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Welcome to Storage Commander!

Storage Commander Software is the most powerful and easy-to-use self-storage management software
available. Our software was developed exclusively for the self-storage industry, Storage Commander was
designed using the latest Windows 64bit graphical operating system architecture, incorporates many
features not found in any other management program such as supporting multiple languages: English,
Spanish and French Canadian.

This manual will help you to quickly get started with Storage Commander. We strongly recommend that
you start with Section 1, Exploring Storage Commander. This section will give you an overview of all the
individual functions, screens and parameters that affect the operations of Storage Commander.

Proceeding to Section 2, Using Storage Commander, will allow you to familiarize yourself with basic
operations such as: move-in, move-out, adjustments, transfers, payments, as well as other standard
operations self-storage managers do on a day-to-day basis.

It is important to understand that even though these operations may be considered standard to all self-
storage facilities, not all facilities operate the same. For instance, some may charge rent on the first of
the month, while others charge rent each month on the calendar day of the move-in (Anniversary date).
Some stores prorate unused rent at move-out and some will only allow prorated refunds if the customer
gave notice within a predetermined time frame. The list of operational differences used throughout the
Self-storage industry is extensive and, while Storage Commander can be configured to meet the
operational requirements of your store, we strongly recommend that you take the time to review
Section 3, Installation & Setup, to verify that Storage Commander is configured correctly for your facility.

We are available to help you with any questions that you might have with using Storage Commander. Our
software comes with technical support that is available from 7:00am to 5:00pm Monday through Friday PST, and
Saturdays from 7:00am to 3:30pm PST.

If you have any ideas on how to improve Storage Commander, please call us. We are always happy to
discuss new features with our customers.

Thank you,

Storage Commander Software, LLC

28999 Old Town Front Street, Suite 203
Temecula, CA 92595

Sales .ovvvvcieeieeen, (877)-672-6257
Email...eeeeeeeeieennnns sales@storagecommander.com
Technical Support..(951)-301-1187
Email...eeeeeeeeieennnns support@storagecommander.com
) U (951)-600-8412

Website .......oe........ www.storagecommander.com
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Storage Commander Software, LLC 1997-2021
Terms and Conditions of Agreement

These terms and conditions cannot be modified except in writing signed by an authorized Officer of Storage
Commander Software, LLC. (Storage Commander)

WARRANTIES

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

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

C) Storage Commander Software 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 Storage Commander
Software 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 Storage Commander Software hereunder shall be deemed acceptable by buyer
unless buyer notifies Storage Commander 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

Storage Commander Software’s sole liability, if any, is limited to the replacement costs of the hardware
options sold in this transaction. In no event shall Storage Commander 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 Storage Commander Software, LLC.

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 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 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.



» License Agreement

SOFTWARE LICENSE

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

GRANT OF LICENSE

This Storage Commander Software, LLC 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 1is owned by Storage Commander Software, LLC and is
protected by United States copyright laws. Therefore, you must treat
the SOFTWARE 1like 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 Storage Commander Software, LLC.

OTHER RESTRICTIONS

This Storage Commander Software, LLC 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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Facility Operations Module

The Storage Commander facility management system is comprised of two separate modules, the Storage
Commander Facility module, used by the on-site facility management team, and the Storage Commander
Configurations module, used by corporate and district management to configure and or modify the operational
configuration of the Storage Commander facility module. To learn more about using the Storage Commander
Configuration Manager module, please refer to the Storage Commander Configuration Manager Manual.

Site Map

The Site Map is a feature rich and extremely powerful tool of the Storage Commander Program. Read through
this section to gain important information on how to use this feature.
Click the Site Map Tab to access the facility map.
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%+ Notice that the Colors on the map correspond to the Colors on the Legend Bar located at the
bottom of the Storage Commander screen. The features associated with the legend bar are
explained later in this manual.

R/

+* The Zoom Bar at the bottom of the map can be moved left and right to Zoom in and out of the
map.

R/

+» The Scroll Bar on the Right Side and bottom of the screen give you the option of scrolling around
on the screen.
%+ If you hover the mouse over a unit, it will display the following on the left side of the screen:

Customer:
Susans Deli

Unit: Status:
1 Current
Paid Thru: Days Late:
4/21/2017
Last Rate Change:
4/22/2017
Ra alance:
$46. $0.00
(910) 737-7802 5X5
11/22/2016

|

. Customer Name
. Unit Number

. Paid Thru Date

. Next Bill Date

. Unit Rental Rate
= Phone Number

. Move-In Date

. Status

. Days Late

= Last Rate Change
= Unit Balance

. Unit Size

= Access Code

" Multiple ID Pictures

T

{

+»+» Double clicking a Rented unit on the map will launch the payment screen.

+»+» Double clicking an Available unit on the map launches the move-in screen.

*»* Right clicking on a Rented unit will open a menu box allowing you to open the customers details
screen or process a payment on the unit etc.

8|Page


https://empowerstorage.blob.core.windows.net/downloads/Configuration%20Manager%20Manual.pdf

Tool Bar & Drop-Down Menus

Tool Bar

@ S R R e A o s By

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator

The Tool Bar allows access (depending on security settings) to all standard functions available in the Storage
Commander program. To access a particular function, click on the icon associated with the function to initiate the
process

Drop Down Menus

Using the drop-down menus is another way to access the various features found in Storage Commander.
Depending on the security access level of the user virtually all the functions contained in the program can be
accessed through the drop-down menu system. To use the drop-down menus system, click on any one of the
four main menu selections File, Activities, View & Help and select from any of the subtitles contained in the drop
down list.

File View Languages Help
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\ Unit Stvatus J \ Customer / Unit Condition |
The legend bar provides valuable information as to the status of
both general and occupied unit status. The left side of the legend Storage Commander - DenyGateAccess List
bar displays 5 buttons giving a count of Available, Rented, [g:;;fmm RACH FT Doke AR EF]
Unavailable, Company and Reserved units, while the right side of [um;n 10%10 BT Date: 3727/2017 ,E]
. L. . . BRADLEY BOZEK (203) 729-5789 Balance: $334.00

the legend bar displays 6 buttons listing unit conditions/customers Iﬁjms — o i ] I
that are in a late status as well as units that require special EFFERSON THOMAS (771 612- 3007 Balance 145400

. . . K [Umt 123 8x12 PT Date: 7/1/2017 |:I
attention. Click on the appropriate button in the legend bar to ERICKA ). ELIAS (699) 303-9304 Balance: $105.00
open a list showing the units that require special attention (Dirty / lg,”x‘fffcfmmo e s IE]
Damaged) or to see what customers are in late steps that require fretis o KR P Dale S3020TY e )
special attention or customers who have not paid their rent yet Close
(Past Due) but are not in a late step. Customers in Deny Access
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Quick View Window

ISiteMap Quick View | Customers/Units | Charts/Gauges | Calendar | New Inguiry WarkDrdersl

Click the Quick View Tab to access the Quick View window

Campany | (TSI ool Units
0 a 165

File Actvites View languages Help Users wsupp.,.-'
= - =
@S a2 L N EE D42 9 W e L
{ Move In Move Dut Payment NSF Check Transfer Adjustments Reseation Encl Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calcuator ]
Current Facility |[Empower Storage  [petet] [
Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry | Work Orders
&) SortBy Uit () By Nome () By Date @l
Reservations =] g To-Do List =]
o S T comes
Bamoowns  ews el o] ]
e e e o] T ]
Unit 66 needs to be inspected. )
oeiimmienss  uwm evediosnMBN veeions) s messiobeimpea, )
T B R [ )
T S—— R 1
v BT R =2
oo uwm  reecnBEEE weeno T )
Unit 6 needs added )
Sort By Ut (8] By PT Date () ByName s ByDate
Late or Past Due Contracts =) Contacts List
MITTIE P. BERTHIAUME 518 462-3508 PTS/4/2018 (295) Bad1,z70.00 unig1 [HunTiNGTON, THOMAS o0 50 7674 on Follow-Up: 472072018 Ca_lIJ
HAROLD BRAY [765) 402.9157 PT/12/2018 (300) 82452000 unics2 q
BAmsies  pw26ssa  msAyanegon  Basaise el ] SAIT7 MARIA (727) 540-0662 Size: Follow-Up: 4/22/2018 Call
Sivia Aquirre (851) 1234367 FTS/8/2018 (304) Bai41,45845 UnitsT
JANNET CROOKER. [215) 5526536 FTSA/2018 311) Bai§1,191.45 Unit:131 [VE"M“-‘- PAULINE (270) 655-1075 Siae: Follow-Up: 4/22/2018 Call
ISRAEL 1. ESCOBAR 1345 4554542 PT8/3Y20M8 (312) Baif1,570.00 nit182
CHERYL MAY (603) 4864878 PTA/27/2018 (316) 8a:$1,024.00 unicéd [mmm. Lty [ = Follo C'“]
ANDREW 8ERRY 305)487.7750 FTB/10/2016 033) sy 123000 nizist [HoLsron, wewwe Do 2l o Follon Upe 42272012 Call
104D, FORRESTER 1932) 9465856 PT8/6/2018 (337) Ba1510.00 unitias
CARDL DAVIS 501) 958.5%05 PTA/6/2018 (337) 82:31,210.00 nit132 [RocHA. GREGORY (702) 898-0225 Size: Follow-Up: 412272018 Call
MARILYN BEASLEY 802) 870.2218 PT/26/2015 (348) Ba 151740 Unitso
JEFFERSON THOMAS [177) 842-3007 FT/18/2018 (386) 825159200 Unitds [Lm“"' el (H AT E= "’”"‘”""‘mmc"lﬂ
BRADLEY 5022K 1203) 720.5789 FTEN 22016 (392) 824106300 72 [BROWNING, CHRISTOPHER 609 238 . follow-Up: 42272018 Call
Sort By Unit 8/ By WO Date
Scheduled Move-Outs. M I Today's Receipts
CHERYL MAY (603) 4664879 9172018 10X 10 Concel]
o7 Sikia Aquirre (951) 123-4567 9142018 10X20 Concel]
(7 ELIZABETH BIANCO 419) 470-8377 9152018 12X30 Cancel]
Total $0.00 Total 50.00
Auction

-
1 6 0

The Quick View feature provides a view of critical customer accounts, unit action items, to-do list and daily receipt

totals.

The Reservation section of Quick View
shows the units that are currently
reserved at your facility, their scheduled
move in date, the unit number assigned
to them, and if the reservation is more

Reservations

() SortBy Unit () By Name (#) By Date

than 14 days past the scheduled move in
date. You can also start the move in
process or cancel the reservation red if over 14 days old.
from this screen.

/

Scheduled Move-in Date will be highlighted in

Convert a reservation to a MOVE-IN or CANCEL an

active reservation.

The Contacts List displays a list of all

Contacts List

open prospects, who have contacted the

[Elsworth, Judy Size: 10X 10

Follow-Up: 1/22/2013 J

Loudtalker, Richard Size:5X 10

Follow-Up: 1/31/2013 |

facility and expressed an interest in [
renting a space, equivalent to a waiting (

Shiftshank, Roger

Size: RV Parking

Follow-Up: Call

list. Double clicking on a prospect opens {S ge——

Size: 10 X 20

Follow-Up: Call

the Contacts section and allows you to

manage the follow-up process.
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The Late or Past Due Contract section shows the delinquent units at your facility. If you want more information

on a specific contract, double click on the name to launch the Contract Details screen.

NOTE: The colors correspond to the colors on the legend bar at the bottom of the screen. Just for reference here

is what each color means.

Pink — Auction Status
Red — Overlocked: Customers who have entered a
late status that requires their storage unit to be
over locked.
Brown — Past Due (Not in a Late Status).

— Deny Gate Access: Customers gate codes
will not open the gate while in this late step.

The Scheduled Move-Outs screen shows all the
Scheduled Move-Outs at your facility.

Click on an item in this list to edit or view the
details of the scheduled move-out.

Click on the Cancel button to remove the customer
from a scheduled move-out.

The To-Do List shows dirty units and units that
need an over lock add or removed.

To clear a unit from dirty status please follow the
instructions below:

Double click the unit

A dialog box will appear and ask you if the unit is
clean. Click Yes to mark the Unit as Clean, and
remove the unit from the list

To Change the Overlock status of a unit through
the To Do List click on the Change Multiple Units
button to select the units(s).

The Today’s Receipt section displays all payment
Transactions for the current day.

Late or Past Due Contracts

ERICKA EUAS (999) 393-9394 PT:5/05/11
JIM FORRESTER (932) 948-5858 PT:4/22/11
Dave Downey (565) 666-6562 PT:4/12/11
TONI FERRITI (999) 090-9076 PT:4/21/11
Julie Smith (909) 838-3882 PT:4/01/11
JAMES GARCIA (859) 399-9294 PT:4/09/11
Sam Johnson (123) 123-1231 PT:3/27/11

Bal:$60.00

Bal:$100.00
Bal:$300.00
Bal:$80.00

Bal:$230.00
Bal:$230.00
Bal:$129.00

DenyGateAccess
QualifyForAuction
DenyGateAccess
QualifyForAuction
QualifyForAuction

PastDue

[Scheduled Move-Outs
’_AIO ERICKA EUAS (999) 393-9394 5/26/11 | Cancel
fc2s ANNIE ARCHER (848) 488-8484 6/21/11 |Cancel|
To-Do List
»  Dirty Count: 1
(Unit A8 needs to be inspected. )
#  Change Overlock Count: 1
(Unit C24 needs overlock to be added. )
Change Lock Status ﬂl-z_hj
~ [¥] Add Overlock Count:5 ~
131 JANNET CROOKER. Overlocked
V4 HATTIE BRODE QualifyForAuction
¥l 54 GEORGE BARNS QualifyForAuction
[¥] 64 CHERYL MAY QualifyForAuction |=
[ 97 BRIAN PORTER QualifyForAuction
~ [[] Remove Overlock Count: 15
[£] 001 Susans Deli Current
[¥] 110 B & H Auto Parts Current
122 WILLIAM CASHION Current
[¥] 129 JACOB CAMACHO Current
[¥] 140 VICTORA COTTON Current
[¥] 145 Desoto Used Stuff Current
[T] 183 Shay M. Burton Current Y
| Update Close
Today's Receipts . ~ i .
Rent $112.50| Cash $157.50
Fee $45.00
Total: $157.50 Totak: Si57§6
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Customer / Units Window

ISiteMap Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry WurkDrdersl

The Customer / Units Working Window is split into two columns, Rental Units & Contracts (Customers).

=. g8

File Activities View Langusges Help

‘T TN

Current Facility Empower Storage
Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry | Work Orders

r =

M:wa In Move Out Payment NSF Check Transfer Adjustments Reservation ErdeDay REpcrts Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator

= 2

@

Available [T Company Total Units
21 76 0 0 8 165

Rental Units [TT) Search: s
150 Sizer12 X 25 TypesRY Bull-Through e Filter Units
Floor: Has Vehicle¥es E | [ Type
[Rented) Condition: Ready Current Rate:3110.00 s Campground Space
151 Sizer12 X 25 Type:RV Pull-Through u— [ Condition
Floor: Has VehicleNo |
[Rented) Condition: Ready Current Rate:$110.00 Size
152 il TypesRY Pull-Through m RES =
Floor: Has VehicleNo | [ Status
Availsble  Condition:Reacy  Default Rate:S110.00
153 Sizer12 X 25 TypesRV 2ull-Through p— Attributes:
Floor: Has VehicleNo |
|Auailable  Condition: Ready Default Rate:$110.00 [] Campground
[ Cell Tower
154 Sizer12 X 25 Type:RV 2ull-Through —
- e vehitento E | [ Climate Controlled
[Rented) Condition:Ready Current Rate:$110.00 [] Container Storage
155 Sizer12 X 25 TypesAV Bull-Threugh — [[] Drive Up Access
Floor: Has Vehiclelo E | [] Exclude from website
Auailable  Condition:Ready  Default RaterS110.00

W e e
[] Portable Storage
] RV Parking
] RV Storage
[T Standard Storaae

User: Technical Support

:
- Show Inactive
Contracts (f ‘ =
o ﬁ [] include Phones Search:
SortBy: () Customer Name () Unit
g Ready -~ B
Susans Deli 1 o ] E

i Dirty a

tim tech 3 Current - ;
Ready

HATTIE BRODE 4 QualifyForAuction ;

WHT|

Read!
QualifyForAuction
Ready
QualifyForAuction

THELMA CAMPBELL 6

ALENE POWERS

~

CARMEN BURTON 10 g:.j;,r(,mmim. E
te " g‘:::;yramudion Z
te 12 gi.r:ifyromudion z

JAMES K. GARCIA 13 g‘:::;yrnmudipn ;j

Auction

56 L 4 L 1 ] .

Rental Units column:

From the Customer/Units screen you can move customers into available units and make payments on existing
customers.

The Rental Units column can be sorted by Type, Condition, Size, Status or Attributes. To filter the criteria, select
how you would like the list sorted by clicking on the appropriate filter selection in the Filter Units selection panel.

Unit Type, Size & Attributes are created in the Storage Commander Configuration Manager program.

Rental Units {TT) Search: < To display a specific unit,

A18  Size10X10 Type:StorageUnit - + | Filter Units enter the unit number here.
Floor: Has Vehicle:No E \‘ ¥ Type —

A Condition:Ready  Base Rate:$125.00 et | StorageUnit ~|

Al9 Size:10 X 10 Type:StorageUnit . E ‘k D Condition
Floor: Has Vehicle:No “*‘ |

Available Condition:Reacy  Base Rate:$125.00 ‘ _ .

A20 Size:10 X 10 Type:StorageUnit I ] L{.‘Sizei ContrOI hOW I:enta|
Floor: Has Vehicle:No !ﬂ \' (10x10 ~| spaces are displayed

frateie Cononody D Reedsy — ] Status by selecting specific

A21  siet0X10  Typestorageln E L = —filter parameters in
Floor: Has Vehicle:No n ‘I ' R

Available Condition:Resdy  Base Rate:$125.00 = utes - the Filter Units

A22 Size:10 X 10 Type:StorageUnit o Cl‘mate Controlled SeleCtion panel .
Floor: Has Vehicle:No g " [¥] Drive Up Access

[ ConditiomRsacy  Base Rate:$125.00 ot [¥] Handicap Accessible

A23 Size:10 X 10 Type:StorageUnit ["] RV Parking
Floor: Has Vehicle:No - E ‘! [] Utility Services |

A Condition:Ready  Base Rate:$125.00 —]

A24  Size:10X10 Type:StorageUnit - p
Floor: Has Vehicle:No ! 1' I

A Condition:Rescy  Base Rate:s12500 | lwewsed MCIN T [
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Contracts (Customers) Column

The Contacts column of the Customer/Units screen allows access to account information for both Active
customers and Inactive (moved out) customers. In addition, you can also process payments, charge a fee, make
account adjustments, reverse payments, transfer to another unit, or move the customer out from this screen.
Managing a customer account through this screen is accomplished using the Right or Left mouse buttons. A
detailed description of the functions of the Right & Left mouse buttons is described below:

Inactive (Moved Out)
customers

G Show Inactive by =
Conuacts/@w [] nciude Phones SortBy: () CustomerName () Un|
Ready -

/Bﬁl BEARTWELL 30 QualifyForAuction l:
Fred Freelancer 51 [:
RANDY JOHNSON 52 g::dyéa'd(cess :
HAROLD BRAY 53 g::%am(cess [:
Ready =

N GEORGE BARNS 54 QualifyForAuction i_
§ - =

JEREMY ANTONIO 57 gz:dyéa'e,q“ess [;
MAUD MONTGOMERY 58 gz:dyéateAccess l;
SILVIA J. AGUIRRE 60 RD::dyéageAccess E
LINDA COTTRELL 61 g::rdeyrnt l;
Ready =

GERALD CORTEZ 63 iualiiforAucﬁon -:L

L ARNIATIE A _AD/ALIED -3 Ready li

Selecting Inactive (Moved Out) Customers
To select customer who have moved out of the facility, click on the Show Inactive selection box to add customers
who have been moved out to be added to the list. These customers will be identified by a line drown through

their name.

Managing a customer account using the Right Mouse Button
Clicking on a customer name with the right mouse button opens a window containing the most common
customer management functions. From here you can:

o Move Out
# Payment
88 Transfer
d. Adjustment
{¥  Charge An Account
4 Add Comment
—J  Send Text Message

Move a customer out of the unit

Process a Payment

Transfer the customer to another unit

Make an Adjustment

Charge a fee to the customer

Add a Comment

Send a text message
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Changing a customer account by double clicking using the Left Mouse Button

This will open the Customer Detail window, allowing you to modify the customers contact information, enter
notes, alerts or comments to the account, open the customer ledger to view transaction history,

or open the Activities window where you can; Add additional units to the customer, vacate a unit, Transfer to
another unit, Make an Adjustment, reserve a unit, or make a Payment.

F
B8 Contract Details - BARRETT, JANEL

| Facility: Empower Software Customer Name: JANEL BARRETT
P Contract

Unit Info

Customer
Click on a tab to ey m————
open a data entry Photos
screen associated - Fingerprints
with the selected Authorized Access

item Employer
MNotes/Comments
Unit Inventory
Ledger/History
Activities

[Nore _+] setincs. ]
tems:|Senior Discount ____ 5ar4/30/2014 ¢ 1000 %] Settingsil]

The Activities tab allows additional transactions to be processed to the selected customer. From this screen you
can quickly access functions that are commonly used on a day-to-day basis

B8 Contract Details - BRAY, HAROLD O X
Facility: Empower Storage Customer Name: HAROLD BRAY

Unit Info
Customer

Click on the button
associated with the
desired function
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Calendar

ISite Map | Quick View | Customers/Units | Charts/Gauges Calendar | New Inquiry WorkDrderSI

> @ - B L " @e = 2 0 m @EEe m

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandi Calendar bntacts Search Calculator

The Calendar feature provides a powerful tool to help you run your facility. To open the calendar, click on the
Calendar icon in the tool bar, or select the Calendar tab on the main screen.

The calendar is arranged to give you a quick overview of events that have happened in previous months, the
current month or scheduled events for future months. To move from the current month to a month in the past,
click on the left arrow located at the top of the calendar, to show future months click on the arrow located at the
right of the calendar. To view events that are scheduled in the month shown in the calendar page, or to view
events that have already occurred, select the event you wish to view from the list of calendar events located on
the right side of the calendar window. Once you have selected the events you will see them populated in the
calendar. If you click on an event within a calendar day a list of customers that are affected by the event will open
allowing you to double click on a specific customer to open their detail page

P_ ) ) ) —r

File Activities View Languages Help User: Technical Support
i = - =
iTh Tu @ = 2 [} =B B @maaAe 1@ W O & X
EM:qu In Move Out Payment NSF Check Transfer Adjustments Reservation Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Cal N
Current Facility Empower Storage .
Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry | Work Orders
‘ October 2014 ’ View On Calendar
g [C) Reminders
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
[T] Rent Charges
> af3 -
= Late Events
vilateStep (@) v)lstestep (3} [C] Statements
[Z] Rate Changes
[T Last End-Of-Day
[ Move-In
5 a (g (g afs - a (11 -
0 15 Move-Out
v) Late Step @ ) Late Step (0| () Late Step (1)|(~) Late Step @)|(~) Late Step @ |(v) Late step 12} ] Scheduled Mave-Out
178-ELIZABETH BIANCO :
54-GEORGE BARNS e
63-GERALD CORTEZ [C] Returned Check
(13 -9 15 A:] afi7 A:] » Reminders
v Late Step 2)| (v Late Step (4) (v Late Step @) | v Late Step (1)|(~) Late Step @) |(v) Late step (4)|( %) Late Step [iM] ﬂ‘
a [20) @ - a 24) - -
v) Late Step 3 ) Late Step (3)|(v) Late Step 3 ) Projected Past [(2) | () Projected Past [(3)
@) -0 @ NO) o
) Projected Past [{Z) ) Projected Past [ ~ ) Projected Past [{1)

Fal o~ N labwdbo |
” <

Click on the down arrow to Click on a customer name to

see a list of customers. open the details screen for

that customer.
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Adding a System Reminder

File Activities Wiew Languages Help User: Technical Support
i =
LT = o (B m = A 1@ e HE o 1 [
Move In Move Out Payment NSF Check Transfer Adjustments Reservation Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator _
Current Facility Empower Storage .
Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry | Work Orders
Vi I
| 4 ‘ June 2014 } ‘lewOnCaendar
) 2 |¥| Reminders
Sunday Monday Tuesday Wednesday Thursday Friday Saturday [ Rent Charges
-
v ) Gate Maintenance (1) | v ) Projected Past Due
v ) Late Step {21) | (v) Projected Rent Charg(2) || Rate Changes
|| Last End-Of-Day
B 0 [C] Move-In
@ = = o= @ = @ = = @ [F] Move-Out
v ) Projected Rent Chargq1) | { ¥ | Projected Past Due (1)||v) Projected Past Due (3)|| V) Projected Past Due (14)|( V) Projected Past Due (3)|( Vv Projected Past Due (6) [¥] Scheduled Move-Out
v ) Projected Rent Chargy(1) | { v ) Projected Rent Charg(2) | | v Projected Rent Charg(3) Vv | Projected Rent Charg(2) [¥] Auctions
| Returned Check
-0 - - -0 @  Reminte
v | Projected Rent Charg¢1) || v | Projected Rent Charg(1} | v | Projected Rent Charg(1)| | v Projected Rent Charg(l) || v | Projected Re“t(‘narg{l‘:l ] ) Projected Past Due  (1)]_Add |Delete IDetaiIs’
6/6/2014 Gate Maintenar,
Event Details == = ;
@] =G - ] i , :
Event Title: Gate Maintenance
v ) Projected Past Due (1)| (V) Projected Rent Charg(2)
Message: Gate will be left open during business hours
29 a3 -
Dates To Show Start: 6/6/2014 v End: 6/6/2014 -
v | Projected Rent Charg«(8} | | ¥ | Projected Rent Charg(3) 2
Recurring: | OneTime -
["] Urgent

OK { Cancel

97

Available

ULEWTELIES | Company Total Units Auction - l Deny Access l Past Due Dirty
56 0 0 1 154 6 16 J 11 3]
—

> To add a Reminder please follow the instructions included below:

(0]

Step 1: On the Calendar click the Add button under Reminders. The Event Details screen will
launch.

Step 2: Enter the title under Event Title and the details about the Reminder, under the Message
Section.

Step 3: Set the Date information under the Dates to Show section.

Step 4: If the Reminder is recurring set how often it reoccurs under the Recurring Section.
Otherwise, its best left set to One-time.

Step 6: If the Urgent box is checked a red exlamation point will appear next to the Reminder.
Click OK to create the Reminder.

Step 7: Once you create the Reminder it should appear in the Reminders Section on the calendar.
Step 8: To View the Reminder on the Calendar click Reminders, under View on Calendar

Step 9: On the Calendar the Reminder should appear under the day it was set for. The Arrow
next to the title of the Reminder can be clicked to expand for more information.

Step 10: To add or remove information from the Reminder, double click on highlighted title. This
will launch the Event Details screen and allow editing of the Reminder.
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New Inquiry

ISite Map | Quick View = Customers/Units | Charts/Gauges | Calendar MNew Inguiry WDrkDrdersl

Located on the Icon Bar below the Current Facility name. The New Inquiry screen allows the site manager to
quickly locate a storage facility within a specific distance of a customer location. This is especially useful for multi-
facilities owners or management companies, as the storage facilities that are listed within the search radius are

limited to company or managed properties.

Once a storage facility within the search radius is located, the Features, Available Units and Unit Types for the
selected storage facility are displayed. When the customer information for the New Inquiry has been completed,
and you have selected the Unit, Unit Features, and Unit Size you can select to Move the customer in, Reserve the

unit or add the customer to the New Contacts list.

Enter the customers zip code,
followed by the driving radius to
locate all facilities storage

Select the Features, Unit Type,

facilities within that radius.
N

and Size of unit. \

© | )

NEMMH \ \
File itie Help. User: Tom Smith
W = g — 2 o
1Y e L = & = 4 i o
Move In Mo¥ Out Payment NSF k Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate CRange MerchafNjise Calendar Contacts

Current ility: [EmpoweMsgftware = Rerest (panc]
Site Map | Quick VieWl Customers / Units | Charts es | Calendar | New Inquiry
Filter

\

( > (Available Features
2592 h : =] M v v :
| Search  Zip Code: ¢ | sesch | rodis 5 iles Climate Controlled 7| Type B
[Empower Software [oetais] Discounts || 7] Drive Up Access | Standard Storage -
| 41605 £im st. Murrieta, ca [ 525.00 Referral Coupon - Handicap Access 7] Size
‘ s (] E:s(t jﬂrjﬂf’rj:hs 10% Off o Portable Storage | 10X 20 $12000 ~
€ - I (7] utilty Services =,
—
[10x20 e B
Empower Software Rate: $120.00 <™ |
82 83 84 |
Customer | Requested Unit | ContactInfo | Notes/Cofnments
Customer Information
First Mme:  Robert Last Name:  Smith
Primfry Phone Number:  (951) 672-6257 Is Militaly Miitary Status: |None
ail:  rls@storagecommander.com
[dddress: 30710 Centaur Court - —
Move In ‘ | Reserve Unit SaveAsContact‘

|
CA Discard | | L

City, State, Zip:  Temecula bosol 3] f

A list of available units that

| _— meet the selected criteria

will be displayed.

Select how you would like
to handle this customer.

Available Company Auction - | Deny Access | [ Past Due
99 55 ) 0 4 3 M0 B
— —_—

/

Fill in the contact
information.

Once the Customer Information
(address) has been filled in, click
on the Directions button to
create a turn-by-turn map that
can be emailed to the customer.

= @ £ & - & 9 0
Drive 5.4 miles, 12 min
W
O 30710 Centaur Ct, Temecula, CA 92592
“,
ske Souther Cross Rd to Margarita Rd
t
-
-« > et onio Agena & o,
t = left ss Ad P
S
[ y \
W
« Takethe Ist left onto Margarita Rd ‘\
 Tum right onto Jefferson Ave .g i
« Tumleft onto Elm St
o
9
@ 41605 Elm St
+
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Work Orders

ISite Map | Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry Workﬁrdeml

The Work Orders function allows the facility to create an order for an authorization of maintenance, repair or
work to be completed. In addition, Work Orders can be created to affect a single unit or on the facility
level. Work Orders can be generated through the Work Orders tab by selecting Work Orders.

Creating a Work Order is a fluent process, where the tenant contact information can be assigned to the order
from the unit details. The Work Order can be assigned to an employee or a pre-defined vendor (created in the
Configuration Manager). This feature is designed to be able to add parts and labor from a fee, discount, or
merchandise item. These items can be charged to the tenant account or the vendor.

To utilize the Work Orders feature, click on the Work Orders Tab at the top right of the page.

Storage Commander - m} X

File Activities View Languages Help User: Tech Suppor]

@ S D@ E A M W e 0

i Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator

oy ;
Current Facility Storage Commander Software, LLC “ [Refrest] [prin
Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry Work Orders
[ New... Filter: Show ® Active Orders All Orders Inactive Orders
Target Date  Assign To '!' Total Cost  Vendor T Y Expi Y
Technical Su $0.00 None
Tom Smith $0.00 Acme Shipp None
3/29/2021 Tom Smith  Tom Smith $1,00000 AcmeShipp None 3/22/2021

Available Rented Total Units Auction Deny Access Past Due
29 130 1 166 93 5 | 8 l

Navigating the Work Orders Tab
The Work Orders Tab provides a view of all Word Orders and their status, descriptions and completion
information. To open a work order for viewing/ editing or deleting double click the line item.

Storage Commander - O X

File Activities View Languages Help User: Tech Support

@ S @ E A M W e s

: Move In Move Out Payment NSFCheck Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator 1]

Current Facility Storage Commander Software, LLC « [Refrest] [Prind

Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry Work Orders

I New... I I _annt = Email... I Filter: Show @ Active Orders All Orders Inactive Orders

Date Unit  Order Nir "\ Status Description Target Date  Assign To c""""""y ""'w""’
10234 Fiood in unit from refridgerator. 7/16/2019 Technical Su 7/9/2019
2 10236 Open Garage roil up not functioning 5/30/2020 Tom Senith 4/30/2020
10 10237 Open mer ran into th e gate. 3/29/2021 Tom Smith  Tom Smith 3/2272021
To create a new To Print or email a To search for a To view Active, inactive or
Work Order, click selected work order specific Work all orders click the bubble
New. click Print or Email. Order, use the filter to show the selected
option. orders.
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Creating a Work Order

To create a new Work Order, click on New to open a blank Work Order. Fill out as much customer information as
you would like to see on the Work Order. Once the customer information is filled out, click the following tabs to
complete the information on the work order including, Assignment, Details Parts and Labor and Completion.

Contact Information

The Contact Information will have the customers unit
information assigned to it. Collect or assign the
customer information from their unit. This can be pre-
populated by selecting Assign from Unit.

NOTE: You can track the work to be done on the
facility level or the unit level.

To auto-populate the
customer contact
information, click Assign
from unit.

% Work Order Details
Work Order Information

Work Order Number: | 10238 Type:

13

Order Status | Open

JAMES K. GARC ¥
1 Show Inactive

Date Prepared: | 3/22/2021 M Work To Be Done ) Facility or (@ Unit

Contact Name: JAMES K. GARCIA

Short Description:

Contact Information = Assignment | Details | Parts and Labor | Completion

Date Due: | 4/2/2021 M Date Created: | 3/22/2021 v

Employee: | Tom Smith cme Shipping Supplies

Customer ran into garage door. Please inspect.
Short Description:

A

Save ‘Cancel

/

Work Order Details ] X
Work Order Information
Order Status  Open ‘Work Order Number. | 10238 Type:
,—| Facil U 13 JAMES K. GAR(
Date Prepared: Work To Be Done aclity or ‘e Unit T acive
Contact Name: JAMES K. GARCIA
Short Description:
ontact Information  Assignment | Details | Parts and Labor | Completion
Nams
First: JAMES K. Email -
Addresses
Primary) Address: 9488 PABLO A
State: CA ZIP: |92258 i
Type: Primary
umbe
scription: Type: | P
New. Delet Description ype: Primary
Can Receive Text
Save Cancel

Assignment

The assignment tab is used to input information about
the Work Order and who is responsible for completion.
Select a due date and a creation date. To assign the
work order to an employee or a pre-defined vendor
click the drop-down menu. Leave a short description of
the work order in the text box.

To assign the Work Order to an

Employee or Vendor, click the
drop down to choose one from the

Details

Provide a detailed description and instructions
for work to be done on the unit or the facility
level.

To insert a date and
a timestamp, click ——————
Insert Date/ Time.

@Short Description:

Contact Information | Assignment | Details | Parts and Labor

The customer had insurance for up to $5000 dollars in damages.
Policy number:
Details: 3/22/2021 1:53:54 PM Insert Date/Time|

list.
Work Order Information
Order Status  Open = Work Order Number. | 10238 Type:

13 JAMES K. GARC ¥

[~ 1 Show Inactive

Date Prepared: | 3 Work To Be Done () Facility or (® Unit

Contact Name: JAMES K.  GARCIA

Completion

Customer ran info the garage door of their unit #13 on the east side of the unit. The
parts that we have identified to be broken is the motor and the door itself. The
contractor is scheduled to come out on Friday to fix the door.

Please use gate code 1234 to access the property.
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Parts and Labor

The Parts and Labor section allows you
to add any accrued fees to the Work Work Order Information
Order and charge the tenant or the Orter izt open v Work Order Number: | 10238 Type;
vendor. To select the item that you are Date Preparec: WorkToBe Done () Faclliy o ® Unit | 13 JAMES K. GARC -
wanting to add to the order, click Add Contact Name: JAMESK. GARCIA T
Item and select the corresponding fee. Srem Ty
Contact Information | Assignment | Details Parts and Labor | Completion
NOTE: The fees are pre-defined in the o pesepen Aot Gumity UNPS i Teansende
Suite setup fee 4300 15 $5000  $5000 [ ] [
Configuration Manager is the Fees
section. Please refer to the
Configuration manager manual for
additional help.
Add Item. Bill Number: Total Parts: $0.00
Total Services: $0.00
Total Vendor Charges: $0.00 Total Fees: $50.00
$g r(]:gg;g il :i]ke t:;g nc?]rétcs rbtg)? I n Total Tenants Charges: $0.00 Work Order Total: $50.00
the corréct column.
-7 Work Order Details — O X completion

Work Order Information
‘Work Order Number: | 10237 Type:

Order Status  Open 2

10 CARMEN BURT +

Date Prepared: Work To Be Done () Facility or (®) Unit
[] Show Inactive
Contact Name: CARMEN BURTON
Short Description:
Contact Information | Assignment | Details | Parts and Labor| Completion
Date Completed: 4/1/2021 = Completed By: | Tom Smith =

¥ | |Clear]

Warranty Type:

Warranty Expires: | 3/22/2021 =

Save Cancel

The completion tab of the Work Order allows
you to track the completion of the order,
including Date Completed, who completed the
order, Warranty type and Warranty expiration.

L — To select the Date Completed.
Click the calendar drop down.

To select the employee who
[~ completed the order, click the
Completed By drop down.

NOTE: There are a handful of Work Order reports. Please refer to the reporting tool or the Storage

Commander Report Book.
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Move-In

. @ = o L " [@ 5 @ 4 1 @ # O

e Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

EL‘

Mowe In

Move-In Methods

Storage Commander allows you to use different methods to initiate the move-in process. You can choose from
any of the methods that you feel most comfortable with as they will all deliver the same result.

We will start by showing you all the move-in methods.

Tool Bar

Click on the Move In Button in the Tool Bar
Unit Selection: Select the unit you would like to assign to the customer. If you are looking for a specific unit
size, type, or configuration, you can sort the available unit list by any combination of the following:

TYPE.............. Storage Unit, RV Parking, Mailbox, Wine Locker, or any other type that was created for your
facility.
SIZE ............... By unit size.

ATTRIBUTES......Created and assigned to units through the Configuration Manager program.
(In this example we have created several attributes for the writing of this manual)
CLIMATE CONTROLLED
DRIVE UP ACCESS
HANDICAP ACCESSIBLE
RV PARKING
UTILITY SERVICES

Moveln

N E=E)

Facility: Empower Storage

P Select Unit
Customer
Photos
Fingerprints

A26

Alternate
Employer
Notes/Comments |
Merchandise
Insurance

Rental Units [TT )

Customer Name:

Search:

Unit:A28

Size:10 X 20 Type:StorageUnit
Floor: || Has Vehicle
Conditi Base

Type:StorageUnit
[”] Has Vehicle
Conditi Base Rate:5200.00

H Filter Units

|| | StorageUnit -

[] Condition

[¥] Size

(ox20  + You can limit the available units

| Billing Detail

Accs ment

—— that are displayed by using the
unit and attributes filters
Attributes
| [¥] Climate Controlled
| [¥] Drive Up Access
[7] Handicap Accessible
[Z] RV Parking
[7] utility Services

Selecting any combination of unit attributes, size, condition, type or status will cause the available unit list to
automatically show the units that meet the selected criteria.

Once the unit is selected it will become highlighted. Click Next to Proceed.
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Move-In using Activities Drop Down Menu

Located at the top of the screen is the Activities drop down menu item, clicking on this item opens a drop-down
menu which lists management functions available to you depending on your security level. One of these items is
Move-In. Selecting Move-In will open the Move-In window where you will start the move-in process.

Fie [Baitie] vien ik
< @ Payment
-
Mol De Moveln
Fa Move Out
Cul 88 Transfer
she |
-l "2 Returned Check(NSF)
i:»g Manage Auctions.
Schedule Move-Out
Merchandise
14 Rate Change

2 7l ZE =)= <)

i Charge AFee

Setup Existing Contract

n A 5 =@ 24 @ @ #H o

sfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

User: Tom Smith

Storage

= ratsn) e

harts / Gauges | Calend

8 Movein

| Facility: Empower Storage Customer Name:

P Select Unit Rental nits (T i
Customer

Foon
Condition: Fesd Base Ratess 20000

A28 Stowct0 X 20 TypecstorageUni ,*1 I.L’

Altemate

Size:10 X 20

Phone: Size:
cHl 10X 10

Floor:
Condition: Ready

Move-In Date: Access Code:
9/27/2012

il | A26 Staent0 X 20 Typeditorageunit
Phe

Move-In using Customers / Units Screen

You can limit the
available units that are
displayed by using the
unit and attributes
filters

To start a move-in from the Customers / Units screen, click on the Customer / Units tab and select an available
unit from the units list.

File Actwites View Help

h

MoveIn M

Rental Units (TT)

A26 Surec10 X 20
Foon
Conaitron 225,

Avasabie
A28
P

Current Facility: Empower Storage

Site Map | Quick View | Customers / Units | Charts / Gauges | Calendr | New Inquiry

v =
Base Rate:s 200 00 -

You can narrow down the
available units that are displayed

rvation End Of Day Reports Dy

Sesen:

Bill Simple

Harry Sneedly
Available ~ |Sandy Snolkermister

4 Climate Controlied

7! Drive Up Access Big Stuff
Handicap Accessible.
RV Parking Acme Computer Supply

by using the unit and attributes SRS rom Smith 812
Nancy Smith 820
Mary Lou Hornaday B21
Susan Polasky B25

User: Tom Senith

Move-In using Contacts Screen

—

5 D

@ = s L =

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calel Contacts

®

d &

Customers who have been entered into the system as contacts can easily be moved in. Click on the Contacts
button in the tool bar to open the contacts’ window. Select the customer and click on the Move-In button.

Prane: (712) T64-5137
Clarks, Marzus
Phane: (877) 672-8257
Phone: (335) 459-1399
FARR, ROBERT
Prane: (314) 472-3673

Phane: (418) 584-0517

Fhane: (206) 5405561

(]

Bradiey, Tieron Size: 12X 25 Requested: 12/27/2018 _ Sranch

Phane: (355) 555-5555  Stabus: Open Expires: 2172013 W T
BROWMING, CHRISTOPHER 5ize: Reguested: 4722018 .

Phane: (609) 238-1811 Status: Open Expires: 5/23/2018

BURTOM, DORIS Size: Reguested: &

Tl ] Move-in L

DOWLIMG, FABIAN

Statug: Open Expines: 5/21/2018 [ Reservation
Size: 12X 30 Requested: 4072019
Status: Open Eupires:
Sz Regquested: 8110/2018 Sort Options
Statut: Open Expines: 5/21/2008 & Last, First

& First, Last
Size: Requested: 4/22/2018

Uret Size

Status: Opan

GOODMAMN, GEORGE Size:

Stabus: Open

GREENBURG, DAVE Sie

Stabus: Open

Expiraic 32372008
Requestesd: /222018
Expires: 5232018

Requested: S212018

Expires: S/23/2018

| Show Converted

] Shew Lost

Clogs

Select customer to maove-in

= '___'_r___,—-—-'-'CIick on the Mowve-In button
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Starting the Move-In Process

Customer Tab

After the storage unit has been selected the next step is to enter the Customer Information. This conststs of the
customers name, address, telephone number and other information that can be used to contact the customer.
Fill in the customer information fields as required using the Tab key or mouse to move from field to field.

Customer Tab

p——— e If the customer has other
units click here to and
Vou can move to — - select the customer from
any of the setup . s frtons the fist
tabs at any time. e If the driver license ID
sunir [ ] conforms to the AAMVA
oo (2| epome [srwane ] s standard, and you have
it installed an id scanner, a
) o] Blw g button showing the installed
Click on the New P ‘ scanner will agpear. Click
buttons to add < pe R " on this button to scan the id
addresses and — e . pl= : and have the customers
phone numbers Lo Lo G address information
to the account e : automatically entered the
- i move-in screen.

Selecting the Can Receive Text option allows
this customer to receive text messages
generated through the program.

Photo ID

Adding a customers photo id to the customers account allows for easy visual identification through the Site Map.
To add a photo ID during a move-in, click on the Photo tab to display the photo ID screen and click on the New
button. Enter the name of customer and click on the Scan Image button.

T Move In: b - [=] X
Facility: Empower Storage Customer Name: |:kj Unit: 88
ooy | Cutomer Phots Any devices supporting
| photo ID capture will be

Click on the o % NewPhoto ! <
Photos tab and Fingerprins r oL o displayed in the New P_hoto
then on the New _— Reference Hame: screen. Select the device to

Button to select blotes/Comments proceed to the photo capture
the ID scanner. screen.

Merchandise

BiNg Detail
Accel Payment

oK Cancel

New. Delete Double-Click A Photo To View
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Using the Multipurpose Scanner

Scan

Image‘ The multipurpose scanner offers a convenient method to scan driver licenses. This device not only
takes the place of the Photo ID Kit but also scans and transfers the data from Checks, Credit Cards & Driver
licenses (driver licenses must conform to the national AAMVA standard)
To capture an image of a driver license using the multipurpose scanner, click on the button showing a picture of
the multipurpose scanner. Insert the customer ID into the scanner as referenced below.

Front of 1.D.Card

Facing Right
Moveln [E=REER=s=)
Facility: Empower Storage Customer Name: Thomas Smith Unit:A7

Enter a Reference Name
Click on the 7 and click on the Scan
Photos tab and Image button for the

then on the New i (Bl Newphoto ) multipurpose scanner.

Button.
Reference Name: Lauri Smith /

Customer Photos

\
A ¥

Photos

Scan

4 HEWMEXICO © © © = ‘ Image

DRIVER'S LCENSE
Veereas 123456789  ween 3012007
Gotr ot e 030171957 exvmes S3O12011
SawLE

Scan =

e Image

Ay smser 5
AL PRI, 015 | Select Device...

—t el J.
S Samphe e g e |

Import...

[ ok l | cancel

Double-Click A Photo To View

The driver license id will be automatically moved into the multipurpose scanner and the picture will be appear in
the New Photo window. Click on the OK button to complete the process.

Importing Pictures

The Import feature allows pictures taken from digital cameras to be added to a customer account.
To add digital pictures, click on the Import button and navigate to the drive/folder where the picture resides,
select the picture and click on the Open button. Enter a Reference Name and click on the OK button to add the
new picture to the customer account.
Adding Additional Pictures to an account

Additional pictures can be added to an account by repeating the process referenced above.

24 |Page



Deleting Pictures

To delete a photo ID from a customer account, open the Customer Details screen for the account and select the
Photos tab. Click on the photo to be deleted (you can have multiple photos assigned to an account) and click on
the Delete button.

Adding Fingerprints
Storage Commander supports fingerprint identification of storage customers and facility managers
To register a storage customer fingerprint during the move-in process click on the Fingerprint tab and select Add

Fingerprint.

Have the customer press their finger (we recommend using the right index finger) onto the fingerprint pad four
(4) consecutive times (this is necessary for the system to insure a positive read of the fingerprint pattern). When
all four scans have been completed, click on the OK button to complete the process.

£8 Moveln » Bllo @ R

| Facility: Empower Storage Customer Name: Robert Smith Unit:A7]

P Fingerprints

Fingerprints On File.

8 Register Fingerprint o] oo o2, e

Add Fingerprint |
4.

‘ Register A Fingerprint

Four scans of the finger are requried to create a template.

Scan Complete.
Start Registration

| cancel | OK | Name: Robertsmit|

Previous | Next

To verify a customer using their fingerprint, click on the Customers/Units tab and double click on the customer in
the Contacts list. Select the Fingerprints tab, select the customers fingerprint file under the Fingerprints on File
box and click on Verify Customer. Have the customer press their finger into the fingerprint scanning pad to
initiate the verification process.

Using a fingerprint to identify a customer or to log a manager into the system provides the upmost in facility
security.
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Adding Alternate Contacts

Fill in the Alternate Contact information fields as required using the Tab key or mouse to move from field to field.
This information will aid you in locating the primary occupont in case of emerengy or for collections purposes.

% Move In: Robert Smith

Alternate Tab Fac:it‘y:(Er:p:werSmrage Customer Name: Robert Smith Unit: 177 If the driver IiCenSe ID
ot & Altemate Contact = o == conforms to the AAMVA
P> Altenate Contacts | First | Andrea Middle: Last. Smith standard, and you have
Photos .— installed an id scanner, a
: _ _ «— ins i ner,
::?ht::;::mm [l Business  Business Name: button showing the installed
Employer T scanner will appear. Click
Notes/Comments | & vk [ TexExempt [ IsMilitary  Military Status:  None Branch: on this button to scan the id
Merchandise and have the customers
Insurance EMail;  3sTstoragecommander.com Birthday: | 6/14/1982 ¥ dd inf .
Click on the N Fes T address information
ICk On the New Accept Payment || Diver licensefiDs | 226514 Blseer 4 | Epbate [e1anve | SN automatically entered into
buttons to add Addresses the move-in screen
addresses and (Primary) Addressi | 1234 Any 5¢
phone numbers City: |Yorba Linda State: (CA Zip: 92752 El
to the account Country: | USA Type: | Primary ~
FmaEn
Phones
(Enisy) Number: Ex
Description: Type:  Primary -
\ et [] Can Recsive Text:

G

Adding Employer Information

Fill in the Employer Information fields as required using the Tab key or mouse to move from field to field.
This information will aid you in locating the primary occupont in case of emerengy or for collections purposes.

B8 Moveln (@8] = | O ]
Facility: Empower Storage Customer Name: Robert Smith Unit:A7
Emp|oyer Tab = ' First  Bill Middle: . Last - Finkmister
\ [7] Business  Business Name: Wonder Widgets Inc.
P Employer Web Site:  wwidgets@finkelmister.com
S| Taxid: 8227263538
EMail:  bf@finkelmister.com
Click on the New e
buttons to add (Mailing) Address: 2121 Thingamajig Ave.
addresses and J
City, State, Zip:  OZ cA
phone numbers T
to the account Country: USA Type: [Mailing -
0 . A New. | (Detete|  pescription:
Phones
(Work)
Number: (000) 000-0000 et
Type: [Work -
New... | [ Delete |
e f e

Adding Move-In Notes /| Comments & Alerts

Adding Notes, Comments or Alerts during a move-in allows you to add general or even critical information to a
customer account. Both Notes and Alerts can be edited or even removed from an account at any time, whereas
Comments cannot be edited or removed once they have been added to an account.
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Adding Notes

From the Move-In window select Notes/Comments and click on the Notes Tab. Clicking on the Date/Time button
will insert the current date and time into the note field. Enter the note by typing in the note box.
The note will be automatically saved when you leave the Notes screen.

k8] Moveln Do) 00 D ) . .
:cilitw Empower Storage Customer Name: Robert Smith unica7| b g)";l;do?heDacLeA’ -I(;lrr]? €
Notes [Daterrim? 5
Click on the Notes Tab, / Customer Notes: date & time to the
followed by C|icking < : 11/21/2012 2:41:08 PM I note.
anywhere in the Notes N Smith will start moving in next week. May need an additional unit|
box to enter the note. P Notes/Comments

e |

E—

Adding Alerts
Alert messages allow messages to be posted to a customer’s account that will be automatically displayed
whenever any type of account activity is detected.

From the Move-In window select Notes/Comments and click on the Alerts Tab. Clicking on the Date/Time button
will insert the current date and time into the note field. Enter the note by typing in the note box.
The alert note will be automatically saved when you leave the Alerts screen.

= . .
Moveln = Click on Date/Time to
Facility: Empower Storage Customer Name: Robert Smith unitA7| L add the current date &
: Alerts | [Date/Time time to the note
Click on the Alerts Tab, o
H H 122/2012 10:15:12
followed by clicking <t Noad Golt Phone Number for M. Smith's Wife
anywhere in the Notes I :
box to enter the note. K> Notes/Commenes
Clear Text
Previous ‘ ‘ Next ‘
e ———————————————————————— - = _—

Adding Comments

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

From the Move-In window select Notes/Comments and click on the Comments tab. Any comments that have
been previously added to the account will be displayed. To add a new comment, click on the New button and
enter the note into the New Comment box, click on the OK button to save the new comment. Once the comment
is saved it will be added to the comments box with the Username (manager) and the date and time of when the
comment was recorded.

Moveln

Facility: Empower Storage

¢

Comments:

Mr. Smith declined insurance. Insisted his
while in storage

over his property

R

Unit:A7

User: Tom Smits

Date: 132272012 1.

Click on the New
button to add a new
comment to the
customer’s account.

Note: /t is strongly recommended that you review the message prior to saving it, as the message cannot be edited

or removed from the customer account once it has been saved
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Adding Insurance to a Customer Account

Clicking on the Insurance tab opens the insurance policy selection screen. If you have purchased the Customer
Display Terminal, click on the Customer Signature icon to allow the customer to select the insurance policy and
digitally sign the insurance contract.

B8 Moveln [E S =)
Facility: Empower Storage Customer Name: Phil Snudrucker Unit:A23
. Insrance Compony: Ponderosa SafeStor Click on the Customer Access
Select Insurance Coverage Terminal icon to allow customer to
Sate L select insurance policy and to
Clsicioer Conteinad ! digitally sign insurance contract.
Customer Declines Insurance
5o
P Insurance $6.95 Burglary ($1,000 @ 50%) $4,000.00
D $1095 Burglary (§1,000 @ 100%) $4,000.00
$1695 Burglary (§5,000 @ 100%) $10,000.00
$9.95 Burglary (5,000 @ 50%) $10,000.00
$4495 Burglary ($15,000 @ 100%) $15,000.00
Customer Signature
J
P ///
17
Previous Next

Customer Display Terminal

Note: Displaying available insurance policies and digitally signing the insurance contract, is only available through
the optional Customer Display Terminal.

If you are not using the Customer Display Terminal or if you are using another insurance provider, click on the
insurance policy requested by the customer, to assign the policy to the move-in.
Click on the Next button to proceed with the move-in.
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Advanced Vehicle Storage Information

Moveln O | B ||
Facility: Empower Software Customer Name: Robert Conrad Unit:152
Vehicle Information i
Make: Chewy Model: Belair Color: Blue Year: 1953
i \:we ]": Body Style: | TwoDoor | Estimated Value: 54200000 Type Desc: Ventage Automobile
temate Contacts - ]
= License: LMQ424 License State:  Ca Title Nbr: Reg Expiration: 7152015 - || e VehiCle (automobile, motocycle,
- RV) information section
Fingerprints VIN: Tenant Owned Owner: )
Authorized Access || ypeyyr Allstate Insur Policy: B8176283 Insur Exp: 9/30/2015  +  Vehicle Type: Automobile v|
Employer —
Notes/Comments Length: -
Merchandise Boat Information i
Insurance Boat Name: Boat Length: Home Port: Doc Number:
Billing Detad 1D Number: Serial Number: . X .
Accept Payment > Boat information section
Estimated Value: $0.00 Year: Make/Model:
["] Tenant Owned Owner/Addr:
Insur Company: Insur Policy: Insur Exp:  1/1/0001 A i
Motor Information Il . . X
. Boat Motor information section
Estimated Value:  $0.00 Horse Power: 1d Number: Make: Type: | Nene v‘
Trailer
License Exp:  9/30/2014 - License: State: [7] Tenant Owned o ) .
Estimated Value: $0.00 Insur Exp:  1/1/0001 ~ Owner Addr: Trailer information section
Insur Company: Insur Policy: Serial Nbr:
Previous Next |

During the move in process selecting the Vehicle Tab will open the Vehicle information screen. From this screen
you will be able to enter critical information covering insurance status, vehicle identification numbers, DMV
information in addition to other valuable data that can be used to insure you that the vehicles stored at your
facility are adequately identified.

Entering Data into the Vehicle Information Screen

If the Vehicle Info tab is not visible this signifies that the space, you have selected is not configured to accept
vehicles. If you wish to change the unit configuration to allow vehicles, click on the Select Unit tab and scroll to
the unit/space number you are moving the customer in to. Once you have located the space number click on the
Has Vehicle check box.

Enter as much information pertaining to the vehicle as possible, keeping in mind the more information that is
entered will provide more concise reports and improved vehicle tracking.

Available Vehicle Information Reports

Vehicle reports can be printed at any time and can also be included in report groups, allowing the reports to be
automatically printed / emailed on specific time frames (daily, weekly, monthly annually).

The Vehicle Information reports are in the Reports section of Storage Commander under:

Unit
Vehicle Expirations
Vehicle Insurance Expirations
Vehicles

Analysis

Length of Stay
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Move-In Billing Screen

The move-in billing screen is where all the elements of the move-in come together. From this screen you will

assign a Billing Plan, Gate Access code an

d Lease Number (if you use lease numbers) to the new customer, as

well as add Fees, Discounts, Services, and Deposits to the new account. Additionally, you can record Contact
information to the account for demographic reference.

Enter a new rate when using the Revert Rate feature

Displays current rate of unit

Select Revert Date to temporally change the rate on
the unit for a specific period.

,- Adjust the date of the move-in
| iing Pl b Rate [ 3000 0 s S202000 <] Move-n: [ 72172010 —HF—— ")
2:5?(:;3; EQ%ES?Q”:; € Size: | 10X 10 M Nor of Payments: | 1o \Increase / Decrease the
9 . . p number of rental payments
account _ Projected Paid Through: 8/31/2019
mn: 1st Of Month [[] Don't Prorate Removes the 1t month
i —
Asstlgn alease Ntumber to Lease Nbr: Access Code: [—— prorated rent (only available on
customer accoun Ly " -
/ .
Lease Expr | 8/21/2020 = Time Zone: \ fixed billing plans
p— Keypad Zone: \ Selec? to assign gate code,
— [ Deny Access gate time zone & keypad

Click to Preview the lease Select to manually send Deny

% Move In: DAVE GREENBURG

Access command to gate

Facility: Empower Storage Customer Name:

e Disesunts/Senviess Deposied

Dumpster Usage
Late Fees
Auction Qualified

$5.00 [Add]

3000
Late $10.00 [Add]

Current

: DAVE GREENBURG Unit: 70
Select Unit P
alculat

Customer

Alterate Contacts || 70

Photos — Rate: [ss000 [ gﬁ,"f‘ [F07 =] Movens [er72017 ~|

Fingerprints e Walkin v -

‘Authorized Access Number Of Payments: [ 1+

Employer consce Projected Paid Thraugh: 7/6/2017

Notes/Comments||categery: | Local Resident

Billing Plan: | Storage & RV * | [ Don't Prorate

Insurance o 5 e Lease Nor: Access Code
P Billing Detail Lease bxp: [/772018 =] Time Zone

Accept Payment . Keypad Zone

focation [] Deny Access . . .
Fees, Discounts, Services or Deposits that have been

e TR | added to the account will be added to the Applied To
e LoooiiEe] Contract box. To remove an item from this list, click on

the Delete button next to the item to be removed.

Storage & RV: 6/7/201
Burglary (51,000 @ 100%): 6/7/2017
Admin
Waived: Admin
Senior Discount: 6/7/2017
Disk Lock: Qty 1

Sales Tax

Waive ltem

Summary - All Contracts

$00.00
\m&_‘ Add additional Fees, Discounts, Services or Deposits

(1000) to the account

| After clicking on the Calculate button, all items relating to
this move-in will be listed under Current Transactions

e o Be=nE = . ) .
DepositDue: 5000 Total Dus ! If a Fee or Discount has been configured to allow it to be

o ; ™~ Waved, a Wave Item selection box will appear to the
right of the item. Selecting this will create an offsetting
credit to the account

somet [ Walkin N The Summary section lists all individual transaction totals

and shows the total due

E::E:;:r}: Lecal Resident N

Comace | Contact Type: How did the customer find your facility

5;:_:;: Drive By N

\| Contact Category: Used to profile customer. Military, Local Resident, Senior.... |
::::i‘r:m Location ¥

\\I Contact Source: What type of advertising directed the customer to your facility |

] Reason for Renting: What sold the customer on your facility
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Changing Move-In Date

Click on the down arrow in the Move-In date field to change the date of the move-in. By default, the move-in
date will be set to the current date. By changing the date, the prorated rental charge will be re-calculated (fixed
billing plans) and the new move-in date will be recorded to the customer account.

This field is security protected and can be enabled or disabled through the Configuration Manager.

Changing the Rental Rate, at Move In

The default rental rate referenced in the Rate field can be changed by clicking inside the rate field and entering
the new rate. Once the rate is changed it will remain in effect until the customer moves out (at which time the
rate will change back to the default rate) or until a rate change is applied to the customer (see Rate Change
discussed later in this manual).

This field is security protected and can be enabled or disabled through the Configuration Manager.

Setting a Revert Rate, at Move In

Setting a revert rental rate during a move in like changing the rental rate, as discussed above. The difference
between the two processes is that using the Revert Rate feature allows the modified rental rate to be active for a
pre-determined period before it automatically returns to the street rate.

Click inside the Rate field box and enter the new rate, click on the Revert Rate check box and enter the date the
modified rate will expire and return to the current street rate.

Changing the Number of Payments

To process payments in addition to the rental payment for the current month, increase the number of advanced
payments in the Number of Payments field. After entering the number of advanced payments, click on the

Calculate button to add the prepayments into the Current Transactions section.

Projected Paid Through Date

The date referenced in the Projected Paid Through field shows the month, date and year the account will be paid
through based on the number entered the Number of Payments field.

Selecting the Billing Plan

Billing plans are created and setup in the Configuration Manager program, and then assigned to a facility. What
you see when you open the Billing Plan window is a list of available billing plans that have been assigned to your
facility. Each billing plan can be radically different from other plans, so care should be taken when selecting a
billing plan for the current customer. For more information on Billing Plans, refer to the Configuration Manual.

Don’t Prorate

Selecting Don’t Prorate will remove the current months prorated rent from the move-in (Storage Commander will
not charge the prorated rent). This feature will only work on billing plans that are configured to Prorate rent on
move-in.

Lease Number

Enter the Lease Number that has been assigned to this move-in. If the merge code (Contract Number) has been
included the move in contract the number entered here will be inserted into the move in contract.

Access Control

Access Code: 9165 Click on the Access Control button to open the Gate Access Details window. Enter the
Time Zone: |1 customers gate access number that has been assigned to the customer into the Access
Keypad Zone: |1 Code field. If your gate security system supports multiple entry gates and gate access
L] Deny Access times, you can enter the codes for these features into the Keypad and Time zone fields.

When the move-in is completed all access control settings will be sent to the gate system.
The Deny Access check box will disable the gate code at the keypad restricting the customers access into the
facility. Although this same function is automatically accomplished through the late step process, you can
override the late step and manually deny the customer gate access by selecting this function.
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To manually deny a customer’s gate access, select the Contract Details screen for the customer, select
the Contract tab and click on the Access Control button to open the Gate Access Details window, click
on the Deny Access check box to restrict the customers gate access. A check mark will appear in the
box, clicking on the Deny Access box again will remove the check mark and grant the customers access
into the facility.

Adding Fees, Discounts, Services & Deposits

Click on the Tab corresponding to Fees, Discounts, Services and Discounts to open a list of associated items for
the selected tab. Select an item by clicking on the Add button to the right of the item. Once selected the item will
appear in the Applied to Contract window. Clicking on the Calculate button will add the items in the Applied to
Contract window to the Current Transactions section, where they will be included in the move-in and attached to

Feed Discounts |Services [Deposits Applied To Contract
1 =
Move-3n Spacial Coupon $25.00(Add) Senior Discount 10.00 %/ Detete
( Move-. cial 25.00| Delste |
Pre-Pay 6§ Months Get 25% Off 7th Month 25.00 % |Ada E Move-In Specia Coupcn §25.00 3'",'
Senior Discount 10.00 %{Add|

the customer account.

Current Transactions

The Current Transactions section lists all the transaction items that have been applied to this customers account
during the move-in process. The amount due for each item, or if fees have been waved or credits/discounts have
been applied, they will also be listed here (See illustration below).

Summary

The Summary section will break down and total each item contained in the current transaction section by account
type and show the total due for the move-in (See illustration below).

2 i S
Moveln (= &
Facility: Empower Storage Customer Name: JONATHAN DOWGEN Unit:95
| Select Unit Vs 1 | Rate: [12000 | [ poser [9/21/2019 <] Movens [ 82172018 ]
|  Customer | Tyee: LLLal = Size: | 10X10 v Nbr of Payments: [ 1 %
| Alternate Contacts | contace | ‘ Projected Paid Through: 8/31/2019
|  Photos | Categony: Billing Plan: 1st O Month [] Don't Prorate
|  Fingerprints | Contact ] = Lease Nbr: Access Code:
| B Source: Coupon ‘ -
| Authorized Access | Lesse Exp: | 8/21/2020 = Time Zone:
Employer | Resson =Dr] = Keypad Zone:
| Notes/Comments | Rentng: Lease [ Deny Access
Merchandise <|[oiscounts[senvices|Depesits Applied To Contract
| Insurence | -
P Billing Detail Inotce Eee 5200|Add|
Accept Payment 25T 525'00@1
COCRRAYIMENt i | (o s -
(- Current Transactions — )
Storage & RV: 7/15/2014 $120.00
Burglary (1,000 @ 50%): 7/15/2014 $6.95
Medium Box: Qty 2 $3.00
Large Box: Qty 3 $6.00
Disk Lock: Qty 1 $7.00
Sales Tax $1.28
Total: $144.23 |
Summary — —
Rent Due: $120.00 Merchandise: $16.00
Discounts: $0.00 Insurance: $6.95
Fees Due: $0.00 Taxes Due: $1.28
Deposit Due: $0.00 Total Due: $144.23
Previous ‘ | Next
[\ 2]
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Move-In Payment Screen

This is the final screen used in the Move-In process and is where the type of payment is selected as well as how
much money is being received.
Select the payment type by clicking on the appropriate payment type check box.

B Moveln (B

| Facility: Empower Storage Customer Name: Susan Flingflanger Unit:B8
[ 7 Cash

Check

Credit Card
Debit Card

Cash Received: $30.00

P Accept Payment

Payment Summary Cash: $7317

Check: $0.00

Credit: $0.00

N Total Amount Due: $73.17 Debit: 50.00

Total Payment: $73.17

Balance: $0.00

,,,,,,, ]

= S ——

The payment amount that was calculated in the billing screen will be automatically entered into the payment
screen. If the payment is different than the calculated amount due, enter the ACTUAL payment being received
into the Cash Received field (for cash payments), Check Amount (for check payments), or Amount field (for credit
or debit card payments).

If the payment amount is higher than the amount due on cash payments, an Over Payment box will appear
allowing you to select how you would like to handle the overpayment; the options are:

Apply as Prepaid; Where the money in excess of the amount due, will be applied as a credit balance on the
account. Give Change Back; where the money in excess of the amount due, can be given back to the customer.

Adding Units to an Existing Customer

Additional units can be added to a customer account using one of two methods; By selecting an available unit and
clicking on the “Existing Customer” Button in the Move in Customer screen and selecting the customer that you
are adding a unit to from the Select Contacts list; Or by selecting a customer, opening the Details window for the
customer and clicking on the Activities tab. This will open the Activities window, from this window click on the
Add A Unit button.

Once the unit and customer have been selected a new screen will be displayed allowing you to select specific
contract details you wish to include in the new unit. Click on the OK button to proceed with the move in.

Copy From Contract

Urit: 61

MName: ABIGALE GATES

Select Contract Items To Copy

Click on all items to be include in [T/ Photos
the additional unit. Fingerprints
Select Auto-Payment only if the [
current unit is on automatic credit Py Etanuen

card payment, and your customer / (Notes, Alerts, Alternates, and Additional Contacts will be copied automatically)
would like the additional unit to
be added to auto payment using ok || Concel
the same credit card.
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Move Out

—

i@ S s £ B @8 = 2 10 @ 8o 3@

Move In Maove Ciut yyment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator

There are five (5) different ways to initiate the move-out process. Although the move-out may be initiated from
different screens the overall process is the same. We will start this section by identifying all 5 move-out
techniques. Once you know how to initiate a move-out using any of the 5 methods, we will walk you through the
actual move-out procedure.

Initiate a Move-Out Using the Tool Bar

Click on the Move-Out Icon located at the top of the screen, under the drop-down menu items. This will open the
Move-Out Contracts search screen containing all active customers. We will discuss this screen in detail later in
this section.

Initiate a Move-Out Using the Activities Drop Down Menu
File | Activities | View Help
7 @ Pomen mE B @ 8§ =@ 4 9 W @ o

Moy e Moveln psfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts
4 Move Out
28 Transfer

I

Move-Out Active Customers Search Screen

The Active Contracts (Customers) Search Screen allows you to quickly locate a customer for move-out. Through
this screen you can perform a search based on Unit Number, Customer Name, or Customer Phone Number. To
start a search, select one or all the search parameters by placing a check mark in the appropriate check box. Once
you have selected the search parameter enter the name, unit number or phone number into the Search For field.
As you enter data into the search field Storage Commander will immediately list any match it finds in the database
as you enter each character.

B Move-Out - S =

Facility: Empower Storage Customer Name: Scott Mendez Enter the search criteria into the Search For
Contracts | M Dut N field.
: (/’T Select search parameters.
Unit Number | Customer Name Prone

Name t Phone Status Move-In A list of all customers matching the search
Scott Goodmen 1 (619) 882-6652 QualifyforAuct 11/5/2012 criteria will be dlsplayed in the Contract
(customer) list box.

Jim Nelson a2 ) 1 Overiocked
Frank Schelling . 519) Overlocked

Bill Simple (956) 33 DenyGateAcce C ) .

Harry Sneedly A (707)881-7762  Current : Click on the Next button to proceed with the
Sandy Snolkermister A2 ¢ -6625  Current 2 move-out.

Scott Mendez A27 Overtocked

Big Stuff a (951) 672-6257  Current

Tom Senith 12 (714) 887 Current

Nancy Smith (951) 881-7711  DenyGateAcce

Mary Lou Hormaday (951 QualifyForAuct

Roger Shiftshank Ci1 (9 257 Curmrent

Roger Ramjet 15 26534  Current

Nancy Johnson (9 STifyForAuct
Roger Shiftshank 9 Overlocked

Scott Snyder Current
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Initiate a Move-Out Using the Site Map

To use the site map to initiate a move-out, position the mouse over the customers unit and click on the unit using

the Left mouse button, this will open the activities selection box. Using the Left mouse button click on Move-Out

to open the Move Out Billing screen.

Move-Out Billing

Details...

Payment...

Move-Out...
Adjustment...
Transfer...

Charge An Account...
Add Comment...

Send Text Message...
Move Mouse Ta Photo

Specialty Storage

Cold
Storage

RV Storage

O
L
178

asnoyasep

The Move-Out billing screen is the last major screen in the move-out process. From this screen you can add any
last-minute fees or discounts, change the calendar day of the move-out (for first of the month or other “fixed”
billing plans, this will cause the prorated rent to be re-calculated), and select a Reason for Leaving, which will be

used in the Vacate Report.

E& Move-Out

Facility: Empower Storage

Move-Out Options | 2

o e

Customer Name: Scott Mendez

Unit:A27
A

Move-Out
Customer: Scott Mendez [[] Do Net Rent Again
Unit: A27 Rate: $200.00 Move-Out Date:  1/7/2013
Reason For
Balance: $241.00 Deposit: $0.00 S [Moving Ot Of Ares 4 =
Fees|[Discounts]s <« Applied To Contract
Adrmin Fee 51000(add) - |
Auction Fee $5000|Add) ‘
Cenified Letter Fee $5.004dd| - |
Current Transactior <
Monthiy: 12/13/2012 (§35.50)|
|
~ Total: ($35.50)
Past Due <= =
12/13/2012 Monthly: 2012-12-14 Sm
12/18/2012 Late Fee $10.00
12/23/2012 Pre-Lien Fee $10.00
1/2/2013 Certified Letter Fee $5.00/
1/2/2013 Lien Fee $16.00
R  Tota: $241.00
Summary .
Rent Due: $164.50 Merchandise: 5000
Discounts: $0.00 Insurance: $0.00
Fees Due: $41.00 Taxes Due: $0.00
Deposit Due: $0.00 Total Due: $205.50

Previous ‘ ‘ Next

Finish

Click in the Move-Out Date field to change the date of
the move-out.

Click on the down arrow in the Reason for Leaving box
to select from a list of pre-defined vacate decisions.

Add additional Fees, Discounts, Services or Deposits
to the account.

After clicking on the Calculate button, all items relating
to this move-in will be listed under Current Transactions.

The Current Transactions section will show the
amount of rent due or rent credit for the move-out as
well as any additional fees or discounts that were
applied.

The Past Due section shows all charges that were
assessed and not paid.

The Summary section lists all individual transaction
totals and shows the total due.
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Initiate a Move-Out Through the Quick View & Customer/Units Windows
Double clicking on a customer name in Quick View or Customer/Units windows will open the Contract Details

window. This will open the Contract Details screen.

Users Tom semith
B = OB s
t fer Adjustments Reservatior te Change Merchandise Calendar Contacts
Current Facility: Empower Storage B
+e | Quick View
Reservations To-Do List
Dinty Count:1
Unit_ A6 needs to be inspected. )
~ Change Overlock Count:7 ©
Unit_ A1 needs overlock to be added. =
(Unit J
(Uit A27 neods verlock to be added. )
Unit A3 needs overlock to be added. -
Late or Past Due Contracts Contacts List -
Scott Goodmen PT12/7/2012 85:5181.00 ibFochucion - |Eiworth, Judy e 10X 10 folow-Up: Calll
. | Shiftshank, Roger Size: RV Parking Follow-Upx Call
£5:390.75 s
= || SMITH. THOMAS Size:5X 10 Foliow-Up: Call
PastDue
o 12 DenyGateAccess,
(851 672-6257 $1:1277/2012 £2:5286.00 QuakdyForAuction
U013 Bat5000 PastDue
) Ax20500 OuitvEordicrion
Today's Receipts
Totak $0.00 Totak $0.00
Company Total Units Auction Deny Access | Past Due Dirty ]
[ 93 3 2 i 1
— — —

Verify that you have selected the correct customer. Click on the Activities tab located on the left side of the
screen. Select Vacate This Unit from the list of available functions. The Move-Out billing screen will now be
opened; from here you can apply additional Fees, Discounts, or services to the move-out. We will discuss this

screen in detail later in the section.

Customer Name: Scott Mendez

Click on the Customer Tab
to see the customer’s

Moveln: 11/10/2012 =

Customer
Photos.

Unit
Move
Paid Through: 12/7/201

Balance: $241.00
name and address Fogeo Wi
information. Delinquency Status; Overocked

Click on Activities / Vacate royoubo 10 (B8]t e
This Unit to open the Siting Pla: rthy g
Move-Out billing screen. % Covment R0 2

L e ==

| Facitity: Empower Storage Customer Name: Scott Mendez

Activities For This Account
e

¥ :

Previous

x Verify Customer Name & unit number

Left click on Details.

L Click on the Vacate This Unit button
to open the Move-Out billing screen.
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Move-Out Accept Payment Screen

Select the payment type by clicking on the appropriate payment type check box.

The payment amount that was calculated in the billing screen will be automatically entered into the payment
screen. If the payment is different than the calculated amount due, enter the ACTUAL payment being received
into the Cash Received field (for cash payments), Check Amount (for check payments), or Amount field (for credit

or debit card payments).

% Move-Out
Facility: Empower Storage Customer Name: MITTIE P. BERTHIAUME Unit:91

Contracts | Merchandise | Move-Out Options | Accept Payment

V] Credit Card

(] Debit Card
Expiration Date (MMYY): [1121
cvv. 21|
ip 92561
e 17252871

Cash: $0.00
Check: $0.00
Credit: $33.70]

Payment Summary

Debit: $0.00]
Total Payment: $33.70
Balance: 50.00

Previous. ex [ Finish

If the payment amount is higher than the amount due on cash payments, an Over Payment box will appear
allowing you to select how you would like to handle the overpayment; the options are:

Apply As Prepaid; Payments in excess of the amount due, will be applied as a credit balance on the account.
Give Change Back; If the payment amount is in excess of the amount due, the difference will be calculated and

displayed in the payment screen.

[Total Amount Due: $33.70

Reversing A Move-Out
The Reverse Move-Out function as its name implies allows you to reinstate a customer back into their unit after a
move-out has been processed, providing the following conditions are met.
1.) The Reverse Move-Out function is run prior to running End of Day.
You cannot initiate a Reverse Move-Out after End of Day has run.
2.) The Reverse Move-Out function in and of itself cannot be reversed.

Setting Up a Reverse Move-Out
Click on the Customers / Units tab and click on the Show Inactive check box.

usan Tom Smin|

File  Activities Help

> d4d = & 4 »m m : i
Moveln Move ment NSF Check Transier Adjustments Resenvation End Of Day Reports nts Auctions Rate Change Merchandise Calendar Contacts
Current Facil ower Software i | o
Sz Mop | Quickiew vit: | Ghars { Gauges | Catendar.| Newinegiy Show Inactive
Reneal uies (EE) = Contracts i Show Inacive ch
38 Stzms X 10 =ET— Filter Units — "
Floar: Has Vehicle'ic. m & Type DEBRA CAMPBELL 21 — }
Awaiable foady 1 Space
- mE oo e BANDYIOHNSOR>
Avaiatle ? : BRANDI BEAKIWELL e Fouhuciiia F
a0 size
: RANDY JOHNSON
= | |55 5 -
Avatabie Status HAROLD BRAY 53 ':
- I |
| Ready
Brs = seonsesumns __ss Quitagacnn B
. | . 8

Inactive (moved-out) customers will be displayed in the contracts list with a horizontal line through their name.
To initiate the Reverse Move-Out process left click on the customer’s name to open their Contract Details screen.
Left click on the Ledger/History tab and scroll down to the Move Out transaction item, position the mouse over
the Move Out transaction item and Right click, select Reverse Transaction a message will appear requesting
conformation for the reverse move out. Select Yes to complete the reverse move out or Cancel to stop the
process. The customer will be returned to the same late status and will maintain the same account balance as
they did prior to the move-out. If a payment was made during the move-out process the payment will
automatically be reversed and removed from all financial reports, with exception of the Reversed Transaction

report.
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Making a Payment

Y

Move In Move

@ r

Payment

T
|
M

D @ 8 = &

1®

F Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts

O

Payments can be processed in several different ways depending on user preference. Regardless of the payment
method used; the actual payment process remains the same.

The Storage Commander payment function supports Cash, Check, Credit Card & Debit Card payments. Payments
can be posted to an account to pay for past due balances, as a pre-pay credit or as a partial payment. Billing plans
can be configured to allow rent charges by the Week, Month, Quarterly, Simi-Annual or Annual. Refer to the

Configuration manual for information on how to setup a billing plan.

There are five (5) ways to process a payment on a customer account. You can select from any of the five methods
that you feel most comfortable with. All 5 methods work the same way and will deliver the same result.
We will start by showing you the location and how to start the payment process for each of the five payment

methods.

Payment Methods

Using the Activities drop down menu:

File

View Llanguages Help

Activi
L]

Payment

Move In
Move Out

Transfer

Adjustment

- Returned Check

Charge An Account

Manage Auctions
Schedule Move-Out

Merchandise »

7 Rate Change

Advanced Search

Setup Existing Contract
Reset Gate Interface

Generate Documents.
Link/Un-Link Contracts 5

34567

B m

r Storage

Facility: Empower Storage

sfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator

= 4

harts/Gauges | Calendar | New Inquiry | Work Orders

1®

Customer Name:

Contracts | Merchandise | Payment Options | Accept Payment

iz

Unit:

Search For:
Search In: Unit Number Customer Mame Dhane

Name Unit Phone Status Move-In
MARILYN BEASLEY 20 (802) 870-2212  QualifyForAuct 5/27/2018
Dave Downey 81 (565) 666-6562  Current 8/18/2018
JULIA SMITH 82 (951) 672-6257  Current 8/15/2018
LAURA ETCHISON 24 (620) 356-5481  QualifyForAuct 8/22/2018
JEFFERSON THOMAS a3 (177) 642-3007  DenyGateAcce 5/19/2018
BILLIE CLARK 86 004y 9g2-0700 [ENEHEENEN  6/15/2018
Silvia Aquirre F:7d (951)123-4567  QualifyForAuct 6/9/2018
JANEL BARRETT 20 (229) 672-1140  Current 5/8/2018
MITTIE P. BERTHIAUME 91 (318) 4823504 Current 5/15/2018
DAVID DIAS 92 (408) 683-3067  Current 7/9/2018
MICHAEL WALKER 04 (304) 841-0123  Current 7/26/2018
JEAN GREEN a7 (859) 2064423 QualifyForAuct 9/18/2018
PATRICE LONG 9 (515)223-9130  Current 7/29/2018
B & H Auto Parts 110 (957)672-6257 [NGHNNEN  5/11/2018
Lotmen Fencing and Supplies 113 (619) 8227762 PastDue 5/9/2018
15 Auto Sales 114 7142265534  [NEEEENE /122018
WILLIAM CASHION 122 (307) 224-0330  QualifyForAuct 6/15/2018

Next
ﬁ R A
85 95

74175

73

Click on the Activities drop down menu item located at the top of the Storage Commander main screen and select
Payment from the list.

A customer can be located by searching through the customer list box, or by placing a check mark in the Unit

Number, Customer Name or Phone and entering the associated search information in the Search For field.
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Using the Toolbar payment icon
Click on the Payment icon in the Toolbar and select the customer from the Contacts list.

A customer can be located by searching through the customer list box, or by placing a check mark in the Unit
Number, Customer Name or Phone and entering the associated search information in the Search For field.

File Activities View Languages Help

= Tu| @

= @ D @8 =42 0 @ @B o 3

Move In Move Ouff Payment QISF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator

Current Facility Empov! |-

Site Map | Quick View | Customers/Units

4 Facility: Empower Storage Customer Name: Unit: -
o Contracts | Merchandise | Payment Options | Accept Payment
ontracts
DAVID DIAS erchandise aymen ptions \ccept Paymen
[Uml: ][ Status: Search For:
92 Current Search In Unit Number Customer Name Shone
Paid Thru: Days Late:
8/8/2019 MName Unit Phaone Status Move-In
{Nm Bill: ][Last Rate Change: || Susans Deli 1 (910) 737-7802  Current 5/14/2018
8/9/2019 Dave Testing 2 (231)231-2346  Current 10/4/2018
{Rata ] Balance: tim tech 3 Current 11/16/2018
$122.00 $0.00 HATTIE BRODE 4 (209) 751-2339  QualifyForfuct 5/24/2018
[Ph"“"-: ] Size: FABIAN DOWLING 5 (336) 450-1509  Current 8/24/2018 7217475
(408) 6833067 J(10 X 20 E
THELMA CAMPBELL 6 (617) 253-2506  QualifyForAuct 6/12/2018
Move-In Date: Access Code: ) ;
{7!9!2018 ][ ALENE POWERS 7 (951) 509-4837  QualifyForAuct 7/15/2018
TEST 8 R c22019
Young's Fresh Fish 9 ©03)850-2279  [NENEEEEN  6/20/2018
CARMEN BURTON 10 (812) 248-9237  QualifyForAuct 5/21/2018
te 1 QualifyForAuct 11/17/2018
te 12 QualifyForAuct 11/14/2018
JAMES K. GARCIA 13 (859)399-9204  QualifyForAuct 9/15/2018
Previous Next ERIED

. B —

Using the Quick View screen
The Quick View screen will list all customers who are in a late or past due status. To make a payment on a

customer through this screen, double click on the customer’s name to open the Contract Details screen. From the
Contract Details screen click on the Activities button, now click on the Make A Payment button.

Site Map | Quick View | Customers / Units | Charts / Gauges | Calendar | New Inquiry | Work Crders

Reservations

File Activities View Languages Help User: Technical Support

‘o @ S H R B @ E A 1D wmEe 3

{ Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator

Current Facility Empower Storage
Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry | Werk Orders

Cantract DetsilsYoung's Fresh Fish - | X

. . Facility: Empower Storage Customer Name: Young's Fresh Fish Unit:9 |-
E (@) Sort By Unit () By Name () By D:

Contmct Activities For This Account 3
Unit Info
Customer
Alternate Centacts Ty sssavan
Photos N
Fingerprints This Unit
Authorized Access
Transfer To
Employer Another Unit
Late or Past Due Contracts El © Sort By Unit (@) By PT D Notes{Tormments Make An [
te PT:12/16/2016 (205) Bal:§385.00 Unit:11 Unit Inventory -I Adjustment
CARMEN BURTON (812) 248-9237 PE11/20/2016(231)  Bal$43800 Unit:10 Ledger/History
. .m Reserve
W Activities B cthner unic
PT11/16/2016 (235) __ Bai:$430.00 Unit1z
Make &
Payment
HATTIE 8R0DE (2097512338 PTI0/23/2016 (258)  Bal§48400 Unit4
LAURA ETCHISON (620} 356-5481 /2172016 (261)  Bal$115000 unitas {§ _cherse
JOHN FULBRIGHT (334) 555-4583 PR Bal$1,375.00 Unit:189 is Acroune
Z ) SortBy Unit (8) By M.0. D: D Imer [
Scheduled Mave-Outs [(3] O sorteyunit (@) 8y B oo [
[54 CHERYL MAY (603) 466-4879 9/1/2018 10X 10 Ca
(87 Silvia Aquirre: (951) 123-4567 9/14/2018 10X 20 Ca
fi7a ELIZABETH BIANCO (419) 470-8377 aNg/2018 12X 30 c
T T
Total 520,166.00 Total $20,166.00}

Available Unavailable TN Total Units Auction - ‘ Deny Access || Past Due
81 76 0 [ 8 165 36 L 4 L 1 1 .
- E— I

N
Double click on the customer’s name
and select Activities / Make A Payment
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Using the Customers / Units screen

ISiteMap Quick View | Customers/Units | Charts/Gauges | Calendar | New Inquiry WDrkDrdersl

The Customers / Units screen is split into two sections Rental Units and Contracts (Customers). A payment can be
initiated by either double clicking on an occupied unit under the Rental Units column, which will open the
Payments Options screen, or by double clicking on a customer under the Contracts column, which will open the

Contract Details screen click on the Activities button followed by the Make A Payment button to open the
Payment Options screen.

Payment: Young's Fresh Fish - 9 - m} X

File Activities View  languages  Help Facility: Empower Storage Customer Name: Young’s Fresh Fish Unit:9 User: Technical Support

ik Ty @ = @ J BB | Contracts [ Merchandise | Payment Options | Accept Payment

i Move In Move Out Payment NSF Check Transfer Adjustments Reservation

= Caleulate | | B
Current Facility Empower Storage - .
Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar |

Reservations

=]

Rate: (34600 Number of Pre-Payments: | 0 2] [ Count: 1

Paid Through: 11/19/2018

|

Projected Paid Through: 7/19/2019
Billing Plan: Commercial Count: 1

|

Fees || Discounts | Services | Deposits Applied To Contract Count: 3
7{)2 processed.
Late or Past Due Contracts Invoice Fea 52.00[aad] [ [=] O ByName (@) ByDate
= —_— 3 Follow-Up: 4/20/2018 Cal|
CARMEN BURTON (812) 248-9237 PT:11/20/2018 Auction Ssle 50.00[kcd] 3

~Current Transactions Follow-Up: 4/22/2018 Call

Follow-Up: 4/22/2018 Call
ol

HATTIE BRODE (209) 751-2339 PT:10/23/2018 (2

| —
Follow-Up: 4/22/2018
LAURA ETCHISON (620) 356-5481 PT:10/21/2018 (2 T B Folew el
ol ———
JOHN FULBRIGHT 334)535-4583 PT:10/20/2018 (2 s
(334) 020201802 o ] Follow-Up: 4/22/2018 Call
Scheduled Move-Outs 11/20/2018 Commercial: 11/20/2018 [] Pay Now $46.00 L
[ CHERYL MAY (603) 466-4879 11/29/2018 Commercial Late Fee [ Waive Item [] Pay Now $50.00 $20,166.00
5 Siva Aeuime (951) 1234567 12/20/2018 Commercial: 12/20/2018 [] Pay Now $46.00
Total: $418.00
[i7s ELIZABETH BIANCO (419) 470-8377
~Summary - All Cantracts
Rent Due: §368.00 Merchandise: $0.00
Discounts: $0.00 Insurance: $0.00
Fees Dues $50.00 Taxes Due: $0.00
Depasit Due: £0.00 Total Due: 5418.00 | Total $20,166.00

Available Rented | Unavailable TR0 g - Bast Due Dirty
a1 76 o b Previous Next Finish | 1 .

Using the Site Map.

To use the site map for processing a rent payment, locate the customers unit on the site map and double click on
it to bring up the Payment Options screen.

40 |Page



Payment: Young's Fresh Fish - 9 - o X

File Activities View Languages Help User: Technical Support

Facility: Empower Storage Customer Name: Young'’s Fresh Fish Unit:9

Ty @ = 5B I BB || contracts | Merchandise | Payment Options | Accept Payment

we In Move Out Payment NSF Check Transfer Adjustments Reservatiof
=
Current Facility Empower Storage - -

Site Map | Quick View | Customers/Units | Charts/Gauges | Calendar

Customer:
LAURA ETCHISON

Rate: (34600 Number of Pre-Payments: | 0 ] Specialt

Paid Through: 11/19/2018
Projected Paid Through: 7/19/2019 Cold
Billing Plan: Commercial
Storage
ez || Discounts | services | Depests Applied To Contract GAlz[E
Invoice Fee 52.00[ad| =
Auction
Auction Sale. s0.00[acd|
Current Transactions

Total: 50.00

Past Due

11/20/2018 Commercial: 11/20/2018 [] Pay Now 346,00 V Sto rage
11/29/2018 Commercial Late Fee [ Waive ltem [ Pay Now $50.00
12/20/2018 Commercial: 12/20/2018 [ Pay Now $46.00

Total: $418.00

Summary - All Contracts

Rent Due: $368.00 Merchangise: $0.00
Discounts: 50.00 Insurance: $0.00
Fees Due: $50.00 Taxes Due: $0.00
= Deposit Due: $0.00 Total Due: $418.00

Zoom: &

Available Rented | Unavailable JRLSCT-H00
21 76 i 0

Paying on an Inactive (Moved Out) Customer

To enter a payment on a customer who has moved out of the facility, click on the Customer / Units tab, select
Show Inactive and locate the customer in the contacts list (inactive customers can be identified by a line through
their name). Click on the customer’s name to open Contract Details and select the Activities button. If the
customer was moved out with a balance due there will be a button Make A Payment available in the Activities for
This Account screen, click on the Make A Payment button to process the payment.

A Show Inactive Search:
Contiects @ l:l nclude Phones SortBy: () Customer Name () Ui
Ready ':
DEBRA CAMPBELL 21
Inactive (Moved Out) g::;'f‘“e“‘“’ss —
customers GLLL G 22 e =
Ready —
G R AL & QualifyForAuction ’_
h Fred Freelaneer 51
Justin Simpson 51 gl:’;nt
N
RANDY JOHMNSOMN 52
T e — Ready
]
Facility: Empower Storags Customer Name: Automatit Test
Contract PR -
Single click on the customer’s L7 Ackivities For This fiecaunt
name to open the Contacts —_— | = e |
Detail window. Click on the Photos :
Activities button to proceed to sbotied s |
the next screen. Emgloyer

Nates/Comments

Uit Inverntery

LadgerMistary

Pictries

Click on the Make A Payment button to _M ; -
one

proceed to the payment screen -
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Payment Options

After the customer has been selected the Payment Options screen will open. From here you can set the number
of payments that will be processed against the customer account. You can also apply additional Fees, add
Discounts, add charges for Services, or attach additional Deposits to the account.

To add additional Fees,
Discounts, Services or
Deposits to this payment,
click on the appropriate tab

¥ Payment: MARILYN BEASLEY - 80

Facility: Enpower Storage

Contracts

Customer Name: MARILYN BEASLEY

Merchandise Payment Options | Accept Payment

— (u] X

Unit:80

Use the up and down

and select the item from the —> |~ arrows to apply Pre-
list. Once selected, it will Payments to this payment.
appear in the Applied to MaRaYH AT
Contract box. Items in the
Applied to Contract box will 3 Number Ofre-payments: [0 2]
not be added to the Paid Through: /3172017 Click on the Delete
payment until you click on &im Plan: Storage & RY Projected Paid Through Date: 10/1/2017 button to remove an
the Calculate button. f  ETEE— Anplod To Cantract | item from the payment.
Burglary ($1,000 @ 50%) ss.ssbeﬁk
The Current transaction b= $200/add]
section will show any new | [Ccommerienes s15000/addl Click in the Wave Fee box
items being added to this R Current Transactions to enter an offsetting credit
payment. Bl o1 against the fee that is being
Waived: Preliminary Lien
— charged to the account.

The Past Due section will Total: ($35.00)

show all charges that have
already been posted to this

= Past Due

8/1/2017 Burglary ($1,000 @ 50%): 2017-08-02 $6.95

Select the order in which

8/1/2017 Storage & RV: 2017-08-02 $122.00 A ~ A
account. 8/4/2017 Late V] Wave ltem §10.00 transactions will be paid

8/9/2017 Preliminary Lien [¥] Waive tem Pay Now $25.00 when partial payments are

8/17/2017 Lien [ Pay Now $35.00 made.

9/1/2017 Burglary ($1,000 @ 50%): 2017-09-02 [ Pay Now $6.95

9/1/2017 Storage & RV: 2017-09-02 [] Pay Now $122.00
The Summary section will Totak: $327.90 Click on the Next button
show the total dollars being 3 Summary - All Contracts or the Accept Payment
applied to all income Sent v irs Merchandss 221 tabto proceed to the
categories. Fees Due: $35.00 Taxes D 50.00 payment screen.

Deposit Due: $0.00 otal Due: $292.90

Next

Previous / Finish

Selecting Payment Order

By default, Storage Commander will apply partial payments to the oldest balance on the account (typically this
would be the oldest rent charge), you can however change the sequence in which a partial payment is applied by
selecting the Pay Now button adjacent to each transaction item. This will allow you to pay on late fees first with
any remaining money applied to rent.

Multi-Unit Payment

Selecting a customer who has multiple units that have been linked together, will bring up the Multi-Unit payment
selection screen, displaying all units that are associated (linked) to this customers account. You can select
individual units, or multiple units (by clicking on each unit while holding the Ctrl key down), you can also select all
units by clicking on the Select All button. Clicking on a highlighted unit (previously selected unit) will de-select the
unit from the payment process., clicking on the Clear All button will de-select all units from the payment process
and disable the OK button.

Once you have selected the units for payment click on the OK button to proceed to the Payment Options screen.

% Multi-Unit Customer

This customer has multiple units.
Select the unit(s) to pay.
Unit: 1 Paid Through: 4/30/2017 [M'JI
Unit: 2 Paid Through: 4/30/2017 [MJ
Unit: 3 Paid Through: 4/30/2017
Use the Alt or Shift keys to select specific units. [T:l [m

NOTE: To link contracts together, navigate to the Activities drop-down and select Link/ Unlink Contracts.
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After clicking on the OK button, the Payment Options screen is displayed. As mentioned in the previous page,
this screen will detail all the elements that comprise this payment. The only difference between this example and
the example on the previous page is the selection for Number of Payments (All Contracts) and a series of tabs for
all units linked to this customer.

" Payment: Susans Deli - 3 — (m} X
- Select the number

C!ICkI_ng on a Unit tab Contracts | Merchandise = Payment Options | Accept Payment / of payments for the
will display the \ _ entire range of
Danent detalls fOI’ \ Number Of Payments (All Contracts): | 1 i Calculate / UnItS or Select the

p

r= V‘Z',(—\ r\.ﬂ’?l‘m number Of
payments for
Rate: [$47.00 Number Of Payments: | 12| individual units.

Paid Through: 4/30/2017

Facility: Empower Storage Customer Name: Susans Deli Unit:3 /

Projected Paid Through Date: 4/30/2017
Billing Plan: Commercial 1st

Feed|Discounts|Services Deposits] Applied To Confract
Burglary (§5,000 @ 100%) $16.95 Delets]
Invoice Fee $2.00[Add|
‘Commercial Fees
Commercial Lien Fee $150,00[Add|
Current Transactions
Commercial 1st: 4/1/2017 $47.00
Burglary ($5,000 @ 100%): 4/1/2017 $16.95
Total: $63.95
Past Due
Total: $0.00
Summary - All
Summary - All Contracts -
Rent Due: $141.00 Merchandise: $0.00 Contracts, shows how
Discounts $0.00 Insurance: $5085 i
Fees Due: $0.00 Taxes Due: $0.00 the payment IS
Deposit Due: $0.00 Total Due: $191.85 applled.

Previous } [ Next

Fini

Processing a Payment

This is the last screen in the payment process and is where you select the type of payment being received (Cash,
Check or Credit Card) individually or any combination of the three payment types.

Cash Payment

If the payment received is lower than the balance due, the Balance field will show the remaining balance on the
unit. If the payment received is more than the balance on the unit, an Over Payment box will appear. You have
two choices as to how to account for this over payment; Apply as Prepayment will post the over payment credit
as a pre-paid credit on the customer account, which will be applied the next time rent is charged to the unit. Give
Change Back, will calculate the difference between the amount due and the amount being received, and display
the result as Change.

The Payment Summary will list how the payment was received and display the Balance on the unit.

Enter the amount of Payment: Scott Mendez - A8 = |
payment here if it is ~]_ Facility:Empower Storage Customer Name: Scott Mendez Unit:A8 Select Cash for cash
different than what has Contracts Teschapdise | Payment Options | Accept Payment | payments
been calculated. Yicasn A
[ | Check
Cash Received:  $160.00 [] Credit Card
. - [] Debit Card .
If the payment is going to ARy = Ifﬁas.h r:cewe(f excgeds
be split between cash —7 ® Ciive Change fack : what is due, select the
and another payment Change: ($3.00) \__ over payment amount as
type enter the amount Of Payment Summary Cash: §157.00 Prepald rent or Change
th ’ h th Checl 500 to be returned to
€ cash payment here. — ‘T customer.
Total Amount Due: $157.00 Debit: $0.0
Total Payment: S157.0
Balance: 0.0
|! Previous | Finish
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Check Payment

To enter a check payment, click on the check box next to Check, the Check Amount field will automatically be
filled in with the payment balance that was calculated in the Payment Options screen. If the payment that is
being applied is different than the amount calculated, enter the amount of the check into the Check Amount field.
If the payment received is lower than the balance due, the Balance field will show the remaining balance on the
unit.

If the payment received is more than the balance on the unit the over payment will post as a pre-paid credit on
the customer account, which will be applied the next time rent is charged to the unit.

The check number, account number and bank routing numbers can be automatically entered into the check
payment screen by scanning the check.

The Payment Summary will list how the payment was received and display the balance on the unit.

] Payment: MARILYN BEASLEY - 80 [E=E) The balance due will be
Facility: Empower Software Customer Name: MARILYN BEASLEY Unit:80 automatically entered, if the
If a check scanner is Contracts | Merchandise | Payment Options | Accept Payment _/Check payment is for a
installed, an icon of the different amount, enter the
scanner will be Check Number: 1324 Bank Number: 16-1667 check amount here.
di5p|ayed_ Click on the \ Routing Number: 123456780 Account Number: 1234567 Credit Card
icon to scan the check. \ Name On Check: Check Amount:  $16195 i If the payment is being split
‘ Account Type Account Class ‘\-~ between check and another
‘ Sean Process ACH Savings ® Personal avment type (cash or credit
Process ACH by - ol i payment type (

card), enter the amount of

selecting this option will the check payment here.

automatically deposit the
check into your checking
account.

When the check has

Cash:
Check:
Credit:
Aotal Amount Due: $161.95 Debit: $0.00

If the check is to be
~_ automatically deposited select

[ Total Payment: s161.95| the Account Type &
fan through the check “ iy e s0.00 Account Classyp rior to
scanner an image of . i K | licki h p
the check is added to [Lpmioens = Elﬁt(;r;g on the Process ACH

the customer account

Credit Card Payment

To enter a credit card payment, click on the check box next to Credit Card, the Amount field will automatically be
filled in with the payment balance that was calculated in the Payment Options screen. If the payment that is
being applied is different than the amount calculated, enter the amount of the check into the Amount field. If the
payment received is lower than the balance due, the Balance field will show the remaining balance on the unit.

If the payment received is more than the balance on the unit the over payment will post as a pre-paid credit on
the customer account, which will be applied the next time rent is charged to the unit.

Payment: CARMEN BURTON - 10 - O X

Storage Commander will retain the last
three successful credit card transaction

Facility: Storage Commander Software, LLC Customer Name: CARMEN BURTON Unit:10

Contracts | Merchandise | Payment Options =~ Accept Payment

made on a customer account and allow [ cost
. Select Prior Card: Cleal

you to use the same credit card from [ Cheek

. E: tion Date (MMYY): N
any of the past three transactions e [ Credit Card
towards a new payment. Name On Card: CARMEN BURTON Bill Zip: L] Debit card

Billing Address: Approval Code:
Previous Transaction Enroll Automatic Payment Amount: | $0.00
To use this feature, go to the Select %
Prior Card field and click on the drop- .
down arrow to display the last three Payment Summary e G
credit cards used on this account (Note - ;gf}g
that you can only see the first and last 4 Total Amount Due: $23,837.43 Debit: $0.00
Total Payment: $0.00

numbers on each card), select the card — $23,837.43

that will be used and continue with the

payment. e
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Processing a Credit Card Payment from a Standalone Terminal

If you are using a standalone credit card terminal to charge a card and would like to record the payment in
Storage Commander, or if you accept credit card payment over the phone, you can manually enter the credit card
information into the credit card payment screen. Using this methos allows Storage Commander to record the

payment as a credit card transaction in the customer payment history and also maintain consistency throughout
the financial reports.

After charging the card through the side terminal, you can manually enter a credit card payment by selecting
Previous Transaction. Enter the credit card number in the Card Number field, Name on Card, Billing Address,
Expiration Date, Billing Zip code and the Approval Code.

NOTE: The last four of the credit card number is the only numbers required in the Card Number field.

Posting a Credit Card Payment Without Charging the Card

To record a credit card charge transaction without charging the card (you will use this method if you use a
separate credit card terminal for charging credit cards) select Previous Transaction and manually enter the last
four digits of the credit card number into the Card Number field, enter the Name on Card, Billing Address,

Expiration Date, Billing Zip code and the Approval Code. Click on the Finish button to complete the payment
transaction.

Removing a Credit Card from Card on File List
In the Select Prior Card field click on the Remove button to the right of the card number to be removed.

C | Move-Out Clear will remove credit cards
Facility: Empower Storage Customer Name: MITTIE P. BERTHIAUME pi from the Stored credlt card Ilst
Select One Of the three prev'ous Contracts | Merchandise | Move-Out Options | Accept Payment
credit cards used in the past on ——] U:..“hk '
this account. EE= 2 Creiroetit Select Credit Card as the
Expiatin Date (MMYYY: payment type.

To manually enter a credit card, . .
select Manually Enter Card and SRa g s poorons ot If this card will be used to
enter the credit card number into ] Manualy Enter Card [ Previous Transaction [ Enroll Automatic Payment Amount:[G3370 automatically pay rent each
the Credit Card field. P billing cycle, select Enroll

¥ — _
/V \ [—— Automatic Payment.

Name On Card: |[Kenya Myers Bill Zip:

To scan a credit card, select / Once the credit card has been
the Scan Card icon that has Pyt Sy Cosin - scanned or the credit card
been installed on your Check: smi—___number has been manually
Credit: $33.70 H
system. Hotal Amount Due: $33.70 P s entered, click on Scan Card to
Total Payment: $33.70 process the payment_
Balance: $0.00
Previous Nex Finish

Processing Auto Credit Cards

As End of Day is ran customers who have elected to have their rent payment automatically charged to a credit
card are compiled and put into the Pending Auto Credit Card Payments screen. This screen is located under the
View drop down menu under Pending Auto Credit Card Payments. The cards are not actually charged until you
have reviewed this list, selected the cards to be charged and clicked on the Process Selected button.

File Activities View Help

D ™

Move In Move Out P3

— e
—— ) S
BB Pending Automatic Credit Card - o x
Date stomer

Unit Charge Amount Account Result aREnContact

[ 4222014 - 97 §125 4176...9916 NEWY
EI A4r22/2014 - AAT Judy-Smith $95 5616...8895 NEWY
EI 412212014 - C93 Brian-Porter $227 4225...7724 NEWY
] 412212014 - P47 Paul-Stout 575 3871...6199 NEWY

Current Faci
Site Map | Quick View.
Customer:
[mme e |
|
114
[
62572014
|[ Next giti: ==
(eroms | 72 |74
e
\s210.00

I X ‘ T TS [SI[o5 5> 3[m71 73
Phone: Size:

[> Process Seiected | [ Remove Selected]| [ Select All | | Clear Al || ciese |
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Debit Card Payment

To enter a debit card payment, click on the check box next to Credit/ Debit, the Amount field will automatically
be filled in with the payment balance that was calculated in the Payment Options screen. If the payment that is
being applied is different than the amount calculated, enter the amount of the payment into the Amount field. If
the payment received is less than the balance due, enter the actual amount of the payment into the Amount field.
Once the payment amount is entered the Balance field in the Payment Summary section would show the

remaining balance on the unit.

If the payment received is more than the balance on the unit the over payment will post as a pre-paid credit on
the customer account, which will be applied the next time rent is charged to the unit.

When the Scan Card buttonis
clicked, an temizad list of al
tems that constitute the
Armount Due will appearon the
Customer Access Teminal.
When the customer accepts the
total, thay will be prompted to
swipe their card and entertheir
PIM number.

sty emapasar Siaage Cambamar Kpme ELTARETH BIANCT Wl 178
Comirecia | Werchancies | Peyrmeet Optoes | Roopn Pagvesat
Casli.
Sulect Prior Carct Cimar
o CrodnTick
wime Cte |
yers el 2
Appranal Laate
v E L or At | §TIEET
Casis oo
Chnic a0
i rdir $aon
[ LRL L
Tadal Paymant b1l T
B ld-ll1
P

Click on the Finish button to
complete the payment
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Setting up Auto Payments

Storage Commander can be configured to automatically
process or generate credit card payments when rent is
charged. To enroll a customer into Automatic Payment, on
the payment screen click the check box next to Enroll
Automatic Payment.

Enter the credit card information and select OK.

If this card will be used to
automatically pay rent each
billing cycle, select Enroll
Automatic Payment.

To enroll a customer into
Automatic Payment
without charging he
customer, on the

Customer Contract ?

Details screen the drop-
down menu next to Auto
Payment. Select Credit

Card.

Partial Payments

Payment: Kenya Myers - 1134 - o X
Facility:Bryan Customer Name: Kenya Myers Unit: 1194
Contracts | Merchandise | Payment Options| Accept Payment
[ Cash
[ check
Select Prior Card: v Credit/Debit
Expiration Date (MMYY):
Name On Carc: | Kenya Myers Bl Zip:
Billing Address: Approval Code:
[[] Manually Enter Card [ ] Previous Transaction [ ] Enroll Automatic Payment Amount: | $144.00
% Scan
Card
Payment Summary Cash: S0.0(
Check: $0.0
Credit: $144.00
fotal Amount Due: $144.00 Debit: 500
Total Payment: $144.0
Balance: $0.0
Facility: Empower Storage Customer Name: JEREMY ANTONIO Unit:57
W Contract Contract Details
Unit Info
T Move In: | 51172018 ~| Scheduled Move Out:
0/2019
Alterate Contact{ oy , Dayment Setup _ = % V.
Photos
Fingerprints
Authorized Acce: 00
Enployeg Expiration Date (MMYY):
Notes/Comments
T
Ledger/History Name On Card: Bill Zip:
,\;ﬁvm\ Billing Address: Approval Code:
Settings...
Settings...
Select Prior Card:
Lo
e §

To process a partial payment (a payment being made for less than the balance on the account), from the Accept
Payment window enter the amount to be applied to the account into the Amount field

% Payment: DALE LONGING - 145

Facility: Empower Storage

Contracts | Merchandise | Payment Options | Accept Payment

— O x
Customer Name: DALE LONGINO Unit: 145
Cash
[ Check

Cash Received: | 55000 4

Payment Summary

'otal Amount Due: $95.00

Cash: $50.0

Check: 50.0(

Credit: $0.0(

Debit: 50.0(
Total Payment: $50.1
Balance: $45.1

Previous Next

/ Enter the amount of the Partial Payment
here.

The Total Amount Due reflects the
balance due on the account.

The Total Payment shows the amount of

/

the Partial Payment.
/ The Balance indicates the balance on the
/ account after the Partial Payment is

applied.

Finish

When the amount of the partial payment has been entered, the payment summery section will show the total
payment being made and the new balance due on the account.

NOTE: Partial payments will be applied towards the oldest balances on the account. This is typically rent but could be fees or

insurance if these balances are older.
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Reversing a Payment

Payments can be reversed within the day (before the End of Day process) the payment was entered if a payment
needs to be reversed after the close of business you will need to make an adjustment to the customer account to
charge back the amount of the incorrect payment.

From the Customer/Units screen double click on the customer in the Contacts section. In the left margin locate
and click on the Ledger/History button. Locate the payment to be reversed and right click on the payment
transaction item, click on the Reverse Transaction item in the action box and select OK at the prompt to proceed.
A Reversed Payment entry will be posted to the customer ledger, and the amount of the payment will be charged
back to the account.

Facility: Empower Storage Customer Name: Test Missy Unit:15
Contrack 7/26/2019 10:25 AMTechnical Si rt
Unit Infor (%) Contact Converted Unit:15 : ecnice CORE
Customer Ending Balance: 50.00
Alternate Contacts
Photos (=) Move In 5D Receipt . 7/26/2019 10:25 AMTechnical Support |
Fingerprints
Authorized Access S
T Payment Cash §12.28 ) (518.88)
o e Ending Balance: 50.00
Click on the Ledger/History _— Jp=asmsma
tab, locate the Reverse button cttes
and select to reverse payment.
3) Manager View () Accountant View
() History For Unit 15 ) History For Test Missy
[ |

The reversed payment will be included in the Reversed Transactions, Transaction Detail and Transactions
Summary reports. All references to the payment will be removed from all financial reports and added to the
Reversed Payments report.

Credit card or Debit card transaction will also be reversed providing this feature is turned on in the Configuration

Manager. For information on how to setup this feature please refer to the Configuration Manager manual under
section “General Operations / Void credit card on reversed transaction”.
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Processing Returned Checks (NSF)

s @SB E DI A @ w o 3

Move In Move Out Paymen MSF Check nsfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search Calculator

Initiating a returned check will cause Storage Commander to charge back the customer account with all items that
were paid for when the check was being processed. When the returned check process has been completed, the
customers’ account will be updated showing the charge backs, they will be placed in the appropriate late status,
and their account history will be updated. The returned check activity will be recorded in the Facility Summary
report.

Opening the Returned Check screen

The Returned Check process can be initiated by :'m'dmc“‘m‘ : e
clicking on the Activities drop down menu, or by s The Check nformation
clicking on the Returned Check button in the Tool Bar.
Once selected, the Check Information screen will N e
appear. Enter the search information, or if you have ! L Account Number
one of the approved check scanners, scan the check to ‘.EM fostns tumeer '
proceed to the Check Payment screen. e

‘7 Next | Finsn
The Check Payment screen will show the details of the —p— e
check being returned. If the check was initially [Checkin Check Payments |
processed using the Multipurpose Scanner, you will sl
be able to see an image of the check. If you click on Name: Fank Scheling Unit A3 Amount; $105.00 ta

the image, you can view or print an enlarged copy of

Check Nbr: 1323 Payment Date: 1/12/2013 11:43 AM Account: 1234567 |
<

the check. L e Ty

e 1323
wn 42 )03

$ voo

ONE_[Fiéboons Deaciany 205 — Tt s 00 f 5550
ToUn o waTTOn

Once you have verified that you are processing the

NON-NEGOTIABLE DO NOT CASH

correct check, click on the Next button to proceed to | previous || N« | B s N

HA2INSRTAON V2imLSGmTe 3323
the Confirmation screen. | B e )

Finish

Returned Check o0l f@] [ oo 2
Verify that the correct check is being processed as a Check Informtion [ Checc Payments | Confirmation
Contract Details
returned check. Click on the Finish button to complete Unit: A3 Name: Frank Scheliing
Balance: $0.00 Phone: (619) 882-7765

the process.

Overlock Status: RemoveOverlock

Delinquecy: Current

Check Details

Check Number: 1323 Bank Number: 55-95/212
Account Number: 1234567 Amount: $105.00

NOTE: Once this process is complete, the check value

Routing Number: 123456780 Account Class: Personal

will post back to the customer’s account, an NSF notice
will be generated AND IF your facility charges an NSF

| previous | fch

fee it will automatically be charged.
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Customers can be transferred from their current unit to another unit through the Site Map by Right clicking on
their unit and selecting Details | Activities | Transfer. You can also initiate a transfer from the Activities drop
down menu, or through the Quick View and Customer / Units screens.

Click the Transfer Button in the Tool Bar to open the Transfer
Window.

Search for the customer you are transferring. You have the
option to search by unit number, customer name, and
customer phone number.

Once the customer has been located in the list, click on the
customers name to Select the customer. Click Next to proceed.

Select the Unit that you wish to transfer the customer to. Once
selected the Unit will become highlighted. Click Next to
Proceed.

In the Transfer Options screen click on the Calculate button to
generate the total due for this transfer.

The Current Transactions section shows the prorated amount
for the new unit, and the credit from the previous unit.
Click Finish to complete the Transfer.

Transfer Window o |[@ ][ ==
Contracts | Select Unit | Transfer Options |
Search For: |
SearchIn: Unit Number Customer Name ohane
Name Unit Phane Status Move-In
JIM FORRESTER 817 (932) 948-5858  DenyGateAcce 4/1/2011
JILLAN JONES c4 (888) 282-2282  Current 4/20/2011
JOY MENDEZ 30 (887) 773-7373  Current 4/18/2011
Julie Smith D12 (909) 838-3882  QualifyForAuct 3/10/2011
Sam Johnson D15 (123)123-1231  Current 4/5/2011
Alan Jackson D16 (612)383-8383  Current 4/1/2011
JOIO JUMPING &5 (838)383-8383  Overlocked  4/8/2011
Transfer Window S| B |
Contracts | Select Unit | Transfer Options
Rental Units (TT3 Search:
[+]:] Sizer10 X 20 TypesStorageUnic | Filter Units
Floor: Has Vehiclecho [ Type
Available ‘Condition:Ready Rate:380.00
D13 Size:l0 X 20 Type:Storagelinic [E Condition
Floor: Has Vehiclertlo
Available  Conditiomesdy  Raterse0.00
D14 Size:10X 20 TypestorageUnit e [ Size
Floor: Has Vehicle:No !w
Available ‘Condition: 1539 Rate:$80.00
: Attributes
D18 Sizec10 X 20 TypesStoragelinic [T Climate Control
Floon Has Vehiclertlo o || |[E) Drive Up Access
Available  Condition:Resdy Raters30.00 3
D20 Sizer10 X 20 Typesstrageunit
Floor: Has Vehiclertlo
Avsilable  Conditiomesdy Rater$20.00 _

Transfer Window o |[=][ ==
Contracts | Select Unit | Transfer Options
Current Contract New Unit
Name: JOY MENDEZ
Unit: €30 Unit: D17
Rate: $100.00 Rate:  $100.00
ez [Discounts]Senviced Applied To Contract
Admin Fee $5.00] E -
invaie Fez s200[aad] |
Lock Cut s1000[add] -
- Current Transaction:
Monthly: 6/2/2011 $154.63
Monthly: 5/19/2011 (855.93)
Total: $98.70
- Past Due
‘ 5/18/2011 Monthly: 5/18/2011 smo.oo‘
Total: $100.00
- Summary
Rent Due: $198.70 Merchandise: $0.00
Discounts: $0.00 Insurance: $0.00
Fees Due: $0.00 Taxes Due: $0.00
Deposit Duet $0.00 Total Due: $198.70
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Account Adjustments
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The adjustment function allows changes to be made against balances on a customer account.

Adjustments can be initiated through the button bar by clicking on the Adjustments button, or by right clicking on
a customer’s name and selecting Details | Activities | Adjustment.

Once an account has been selected the Adjustment screen will open. From here you will see a list of all account
types that have a current balance (S0 balances on account items will not be included in the Past Due Items list).

Adjustment Types

Adjustments are broken down into two types of adjustments, Past Due Items and Account Adjustments.

Adjustment [:-_\IEI]-&_hJ

| Contracts | Details

et

Customer Name: MARIE BRYAN Next Charge: 5/28/2014
Unit: 95 Rate: $120.00

To reduce the balance Paid Through: 4/27/2014 Current Balance: $149.95
on past due items, select T ... 0. rems
the item and e_nter the v Storage &RV: 4/28/2014 $108,00 Adjustment Amount: ($3.00)
offset amou_m |n_t0 the_ [] Burglary ($1,000 @ 50%): 4/28/2014 $6.95 Adjustment Amount:
corresp_ondlng field with [Ellate $10.00 Adjustment Amount:
a negatlve_ OR ["] preliminary Lien $25.00 Adjustment Amount:
parenthesis. L

Total: $149.95

T Account Adjustment
To increase a balance to
an account item, select
the item and enter the —=
amount of adjustment
into the Adjustment
Amount field.

Adjustment Amount: | $0.00 New Balance: $141.95

Gave Mr. Bryan an additional $8 off of his rent because of the problem he was having with the
Explanation: door to his unit.

Previous Finish

Past Due Items

Past Due adjustments allow the reduction of all or a portion of the balance against the past due item selected in
the list. Adjustments made against past due items are restricted to reducing the balance of the selected item
only. You cannot enter an amount that results in the balance changing from a balance due to a credit balance. In
addition, you cannot enter a value that increases the amount due in this section of the adjustment screen. Go to
the Account Adjustment section if you need to post an adjustment to an account that will increase the amount due.

Account Adjustments

The Account Adjustments section of the adjustments screen allows global adjustments to be made on Rent, Tax,
Deposit & Insurance balances. To increase the balance to any of these categories, select the category and enter
the amount of the increase in the Adjustment Amount field.

The New Balance will automatically update indicating the result of all adjustments.

Enter an explanation for the adjustment and click on the Finish button to complete the adjustment.
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Reservation
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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.

The reservation process is much the same as the move-in process, as the procedures and screens for entering the
customer information are almost identical. The only difference between two processes is that setting up a
reservation requires you to enter a “Planned Move-In Date” rather than a “Move-In Date”.

Other differences are that you cannot assign recurring Fees, Discounts, or Services to a reservation.

If you require a reservation deposit you must assign a Billing Plan to the reservation that includes a reservation
deposit (billing plans are created in the Configuration Manager).

To reserve a unit, click on the Reservations button in the tool bar, select the unit to be reserved from the list of
available units, select the Customer tab to open the customer information screen. If no additional information is
required, you can skip to the Billing Detail tab to enter the Planned Move-In Date.

Starting the Reservation Process

After the unit / RV space has been selected the next step is to enter the Customer Information. This conststs of
the customers name, address, telephone numer and other information that can be used to contact the customer.

Fill in the customer information fields as required using the Tab key or mouse to move from field to field.
Dl | o )

Customer Name: Phill Wazelneck Unit:A21

If the driver license ID conforms to the
AAMVA standard, and you have installed
an id scanner, a button showing the
installed scanner will appear. Click on this
button to scan the ID and have the
customers address information
automatically entered the move-in screen.

Customer Tab

Click on the Billing Detail
tab to enter the Planned
Move-In Date.

Click on the New buttons to
add addresses and phone
numbers to the account.

Entering a Planned Move-In Date & Reservation Deposit
From the Billing Detail screen enter the intended move-in date into the Planned Move-In Date field. If a
reservation deposit is required, you must select a Billing Plan that includes a reservation deposit.

BB Reservation D) o )

| Faciiy: Empower Storage Customer Name: Phill Wazelneck Unit:A21

N\

Enter the Planned Move-In Date
1 Select a Billing Plane that includes a
reservation deposit

Click on the Billing Detail tab

Wenve ltem 52500

,,,,,,,,,
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Running End of Day
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Running End of Day (EOD) initiates many processes within the Storage Commander program, which includes
charging rent, initiating Auto Credit Card & ACH payments, Late Notices, Late Fees, Report Groups, as well as
system level routines.

The advanced functionality built into the End of Day processes allow you to run End of Day while using the
Storage Commander Management system. In other words, you can start the End of Day process, let it run in the
background while you continue to take payments, move-in, move-out, or any other management function while
the End of Day is running.

When starting Storage Commander, the program will automatically detect if the End of Day process is up to date.
If it detects that the Storage Commander system is not up to date it will display a message box like the example
below informing you that the facilities management system is not current and has not been current for the
number of days indicated within the message box. If this occurs you will be asked to bring the management
system current leaving the current day open (this will allow rent to be charged, late steps/fees to be assessed,
auto credit cards to be charged, invoices to be printed/emailed as well as all other end of day functions to be
processed as of the day prior to the day this process (End of Day) was initiated.

% End-Of-Day Warning — O X

Empower Storage
Bring the facility up to date using the

i 1 It has been 1 days since the End-Of-Day processing was performed.
previous days date as the pOStmg date. Would you like to process End-Of-Day now?

X - . ® Bring the program current, but do not close for today.

Bring the facility up to date using the ~ )
X O Close all outstanding days, including today.

current date as the posting date.

‘ Run EQD H Cancel ]

If you select the second option (Close all outstanding days, including today) this will initiate all end of day process
with a posting date of the current system date.

When you click on the End of Day icon in the tool bar, the program will look to see if there are any outstanding
actions in the systems “To Do” list. If it detects that there are action items that need to be reviewed prior to
closing the facility a message box will be displayed allowing you to interrupt the end of day process so that you
can review the action items.

Storage Commander

[ - | There are tasks pending in the *To-Do" list. Would you like to view

@/ this list before continuing?

Yes No Cancel
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Starting End of Day

Stand-Alone version only

To start the End of Day process, click on the End of Day icon in the tool bar. The program will automatically select
the Windows default printer and let you know if it is Ready or Off-Line. If you choose to use a different printer,
click on the Select button and select a printer from the list of available printers.

When initiating the End of Day process, you have the option to include specific functions to run as part of the end
of day procedure:

End Of Day Processing — d >
Process The End-Of-Day Now?

|:| Process Auto Charges When EQOD Completes
|:| Print Generated Notices When EOD Completes
[] Email Statements i} Use Registered Emai

Report Printer: Dell 5130cdn Color Laser
Toner Low
Start | | Cancel |

Process Auto Charges when End of Day completes
Allow Auto Credit Card & ACH charges to occur automatically during the EOD process.

Print Generated Notices When End of Day Completes
Print notices (such as late notices) automatically during the EOD process.

Email Statements
Email statements (invoices) automatically during the EOD process.

Report Printer

When printing documents produced during the End of Day process, you can use the Windows system default
printer or you can select from any other printer that has been installed on the computer the is running the End Of
Day process, even if the printer is a networked printer printing at another location.

To select a printer, click on the Select button to open the Windows Printer selection window, and select the
desired printer from the list.
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Printing Notices

During the End of Day process, notices (such as: late notices and invoices) are generated and passed to the
Pending Documents Queue where you can review and select the documents prior to printing or emailing.

Notices will remain in the Pending Documents Queue until they are processed or cleared from the list. You can
review and reprint any notice that has been generated over the past 30 days (even if the document or notice has
been processed) by clicking on the Show Last 30 Days check box located at the bottom of the Pending Documents
screen.

Selecting Notices to Print, Email or Clear from the list
To select individual customers, click on the check box adjacent to the customer’s name.
To select all customers attached to a specific notice, click on the check box next to the notice.

¥. |Pending Doctiments - o x
Date Customer Unit Emailed Printed Texted

(®) [ Invoice ( Invoice) Count: 5
[T] 3/28/2017  CAROL DAVIS 132 NoEmal  No No View
[] 3/28/2017  JIM D. FORRESTER 185 No Email No No View
[ 3/28/2017  Silvia Aquirre 87 No No No [ View |
[] 3/28/2017 ANGELA BROWN 7 NoEmal  No No View
[[] 3/28/2017  DAVID DIAS 9 Nofmal  No No [ View

(~) [] Late Notice ( Late) Count: 6
[] 3/28/2017  CARMEN BURTON 10 NoEmasl  No No View
[T] 3/28/2017  VICTORA COTTON 140 NoEmal  No No View
[] 3/28/2017  DALE LONGINO 145 No Email No No View
[] 3/28/2017  ISRAEL |. ESCOBAR 182 NoEmal  No No [ view |
[] 3/28/2017  Shay M. Burton 183 NoEmal Mo No View
[] 3/28/2017  ANNA COLLIER 22 No Email No No View

@ [] Lien Notice ( Late) Count: 1
[] 3/28/2017  JIM D. FORRESTER 185 NoEmasl  No No [ view

@ [ Pre-Lien Notice ( Late) Count: 1
[] 3/28/2017  MITTIE P. BERTHIAUME 91 Notmal  No No [ View |

Sort Options
= 2 ®) Dat
= Email Selected JText Selected |2§ Clear Selected| ~ [] Show Last 30 Days () Uzlf
O Customer

Auto End of Day

The cloud-based version of Storage Commander can be configured to automatically run End of Day each night
after midnight. Using this feature eliminates the need for the on-site manager to run End of Day manually, and
provides the following enhancements:

+* Runs End of Day automatically every day 365 days a year, keeping your accounts up to date.

% Allows On-Line payments, Move In, Move Out, & Reservations to be posted to an account after business
hours.

R/

+* Notices are generated and placed in the Documents Queue for the manager to review and print/email
when they open the office in the morning.
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Reports
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All reports are accessed from the Tool Bar by clicking on the Reports button. Once the Reports function has been
selected the reports management window will open. From this window you can open and view reports by
selecting the appropriate category and clicking on the View button associated with the report. Any number of
reports can be opened at one time, when you select a report a tab will appear at the top of the reports window
signifying the report has been opened. Some of the more advanced features include: Ability to generate any
report in the system against a facility customer rather than the entire facility. Span reports across multiple
facilities. Perform a data search within a report. Export reports to different file formats, such as PDF, Excel, CSV
as well as many other file formats.

Reports are broken ©) Accounting [ET——

down by category. Click 2 = — eSS
on the appropriate e o %\N Faciity Summary |°
category to open a list of " ) o E

reports contained in the Facilty Summay Y10 ’_’_r R e i et
category. e L NI y o

Super Summary
Report Groups

NI The Tabs will show all
reports that are
currently open.

Report Groups (created |,
in the Configuration ¥
Manager under
Accounting / Reports)
contain selected reports
to be managed under a
group name for
automatic generation
covering a pre-
determined date range,

L Sellest Cantract Date Rangs

i N N To quickly find a
5%— — e customer in a multi-

y el page report, click on

oo the Find Text icon

and enter the name of

the customer.

T

7500
Qnn Trnsacbon Coust  Area DIMTONTD
65
175

Reports can be Click on the Forward

generated spanning one o n N e and Back buttons to
or more facilities. . — 2 . = == _|-| move through a multi-
\ == || page report.
Reports can be !
gelfn)erated to reflect a Select the date range to . . \ .
single customer by be used in generating Click on the Export  Click on the Print
clicking on the Selected the reports. Use Other if  button to export and  button to print
Contact button and you need the reports to save the report to a
cover a specific date. different file format.
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Documents Feature
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All document that are automatically generated through the Storage Commander program will be displayed in the
Pending Documents window. This window will list all documents that have been generated from the last time
End of Day was ran and are considered active notices. To see all documents that have been generated over the
past 30 days, click on the Show Last 30 Days selection box (located at the bottom of the Pending Documents
window).

All documents are arranged by category, selecting the check box to the left of the category name will select all
documents under that category, whereas selecting the check box next to an individual’s name within a category
will limit the selection to only individuals whom you have placed a check mark in their selection box

Once the selection process has been completed you have the option of Printing the selected documents, Emailing
the selected documents, or Clearing all selected customers.

Viewing Documents & Notices
Click on the View button to open the document using a PDF reader. You do not need to select a document to
view it.

Printing Documents & Notices

Referencing the information above, when printing selected customer documents, once the document is printed it
will be removed from the active document list. To see or to reprint the document using the Documents feature,
click on the Show Last 30 Days.

Email Documents & Notices
Emailing documents works in much the same was as printing documents, wherein you select the customer you
wish to email documents to, once selected click on the Email Selected button to initiate the email process.

Pending Documents O | B ||
Date Customer Unit Emailed Printed
__7D Commercial Contract Count:5 °
Select All in Category / [0 7/19/2014J5 Auto Sales 114 View |
Select Individual /.- [Z] 7/19/2014 BILLIE CLARK 86 View ‘
[C] 7/19/2014)ACOB CAMACHO 129 View ‘
] 7/20/2014Pinecrest Moving 187 View |2
[7] 7/27/2014 Young's Fresh Fish 9 View ‘
~) [0 Invoice Count: 7
[7] 8/15/2014CARMEN BURTON 10 No Yes View |
[C] 8/15/2014TAYLOR DARLING 13 NoEmail  Yes View ‘
[C] 8/15/2014 ANNA COLLIER 22 No Yes View ‘
[C] 8/15/2014 HATTIE BRODE 4 No Yes View ‘
[£] 8/15/2014VICTORA COTTON 140 Yes Yes View ‘
[T] 8/15/2014Young's Fresh Fish 9 No Yes View ‘
[C] 8/15/2014 MARIE BRYAN 95 No Yes View ‘
& Late Notice Count: 3
8/15/2014 Lotmen Fencing and Supplies 113 No No View ‘
8/15/2014SILVIA ). AGUIRRE 60 No No View ‘
8/15/2014JANEL BARRETT 90 No No View ‘ -
IjPrin( Selected I 2 Email same:ﬂ [)('cwaarsE\edeu| ‘ Showlast30Days |  Close

/
Open new window showing all

documents generated during
last 30 days

A red No Email notice signifies no email address has been entered into the customer account information. To add
an email address to a customer account, go the Contacts Details screen for the customer and select the Customer
button, when the customer information screen opens, enter the email address in the Email field.
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Generating Documents, Notices & Text Messages

The Generate Documents function allows you to generate documents outside the normal process of automatically
generating the documents in the program. late notice, NSF notice, Rate Change notices can be easily generated at
any time through this feature, you can also create a custom letter for mass mailing to some or all your active or
inactive customers. One of the new features which became available in version 5.10 is texting. The Texting
feature allows small text messages (typically under 160 characters) to be broadcasted to all or to specific
customers in your facility.

Manually Generate a Notice

To manually generate a notice (such as late notice), click on the Activities drop down menu item and select
Generate Documents. This will open the Generate Notices window, select the customer by locating the customer in
the Contracts column. Once the customer (or customers) has been selected locate the notice to be generated
from the Notices column. The selected notice will be automatically populated with the customers current
balances and transaction dates. You cannot enter balances or transaction dates yourself. You can preview the
notice by clicking on the Generate Notice button and selecting View located to the right of the customer’s name.
To print, or email the notice, select the customer by clicking on the check box next to the customer’s name
followed by selecting the appropriate Print, or Email button at the bottom of the screen

Customer selection column.

Notice selection column.

L8 GenerateMlotices Window - ] X
|
Contrax Notices
Unit Customer Name Balance Move In Contract
D 1 Missy Patel1 $106.83 Commercial Contract
[ ] 2 Blair Power $167.18 :f:eamy
ideaway

[ 13 eeee yiyilyiyly $164.36 Lease Indoor Storage
Click on a check box [ ] 5 Winnie Pooh $470.00 Lease Pelican
to select a customer. ] & LEANNA ADAMEK $2.960.47 Military Contract

D 7 TEST1 $115.00 Patriot Lease

Standard Co
[] 8 Joe Smith $135.00 ar ""_m
L TEST Rental Unit

["] 8 Multi Unit testt $0.00 Late Select Auto pays to

[ 9 Young's Fresh Fish $17,934.02 filter by just

["] 10 CARMEN BURTON $456,879.15 Text Messages customers who are

(] 11 te $12,19857 enrolled in autopay.

TEST

[112 te $9,511.94

[] 13 JAMES K. GARCIA $10,114.00
Selec.t Include [] 14 TIMOTHY IVETUN $2,374.73 Select Non-Auto
Inactive to add :

[]15 test $2,599.7 pays to filter by

inactive (moved-out)

customers to the list. customers who are

NOT enrolled in
autopay.

[] 20 B & H Auto Parts

| ] Show Inactive |select All| [select Autopays| |sele

SortBy: (#) Unit () Customer

ct Non-Autopays|

Search:

Generate
Notices

Close

Enter a name, unit number,
telephone number to initiate
a search for the customer.

Click on the Generate Notices
button to open the Generate
Documents print selection

screen. \
v - / Click here to pre-view the
. Date  Customer Unit Emailed Printed  Texted document.
Click on a check box [ 12/14/2016BRADLEY BOZEK 72 ioEmail  No No
to select a customer W [ 1z uz0iemaninn sesLey 80 togmsl No No
[ 12/14/2016EFFERSON THOMAS 85 No Mo No
[hrrint setected] [ Ljzmai seteciee] [ C)Te setected]

N
Select how the document is to be generated
Special NOTE on Texting
See TEXTING below

Click here to save a copy of the document to
the selected customers history.
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Creating Letters

A letter can be created within Storage Commander through our integrated word processor or by using Microsoft
Word to create the letter. If you choose to use Microsoft Word to draft the letter, you will need to import the
letter after it is drafted into the integrated word processor in Storage Commander.

For detailed instructions on how to create letters and notices, please refer to the Configuration Manager manual
under the section “Notices”

Selecting Customers

From the Activities drop down menu, select Generate Documents to open the Generate Notices Window. From
this window you can select individual Contracts (Customers) or you can click on the Select All button to select all
customers in the list. Select the Letter category from the Notices column and select the appropriate letter from
this category. When the letter and customers have been selected click on the Generate Notices button to create
the letters and move them to the Generated Documents window.

File | Activities | View Help
B8] Generate Notices Window = | B S|
w1 @ Payment F .com Fr— T ) B % r.
. B
T Moveln 1 Susans Deli * | [Move In Contract ) | £ 4
Mo | I T e ions Rate Change Merchandise Calendar Contacts
ove 6 THELMA CAMPBELL Military Contract
c R Out 9 Young's Fresh Fish Standard Contract
u 28 Transfer 10 CARMEN BURTON g Late : : )
5 13 TAYLOR DARLING Commercial Late Notice
Site | 1 £ P. BERTHIAUME Late Notice
. Adjustment MITTIE P. BERTH] Lien Notice
f 21 DEBRA CAMPBELL Pre-Lien Notice
—— . Retumed Check{N5F) 22 ANNA COLLIER Invoice )
Cu 30 BRANDI BEARTWELL Invoice
i Charge An Account 52 RANDY JOHNSON [Receipt )
.jE 53 HAROLD BRAY Receipt
& Manage Auctions 54 GEORGE BARNS INSF )
Un S < 57 JEREMY ANTONIO Returned Check Notice
57 Schedule Move-Out 58 MAUD MONTGOMERY [P:"“_a: :HY'“E":‘ . )
60 SILVIA J. AGUIRRE il Eaymestiotics ) -
. =5
o Merunaie | o o standard Storage
10 63 GERALD CORTEZ -
1% Rate Change S R Insurance Addendum )
Me 66 ANNIE A. ARCHER oo
.. r
10 Setup Existing Contract 69 LEANNA ADAMEK Repaving Notice
72 BRADLEY BOZEK -
Ra
g Reset Gate Interface [ JInclude inactive | seiect ail| [Ciear
E Genersie Documents - 60 | 62 66|68 |70
Ph Notices [ cose |
| | I X10 I L1 I I

Select the customers to print or email the letter to or click on the Select All button to select all the customers in
the list. You can preview the letter prior to printing or emailing by clicking on the View button for a specific
customer. If you would like to attach a copy of the letter to customer history, click on the “Save To History”
button.

NoTe: To view customer history, click on the Ledger/History tab in the customers Contract Details window.
When you are ready to print or email the letter, click on the appropriate button at the bottom of the screen.

Generated Documents i - O X
Date Customer Unit Emailed Printed Texted

12/19/20165usans Deli 1 NeEmail  No No
12/19/2016HATTIE BRODE 4 NeEmsi No No
12/19/2016FABIAN DOWLING 5 Mo Emsil No No
12/19/2016THELMA CAMPEBELL 6 NoEmsil  No No View
12/19/2016ALENE POWERS 7 No No No View
12/19/2016Young’s Fresh Fish 9 No No Mo View
12/19/2016CARMEN BURTON 10 NoEmsi  No No View
12/19/2016MARK FIELDS 12 NeEmsi No No
12/19/2016JAMES K. GARCIA 13 NoEmsil  No No

| jPrint Selected‘ ‘ ,,';| Email Seleded| | —JText Selected‘ Close
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Importing Documents
The Insert Document feature allows documents or images (pictures) to be copied to a customer’s history file.
Once the document is attached to the account it can be viewed, emailed or printed at any time.

Documents can be inserted using one of two methods
Opening the Activities window in a customer account click on the Insert Document button, this will open the

Insert Documents window.

Texting

Drag And Drop Files

Browse The Computer

Insert Document - Unit 80 MARILYN BEASLEY

Insert Documents

Paste Files From The Clipboard Paste

Document Description:

Upload
File

Close

The texting feature allows you to send short (160) character messages to one our all customers in your facility.
Text messages are created in the Configuration Manager and made available in Storage Commander as pre-
defined text messages that can be selected from a list.
Text messages will only be sent to customers who have opted to receive them. To set a customer up to receive
text messages, open the Contract Details window for the customer and click on the Customer tab. In the
telephone section, enter the customers cell phone number and click on the Can Receive Text check box.

Can Receive Text:

Facility: Empower Storage Customer Name: JOSPEH EMORY Unit:65
Contract -
T First JOSPEH Middle: Last |EMORY
P Customer
Alternate Contacts | |_| Business  Business Name: @
Photos ScanlD || SeaniD
Fingerprints Web Site:
Authorized Access -
Tax Id: [ Tax Exempt [ls Military  Military Status:  None Branch:
Employer .
Notes/Comments | gyl (joe@noemail.com Birthday: | 8/18/1961 v
Ledger/History
Activities Driver License/ID: DL State: Exp Date: | 8/18/2020 v | SSN:
Addresses
(Primary) Address: 4639 POCO MAS DRIVE
City: | DALLAS Statet |TX | Zip: 92210 A
Country: |USA Type: | Pimary o
Descripo
Phones
(Primary) Number: |(213) 444-0000 Ext:
Personal Cell Phone (Cell)
Description: | Personal Cell Phone Type: | Cell i
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Creating Text Messages

Open the TEXT MESSAGES screen from the COMPANY SETUP section of the Configuration Manager.

J Text Messages Window
Create New Text Message

Text Messages
/< Delete Current Text Message
A (~) Courtesy Notices @
¥ Save Current Text Message Late Text
_;j Pending Auction
= Past selected text

() Facility News )

&b Cut selected text New RV Section

b Paste text from Windows Clipboard (~) Facility Notifications ~ (3)
Holiday Hours

Maintanace
New Hours

MX (WG X @

{fac business name}
‘We are excited to announce that our new RV section is now available
{fac first} {fac last}

Phone: {fac primary phone}

Keep messages as brief as possitie. Long messages will be broken
inte multipie messages and incur xtra charges. The singls text Character Count: 145
limit is 140 characters for Canada, 160 for the United States.

hd - O X
Merge Codes

T

[« ] Faciity Emait

[ ] Facility Fax Mumber

[ 4] Fecility Mailing Address1

[ 4] Facility Mailing Address2

[] Facility Mailing City

[«] Facility Mailing State

[ ] Facility Mailing Zipcode

|E| Facility Manager First Name
|E| Facility Manager Last Name
[4] Facility Manager Middle Name

|E| Fadility Name

| 0K | | Cancel ‘

Click the “New” R button on the toolbar to create a new Text Message. Use the Category and Name fields to
help sort and select your messages. Enter the text message. Keep in mind that these messages should be brief
and limited to 160 characters or less. Long message will be broken into multiple text message and incur

additional cost. Merge codes can be used to automatically insert customer specific data into the text message.
Once the message is complete, clickthe | ] “Save” button to save your changes.

Sending Text messages using Generate Documents
Click on the Activities drop down menu and select Generate Documents from the menu items. You can select
individual customers from the list by clicking on the check box adjacent to the customer’s name. To select all

customers, click on the Select All button at the bottom of the customer list.

% Generate Notices Window

Contracts Motices
Unit Customer Name Balance [Mwe In Contract J
1 Susans Deli $0.00 Commercial Contract
Military Contract
4 HATTIE BRODE 50.00 o
Standard Contract
5 FABIAN DOWLING $0.00 Urban Storage
6 THELMA CAMPBELL $0.00 @ah J
7 ALENE POWERS $0.00 Commercial Late Notice
9 Young's Fresh Fish $96.00 Late Notice
10 CARMEN BURTON $0.00 Lenl it
Pre-Lien Notice
12 MARK FIELDS ($450.00) .
ﬁnvolce ]
13 JAMES K. GARCIA $0.00 f—
21 DEBRA CAMPBELL $0.00 [R“eipt J
22 ANNA COLLIER $86.95 Receipt
30 BRANDI BEARTWELL $0.00 e e—
51 HAROLD BRAY $88.34 Auction Heads Up
52 CHRISTOPHER BROWNING $0.00 Facility Maintenance
54 GEORGE BARNS $0.00 Catelieaklp
| New Facility Hours
55 YVONE GARFIELD $0.00 T
57 JEREMY ANTONIO $0.00
[ Include inactive
Search: Clear|
Generate
Notice

To view and select inactive (moved out) customers, click on the Include inactive check box. Inactive customers
will be identified by a line drawn through the customer’s name.
Once the customer(s) have been selected, locate the text message to be sent from the list of available text
messages and click on the Generate Notices button to send the text message.
NOTE: Free form (manually entered) text messages are not supported.
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Sending a Text through a customer account

Text messages can be sent directly from a customer’s account by left clicking on the unit (if in the site map) or left
clicking on the customer’s name if in the Quick View or Customer/Unit screen and selecting Send Text Message.
This will open the Send Text Message dialog box, from here click in the Text Message box to display all available
text messages. Click on the appropriate message and select Send.

M L ®» DDA B W il 3
Current Facility Empower Storage
Ste Map | Quick View | Customeny/Units | ChartyGauges | Calendar | New Inquiy | Work Orders
[saNeL BARRETT ) uaru Swraye speviany Jwiaye Site Management
( Status d
H""P‘ Noticoof5) 505254] 56/ 5860/ 62| 64| 66 [68J70] 72 |74 | 75 sf:}l‘” |
P 113 |51/53/55/57 50| 61 [l 6567 69|71 |73 - .\c,b,) -\‘.{\75 ‘
”‘,, == !‘r"f‘ o
Balance: 8o /
[sesse 5 -
| (229) 6721140 H 10 X 20 82 ;
(Movein Oute | AccensCose il
(svor2018 | s vy RV Storage
178
180
181
o CALIFORNI A s >
- 18,
TRV
&; 183
. . MY 184
185
186
188
Portable Storage Units 189
o lfsials ) [z fef]s] s x[s]sld 190
i

Total Units Auction -L\:n.in:n\ Past Due m

Adding a Text message to a Late Step
Text messaging can provide your customers a whole new level of convenience by pre-alerting them of pending
late charges through texting, or by supplementing a late notice through a follow up text message.

To add text messaging to a Late Step, open the Configuration Manager, locate the Accounting column and select
Lien Status.

Locate the late group that you will adding the text message to and click on the Add Step button.

Click on the Send Text Message followed by clicking in the Document Name field and select the pre-defined text
message from the list. Once the setup is complete the text message will be automatically sent in accordance with
the late step parameters assigned to this late step.

62|Page



Auction
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The Auction cycle is determined by the settings in the auction late step, which is setup in the Configuration
Manager program. Once a customer is qualified for auction their unit will be listed in the Quick View screen
under Late or Past Due Contracts, the Site Map will also indicate that they are in auction by changing their unit
color to and including them in the Auction button in the legend bar.

Selecting Customer for Auction
Click on the Auction button in the tool bar or click on the Activities drop down menu and select Manage Auctions,
to open the Scheduled Auctions window. This window will display a list of auctions that are already scheduled.

To add a new customer to the auction schedule, click on the Select Contracts button at the lower left corner of
this window. A list of customers that qualify for auction and are not currently scheduled for auction will appear.
Select the customer(s) that you will be scheduling for auction, enter the Auction Date, add any additional auction
Fee, and select the auction Notice.

When completed click on the OK button to print the Auction Notice

B8 Auctions D00 ] [ s
Customers that have ~ Scheduled Auctions Reprint Auction
— Notice.
al rea.dy been scheduled for Auction Date: 1/31/2013 Overlocked: AddOverlock Paid Through: 12/14/2012 Print Notice... l otice
auction. Al ) ——————
Name: Scott Goodmen Delinquency Status: Auction Cancel Auction.. l

Cancel Auction.
Click on the Select

Contracts to select new
customers for auction. \

|Select Contracts... Close
_—

Auction Ready l W) & Jl =& &]
Paid Through:12/14/2012 Status: QualifyForAuction
Select customer B HameMorytouomadsy Balance:$296.00 Phone:(951) 672-6257
. 71 ¢c20 N N i Paid Through:12/14/2012 Status: QualifyForAuction
from list. Ty onmeon Balance:$296.00 Phone:(951) 672-6257
Enter Auction Date, "
additional fee, and
select auction — - i o
notice Auction Date: 1/31/2013 ~ Fee: |Auction Fee $50.00 v |(ciear] Notice: |Auction, Notice | v |[ciear]
ok [ cancet |

Reprint Auction Notice

Click on the Auctions button in the tool bar or click on the Activities drop down menu and select Manage
Auctions, to open the Scheduled Auctions window. Locate the customer in the list and click on the Print Notice
button.

Cancel a Scheduled Auction

Click on the Auctions button in the tool bar or click on the Activities drop down menu and select Manage
Auctions, to open the Scheduled Auctions window. Locate the customer in the list and click on the
Cancel Auction button.

63|Page



Rate Change
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The Rate Change function allows rental rates to be increased or decreased based on the size of the units, unit
attributes, move-in date, last rate change, and location. In addition, rate changes can be set to affect a single unit
or a range of units and can be configured to occur on a specific date, or automatically apply after a preset
duration (annual rate change). Customers that are affected by the rate change but have pre-paid for their
storage unit, can be exempt from the rate change until their pre-paid credit has expired.

Creating a rate change is a two-step process, wherein the details of the rate change are entered in the first step
(Create Changes) and the units/customers who will be associated with the rate change will be selected in the
second step (Apply Changes).

The rate change function only applies to rental units that are occupied. Changing the rate of unoccupied units is
done in the Configuration Manager under Company Setup / Facilities / Rental Units / Unit Size / Rates. The unit
price entered this section will be considered the Master Default Rate for that unit size and configuration.
Whenever a unit is vacated the rate for the unit will return to this rate.

A detailed explanation of the two steps involved is explained below.

Setup Rate Change

From the tool bar click on the Rate Change button, you can also click on the Activities drop down menu and select
Rate Change, to start the rate change setup process.

T Rate Change

Name: 5% 10 X 20 Increase
Category: 10 X 20 Rate Change

@ Percent Not To Exceed:  $130.00
) Fixed Assign As New Amount.
Options: [ | Prorate Prepaid Accounts | | Round Amount [ | Don't Exceed Base Rate

Amount:  5.000 % (+5)

Notice: ¥ Print Notice Notice: |Rate Change Notice | DaysBeforet 14 + Copiest 1 =

[|Recurring  Start 0 - Periods After, Recurring Each 1 - | Periods.

o I oa )

Name
Enter a name to identify the rate change.

Category

Entering a Category identifier allows rate change names to be listed under a specific category.
An example of this would be entering a Category name of 10 X 20 Rate Change and creating

Amount

Enter the amount of the rate change, either as an increase or decrease to the current rental rate (if entering a
decrease to rent proceed the value with a minus (-) sign.
Select the amount (value) is to be based as a (Percentage) of the current rental rate, or as a flat dollar (Fixed)
amount.

New Amount

Select this option if the value entered the Amount field will be the new rental rate (not an increase or
decrease to the current rental rate).
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Not to Exceed
This feature restricts the base rental rate of the affected units from exceeding the value entered this field,
regardless of the amount of the increase in the rate change. An example of this would be:

Base Rate of 10 X 20 units is ............... $120
Rate Change being implemented is .... $5.00
Not to Exceed is S€t t0.......ocvvvrverirvennnn. $125

The result of this rate change would be as follows:

Any customer renting a 10 X 20 who is at or below $120, would receive the full S5 increase.

Any customer who is above $120 would only receive an increase of xS to bring them up to the value entered
the Not to Exceed amount (in this example; $125).

Prorate Prepaid Accounts

Used to configure the rate change to Prorate Prepaid Accounts. This function will charge the new rate on all
units associated with the rate change. If some of the units have a pre-paid balance at the time of the rate
change, the unit will be charged at the new amount at the time the rate change is activated. If this option is
not selected, pre-paid units will remain at the old rate until their pre-paid balance has expired.

Round Amount
Select to set rental rates to a whole dollar amounts (only used on percent-based rate changes)

Notice
Select to print selected notice (x) days prior to the effective date of the rate change

Setting up Recurring Rate Changes

To configure a rate change to automatically apply to selected accounts at predetermined time intervals (every
12 months), select Recurring and enter the number of months before the rate change is to go into effect, into
the Start field. Enter the time duration between auto rate changes into the Recurring Each Periods field.

For example: To create a recurring rate change that goes into effect 12 month after the move-in and
reapplies itself every 12 months, enter the number 12 into the Start field and the number 12 into the Recurring
Each Periods field.

Saving the Rate Change

When you have completed setting up the rate change, click on the OK button to save the rate change.

Assigning Customers to a Rate Change

Once you have created the rate change you will need to assign the rate change to a customer/contract. Start by
clicking on the Apply Changes tab to match customers up to a specific rate change, you must first select the rate
change that was developed through the Create Changes function discussed previously. In the Rate Changes to
Apply field click on the down arrow to open a list of available rate changes. Select one of the rate changes from
the list. After a rate change has been selected the next step would be to setup the Match Criteria.

Rate Changes =
Create Changes | Apply Changes | View Pending Rate Changes
Facility: |Empower Software I
Rate Change To Apply: |10 X 10 Rate Increase $3.00 -
NEEESE Size: (10X 20 ~| [Cear] Rate sl
© Bef
R Moveln[¥] 3/31/2014 ~ A;::e Building:
Search Contracts ‘ Bfore
L Jeast Change 201 ~| 5 o Floor:
Attributes: |[] Campground [ Cell Tower [ Climate Controlled [_| Container Storage [ Drive Up Access [_| Handicap Access
. - )
Matching Units: [[T/] Name: JANEL BARRETT Rate: $120.00 Last: Unit: 90 [Detaits.
[¥] Name: PHILL D. CONNER Rate: $120.00 Last: Unit: 93 Details..||
‘ Add Contracts... ‘
ApplyToUnits: [ Apply ] Effective Date: 6/30/2014 + [Setece ] rear aa](Remove 1]
Generate 7
‘ Notices | cese |
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Match Criteria

The rate change feature allows you to use the computer to locate customers who are occupying a specific unit

configuration
Size

Rate

above or below the value entered this field.

Move-In
entered this field.

Last Change

before or after the date indicated in this field.

Building
Floor

Attributes

Constrain the rate change to units supporting specific attributes

Click on the down arrow in the Size field to open a list of all available unit sizes.

Enter a base value into the Rate field to qualify the rate change to occur on rental rates

Set the rate change to only apply to customers who moved in Before or After the date

This field limits the rate change to affect only customers whose last rate change was

Enter a building ID to assign the rate change to units within a specified building.

Enter a floor ID to assign the rate change to units within a specified floor.

Select the facility to apply the rate change

\ Create Changes | Apply Changes \'lléw'P'ena'mg Rate thanges
Select the rate change to apply. o DR
Rate Change To Apply: ﬂ 10X 10 Rate Increase

Locate specific customer profiles by selecting\
key search filters and clicking on the
Search Contracts button.

A list of all Customers / Contracts that match

the filter criteria will be displayed. Included in I
this list is the date of the last rate change for.

each customer in the list.
Add additional customers who did not meet the

search criteria. ~—

Set the rate change Effective Date and

Apply the rate change.

Click on the Generate Notices button to
print rate change notices to any customer

Rate Changes tﬂ‘é}
)
500 . -
1 Match Criteria: Size: 10X 20 ~| [Clear| Rate [T [ 5 Zed
- © Bef
| Movelh[ 3312014 ~ A;::E Building:
Search Contracts N 5
) |uastChange [T 52772 = Floor:
After
Annbutes:} Campground [_] Cell Tower [] Climate Controlled | Container Storage "] Drive Up Access [_| Handicap Access
n m ¥
I Matching Units: (4] Name: JANEL BARRETT Rate: $120.00 Last: Unit: 0 [Detat.)
[¥] Name: PHILL D. CONNER Rate: $120.00 Last: Unit: 93 (Detailsd]
| Add Contracts... ‘
Apply To Units: | Apply )| Effective Date: 6/30/2014 [setect ] clesr A [Remove 1]
A -— — —
/ﬁ Notices ‘&J

who falls within the Days Before range that
was set in the rate change setup.

After the Match Criteria has been entered, click on the Search Contracts to populate the Matching Units with the

customers/contracts that fall within the rate change parameters

Manually Adding Customers to a Rate Change
Additional customers can be manually added to the rate change by clicking on the Add Contracts button to

display a list of all customers. Select a customer from within this list. To select more than one customer at a time,

hold the Ctrl down while clicking on customers in the list.

It is important to know that manually adding customers to the rate change allows you to add customers that do

not fall within the parameters that were setup for this rate change.

Effective Date

Enter the implementation date for the rate change.

Apply to Units

Click on the Apply button to apply and save the rate change. Viewing Rate Changes

All rate changes that have been setup can be viewed in the Pending Rate Change report, or in the Calendar.
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Removing Rate Changes
Rate changes that have been applied to a customer account can be removed by selecting the customer through
the Customers / Units screen or by clicking on the Rate Change button on the tool bar, and selecting the View

Pending Rate Changes tab.

Removing Rate Changes Through the Customers/Units screen

Left click on tl

Select the rate change and
click on the Settings button

Select the rate change and
click on the Delete button

2o 28 8 o

R

Current Facility: Empower Software

Ste Map | Quck View | Cantormars/ Ueus

he Customer:

Rentat Usits (T

O DA W W o

Reports Documents Auctins Rate Change Mercsandae Calendar C:

Charts / Gouges | Catendr | New inguey

Associated Produ)

Customer Name: IANEL BARRETT

Available Items

™ [[Discount

LRI 1/17/2015 - 12/31/9999 ~

525 Coupon

$25.00 Referral Coupon
10% Merchandise Discount
Customer Satisfaction

Fircs 2 Mrnthe 105 (%

$6.95 10/17/2014 + 12/31/9999 ~

14
122

Add

(The End diate will be calculsted sutomatically)

Co ) ow

Removing Rate Changes Through the Tool Bar

i
i

§1§

HHQHHFH

i1

Resdy
o

pamss |y gl el < pnd P

|_1TT

l'lTT!TJ LTI T O I

Left click on the Rate Change button in the Tool Bar to open the Rate Change list box. Click on the View Pending
Rate Changes to see a list of all scheduled rate changes. Locate the customer in the list and click on the Remove

button.

%

Rate Change

Current Facility: Empower Software

Site Map | Quick View | Customers / Units | Charts / Gauges | Ca)

[CETm e

e

Name: EILLIE CLARK

Size: 10X 20

Effective Date: 12/31/2014 Prorate: Mo

Balance: $0.00

Create Changes | Apply Changes | View Pending Rate Changes |
Rental Units [TT) i ~ 2014 jal Rate Changes Count:1 | New..
Sl : (80X 150 Rate Change $500 e
: Sese R0 || A 2014 Rate Changes Count: 4 i
e mroesmawas | e Crange sac0| Do g:::yfyfmlunm
Condition:Re3dy BaseRaters1200flf | | 10 X 20 Rate Change §: PastDue
Size:10X 20 Type:standara stf 5 X 10 Rate Change $ Ready
Floor: 3 Has Vehicle:No ( RV Parking Rate Change &e:dy;illwmss
Sizei10 X 20 Typesstandard Stf Current
— i vencteno [l
ConditondZEY sesermesizog| )
e el Ready
Floor: Has Vehicle:\c S e
ey Base Rates$120. T — ]| [C] Cimate Controlled I RSON THO 8 :;:«mn
Sizei10 X 20 = =
5 . X
e Create Changes | Apply Changes | View Pending Rate Changes
g pply Chang;
ek [Gruup By: @ Rate Change () Date © Unit Facility: |Empower Software - ]
= ~) 10 X 20 Rate Change Count: 10
88 e Unit: 80 PT Date: 12/6/2014 Move In: 11/7/2014 Net Change: $5.00 Current Rate: $120.00 Remave
i e Name: MARILYN BEASLEY  Size: 10X 20 Effective Date: 1/7/2015  Prorate: No Balance: $161.95 Details...
oo
T comtontesy | f || |pje; 81 PT Date: 12/27/2014 Move In: 11/28/2014 Net Change: $5.00 Current Rate: $120.00 Remove
samtox20
B Name: RICHARD CURLEY  Size: 10 X 20 Effective Date: 12/31/2014 Prorate: No Balance: 50.00
—
Unit: 85 PT Date: 11/29/2014 Move In: 10/30/2014 Net Change: $5.00 Current Rate: $120.00 Remove
o B Name: JEFFERSON THOMAS Size: 10 X 20 Effective Date: 12/31/2014 Prorate: No Balance: $130.00 ails...
—
9 suetox20 Unit: 86 PT Date: 12/22/2014 Move In: 11/23/2014 Net Change: $5.00 Current Rate: $120.00 Rem

Unit: 87

MName: Silvia Aquirre

PT Date: 12/19/2014

Size: 10 X 20

Move In: 11/20/2014 Net Change: $5.00
Effective Date: 12/31/2014 Prorate: No

Current Rate: $120.00
Balance: $0.00

HIEIE

ails...

[ugiga e PLRata 122747 Mo O LR e N 50 g o K20

‘;

1| ﬂﬂfﬂmmlﬂlﬂﬂﬂﬂ

Search:

Em

|

0 [ T

[
I
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Merchandise
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Merchandise items, such as Boxes, locks, Shipping Tape, Bubble Wrap... can be inventoried and sold directly
through a customer account, or through the Merchandise button in the tool bar for non-customers (street sales).
When a merchandise item is sold, it is removed from inventory, which will decrease the inventory count for the
item sold. Reports within the Storage Commander program will itemize merchandise sales activity and generate
re-order reports when inventory items reach a pre-defined re-order level.

Selling Merchandise -Street Sales-

Click on the Merchandise button in the tool bar.
s e

andise | Accept Payment

Select the item to be sold. Click on the Add to Cart, to place the ,m, rccose =
selected item into the Shopping Cart e =
- oo, = o]
Note: the quantity of an item can be increased or decreased by O g vt come
clicking on the up arrow (to increase) or down arrow (to decrease) s e s — _—

located next to the Qty In Cart for the selected item. - B

Click Next to Proceed to the Accept Payment screen.

From the Accept Payment screen select the payment type (in this
example we will use Cash). Once you check the box the total
amount due appears in the Cash Received box.

Click Finish to complete the transaction and proceed to the print R o “om
receipt window. [Total Amount Due: $10.72 n“mym s::.:j
- )
Receipt Window [= =] =]
In the Receipt Window click Open to view the a copy of the & Recerpt
receipt. E]
Click Print to print a copy of the receipt. 25 0pen, |
Once the documents have finished printing. Click Close to exit. £ Ml Adress.
= E-Mail Receipt Save To Customer Account
Close
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Selling Merchandise -Through a Customer Account

Selling merchandise while in a customer account has the
added advantage of recording the merchandise sale in the
customers history, providing you the ability of reviewing
what merchandise items have been purchased by the
customer as well as when they were purchased.

Merchandise sales can be included during a rent payment by
clicking on the Merchandise tab in the Payment window.
Select the merchandise items using the same method as
described in the “Selling Merchandise Street Sales”.

When the merchandise items have been selected, proceed
through the Payment Options and Accept Payment, screens
to complete the rent payment and merchandise sale.

Payment: JERRY BOONE - 132 =&

Facility: Empower Software Customer Name: JERRY BOONE

Contracts | Merchandise | Payment Options | Accept Payment

Unit:132

UPC Code:
Items

|agaTo can|

v Locks

~ Moving Supplies

Count:2 .

Count:3

‘Box Knife

\:‘
N i
UPC: 2323534345 Amount: $2.75 9
Cost:$0.50 l e
Qty On Hand: 10 QyhCat:l |
R

Shopping Cart

|Box Knife

UPC: 2323534345 Amount: $275 DS Gl

Moving Supplies  QtylnCart: 1 (¥I) [Delete|

Merchandise Cost SubTotal:
Discounts:

Tax:

Total:

$275
$0.00
§0.22

$2.97

s

Selling merchandise through a customer account without charging rent
This procedure only applies to customers who are current (account balance is $0.00)
In the Payment Options screen set the Number of Payments to 0

Select the Merchandise tab and proceed to add merchandise to the sales transaction as referenced above.

Adding a Discount to a Merchandise Sale

Total: $6.80

Next

(= . e Once merchandise items have been added to the shopping
Mérchandce, [Aeeeipaert] cart, click on the Discounts pull down menu bar and select
- i w==| the appropriate discount item from the list. After a discount
v) Boxes wnt3 ~ || has been selected it will be added to the merchandise
) Eadllitysarvice et ||| transaction and displayed in the Merchandise Cost section
e o2 at the bottom of the payment screen.

UPC: 22224 Amount: $7.00 Cost: $0.50

‘ Qty On Hand: 14 QtytlnCart:l ’ e | . . .
Shopping Car Only discounts that have been configured as Merchandise
PRCR L caan Ao 700 .- Discounts will be displayed in this list.
Locks QyInCart: 1 (312 [Delete] 10% Merchandise Discount ¥

Military Discount . . . . .

See Creating Discounts in the Configuration Manager

manual for information on creating merchandise discounts.
Merchandise Cost SubTotal: §7.00
Discounts: ($0.70)

| Is Tax Exempt Tax: $0.50
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Receiving Merchandise

To receive inventory in a facility, click on the Activities drop
down menu item located in the top task bar, and select
Merchandise / Receive Inventory.

Select the merchandise item(s) that you are receiving into
inventory.

Click on the Add to Inventory button and enter the number
of items into the Qty In Cart box.

Click on the OK button to complete the process.

Adjusting Inventory

To adjust inventory levels, click on the Activities drop down
menu located in the top task bar and select Merchandise /
Adjust Inventory.

Select the merchandise item to be adjusted and click on the
Add to Inventory button for that item.

In the Qty In Cart field inter the number needed for the
adjustment. Entering a number to increase the inventory
level and select Found Inventory, or enter a number
proceeded with a minus sign (-) to decrease the inventory
level and select Lost Inventory.

Enter an explanation in the Explanation field.

Receive Merchandise

S~

UPC Code:
Items

~ Boxes

(Add To can|

Count:3 *

Large Box |
UPC: 1212121 Amount: $2.00 ; e | |n
Cost: $2500 _ lipq 7o Tnventon|
| Qty On Hand: 250 Qtyln Cart: 1 :
Medium Box
UPC: 1212122 Amount: $1.50 :
it ) S0 ’Add Tnlnvemory‘
Qty On Hand: 150 QtyIn Cart: 100 -
Shopping Cart
Medium Box
UPC: 1212122 Amount: $1.50
Boxes QtylInCart: 100 (¥[4) [Delete|
Large Box
UPC: 1212121 Amount: $2.00
Boxes QtylInCart: 100 (v(2) [Delete|
[ ok [ concel
Adjust Merchandise [E=EER )
URG Gode: (et
Items
~ Boxes Count:3
Large Box
UPC: 1212121 Amount: $2.00 i
g, 20 iAddTo[nventory
Qty On Hand: 250 Qty In Cart: -50 =
Shopping Cart
Large Box

UPC: 1212121 Amount: $2.00

QtyInCart: -50 (1] |Delete|

Boxes

Explanation: Pulled 50 Large Boxes from inventory due to water damage

© Lost Inventory ) Found Inventory

Cancel

okl (
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Creating a Contact

D o @ =

Move In Move Out Payment NSF Check Transfer Adjustments Reservation End Of Day Reports Documents Auctions Rate Change Merchandise Calendar Contacts Search

)

P

e

Contacts

B Hy £

1®

S

The Contacts feature allows Storage Commander to track potential customers who have contacted the facility and
expressed an interest in renting a space. Through this feature you can enter the customers contact information as
well as gather important information on how the customer found your facility and what their storage space needs
are. Once this information is entered into the system you can refer to the Marketing and Contact reports to help

guide you through more effective management of your facility.
To start this process, click on the Contacts icon in the tool bar. A contacts list box will open displaying a list of

open contacts.

To add a new contact, click on the New button. Enter the customer information as represented on the screen.

Contacts Window

a

First: | Wayne last: |Rogers

Primary Phone: |(951) 672-6257
Email: |wayne@noemail.com

Address: | 2727 Rosebud Dr.

City, State, ZIP: |Murricta

Customer | Requested Unit | Vehicle Info | Save As Contact | Notes/Comments

[] Accepts Texts

Customer Information

02502 [

Proceed to the Requested Unit tab and select the type and size and features of the unit the customer is looking

for.

Displays a list of features that
are available at the facility.
This list is created in the
Configuration Manager under
Company Setup / Facilities /
Facility Features

Contacts Window

o

Customer | Requested Unit | Vehicle Info

[] Campground

[ Cell Tower

[ Climate Controlled
[] Container Storage
.‘ Drive Up Access
[[] Elevator Access
[ Handicap Access
[ Portable Storage
[] RV Parking

[] RV Storage

[[] Standard Storage
[ tility Services

Save As Contact | Notes/Comments

Type:
Standard Storage

Am/

Unit Sizes: | 10X 10

| Click on the down arrow to open a
list of Unit Types (such as standard
storage units, RV parking, Portable
Storage units etc....).

Unit types are created in the
Configurations Manager under
Company Setup / Rental Units / Unit
List / Edit Unit Types

The Vehicle Info screen allows you to record specific information concerning the Vehicle information. This screen
collects information on a Vehicle, Boat or Trailer that will be held at your facility.
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Customer | Requested Unit | Vehicle Infe | Save As Cantact | Notes/Comments

Vehicle Information

Make: Model: Color:

Body Style: | None Estimated Value: | 50.00 Type Desc:

License: License State:

[] Tenant Owned

Insur Exps

Insur Policy:

Insur Company:
Length:

Boat Inforr

8/26/2019

Boat Name: Boat Length: Home Port: Dock Number:
1D Number: Serial Number:
Estimated Value: | $0.00 Year Malke/Model
[] Tenant Owned Boat Reg. Exp. | 8/26/2019
Insur Exp: | 8/26/2019
d Value: | 3000 1D Number: Make: Type: | None
Traile
License Exp: | 8/26/2019 | ticense: State: [ Tenant Owned
Estimated Value: | 50.00 Insur Exp: [ 1710001 | Owner Addr:
Insur Company Insur Palicy: Serial Nbr:

Owner:

5] ventci types [Bbombialy

ok

|

The Save As Contact screen allows you to record specific information concerning the storage selection of a
potential customer as well as how the potential customer found out about your facility.

All the fields on this screen have a drop-down menu located on the right side of the field, click on the arrow to
open the selection list box for the field. The selections contained in each field can be edited or new selections can

be added through the Configuration Manager under Contact Data.

Contacts Window

a

Customer | Requested Unit | Vehicle Info

Save As Contact | Notes/Comments.

Source: “| Status: | Open
Contact [ Witk *| outcome:
Type:
Contact ] Closure
Category: Reason:
Request Unit On: | 8/26/2019 -
[ Set Appointment  Appointment Date:

Contact Event Information

[ Contact Expires Expires On: | 9/26/2019

The Notes/ Comments screen allows you to record any other important information about the customer. This
screen will allow you to Date/Time stamp the Note/Comment/Alert that are inputted.

e

Notes | Comments | Alerts

Customer Notes:

Customer | Requested Unit | Vehicle Info | Save As Contact | Notes/Comments
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Gate Software

Storage Commander offers integrations with gate access, security and equipment partners to help manage facility
access. Whether you need a wired or wireless solution, keypads and/or a mobile app for your renters, Storage
Commander partners have you covered.

The various gate software’s that Storage Commander integrates with have security access control and security
systems that provides a seamless integration. Storage facilities no longer need to work with two different systems
which can take valuable time, lead to mistakes, unsatisfied customers and lost rent.

When you rent a unit in Storage Commander, the customer's information is automatically transferred to the gate
software allowing the customer's individual access code to immediately operate your access control system. If a
customer becomes delinquent, the information is communicated to the gate system to restrict the customer's
access code. With the integration to Storage Commander Software, you can change customers individual access
codes, select the specific time zone that the customer can access the facility and specify which keypads the
customer can use.

Verifying the Gate in Storage Commander

During the initial setup and conversion process for Storage Commander our technical support team will setup
Storage Commander to interface with your gate software. Within your gate software application, a change might
be required to allow Storage Commander to communicate with the gate software. It is best to confirm with the
gate manufacturer to ensure that their interface is setup properly to accept gate changes from Storage
Commander. Our technical support team will let you know if a call or ticket is required to complete the gate
interface.

Storage Commander builds every gate integration based on a gate specification provided by the gate
manufacturer. With that being said, depending on the gate software the setup process may be slightly different.

To verify that the Storage Commander Software is pointing to your gate system, select Help then About Storage
Commander. If Storage Commander is pointing to your gate, the gate will have your selected gate manufacturer
and the gate path will be filled out. The gate path is the location where all the gate updates are sent to the gate
software. The gate path will be unique to the gate manufacturer. The gate software processes any gate changes
that occur during move ins, move outs, payments, transfers and late events such as units denied access or unit
overlocks / unit remove overlocks.

File Activites View languages Help

Hm @ # O
rate CRange Mechande CaleRll Conars sen

Current Facility Empower Storage
n

Site Map | Quick View | Customers/Units | Chane/Gaunac L Calandac Liiauc

= ] |
:

St C d !
02017 B T | Storage
(951) 672-6257

Client Version: 520.0.|;l
Service Version: 5.22.0.1 E 72

Current Version: Technical Support

\v Close L " =
—Lpemalty Units
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Testing the Gate in Storage Commander

To ensure that the gate interface is working properly, check by double clicking on a customer name in Quick View,
Customer/Units or the Site Map windows will open the Contract Details window. This will open the Contract
Details screen. The right side of the Contract Details screen will show gate access information. Follow the
instructions below to update the unit access code or to deny access for testing.

Contract DetailsSusans Deli - m} ®
Facility: Empower Storage Customer Name: Susans Deli Unit:
P Contract PE— Change the access code
Unit Info
T Move In: | 6/9/2019 Scheduled Move Out:
. or select deny access
.;\l‘temate Contacts Balance: $0.00 Paid Through: 11/8/2019
wotos - H
FrrETE Next Charge: 11/9/2019 Auction Date: and select M, this
Authorized Access . . . .
— Delinquency Status: Current Deposit Balance: $0.00 / will automatical |y
e Overlocked: | NotOveriocked o [ Access Code: | 12241
T e N ey A T update the gate
Ledger/Histary .
: Rate: $46.00 [creno= Lease Number: Time Zone: 1 .
i software with the
Pay On Day: 21 Lease Expiration: | 6/9/2020 |l Keypad Zone: 1
Billing Plan: Commercial v correct information.
Auto Payment: Nene s
Recurring ltems:
Rate Changes:
Next Finish

To verify the change took place, open your gate software to see the updated unit information. You can also verify
the gate by testing the change on the entry keypad of your gate system. Once you verify the change, please
toggle back to Storage Commander to change the customer unit back to the correct access code or deny access.

Frequently Asked Questions

Use these frequently asked questions as a “Check List” if you suspect that your gates are not communicating with
the Storage Commander Software. This table will explain which company needs to be contacts for further
questions and/or a resolution.

Please visit our website at https://www.storagecommander.com/technology-partners/ for up-to-date contact
information for your gate provider.

Issue Troubleshoot Contact for Further Questions/ Resolution
If updates are 1. Check to see if the correct
showing in Storage gate company and gate
Commander but is path located in the “About
not Storage Commander” tab.
communicating to 2. Access to the location/
the gate system. computer the gate path is
pointed to. Storage Commander
3. The gate software folder
should have “Read and
Write” capabilities. (Please
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check security settings on
gate folders)

Anti-virus is not limiting
access to software.
Network password
protection turned off, and
network discovery turned
on (workstations only).

Technical Support: 951-301-1187
Support@storagecommander.com

If updates are
showing in Storage
Commander and
in the gate
software, but the
gate is still not
functioning.

Check to see if the
customer is directed to
the correct keypad.
Verify the time zone and
keypad are correctly
defined in the gate
software and Storage
Commander.

Check to see if the keypad
is connected.

Verify the internet is
connected and the

modem/router has power.

Gate Company

https://www.storagecommander.com/technology-

partners/

Basic Gate System Troubleshooting

Use these steps if you suspect that your gates are not communicating with the Storage Commander Software.
Follow the steps below in order. If you need assistance after you have tried these steps, please contact the gate

technical support team.

1. Ask yourself the question, “What has changed at this facility that might have caused a problem with the

gate?”

Examples include:

- Construction/electrical work on-site or in the area

- Change made to system

- New computer or hard drive

- Power outages or surges (Blackouts or brownouts)

- Lightning strikes
- Bad weather

2. Ask yourself the questions,

- “Was the gate system working before?”

- “When did the problem first occur?”

- “How did the problem first get noticed?”

- “How often does the problem occur?”

- “Does it tend to occur at specific times or in specific areas?”
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Gate software can consist of several different programs that are loaded during the installation process.
Some computers may require additional software or updates and will be loaded during the installation
process by the gate access company. Be sure that the gate is open and connected to the computer and
operational before beginning the troubleshooting process.

Many computer problems can be traced back to some basic issues: Make sure that the computer meets or
exceeds the computer requirements for the selected gate software.

Be sure that all necessary Windows updates have been performed. Any new software is added to the
computer can interfere with existing programs. Common problems include Cell phones, Video games,
Cameras, USB Devices, Firewall software, and any program that controls ports on the computer.

Many viruses can cause problems with computer functionality. A good Anti-Virus software is
recommended.

Check all power and data lines to the gate unit, computer, and each Keypad to make sure all items are
connected tightly and correctly with no loose wires, shorts, crossed wires, exposed bare wires, or missing
connections.

Verify that the ethernet cable is connected and that the connection is correctly made. Try switching with
another ethernet cable or connection port.

Verify that the modem or router is connected and has power and is working.

Verify that the internet connection is up and running. In most cases, the connection must have a static IP
and always be on. The internet connection must be high-speed.

Verify that the gate has been setup and is working on each computer on the network and that it is
pointed to the correct computer name with the database on it.

With any troubleshooting, some adjustment of the configuration may be required. This will differ with every setup

depending on the computer, operating system, software, wiring, internet connection, modem connection, site

specific issues and/or any other variable introduced into the setup. In no circumstances will Storage Commander

Software, LLC be responsible for any damages either incidental or consequential based on these

recommendations. These instructions are intended as a guide for basic gate system troubleshooting.
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Help Tab

Storage Commander offers additional support and resources with the easy-to-use Help Tab. Whether you need

to view our Operations Manuals, FAQ’s, How- to Guides, or just need to brush up on your software knowledge

with the pre-recorded Orientation Class, the Storage Commander Help Tab is your one stop shop.

The various resources that are provided in the Help Tab allow you quickly jump to your Merchant Portal, the
Storage Commander Knowledgebase and even can create a technical support ticket.

To view our Operations
Manual, click View Manual. ~ ————

To quickly calculate a pro-

rate amount, click the — |
Prorate Calculator.

—»  View Manual

To create a ticket with our
technical support team,
click Request Support.

Request Support

To view your client version,

Prorate Calculator gate library and financial

To navigate/view the First
American Payments

resources, click the First

American Payments.

To navigate/ view the — |

OpenEdge resources, click
OpenEdge.

To navigate/ view our social
media footprint, click Social —™—]
Media.

To navigate/ view our
additional training and
support resources, click Visit
us on the Web.

— Social Media k

Commander.

e
/ library, click About Storage
About Storage Commander |
/
/

—  First American Payments > To download the available
Storage Commander
Manuals 7 | Manuals, click Manuals.
— Openkdge » To navigate/ view the SC
Pay resources, Click SC
SC Pay 7 Pay.

| — To navigate/ view our

About 5C Pay
MerchantTrack

Facebook
Google+
LinkedIn
Twitter
YouTube

: Technical Support
Technical Suppﬂrt ] Resources, click Technical
.. Support.
—  Visit Us on the Web > PP
SC Pay

The SC Pay drop-down allows you to quickly navigate to our website for
additional information on SC Pay. The MerchantTrack button will rediret you
to your MerchantTrack (Merchant Portal).

Social Media

To visit us on the web or to view our Social Media presence, click the
corresponding website. When redirected to the website you can leave
Storage Commander a review.
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Download ShowMyPC
join.me

Request an Appointment
Support & Solutions

Blog

Check for Updates
Contact Us

Download Manual
Download Report Book
Events

Features

Hardware

Home Page

Partners

Storage Commander Orientation Class

Support

Technical Support

The technical support drop-down allows you to quickly navigate to
our support and solutions page, request a technical support
appointment and download the program for remote desktop.

Visit Us on the Web

The visit us on the Web drop-down has additional information and
resources for Storage Commander. To quickly navigate to any of
these, click the corresponding name.

The most used titles are:

Check for Updates

Download Manual

Download Report Book

Partners

Storage Commander Orientation Class
Support
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Contacting Storage Commander

General Support Information

We are available to help you with any questions that you might have with using Storage Commander. Our
software comes with technical support that is available from 7:00am to 5:00pm Monday through Friday PST, and
Saturdays from 7:00am to 3:30pm PST.

Technical Support for Storage Commander:
Technical Support: 951-301-1187

Fax: 877-600-8412

Digital Fax: 951-813-2548

Email: support@storagecommander.com

Website: www.storagecommander.com/support

Sales for Storage Commander:

Front Office: 951-672-6257
Toll Free: 877-672-6257
Fax: 951-600-8412

Digital Fax: 951-813-2548

Email: sales@storagecommander.com

Website: www.storagecommander.com

For additional information and resources please visit our website at: www.storagecommander.com/support
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