000 |2 charge against this late step if the percentage amount is less than the minimum amount.

Placing a check mark in the Additional Daily Charge check box, and entering a value in the

Amount box, will cause Storage Commander to charge the customer each day they are late.

13



Storage Commander User Manual

Selecting Custom / Settings allows late fees to be calculated based on unit size or from a customizable table.

" 1 el |
: s £ i Click on Based On Unit Size /
Click on Custom / | St e 3 Unit Sizes
Settings B [ B o [ Custom Lte Charge J

[~ Doy itz Access
™ Ovedock. Flecuning Late Foss
2

e L
(S miiria
g Select Unit Size
T
fiea
\,F
e il o [T
Atioral D:mn:,. | Do [0 8 L Ol |
s B e— P |- Enter Late Fee Amount

SonSpckc Vs
P )
P T
P )

To set late fees based on unit sizes, select Based On Unit Size and click on the Unit Sizes button bar. Select the
unit size from the list and click on the Edit button bar. Enter the late fee amount in the Late Fee box.

To setup a late fee table select Late Schedule and enter the rent balance parameters into the From and To columns

Click on Late Schedule
Click on Edit

Nome
[5r T -Lote Mot

Click on Custom /

Settings Enter the Rent balance From - To

range that would qualify for this late
step

Select a flat dollar amount or a
S percentage of total balance (which
e [0 would include fee and rent balance)
ol o or rent balance to be charged for
P this late step

Enter a Minimum charge (if using a
percentage of account balance)

The Deny Access check box in the options section of the dialog allows you to specify whether gate access should be
denied when a customer enters this step.

The Late Fee Applies Each Billing Period check box, when selected, will cause the customer to re-enter this step
with all associated fees reassessed against the customer’s account each billing period.

The Notice To Send field allows you to select a notice to be sent when a customer reaches this reoccurring step. To
select a notice, click on the down arrow at the end of the Notice To Send text box and select the appropriate notice
(selecting the blank field will not attach a notice to this step. Click on the up/down arrows to set the number of
copies to be printed.

Repeat the procedures described in the previous paragraph to send a notice to the alternate contact.
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1.8 SETTING UP CREDIT CARDS

To setup the credit cards that your facility will accept for payment, select the Maintenance|Program Setup|Credit
Cards menu to display the following dialog:

1.8.1 SETTINGS:

] M Data Path: Enter the system path of the credit card processing
setings | ach | software installed in your system (PC Charge by Go Software
o s will typically be located under c:\Program File\Active-Charge\.

" puthorizer (Atomic) {& PC Charge / SC Payment
Deta Pain V] Allow Automatic Credit Card Billing During End-Of-Day:

EIECE S o D | Place a check mark here to enable this feature within the Storage

¥ Allow Automatic Credit Card Biling During End-Of-Day
[V Print Recsipts For Automatic Credit Card Charges Commander program.

I¥ Charge Credit Card Cn Biling Date.

M Print Receipts For Automatic Credit Card Charges: Place a
B ool iy f meeval codes check mark here to print a receipt of each credit card that was

e automatically billed.

& Track 2
N M Charge Credit Card On Billing Date: Selecting this option
o e causes Storage Commander to hold charging of credit cards until

I Initiste Split-Dial Settlement For American Express . .
P bty the actual day rent is assessed against a customers account.

Account Information

M Allow manual entry of approval codes: Allows user to enter

credit card approval codes recorded from a separate credit card
T e | ! processing terminal and manually enter them into Storage
Commander

Merchart Account Processor: |

M Initiate Primary Processor Settlement: Causes Storage Commander to send the credit card batch to the
processor during the End Of Day operation.

M Initiate Split-Dial Settlement For American Express: Selecting this option will cause Storage Commander to
process all American Express credit card transaction directly with American Express, bypassing your normal
credit card process service. Before selecting this option it is highly recommended that you check with your
credit card process service first.

M Print Credit Card Activity Reports: Selecting this option will print credit card reports during End Of Day.
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1.9 SETTING UP ACH

ACH processing allows you to electronically debit a customer’s checking or savings accounts for rental payments.
In addition, you can configure Storage Commander to automatically debit a customer’s checking or savings account
each time rent is charged.

1.91 CONFIGURING THE ACH OPTION MODULE:
From the Storage Commander main screen, select the Maintenance pull down menu item. Next select Program

Setup|Credit Cards|ACH, (see Figure 1).

Vien Mips Mabie Storsge Help

Facilty ..

Seariy.

Meschanise..

Rate Change..

LettrEstor..

Change Wak-Thiough Ordes..

Processing Software

" Puthorizer (Atomic) {* PC Charge / SC Payment

7 Enzble ACH Processing

Data Path,

Syon Sy, [C\Program Fies'Empowe

Progrem Setup b Payment Pl

¥ Alow Autometic Credi: Card Biing During End-Of-Day
Discounts..

Fees.

Lien Status.

I CreditCands ACH A

Ady
Unitiee

Insusence..

e

[T}
s

Crete Unis
Setup Exsting Customer
Link Uit

QuickBooks teface

Figure 1

¥ Print Recsipts For Automatic Credit Card Charges
¥ Charge Credi Card On Biling Dafe

¥ Allow manual entry of approval codes

Card Scanner Defaut

& Track 2
End-0F-Day Astomation
¥ iiate Primary Processor Settlemert.
[ iitiate Spit-Disl Setlement For Amerizan Bxpress.
¥ o Crodi Card f
Account Information

Merchant Accourt: Processor:

Cancel |

Figure 2

Enter the merchant account number and processor, given to you from PPI, in the fields identified in Figure 2. If you
already have an active account with PPI you will not need to reenter them.

Click on the “ACH?” tab to advance to the ACH activation screen (see Figure 3)

Click on the check box to enable ACH.

1.10 INSURANCE SETUP

Storage Commander comes pre-configured with SafeStore insurance which allows you to provide tenant insurance
with just one phone call to activate your account. If you prefer to use another insurance company, follow the steps
outlined in this section.
From the Maintenance pull down menu, select Program Setup and click on Insurance to open the Insurance
Setup screen.
M s . The Safestor insurance package and its associated policies will
‘ Insuraﬁce e be displa}{ed qnd set as the default insurance providc?r. To '
. e - change .thIS click on the New bgtton and fill out the information
ST T T % for the insurance provider you intend to use. Oncg the
insurance company, address and contact information has been

| saved, click on the Set As Default button to allow this
insurance company to be available during a move-in.
If your state does not allow storage facilities to sell insurance,
place a check mark in the Label as “Protection Plan” box to
record this as theft protection and not as insurance.
| Inthe Options section you can set the insurance configuration
- to prorate the initial insurance cost of the insurance premium
based on the number of days left in the move-in month (fixed billing plans only) or charge the full premium amount
regardless of the move-in date. To set this up place a check mark in the Prorate On Move-In box to prorate the

Inswiance Company Hew, I

Defauit Set s Default |
[Gafestor Insurance

-~ Options —
¥ Prorate On Move-ln

Mew | Edi

| Remove | [ Piint Expication Notice

After | 20 Days Late

Amount: | $10.95
Coverage: | $1000.00
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insurance charge during a move-in, or leave the box un-checked to charge the full amount.

To configure Storage Commander to print a notice informing the tenant that their insurance policy will be canceled
due to lack of payment, place a check mark in the Print Expiration Notice box and enter the number of days a
tenant must be late before the notice is generated.

1.10.1 SETUP INSURANCE PREMIUMS

Once the insurance company is created click on the New button located under the Rates list box. Enter the Premium
name, Premium Coverage and the amount you will charge for this premium, when all fields are filled in click on the
OK button to save the information and return to the Insurance Setup screen. Repeat this process for each premium
offered by the insurance company.

Note: The information entered into the Premium Name field will appear as a description in the customer payment
recelpt.

1.10.2 EDIT/ REMOVE A PREMIUM

To edit or remove an insurance premium click on the premium in the Rates list box, after the premium is highlighted
click on the Edit button to make changes to the premium or click on the Remove button to delete the premium.

1.10.3 EDIT/ REMOVE INSURANCE COMPANY

To edit the insurance companies address and or contact information, click on the Edit button located next to the
Insurance Company name field, this will open the Insurance Company address information screen where you can
make the necessary changes. Click on the OK button to save the changes and close the window.

1.11 SETUP REQUIRED FIELDS

Storage Commander can be configured to require certain fields in the Customer Information and Alternate Contact
v nrec i Information screens to be filled in during a move-in. To setup
Renired Fielda Eor Movedne mandatory fields click on the Maintenance pull down menu and select

e Program Setup, click on Required Fields to open the Required Move-
o I¥ Diiver License ™ Last
v Address v DL State I Address

In Fields window. Select the data fields that you require to be filled in

W Ciy [ DL Expiation I Ciw 1 -1
de ot = during a move-in.

WV Zip [™ Birthday ™ zip
¥ Phore ¥ How Did rou Hear. [ Phone

I Fax
Cancel

1.12 SETUP ADDITIONAL LOGON

This function was designed to keep managers from entering transaction using another managers login id.

e — To configure Storage Commander to require all users to enter logon and password
Activities Requiring Additional Logon for specific transactions (like account adjustments, reverse transactions, or
[ Movs changing a customers billing options), open the Maintenance pull down menu
¥ Paymen . age . agn
i and select Program Setup, click on Additional Logon to open the Activities
B Requiring Additional Logon window. Select the transaction types that will
S require a separate logon by the manager in order to complete the transaction
I Charge aFee
™ Other Income
™ Reverse Transaction = ;
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1.13 SETUP MARKETING SURVEY

To setup how your customers heard about your facility click on the Maintenance pull down menu and select
Marketing Survey, to open the How did you hear about us selections window.

To enter a new description click on the New button to open the New Marketing Method screen and enter the
description into the Method field. Click on OK to save the entry.

How Did You Hear About Us New Marketing Method

How did you hear about us selections Methad: |Fefernal Cancel

Mew

Driving By

Newspaper
Phone Book Dokl

Use the Zip Code Marketing Report to view a statistical report covering customers who rented units based on these
questions.

To locate the Zip Code Marketing report open the Reports pull down menu and select Marketing / Zip Code
Marketing

1.14 SETUP EMAIL

To allow Storage Commander to send emails through your existing email account you must set the email
configuration in Storage Commander to match your email account settings. If you are using Microsoft Outlook you
can refer to the accounting settings in it.

Email Setup

This is used for technical
support purposes only.

Server. [abestorage@gmall com

User: franki@gmail.com

Password: [

Only selected if your email
service provider requires SSL

Lag File Mame: IE SEmpowersStarage Commander Dema'E mailLog! 2

Server Part: |25 [Defaul = 25)
When selected sends a return
copy of all emails sent out
from Storage Commander

Secure Connection: [~ Enable S5L/TLS
[ Send STARTTLS

I™ Send a copy of every outgoing e-mail to the faciliy's
e-mail address.
Cancel

1.15 PRINTER SETUP

Storage Commander can be configured to work with any printer that has been installed on your computer. To select
a pre-installed printer open the Maintenance / System Setup drop down window. You will see three printer
selection categories that are supported in Storage Commander; Report Printer, Receipt Printer & Contract Printer.
An explanation of the purpose of each of these printer categories is as follows:

Report Printer .....Used for printing the various reports contained in Storage Commander.

Receipt Printer....Used for printing payment transaction receipts.

Contract Printer .. Used for printing the Move-In contract.

To select a printer for a given category click on the Select button next to the associated printer category, this will
open the Windows printer selection window. Click on the down arrow next to the printer name field and select the
printer from the list of installed printers

Note: If the printer selection field is left blank, the associated printer category will use the Windows default printer.

To setup Storage Commander to use a receipt printer, you must first click on the Enable Receipt Printer check box
prior to selecting the receipt printer. This allows Storage Commander to format the receipt to print within a 3 inch
wide boundary.

18



Storage Commander User Manual

1.15.1 SETTING PRINTER COPY COUNT

To set the number of print copies to be generated for Receipts, Reports (individual reports, not report groups) and
Invoices, enter the appropriate number of copies into the number field next to the desired print designation.

Storage Commander - System Se_

Priing | Misc | Gate Access | Ste Map | Documents |

Printer Selection
Report Printer:

[ Select
(Leave blank to use Windows Defautt printer) \
Receipt Printer:

[Ster SP700 Receipt Printer Select

[¥ Enable Recsipt Printer
Cortract Printer

Other Options

Once a printer has been selected
the printer name will be displayed. Click on the Select button to open
Windows installed printers selection

box

If the field is blank this print function
will use the Windows default printer.

Enable Receipt Printer check bow
must be selected prior to selecting
the receipt printer

Number Of Copies Per Receipt: |1
{ 0 = Disable)

Number Of Copies Per Report: |1 E
MNumber Of Copies Per Invaice: |1 B

[¥ One invoice per customer.
IV Print Gray Bars On Every Other Line
¥ Prompt Before Printing Receipt

¥ Prirt Partial Payment Notices.

To set the number of copies that will
be printed, enter the copy count
hear.

Al [

4l

1.16 SETUP CONTRACT / ACCOUNT NUMBERS

To have Storage Commander automatically assign contract / account numbers to the move-in contract, place a check
mark in the Use Contract Numbers check box and enter the starting number of the first contract that will be printed
from Storage Commander. This number will be automatically incremented on succeeding move-in contract.

Storage Commander - System Setup léj

Priing | Misc | Gete Access | Ste Map | Documents

Printes tion

Report Printer.

Selsct

Select

Select..
e Place a check mark in the Use Contract

Number and/or the Use Invoice Number to
E B Use Cortract Numbers activate this feature. The number entered
Next Number Fﬁn—\jﬂ> into the associated field will allow Storage

Commander to insert the number into the

eithore | 100 associated document wherever the merge
s code is placed in the document.

Number Of Copies

¥ Use Invoice Numbers

A list of merge codes can be found in the
Merge Code section of this manual.

1.17 SETUP INVOICE / STATEMENT NUMBERS

To have Storage Commander automatically assign invoice / statement numbers, place a check mark in the Use
Invoice Numbers check box and enter the starting number of the first invoice / statement that will be printed from
Storage Commander. This number will be automatically incremented on succeeding invoice / statement.
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1.18 SETTING STORAGE COMMANDER’S DATA PATH

By default Storage Commander installs itself under the empower sub-directory of the boot drive. The default path
would be: c:/empower.storage commander. You can change the location of ware Storage Commander will read and

write to its database files by clicking on the Maintenance pull down menu item and selecting System Setup and
clicking on the Misc tab, and entering the location of the database files into Data Path field.

1.19 SETUP CREDIT CARD & DRIVER LICENSE SCANNER

To setup the optional credit card & driver license combo reader open the Storage Commander System Setup screen
by clicking on the Maintenance pull down menu followed be the System Setup selection, now click on the Misc
tab, click on the down arrow in the Card Reader section and select MICR Wedge w/Card Reader.

1.20 SETUP CHECK READER

To setup the optional check reader open the Storage Commander System Setup screen by clicking on the
Maintenance pull down menu followed be the System Setup selection, now click on the Misc tab, click on the
down arrow in the Check Reader section and select Keyboard Wedge.

Storage Commander - System Setup | The Data Path text field shows where

Com ports are no longer supported. nting Misc | Gate Access | Ste 1 data will be written to and read from
All devices use USB ports e (database location)

[EEsem e o) Bowse.. f~—— 1] The Browse button will open Windows
To allow Storage Commander to T Explorer to help find the directory
remind you if you have missed making Pot e where Storage Commander database
a back check this box and enter the FEl I n e s Ca R files are located.
number of days that will have been Check Reader
missed beforg a warning message is Port < Devics o M. Select MCR Wedge w/Card Reader to
displayed during end of day. — use the optional combo card reader &

Backup check scanner.
Select this option (recommended) to [V Check for recent backup when closing program II
allow transactions (such as payments) W e A R
that are made after end of day has run \‘\EndOf—Day Select Keyboard Wedge to use the
to be recorded in the following days e ety optional check scanner.
reports. /m/
Select this option to allow SCShield to
automatically run prior to starting the
end of day process. | : =X
e —

1.21 SETUP BACKUP OPTIONS

To configure Storage Commander’s backup policies open the Storage Commander System Setup screen by clicking
on the Maintenance pull down menu followed be the System Setup selection, now click on the Misc tab. If during
the running of end of day you would like to be notified that Storage Commander has not been backed up, place a
check mark in the Check for recent backup when closing program. You can also set the number of days that a
backup has not been made before this warning is displayed by entering the appropriate number into the Warn if

greater than days after last backup field.

1.22 SETUP END OF DAY

To configure Storage Commander’s backup policies open the Storage Commander System Setup screen by clicking
on the Maintenance pull down menu followed be the System Setup selection, now click on the Misc tab.

To configure the end of day process to record payments the occur after the close of business (End Of Day) on the
following days reports place a check mark into the Transactions entered after End Of Day record on the
following day check box. If a transaction is entered after the daily reports have been produced (which occurs
automatically during the end of day process) and you do not have this feature selected, those transactions will not be
included in the reports until the end of week or end of month reports are generated.
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1.23 SETUP GATE INTERFACE

Storage Commander supports virtually all gate security system available for the self storage industry. If you are in
doubt as to our ability to interface with your existing gate system, or if you are looking at purchasing a new gate
system, please call us at the number listed on the back page of this manual so that we can let you know if Storage
Commander is compatible with the gates system you are using or intend to use.

When a new instillation of Storage Commander is shipped the gate interface is pre-installed on the Storage
Commander instillation CD. If the gate interface is purchased after Storage Commander has been installed follow
the instruction that were shipped with the gate instillation CD.

If the gate interface is being installed on a network work station the Gate Data Path must be directed to the mapped
drive of the computer containing the gate controller software (Refer to Network Instillation referenced later in this
manual for instruction on how to install Storage Commander to run on a network).

,

Frinting | Misc  Gate Access ] Site Wap | Documents |

Gate System Manufacturer /

DigiGate 700 - Server

The Gate System Manufacture references the
name of the gate system, and is automatically
entered when the gate interface is installed.

The Gate Data Path determines where
Storage Commander will send updated
gate codes and lockout status
information.

Gate Data Path

c:\digit Browse. .. \

To change the location of the gate data path
enter the new path here or use the Browse
button to navigate to the new location.

0K | Cancel Help

1.24 SETUP SITE MAP

The Storage Commander site map can be configured to display different types of information when the mouse
pointer is positioned over a unit, display the unit numbers at a 45 degree angle, as well as configure how the map is
printed.

To change the setup configurations of the site map go to the Maintenance pull down menu followed be the System
Setup selection, now click on the Site Map tab. This will open the site map configuration screen.
Click on the settings that fit your needs.

Storage Commander - System Setup {i—:hj

Rotate Unit ID rotates all unit Prirting | Misc | Gate Access | 526 Map | Bocuments
numbers on the map 45° /1
counter clockwise.

| I Rotate Unt D

When Mouse |s Over A Unit

Select what type of H oy Enstme Not s
information to show in the ~ — | £ Show Unt Notes
Customer Information Panel & Show Customer Phto

on the site map
Printing

Configure the map to print in /—/ € Color (% Biack & Whte
color and to show the status
of the units in color or

" Occupied / Vacant Late Status & No Status

shades of gray. 12 oo

Automatically scale the map —

to fit to the size of paperin

the printer. oK Canoel Help
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1.25 SETUP MICROSOFT WORD NOTICES & DOCUMENTS

Storage Commander supports Microsoft Word 2010 allowing you to use the this word processor to create
customized documents and notices that can be integrated into Storage Commander. The documents setup screen is
where you assign the Word based documents to the various functions within Storage Commander which require a

printed notice or document.

To assign a Word document to a print function click on the Maintenance pull down menu, select System Setup and
click on the Documents tab to open the Documents setup screen

Select the type of document

AN

Storage Commander - System Setup.

==

Documents

ss | Site Map

Documents

I™ Mexas Seff Storage Association Cortract (Requires Blue Moon Scftware}

\Use Microsoft Word Documents

¥ Move In Contract C:\Empower\Storage Commandst De] ...
[CAEmpowertGtorage Cammander Del...|

Setup Flex Dates I

W Transfer Contract
W Invoice

I™ Betumed Check
I Invalid Gredi Card
I™ Parial Payment
¥ RateChange

¥ Auction Notice

I™ Receipts

Lien Status Setup ‘

—_—

o]

Cancel | |

Enter the path to where the Word

[}~ version of this document is stored

You can use the browse button to
[~ navigate to the location of the
stored document

If you use the Blue Moon system to generate move-in and transfer contracts place a check mark in the Texas Self
Storage Association Contract (Requires Blue Moon Software) check box.
Nore: If this options is selected the Microsoft Word Document selection for Move-In & Transfer will be unavailable.

For detailed instruction on how to create a Word notice or document, refer to the section Creating Notices Using

Microsoft Word.

1.25.1 SETUP WORD BASED LATE NOTICES

Assigning a Word notice to a pre-existing late step is accomplished in much the same manner as assigning a Word
notice to any other printed document or notice, the only difference is navigating to the late step to where you will
apply the Word version of the notice to. The figure below will help you with this process.

Storage Commander - 3y

Click on the Lien
Status Setup button

to open the Setup

uments
Setup - Lien Status

Lien Status screen

Form
Late Motice:

Name

Days Lats
5 Step 1 -Late Notice

Step 3 - Notice of Lien Sala
% Step 4 - Molice of Sale

Lien Natice
Motice of Lien S e

Enter the path to where the
Word version of this

Select the late step to
assign the Word
document to

Click on the Edit
button to open the
Lien Status Detail
screen

Acdner Daty Charos 2 i

document is stored

You can use the browse

I~ button to navigate to the
location of the stored
document
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1.26 CREATE UNITS

Storage Commander allows you to add an individual unit, or to add a range of units with similar characteristics. To
create new or add additional units within Storage Commander select Maintenance|Program Setup|Create Units
from the pull down menu to display the following dialog:

Unit Numbers...

Starling Nurnber. (100 JQ

Create Units

Unit Attributes... Size: D escription:
[10%10 =]
Fent: Type: Euilding:
$80.00 |Storage Unit j |A j
Locatior: Square Feet: Auvailable Status
[Storage Lot [100 |awalable |
Late Status: ‘walk. Thiough
‘ - |U I~ Overlocked I~ Mobils

Prefis: |2
e ST List Units..
["A1", Prefix = "A") Ending Mumber. |125 J;i &I
Suflly Increment. [T =] _ D |
["M1A", Suffl = "4")
Type

Size

In the Size list box, click on the down arrow to select
the Size of the unit(s) from the list

The Size pull-down list box lists the various sizes of
units that have been.

Description

The Description field is a free form text field that is
referenced in the Unit Maintenance configuration
screen.

Rent

Enter the master default rental rate for this unit size
into this field. This rental rate will be assigned to all
new move-in’s and will be the rate a unit will return
to after a move-out.

The Type field lists the types of storage spaces available, such as Storage Unit or RV Parking.
This field is also available

Building

The Building field lists the buildings you’ve defined for the facility. The Available Status field is used to specify
whether a unit is available for renting, already rented or unavailable (such as for maintenance or company use). The
Description and Location fields are optional free-form text fields. The Square Feet field is automatically
calculated but can be modified if needed and is used by the site map as well as by some of the summary reports. The
Walk Through field is an optional field to specify the order that a unit should be checked relative to other units
during a daily inspection. The Overlocked field is used to allow the manager to manually overlock a unit.

Unit Numbers.

A group of related units can be created at one time by using the fields in the Unit Numbers... group box. By using
the Prefix, Suffix, Starting Number and Ending Number fields you can create a range of units with identical
characteristics in a single operation. For example, to create a group of 10x10 units numbered Alcc through A20cc in

Building A, you would enter values as shown in the example shown above, and click the Create Units button.
NOTE: Units that have been added will not show up on the site map. To show the new units on the Site-Map, run the site map editor
program to insert and locate the new units into the map (refer to the Site Map Editor referenced later in this manual for instructions

on this process).
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1.26.1 DELETING UNITS

To delete units from Storage Commander, select the Maintenance pull down menu and select Units from the list to

display the Units Maintenance dialog box:

Units Unit Size
Unit Maintenance

Click on the Units
menu item to select
Delete or Rename unit

Customer Name:

Siae. Deseriplion
[o2 | [10x20 ~ [
E Type, Building
c3
Caa |Storage Uit ~] [ =
[
Sauars Feet Avaable Stalus Dete Entered
200 [Bvaiable =l o]
= Lale Status Date Ertered

Deposit Balance:  $0.00

Revert Date:

Click on the down arrow
to open the unit list box
and select the unit.

B Fient Due: $0.00 - PevetTo
efault Rate

[eL = Fees Due: $0.00

et Billng: walk Thiough: [0

Tox Due: $0.00

I~ Mobile

i Other Due: $0.00

Mave-Out Date:

Totsl Due:
(This Urit)

Explanation of Changes

Insurance Due:  $0.00

$0.00

™ Denyéccess T Overlocked
[" MolateChaiges  Gatelocal [ g @

i Notes. ‘

Select the unit to be deleted from the Unit Number text box. With the unit number highlighted click on the Units

pull down menu and select Delete. Storage Commander will ask for conformation, select YES to complete the unit
deletion or NO to cancel the operation.
NOTE: Only available units can be deleted. Units that have been deleted will be displayed on the site map as white units. To

remove a unit from the site map you must use the Site Map Editor program to remove the unit from the map (refer to the Site Map
Editor referenced later in this manual for instructions on this process).

1.26.2 RENUMBERING UNITS

To change a unit number, select the Maintenance pull down menu and select Units from the list to display the Units
Maintenance dialog box:

Select the unit to be renumbered from the Unit Number text box. With the unit number highlighted click on the
Units pull down menu and select Rename, the Rename Item box will open showing the Current Unit Id and the field
where you will enter the New Unit Id.

After the new unit number has been entered, click on the OK button to complete the process.

SPECIAL NoTE: Only use this function to modify an existing unit number, do not create an entirely new number. If you need to
create a new number use, Create Units. If the you are creating a new unit number for an occupied unit, create the unit first and
then transfer the customer into that unit.

1.26.3 CREATE A NEw UNIT SIZE

From the Maintenance|Program Setup|Unit Size pull down menu select “New”.

—~
Unit Size

-

Enter the size of the unit (such as 10 X 20) into the Unit Size
box.

Enter the Depth and Width of the unit (such as 10 feet wide

Unit Size: lﬂ\fi
Cancel
Length: | 50 |§| 4| by 20 feet deep)
Width: |10 E‘v

Description: |Cnvered RV Parking

Size Specific Yalues

Rate: $125.00
Deposit: $0.00
Late Fee: $0.00

Enter a unit size Description. This description will be
displayed in the Description column of the On-Line
Reservation screen

Enter the standard rental rate into the Rent box.

Enter a special Deposit and/or Late Fee only if you charge
deposits and/or fees based on unit size.

Once the new unit size has been saved you can assign it to new units through the Create Units function, or you can
assign it to existing units by opening the Maintenance pull down menu item and selecting Units and entering the unit

number that you would like to
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1.26.4 CHANGING A UNITE SIZE

Depending on what your intentions are, there are two different procedures that can be used for changing a unit sizes.

25

1.) If you intend to change all units of a certain size to a new size: From the pull down menu items at the top of
the screen open the Maintenance/Program Setup/ Unit Size menu item and select the unit size you wish to
change from the list of available unit sizes. From the Unit Size box change the values contained in the

Depth and Width fields to reflect the new size

Note: Using this procedure will change all units that are associated with this unit size to the new size, and
will be displayed on the site map at the new size.

If you only need to change a single unit to a new size: From the pull down menu items at the top of the
screen open the Maintenance/ Units menu item and select the unit that you will be changing the size on
from the Unit Number list box. Once the unit is highlighted open the Size list box to select the new size of

2)

the unit.

Select the unit to receive
the size change

Ny,

Unit Maintenance
Uit Number:

Customer Mame: CONWER, PHILL

Description:

Enter an explanation for

the change \

rg

|a1

Gl 4]

Deposit Balance:

Rent Due:

Fees Due:
Mext Biling:

05/31/2012

Scheduled
Mave-Out Date:

[

Eplanation of Changes
>

Tax Due:
Other Due:
Inswiance Due:

Total Due:
[This Unit]

$0.00

$45.00
$35.00
$0.00
$0.00
$0.00
$80.00

wiefnar
Building:
N -

Avallable Status
Flented -

Date Entered

Late Status: Date Entered

~| |0snzr20z2

Pre-Lien
Revert Date

Rewert To
r Default Rate

Wialk Through: |0
Pap OnDay: ,?@

¥ Derydccess [ Dyerlocked

[ Mobile

™ MolateCharges  Gatelocat | g El

i
i Notes:

|
«“
U

Save Done
[P

Units  Unit Size

Select the new size for
the unit

Click on the Done button
to save the changes and
close the screen

Enter a note in the Explanation of Changes note field and click on the Done button to save the changes

and close the session.
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2 Using Storage Commander

2.1 USING THE SITE MAP

The Storage Commander site map is broken into four separate windows: Satellite View, which displays a graphical
picture of the entire facility, Working Window, which displays a close up of all units that are captured inside the
Satellite viewing rectangle, Unit Information window, which displays important information about the unit
currently under the mouse pointer in the Working Window, and the map Legend Bar which displays 8 different
legend colors depicting the status of units in the facility as well as the number of units in each status, and the
manager who is currently logged in.

To use the site map move the mouse pointer inside the viewing rectangle of the Satellite View window. As the
pointer moves inside the viewing rectangle it will change from an arrow to a hand icon. Click and hold down the
left mouse button, the hand icon will now change to a clenched fist. With the left mouse button held down, move
the mouse. As you move the mouse the facility graphic inside the Working Window will change to reflect the units
now captured inside the Satellite View viewing rectangle. When the viewing rectangle has been positioned over the
desired location release the left mouse button and move the mouse pointer into the Working Window.

As the mouse pointer passes over units in the Working Window, you will see the Unit Information window instantly
updated to display general information of the unit. Double clicking with the left mouse button on a unit will initiate
the payment process if the unit is occupied or a move-in if the unit is currently vacant. A single click with the right
mouse button will open a selection box where you can select from a list of possible actions.

Double clicking on any of the colored legend segments will display a list of all customers or units that are
represented in the associated segment (see sample of the “locked” legend below). Once a list is displayed you can click on a
customer to open their leger screens, or print the list.

Pull down menu items all access to all The Tool Bar provides quick access to
functions within Storage Commander operational functions of Storage Commander
Satellite View e e s Tt

Click and hold the left 2.0 @ 7o (W2 |6 T | Working Window

mouse button down to Double click on a unit with the
move the viewing left mouse button to open the
window.

Move-In or Payment screen.
Right click to display a
selection list box.

Unit Information Box
Displays a
comprehensive list of
critical information for the
customer referenced in
the working window by
the mouse pointer.

|- Map legend

Click on a legend segment to
display a list of customers/units
represented in the segment.
Photo ID, Customer _—]
Notes

Auto display customer ID

or customer notes.

|~ Current User

Displays the ID of the current
logged in manager

M FOFRESTER, ... Len
W FERRITI TONI Len
W Dowrey Dave  Sae

el o |

'n.u,[
sl 23
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2.2 USING THE TOOLBAR

o
(=Rl
1]

T T @l [T 2B (@2 |G e @ D G T 9

The Tool Bar provides easy access to many of the functions within the Storage Commander program. Using the tool
bar you can perform the following functions:

k| Move-In Payment Close a Report

L
] Move-Out Waiting List Customer List End of Day
Return Check Unit List Transfer

Schedule Auction Shield

Facility Calendar

Prorate Calculator

Sell Merchandise

2.3 MovVE-IN

There are three ways to start the move-in process:

® Clicking on the Activities pull down menu item located at the top of the Storage Commander main screen,
selecting Move-In from the list and selecting the unit from the unit list box.

® (Clicking on the Move-In button in the Tool Bar and selecting the unit from the unit list box
® Double clicking on an available unit in the Site Map.

The first screen of the move-in process will be the Customer Info screen where you will enter in the name, address
and other defining information of the customer. Fill in the appropriate customer information using the TAB key or
the mouse to move from field to field. If the customer would like invoices / statements sent to a different address,
select Use A Different Billing Address to open a new address screen where you will enter the appropriate billing
address (this requires the customer to be in a billing plan that supports invoicing. See Setting Up Payment Plans for
more information)

If a security gate system that supports Storage Commander is used at this facility click on the Access Control button
to enter the access information and gate code.

If you have the optional card scanner and the customers driver license supports a magnetic strip on the back of the
license, the customers name, address and driver license information can be entered by sliding the driver license
through the card reader.

Move-In - Customer Info = l&J
Customer Information ki Jl' F‘ESE“‘EE'JI ==
Unit Size Rert -
“Firt: [DARREN idde. i - axe sy [~ Change unit list box to show Available or
“Last{Business) ‘SNPSON 107 10% 20 20.00 = Reserved units
D& 10X20 80.00
Address: [48438 50. CROSS D3 10%20 80,00
‘ 102 10X%20 80.00 . )
1c42 5X5 4500 I Place a check mark here if invoices are to be
y A jC41 5X5 45.00 I f B :
Cy: {TEMECULA a0 55 i i sent or emailed to a different location
State: [CA Zip: | 848499299 d L k
Phone ‘[951]872-8257 Alt Phnne-|[951] E72-0001 g;;r:sgrﬁerem Biling Click here to open the Access Control setup
S [ =T / screen
Sacial Security: ‘_ - Tax Id: ‘_ I Tax Exempt 1

Photo Id / DL: i & . . .
= il g R T Select Scan Driver License to have the

E-Mail: [damens@gmail.com customers information automatically entered.

Cumrent Customers
Bithday: | 1011041965 |
How did you hear about us? [Driving By =l _ Scan DiverLense | Click on the Next button to proceed to the

* Required Fields Photo ID screen (if this option was purchased)
or to the Alternate Contact Information Screen

Click on the Cancel button to terminate the
move-in.
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2.31

ADDING PHOTO ID DURING MOVE-IN

If the optional Photo ID kit has been installed clicking on the Next button in the Customer Info screen will open the
Photo screen where you will start the process of capturing an image of the customers driver license and/or importing
a digital image into Storage Commander. Any number of digital photos can be attached to the customer account and

easily accessed for visual verification.

Photo

==

Customer Name: SIMPSON, DARREN K.

Photo / ID

Ol‘age
mmander
ZoomIn e
Zoom Out Get New Photo M!
Shink To At oot |

2.3.2 ALTERNATE CONTACT

After the customer information has been entered and the storage
unit has been selected, clicking on the Next button will take you
to the Photo dialog box. If you are going to take a picture of the
customer’s driver license, place the license in the photo id fixture
and click on the Get New Photo button.

Enter the name of the customer and click on the OK button to
display an image of the photo id, click on the Capture button to
take a digital picture of the license,

click on the Transfer button to transfer the picture into the
Storage Commander database.

Click on Clese to advance to the Alternate Contact
Information screen.

The Alternate Contact Information screen will appear after the identification photo has been processed (if this
option was installed) or after the customer information screen was completed.

Fill in the alternate customer information using the same process as the customer information screen. Click on the
Next button to proceed to the Employer Information screen

==

Alternate
Customer Name: SIMPSON, DARREN K
Alternate Contact Information
Firs: [GERAMY
Last: [LOST
Address: 8585 DAKLEY DR.
|

Cay: [LAKE ELSINORE

2o: [7e7699292

Mdde: [U

Sate: [CA

Phore: [[932) 528 2922_ Faxc|(a25) 5292929

Notes

E-Mai. [giEgmai com

Scan Dnver Licsnse

~ Requred Fields

2.3.3 EMPLOYER CONTACT

Norte: If an alternate contact is not going to be
used with this customer Do NOoT ENTER ANY
INFORMATION INTO THIS SCREEN. Information that is
entered will be used as alternate address data in
late notices as well as other documents.

Fill in the Employer Contact information screen using the same procedure as described above.

===

Employer
Customer Name: SIMPSON. DARREN K.
Employer Information

Employer: |6
Supenvisor |UNCLE SAM
Dept: [TAXES
Address: 555 W. MONEY STREET
Cay: [BURBANK Siate: [CA

Zp' | 848844459

Phone- | (929) 9282529

Fac | (929) 9292822

< Back Next > Cancel
———

Click on the Next button to proceed to the Notes / Alert Message screen.
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2.3.4 MovVE-IN NOTES AND ALERTS

Use the Notes and Alert pads to enter any messages about the move-in. Information can be entered into the Note or
Alert message pad by clicking in the appropriate message pa and entering the information. Any information that is
entered into either area can be edited or removed at any time. In addition, any information entered into the Alert
message pa will be displayed in an alert screen whenever the associated customers account is opened.

Motes @

Notes Customer Name: SIMPSON, DARREN K.

Hotes:

Alert Message:

Need Wie's cell phone number.

< Back Next > Cancel |

Clicking on the Next button will open the Billing Info screen.

2.3.5 ENTERING MARKETING SURVEY INFORMATION

Click on How did you hear about us to open a list of pre-defined marketing questions that will help you determine
how effective your marketing policies are.

How Did You Hear About Us

Hirey ciid wous bezar about ug selschion:

:

E_Jrivirg By Mew
nersd

Intesret "Du web site” Delete

Meswspaper

Fhone Boak.

Telephone Directony

Dare

Use the Zip Code Marketing reports to track new customers by this function.
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2.3.6 BILLING INFORMATION

The Billing Info screen is used to setup the payment parameters for each unit being rented. From this screen you will
select a billing plan, ‘assign fees and/or discounts, sell insurance or merchandise, “change the move-in date,

or modify the rental rate .
* Requires security access to perform this function.

B bk s Second Month Prorate

Selected Units e [— Select to enable second month
Selected Units box lists all Clomtomer lame: FMFS0M. DARIEN K Wove by Data | prorate at move-in.
units selected during move-in. ™~ [ Safeche Lisks & Full Paymerts

(i omeam | - P
Rental Rate —s - Move In Date

- . Fpsersstont Deemnt

The currently highlighted units gt Change the move-in date by

rental rate can be changed for
this customer by inserting a
new rate here.

Froesias Aot

entering the date into this field.

oL Total P | 10154 [~ # Full Payments

Bateurts /s Deswrts [ (12000 Enter the number of payments
Plertsl T | i that are being made in addition
to the current billing cycle.

Payment Plan
Select payment plan here.

Fomn | o
Fees/Discounts/Insurance e .
Add fees, discounts or rental B Hetedm || 5 Merchandise :
’ . eIy | =t Add merchandise sales
Insurance by selecting them oy ni
from these two list boxes.
All selected fees and/or : Total Due: | e

discounts will show here.

The payment plan is automatically set when you enter this screen (see Setting Up A Billing Plan), but can be
changed by clicking on the down arrow in the Payment Plan field. Certain types of fees can also be configured to be
automatically applied when you enter this screen (see Setting up Fees). Additional fees or discounts can be selected
and applied to the move-in by clicking on the down arrow in the Fee & Discounts field and selecting the appropriate
fee or discount from the list.

CHANGING THE MOVE IN DATE

Changing the move-in date has different effects depending on the billing plan.

If the move-in date is changed on a fixed billing plan (typically one that is set to charge rent on the 1* of each
month) the prorated rent charge will change based on the modified move-in date. The actual move-in date that is
recorded in the system will not change.

If the move-in date is changed on an anniversary billing plan (one that charges rent each month based on the
calendar day of the move-in. With this type of billing plan changing the move-in date will still record the move-in
based on the actual move-in date, but will charge rent for all succeeding months according to the date entered in the
Move-In Date field.

CHANGING THE RENTAL RATE DURING A MOVE-IN

Changing the rental rate during the move-in process allows the manager to match the rate of a competitor. If the rate
is changed warning screen is opened when leaving the Billing Info screen informing the user that the rate had been
changed and requesting the duration the new rate will remain on the unit.

Warreng Linit Fate Changed

Thee rate far B unil dare nol match the dednul
rate for its sipe. When do you wani o revert beck
o the ald rata?

|~ Ifthe new rate is fixed to not change to the street rate, select this option.

If the new rate is temporary and will revert to the street rate at a future time,
| — select this option and enter the date that the temporary rate will return to the
street rate.

e
Ui |02

D el vt b ket e

& Bevernddsd o | 0nAamZ]-

Canzel
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SECOND MONTH PRORATE

Second Month Prorating charges a full months rent at move-in regardless of the actual date of the move-in, and will
than charge a prorated rental amount in the second month. An example of this would be; a customer moves in on
the 12" of the month, they would be charged for a full months rent at move-in, in the next month (2" month) they
would only be charge for the days between the 12" and the end of the month (prorated charge). This feature only
works with billing plans that charge rent on the first of each month (fixed billing)

To apply 2™ month prorating during a move-in, select Second Month Prorate located in the Billing Info screen.
Once selected, you will note that the amount charged in the Prorate Amount field is now $0.00 while the amount in
the Total Rent field is equal to a full month rent.

ADD MERCHANDISE SALES DURING A MOVE-IN

Adding merchandise sale (such as locks, boxes or tape) is accomplished by clicking on the Merchandise button in
the Billing Info screen. Items sold during the move-in will be recorded in the customer account history.

2.3.7 RENTING MuLTIPLE UNITS

To rent multiple units to the same customer during a move-in, select the additional units in the Customer Info
screen by holding down the Ctrl key on the keyboard and clicking on the additional unit in the unit list box. As you
click on units the selected unit will become highlighted indicating that the unit has been added to the move-in. As
you progress to the Billing Info screen you will see the additional units listed in the Selected Units box with one of
the units highlighted, adding or removing any discounts, fees, insurance or changing the rental rate will only be
applied to the highlighted unit. To select another unit simply click on the unit in the Selected Units box.

Wicre-in - Crtomes fréo

Customer Informati
oo Select an additional unit (or units) by

/ holding the Ctrl key down ant clicking
on the desired unit(s) in the unit list box

[ — Move iy Duts: [
| === — = ——— & Full Payrerts et Eillrny
w ' @ [ mnee
Pairvilion Dugst: | [T
Prormes AwoT 052
Ravesl B Syt P Estaraiesd Rt
[ s x [Mowry rese -] - em Tow Pt | e
Click on the unit to add any fees and/or = el L
discounts to the selected unit | ““" - [ ‘:T
. B seraree || f
u p— [T
Total Du bk
[
e [ e
= | = 3 e
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2.3.8 RENTING ADDITIONAL UNITS TO AN EXISTING CUSTOMER

Renting one or more additional units to a customer who is already renting a space at your facility is don much the
same way as renting a unit to a new customer. Selecting the additional unit from the site map, tool bar or from the
Activities pull down menu is the same as discussed in the Move-In section referenced earlier in this chapter.

From the Customer Info screen click on the Current Customer button and select the customer that you will be
adding a new unit to from the list. Proceed with the move-in.

Whcrap-Ins - Cigmioemees Info.

Customer Information ::-ﬂﬂ |I:uwl — - Select an additional unit (or units) by holding the
ww [ Mese | mo7 CIES T —/ Ctrl key down ant clicking on the desired unit(s)
Y =1 in the unit list box
st mcn s s
W C4D 5X5 #5000
| ll:}"'v‘ SEE £5.00
oy ,— | [=3 !#E-_ S50

Click on the Current Customers button to open
a list box of current customers

Hz=gir
Rk
A2

Select the customer from the list and click on
the OK button to attach the existing customer to
the unit

Cumamas nfarmaton

| Comtomar | tmate | limpioyer | Fiotes | Comments | Prota | Transscton batory | Lk infoemation |
| customer Information

Frst [DARREN Biss '.;_
Rt (st [SIMPS0R i

ke [0 50 PO [ Reservelivd | Pt [
[~ o inscties —,
| ™ isa 4 st Bl kbt
Oy | TEMECULA Gt 4
I [MeeEm

Prone: [FCSN0VMB___ A Phone: [rE E0a

B3 EEEd

Fur (R R e l
Sowboer [ twe[mwmm [ oTmbes o
o [EEEEE  amfR  eew[® e
Edat [#aigral com
ey [(nEET [

e [T = Star D Leerne
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2.4 RESERVING A UNIT

Placing a unit on hold (Reserved) causes Storage Commander to change the units color on the site map from Green
(Vacant) to Purple (Reserved). You can take a reservation deposit at the time the unit is reserved which Storage
Commander will credit back when the customer moves into the unit. Reserved units are tracked in the Unit
Occupancy report but are not classified as rented units. A unit can be removed from a reserved status and all
deposits returned to the customer, applied to other units or retained by the facility.

To place a customer into the unit reservation list go to the Activities pull down menu and select Add To Waiting
List or click on the Waiting List button on the tool bar. From the waiting list screen click on the Add Customer
button, fill in the customer information clicking on the Next button to move to the next screen. Click on the Finish
button to complete the process and add the customer to the waiting list.

Waiting List

Customer in Waiting List 5
[Erelbrat et
i i) anass Add additional people to waiting
[543 400-0000 I|St
Remove selected customer

from list

(BE9] 9252929
[4503] 000 2539
[B49] 321-0985
L [BEE) M
(9061 839 3338
(3] 472800
(S L A2
¢ [B59] 3834383

Review or edit selected
customer address information

Reserve a unit to selected
customer

19003 539 39339
[BE9] 383633

Print Waiting List

Close Waiting List
window

Delais I Aot Cuhommer

Remave Cuttomer

To reserve a unit for a customer in the waiting list, open the waiting list by clicking on the Waiting List button
located in the toolbar. Locate and highlight the customer by clicking one time with the left mouse button on the
customer’s name. Once the customer is highlighted, left click on the Reserve Unit button located at the bottom of
the Customer Waiting List dialog box.

Next select the unit to be reserved from the list of available units. Enter the rental deposit amount (if any) and click
on the Finish button. If you entered a deposit amount you will be taken to the “Accept Payment” screen where you
select how the customer paid the deposit (cash, check or credit card). Once the payment type has been selected,
click on the Finish button to complete the reservation. If you did not take a reservation deposit clicking on finish
will display a box asking if you would like to complete the reservation without a deposit, clicking on Yes will
complete the reservation, whereas clicking on No will return you to the Reserve Unit screen

2.4.1 MovVE-IN FRoM RESERVED UNITS

To move a customer in who has reserved a unit, either double click on the reserved unit in the site map or select the
customer from the move-in button in the tool bar or from the Activities / Move-In pull down menu. All of the
information that was entered into the system from the waiting list will be carried over to the unit being rented, if a
reservation deposit was paid at the time of the reservation, the deposit amount will be credited from the rent due.

2.5 WAITING LIsT

Adding potential customers to the waiting list provides you with a convenient location where you can enter a
potential customer into the system who is looking for a specific type or size unit and would like to be notified when
such a unit is available.

2.5.1 ADDING CUSTOMERS To THE WAITING LIST

To add a customer to the waiting list, open the waiting list screen by clicking on the Activities pull down munt item
and selecting Add To Waiting List from the menu items, or click on the Waiting List button in the too bar. From the
waiting list screen click on the Add Customer button, fill in the customer information clicking on the Next button
to move to the next screen. Click on the Finish button to complete the process and add the customer to the waiting
list.
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2.6 Move-Out

Storage Commander allows many different move out options to be used depending on the status of the customer at
the time of move out and how move outs are configured under “Payment Plans.”

Storage Commander can calculate move out refunds as a percentage of the base monthly rate, as a daily prorate, to
always refund prepaid rent at move out or not refund any rent if move out is more than a preset number of days into
a billing period.

Select the unit by clicking on an occupied unit in the site map using the right mouse button and selecting Move Out
from the list or by clicking on the Move Out button in the tool bar and selecting the unit from the unit list box, and
entering the unit number, the last name of the customer or the phone number into the Search For field. Once you
have selected the unit, click on the Next Button to continue to the Move-Out Billing Info screen:

Set the Search pgrameter Srlect dorumt; ¥ Mave Out el B you choose to not use the site
and enter the Unit #, Last map for unit selection, you can
Name’ or Phone Number Search By click on the Move-Out button in
in the Search For box. Lk Move Out the tool bar or click on the

" Laai Marss / raes amrch lor

o [ Activities pull down menu item

and select Move-Out to open
Salact the Unit to Move Out this screen for unit selection

| Farit | Cumtorsr | P

The Move-Out Billing Info screen ties all of the move-out details together and lets you know what the cost or credit
back to the customer will be.

- == The Move-Out date, is used to calculate the prorated rent and can
P be set to any date needed to achieve the desired move out amount.
LT Set the Move-Out Date by entering a new date into the text
e — T portion of the edit field or by clicking on the ellipsis (...) button
e to use the on-screen calendar.

[L:h ]

The Past Due section shows any balance owed prior to the move-

Past Due Cumrent Charges [ Amount Paid )

- o [ WA | Aot [ out. The Current Charges section reflects the amount due based
[ L I I NN upon a prorated rent. Negative amounts indicate that a refund is
. m:i — | m = due to the customer, and are shown in parentheses. If there are

ol i [ |t L any additional discounts, fees, or merchandise that need to be

o ) o e I added to the move-out amount due, click on the appropriate

Balarce tna
Cit Dt Amoent Due- [ Wz button.

Don’t Prorate: Select this option if you do not wont to apply the

L T amount of rent credit to be given back to the customer based on
— the number of unused days left in the customers current billing

cycle. The formula used in this calculation is Number of days left in current billing cycle x daily prorate. To determine

the daily rental rate you can use the prorate calculator or you can calculate it using this formula Rental rate x 12 + 365
= daily rental rate (7his is a security controlled option and may not be available to all users. Refer to the section “Set Up Payment Plans
Move-Out Tab” discussed earlier in this manual)

If the actual amount being paid is different than the amount listed in the Amount Received box, enter the total
amount being paid by the customer into the Amount Received field in the Amount Paid section. The amount to be
distributed between rent, fees, rental tax and merchandise is calculated by the program, if the balance for rent, rental
tax or fees needs to be changed, you will need to cancel the move-out and make an adjustment against the specific
balance. Click on the Next button to continue to the “Accept Payment” screen:

Select the appropriate payment methods (as you do when taking a move-in payment) and click the Finish button to
complete the move-out transaction and print a receipt.
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2.6.1 MovE-OuT WITH ACTIVE ACCOUNT BALANCE

To move a customer out that has a balance (either a balance due or a credit balance) on their account, go through the
move-out process as you would with a normal move-out. From the Billing Info screen you will be able remove any
prorated rent credit (listed as a rent credit in the Current Charges column under Current Rent) by clicking on the
Don’t Prorate check box (this is a security controlled option and may not be available to all users. Refer to the section “Set Up Payment
Plans Move-Out Tab” discussed earlier in this manual) to remove the prorated rent balance credit or balance due (if the
customer has paid for a full month’s rent and is moving out within that month), or if the customer had a rent balance
and you have negotiated a reduction of the amount due, you can enter the amount of past due rent you have agreed
to accept to complete the move-out.

2.6.2 ScHEDULED MovE Out

Scheduled move out differ from a normal move out in that the customer is not actually moved out of the unit at the
time the scheduled move out is entered. Scheduled move outs allow you to set the date that the customer intends to
move out and charge the customer prorated rent, based on the scheduled move out date. If the customer does not
move out on the date scheduled they will be charged the remainder of the rent normally due. If the customer decides
not to move out, they will return to the same billing period that they were in prior to the scheduled move out.

The Schedule Move-Out function allows the manager to accept payment for the prorated amount of rent that would
be due based on the customers current paid through date and the date of the scheduled move-out.

The manager also has the option of entering a date for the scheduled move-out without accepting advanced payment.
For this type of move-out refer to the next section Scheduled Move-Out.

2.6.3 SCHEDULING A MOVE-OUT WITH ADVANCED PAYMENT

Open the Activities pull down menu and select Move-Out|Schedule Move-Out with Payment...

B Flle Loiti | Adtedted | Bepeds  Missbenasce  Fadlty Wiew Magd  blobde Serge  Helg

b | | @ [P

Sobadule Mose-Tng wiih Paymeand..

= Move Out

= Last Moy / Tumirasy Semarch o
 Prors |mr
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A Select the Unit to Move Qut

Joa
Pasd 'NE.
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| irzzeanz
Pt ¢ Pagrrad
[ g

Select the customer from the account selection box (You can perform a search to locate the customer by their last
name, unit number, or phone number).
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In the Move Out-Billing Info screen, enter the date of the move out.

| Enter the scheduled move-out date here

Crunliom. fohechabed Wowe-Dhk
Confirm Scheduled Move-Out o= ]
Cocel |

Cottome Mune [Burize, Shay M
s (D1

ety el e r Wi P ea] Bt - 47 34

The cusiomar will be charged the remainder of the normal rent If nok
imrwd out on the date scheduled.

Once the move out date has been entered into the Move Out Date field, Storage Commander will automatically
calculate the prorated rent for the move out. Click on the next button to proceed to the Accept Payment screen;
Storage Commander will ask you to confirm the scheduled move out. Process the payment and click on Finish to
complete the scheduled move out.

2.6.4 ScHEDULED MovE-OuTt

Open the Activities pull down menu and select Move Out|Schedule Move-Out

B Rl Lot |Acrebed | Repofti  Mastchance View Mags  Mobie Rerige  Helg

O L

Mgsa-Thn

Sahede bove-Out..

Gt Jubs
1T
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PHILLIS, STTVT
FERAITL TOMI

Select the customer by scrowling down the list of active customers or by entering the unit number.(aditional units
can be selected by holding down the Ctrl key while clicking on individual units in the Select Units box).

With the customer highlighted, enter the scheduled move-out date and click on the Schedule Unit(s) button.
Clicking on the OK button to complete the Scheduled Move-Out operation.

To view a list of scheduled move-outs, run the “Vacate Report” located in the Reports pull down menu under “Unit
Reports” or open the calendar and select “Scheduled Move-Outs” from the events list.
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2.6.5 CANCELING A SCHEDULED MoVE-OuT

Open the Activities pull down menu click on Move-Out and select Cancel A Scheduled Move-Out from the list.
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Select the customer from the Units Scheduled For Move-Out list, click on the Cancel Move-Out button to remove

the customer from a scheduled move-out.

2.7 TRANSFERRING CUSTOMERS

To transfer a customer from one unit to another, right click on a unit from the Site Map and select Transfer from
the selection list (using this method will take you directly to the Select Transfer To Unit, bypassing the customer
selection section), select the transfer to unit and proceed with the transfer.

To transfer a customer using the toolbar or pull down menu, click on the Transfer Unit button on the Toolbar or
select the Activities/Transfer menu to display the following dialog:

15 B-ETA

HrE Nx: mm SACESON, MLAN
VS D G JOHNSOM SR

Transfer To Unit window.

Select the new unit to transfer the customer into by
clicking on the unit’s entry (first scrolling to it if
necessary). Then click the Next button to continue to
the Transfer Billing Info Screen

Select the customer by scrolling through the list and
clicking on the customer’s entry, or by selecting a Search
By button and typing in the first few characters of the unit
number or customer’s last name. Once you’ve selected the
customer, click on the Next button to continue to the Select

Simeenge Communcier - Salect Linig

Select Transfer To Unit

The transfer date defaults to the current date. If a different date is desired, then either type the date into the field or
click on the display calendar (...) button to use the on-screen calendar. The transfer date is used to prorate both the

rent on the From Unit and the rent on the To Unit.
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Changing the transfer date will automatically adjust the
Amount Due based on the number of days prior to
(credit) or after (charge) the customers next bill date.

The top portion of the Transfer Billing Info box displays

information about the transfer from and transfer to units.

Any past due balances that the customer owes will be
listed in the Past Due column. These balances will be
included in the transfer

View Discounts or Fees that are currently active on the
account.

To add or remove discounts or fees from the account,
you must close out of the transfer and go to Change
Billing for this account

Click on Cust Details to view the account history of the
customer.

The Balance section of the dialog shows any outstanding balance on the From Unit. The Charges section shows all
credits and the prorated new unit rent balance in addition to any new fees, discounts, insurance premiums or
merchandise charges. To view fees and/or discounts that are currently assigned to the account click on the
Discounts or Fees buttons to open the Fees and Discounts list box. To add or remove a fee or discount must cancel
the transfer and go to Change A Units Billing for the customer. Once the fee and/or discount has been added or
removed you can complete the transfer.
Click the Finish button to complete the transfer.

2.8 MAKING A PAYMENT

There are three ways to accept payment for a rental unit: click on the Accept Payment button in the tool bar, click
on the Activities|Accept Payment pull down menu and select the unit (customer) from the list or double click on
the unit from the site map. Any one of the three ways listed above will open the Billing Information box where

you set up the payment options.

Click on Wave Fee to bring
up a list of all currently
assessed fees, selecting a
fee from this list entering an
explanation and clicking on
the Wave button will remove
the fee from the account.

Click on the Cust Details
button to view customer
details such as: address
and account history.

\
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Enter the amount of payment if payment is not
equal to amount due (such as a Partial payment
or over payment).

Storage Commander will automatically adjust

/ individual field balances based on the facility
setup i.e. Rent first or Fees first, you can make
changes to these balances through adjustments
if necessary.

.

If Storage Commander has already charged rent on the unit the Past Due box will show the breakdown of all
charges that have been assessed against the unit. The # Payments field will be set to 0 signifying that Storage
Commander is configured to accept a payment for the past due amount only, and that the customer is not paying in
advance for future rent (moving the # Payments counter up will allow you to take any number of pre-payments).

It is important to understand the relationship between Predicted Paid Through Date, Paid Through Date & Next
billing date, as these three dates will provide you with a clear picture of the customer payment status after the

payment is processed.

e The Predicted PTD field indicates how fare the customer is paid in advance based on the number of

payments entered in the # Prepayments field

e The Paid Through field indicates the customer current payment status
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e The Next Billing field indicates the date will charged rent. Storage Commander always charges rent on a
monthly cycle, it does not matter if the customer has or is making advanced payments the next billing cycle
will be in the next month. If a customer pays in advance the Predicted Paid Through date will indicate how
fare the customer is paid in advance. If an advanced payment is made it will be posted to the customers
account as a rent credit when Storage Commander charges rent will apply the credit against the rent charge
and advance the customers Paid Through date automatically.

2.8.1 TAKING A PARTIAL PAYMENT

To process a partial payment (a payment for less than the balance due), click on the Partial Payment button and enter
the amount of the payment you are going to receive in the Amount Received field. Based on the payment setting
that have been setup in Storage Commander, the payment will be automatically divided between the Rent Balance
and Fees Balances. (typically Storage Commander is configured to apply a partial payment to any outstanding fees
irst, and than apply the remainder of the payment to the rent balance). Based on your Storage Commander
configuration the customer may remain in their current late status, be reset to an earlier late status where thelien
process will be restarted or have their paid through status mover forward based on the amount of the partial
payment.

To learn more on how your facility is configured, go to the Maintenance pull down menu item (located at the top of
the Storage Commander screen) and select Program Setup followed by Payment Plans, to review your Payment
Plans, Payment application, Move-In & Move-Out options.

Click on the Next button to advance to the Accept Payment screen.

Click on the appropriate check box cash, check or credit card that corresponds to the payment being processed. The
payment for the amount due will than appear in the associated payment field.

If the payment is split between two payment types, such as cash & check, select one of the payment types and enter
the amount of the payment into its associated payment field. Next, select the other payment type; Storage
Commander will automatically calculate the correct split and enter it into the payment field.

Note: If you enter a payment amount the is not equal to the amount shown in the Amount Due field, Storage
Commander will display a message instructing you to return to the Billing Info screen (by clicking on the Back button
at the bottom of the Accept Payment screen) and enter the actual amount being paid into the Amount Received field

Click on the Finish button to complete the payment.

2.8.2 PAYMENT BY CASH

As with all payment options (cash, check & credit card) the amount of the payment has already been calculated by
Storage Commander and is referenced in the Amount Due field. All you need to do at this point is select Cash as the
payment type, Storage Commander will automatically enter the amount of cash needed to complete the payment
process. Click on the Finish button to complete the payment process and take you to the print receipt screen

2.8.3 PAYMENT BY CHECK

Click on the Check checkbox, verify that the amount that has been automatically entered into the payment box
matches the amount of the check. If the amounts do not match click on the Check checkbox again to clear the
payment box, click on the Back button to return to the Billing Information window. In the Payment column enter
the amount of the check into the Amount Received ficld. If the amount you entered is less than the amount due and
there has been a fee assessed against the account, Storage Commander will automatically split the payment between
Rent and Fees according to the disbursement setup in Payment Plans/Payment Application section. If the amount of
the check is more than the amount due, a credit will be applied to the customer account, which will be automatically
applied to the amount. Click on the Finish button to complete the payment process and take you to the print receipt
screen

UsING THE OPTIONAL CHECK READER

If the optional check reader has been installed, Storage Commander will detect it and ask to Scan the Check when
pay by check has been selected. To scan a check place the check into the check reader (Front side of the check
toward the center of the reader) and gently push the check forward, when the check reader detects the check a motor
will start up and automatically pull the check through the reader. As the check travels through the reader the
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MICOR font located at the bottom is read and the data entered into the payment screen. The data that is read from
the MICOR font is: routing number, account number and check number. Once a check has been registered to a
customer account, selecting the payment option from the tool bar and scanning the check will automatically locate
the customer account.

2.8.4 CHECK PAYMENT UsING ACH:

From the Accept Payment screen, select CHECK as the payment type. When prompted, run the check through the
check scanner; the check number, routing number and account numbers will automatically appear in the associated
fields. Select Savings or Checking from Account Type and Personal or Business from Account Class. If the
customer wishes to have their checking or savings account automatically debited for future rent, click on “Auto
Debit Future Rent” to place a check mark in the box.

The payment amount will 1 EEm i

appear in the payment field Enter the Bank Number (This

V" is not a required field)

= / | Click on the Process Using
= e ACH button to electronically

ey [T - Ao et deposit the check

Class Future Rent

Select Check as the payment
option

Click on Scan Check if the
first scan was unsuccessful
or if a check payment is being
made in addition with another
payment type

If the customer would like this
checking account to be auto
billed each billing cycle,
check the Auto Depit Future

The Check number, Routing Rent box
number & Account number \
will be automatically placed : Select the Account Type &

into their respective fields Account Class

2.8.5 PAY BY CREDIT CARD

Click in the Credit Card checkbox to start the credit card payment process. If you are using our preferred credit card
processing system Pay Mover you will find processing credit card payments to be extremely easy and virtually
automatic. If you have PCCharge as your credit card processing system there may be additional steps that must be
taken during the payment process. Please refer to the PCCharge reference documentation for additional instructions.

UsING THE CREDIT CARD SCANNER

From the Accept Payment dialog box click on the Credit Card check box. Storage Commander will prompt you
to scan the credit card, at this time place the credit card into the credit card scanner, move the credit card quickly
through the scanner. Avoid stopping midway through the scan.

If the scan was successful you will hear a beep from the scanner followed by a green light on the scanner. Verify
that the name, address, card type, card number and expiration date on the card matches the information on the
screen.

If the customer has agreed to automatic billing click on the Automatically bill credit card for future rent check
box.

If the credit card software module (PCCharge) was purchased and installed, you can click on the Charge Card Now
to process the card and complete the transaction.
MANUALLY ENTERING CREDIT CARD INFORMATION

If you did not purchase the Storage Commander credit card scanner and processing software, and are using a credit
card processing system supplied by your bank or other merchant system, you can still enter credit card payments
into Storage Commander using the following steps:

Process the credit card through your current credit card system to obtain an approval code.
Click on the Credit Card check box.

Verify that the name on the card matches the name in the Name On Card field in the Storage Commander Accept
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Payment dialog box. If the name does not match enter the

name and address of the card owner.

Enter the Card Type, Card Number, Expiration Date and Approval Number into the appropriate fields.

Click on Finish to complete the rental payment.

2.9 REVERSING A PAYMENT

Storage Commander allows a user who has the proper security authorization to reverse a payment. Once the

transaction has been reversed, all financial reports, such as
adjusted to remove the transaction from the reports; howev

the Payment Activity and Deposit reports, will be
er, an audit trail is maintained in the affected customer

transaction history and in the Reversed Transactions audit report.

Transaction History

Transaction History Customer Name: [SNDERSON C304, JEFF A,

Using the Site-Map, Customer or Unit button
on the toolbar, or by selecting Account History
from the Activities pull down menu, open the

]|

Date \ Type \ Chirgas| Credits| Begin Balance‘ Ending Ba\amca| Uzer

Id |

04/13/2000 Fa.00 0.oo
78.00
o.an
0.00
(1.00
78.00
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7B.00 Bl
0.00 FDS
78.00 B.LI
N Bl
Bl

Moveln

Check # 2109
Rent Charge
Friendly Reminder
Faurnent

Check # 2172

0.00
Fa.00
0.00
1,001
0.00

0.00
7a.00
78.00

(06/13/2000
[

5/15/2000
i

0 ]

customer’s Transaction History. Select
payment transaction to be reversed and click on
the Activities button. Select Reverse
Transaction. Storage Commander will display
a warning message informing you that once a
transaction has been reversed it cannot be

reversed again. Selecting Yes will complete the
reversal of the highlighted transaction.
Selecting No will return to the Transaction
History screen.

ol | o
Activities W ¥ Don't Show Maintanence Transactions
Frint Receipt ion Details
Bt Hatice \ Unit | Chgges| Cred\ts| Balance|
Eririt nvoice: ... C304 78.00 156.00
Tranaction Summary
cova_|

NOTE: Transactions cannot be reversed afier
End Of Day has been run for the day the

2.10 PROCESSING A RETURNED CHECK

transaction was made.

To process a check that is returned from the bank for insufficient funds, select the Activities|Returned Check menu
or the Returned Check button on the toolbar to display the following dialog:

Storage Commander - Select Acc

Account Selection
Search By
" Unit
™ Last Mame // Business Search For
" Phone [ Search
Accourts
[Urn [Sae [ Rert [ Customer [ Phone | -
Al 5X5 4500 COMMNER. PHILL  (858) S20-0002
L JAID 5X5 4500 ELIAS. ERICKA. 393-9354
B17 S5X10 E5.00 FORRESTER. J ;
WCx1 10X30 100.00 ESCOBAR. ISR... [}
| TR ] 100.00 JOMES, JILLIAN
Wcs  woxD 100.00 AFCHER, ANNIE  (348) 485-8484 -
[™ Dont fil the kst urtd the Search bution |s pressed.
[ Nt > I Cancel
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Select the customer either by scrolling in the list and
clicking on the customer’s entry, or by selecting the Last
Name search button and typing in the first few characters
of the customer’s last name. Once you’ve selected the
customer, click on the Next button to continue to the
following Select Payment dialog:
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Select Papmers

Comtomey e [WGINRIRE. S VIAL

The Select Payment dialog displays a history of the checks
that the selected customer has written. Click on the entry for
the check that has been returned and then click the Next
button to continue to the Returned Check Information
dialog:

Tt Crench: bir Aot | Coslomer Phore Ersdrg Baan

Verify the Customer and payment information and click the
Finish button to complete the retuned check transaction.

If a fee was assigned for returned checks, the fee will be
applied to the customer’s account and the paid through date to
T e [ be moved back based on the dollar amount of the check. A
returned check letter will also be printed.
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2.11 CusTOMER NOTES

Storage Commander supports a highly sophisticated messaging system, that allows the user to select from four
different note formats depending on the relative importance of the note or if the note needs to be displayed at the
customer level or unit level. The four note / message formats are:

Customer Notes. Notes that are entered into this section will be added to the Collection Worksheet and Customer
Detail report, they can also be viewed in the customer information panel when the mouse is positioned over a unit by
selecting Show Customer Notes from the Maintenance | System Setup | Site Map setup screen. Customer notes can
be edited and/or removed at any time

CREATING & EDITING CuSTOMER NOTES

To add a note to a customer’s account, select the customer from the tool bar or by right clicking on the customer’s
unit. Once the customer has been selected, click on the Details tab. From the details screen, click on the Notes tab.
All data entered into the notes screen will be saved to the customers account, and can be accessed at any time, even
after the customer has moved out.

Unit/Customer Information: =

Ut ot | Cuomer | Momste | Enpoyer | Commarta Mot | frots | Transactin Hesor |

Notes Customes Hame: !f/’
Enter customer Alert notes into the Alert box.
I Alert messages will automatically Pop Up when a
user attempts any type of transaction to a customers
e account.
’ / — To remove an Alert message click on the Clear

Alert button.
ok ] _cos

Enter customer notes into the Notes box.
- Notes may be edited or removed at any time, and
will appear in the Customer Detail report as well as
the Collections Worksheet.
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CREATING & EDITING ALERT MESSAGES

Alert messages allow on site managers to post messages to a customer’s account that will be automatically displayed
whenever any type of account activity is detected.

To add an Alert Message to a customer’s account, select the customer from the toolbar or by right clicking on the
customers unit, once the customer has been selected click on the Details tab. From the details screen, click on the
Notes tab and enter the message into the Alert Message box. Alert messages will remain on a customers account
until they are removed by clicking on the Clear Alert button

CusTOMER COMMENTS

Customer comments differ from customer notes in that once they are entered, a date and time stamp is added to the
note along with the id of the logged in manager. When the note is saved, it cannot be altered.

To add a comment to a customer’s account, select the customer from the toolbar or by right clicking on the
customer’s unit. Once the customer has been selected, click on the Details tab. From the details screen, click on the
Comments tab. Next click on the New button and enter the message into the Comments Message box. Click on the
OK button to save the message.

**Note: It is strongly recommended that you review the message prior to saving it, as the message cannot be edited or removed
from the customers account once it has been saved.

4

Any previous comments will be listed in the
upper box, and will show the Date & Time the
message was added to the account, as well
as the id of the manager that entered the
message and a brief description of the
comment

| aaseotn |1

et |t | ot | (e 1o |

Comments.
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W Tt Torrant
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To write a new comment click on the New
button and enter the comment into the text
,/ box. When you have completed the
comment click on the OK button to save the
message.

CREATING AND EDITING UNIT NOTES

Unit notes allow messages to be posted at the unit level and will stay with that unit regardless of the turnover of
tenants after the note has been posted.

Unit notes are generally used to describe unique conditions that pertain to a specific unit. For example, Unit A101
has a support pole in the left corner of the unit; unit C12 has a water pipe attached to the back wall.

To add a note to a unit open the Unit Maintenance window by clicking on the Maintenance | Units pull down menu.
Enter the number of the unit in the Unit Number field, when the unit has been selected, click on the Notes button
and enter the note. When completed, click on the OK button to save and exit the unit note box.

Storage Commander =

Enter the unit number here. - e
Units  Unit Size
Unit Maintenance Cugtomear Name: [CONNE R, PHILL
Unikt Humber Sizer Drersciiplion:
[ =] [sx5 = [Eterce Click on the Notes button to enter the
Fent Twe Buidng: unit note. Click on OK to save the note
| #5.00 [Stozgeuen =] a =] and return to the Unit Maintenance
Location: Sguaie Feet Aovailable Slabus Date Enlered screen
| |:5 Rented =l |
% Late Statuz Date Entsiad
ME::,T ;:,Dm";' Deposit | 30.00 PraLien ~] [11/2672008
o Fienwet Date:
Paid Thiought Fent Due: | 345.00 — Feveit To P = . .
Iﬁm DetwRee | Click on Done to return to the main
228 [ FeesDue: (36500 screen
e Biling = ik Thicugh: [0
; Insurance: |30
12172 -
AN Pay On Daw nF,
et Diher Due: | $0.00
¢ I Derpdiceess [ Oweilfeked
Move-Out Diate: T = Ll
Ii LT fall Molate Charges  GatfLocat | pl2|
Total Due: ‘
[Thiz Unit) | $80.00 It Ngles
Explanation of Changas | )
Save Dane
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Unit notes can be viewed by opening the details screen for the customer and selecting the Unit tab or by selecting

the unit and opening its details screen.
Unit notes will automatically display on vacant units in the customer information panel, thus giving the manager an
opportunity to view the note prior to renting the unit.

2.12 CUSTOMER INFORMATION TRACKING

Changes to customer information, such as; Address, Phone Number, Alternate, Employer, Notes, and Alerts, are
tracked and listed in the customer Comments notes screen.

Customer Information Tracking is configured in the Maintenance | System Setup | Misc. section. From here you can
activate or disable all customer information tracking, customer notes tracking or customer alerts tracking.

d N
Storage Commander - System Setup [E[ &J

ting Msc |Gate Access | Site Map | Documents

} Select tracking functions to meet your needs

Tranzactions entered after End< - c

[[] Disable all automatic customer information tracking.
[ Only disable automatic customer notes tracking
[ Only disable automatic customer alerts tracking.

0K | Cancel I Help

2.13 END OF DAY PROCESSING

Click on the End of Day toolbar button or select the Activities/End of Day Processing menu to perform the end of
day processing. End of day processing will cause rents and fees to be applied for customers whose billing cycle
comes due, print any invoices for upcoming billing cycles (if so configured), assess any late, pre-lien, or lien fees
and print the associated notices. Selecting the menu causes the following dialog to be displayed:

Start Pracessing 1 Itis important that the system date and time are

accurate or the end-of-day processing will generate
e S — errors. To correct the datq and time, use th.e Date/Time
And Fees, Generate Late Hotices And Charge control panel from the Windows Start/Settings menu.
Credit Cards With Automatic Billing: The Storage Commander login screen also has a button
that you can use to set the date and time; logoff and
Current Diate and Time login again to access the button.
Date: 07/15/2012
Time:  5:15:29 PM Cancel

End of day processing is intended to be run at the end of
the business day when all transactions to be counted for that day have been completed. Any payments or other
transactions posted after end of day has been run will be credited for the next day. This is important to understand as
Storage Commander will assess late fees and change the status for delinquent customers as part of the end of day
processing. Payments received after the end of day processing has been completed will not prevent late fees from
being assessed even if they are entered later that same day. For instance, if end of day processing is run at 6:00 PM,
and a customer goes into a delinquent status as a result, they will still be assessed the fee (if applicable) even if they
came in and made a payment at 7:00 PM later that same evening.
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When end of day is run, Storage Commander checks to see if it has been more than one day since end of day was
last run. If end of day was run the day before, then Storage Commander completes the end of day processing and
increments the internal counter indicating when end of day was last run.

Date Warning

WARNING - It has been |2 Days since pou last ran End-0f-Day

LastEnd DDy Saturday. January 26. 2012

Today's Date: Monday. January 28. 2012

Select One Option

DOption 1 - Bring the
program current, but do
not close for today.

Option 2 - Close all
oustanding days -
Including Today

Option 1 will close all days before today, but wil not close today, Option 2
wil close all prior days AND close today. IF you had problems with end-of-day
pesterday, choose option 1. If you are not sure please contact our technical

support department

2.14 INVOICING

If more than one day has elapsed since end of day was run Storage
Commander displays a message indicating the number of days that
have elapsed from the last end of day processing. This gives the user
the option of running a Start of Day (all rents and fees are processed
as of the current date) or End of Day (all rents and fees are processed
as of tomorrows date).

Once the end-of-day processing has begun, a progress dialog is
displayed, but no user action is needed. Note that data base integrity
could be compromised if the end of day processing is interrupted
before it is finished; please do not turn off the computer while the
End Of Day process is running.

Invoices will be automatically generated for all customers who are on a billing plan that includes invoicing (see
Setup Billing Plans referenced earlier in this manual). The invoices will be printed, emailed, or both depending on
how the invoicing function was setup, during the End Of Day process.

Storage Commander - System Setup

===

Prirting

Set the number of printed
copies of the invoice (This does
not affect the emailed invoices
which are always set to 1).

Other Options

Click hear to create a single T
invoice for customers who have
mutable units that are linked
together

v P

Number Of Copies Per Invoice: |1 I::‘

¥ One invoice per customer, E-Mail Auto /‘
1 I ot Gray Bars On Every Other e 7 E-Mail Invoces

¥ Promyt Bofore Priril

»

Click on the “Use Invoice Numbers
check box and enter the starting
invoice number

t |1 H W
100
1 ~
¥ Use Invoice Numbers

Next Number: [1100 7

Setup how the invoices are
produced

" Print And E-Mail
@ Dont Print f E-Mailed

Cancel Help

[ok

2.14.1 SETTING AuTO INVOICE NUMBER

To initialize invoice numbering, click on the Maintenance pull down menu and select System Setup. In the bottom
third of the system setup screen, click on the “Use Invoice Number” check box to activate the “Next Number” input

field. Enter the starting number for the invoices.

Storage Commander will automatically increment the invoice number for each invoice automatically created during

end of day.

2.14.2 PRINTING AND EMAILING INVOICES

To configure Storage Commander to produce invoices as printed documents or emailed documents, click in the
Email Invoices check box and select Print And Email or Don’t Print If Emailed.
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2.15 SCHEDULING AUCTIONS

The Schedule Auctions function allows you to use Storage Commander to track all customers who have qualified for
auction, place them into an auction list and allow you to select which customer you will auction, set the auction date,
charge a special auction fee, print an auction notice or print a scheduled auction report. You may even have the
calendar show you what days you have scheduled auctions throughout the month.

In order to use this feature, you must select a late step (usually the last late step) as a Scheduled Auction step (see
Setup Late Status).

Storage Commander - Acution Schedule x|

Auction Schedule

Unit |_Auction Date | Auction Fee | Name | Paid Through [ Status |

WFE032 08/30/2002 0,00 POOLE, NATASHA 05/31/2002  Lien
WEN24 08/30/2002 0.00 MENDOZA, MARLA 05/31/2002  Lien
WE1007 0.00 05/ 2 Lien
| _|D4519 05 05, ]
=
Select Units For Auction
Unit | Mame |_ Paid Thraugh | Status | =]
OMpam  SELBUAG, DAVID 05/31/2002  Lien
M D340 BUSH,JOHN 04/30/2002  Lien
CIMpz2s0  GREGORIE, JATNE 05/31/2002  Lien
Clmpz2ez  wWEIR.ALEX 05/31/2002  Lien
EAMDzizn KNGHT 11 CHARLES 04/30/2002  Lien
Select Urits Clear Print CIMpz1s7  LESTER, TONISHA 05/31/2002  Lien
CIMDziz1 MIRANDS, DARLENE 05/31/2002  Lien
CIMei308  GORDON, JENNIFER 05/31/2002  Lien
D. R1027 KFFNFR PATRICK N&A1/2007 Lien LI
Auction Date: Additional Auction Fee: _DK
[o3s0sz002 [ | $45.00 L&
Cancel

2.15.1 VIEWING SCHEDULED AUCTIONS

Selecting the Schedule Auctions tool in the tool bar will display all previously scheduled auctions.

2.15.2 SCHEDULING A CUSTOMER FOR AUCTION

Click on the Schedule Auction button in the tool bar to open the Auction Schedule dialog box. Click on the Select
Units button to open the Select Units For Auction list box. Clicking on a unit in the list places a check mark in box
next to the unit number and selects the unit/customer for auction.

After all units/customers have been selected, enter the date of the auction. Additional auction fees can also be
assessed to all units/customers selected for this auction.

Click on the OK button bar to complete the scheduled auction.

2.15.3 REMOVING A CUSTOMER FROM AUCTION

Storage Commander also allows you to manually remove a unit/customer from the Auction Scheduled list and return
them to the Select Units For Auction list. To do this, highlight the unit/customer to be removed from the Auction
Schedule list, when the unit/customer has been selected and confirmed, click on the Clear button. This will remove
the unit/customer from the Auction Schedule list. Units/customers that have been removed from a scheduled auction
can be rescheduled at any time.
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2.16 USING THE CALENDAR

The calendar function allows the user to view upcoming events or past events such as: when rent will be charged,
scheduled move-out or move-ins. All selected event are displayed in the calendar on the appropriate day. Double
clicking on a day that indicates one or more events scheduled for that day will open a widow showing a detailed list

of all activities scheduled.

~View On Calendar.

Show Calendar Events

2.16.1 ADDING REMINDERS

] March 2004 =] W i .
i Tue wed Thy Fi S Eaan Click on the check box next to an event to
2 el 4 & E H i
endngin(e) [perding [Perding [Pendng [Pendinginvi) | T Auto Credt Cards display the event in the calendar.
™41 b I Lae Multiple events can be displayed at one time
i B g fio fiz iE] W invaice
Pending Inv(3) [Pending Pending Pending Pending Inv(8) [Pending In(8) [Pending Imv(13) | [V Rate Changes.
lIrer(14) Inv(13) Inv(15) Rent Due(17]  [Fent Dus(24]  |Rent Dus(24)
Rert Duel17) N I™ LastEndOfDay
14 ns 16 7 18 3 [ezi) I™ Moveln
Pending IPending Pending IPending Pending IPending 8] [Pending Inv(3)
I(20] {12y in(10) ir10) I(15) Fert Due{1) [Rent Duefzg] | I HoveOut
Flent Due(26) [Rert Dus(24) [Rent Due(24) |Rent Due(21) [Rert Dus(47) ™ Scheduled Move Dut
Al [z 7 2] = [ 7 i i
Fending [Fending Fendng Fending Fending Fancirg e\ [Pendingisy | Aueters Ac_'d'"g Reminders L.
(1 4] lIree(17] In(10) Irv(13) (1 3] [Frent Due(30] \ [Rent Due(24)
Ront buctzs) [Fot Duczr) [rom Busiet Pemt bustan [fempudan) [ o | ) [T Mo Dass Click on a calendar day followed by clicking on
= s ] il - Remindets > Add to insert a reminder event into the
:Enfgg‘?zvz[?] ES"?\SQ‘TIS] EE”?BQ ‘r[';é?] \Pe?;j‘znlg Add. & calendar.
uel2?) [Fent Dustdd] [Rent Dueld). find
i Fert Ducte) :
List.
‘ | \ -—UK
Friday, March 12, 2004
Double clicking on a day will open a
detailed view of all events scheduled | | | [lES
for that da [ Rent Due  Unit1g Paid Though 034112004 Amount $240.00  Customer, BERTHA % SALLY ...
Y- Unit;38 Paid Thiough03/11/2004  Amount.§240.00  Customer. HUGHES, TREMAINE
Unit:47 Paid-Through:02/11/2004  Amaunt: $145.00 Customer: 1omaszewski thomas
Unit157  PaidThiough03/11/2004  Amount$180.00  Customer. MAYFIELD SHIRLEY
Unit185  PaidThiough03/11/2004  Amount:$76.00 Customer: IESMULHERM JUDY
Unit213  PaidThiough03/11/2004  Amount$135.00  Customer: FREED, RONALD
Unit218  Paid-Thiough03/11/2004  Amount $55 00 Customer. SPADAFORA BRISN
Unitz30  Faid Thiough03/11/2004  Amount $55 00 Customer. 45H PHILLIF
Unit254  Paid Thiough02/22/2004  Amount$220.00  Customer RAMOSJGNACID
Unit:273 Paid-Through:02/21/2004  Amaunt: $210.00 Cugtomer J.C. BAZARAILAN C...
Unit363 Paid-Through:03/11/2004  Amaunt: $55.00 Customer. MAGANA LEONEL
Unit:441 Paid-Through:03/11/2004  Amaunt $75.00 Customer. MILLS ANDREW
Unit548  PaidThiough02/11/2004  Amourt$110.00  Customer: AMACHREE LIONEL
Unit626  Paid-Thiough03/11/2004  Amourt-$35 00 Custorner: BERKLEY JOSEPH
Unit701  PaidThiough03/14/2004  Amount$13500  Customer: FREGOSO ADELA
it 7R Paid-Thronok N3A1122004  dronont-$135 00 Customer SRRAYN R&YARM j

Open the calendar and left click on the day you wish to add a reminder to, next click on the Add button in the

Date To Show
The date you selected in the calendar will be

displayed here, or you can enter a new date.

i N

Expiration Date
Enter a Expiration date to indicate how long
the reminder is to remain in effect.

Send To User
Click on the down arrow to restrict the
viewing of a reminder to particular manager

Date To Shove Expiration Date;

Send To User:
<Al Usersy

essage

- U'g/

Meed to power wash building 4

-

Cancel

| _— Click here to mark reminder as
Urgent.

/ Enter reminder message here.

7

Click on Save to save the
reminder or Cancel to cancel the
message and return to the
calendar screen

Reminders section of the calendar. This will open the reminders dialog box where you set the date to show the
reminder and the date the reminder will expire.

You can also restrict the reminder to be seen by specific managers by clicking on the down arrow in the Send To
User field and selecting the name of the user from the list. Add the text of the message in the Message field and
click on Save to save the message and return to the calendar. To display reminders on the calendar, click on the

Reminders event in the View On Calendar section.
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2.17 SELLING MERCHANDISE

To record merchandise sales independent of other transactions (such as move-in), select the Activities/Sell
Merchandise menu or click on the Merchandise button on the toolbar to go to the following dialog:

Select each merchandise item to
g C nder - M
be sold and click on the Add to _|o2mecommander Verchand: - =)

Order button to add it to the Sell Merchandise hem it
bottom list. Click on the Itz |y Ivarons
Change Qty button to change 4 | Desc | Categany | Pice | OwOnHand «  Add ToDider..
; is bei B SMALL B 1.... 1.70 9=
how many of each item is being . MEDIUM BOXK[. e -
sold. Click on the OK button to B3 LARGE O [4.... 200 50 ; )
continue to the following B4 HLARGE BOX . 375 2y Discount @ § %
I BS 20" WE W/BAR... 745 3 [wo0
dialog: RF; BA afF Sl R g 4% q
. . 4 i b [ Pea bz
Enter the payment information
into the standard payment Items inchaded in this sale
dialog. Id | Diase | Calegay | Price [ Decaunl | Qi DIdEf[ Sub Talal |

Note that a customer field is left
blank for stand-alone
merchandise sales.

Click Finish to complete the

transaction and print a receipt. :
Ramaove lhem... Subtatat | $0.00

The quantity of inventory is

oK.
also deducted from the Chenge [tem. Ta: | 40.00 |:|
inventory data base. Totat [s000 _ Concel |

2.18 CUSTOMER LIST
The Customer List button on the tool bar is used to display a list of all active as well as all inactive customers.

To view the customer list, click on the Customer List button or click on the Lists from the menu and select
Customers.

The colored block to the left of the

Harme Stahiz ‘ Movein _« || customers name denotes the current status of
; 20,00 [906) 303082 (3/25/20
M REDD'Y FAREN Cunant caz 001  [883) 2529292 11/06/200 the customer.
W FHILLIPS, 5T Curent, Curent Car.os i [AB4) 9298758 1043200
W MENDEZ JOY  Current [ 1] | [3B7) 773.7373 110372005 : :
JUMPING. J0JO Late EE 000 (B3] IEIEIET 100247200 The column headers indicate the type of
W JOMES, JILLIAM  Curent c24 E000  [8E8)2E2.2282  11/06/200 1 1 1 1
HONESALLAR, Lok e i e e information contained in the column.
W Jacksan, Alan Cuirant (1 [ EO00 B8] 3E3-8383  10M7S200 . .
B HEAT FOSS  Cunert ba 000 [AR4|SO30030  09/28/200 The width of each column can be adjusted
.HAEINIEGHT.. Cuirant C3z 000 [929)955.4363  10/20/200 b 1 . th . t th t 1
B GAAICIS, JAMES Sale 014 VEN00 [ES) IS T0/00/200 Yy placing the mouse pointer on the vertica
FORAESTER, ... PreLan B17 10000  [932)949.5858  10M7/200 :
Wl M FRS Canmnt ik} 1 AR B8 A2 H 17 Py i hne that S.eparates eaCh COlumn: AS the
4 U : mouse pointer passes over the line separator,
[_Dwais| Reserva Urit | Pint | ok ||| it changes into a left and right pointer. Click
[ Shaw Inactive and hold the left mouse button down, as you
move the mouse left or right you will see the

column increase or decrease in width. When you are satisfied with the width of the column, release the left mouse
button. Clicking on a column header will cause the data contained in the column to be sorted as ascending (123...
abc...), or descending ( zyx..., 321...).

2.18.1 NAME SEARCH

To locate a customer using the search feature, click on the Customers button in the tool bar or select Customers
from the Lists/Customers pull down menu. Type in the customer name. As you type, Storage Commander will
immediately start to compare names in the database with the characters you are typing.

NOTE: Storage Commander does not require you to enter the name into a special search box. Just start typing and
Storage Commander will find the customer.
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2.18.2 CusTOMER DETAILS

Clicking on the Details button in the Customer List dialog will open the “Customer Information” tabbed dialog box
for the currently selected customer. Clicking on the Customer, Alternate, Employer or Notes tabs allows the
information contained in these screens to be viewed or edited.

UrityC urbrmer bvlcnmation

Uni ifoenagion  Cesiamar | Aberate | [mpioms | Comments | Hotes | Prota | Trsacion katory |
Customer Information
Fre: [Sam [rev I

Lo mnens; [Fran

Click on the Credit Card button to view or edit the

oo [T customers credit card information.

[ ' Liss A Eifermnt (llng Ackiess Click on the Access Control button to view or edit the

Sy [Fm Oy — 12 Ext Biing Aderea customers access number or access options.
%o [Eonazn
Prone: [ZNZIER | T Click on the ACH Settings to setup the customer
el account for automatic deposit of check payments.
Far L o Cardd
Socil Securty: [42300 123 Tt [ I T Exormpt T
o EE o e — |

2.19 TRANSACTION HISTORY

Transaction history shows a detailed list of all account transactions that have been assessed against this customer
from their move-in up to the time of viewing their history. Notices, payment receipts and even the transaction
history can be printed or reprinted at any time. In addition, payments and/or adjustments can be reversed through
the Transaction History screen.

Urat/C urineser Snicrmatos |
Unt irfoemation | Cumiomar | Abemats | Brpicpsr | Comments | boins | Protg  Tremsscion Hatory |
Transaction History Cusorser Harms. Johron, Sarm X Al transactions are
identified by the user ID,

i i T T Cravge Cracie B i reckneg ks *

1 Pgmar 1 ) 3 _Anb the time the transaction
the transaction type was entered into the
highlighted above. system.

Print a detailed history
transcript by clicking
here and selecting . . —
Transaction History ] - G| ___Hout DA
(Detailed) or o
Transaction Statement

(Summery).

The Transaction History dialog box can be opened by clicking on the Activities|Account History pull down menu;
clicking on the Customers button in the toolbar and selecting Details or by positioning the mouse pointer over the
customers storage unit and single clicking using the Right mouse button and selecting History from the list.

2.19.1 REPRINTING NOTICES & RECEIPTS

Storage Commander allows you to reprint a notice or receipt regardless of how old the notice or receipt may be.

To reprint a notice or receipt, open the Transaction History dialog box by positioning the mouse pointer over the
customer’s storage unit and click right click; choose History from the list. The Transaction History dialog box can
also be opened from the Customers button in the tool bar or from the Activities/Account History pull down menu.

From the Transaction History dialog box highlight the document to be reprinted, click on the Activities button and
select the appropriate document from the list.
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2.19.2 PRINTING HISTORY TRANSCRIPTS

To print a historical transcript of a customer’s account covering a specific time frame, open the Transaction History
dialog box by positioning the mouse pointer over the customer’s storage unit and right click; choose History from
the list. The Transaction History dialog box can also be opened from the Customers button in the toolbar or from

the Activities/Account History pull down menu.

Click on the Activities button bar and select Transaction Summery. Enter the From and To dates and click on the
OK button. Storage Commander will create a transaction summary report detailing all account activities recorded
between the from and to dates entered earlier.

2.20 UNITS LisT

Click on the Units button on the toolbar to open the Units List box,

Clicking on a column

header will sort the
column in ascending

or descending order | s

A6 5X5
Clicking on the L3 e
Details button opens B 2%
the selected units -E oAl
Customer/Unit mets X0

box.

Avalatle
Reserved
Avaiable

Rented

Avaiable
Avalable
Avalable
Avaiable

=10/ ] Click on the Print button
to print a hard copy of
e the unit list as displayed
4500 in the Unit List box.
&5.00 =l
Print 0K

2.21 CLOSING REPORTS

The Close Report button on the toolbar is used to close a report that has been opened form the Reports pull down

menu.

f5ecr
cports

o | 8 W% |0 ]

R e

s Mobie Stonge Heip

@ |

aais

2.22 PRORATE CALCULATOR

Click on the Close Report button to
close the current report and return
to the Storage Commander main
screen.

The prorate calculator is a useful tool for quickly determining the prorated amount for move-ins, move-outs, and

basic time periods.

To use the calculator,
select if you are calculating
a move-in, move-out, or
basic time period prorate.

Froewts Caloolwion

Prorate Calculator

® Mgvsin }Jnﬂ‘.'n-»‘im]/
: ::M | s Select the desired date range

Mrn b [

Morth End: [

Whirkest

0¥ Dy

Dty Proage: |

Frorate Amasnt: 100 ¥

Then, fill in the monthly rent
for the unit you are
calculating the prorate for.

/

| that you would like the
prorating calculated for.

The daily prorate and total
prorate will appear at the
bottom. When you are done,
click the OK button.

5 | —

nm /

S —
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3 Advanced Functions

3.1 BACKUP & RESTORE

Developing a comprehensive backup policy is extremely important. If your computer backups are kept up to date,
the reality of a computer crash can be minimized by restoring lost data from backup files.

Storage Commander makes backing up and restoring data an easy and fast operation. The backup that is created
using the Storage Commander backup routine creates a complete copy of all databases used for the facility. With
this backup you can re-install Storage Commander on a new computer, run the restore utility and be back in
operation with little or no loss of data or time.

Note: We recommend making daily backups of Storage Commander. Should something go wrong, a computer crash
for instance, then you can recover the information that was lost because you have done a previous daily backup.

3.1.1 BAckKup

To make a Backup of the current Storage Commander system (all database files, pictures & site-map), click on the
Files pull down menu and select Backup from the list. The Save As dialog box will open defaulting to the backup
location that was last used, if you would like to change the backup location click on the down arrow to the left of the
Save In list box and select a new location.

Storage Commander uses the current date and time

as part of the backup file name, this gives you the Save in: Flemovable Disk [D-J z gl
ability to maintain a history of backup data.

EI 5T Backup 06-20-2000 0522 zip

You can assign a unique name to the backup file by
entering the name here.

All backup files must be saved in a zip file format.

/]

5C Backup 06-19-2000 1809 Save I
Save as lupe: IStorage Commander B ackups(*.zip) LI Cancel |

I~ Open as read-only

| BN

3.1.2 RESTORE

To Restore a backup, click on the Files pull down menu and select Restore from the list. Storage Commander will
issue a warning indicating that proceeding with a restore will overwrite all data saved in the current facility with the
facility data contained in the backup. Click on the Yes button to proceed with the restore or on the No button to
cancel the restore process and return to the Storage Commander main screen. Clicking on the Yes button will
display the Open dialog box. Storage Commander remembers where you saved the last backup and returns you to
that location. If you need to retrieve a backup file from another location, click on the down arrow to the right of the
Save in list box and select the drive/location of the backup file. When the backup file is located, click once on the
file and once again on the Open button. This will start the restore process.

Clicking on a file automatically enters Look in: Bemovable D sk (D
the file into the File Name box. Y

bd g‘ Click on Open to restore

the backup.

[MED 5C Backup 06-19-2000 1809.2ip
£3 5C Backup 06-20-2000 0822.2ip

File name: ]SC B ackup 06-20-2000 0622 zip Open I

Files of ype: IStorage Commander B ackups(*.zip] LI Cancel |

[~ Open as read-only

|
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3.2 PRINTING THE SITE-MAP

To print a current copy of the map, click on the File pull down menu and select Print. Maps are printed at the
current zoom level. To zoom in or out, click on the Zoom pull down menu and select Zoom In or Zoom Out.

Using Print Preview in the File pull down menu will give you a view of the map before you commit it to the printer.

3.3 UNIT LOCATOR

If you are having difficulty locating a unit on the site map you can use the Unit Locator feature. With this feature,
you can have Storage Commander automatically scroll the site map to a units location, position the mouse pointer
over the unit and flash the unit on and off.

To access this feature click on the Maps pull down menu item located at the top of the screen, select Find A Unit .

In the unit location box, you can define the unit search criteria by entering the unit id or the last name of the
customer in the Search By section. You may also select the unit from the unit display window.

Find A Unit Unit Status selection allows

Search By ¥7 only certain types of units to

e Unit Status 7 | / |
ri & Al / be displayed in the Unit

 Last Name  Pented Orly i i

- Display Window.

Search " Available Only

Hame Size [ Building Stalus [ Figdl

Define search to
use Unit Id or
Last Name

Enter the Unit Id
or Last Name

the list without ESCOBAR, ISR T
using the search

feature

Fented 10400
Awailsble 0.0
Auwailable 10000 _

5510 8 Avsilzble /s Once a unit has been
5310 B Availabl 65,00 .
5%10 5 Bvaible €5 00/ selected click on the OK
5%10 B Awailabl 65,00 i
You can select the FORFESTER.J.. 5X10 B Rerted 65,00 bUtto_n to locate the unit on
5X10 8 Available E5.00 the site map
unit directly from 5X10 B Available 65,00,
®10 B Available 65.04
e
c
g

The Unit Status selection box allows you to either view all of the units in the facility, only rented units or only
available units.

Once you have entered the unit you wish to locate, click on the OK button to initiate the search. When the unit is
located, the site map will automatically scroll to the unit; the mouse pointer will then be placed over the unit and the
unit will start flashing,

3.4 ADJUSTING AN ACCOUNTS BALANCE

Storage Commander allows a user who has security clearance to make changes to customers’ rent, fees, insurance,
rent tax or other balances. The user can add to a balance, subtract from a balance or enter a credit to an account
balance through the adjustment screen.

To make adjustments to any of the account balances, you must first select a customer. To select a customer using
the site map, position the mouse over the customer’s unit, right click and select Adjustment from the list; this will
take you to the Account Adjustment screen. An alternative to locating the customer is using the Activities pull
down menu, to do this click on the Activities pull down menu and select Make Adjustment. Locate the
unit/customer from the Adjustment Account Selection dialog box. Once the customer has been highlighted, click
on the Select button and this will take you to the Account Adjustment screen.

To make an adjustment, determine the balance to be adjusted (left column) and enter that amount of adjustment into
the adjustment field (middle column). Entering a number that is preceded with a minus sign (-10) will credit (reduce)
the current balance by the amount entered in to the adjustment field; numbers entered as a credit will be displayed in
the adjustment field in parentheses. Entering a whole number will charge (add to) the current balance by the amount
entered in to the adjustment field.

Storage Commander can be configured to require an explanation to be entered before the adjustment can be
completed.
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In the example below, an adjustment was made to reduce the rent balance from $80.00 to $75.00

i e D The Explanation box allows notes
The Current Balance column of any length to be added to the
shows what the balances are ,A,ccount.Adlustment l l adjustment, and will be included
prior to any adjustments. in the Adjustment report.

(Crvert Balarwe Sutprired temw Smarce
The Adjustment column is Rert: [ e | wmo [ IS0 Ewlrates The Account Information por[ion
where you enter adjustments o T T T i L 1 of the Account Adjustment screen
for each balance. Ow | wew | wiw [ 8800 porth ol charge displays specific information
e U M mm about the customers account.

The new balance column Rt Tan e em | em
shows the result of the e 1ma 0o nE.m
adjustment. [ we | B [T

Ciegsl Cie mm | s 40

aam .

Rantdl [

Batn: |

Foet B

P

Note: Any adjustments that are made will be recorded in the Adjustment report with the login id of the user who
made the adjustment. Storage Commander can also be configured to require an explanation to be entered prior to
completing the adjustment.

3.4.1 DRIVER LICENSE READER

If your state driver license has a magnetic strip on the back of the license and the state conforms to the AAMVA
national standards, you can fill in the customer information by swiping the license through the optional card reader
supplied by Empower Software Technologies.

To use the driver license scanner, click on the Scan Driver License button located in the Customer Info screen, to
activate the scanner. Slide the driver license through the reader, the customer’s name, address and driver license
number will appear in the customer information screen. If the scan was not successful, click the Retry button and
swipe the card again.

x|| When you click Next, Storage Commander will

automatically search for past occupancy based

An existing customer has been found with a matching Driver Licenzse or Social Securnity

Mumber. Click "Select” to use the existing customer or "Cancel” ta use the information you on the driver’s IICCI’IS.C and/or the sogal Securlty
just entered. number. Ifa match is found, this window will
— appear and allow you to select their previous
I ame I 5.5, Mumber | DL Number | Active LInltsI Phone account to fill in the rest of the information
Smith, Joe 123-456789 A4, 874, 415 [ :

- If you are not sure if this is the same customer,
you can click on Details... to view their
previous account history and information
including notes, photos, and transactions.

4]

- To choose this customer account, simply
Cancel | highlight it and click on the Select button.
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3.5 REVERSING A TRANSACTIONS

Storage Commander allows a user who has the proper security authorization to reverse payment or move in
transactions. Once the transaction has been reversed, financial reports, such as the Payment Activity and Deposit
reports, will be adjusted to remove the transaction from the reports. If the reversed transaction was made against a
payment that was processed through a customers account, the reversed payment will be logged in the customers
Transaction History as an offsetting entry, and also in the Reversed Transactions report. Payment transactions that
are made outside a customer account; Such as Merchandise payments and payments made through Other Income,
can also be reversed and will be listed in the Reversed Transactions report.

3.51 REVERSING A TRANSACTION THROUGH A CUSTOMER ACCOUNT

Using the Site-Map, Customer or Unit button on the toolbar, or by selecting Account History from the Activities
pull down menu, open the customer’s Transaction History. Select the transaction to be reversed (Move-In or
Payment) and click on the Activities button. Select Reverse Transaction. Storage Commander will display a
warning message informing you that once a transaction has been reversed it cannot be reversed again. Selecting Yes
will complete the reversal of the highlighted transaction. Selecting No will return to the Transaction History screen.

o - N
Transaction History IEﬂd_hJ
Transaction History Customer Name: Downey, Dave
Date Type Charges Credits | Begin ... | Ending ... | Userid -
01/03/2013 Rent Charge 80.00 0.00 0.00 80.00 ADMIN
01/12/2013 Step 1 - Late Notice 10.00 0.00 80.00 50.00 ADMIN
01/13/2013  Step 2 - Preliminary Lien 25.00 0.00 90.00 11500 ADMIN
01/19/2013 Step 3 - Notice of Lien Sale 35.00 000 11500 15000 ADMIN £
01/29/2013 Step 4 - Notice of Sale 50.00 000 15000 200.00 ADMIN
01/30/2013 Payment 0.00 000 20000 20000
Cash DOD 20000  200.00 0.00 -

™ Dont Show Maintenance Transactions

Print Receipt =

) Next Bill Paid Thu Unit Balance:
Transaction Summary 02022013 01/01/2013 200.00
Tt e ) 02/02/2013  01/01/2013 200.00

Reverse Transaction k

Done | Cancel

3.5.2 REVERSING NON-TENANT TRANSACTIONS

Payment transactions made to not-tenants through merchandise sales and Other Income, can be reversed by clicking
on the Activities pull down menu and selecting Non-Tenant Transactions. From the

NOTE: Transactions cannot be reversed after End Of Day has been run for the day the transaction was made.

3.6 CHANGE A UNITS BILLING

Changing a customer current billing plan to another plan that has previously been set up within Storage Commander
is a quick and easy operation. Open the Change Billing Info screen by positioning the mouse pointer over the
customer’s unit, click on the right mouse button and select Change Billing from the list. You may also click on the
Activities pull down menu, select Change A Unit’s Billing from the list and locate the customer/unit.
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From the Change Billing Info screen, click on the down arrow to the left of the Payment Plans list box to display a
list of all payment plans. Select the payment plan to which the customer has requested to be moved to. Add any
recurring fees or discounts that may be assessed against this new payment plan by clicking on the down arrow to the
right of the Fee / Discounts / Insurance list box.

Change Billing Info =y

To assign the customer
to a different Billing Plan,
Add any recurring fees, click on the down arrow

senco] discounts, or insurance and select the plan
| such as Sales Tax,
Current Until: Next Billing:

Invoice Fees, Senior
02r21/2m3| | 02/2srema| |simaiian

Customer Name: FILLOW, FRANK F.

To add new Fees, - Selected Uni)

Discounts or Insurance e
click on the down arrow Koriy

and select the item from Mord
the list

Fixed

~ Fees / Discounts / Insurance

Fees & Discounts: [§1.00 Invoics Fee Dekeie
Unit | Fee/Discount | Amourt | Fro Amourt | First Morth | Start Date | Egp Date |
D13 Senior Discount 1000 000 -10.00
D19 3 Morth Pre-Pay Spe. -12.00 000 -12.00 20130222 20130521
D19 §1.00 Invoice Fee 0.00 0.00 0.00

cBock [ P | cancel

Click on the Finish button to complete the operation.

The new payment plan and any new fees or discounts will go into effect when the customer makes the next rent
payment.

3.7 RATE CHANGE

Storage Commander allows managers to increase or decrease rental rates quickly and easily. Rate changes can be
designed to affect the entire facility, specific unit Sizes, specific unit Types (such as XXXXX controlled units) Units
in selected Locations, Units in selected Buildings, or even rate changes that will effect specific Customers.

x| Multiple rate changes can be set up to occur on the
Match Based On... Change Amount To... same date or spread out over different start dates.
Sire Iﬁ Amount " Percent [10.00 = 10%)
=l F : e .
0,00 ¥ neiease, €1 Deciease Rate change letters can be selected to print ‘x’
Ao lﬁ ™| Riound to nearest doflar. .
- (Base Monthly Fale] (5 e Amount number of days prior to the selected rate change.
’ @ -
Ruidng | M The rate change itself can be configured as a
Tupe: | Nottosioeed | 5000 Percentage increase or decrease, Add to or
[ MovalnDate & At [ovmn] | Etectvenae [@raor]] Subtract from the current rate or a completely
: Hefiie i e — New rate.
[~ LastCharge Hier I[m;z,/gunn " Prorate Pre-Paid Accournts
(‘: Refore & Mot Until Nes! Eiling Period Rate changes can be configured so that they only
. Highs . .
I ConentRae: | 9 | B0} - Nolice Ta Customer———————————————— affect customers who moved in prior to or after a
Fiint Nali : :
- camsailie o I Eint oncel_m o certain date, who are above or below a specific rate
| 02A2420 Copies: - .
™ Dy Acply To "valable” Unis et i et s or not to allow the rate increase to exceed a
- - : specific “cap” rate
Schedule Change... Show Pending Process Pending Pending R ate Change Qa_faull
= g Changes.. Changes How. .. Change Report... Price Per Size..

Rate Changes are setup from the Maintenance|Rate Change pull down menu.

The Rate Change dialog box is where you will define the parameters of the rate change and schedule for the rate
change to take effect. This is also where you can access the default rates for the unit sizes. Anytime you do a rate
change to increase the overall rates for a particular size, you will want to change the default rate so that when units
become available they will have the new rate.

Listed below are detailed descriptions of each of the parameters available for rate changes:

Size: Click on the down arrow to select a specific unit size to be used in the rate change.
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Location:
Building:

Type:
Move In Date:

Last Change:

Current Rate:

Selected Units:

Only Apply To
“Available” Units:

Click on the down arrow to select a specific Location to be used in the rate change.
Click on the down arrow to select a specific Building to be used in the rate change.
Click on the down arrow to select a specific unit Type to be used in the rate change.

Limits the rate change to those customers who moved in before or after the date entered into
the Move In Date field

To use this parameter; Place a check mark in the Move In Date box and enter a date in the
date field, select “Before” for customers that moved in before the date indicated in the date
field or “After” for customers that moved in affer the date indicated in the date field.

Limits the rate change to affect only customers who’s last rate change was before or after the
date indicated in the Last Change date field.

Sets the rate change to affect customers who are “Higher” or “Lower” the amount entered into
the Current Rate field.

Allows you to select individual customers from a list to receive a rate change.
Note: Selecting individual customer does not require nor will it use any of the parameters listed above.

Limits rate change to Available “unoccupied” units.

The previous section described the parameters used in the selection process of a rate change; the following section
describes the process used entering the new rental rate and when the new rate will come into affect.

Amount:

Percent:

New Amount:
Add Amount:
Subtract Amount:

Not To Exceed:

Effective Date:
‘When To Apply:

Notice To Customer:

Enter the amount of the rate change.
Note: With the exception of “New Amount” selection, all rate changes will be calculated based on the
current unit rate of each individual unit.

The number entered into the Amount field will be percentage Increase or Decrease from the
base monthly rate. This parameter can also be set to round to the nearest dollar.

Replaces the current rental rate with the rate entered into the Amount field.
Adds the number entered into the Amount field to the current rental rate.
Subtracts the number entered into the Amount field from the current rental rate.

Enter the maximum rental rate here. Storage Commander will automatically adjust the rate
increase on a unit-by-unit bases if the scheduled rate increase exceeds the amount entered in
this field.

Enter the date the rate change is to take affect.

There are two ways rate changes can be applied to a customers account:

Prorate on Pre-Paid Accounts: causes the rate change to be applied to customers who
have paid in advance (or through) the effective date of the rate change. Storage Commander
will calculate the prorated difference between the months the customer has pre-paid beyond
the date the new rental rate was applied, the result will be applied to the customers account
as rent due. Since the customer pre-paid the account, the paid through date and next due
dates were moved up; the prorated rent that is now due as a result of the rate change will not
cause the customer to enter a late step, but it will be applied to the customers next rent
payment.

Not Until Next Billing Period: The rate change will not be applied to customer’s accounts
until their next billing period, even if the next billing period is after the effective date of the
rate change.

To allow Storage Commander to automatically print rate change notices to customers that
will be included in a scheduled rate change, place a check mark in the Print Notice check
box. When Storage Commander has detected that this option has been selected, it will
enable the Date To Print date field, enter the date (generally 30 days prior to the Effective
Date) and enter the number of copies to print.
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When the rate change set up is completed, click on the Schedule Change button bar to enter the rate change into the
scheduler. At this point, you can set up another rate change and schedule it to occur at another time.

Click on the Show Pending Changes to view all rate changes that have been entered into the scheduler.

Clicking on the Process Pending Changes Now, will cause all rate changes that are scheduled to be implemented at
the close of day (End Of Day) to be processed immediately.

Click on the Done button bar to exit (close) the Rate Change window.

3.7.1 RATE CHANGE PREVIEW

To preview who the rate change will affect and to see how the rate change will affect the facility’s financials, go to
the Reports pull down menu and select Units/Pending Rate Changes. This will display a report that will list all
customers effected by the rate change, their old rate, new rate, unit number and size.

At the top of the report you will find a summary of all the parameters that were used in the rate change. At the
bottom of the report are the totals of the old rate, new rate and net change.

3.8 E-MAIL AcTIVITIES CONTROL PANEL

As emails are processed the result of the email attempt is entered into the E-Mail log. This log will display all e-
mail attempts over a selected period of time, and will indicate if the e-mail was successfully sent or if it failed. In
addition the E-Mail log will list the date the e-mail attempt was made, storage customers name, unit number, name
of the document that was e-mailed, if it was sent successfully or not, the e-mail address of the intended recipient,
and the response we received back from the recipients e-mail server.

E-Mail Log =

Send E-Mail? [ Date [ Customer ‘ Unit | Document Name | Sent | E-mail Address | Response -
O nAa/2mz Hospital of University of ... 1411 Invoice: Yes marcus@storagecomma...  Successful
O 10/418/202 Clarke, Valhurd 1412 Invoice Yes marcus@storagecomma...  Successful
O nAs8/2mz2 Lavender. Ronald 1418 Invoice Yes marcus@storagecomma...  Successful
O 1041872012 Cohn, Kenneth 1811 Irwoice Yes marcus@storagecomma.. Successful
O 1041872012 Stockley, Regina 3006 Invoice Yes marcus@storagecomma...  Successful
O 1041872012 Mohamed, Makadj 3048 Irwoice Yes marcus@storagecomma...  Successful
O 1041872012 Machayo, Patrick 3062 Irwoice Yes marcus@storagecomma...  Successful =
[:I 10/24/2M2 MALACHI, JERVONDA 1308 Invoice Yes marcus@storagecomma.. Successful
0MA17/203 Smith, Tom 17 Payment Mo tom@storagecommander...  Eror with sending data.
01A7/203 Power, Jeft 118 Payment Mo ieff@storagecommander....  Eror with connecting server. -
< m 3

| View Document ‘ ‘Ehange E-Mail Addressl | Check &ll H Uncheck AIIH Send Checked ltems How ‘

Show Sent E-mails Filter by Date: | 10/01/2012] ...} to | 01/30/20M3]... I

3.8.1 SHow E-MAIL

To display a list of e-mail documents, enter a date range into the start date and end date fields. The e-mail log will
display all documents that failed to e-mail within the date range. To see all documents (failed and successful) click
on the Show Sent E-Mails check box.

3.8.2 VIEw E-MAIL DOCUMENTS

To view the document of an attempted e-mail, select the customer and click on the View Document button.

3.8.3 CHANGE E-MAIL ADDRESS

To change an e-mail address, select the customer and click on the Change E-Mail Address button. Enter the new e-
mail address and click on the OK button to save the new e-mail address.

3.8.4 RE-SEND AN E-MAIL

Click on the check box in the Send E-Mail column for the customer you are attempting to re-send the e-mail to.
Click on the Send Checked Items Now button to re-send e-mails to all selected customers.

57



Storage Commander User Manual

3.9 UNIT MAINTENANCE

Unit Maintenance is where physical adjustments to a unit are made changing the size of a unit. For example, Unit
Maintenance is also where customer specific data can be modified. For instance, move in and payment dates can be
changed here.

To open the Unit Maintenance dialog box, click on the Maintenance pull down menu and select Units.

Enter the unit number in the Unit Number field. Note: Always verify the customer name with the name in the Customer
Name field, or if changes are being made to an available unit verify that the Customer Name field is blank and that Available is
in the Available Status field.

Storage Commander
Units  Unit Size
Unit Maintenance Customer Name: [CONNER, PHILL
Urit Hurber Size Diascripticn:
A1 e BT - [Esterice
Rent Type Buidireg:
$45.00 [ Stovage Uni -] n o]
Locabon: Squaie Feet Buvsilable State: Date Enbeiad
| % [Rented =1 |
Labe Stahis Diate Enbeied:
e Ir Dnabe .
Deposit: | 30000 : =
08/19/2009 ... s | Pre-Lisn =] [11/2872008
Rzt Dabe:
Paid Thiaught Rent Due | $45.00 - fevet To Ladido
elaull Rate
111K .
162008 .} FessDue: [$35.00 ,
Nawt Biling = Wak Thioughe: [1
12/17/2009 | Inswance: | $0.00
- Pap On Day: IT'% ™ Mobie
Sechaculed Other Dwe: | 30,00
—
M orve-Out Dabe: I” Derwheccess [ Ovelocked
Sales T j0u00
" ™ MolateCharges  GateLocat [ 0[]
Tokal Dhaa: '
[This Lingg) | $80.00 H Holas
Explanation of Changes: i
‘ Save Drare |

Make whichever changes are necessary to the unit/customer. Once all changes have been completed, click on Save.
If you have selected the checkbox requiring explanations in Maintenance | Program Setup | Adjustments, then
any changes that you make here will require an explanation to be entered at the bottom in the Explanation of
Changes field. The explanations that are entered will show up in the transaction summary for the unit. If additional
units/customers need to be modified, enter the next unit number into the Unit Number field and repeat. When the
changes for all units/customers have been completed, click on Save and then on Done. This will return you to the
Storage Commander main screen.

A detailed description of all fields in the Unit Maintenance dialog box are listed below:

Unit Number: Enter the unit number of the unit/customer to be modified here.

Size: The size of the selected unit is displayed here. Click on the down arrow to view a list of

all available unit sizes. Select the new unit size from this list.

Note: Selecting a new unit size will change the size of the selected unit on the Site Map. If the new size is not listed in the
available sizes list, you can create the new size by going to Maintenance/Program Setup/Unit Sizes. See section Create Units
for more information.

Description: This field shows the description of the unit (a unit description was made when the unit
was initially created).
Rent: The rental rate for this unit is shown here. Initially, this rate is taken from the master rate

table stored in the unit size database. If you make a change to the rental rate here, the
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Type:

Building:

Location:

Square Feet:

Available Status:

Move In Date:

Paid Through:

Next Billing:

Scheduled Move Out:

Late Status:

Walk Through:

Pay On Day:

Overlocked:

No Late Charges:

Notes:

Explanation of Changes:

59

customer assigned to this unit will be charged rent based on the new amount; however,
when the unit is vacated, its rate will return to the rate stored in the master rate table.

This field shows the Unit Type. Click on the down arrow to select a different type for this
unit.

This shows the building that the unit was originally assigned to. Click on the down arrow
to reassign the unit to a different building.

This field shows the Location of the unit (a unit Location was made when the unit was
initially created).

Indicates the square footage of the unit based on the unit size (unit width x depth).

Used to set the rent status of the unit. Available choices are: Available, unit can be
rented. Rented, unit is currently rented. Reserved ,unit has been reserved to a customer
in the waiting list. Unavailable, unit cannot be rented.

Shows the date of the original move in. This date can be modified, if necessary, by
entering the new date into the move in date field or by clicking on the calendar control
button and selecting the move in date from the calendar.

Shows the paid through (last paid up date) of the customer assigned to this unit. Changing
this date will cause Storage Commander to re-calculate the customer late status the next
time end of day is run. This may result in additional late fees to be applied to the
customer account.

This shows the next time Storage Commander will assess rent to this unit.

Unless End Of Day has not been run, this date will always be in the future. If this date is
moved back in time Storage Commander will re-asses rent one billing cycle each time
EOD is run until the Next Billing date is moved one billing cycle into the future.

If a Scheduled Move Out has been entered for the customer, the date of the scheduled
move out will be shown here. Note: Using the Calendar will also show Scheduled Move Outs.

Shows the current late status of the unit as determined by the customers Paid Through
date. Note: changing the late status without making an appropriate change to the paid
through date will cause the customers late status to be re-evaluated on the next EOD,
which may result in additional late fees being applied to the account.

Shows the current walk through order of the unit. Changing the Walk Through number
will cause the unit to change its order in the Walk Through report.

Only used with anniversary billing plans. Storage Commander uses the calendar day that
is entered in this field as the day it will asses rent to this unit, regardless of the day
indicated in the Next Billing date.

Clicking on Overlocked places a check mark in the check box and sends a lockout
command to the gate security system for this unit. If a check mark is in the check box,
clicking on it will remove the check mark and send an unlock command to the gate
security system.

Placing a check mark in No Late Charges will prevent this unit/customer from ever
entering or being charged for a late step.

Clicking on the Notes button bar allows notes about the unit to be entered into the
system. Unit notes are unit specific and will remain with the unit regardless of the
customer currently occupying the unit.

Enter an explanation of whatever changes have been made here.
Note; Storage Commander can be set-up to require an explanation of any changes before
the changes can take effect.
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3.10 CHARGING A FEE

This screen will allow you to charge a fee to a unitat any [T em e ]
time without taking a payment.

To use it, go to Activities | Charge A Fee and sclect the e o MR MOEL. S ——
unit you would like to charge a fee to. Click Next and it - —— :
will take you to the screen on the right. Select the fee you too BT E B
would like to apply to this account from the Fees drop : ﬁj?ﬁ“ s | wm
down list and click Finish. e i f [ mm
) T8 T s3I0
R Bm
Towk [ =@

3.11 OTHER INCOME

This screen will allow you to take payments on x|
inactive customers as well as items like soft
drinks. Go to Activities | Other Income to get Other Income
to the following screen: ~ Customer

. . | Honlustomer
Here you will select whether or not it is fora ————§ ~ "~ [
customer. _v
If it is for a customer, click on the Select button —
to bring up the customer list and choose the —
customer. Rent: | $0.00
Enter the amount of the income. Ifitisa Pt Tox | —
payment on an inactive account, enter the e | e
appropriate amounts into the rent, fees, etc. Isaarce: | S

Sales Tax: IW

If it is something else, enter the amount into the L Deseiphon:
Other field. 0| i
The Description field will activate and you can

enter the description of what you are receiving _—4+—
income for.

Click Next and it will take you to the standard T e =
payment screen where you can select what form
of payment you received.
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3.12 LINKING UNITS

Linking units in Storage Commander has never been easier. Go to Maintenance | Program Setup | Link Unit to
bring up the following screen:

Highlight the unit that will be
the primary unit and click on
Select. This will move that

Use this feature ta "link" multiple rented units to one customer.
Select the Primary unit first, then addtional units ta link ta the:

Rented primary unit
unit into the Primary Unit T =
field. BROUGHTON, CATHY
BROWM & SUE SCHROER, K4 Frimary Unit:
. - . Select l—y—
To pick a new primary unit, \—W&I 32 BRIV DONALD L Additional list box shows all
click the Clear button and the BROWN. RODNE' | units the will be linked to the
unit will be moved back into BRUNSON, JOHN Additional Pri Unit. T
the list v ErieNBLAR SIAMIE IREY. 538 BROWN, MART rimary Lnit. 10 remove a
- g::rég:ﬁﬂgg&s 21 BROWN, MARY unit from the list of units to be
. S . 29 EROWN, ERIN i ighlight i i
Highlight the unit/units you BB - 24 BRON, ERICA linked, highlight it and click on
would like to link to it. and BURCIAGALEW MASONAY I the <<Remove button.
C g BURGESS. JAMES << Remove
click on Add. BURRELL, EVELYN
BURRIS, SEAN
BURRIS, SEAN

BUSCH, STEVE
BIICH REKIE

B A —

Link Units
Cancel

When you have completed selecting the units you would like to link together, simply click on the Link Units
button.

Selecting multiple units during a move in will also cause all selected units to be linked together.

Special Note: Customer, Alt customer & Employer data of the unit/s that have been added to the Additional list box will be overwritten with the
data from the Primary unit.

3.13 UNLINKING UNITS

To unlink units and re-assign them to individual customers, follow the steps listed below:

Storage Commander J

Units  Unit Size

Unit Maintenance Customer Name: [CONNER. PHILL
Uit Humber - Sz - Desciiption:
[ -] [s%5 =] [Eterior
Rent: Type Buiding:
$45.00 | Stowage Uni =l e =]
Location: Squaie Faet Awailable Stabs Date Enlsiad
[ [ Rented =l Lo
Labe Status: Date Enberad
%D Depesit, |$0.00 FreLen =] [N7zerz009
Paid Thioughe RentiDue [$45.00 - Rerst To fevetbale
- 4 elaull Fate
1/16/2009 .| Fees Due ’W
New Biling. | e Wk Thicugh: [0
1217/2009 [... ARLLACYS. -
PapOnD Il: r
S Dther Duec | $0.00 AURLE | Mo
MoveOu Date: = ™ Demphceess [ Dveilocked
'7 eLAEE Ll I™ NoLate Charges  GateLocat [ gf2]
Total Dua: '
[This Lirat) | $60.00 1 -
Explanation of Chanpgeas [
Save | [Drane
1. From the Maintenance pull down menu, select Units
2. Select the unit to be unlinked form the Unit Number drop down edit field.
3. Write down the Paid Through date, Next Billing date, Move-In date, and all cash balances such as Deposit,
Rent, Fees, Insurance, Tax etc... that have been posted to the account.
4. Next change the Available Status field from Rented to Available.
5. If you have set Storage Commander to require an explanation of any changes, enter the explanation in

the Explanation of Changes note box and click on the Save and Done buttons. At this point, the unit is
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10.

11.

12.

now un-linked from the master account.

To complete the re-assignment of this storage unit go to the Maintenance > Program Setup > Setup

Existing Customer drop down menu.

Select the unit that you just un-linked and made available. Click on the Next button to proceed to the

next step.

E
Select All Unit(s) For The Customer

Avaiable Unis,

[sze [ Status [ Rent [ Desc =]
10%20 Avalable 8000 Exeror
10x20 Avaiable 8000 Besor
10x20 Avaicble 8000 Befor
10x20 Avaiable Ederor
10x20 Avaiable 8000 Befor
10x20 Avaiable 8000 Besor J

sXs
10X20 Avaible 80.00 [

The Setup Billing Info dialog box should now visible.
Verify the Payment Plan and change if necessary. If the
customer was receiving any recurring discounts or being
charged any recurring fees, they should be displayed in the
Fee / Discounts list box. Also, if a one time fee and/or
discount needs to be added to the account you may select
them by opening the Fee / Discount list box and selecting

Adjustrnents
Unit Sizes
Tnauranze.
Resquite el

the

appropriate fee or discount from the list.

Click on the Next button to advance to the Unit Information
section.

The Assign Unit Information screen is where you will enter
the Paid Through date, Next Billing date, Move-In date, and all
cash balances such as Deposit, Rent, Fees, Insurance, & Tax
balances that you recorded in step 3. You should also verify
that the Late and Overlocked status are correct. If you have
configured Storage Commander to require an explanation for
any changes, you must enter the explanation in the Unit Notes
note box. Click on the Next button to proceed to the
Customer Information screen.

| Assign unit Information

Unit Information
Unit Size: Late Status:

I e rra—

Credit Carde / ACH

Adtional Leger,.

Marketing Survey

Type Location Bulding
[Siormge Uit [ [ L Gttt
I~ No Late Charges
Base Morthy Rate: Uit Notes:
,—L Degost
$45.00 Depost  [so00 =
Move In Date:
10/18/2004 Rent Due: [$45.00
Pad Through Fees Due: | 13000
1772004
Insurance: $0.00
Ned Biling SalesTax [s000
12/18/2004
Totel Due:
7500 hd
Fayonay: [ O (s thw) |° .
<Back = Cancel

Setup Billing Info

In the Customer Information screen, enter the customer’s
name, address and any other information as needed.
Click on the next button to proceed through the Alternate

e(ame,—

- Selected Unitls)

Payment Plan
FM_ ,Hﬂ o =

and Employer information screens to record additional o
information as needed' o I;::r? ;::\:’:Lerusags I A’;;ul;'l‘)l Add any recurring
7 Serior Discourt 1000 fees and discounts,
. . . . h as Sales Tax,
The Notes screen is the final screen in the un-linking E;lzi::F(:es,s senlor
<« _;I iscounts...

process. This is where you can enter any notes or alerts

Delete.

pertaining to the unlink process that you have just

<Back Next >

Cancel

completed.

Repeat the above process if you have other units that need to be unlinked.
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4 Fingerprint Scanner Option

4.1 FINGERPRINT SCANNER

Fingerprint scanning provides an entirely new level of security for self storage owners, management staff and their
customers. It also provides a level of convenience currently unmatched in the self storage industry.

With the implementation of fingerprint scanning within Storage Commander, locating a customer’s account is as
simple as placing their finger on the scanner, Storage Commander automatically verifies the fingerprint with the
fingerprint on file and locates the customers account. From the customer account, payments can be made, financial
adjustments can be processed or the customers personnel data can be verified or changed.

Site managers can easily log into Storage Commander through the fingerprint scanner. Since the login process is
quick and easy, Storage Commander can be configured to require login for specific functions, such as:

-Move-In -Transfers

-Move Out -Returned Checks
-Payments -Change a Units Billing
-Adjustments -Charge a Fee

-Reverse Transactions -Other Income

Requiring managers to login to for the above transaction types insures that each management transaction is recorded
to the manager responsible for the transaction.

4.1.1 INSTALLING THE FINGERPRINT SCANNER OPTION

Storage Commander version 4.3.9d or newer is required in order to use the fingerprint scanner option. If you are
running an older version of Storage Commander please contact our sales department to obtain an update.

Insert the fingerprint option CD into the CD drive. If your drive is configured to auto detect a new CD insertion, the
instillation process will start automatically. Click on the “OK” button to install the fingerprint scanning option.

If the instillation disk does not start automatically, use Windows Explorer to navigate to the CD ROM drive
containing the fingerprint scanning installation program. Click on “SETUP” to initiate the installation of the
fingerprint scanning option.

4.1.2 REGISTERING MANAGERS FINGERPRINTS

To record a managers fingerprint go to the Maintenance | Security pull down menu option. Enter the new
managers name, id & password or select an existing manager from the “Users” pull down list box.

1D

U
fov Add User
Bemove
Password

= Duplicate.

@ Show Sereens  Show Feports Setup Fingerprint

Screens / Reports

[#]waive Fees during payments. j]

Reports | Report Groups
Reports | Letters | Invoice,/MNotice
Open an existing facility
Maintenance | Units
Maintenance | Systern Setup
Maintenance | Security

Maintenance | Rate Change SelectAll
Maintenance | Program Setup | Unit Sizes

Maintenance | Program Setup | Setup Existing Customers Clear Selection
Maintenance | Program Setup | Rieset Gate Interface

Maintenance | Program Setup | Required Fields
v

e | Pl o ioen | ot
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When the user has been selected, click on the “Setup Fingerprint” button. When the “Setup Fingerprint” dialog
box appears click on the “Start Registration” button to start the scanning process.
Four scans of the same finger must be made in order to register the fingerprint.

Operation completed.

|
l'} Fingerprint registration complats!

Stert Registratian

Please note: We recommend using the index finger or thumb for identification.

After a fingerprint has been registered, a message box will appear requesting that you click on the OK button to
complete the scanning portion of the registration process. Select one of the four fingerprint pictures that will be
used in USER/MANAGER SECURITY screen by clicking on the radio button under the fingerprint picture. Click on OK to
complete the registration process.

Each time Storage Commander requires a login, the manager simply places their finger on the scanner to complete
the login process.

4.1.3 REGISTERING CUSTOMER FINGERPRINTS

Please note that the same finger must be used during the registration process and that more than one person can have
their fingerprint added to the account during the move-in process. The alternate or any additional people whom the
tenet authorizes can have their fingerprints added to the tenets account during the move-in process, or at a latter date.
Also note that individuals can be removed from the customers account at any time.

REGISTERING FINGERPRINTS DURING MOVE-IN

After completing the CUSTOMER INFORMATION and PHOTO screens, Storage Commander will display the fingerprint
screen. To add a fingerprint, click on the Add Fingerprint button, enter the name of the person you will be taking
the fingerprint from and click on the OK button or click on the Cancel button to return to the fingerprint screen
without entering a name.

After a name has been entered and the OK button has been clicked, the “Setup Fingerprint” screen will be displayed.
Click on the “Start Registration” button and wait until the “Place your finger on the sensor” message is
displayed. At this point, the customer will need to place the finger that will be used during the registration process
and for accessing the customers account on the sensor pad. A total of four scans will be needed to register the
fingerprint to the account. If, during the fingerprint registration process one of the scans is unreadable, an error
message “FINGERPRINT NOT ACCEPTED, PLEASE TRY AGAIN.” will be displayed. Click on the “OK” button to restart the
fingerprint registration scans again.

Repeat this for each person whose fingerprint is to be registered to this account.

REGISTERING FINGERPRINTS TO AN EXISTING ACCOUNT

Locate the customer that you will be adding a fingerprint to. Once the customer has been located, click on the
“Details” tab to enter the “UNIT/CUSTOMER INFORMATION” screen. Select the “Fingerprint” tab to enter the fingerprint
screen. Ifthe customer has existing fingerprints on file they will be listed in the “Fingerprints on file” list box
along with a picture of their fingerprint. To add a new fingerprint to the customers account, click on the “Add
Fingerprint” button to start the fingerprint registration process.

DELETING FINGERPRINTS FROM A CUSTOMERS ACCOUNT

To remove a fingerprint from a customer’s account, locate the customer and click on the “Details” button or tab to
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enter the “UNIT/CuSTOMER INFORMATION” screen. Select the “Fingerprint” tab to enter the fingerprint screen. In the
“Fingerprints on file” list box, locate the fingerprint to be removed and click on the “Delete” button to remove the
fingerprint from the customer’s account.

4.1.4 USING THE FINGERPRINT SCANNER

Site Managers:
Whenever Storage Commander displays the login screen, place the finger that was used during the registration

process on the sensor pad. If the scanner detects a match, the manager will be logged in. If a match is not found a
message “Fingerprint Not Recognized” will be displayed. Click on the “OK” button to clear the message and try
again. If you are still not able to login via the fingerprint scanner, manually type in your password and id to login
and go to the MAINTENANCE | SECURITY screen. Locate your name in the “User” list box to verify that you have a
fingerprint on file. If you do not have a fingerprint on file or if the fingerprint is not working, click on the “Setup
Fingerprint” button to register a new fingerprint.

Customers:

Locating a customer’s account to make a payment, adjustment, move-out, or to just review the customer’s account
can be accomplished quickly and accurately using the fingerprint scanner.

To use the fingerprint scanner all the manager has to do is click on the “Scan Finger” button when making a
payment, adjusting an account, moving a customer out, transferring a customer, or locating a customers account
while in the customer list screen. When the “Get Fingerprint” screen is displayed, ask the customer to place their
finger on the sensor pad. If the fingerprint scanner finds a match, the requested action will be initiated. If the
scanner does not find a match, the message “Unable to find customer fingerprint” will be displayed; if this
happens, ask the customer to use the same finger that was used during the fingerprint registration process and try
again.

** Finger print scanner tips:

To ensure best results- Please hold finger down on scanner for 2-3 seconds.

When cleaning scanner, use a piece of scotch tape to remove any grease or dirt build up. Do not use any form of
liquid cleaners as this may cause damage to scanner membrane.

4.1.5 VERIFYING FINGERPRINTS

The Storage Commander fingerprint scanner option allows the manager to quickly verify all fingerprints that have
been registered to a customers account.

To verify a fingerprint, go to the customer list either by clicking the customer button i in the tool bar or by
selecting “Customers” from the “LisT” pull down menu. When the customer list is displayed, locate the customer
that requires fingerprint verification and click on the “Details” button to access the “Customer Information” screen.
Click on the “Fingerprint” tab located along the top of the customer information screen, this will open the
Fingerprint display screen. In the “Fingerprints on file” list box, click on the name of the person requiring

Customer | Allmste | Emplaye | Notes | Commaris | Phots | Transacion History Fingerpin | Unit amaon

Customner Name

Fingerprint

Fingerprints on s

&=

fingerprint verification. With the person’s name highlighted, click on the “Verify Customer” button and ask the
person to place their finger on the sensor pad. If the fingerprint matches with the fingerprint on file, a message
“Fingerprint Matched” will be displayed. If a match is not found, a “Fingerprint Does Not Match” message will
be displayed. If you are unable to obtain a match of the persons fingerprint, verify that the correct person is
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highlighted in the “FINGERPRINTS ON FILE.” If the person you are attempting to verify fingerprints on is highlighted,

ask them to make sure they are using the same finger that was used during the registration process. If they cannot

remember which finger was used, repeat the verification process until a match is found. Continuing to receive a no
match message indicates that there are no fingerprints on file for that person.

4.1.6 CusTOMER DETAIL REPORT

The Customer Detail report has been updated to include the drivers license & fingerprint pictures.

Main Street Storage

1900 Main Street
Lone Pine, CA 93325

Personal Information

Customer Detail

Hame: Smith, Julie Status:  Active
Address: 20050 Box Springs Rd
Permiz, CA 99383.2235 SSH: Bg5.92.8828
Phone: ygnoy gza-zass Drivers Lic: AQ3038Z2%5 Expires: Zz000
Fax: (9Q09) 873-8323
Employer Information
Employer: mMaeh Studios Alternate:  Johnson, Samual
Address: 74497 vine Street Address 40202 0andy Dancer W ay
Hollpwood, CA 90211 Hollywood, CA 90211
Phoner ;2137 330-3030 Phone: (2131034-9393
Fax: Fax:  (243)949.3920
E -nmail: juliesmithi@madcom.com
Access Code: 124476 Timezone: 2 K eypad: 1 Auto Pay: Falze
Notes: Fingerprint: Photo:

25E0/05

Julie calledto askifwe had a larger storage unit, [tald
herthat she was in the largest unit we hawve but if she
needed more storage space we hawe several mone
10x20 units avwailable, in fact we hawve a unit ight next
to hers that we could rent or reserve far her todaw.
Julie told me that she would try to drop by in the next
couple of days to rent the unit.

3H60s

Julie called to tell me that she will be out of country for
atleasttwo months,and asked if she could payher
rent through the intemet. [told herthat we do offer that
service and that all she wauld have to do is lag on ta
ourweb site and enter her unit number and id, and than
enter her credit card number or use the card that we

A4

hawe on file.

Finacial Information

05022005 21:17 T

Unit Paid Through Rent Fees Tax Insur Other Total
b1z 3/26/2005 $160.00 $45.00 $0.00 $0.00 $0.00 $205.00
RE! A/25/2005 $20.00 $25.00 $0.00 $0.00 $0.00 $105.00
$240.00 $70.00 $0.00 $0.00 $0.00 $310.00
Comments
Date Time  UserID Comments

C alled Julie's office to see ifthey could get word to her that we have notreceived any pa
and thatif she does not bring her account currentshe could loze her property.

5122005 4:20:56PM
Vewsiond.20d

trser i TOR Page 1 of 1
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5 Creating & Editing Notices

Any of the notices used in the Storage Commander system can be automatically generated using Crystal Reports
(Crystal Reports offers a quick and easy way to produce notices, but lacks the ability to customize the notice), or if you prefer a
more customized notice, you can use Microsoft Word 2010 or newer to create a totally customized notice utilizing
merge fields to bring in customer and unit specific information into the notice. In addition to notices, you can also
create.

5.1 CREATING NOTICES USING MICROSOFT WORD

Microsoft Word offers a high degree of customization to any of the documents used in Storage Commander. For
example, using Word you can design a custom late notice that includes your logo and font styles. Within the body
of the late notice, you insert merge fields that instruct Storage Commander on where to insert customer and
facility/unit specific information, such as; customer names, addresses, unit number, rent due, fees due and when the
rent must be paid. After you have completed the design of the document you can save it as a master template.

Merge fields are markers placed in the document that will be replaced with the field data connected to the marker.
For example, a merge field such as “{fac name}” will be replaced with the facility name, {rent balance} would be
replaced with the customer current rent balance, {late fee step01} would be replaced with the amount that would be
charged for the first late step. The list of all merge codes can be found in the back of this manual.

If Storage Commander will be run within a network, each workstation that will have access to Storage Commander
must also have Microsoft Word 2010 or newer installed on that workstation. It is also recommended if running
Storage Commander in a network environment to save all Word based notices and contracts to a central location that
all workstation have access to so that all workstation use the same documents.

5.1.1 UsING MERGE FIELDS

As you write the document you can insert merge codes wherever specific information contained in the Storage
Commander database needs to be displayed. The list of merge codes that are available to the document type you are
designing are available in the back of this manual. All merge codes must start and end with the curly bracket {}, for
example; the merge code for inserting the rental rate of the storage unit being rented would be {rate}. The dollar
amount of the units rental rate will replace the merge code ({rate}) wherever this merge code is placed within the
document.

Remember that you can use all of the formatting controls available in Microsoft Word. There are however
restrictions on certain formatting controls supported in Word these restrictions are limited to: Word Tables, Frames
and Text Box. Although you are free to use these formatting controls within the document itself, they cannot
contain merge codes.

An example of a Word document using merge codes is shown on the next page

For detailed information on assigning Word documents within Storage Commander, refer to section 1.25 Setup
Microsoft Word Notices & Documents discussed earlier in this manual.
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Sample Word Document (items in RED indicating merge fields)

{fac namel }

{fac address1}

{fac city}, {fac state} {fac zip}

{fac phonel }

{last}, {first} {middle}
{address1} {address2}

{city}, {state} {zip}

f 1
1date;

Unit:  {unit}
Due Date:
Rental Rate:

Dear {first} {last}:

Late Notice

Previous Balance $ {prev bal}
{paid thru} Fee: ${fee}

${rate} Total Due This Unit: ${unit balance}

On {paid thru} rent was due on unit {unit}. Per your rental agreement, you have been charged a ${fee} late fee.
Please pay the $ {unit balance} balance due immediately to avoid further charges and loss of access to the unit. If
you have already sent the payment in thank you; however, you are still responsible for the late fee. Please include
the ${fee} late fee with your next payment.

If you have any questions please give us a call.

Sincerely,
{fac manager}

Manager
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5.2 CREATING NOTICES USING STORAGE COMMANDER’S LETTER EDITOR

Storage Commander contains standardized notices and other documents that have been pre configured to pull
specific customer and account data into the notice. Although you have complete control over the content of the
letter used in each notice, you cannot change or add customer or account information.

5.2.1 CREATING A NEW NOTICE

To create a new notice using the Storage Commander letter editor, click on Maintenance|Letter Editor and click
on the New button. Enter the name of the notice and click on OK.

After the name of the notice has been entered, start typing in the text of the notice. Remember the text will appear in

the Letter Body section of the notice

Click on the New button, enter a name
for the notice and click on OK

Letter Editor
Lether Mew.,,
Lahe Mahce -
| _I Hemaove
Lether Body
' = - .
Mew Letter
Lasther Tite:
|Late Matice

Enter the text for the notice

Cancal I Dione |
Letter Editor
|Late Mahice L]
Remove

Letter Body
(Wi have nolt necenved the: abowe payment by the: due dabe. Fer pour rental agreement
o b been changed & labe fse Please pay the shove balance due mmedisbely bo
avioid [uither changes and loss of scosss 1o the unil. I you have abeady sent the
paymment pleare inchude the labe fee with your nest papment.
I pous hawe aryp quastions plesse gve us 5 call

—_— \S-rrcaeejy.
—e
I anages

Cancal Dione
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Main Street Storage
1900 Main Street
Lone Pine, CA 93385-
(009) 672-6257

Dave Downey
AR388 Gatewood Street
Perris, CA 99033-

July 08, 2002

Unit:

Due Date:

Dear Dave Downey:

C28

07/242002

Storage Commander User Manual

Late Notice

Past Due:

Rent Due:

Tax Due:

Fees Due:
Total Due:

$80.00
A0.00
$0.00
5.00
$165.00

We have not received the above payment by the due date. Per your rental agreement you have been charged a late fee. Please pay the

above balance due immediately to avoid further changes and loss of access to the unit. [f you have already sent the payment please

include the late fee with your next payment.

If you have any questions please give us a call.

Sincerely,

Manager

Address Section

Not configurable by user.

Customer / Unit data
Not configurable by user.

Letter body

May be modified by user.
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5.3 SET UP EXISTING CUSTOMERS

Set-Up Existing Customers is a highly automated function, which was designed to allow the user to quickly move in
customers during the initial setup of Storage Commander.

In order to take advantage of the automated functions, payment plans (see section 1.4), discount plans (see section

1.5), fee schedules (see section 1.6) and late status (see section 1.7) must have been previously set up within Storage
Commander.

To add existing customers (ones that are currently renting units at the time you are setting up your facility in Storage
Commander), select the Maintenance|Program Setup|Setup Existing Customer menu to display the following

Storage Commander - Select Unit

Avalabie: Urits:

Select All Unit(s) For The Customer

Size Stalus

Desc. -

Aoallable
Auwailable
Aalable
Auwailable
Aailable
duvailable
vailable
dovailable
wailable
sovailable
alable
dovailable
wailable

Exterior
Exterior
Exterior
Exterior
Exterior
Exterior
Exterior
Exterior
Exterior
Exterior
Exterior
Exterior

Exterior =

dialog:

Using the left mouse button, click on the unit the existing customer
is currently renting. Note: If the customer is occupying more than
one unit, hold the Ctrl key down while selecting the customers
multiple units.

B Cancel

When you have selected all of the units currently occupied by the customer, click on the Next button to proceed to
the Setup Billing Info screen.

Setup Billing Info

Custamer Name:

Paymert Plan
Marthiy b

Fees / Discounts:

[105 Disconnt -

Urit |

Fee/Discount | Bmount |

R20

Standard Package $2. 0.00 Add any recurring
fees and discounts,
such as Sales Tax,
Invoice Fees, Senior
Discounts...

Delete

< Back Cancel

Select the payment plan that will be used for this customer.

Select any recurring fees and/or discounts that will be automatically
assessed to this account each billing period. (Such as insurance or sales
tax).

Note that the Customer field will be blank at this stage; you will add
the customer information later.

Click on the Next button to proceed to the Assign Unit Information Window:

[Assign Unit Information

Unil;

E—

Unit Information

Se Lale Status
0% 20 -

Location Building:

[Statage Urit

Base Monthly Rate:

I~ Overlocked
I~ Mo Late Charges

Urit Nates:

[s2000

Move In Date:

Deposit

Boee |50 Z

[0271472003

Paid Thiough

[ Rentbue [s000

Fees Dug; | $0.00

02/14/2003 el I—SD )
Nest Biling e = [som
03/14/2003
Total Due:
$0.00 ~|
PayOnDay | O[3 (Mhislil - |

|

< Back Cancel

First verify that the unit number and rental rate are correct.
Enter the original move in date.

Enter the last Paid Through date of the customer.

Enter the Move In Date.

The day of the Paid Through date must be at least one day earlier than
the day of the Move In date.

(For example: If the Move-In date is 03/12/99 then the paid through
date should be set to xx/11/xx).

Note that the Next Billing date and Late Status are automatically entered by the system.
Storage Commander will automatically assign the Late and Overlocked Status in
accordance with the parameters you entered in the Set-Up Late Status section.

If this customer is not to be assessed late fees even if the unit goes into

a late status, place a check mark in the “No Late Charges.”

Next enter the current balances, if any, for deposit, rent, fees, insurance & sales tax. Keeping in mind that if the
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customers current months rent is now due, it should be included in the rent balance.

The Pay On Day is only used if the customer is on an anniversary payment plan and is used to enter the day of the
month the customer is to charged rent.

If this customer has multiple storage units, use the Unit box to select and set the values for each unit, prior to
proceeding to the next screen.

NOTE: The Next Billing date represents the next time Storage Commander will access a rental charge to this unit.
Even for past due customers, the next payment date must be equal to or greater than today’s date.

It is important to enter the customer’s rent, fees and deposit balances as they currently apply to the customer’s
account. If the data is entered incorrectly, Storage Commander will carry the incorrect balances forward requiring
you to make adjustments to the customer’s account to rectify the errors.

Click on the Next button to continue on to the Customer Information screen:

5.4 CUSTOMER INFO

Enter the information for the customer into the appropriate text field boxes. Use the Tab key to move forward from
field to field of the combination of Shift Tab to move backwards field by field.

Fill in as much information as you have time for, you can always return

Customer
e —— to the Customer Information screen to add data at a later time.
00 I . . .
Lot s Click on the Credit Card button to store the customer’s credit card
Address: ,— . .
—— information.

.
—

it
2

Clicking on the Access Control button allows you to enter the
customer’s gate code into Storage Commander.

Bhore: [ ) AltPhone: [ (1
N o —
S‘SDL 1—,;“2,,,:—H,_ 5| If you would like to link the unit to a customer who has already been
;—El entered into Storage Commander, click on Current Customers... and

T I T select the customer from the list

— If you have customers in the waiting list,.click on the Waiting List
button and select the customer from the list.

5.4.1 ALTERNATE CONTACT

Enter the information for an alternate contact if appropriate. Typically the alternate contact will also receive lien
and pre-lien letters (if selected in Lien Status set-up).

[Altemate

Customer Name: |,
Alternate Contact Information

2 I

Last

Ackress
—
w[ | s
—

Li
Zip.

Bhene:|( ). (PRl )_.

Nates:

Click the Next button to continue on to Employer Information dialog:
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5.4.2 EMPLOYER INFORMATION

Enter the customer’s employer information.

Emploger

Customer Name: |.
Employer Information
Employer
Superisor:
Dept.
Addiess
City: State:
Zip: -
[ [ - F —

< Back Cancel

Setup Billing Info H||
All units that have been
selected for this customer wiTl\ Custamer Mame: [
be listed in the “Select ™S Selected Units)

Unit(s)” list box.
Bl
612

Pricing Options;
Rxi0 oty [

S5x10

Fees £ Discounts:
| Adrnin Fee:

v | Add

Add any recurring

Unit

[ Fee/Discount | Amount | fees and discounts,

such as Sales Tax,
Invoice Fees, Senior
Discounts...

Delete

< Back I Nest > I Cancel

Click the Next button to continue.

Notes that have been entered into the Customer Notes box will be displayed in the unit information section of the

5.4.3 CusToMER NOTES
Notes Customer Name: |

Notes:
H
=

Alatt Message
|
=

< Back I Finish I Cancel

site-map and will also be added into the collection worksheet.

The Notes dialog box is split into two sections: notes where general
notes about the customer, such as the names of individuals who have
been given permission to have access to the customers unit. The
other type are notes detailing conversations made while attempting
to collect past due rent (all notes that are entered into the Notes box will
appear in the collections worksheet).

Alert Messages can also be added to a customers account. Once an
alert message has been attached to a customer account any
transaction activity such as payments move out, will cause the alert
message to be displayed.

After entering a note click the Finish button to add the customer and
associated unit information to the database.
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5.4.4 ASSIGNING MULTIPLE UNITS TO A SINGLE CUSTOMER

To link two or more units to a single customer during set-up of existing customers:

Storage Commander - Select Unit

Select All Unit{s) For The Customer

Awailable Units:
Urit [ Siee [ staus [ Rent [ Dese [
A2 545 Aurailable 45.00 Enteriar
A3 5x5 Available 45.00 Erterior
Ad 615 Available 45.00 Exterior
A5 55 Available 45.00 Exterior b
[k Huh Fyvailable
AT Ax5 Available 45.00 Exterior
Al 61§ Avyailable 45.00 Exteriar
A9 635 Avaiable 45.00 Exteriar

B4 Ex10 Avalshle B5.00 Eteriar
B15 Ex10 Avaishle BE.00 Eteriar
E16 Gx10 Haiable BA.00 Esterior ||

< Bk I Next > I Cancel

From the Select Unit setup window, highlight all of the
units the customer has rented by holding down the Ctrl
key and clicking on each unit. When all units have been
highlighted, click on the Next button to proceed to the
Billing Info setup window.

When the Billing Info window is displayed you will note that all of the units that were assigned to this customer will
be listed in the Selected Unit(s) list box. Click on each unit to set its individual payment plan, reoccurring fee

and/or discount.
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6 Reports

6.1 OVERVIEW

The Storage Commander reporting mechanism is designed to be compatible with a wide array of printers. It also
provides print-preview capability for on-demand reports and automatic printing of reports that can be pre-selected to
print at fixed times (such as end of day, week, month, quarter or year) as part of the end of day processing.

An editing capability is also provided to enable you to modify the text of the letters and/or notices that are sent to
customers.

6.2 SELECTING REPORTS

Click on the Reports pull-down menu to see a list of reports organized by report type. Click on a report type to
open another list of reports covering that report type. Click on an individual report to open the report.

6.3 ENTERING DATE RANGES

Many reports take a from-date and a to-date to allow you to limit the data that goes into a report. There are several
preset date ranges in the date range window. If you want the report to only involve today’s data, then simply click

on Today. If you would like dates that are not preset,
select Other; here you can decide which days to Ed

report. To report a single day, make sure the From - - ———
and To dates are the same. The date range data entry Select The "From™ And "To" Dates

dialogs default to the same date for from- and to- Date Range
dates. Dates can be entered into the date range fields © Toda & Other
either by typing in the date or by clicking on the '
.. . " Marth To Date me:| h2/12/2004.e]
ellipsis (...) button and using the on-screen calendar £ Last Honth
to choose the date. When you click on the ellipsis, the o To:l 021272004 o0
screen to the right appears, allowing you to click on ﬂl

the date you would like to select.

6.4 GRAY BARS

Many reports include alternating gray-shaded bars on the data rows to allow you to distinguish the data from one
row to the next.

Sample Storage Active Customer Status
123 Main St
Anynhers, GA 12395

Paid Deposit Unit
Name Unit Through  Balance  Balance Phone Status
ABBOTT. JASON O 307 01312003 § 1000 % ~ (804)842-0004
ANDERSON, WILLIAM 1217 1213142002 10.00 49.00  (540) 362.4085 Lock Dut
BACA, ROBERT 202 123112002 10.00 GRO0  (540) 9475134 Lock Dut

BAGHETT, KARLA 807 02282003 1000 27.05) (990)208-0727
BALL CYNTHIA 808 014312003 10.00 - (840)@90-2098
Balengee, Greg 315 0143112003 10.00 - (540) 992.4330
Barber, Pamela 518 07/31/2002 10.00 369.00 (540) 297-0381 Sale

6.5 PREVIEW

Most reports that you select from the Reports menu are displayed initially in a preview window. You can use the
preview window to scan through the report, print it, save it to a file or cancel without printing. An example of a
report preview is shown above.
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The preview window is a standard window and can be shrunk, enlarged, or moved about the desktop like other
windows in other programs. You can click and drag on any edge or the title bar, and can click the minimize,
maximize, and go-away buttons in the top right corner of each window. You can also have multiple report windows
open at the same time.

The report preview window has a toolbar at the top that you can use to view and print the report. The left portion of
the toolbar contains arrow controls to allow you to view the various pages of multi-page reports. Clicking on the
zoom field (represented by the 100% default zoom level) allows you to change the zoom level of the report in the

L 10f1 y ¥ om | & & [00x =] Tetskzz  100% 22 of 40

preview window; it does not change the size of the printed report.

Click on the printer icon button to print the report. It will bring up the standard Windows print dialog shown below.
You can also use this to print selected pages of a multi-page report as well as the number of copies.

To close the preview window, click on the Close |z

Close

button on the tool bar..

6.6 EDITING NOTICES & LETTERS Storage Conar ETEEIETT B
There are several letters that are automatically printed by the sk -l

program at the end of certain transactions such as: receipts, late - |

notices, lien notices, returned checks, invoices, rent adjustments LeterBody:

and partial payments. The format of the report is fixed to support R A e e e il
standard Number 9 dual-window envelopes; however, the text of R

the body of the report can be easily edited by you. I souhare st ostons plesce ive s » 2!

Sincersly,

To edit the body text, select the Maintenance|Letter Editor
menu to display the following dialog:

Manager

Select the letter that you want to edit by clicking the arrow in the -
Letter field at the top of the dialog and then clicking on the e
letter’s title. Click in the Letter Body text edit area to position the

cursor at the place you want to begin editing. Type in the text changes and then click the Done button or select a
different letter to edit. Editing is similar to other Windows editing operations; you can insert, delete, and use cut-
and-paste editing.

Note that the signatory line is also considered part of the letter body.

6.7 REPORT GROUPS

Reports can be selected within Storage Commander to print or email as a function of End of Day to cover pre-
selected date ranges such as: end of day, end of week, end of month, end of quarter or end of year. When a report
group is created to cover a certain date range (such as End of Month), Storage Commander will automatically print
all reports contained in the Report Group at the pre-selected time (in this case, at the end of the month). In addition,
Storage Commander will automatically set the date range for all of the reports in the group to match the report group
type which will adjust the reports to include all activity during the last month.
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6.7.1 CREATING A REPORT GROUP

From the Reports pull down menu click on Report Groups

l&mhuﬁm[ﬂm\’mmmw% =[@|n
DU | | i {31 il [ !

‘I-!pﬂl‘tﬂﬂhfi 5 .
Fezent Gazun
sew. | Famw P £ | Fra FE
[orma L |
e T Pt G Selent Bl 0 Wiosh, Dhay
& Dol 4 Drage £ ol O Chuassten Lis £ r
T O Qiwtenk ¢ DO Vew © -' 5
™ ErdDiMon®  © Diabied :
Flepants fn Gaap
[Eopi Tingen ] W |
[ [T S_—,
Ak | Montw F pclty Surmary -?1—]:”
Endvin | MonRy Lind Aty C
Ut | Lt bty T Bl (i, O Rigmmmirw Dhwmebinch. 1
Gereral | Dotrspend Lirds - -
Gerery | Dy Toarmiacton Sumiry —
Sariumire | Pagrert Sty e DD
& Bk EOD
i Bath

This window is divided into two basic sections: 1) Report Groups and 2) Reports In Group.

To add a report group to Storage Commander, click on the New... button in the Report Groups section and the
following window will appear. Give the report group a name. Click on the OK button to save the name and take
you to the next step. You can click on Cancel to return to the Storage Commander Report Groups window.

Next click on a selection within the When To Print Group section. This will determine when Storage Commander
will print the group during the End Of Day operation.

If the End of Week selection was selected,

‘wWhen To Print Gioup Select End OFWesk Day
2:S Shown(;)elo‘ivl’ 3’:;11 ml;‘Stiltell Stl(zrage Erd Of Diap End OF Qusstes o Sundsy - Wadnesday ' Friday
ommander what day of the wee & EndOfwesk S ST i e
constitutes your end of week. Select the End Of Month e F ek ahurday
end of week day by clicking on the == e

appropriate day in the Select End Of Week
Day selection area. Storage Commander will automatically set the date range for the reports to coincide with the
When To Print Group selection.

Now select how you want Storage Commander to generate the reports. You can either have them printed, emailed,
or both by selecting the appropriate Flepait Gioups:
checkbox. Hou

Remerve Pririt / Serd
f r ! ¥ Prirt [ Eddail Setup._. I

If you select email, you will need to Clase of West =
click the Setup... button to enter the e o P Grmt Sebact End O Wik Das
email address you want the reports sent EndOi Day E el O Qlusaited :

to. If'you do not have any emails % EndDiwe
entered yet a screen will open End O
prompting you for an email address.

Sunclay

Erd Of Yeai Marwday

Dmabled | uesday

77



Storage Commander User Manual

Once you click OK, or if you already have email addresses entered, the main setup screen will appear. Click Add...
for each additional email address you wish to have the reports sent to.

If you need to take an email out of the list, highlight the email address and click Remove.

Down below, select the file format you want the reports to be in when they are attached to the emails.

Report Group E-mail Setup

T2 [empowersionage@omal com

Altachment Type
% Adche PDOF
" Miciosolt Excel
" HTML

Add

0K

Cancel

i e

Once you have entered all the addresses you are going to be sending the reports in this group to, click OK and you

will return to the main Report Groups screen.

Once the report group is created, you need to fill the group
with reports. To add a report to the group, click New... in the
Reports In Group section and the following list will appear:

This list is displays all reports in the system, grouped by report
type for instance; Analysis reports, Customer reports, Unit
reports. Grouping the reports in this manner allows easer
identification of report content as well as locating report when
looking for a report based on a certain content requirement.

Highlight the report you want to add to the group. Then, select
the number of copies that you want to have printed during the
End Of Day processing. Click OK and the report will be
added to the list on the main Report Groups screen at the
bottom.

Add Report To Group

‘ R e 52

Arayziz | Monthly Unit Sctivity

Az | Papent Audit

Analpsz | Propeched Aent

Analyss | Roling Cazh Flow

Analpsis | Super Summang

Analysiz | Super Summany by Location
Analpziz | Unit Avea Income Analyss

Analpss | Unit Area Income Analyss by Locabion
Anaysis Repods | Morthly Cash Audit V2
Cuglomer | Accass Codes

Customer | Active Customes By Paid Thru Date
Euslmnzl | Active Customes Stabus

Copiaz: |1 I::

(I PRl T P e P PR U T R - PR T PR = S T

Cancel ‘

Once the report is added, select whether you want the report to be generated before, after or both before and after the
automated functions of End Of Day processing have been run. This selection is called Timing and is located in the
bottom right corner of the main Report Groups screen; it must be selected for each report added. The default on this

selection is before end of day processing.

Once you have entered all of the reports for this group, you can click Done in the Report Groups screen to return to

the main Storage Commander screen.
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7 Getting Help

To view the Storage Commander manual, click on the Help pull down menu item and select View Manual. This
will display an on-screen version of the users manual.

Actobat Reader - [sc manual.pdf]

N 5[ ¢ > 3]s 5] DA
3
Use the controls located on the top of S to ra ge C omman d er -
the screen to move forward and
backward through the manual and to
control the zoom factor. USCI' Mal’lual
#[ e = »j
To view the manual, Acrobat Reader must be installed. To install Acrobat Reader, place the Storage Commander
installation CD into the CD ROM drive and select Adobe’s Acrobat Reader from the installation screen.
7.1 TECHNICAL SUPPORT
Technical Support has become easier, too. Now you can make a technical support request, or a map change request,
and include a backup at the same time.
T P Lot Actebos Repoms Mardoeance wiow Mags Mobde orage | Hels | NE
Abost asrage Commande:
W L oo e ek B
Frousie Caloelsior
HC Shatkd
Wrew Mdrvath. ]
Eitpuat Tl il Sisgpiit
Semmicte Supgo b

Buleat g e 1 Erngares

FiPoes ¥
Compatitle Gate Seltmase

Go to Help | Request Technical Support and fill in the automated request.

If you have already entered your facility email address, then it will automatically fill itself in. The support address
will also come up automatically.
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Just fill in the Notes section with a brief description of the issue you want support on, select the checkbox to include

the backup, and click the Send button.

Send Tech Suppeort Request

Fram: |nanu:y@gmail.n:u:um

To: |suppnrt@sturagecnmmanu:ler.u:u:um

Subject: ISuppu:urt Fiequest - Empower Storage

Motez: || have entered a payment to the wrong account. How do | reverse the
payment =0 | can apply it to the corect account?

Cancel

i

| Include Backup fram the last end-of-day. '
Send

. 202
————————————————eeeeeee

|
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8 Computer System Specifications

The computer system you will be using for your self storage facility will depend on specific system components
being available to not only run your management software (Storage Commander) but to also run other ancillary
software and hardware such as: gate security hardware & software, credit card processing hardware & software, id
camera hardware & software, chances are that you may not use all of these devices at you storage facility but you
will probably use some of them. If you are thinking about purchasing a new computer or would like to know if your
existing computer is capable of handling the job, please review the computer specification below, this specification
covers all of the configuration requirements needed to provide you with a computer fully capable to run your storage

facility.

Computer System Recommendations

Operating System:
CPU (Computer Processor)
GPU (Graphics Processor)
20’ LCD Monitor
Computer Memory
Hard Drive

High speed internet

USB ports

Serial ports

CD/DVD drive

High duty cycle printer
Microsoft Word 2010

Microsoft Windows XP, Windows 7, Windows 8 32bit or 64bit.
Minimum 2 ghz Pentium, or equivalent AMD processor

1-2 gb GDDR memory, NVIDIA or AMD graphic processor.

Minimum 2gb
3gb free hard disk space.

Recommended if internet options will be installed (Net Commander, On-Line Payment, On-Line

Reservations, SC Payment).

Required for optional hardware (Multi-Function CC & Check reader, Photo ID, Finger Print Scanner,
Bar Code Scanner, Receipt Printer)

Required by some gate security systems

Laser Printer is recommended

(Only required if using Word based notices)

82



Storage Commander

General Merge Codes

Facility Information Fields PY Customer Information Fields PY Credit Card Fields
{facnamel}.....cccccovrrennns Name Line 1 {movein date} .............. Move In Date {cetype}. oo Card Type
{facname2}............ccc...... Name Line 2 {movein time} .............. Move In Time {ccacct}...ccvveiiiiiiie Account Number
{facaddress1} .........c........ Address Line 1 {first} oo First Name {cchbill addr}.......ccooviiiiiennnnnn, Bill Address
{fac address2} .................. Address Line 2 {middle}.........ccccerinnns Middle Name {cc bill Zip}.....covveeeiiiiiiiiiee, Bill Zip
{fac City} ..ooeveeeriiiiiieeee, City {last}...cccooiiiiiiis Last Name {ccname}.....cccoociiiiiiiiiiin, Card Name
{fac state}........cccuvvereeneren. State {address1}........cccoenes Address Line 1 {ccamount}........cccooiiiiiiiinnn, Card Amount
gac zip} } ...................... Zip %add}ressZ} ................... éddress Line 2 {ccexpire}.....cccccririiniiiinnnnnnnn, Expiration Date

acphonel}.......ocoeeeeennnn. Phone 1 City}eeeeeeeeeeeeeeeeieeeieieiee ity Name .
{fac phone2}.........ccc..cu..... Phone 2 {state} ......ccereirriirne State Gate Access Fields
{facfax}...cccocriiiiiiinenncnnn, Fax Phone {ZIP} o Zip Code {ACCESS COUE.rvrrererrrrernan, Access Code
{fac manager} ................... Manager {taxid}.....ccooeeie Tax Id {KEYPAT} ..o Keypad Number
{facemail} ............cccceee. E-Mail Address {home phone}.............. Phone Number i ;
fwork phone} Employer Phone {timezone}.........c.ocooeinininne. Time Zone
Unit Information Fields 1 number} Driver License Number {start time} ........ccccrviiiriennnnn. Start Time
Unit Numb {dI state}.........ccceeernnns Driver License State Customer Notes
Umt Silirg er {dl date}.......eeeveeerinnns Driver License Exp
Unit Rate {email}......cccoiiiiiiis E-Mail Address {notes} ... Customer Notes
{unit description} .............. Unit description {ssn}..ceeiiiiiiiiiii, Social Security Number Dates & Date Formats
ildi idi {cust balance}.............. Customer Balance
{building} ... Building {date} ..o Current Date
ESE:} }ggg%on} -------------------- [ggaetion Alternate Customer Fields {gmte}hrt ........ k d .................... \(IDVur(rjent Time
.................... aes 0 Wee a name e
{pay type}....oevrriiieneen. Payment Plan {altfirst}.....ccooeeveeiiinnnns First Name j;;date full weekday Xame}..? ...... Wednesday
{square feet}.................... Square Feet {alt middle} .................. Middle Name {date short month name} ......... Jan
j[;lrJgrlltt %ﬂgﬂiz}j .................... ggirztBDatljaence %g:: l:dscti}ressﬂ ............... /L-\?ifjtrglsasmL?ne ; {date full month name}............. January
................................. date day of month} ...
{fees balance}................... Fees Due {alt address2} .............. Address Line 2 j;(date mgnth} } __________________ 01
{insur balance}.................. Insurance Due {altcity} ..o City {date month no zero}............... 1
{other balance} ................. Merchandise {alt state}...........cccn.... State {date short year}.........coco....... 13
{tax balance}...........ccc....... Rent Sales Tax {alt zip} ..o Zip Code {date long year}......c.cccoouevnn.... 2013
j;(depos ba}lance} ................ Deposit Balance j;;alt ]E)ho}ne} ................... Phone Time F
paid thru}.......cooeininiins Paid Through alt fax}.....coeveeeveveeennnnns Fax Time Formats
fove Iny . Move n Date Emplover Information merouraty o
ime hour 24}.........cccooviiinnnn.
{move out}........cocoei Vacate Date {employer}........cov.... Employer {time hour 24 NG 2610} oo\ 16
{revert} .....cccceriniiiinnn, Rate will revert deof Depart t :
{emp dept}................... epartmen {time hour 12}............ccococvven. 04
{last rate change}.............. Last Rate Change :
{emp phone}................ Phone hour 12 4
{pay on day} Rent due date {time hour 12 no zero} .............
Inext pay datej.. 1 Paid Thru + 1 day femp fax}. ..o, Fax {time minute} ..........cccoovvernenn. 21
fauction date} ... Auction Date {emp super}................. Supervisor {time second} .......ccooveveeenennn. 50
fon date} v uction D {emp address1}.......... Address Line 1 {ime ampm}.........1. PM
{auction fee} ..................... uction Fee {emp address2}........... Address Line 2
{payment amount}............. Burdened Payment emp Gity}....coeeveurenne. Employer Cit Time Zone
p city ploy Yy
{recurring discount}........... Discount Amount based on computers fime zone
- - {emp state}................. Employer State p
{discounted rent}............... Rent Less Discounts {emp zip} Employer Zip ) B ] .
{recurring fees} ................ Fees Amount | VT TR e {timezone}................ Pacific Daylight Time
fresuing e - Insurance Amount Logged In Manager
{lastpaydate}..................... Last Payment Date Username logged into Storage Commander
%I(?as;g?g?g} ......................... Ilsaa?tstayt?ent Amount {current user} .............. Admin

Insert the following field names into your Word documents where you want the values to be replaced by Storage Commander. Field names (shown in blue) must be entered in
lower case and match exactly, with the { } brackets preceding and ending each entry.
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Specialty Merge Codes
Financial Information Invoice Receipt
{deposit} .......coceviiiicee. Deposit {nextrent}............. Next rent amount {receipt transaction}........... Transaction (receipt) number
{due date}.... ..Due Date {next discount} ..Next discount . (Auto inc'rementing) :
{prevbal}.....cccooceeiiiiieen. Previous Balance {next fees}......... .. Next fee amount} {rece!pt GO D FI— Group id, no data is replaced.
{fE} e Fee {next tax}................... Next rent tax amount {receipt trans} .................... Payment type _
{total due}.... ..Total Due {next insurance} ....... Next rental insurance amount . . (Cash, Check or Credit Card)
{total rent}.... ..Total Rent {next pay amount} ... Next payment amount {receipt unit}..................... Unit number payment is applied to
{end time} End Time {inv number}.............. Invoice Number {receipt item} .. Account payment is being posted to
{total discount} .........ccccceeenenne. Total Discount {receipt amount} ............... Payment amount
{total tax} ............ _Total Tax {receipt pt}.........cccceiniiein. Paid through date after payment.
{total fees}............. _Total fees {receipt balance}................. Account balance after payment
{total merchandise} ... ..Total Merchandise
{total insurance}.... ..Total Insurance Rate Change
{merch amount} ... ..Merchandise Amount :
{merchtax}.....ccccoorvrveninennn. Merchandise Tax L SUEITD CET)
{due day} Rent Due Day {old rate}....... ..Old rate
{nsf fec)........ "NSF Charge {new rate}.......cccceeuee.. New rate
{prorated rent}....... ..Prorated Rent Charge
{reservation depos}.................. Reservation Deposit
Late Fees Returned Check
(1ate fee Step01}...mrrromrn Step 1 Fee Eg::g:: ::1“;:::3 """"" gﬂggt 2”,,{232’[
{late fee step02}.... ..Step 2 Fee {nsf charge} ...... NSF fee
{late fee step03}.......ccceveeeunennne. Step 3 Fee {check date}..... " Check date
IEDEDEERLy SiEpa FeE {bank number} Bank id number
{late fee step05}.... .Step5Fee | | YT T
{late fee step06}.... Step 6 Fee
{late fee step07}.... Step 7 Fee
{late fee step08}.... Step 8 Fee .
{late fee step09}.... Step 9 Fee Late Notices
LEIMEIE LY, DD {prefbal} .................. Customer fee balance
Late Days {Fec | JSN—————— Late fee being assessed
{late days step01} Step 1 Days
{late days step02} Step 2 Days M
{late days step03} Step 3 Days {flex date 1} Add x da st
................ ys to 1” flex date
HELSICRND SEEE, SIEpL DR {flex date 2}..............Add x days to 2" flex date
FID EEYS SRty e {flex date 3}............... Add x days to 3" flex date
{late days step06} Step 6 Days {flex date 4}................ Add x days to 4" flex date
{late days step07}........cccounee. Step 7 Days
{late days step08} .
{late days step09}
late d tep10 q q
{late days step10) Auction Notice
Contract Numbering {auction date} ............ Auction date
{contract number} .................... Contract Number {auction fee} .............. Auction fee
Move In & Transfer Contracts Receipt Invoice Notice Rate Change Notice Returned Check Notice Late Notice Auction Notice

Specialty merge codes can only be used in certain types of notices. For example all of the merge codes listed in the Yellow box (Move-In & Transfer Contracts) can only be used in Move-In contracts and Transfer contracts

and will not work with any other type of contract or notice. All of the merge codes listed in the General merge codes section can be used with any contract or notice at any time.
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