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We are so excited for you to join the
world’s largest, privately owned, self-

storage company and look forward to

what lies ahead for you at StorageMart.

Welcome to the team.
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About Us

To satisfy every customer with friendly service and a
welcoming self-storage environment.

StorageMart began in with a single store on Rangeline in
Columbia, Missouri. Now, with and more
than 500 employees, StorageMart spans from coast to coast
in the US and Canada and across the world to the UK.

and 13 million square feet later, StorageMart is the
largest privately-owned, family-operated storage company
in the world.

Led by the Burnam family, who have been in the storage
industry for four generations, StorageMart is dedicated to
providing easy, clean, and friendly service to every customer.

In addition, StorageMart is committed to giving back to the
many communities it calls home through the Store It
Forward program.
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Notepad

This is a good place to write down your passwords, questions, contacts, etc.

4 [ Easy. Clean. Service.
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I oo ls & A snapshot of terms and
R tools you will use daily.

Rental Manager

ental Manager is the “lead management system” for any“pre-customer”.communications.
Housed in StorageBook, Rental Manager communicates with Total Recall.

otal Recall

ne of StorageMart's systems, Total Recall, is used for any “post rental” communications with customers.
Rental Manager transfers customer data into this system to be managed and this can be located in the

Web Virtual Desktop.

eports Center
eports Center is found in Web Virtual Desktop and is.the MAIN program used when managing
each customer’s account. Reports from Report Center are used to track store business.

torageBook

torageBook is StorageMart's internal website used by all StorageMart employees. StorageBook
(sometimes referred to as SharePoint) houses tools such as “intranet”, UKG, ADP, and Help Desk.

Pictured Jefferson City, MO
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UKG

UKG is StorageMart's program
for everything Human Resources
(time clock, benefits dashboard,
pay stubs, time off, etc.).

UKG has a mobile app! Log in
using the company access code
and your StorageMart email.

e Email
. = Personal StorageMart email address.
= ——"fitsthame.lastname@storage-mart.com
—‘I y
=
a5 , = . =
‘ —E T - j“ﬁ.ﬁ,_:'—:'_'*—'v

d

Web Virtual Desktop (WVD)

1

This'system provides secure
access to all programs and files for
Total Recall and Reports.Center.

—

Site Email

Email specific to each store (and

separate from personal StorageMart

emails) used.to email vendors,

follow-ups for inquiries,

- and customer issues.

S(StoreNumber)@storage-mart.com

ADP

ADP is StorageMart’s 401 (k)
management services provider.

StorageMart matches your
contribution to help build your
retirement fund!

‘rl-.'q- -

OneDrive

OneDrive is a StorageMart’s chosen
cloud-based system for accessing,
creating, storing, and sharing word
documents, excel files, PowerPoint

projects, and even email:

Accessing OneDrive can be done
through StorageBook or office.com
with your personal StorageMart email
and password.

Help Desk

Help Desk is:a tool employees can
use to request support in the event of
issues involving customer accounts,
hardware/software issues, and any
other general technical issues.

Help Desk tickets are submitted through
the Help Desk link in StorageBook.
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Table of Contents / About Us / Notepad / Tools & Resources / Processes Guide Index / Daily Sales Plan / Daily Lock Check Report

StorageMart’s
Processes Guide

9 - Opening your store

9 - Daily Paperwork

10 - StorageBook Home Page
(Navigating you Daily Resources) -

12 - Daily Operating Systems:
Accessing Web Virtual Desktop (WVD)

13 - Accessing Total Recall & Reports
Center (in WVD)
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21 - Editing a Customer

22 - How to Take a Payment

24 - Counter Sales
(For an Existing Customer)

27- Counter Sales
(For a Walk-In Customer)

30 - Adding a Customer to the Vacate
Queue

31 - Completing a Move Out

34 - Final Daily Site Walk

34 - Closing Store Tips

35 - Petty Cash Close

35-36: Bank Deposits + Deposit Slips
37 - StorageMart Help Desk

39 - UKG Frequently Asked Questions

40 - UKG Signing In, Punching In/Out,
Breaks & Lunch

40 - Voicemail & Transfer on Ring Central

Telephone
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Opening Your Store

Turn on your computer, sign in,

and clock in. Print the Daily Sales Plan

Open all your Daily Operating Systems: Check Email/Voicemail

Total Recall Location Email

Reports Center Personal Email .

Open the Facility
StorageBook Gate System _ _
Manage Closings/Collection

Rental Manager in Rental Manager

Access Petty Cash - (Open) Complete site walks (grounds

& lock check)

Reports Center

Complete Bank Deposits

Count Petty Cash - (Open)
Every 10th, 22nd and the last

Foumt”piece by piece, and notate business day of each month. (Unless
Open’ in notes over $1,000, then go immediately)
Daily Paperwork

Your daily paperwork should be kept together to file at the end of each day.
Below is a list of what should be included.

Daily Sales Plan Cash Drawer count

Daily Lock Check Report Undeposited Receipts Report

Collections Worksheet

On applicable days of the Finalized deposit
week /month

EXZMart



StorageBook Home Page - Navigating Your Daily Resources

First, log into StorageBook EXXrmart
. [Storage
(tkgstoragemart.sharepoint.com)  amanda campbell@storage-mart.com
Pick an account Enter password
YO u Wl “ s€ le Ct yo urema | l E Amanda.Campbell@storage-martcom : .
(Or type it iﬂ), followed by Forgot my password
yO u r pa SSV\/O rd . + Useranotner account

Once logged in you will see the Dashboard + Department Tabs.

This section will have [department pages|and|quick links|for conducting daily store business.

5*0"399 SharePoint 2 Search across sites ? Amanda Campbell

StorageBook  Home Office Ac Construction I#] Operations Revenue Mgt SRC Store It warad Print Shop

Storage +¢r Not following

StorageBook

[

B4
Email

W S W ¢
7

Help Desk Corporate Org
Chart

Google Reviews Leaderboard

Newsweek

Newsiveek Award: 2021
Best Customer Service StorageMart's Top'50

] )

r——9

Virtual aS Office 365
Desktop b Portal

Read more —» Congratulate these stores! —

To begin your day, ensure you open these quick links.

o UKG = Virtual Desktop (only on desktop)
e Access your time D;TL Report's Center
clock and benefits. Total Recall
v Email S MS Teams Web
== Access personal Vs Teams This will take you to the

and site email. Microsoft Teams chats.

10 / Processes Guide Part 1 [ Storage [\L10;



StorageBook Home Page - Navigating Your Daily Resources

Then, scroll down to the right side of —

. . : Operations Link:
the page to find Operations Links. - perations Hinks

Bank Reconciliation us
This column is for specific links and programs that

Check Requests us
are utilized daily such as:

Claims Tracker App us

Competition Module - 2020 us

-Daily Sales Plan
Daily Sales Plan = us
Locations HR Site us
0105 ~ Print Report (Value Pricing) Show Log
Inventory Adjustments us
Valug Pricing Enabile for this location. Unit selection is automated by Revenue Management
Climate Controlled Units Inventory Cost and Retail us
Price Gat Dims  |Rent Vacant [Unavall [1st Avallable |2nd Avallable |ard
Small Framium Climate Gontrollad Entry Level THE 121.09 1 0 a
Medium Pramium Climate Centrolled Entry Leval Tx12 157.99 i 0 Mail Center us
Mega nsBase m’::""" Heatad with Lavatary - Annual |, oy 759.99 i o
Regular Units Operations Dasbboard (v1) us
Other .
Operations Dashboard us
Password Reset us
Purchase Orders us
_Renta[ Manager Regional Manager - Unit Mix us
Rental Manager us
Rental Manager Closings Leads Renit-It-Nows Customers Utilities ~ * AC4126 ~
SRC Store Features us
01086 ~ New Lead New Rental
Store Update Utility us

Closings List

Web Admin - PRODUCTION us

Complete Closing
Name By Status Action Phone Type Strength Progress Web Admin - STAGING us
Rhonda Moore 1100AM  2nd Incomplets  (573)424-8155  Lead Follow Up
Gal |
Tommie Coats BOOPM 3 Pendng (5735297388  RINOD Follow Up
Call

To begin conducting store business, follow these steps:

Step 1: Log into StorageBook.

Step 2: Navigate to the Quick Links panel.

Step 3: Open UKG, Email, Virtual Desktop (on desktop), and Teams.

Step 4: Scroll down on the homepage to the Operations Links,
and open your Daily Sales Plan, and Rental Manager.

B Mart Processes Guide Part 2 / 11



Operating Systems: Accessing Web Virtual Desktop (WVD)

Select "Virtual Desktop”. Next, select the correct zone Z1 - Kevin Boggs
on your desktop. for your region. Z2- Phil Dewsbury

i1 All Resources

Wizl { v StorageMart WVD
Desktop a a G Ca

|Win1d-z1| |Win1c;-zzl |wm16-z3| |Win1d-z4|

Then, select the correct account. )
You now have access to “Virtual Desktop”.

© Remote Deskiop - o x
e Ofentinck  setiogs  HATie e
T ——
L
A ¢ & « P @ © % Q0 % @ s
b T e b S
& @ @ ®» » B B n B @
s e e o weer Wmem  wan weE s o
P — e
0O & B B W
— EE— -
H & ¥ % & = »n =mn u B 4y
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Accessing Total Recall & Reports Center (in WVD)

Once in "Virtual Desktop”, select the two programs as outlined below and you now
have access to: Total Recall and Reports Center.

LOGIN info for Total Recall and Reports Center:

Your user ID is the first initial of your First and Last Name followed by the last four
digits of your social security number. (ex: AB1234)

Your password will be the same password you use to log into StorageBook.

I [4 [ = | Total Recall : . 3 ==
----- Y . & act i ® nclude e =
Home snae  view , : L=

Total Recall + » Total Recall

Name

# Quick access
I Desktop
[ Documents

4 Downloads

2 Total Recall CA

+3 Total Recall KittyHawk
23 Total Recall Parkade

2 Total Recall UK

[&=] Pictures -,B Total Recall US - TRAINING
+3 Total Recall US

[ This PC
o 73 Total Recall Vista

¥ Network

Reports
Center 2021

P Type here to search

O customer Mai Merge

BT Mart Processes Guide / 13



Employee and Site Email System

=

To access your email, select "Email”,
on StorageBook’'s homepage.

Sl

This will take you to your personal StorageMart inbox, which will be used for communicating
with HR, Training, Operations, and your RM.

Remember to check these accounts

Storage " earc St Team i i
Storoge[TH] ouoor [N multiple times a day.
| 2 = m fil Delete T Archive @ Junk v & Sweep EJ Moveto v <) Categarize ~ (@ Snooze

~ Favorites (¥) Focused  Other (@8 Filter Acquisitions Update i 230-v @
e 2 Inbox 372 (~ Amanda Campbell; Samanth... — I Amanda Campbell 0
= Acquisitions Update (6) 913AM Hi Samantha, Here is the Help Desk Training card for you ta revise, as well. Thank you! Amanda Campbell eLeaming Designer Stara Tue 11/2/2021 913 AM
i B> Sent items Hi Samantha, Here is the Help Desk Train...
5 Draft B4 value Coverage.
L7 bl e Amanda Campbell I}
Add favorite . Samantha Lorimor in Teams Hi Samantha. Here is the Help Desk Training card for you to revise. as well. Thank you! Amanda Campbell eleaming Designer Stora.. Tue 11/2/2021 912 AM
Samantha sent a message 706 AM
“  Folders ust change the dates, names, etc...then . 7
Amanda Campbell )
Yesterday Hi Samantha, Here are 4 training cards for revisions. It's the last file attached, titled *training cards to revise”. Thank you! Amanda Men 11/1/2021 1242 PM
£ Inbox 372
| it
rgeMar

® oA &
Reading list

first logging into your personal email.

Once in your personal email, click
your initials in the top right corner.

Finally, t in th l t
Next, select “Open another mailbox". (natly, type in the retevan

store’s mailbox and click “Open”.

For example: StorageMart 0153

] Jackie Hill 4

Open anather mailbox

Sign out

Jackie Hill

Jackie.Hill@storage-mart.com

In the instance of needing to assist
another store, managers can access

any store's email, from another store.

14 / Processes Guide B Mart



Petty Cash Open

First, ensure that you are in
Virtual Desktop.

&9

Vintual
Desktop;

Then, log into Reports Center. ;'?

Reports
Center 2021

Next, select cash drawer.

st Cash Drawer W ate (o

File ReportSelection About Location Rental Manager  StorageMart Utilities  Reset My Password  Show Things to Know

a StorageMart Reports Center v20/10/2021 Build:1458 [AC4126] Default location: viva

‘Search for aunit ora Customer
Clrmea Locsion [—r [ Cusomer Lt Name B Nere:

2 [ows Y[ ~]

T |[rea

[ Inctude Pastand waitng Customers @® Contsins (O EctMateh (O Stanswn

o e [] ot Serch Aa tarest
CE e

Selected Customer
Linwood (employee), Jeff

Reports Unit Information  Customer Information  Customer Audi Info  Customer Misc  Bank Dapasit acate Queus  EasyPay Processing

EXZTMart

Finally, fill in the amount counting piece
by piece and save.

3 Cash Drawer Manager

For example, you counted 11

Pennies __5 50.01 __sDOS
e quarters, so we type in 11, in the
I | box next to the word "Quarters’,
| not $2.75
w [ dlom
@ [ e : " "
I | Note: Add “Petty Cash Open”,
to the manager note section.
$300.00
$300.00
$0.00]
Petty Cash Open|

When drawer is balanced, select the "Save”
button, and print your cash drawer count
as part of your daily paperwork.

Processes Guide / 15



StorageMart’s Daily Sales Plan is:

A price list that you can use to quote prices for customers that walk into your office

or call your store.

This report shows vacant unit inventory, with prices of each unit and any

promotions that may be available for that unit type.

Our prices can change from day to day, so it's important to print a new

daily sales plan each morning, or as needed.

Pro-tip: in some instances prices can change during the day, so
check your Daily Sales Plan multiple times over the course of the day.

Accessing the Daily Sales Plan

First, log into StorageBook Once in the Daily Sales Plan, make sure
(tkgstoragemart.sharepoint.com) the location in the top left corner of the
screen is the location you are working at.

[Storage T

Pick an account

Click Print Report (Value Pricing) to bring
up a printable version (the Best Value units
will be highlighted).

m Amanda.Campbell@storage-mart.com  :

+ Use another account

, , Now, print the plan using the printer icon
Then, scroll down to the right side of the

page to find the Operations Links. Select

in the top right corner of the screen when

: - the PDF appears.
the Daily Sales Plan link. PP
Operations Links y— e
0105 w | Update Locatic Print Report (Value Pricing) = Show Log
Bank Reconciliation us Value Pricing Enable for this location. Unit selection is automated by Revenue Management
Check Requests uUs (*] Climate Controlled Units
Price Cat Description Dims Rent Vacant  Undwvall |13
) Small Premium Glimate Gontralled Entry Level %8 121.09 1 0
Claims Tracker App us Medum  [Premium Climate Contralled Entry Level iz 157.99 1 o
— - Workshop Heated with Lavatory - Annual |, . ; .
Competition Module - 2020 us Leass

[¥] Regular Units

16 | Daily Sales Plan = us Mart
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Unit StorageMart’'s unit classification program for meeting each customer’s specific

needs. With three unique tiers, customer’s can better identify what they value

Designations

and prefer so that a manager can help them select the unit that best matches them.

Deluxe Best Value Standard
The best available unit The next best available High-quality units, in less
of any type. unit, following deluxe. desirable locations

Closest to access gates,

- . Closer to access points Furthest units away from
building doors, loading . . .
than the standard units, access points, but still of
docks, and any other . ) :
. . but further than Deluxe units. high, StorageMart quality
desirable place on site.
For the customer who For the customer who prefers For E?e ctustometr Wsodpre:ers
prefers convenience convenience at a great price ?L_Ja 'dﬁ S or_ageifa &’]ch u 9"—‘t
and easy access. (who wants the “best value”) riendly price (for the customer

on a budget with infrequent access)

_ At the beginning & end of your shift you

should be following the below activities.

1 Checking for Move-Outs

> Completing security lock checks, ensure locks . .
are latched and secure 6 Documentmg climate

, control temperatures
Use the Daily Lock Check Report to ensure all

units have the correct corresponding lock

7 Documenting General

2 Looking for units that may Maintenance needs

have been tampered with.
> Including unit debris and landscaping issues.

4 Checking Auction tags, REMEMBER

if necessary. > This is done twice daily

(for security and upkeep!)

5 Ensuring that restricted areas are > Ermg your Dal“y LZCR Check
) eport, pencil, an aper.
still locked, and doors are shut. P P Pap

> Note any issue you found on site and
18 / Processes Guide follow up on them.




StorageMart’s Daily Lock Check Report

_1F

_¥

Storagettart #0105 Daily Lock Check || eefos
2403 Rangeline St

Columbia MO 65202 9/20/2021

Unit Status Notes Unit Status Notes Unit Status Notes Unit Status Notes
1 Occupied 58 Occupied 106 Over Lock 153 Occupied
1A Maintenance 59 Over Lock 107 Occupied 154 Vacant
3A Qccupied 60 Occupied 108 Qccupied 155 Occupied
3B Occupied 61 Vacant 109 Occupied 156 Vacant

4A Occupied 62 Occupied 110 QOccupied 157 Lock Cut
5 Occupied 63 Occupied m Occupied 158 Occupied
08 Occupied 64 Occupied 112 Occupied 159 Occupied
09 Vacant 65 Vacant 13 Qccupied 160 Occupied
10 Over Lock 66 Occupied 114 Occupied 161 Occupied
1 Oceupied 67 Occupied 115 Oceupied 162 Occupied
12 Lock Cut 68 Occupied 116 Occupied 163 Occupied
13 Qccupied 69 Vacant "7 Qccupied 164 Lock Cut
14 Vacant 70 Occupied " Qccupied 165 Over Lock
15 Vacant 7 Occupied 119 Oceupied 166 Occupied
16 Occupied 72 Vacant 120 Vacant 167 Occupied
17 Occupied 74 Occupied 121 Occupied 168 Occupied
18 Occupied 75 Occupied 122 Over Lock 169 Occupied
19 Oceupied 76 Occupied 123 Oceupied 170 Vacant

20 Occupied 7 Occupied 124 Vacant 171 Vacant

21 Vacant 78 Vacant 125 Vacant 172 Occupied
22 Occupied 79 Occupied 126 Occupied 173 Occupied
23 Vacant 80 Occupied 127 Vacant 174 Company Unil
24 Oceupied 81 Occupied 128 Vacant 175 Occupied
25 Oceupied 82 Occupied 129 Oceupied 176 Occupied
26 Occupied 83 Occupied 130 Occupied 177 Over Lock
27 Occupied 84 Vacant 131 Vacant 178 Occupied
28 Over Lock 85 Occupied 132 Occupied 179 Occupied
29 Maintenance 86 Occupied 133 Occupied 180 Occupied
30 Oceupied 87 Occupied 134 Oceupied 181 Occupied
k) Occupied 88 Occupied 135 Occupied 182 Vacant

1. Store Location

Verify that you have printed the correct
location’s Daily Lock Check Report.

2. Date of Lock Checks

Valid only for date listed. You will need to print

a new lock check report every day.

3. Unit Number

This will show you the number of the unit to
locate the lock. The unit number is displayed here.

Storage LAY

4. Status of Unit

This section will show you the current status of
each unit's lock, and which ones may require action.
- Over Lock (red)

- Lock Cut (red)

- Company Unit (blue)

- Occupied (white)
- Vacant (yellow)
- Maintenance (green)

5. Notes

This is a good place to make any notes regarding
the unit status or unit locks.

Processes Guide / 19



Adding Customer Notes

{8 StorageMart Reports Center v07/12/2021 Build: 1035 [AC4126] Default location: 0106

. . File ReportSelection About Location Rental Manager StorageMart Utilities  Reset My Password  Show Things to Know
First, ensure you are logged into e ey v
Semnma: i PR
Reports Center. = [ gl q | mal | [ ($50.0
[ Inciude Pastand waiting Customers ® conzn: (O ExzctMaeh () Stmaswith

UnitD: 74647 [ cobal Search (Al Stores)
Curmoames ID- 40711
Selected Customer

131 Auction Build Unit (charity), John Doe leigtet >

Reports  Unit Information § Customer Information § Customer Audit Info  Customer Misc ~ Bank Deposit Cash Drawer Vacate Queue EasyPay Processing

Primary Customer = Secondary r
FEPO rtS @ Personal Account (O Business Account Customerld:490711 Cuishinmer Males
5 Last Name First Name: Gender 30i11/2020 [BE7605]:Lease Expiration Date setto
Center 2021 [131 Auction Buid Lint (charty) | [4ohn Doe | [mae v |1Re020
R 30/11/2020 [BE7605} Lease ype changed from
[p4055 7 ‘ SquotStandard Lease&quot; to &quot&quot,
ighway
Address 2 24/11/2020 [BE7605] Lease Expiration Date setto
| ‘ 01/01/1950
Ciy e Postal Code 24/11/2020 [BE7605] Lease ype changed from &quotdquet
[Blue Sprngs | Mo ] [paasme | to &quot:Standard Lease&quot
. Email 24/11/2020 [BE7605]:Build Unit sold at auction on
Locate your Cus tomer usin g [spg217@a0l gom 111242020 for 50 to Keith Smith (334) 732-6086 - $100
Note: Seperate il ool addemses wilh somioolon cleaning deposit on credit card ending in 7377 - BE
. Tax Exempt ID LandLine Phone )
the location bar at the top of o IO | Rl bl et oo e
e P m\ssed| \: a:d it \;:as sentthru, (deposited) | put in a check
$151.99 refuned to her. This was d
the screen. Then, select the o] S it e ® Finary Hemrint bl
[] Mo Cortact Email
. 19/10/2018 [JM1858]:Lease Expiration Date setto
Customer Information tab 0 Mo Cartacs SMS oT01/1950

[ Display notes when customer is accessed

Cancel Edit
e I Show Notes Manager Print Notes

Next, select the “Show Notes Manager” tab. This will bring you to a new window for typing
your note in.

! |‘I 71122015 [Dec-2015-Storelmport] Imported Account from SiteLink - LockBox
tiple |
s Add Customer Note Max Char: 6000 - 000 Remaining
‘via Print Customer
.8 Notes
‘mail
M5
Save Customer .
Note Ext
[ This is a high priority note Show customer notes when you access their account
I | I I
Type out your note, then, click, “Save Customer Note". In the pop up window, select “OK"
to complete the process.
‘ StorageMart Reports Center - Customer Account Manager X
Add Customer Note char 5973/6000 1
Customer Address Change- AC| Pﬁmri:mu:t:ma 3 o Add not to customer account? :
e Ea )
[ This is a high prionty note Show customer notes when you access their account
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Editing a Customer

First, ensure that you are
logged into Reports Center.

a3

Reports
Center 2021

Locate your customer using
the location bar at the top of
the screen. Then, select the
Customer Information tab

Then, click the Edit button.

Update the necessary information
and click the “Save” button that
will appear after selecting "Edit".

Storage LAY

a StorageMart Reports Center v07/12/2021 Build:1035 [AC4126] Default location: 0106

Sila BonosSelection  About Location  Rental Manager Storagelart Utilities  Reset My Password  Show Things to Know
‘Search fora unit ora Customer Current Balance
s Chrocme s Uit Ertor st No Cusiamer Lt Name! Busiess Nene
] [0 ] I Find [ || Fna ($5000)
[ Inciude Pastand waiting Customers. @ cortmrs () SxsetMateh () StasWith
Uil 7486 [ wiobai Search (A1 Stores)

D. 7
Custames 1D 490711
Selected Customer

131 Auction Build Unit (charity), John Doe

Reports  Lnit Information | Ct

Primary Customer  Secondary Cr

Business Account Customerld:490711

mer

Personal Account

Last Name First Name Gender
[131 Auction Buid Unt (charty) [John Doe | Mele
Address 1
8408 S 7 Highway |
Address 2
City State Postal Code
itress
Email
[apa217@a0l.com
MNote: Seperate muitipie email addresses with semicolon
Tax Exempt ID LandLine Phane
(816)224-1166 Primary
Email Invaices Cellular Phane
Send Invaice via Post (816)224-1166 Primary

Mo Contact Email
No Contact SMS

I Edit |

[1 Send Invoice via Post (816)224-1166 ® Primary
[] No Contact Email

[ No Contact SMS

Cancel Edit

Transfer Cust A

n || Customer Audit Info  Customer Misc  Bank Depostt Cash Drawer Vacate Gueue  EasyPay Processing

Customer Notes

30/11/2020 [BE7605].Lease Expiration Date set to
113012020

30/11/2020 [BE7605] Lease type changed from
&quot Standard Leass&quot; to quot&quot

24/11/2020 [BE7605] Lease Expiration Date setto
01/01/1950

24/11/2020 [BE7605] Lease type changed from &quot&quot:
to &quotStandard Leasedquet

24/11/2020 [BE7605]:Build Unit sold at auction on
11/24/2020 for $50 to Keith Smith (334) 782-6086 - 5100
cleaning deposit on credit card ending in 7377 - BE

06/11/2018 [JM1858]-Janis vacated her unitand ask me to o
retunr her check had already been sent by her bank. |
missed it and it was sent thru, (depesited) | put in a check
requestto have the $151.99 refuned to her.This was done
today 11/6/18..jm

19/10/2018 [JM1858]:Lease Expiration Date setto
01/01/1850

[ Display notes when customer is accessed

Show Notes Manager Print Notes

ISUUSSLIU HEYE WIS 9 10 1.5 ISIUHSU W 1IS1 1115 Was uunis.

today 17/6/18...im

19/10/2018 [JM1858] Lease Expiration Date setto
01/01/1950

[0 Display notes when customer is accessed

Show Notes Manager Print Notes
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How to Take a Payment

First, log into Report’s Center.

Once in Reports Center, select the Tenant that you would like to take a payment from by

using the search box that is located at the top of the screen.

i) StorageMart Reports Center v07/12/2021 Build:1035 [AMANDA.CAMPBELL] Default location: 0106

File  ReportSelection  About Location  Rental Manager  StorageMart Utilities  Reset My Password  Show Things to Know

Search for 2 unit or 2 Customer
Choasea Locsion

0154

Choose a Unit

| [0

Cumomes Las Name / Business Nme

| [Fna] |

Eomer 1 Urit N
|

[ Inciude Pastand waiting Customers

] |[Fina

® conzns () Exzetmaen () Starts With

Cument Balance

$150.96

UritiD: 63583 [] Giobal Search (A1 Stores)
Selected Customer
Transfer Cust
Loy, Raymond C e
Reports  Unit Infe ion  Customer Infi ion Customer Audit Info  Customer Misc ~ Bank Deposit Cash Drawer Vacate Queue EasyPay Processing
T SrtDee
Report Descripti ~
SN 2172021 @+
Bank Deposit History e
| Collection Workshest 12132021 B~

Credit Card Expiration & Authorization
Credit Card Processing Detail

Mk | ael Chanl

] Run for all properties
[] Print Reports

Jjooi.c

Now, select the Customer Audit Info tab.

=

Open PaymentiTransaction Manager l

Show Card Services

@ StorageMart Reports Center v07/12/2021 Build:1035 [AMANDA.CAMPBELL] Default lacation: 0106

Cument Balance

File ReportSelection About Location Rental Manager StorageMart Utilities  Reset My Password  Show Things to Know
‘Search for a unit or a Customer
W e Po—
T 2
Customer Audit Info | =es e | | =
[ inciuds Past and waiting Customers @® contans () ExzctMaten () StensWian
Um0 53569 [ ksl Search jan Stores)
s
Selected Customer

Select the

“Make a Payment”
button, located at
the bottom left of
the screen.

A

22 / Processes Guide Part 1

Transfer Cust

Loy, Raymond C

ustomer Misc  Bank Deposit  Cash Drawer Vacate Queue  EasyPay Processing

$150.96

‘T Open Payment\Transaction Manager |

Store UnktMo  GateCode Time Zone Access Level Moretly Move-n Date EasyPay
oor © [as1s [eamioem - Accessleveld - $6399  8/1/2020 | CredtCard: MC -oe3340[.. -
|
Note: nght-cick for mors options. = Edtable Filds SRt Terz el toy | Rl
Receipt#  Create Date Description Amount Unsettled Due Date Manager Store ~
W 12/10:2021 99040:0ver-Lock Service Charge for unit #0101 $35.00 $35.00 | 127102021 |SmartAutoProcess 0154
0 12/9/2021 | SMS Text Sent - Late9to (§12)203-8070 50.00 50.00 1SMARTSMS o5t
[} 12/7/2021 | SMS Text Sent - Late7to (§12)203-5070 5000 5000 TSMARTSNS o154
3009981 | 12/7/2021 |Rentforunit: 0101 fan 2022) 582,99 50399 117202 |Ado Processvan2022 |0154
33009981 | 12/7/2021 | Value Caverage Plan for Unit 0101 (Jan 2022) §15.57 $1597) 1/1/2022 | Auto Processlan-2022 | 0154
32985329 | 12/4/2021 | 99080:Loss of Discourt forunt #0101 51200 $1200| 12/4/2021 | SmartAutoProcess 0154
32632862 | 11/23/2021 | Unit #0101 Addedto Vacate Queus - Vacating on Wednesday, November 24 2021 5000 5000 1G7853 [E]
32629110 | 1172021 | Rentforunit: 0101 (Dec 2021) 58399 5$83.99| 12/1/2021 | Auto Process Dec-2021 | 0154
32629110 | 11/7/2021 | Valus Coverage Planfor int 0101 (Dec 2021) 51997 $1997| 12/1/2021 | Auto Process-Dec-2021 | 0154
32486736 117152021 CREDIT CARD: MC - MASTERCARD xcocoooocoo3340 $103.96 $0.00 EasyPay Processor-MO 0154
22056009 | 10/7/2021 | Rentforurit: 0101 fiov 2021) 58399 S000| 11/1/2021 | Auto Processov-2021 | 0154
32256088 | 10/7/2021 | Valus Coveraga Plan for Unit 0101 (Nov 2021) $1997 S000| 11/1/2021 | Auto ProcessNow-2021 | 0154 "
< >

= r
Add Charges -4 Transaction Manager

> Makea Payment

1
Customer Invoices (=) Print Customer Report

EXZTMart




How to Take a Payment

Next, select the payment type that the customer would like to use to make the payment.

gl Payment\Credit for cmbTenantListing
Total Due: $150.96

Add Charges to Accourt  Add Product Inventory to Account  Payments

Payment Types

SELECT A PAYMENT TYPE]

SELECT A PAYMENT TYPE

For this example, the customer has a credit card

on file, which auto populated after selecting.
Confirm the Site Number is correct.

Check “Is Debit Card”, if debit card.

Check "Setup EasyPay”, to initiate autopay on card.

Amourt &

$1

50.96

85 Payment\Credit for cmbTenantlisting

Total Due: $150.96

Monday

Payment Types
CREDIT CARD v
Bank Card Options
Cards on Rl

Transaction Date

. December 13, 2021

Add Charges to Account  Add Product Invertary to Account  Payments

Amourt @

$150.96

Transaction Date

[Credit Card: MC - 00334

0[03/24]

Use PinPad

Enter Card #

Finally, select “Process Trans” to complete the payment.

If the customer does not have a card on
file, manually fill in the card or have the
customer swipe/insert their card in the Pin
Pad by checking “Use Pin Pad” (Confirm
the Site Number is correct).

Now, check the applicable boxes:
Is Debit Card

Setup EasyPay

Finally, select “Process Trans” to complete the payment.

Email the receipt to the customer, un
otherwise requested.

To email a receipt, find your customer in Reports Center and select

the Customer Audit Info tab. Right click on the app
Select "Email Customer receipt”. On the next scree
Report” IEEEEES in the top right corner and follow
prompts, selecting "OK" to complete the process.

EXZTMart

Exp Date

0154 v

Is Debit Card

Monday . December 13,2021

MC - 00:x3340 [03/24] 03/24
8544694162453340 - Setup EasyPay
CVZ/CVV/Tast 3 digts on back of card” Get Token Only ocess Trans
Transaction for Store #0154
Save Card Data to Totat Recall
ol Payment\Credit for cmbTenantListing
Total Due: $150.96
Add Charges to Accourt  Add Product Invertory to Account  Payments
Payment Types snaunt ©
[CREDIT CARD - ‘ $1 50 96‘
Bank Card Options Transaction Date
Monday . December 13,2021
Cards on Fie
‘NG ACCOUNT SELECTED v| [ Use PinPad

Exp Da

I Enter Card &

|

e

CV2/CVW/ ast 3 digits on back of card™

Save Card Data to Totat Recall

[ Is Debit Card

[0 Setup EasyPay
[ Get Token Only

Transaction for Store #0154

Selected Customer
Burrell, INC.
Reports  Unit Information  Customer Informatio| Customer Audt Info RCustomer Mise  Bark Deposit Cash Drawer Vacate Queue  EasyPay Processing
Sors UntNo  GateCods Time Zone: rocesslevel "MW poven Date Basy Pay
le SS 521 [5214377 |24 How - | Full Access -] 5233333 12712021 | NoCredt Cardon Fle

Note: richt-click for more options. | = Edtable Fiekds
Recspl #  CrestaDate  Descrption mourt
s | o [ | 23323
) ciecy ymentid: 11104372 =
[ bl n [} AV |dan 202 000
ICalble Charge. AuditKey: 43362024
3003285 | 1272021 |Rentfo £231333
lick “E i\ 5 Tzamat [AmGn  Clearal selected rows - Reset View P
n, clc mail 32838597 | 11242021 |SMSC{  Show paymentto charge allocation 000
th WIS | DA [CHECK e 5233333
e screen 32830578 | 11222021 |99046 $25.00
3 /2272021 |Fenpal Email Customer Receipt - English to mark.melan @burrellcenter.com 000
32829050 | 11/22/2021 |Proratg  UnallocatePayment §1.20049
239350 | 122221 |fmese  Unallocate Payment and Re-pply chronolagically by due date e
2R297RN 11/22/01 Rent fr Refiind Davmand + €211 M

Processes Guide Part 2 /
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Counter Sales (for an Existing Customer)

| Total Recall

4 > Total Recall
) # Quick access ;m
First, ensure you are logged Tl i
) oeuments % Total Recall Parkade
into Total Recall and have & Downleads # 3 Toga Recll U
[&=] Pictures » B Total Recall US - TRAINING

selected the correct location. Total Recall = s B ot RecallUs

39 Total Recall Vista
o Network

Then, select the correct customer’'s account to make the transaction.

{a Customer Maintenance — =] = |
(O Exact (O starts with (®) Contains [Jinclude past and waiting customers /guery A

Location Unit Customer Last Name / Company
1401-StorageMart #1401 v| & Invoice Total:$0.00

Thomas Lynch  Due Today:$0.00

4 [Customer Information ] [ Current Assignments ] [ Recurring Billing ] [Audit Information] [ Miscellaneous ] b

Primary Address Primary Phone
Contact: Thomas Lynch (402)432-2157
Address: 8322 Upton Grey Lane I[ﬂ | 4 | 10f6 I Y | HI TEST AND TRA_lellNG SYSTEM
o Customerld <
City: Lincoin e £ o - 1 .
State: NE |H|ﬂ|lof4 IB’|H| ] i{/LLHV' II
Zip Code: 63516 | \ Srorngn
L Al 8 BN ~ TEST AND TRAINING SYSTEM
(] 4q]1or2 binel

D & M & o|&)s = =S
Add Edit Move In _Reserve Waiting § Sal Wio _Paymanl ‘Reverse

Once the account is pulled up, select the “Sale” tab.

Now, select the bubble next

Customer  Thomss Lynch Location | 1401-StorageMart #1401 w

to “Merchandise”. RO bupee e =

QUntRel | RecuringBiing tems  Descriton bvoce Oy Amout  Ouwedae  a| B

@gooe  (Opescrpton [ Check for scan mode

If there is a charge present that the S o

Pescription

customer wishes not to pay (such 0061 Dt e Lo

10002 Decoratrve Mader-Medum

2

I’

10003 Decorative Maser-Smal

as rent, value coverage, or late fees), 1000955250 b o xSt

10010 55-202 Bubbie Mader Smal
10011 55204 Bubbie Mader Medum
10012 55-206 Bubbls Moser Large
10013 55-208 Bubbie Moder Extra Large

-

I¢ >

w _s ﬁ a Total Tax $000
Fotcs || Charge | Romove | Ciear Total dug 50.00 |

4 BR o

Credt Payment Bxt |

24 / Processes Guide Part 1 [ Storage [\L10;

1T 521

remove this charge first using the
“Remove” button, and then add the a5 ot

Amoura 53659 | Oty 0=

w

¥ booooooeoloo

£
H

merchandise charge.




5 Select the item the customer wishes to purchase by clicking to the left of the item.

. Customer |ThomLynd|

X Pommer|unne

. (®) Merchandise (O Unit Rent () Recurring Biling tems
y @Code  (ODescripion [ Check for scan mode

Location

1401-StorageMart #1401

[

[Description

70017-Box - 15x12x10 Shipping

“H70018:55-500 Pistol Grip w/tape
70019:55-553 3 Pack of Tape

24

70020:55-556 6 Pack of Tape

70021:SS5-580 2inx 60yd Heavy Clear Tape

16

70022:S5-585 2inx 60yd Heavy Tan Tape wi d

d |

70023:55-800 2inx 800in Crystal Clear Tape w/

0

70024:55-805 Traditional Tan Tape w/ dispense

0

0

70025:55-814 Paper Sealing Tape w/

70026:S5-319 Crvstal () ser 17 &
Amount s11.95|9!y 1B %W P

7 Once this is correct,

press the “Add Item” Customer | Thomas Lynch

button. -

|

Po‘-uberiuone

D

@ Merchandise () Unit Rent (") Recurring Billing tems

@Code  (ODescripon [ Check for scan mode

1401-StorageMart #1401

70018:55-500 Pistol Grip wita 1 $11.95 81/2019

S |

Deciinti

70017 Box - 15x12x10 Shipping

70018:55-500 Pistol Grip witape

70019:55-553 3 Pack of Tape

70020:55-556 6 Pack of Tape

70021:55-580 2inx 60yd Heavy Clear Tape

70022:55-585 2inx 60yd Heavy Tan Tape w/ di

70023:55-800 2inx 800in Crystal Clear Tape wi

70024:55-805 Tradtional Tan Tape w/ di

70025:55-814 Pa;m' Sealing Tape w/ di

8 Once confirmed, click “Payment”. -~

S L Mart
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Counter Sales (for an Existing Customer)

A box will appear to confirm that you wish to add the charges. Click “Yes”.

[ Cunomer wamenanee =
&? Counter Sale Elrm RS
Customer | Thomas Lynch Location = 1401-StorageMart #1401 v
PO Number None v
@ Merchandise (O Unt Rent Recurring Biling kems ~ [Description Invoice Oty  Amount  Duedate ‘ ~ b
(® Code (O Description [C] check for scan mode
Search Sale Verify
Description M
E ;ggl; 2:5'0;5:;‘2:;;'"3;:; 0 Are you sure you wish to add charges?
(| 70019:55-553 3 Pack of Tape
| |70020:55-556 6 Pack of Tape
|_|70021:55-580 2inx 60yd Heavy Clear Tape Yes No
| |70022:55-585 2inx 60yd Heavy Tan Tape w/
|_|70023:55-800 2inx 800in Crystal Clear Tape w/ 0 M
|_|70024:55-805 Traditional Tan Tape w/ dispense 0 ] < = 2
|_|70025:55-814 Paper Sealing Tape w/ dispense 0
70026-55-819 Crvstal Clear Tane w/ disnenser 17 & 5 + Total Tax $0.66
Amount §$11.95 | Qty 15 | Addgem P> Ns cgfge Rexnfve Cir Total due s1261
H =
Click the Payment Types drop down [FE—— =] o] =
f Payment
menu and select the payment type. p — —
CASH 81112019 $1261
. [ s
For this example we have selected
CREDIT CARD
CREDIT CARD. 1
i
\EJ Counter Sale Elr“ET.‘ wEim
Payment
Next, select the correct card type. S — — —
If the customer does not have a i i | 1ot si2et | R
card on file, the customer will
need to insert their card into the
Pin Pad, and you will select “Apply”.
They can then remove their card. [ Add / Update Credt Card
Enter distribution of payment to charges in column apply
. " " Description Amount Tax Apply Duedate A
Then, click “Yes" on the pop up box ]70013‘55500 Pistol Grip \::t‘tape swlﬂ.as 5066 ppsu 00 6!”20:9
to add the payment. Now complete
the process on the Pin Pad, then
select “Exit”, followed by “Yes” on v
your screen, to complete the box. p = TN
@ Auto apply (O Manually apply Back bly Exit

Email the receipt to the customer, unless otherwise requested. If the customer
requests a printed receipt, print 1 copy of the receipt in the "Print Receipt” window.
Click “Exit”, and you are done.
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Counter Sales (for a Walk-In Customer)

Total Recall

4 [} > Total Recall

Name
7 Quick access

First, ensure you are logged o B e
) B Pocuments i3 Total Recall Parkade
into Total Recall and have ¥ Downloads 2 Tt Recall UK

&= Pictures ‘.3 Total Recall US - TRAINING
selected the correct location. Total Recall =RE BT

¥ Network

Then, using the search box labeled, “Customer Last Name/Company,” type “Counter Sale”.
Ensure the box is checked next to the “Include past and waiting customers” Then, click “Find".

\D Customer Maintenance

R=S[EoR =<,

() Exact () Starts with (®) Containg Include past and waiting customers @Eind | | /guery A
Location Unit Customer Last Name / Company -
0106-StorageMart #0108 w p | Counter Sale

q [Customer Information ] [Current Assignments ] [ Recurring Billing ] [Audi‘t Informat[on} [Misoe[!aneous ] &

Customer Address Culs?qn:ler Phone
Contact:
Address: [K]4] I3E]
Address:
Customer References
City: .
(4] [» ]
p Code: |
E-Mail Account Cla_s_s
4] [b[bi]€]
Add Edit Move In |Resenve| Viating Sale WG |Payment! Reverse

Once the account is pulled \a¥ Select customer = £
Customers
Up, Select the Corres pond|ng Customers by first name Contact: Address: Address: City: ~
IR #1401 Counter Sales |
B #1450 Counter Sale #1450 Counter Sale
store number’'s Counter Sales #1470 StorageMart Counter |#1470 StorageMart Cd 10010 Scott Circle Omaha
#2018 129 COUNTER SALES 129 COUNTER SALES| 75356 Waornall Road Kansas City
#8501 Counter Sale Counter Sale
customer. Then, select the =612 Counter Sas |16t Counter Sae™
0105 Counter Sales 0105 Counter Sales Columbia
2021 0125 Counter Sales 200129 Counter Sales 21
g reen c h ec k b OX. 2020 0128 Counter Sales 20)0129 Counter Sales 21
i 01510 Counter Sale 2015-2001510 Counter Sale 20115 Park Ave Basalt W
< >
| o

Storage LAY
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Counter Sales (for a Walk-In Customer)

Once in the Counter Sale account, select the “Sale” button, at the bottom of the screen.

\E’ Customer Maintenance

() Exact () Starts with
Location
0108-Storagelart #0105

<]

[E=N o

Invoice Total:$0.00

(®) Contains
Unit

D Include past and waiting customers.

Customer Last Name / Company

#1401 Counter Sales Due Today:$0.00

@ [Cu:tomer Information ] [Cnrrent Assignments ] [ Recurring Billing ] [Audﬂ Information] [ Miscellaneous J &

Primary Address

Primary Phone

Contact:
Address [l q]rer I3L]|
Address: , a
) Cus_tomend )':- ¥ X
- Total Bggall
State: ¥ /
Zip Code: |M | 4 |1 o | M M |' Sl -Slurug=
- =
Evai Account Class LIVE SYSTEM
LRIz DT
(RN + =] | t : & | FEm | e
Add Edit Move In ||Reserve| Waiting Sal W/O  |Payment|Reverse

Now, select the bubble next to
Merchandise, followed by the
merchandise the customer is

purchasing.

Then, select the item amount

and click “Add ltem”.

If there is a "0" in the "Qty" column,

this item is not available to add.

\D Counter Sale

Customer | #1401 Counter Sales Location | 0106-StorageMart #0108

=] @] =

o

Once confirmed, click “Payment”.

Then, “Yes,” in the pop up box.

28 / Processes Guide Part 2

PO Number | None 2
@ Merchandise Unit Rent Recurring Biling ftems Description Invoice Oty Amount Due date (ol
(® Code (O Description [] check for scan mode
Search
Description Qty ~
_40007:55—546 Household Moving / Storage labe o
| 40008:ZL-98810 Garage Sale Labels 6/bx o
I _M40010:35-8015 Full Safe Guard Mattress Cover 46 I
: 40012:0\K Safe Guard Mattress Cover A
_|#0013:55-8040 Safe Guard Sofa Cover 15
_|#0014:55-8050 Safe Guard Chair Cover 24 ¥
40015:55 9060 Safe Guard Dust Cover 29 I< 2
m . . W
ANN31-55-310 Packinn Pea +ﬁ }(ﬁ E{ Total Tax $0.96
ma 3599 | O Notes | Charge | Remove | Clear Total due 21294
- | B | o
Credit | Payment Exit
.
"
Sale Verify
p .
Are you sure you wish to add charges?
"y
g
Yes Mo

Storage A



Counter Sales (for a Walk-In Customer)

Click the Payment Types drop down

menu and select the payment type.

Note: DO NOT save the card number
info in our system for a walk-in, counter
sale customer.

For this example, we will select
CREDIT CARD.

Select the correct card type, insert
the card into the Pin Pad, and select

“Apply”.

Then, click “Yes" on the pop up box to add
the payment. Next, complete the process on

the Pin Pad, then select "Exit".

Now, select “Yes’, on your screen, to

complete the box.

| ¥ Counter Sale E' o | E=xT o
Bk L
Payment Types Date Amount
q 3 EVUCIERT I - | | 1201572021 51294 v
S iyment Type
CASH
o CHECK L,
- CREDIT CARD 4
T
|
|
Enter distribution of payment to charges in column apply
Description Amount Tax Apply Due date A
0010:55-9015 Full Safe Guard Mattress Cover 51198 50.96 £0.00| 12M15/2021
=
fl
W
4 £ Total due: $12.94
(@) Auto apply () Manually apply Back | Apply Exit
a Customner M \3 Counter Sale EI' Bl &2 == |
OExact Bt N, Query | &
Location Payment Types Date Amount Credit Card
0106-StorageMq | | CREDIT CARD | | 1211502021 $12.94 v tal:$0.00
Token #
Visa (oocoococoooxdd323)
HOOOOCCOO0oaK2880)
ﬂ Cus Visa [ 880) D
Visa (oocoocococs 282)
Amex (ocooccecococ1018)
Prr_m._‘_ary Addr_ Visa (Roo0ocococe@431)
Contact Amex (ococcecocecc1002) W
Address: Add / Update Credit Card []Debit Card
Address: Enter distribution of payment to charges in column apply
City: Description Amount Tax Apply Duedate A
State 0010:55-9015 Full Safe Guard Mattress Cover $11.98 50.96 $0.00 121572021 % II
Zip Code: (Mart
E-Mail EM
v
4 =) Total due: $12.94
(® Auto apply  (O) Manually apply Back || Apply Exit
System Verify
dit 0 Are you sure you wish to add This payment?
ay
=
Iaf Yes Mo oot

Email the receipt to the customer, unless otherwise requested. If the customer

requests a printed receipt, print 1 copy of the receipt in the "Print Receipt” window.

Click “Exit", and you are done.

Storage LAY
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Adding a Customer to the Vacate Queue

First, ensure you are logged into

Reports Center.

Reports
Center 2021

Once in Report's
Center, select the
Vacate Queue tab.

Vacate Queue \

Click the “Update NTV”

&) StorageMart Reports Center v07/12/2021 Build:1035 [AC4126] Default location: 0106

File ReportSelection About Location

[e— [——

o

Rental Manager

StorageMart Utilties  Reset My Password  Show Things to Know

‘Search fora unitor a Customer

S Urithia Cumamar L Nerma  uinss Nov

Z [oie | [0

[ Fd | [ | [Fina

s e
Comemes 3. 0

Selected Customer

Reports  Unit Information  Bank Depost  Cash Dra:

[ tniude Pastand waiting Customers @ contains O ExcotMatch O Stanswinn

[] ot Sesrch s Stves)

Transfer Cust

asyPay Processing

Report Description
Bank Depost History

N2/ 1221 @~

i

Collection Worksheet

12/ 972021 @v

Credit Card Pracessing Deail

Credit Card Expiration & Authorization

[ Runfor all properties:

Daily Lock Check

[ Prit Reponts

Daily Summary Report

View Report

General Ledger Trial Balance

Send to End of Morth Folders

Qecupancy Report

Overlock'\Unlock Report

Payment History Report

Payment Reversals

Portfolio Activity

DDDDDDDDDD‘DD

Portfolio Charity Lease Expiration

[ Send to Location Share Site
[ Send to my Share Ste

[ Email Reports to Regional
[ Email the Location

[ Email Other

71 Fmail Salected Cistomer

Cument Balance

$0.00

Switch to Store Login

> Open Payment\Transaction Manager

%)

Show Card Services

Log Off of Server

Re-Print a Receipt
Receipt Number

English Receipt
Re-Print Receipt
[

next to the customer you would like to add a vacate date to.

Update NTY

A window will pop up for selecting the specific move out date. Then, click,
Queue”. In the pop up window,

@ StorageMart Reports Center v07/12/2021 Build:1035 [AC4126] Default location: 0106 = X
File ReportSelection About Location Rental Manager  StorageMart Uilities  Reset My Password  Show Things to Know
Sesrchfors it ors Customer Curert Balance

— p— T PO — 0 0 0

2 [o106 <] [ MR Fod [ [ [Fea o
[ incite Pestand watog Custorers @ Contains. O Bxactvacn O Sinswith Switch to Store Login
ymo. & [] GiobsiSearon (s Stores)
Selected Customer
Transfer Cust “*  Open Payment|Transaction Manager
Reports Lt Infomation  Bank Depost  Cash Drawer Vacale Queue  EasyPay Processing
Fiteron Unit No Filter on Name Clear Fiters Click on the "Edit NTV" to update the Notice To Vacate
Aoply Fiters New Pit Vacate
UnitNo  Descrpton late  Name Phone Vacate Date Days Out -
646 Seff Storage Enty Level 0 |Coy. vicke (5734745839 Update NTV. cate
103 | 646 Self Storage Entry Level 0 |Logan.Janet (57312685074 Update NTV. cate
646 Seff Storage Entry Level 3 |Daly-Preston. Anaya (5738227733 Tuesday.November 30 2021 9 Update NTV. cate

105 | 616 Sekf Storage Entry Level 0 |Paviovich, loseth (91013201867 Update NTV. cate

106 | 646 Self Storage Entry Level 0 |dordan, Ken (6733037267 Undate NTV cate

107 | 6x6 Self Storage Entry Level 0 [Hayes, Sadedra (5732187556 Undate NTV cate

108 | 6u6 Self Storage Entry Level 0 |Ochsenbein, Victor (6602333448 Update NTV cate

109 | 646 Self Storage Entry Level 0 |Spitter, Amber (57312686919 Undete NIV | Yhcate

select “Yes" to complete the process.

leue  EasyPau 3
ol Update Notice To Vacate X | W8 Update! acate
I it NTV" tc
LtiRo Unit No
«e D0 1 [os
Vickie fCssomer Hame: 1 Custom| StorageMart Reports Center v07/12/2021 Build: 1035
s |Jordan, Ken | IE
= Z 0
-Preston, An Vacating Date
; ! f 7
avich, Joset | Thursday December 09 2021 - ‘ 1 Vacati o Update this Customers Motice to Vacate?
an, Ken Thi
s, Sadedra
erbein, Vi | Temove Vacate ] Yes Ho
ey L2z Cancel and Retum to =
er, Amber Vacate Queue Remove vacare upuate vacate
ST Y b [
3, Harold ] T l Cancel and Retumto l Lt
enblatt, Robl Vacate Queue

30/ Processe; Cuide
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Completing a Move Out

First, ensure you are logged into

Reports Center.

Reports
Center 2021

Then, ensure that your location in the top left corner of the screen in correct.

@ -
File  Report Selection About Location Rental Manager  StorageMart Utilities  Reset My Password  Show Things to Know
" "
Chome s Locsion Chome Uria Erter 2 Uit No Cuskamer Lt Name / Businness Nene
% [ois MIE ~ | [Fea] | | [Fna
] Inciude Pastand waiting Customers @ Contzns () ScctMatch () StartsWith
UritiD: 787 [] Giobal Search (A1 Stores)
_
Selected Customer
Word, Tarita
Reports  Unit Information  Customer Information  Customer Audit Info  Customer Mise  Bank Deposit  Cash Drawer  Vacate Queue  EasyPay Processing
SeriDete
Report Description &
> e EREEN
Bank Deposit History P
[ | Collection Workshest 12/ 82021 [+
[ | Credt Card Expiration & A
[] | Credt Card Pracsssing Detai [ Runfor al propertics
1 | Daily Lock Check [ Prict Regarts
[ | Daily Summary Report View Report
[ | General Ledger Trial Balance Send to End of Month Folders
[ | Occupancy Report [ Sendto Location Share Site
[ | Ovedock\Unlock Report [ Send to my Share Ste
1 | Payment Histary Report [ Email Reports to Regional
[ | Payment Reversals [] Email the Location
[0 | Portfolio Activity [] Email Other
[ | Portfolio Charity Lease Expiration [ Email Selected Customer
[ | Portfolic Commission Report (NEW) il ek
[ | Portiois Crecits Repatt fobehersta B0
[ | Portfolio Expanded Occupancy - NewTKG
[ | Portiois Expandsd Occupancy - TKG ST NEED
[ | Portfolio Expanded Occupancy - TKG Canada
A pany [ Overmide customer nates popup
[ | Portfolio Expanded Occupancy - TKG Il
[ | Portfolio GL Payable Check
[ | Portfolio Lease Expiration ~
< >
@) Show Reports () Show Letters

Cument Balance

$0.00

Transfer Cust "f

Switch to Store Login

Open Paymentf\Transaction Manager

Show Card Services

Log Off of Server
Re-Print a Receipt
Receipt Number
English Receipt

Re-Print Receipt

[[] Email The Receipt as well

0 Regional Settings

[] Synch Region with Store Selection

Execute Report

Once the account is pulled up, select the “Vacate Queue” tab.

a StorageMart Reports Center v07/12/2021 Build:1035 [AC4126] Default location: 0106

U 787
Custames 0. 997523

Selected Customer

Word, Tarita

[] cinal Search (40 Stores)

Reports Unit Information  Customer Information  Customer Audit Info Customer Misc  Bank Deposit  Cash Drawe

File ReportSelection About Location  Rental Manager StorageMart Utilities  Reset My Password  Show Things to Know
‘Search for a unit or a Customer
Choose:s Locsion Choses i S Custamer Last Mo/ Businss N
2 [oe ~][119 ~] Fod | [[Fn
[] inctuds Past and waiting Customers ® comains O BxctMach O Stenswitn

Transfer Cust

Fay Processing

Cument Balance

$0.00

Switch to Store Login

Open Payment\Transaction Manager

Fiteron Unit No  Fiter on Name: Clear Fiters Click on the "Edit NTV" to update the Notice To Vacate
[ | el Fiters New Prnt Vacate
Unit Mo Description Late Mame Phone Vacate Date Days Out 2
66 Self Storage Entry Level D |Coy. Vickie (573)474-5839 Update NTV Vacate
103 | 6x6 Se Storage Entry Level 0 |Logan, Janet (573)268-5074 Update NTV Vacate
| 104 [ Sef Storage Enty Level 7 | Daiy-Preston, Anaya (573)823-7733 Tuesday November 30 2021 E] Uodate NTV | Vacate

Storage LAY
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Completing a Move Out

In the Vacate Queue, find the unit number you are vacating.

File  ReportSelection  About

) StorageMart Reports Center v07/12/2021 Build:1035 [AC4126] Default location: 0105

Location  Rental Manager  StorageMart Utilities  Reset My Passwerd

‘Search for a unit or 3 Customer

Show Things te Know

Current Balance

Chexme s Locsion [—— - Cummomes Lz Masme: B ime
2 [oe v 19 MER | [Foa| |
[[] Inchuge Past and waiting Customers @ comtzns () ExsctMawh
e [ wiobal Search (A1 Stores)
Selected Customer
Word, Tarita

| Transfer Cust >

Reports  Unit Information  Customer Information  Customer Audit Info  Customer Misc ~ Bank Depost Cash Drawer Vacate Queue  EasyPay Processing

- 5 $0.00

(O Stanis with

Switch to Store Login ]

Open Payment\Transaction ManagerJ

Fiteron Unt No  Fitter on Name Clear Fiters Click on the "Edit NTV" to update the Notice To Vacate
Apply Fiters New | Pant Vacate
Unt Mo escription lae  Name Phone Vacate Date Days Out 2

615 Self Storage Entry Level 0 |Coy. Vickie (5734745839 Updste NTV | Vacate
103 655 Seff Storage Entry Level [1] Logan. Janet (573)268-5074 LUpdate NTV Vacate
104 |65 Sef Storage Entry Level 7 | Daiy-Preston, Anaya (5738237733 Tuesday. November 30 2021 E Undate NTV | Yacate
105 |65 Self Storage Entry Level 0 |Paviovich, Joscth (910)320-1867 Undate NTV | Yacate lIMII ac EtE-'
106 |65 Sef Storage Entry Level 0 |Jordan, Ken (5733037267 Updste NTV | Vacate e
107 |65 Self Storage Entry Level 0 |Hayes, Sadedra (573)219-7556 Updste NTV | Vacate
108 |65 Sef Storage Entry Level 0 |Ochsenbein, Victor (660)233-3448 Updste NTV | Vacate .
109 |65 Sef Storage Entry Level 0 | Splitter, Amber (5732686919 Undate NTV | Yacate
110 |65 Self Storage Entry Level 7 | Cross, Harold (573)356-5679 Undate NTV | Yacate
111 |65 Self Storage Entry Level 0 | Hopfenblatt, Roberto (5735990710 Undate NTV | Yacate
112 |65 Seff Storage Entry Level 0 |Lane, Bizabethc (541)237-4393 Updste NTV | Vacate
114 |65 Self Storage Entry Level 0 |Jordan, Ken (5733037267 Updste NTV | Vacate
115 |65 Seff Storage Entry Level 7 | Wiliams, Kehven (618)977-2788 Updste NTV | Vacate
116 |65 Self Storage Entry Level 0 |Jefferson, Lynette (573)366-7707 Undate NTV | Yacate
117 |65 Self Storage Entry Level 0 |Winston, Sharon (573)424-3268 Undate NTV | Yacate
120 |65 Self Storage Entry Level 0 | Dey, Kimberyn (573)554-0456 Undate NTV | Vacate
121 AR Gl Starana Frins | swal n Ward Cianria TIARTANTRT limA=ta NTV Varata

Once you have found the unit select the Vacate button to the right of the screen.

A window will appear with the customer and unit information.

=

haoan CFFEVETCEI WS S-S PN

Customer
Unit No

Rent Due

Fees Due

Other Due

gl frmVacateCustomerUnit

Account Details

Coy Vickie

&N 00

Value Coverage Due 3000

$0.00

N0

Total Charges Due $0.00

Pro-Rate Rert Credit  $0.00

Select the type of move-out
@ Regular Move-Out

() Delinquent Settlement Move-Out

(O Auction'\Collections Move-Out

Add Customer Nates

Vacate Unit

Note: If the customer is due a refund, do that before you vacate the unit

32 / Processes Guide Part 2

Receipt # Create Date Description Amount Unsettled Due Date

127772021 Rent for unit: 102 (Jan 2022) $105.99 $105.99| 1/1/2022

33003488 12/7/2021 Value Coverage Plan for Unit 102 {Jan 2022) $14.97 $1497( 1/1/2022
0 9/13/2021 | Rl Notice($105.99) for Unit#: 102 sent to coyjv@socket net 50.00 $0.00
31350716 771042021 | 99043: Service Fee Credit §35.00 $0.00
31350714 741042021 | 95042 Late Fees Receivable Credit $12.00 $0.00
31350701 771042021 [CHECK 1373 5629.76 $0.00

31350701 7/410/2021 | Rentforunit: 102 (Dec 2021) $89.99 $0.00( 12A1/2021

31350700 7102021 Value Coverage for unit: 102 {Dec 2021} 81497 $0.00| 12172021

Cl

Make sure to select
the correct type of
move out.

From here, select the
“vacate unit” button.

EXZrTMart



Completing a Move Out

Select OK, when the pop up box appears on your screen.

Customer Loy, Vickie
(® Regular Move-Out
i
PP 000 (O Delinquent Settlement Move-Out
Value Coverage Due  50.00 (O Auction‘\Collections Move-Out
Fees Due 50.00 [
Cther Due $0.00 Add Customer Notes
Total Charges Due $0.00 L
Pro-Rate Rent Credt 5000 Vacate Unit
Note: If the custon v, .t customer % [
Receipt # Create Date Description
12/7/2021 | Rent forunit: 102 (Jan 2022) o Are you sure you want to vacate unit #102 at Store #0106. [
13003488 12/7/2021 | Value Coverage Planfor Unit 102 (Jan 2022) GustomeriName isCop,Vickie?
0 9/13/2021 RI Motice(3105.99) for Unit&: 102 sent to coyjv@socket net [
31350716 741072021 95043 Service Fee Credit
31350714 710/2021 99042 Late Fees Receivable Credit w
31350701 7410/2021 CHECK 1373 $629.76 50.00 1
31350701 7410/2021 Rert for unit: 102 {Dec 2021) $89.99 50,00 12972021 |
31350701 7410/2021 Value Coverage for unit: 102 (Dec 2021) 81457 50,00 12472021 |
31350701 741072021 Rert for unit: 102 (Nov 2021) $89.99 s000( 1As2021 ||
31350701 7410/2021 Value Coverage for unit: 102 (Nowv 2021) 81457 50,00 1142021 ([
3350701 71072021 Rert for unit: 102 {Oct 2021) 3$89.99 5000 1W0N52021 ||
31350701 7410/2021 Value Coverage for unit: 102 (Oct 2021) 81457 50.00| 10472021 [

Select “OK", again, on the next screen.

Storage LAY

mio

om0

Curtent Page No: 1

2 ® e- Emal Addr |

Rekt My Emai [yl teter@storage mart com]

(] chude Stere.

- Mart Tenant Audit History

Monday, September 30, 2019
3.05 pm

StorageMart #0153 Kyle Teter (Employee)
2506 W Worley St 3705 Forum Blvd APT 509 Gurrenty Dus:
Columbia, MO 65203 Columbia, MO 65203-1683
Phn: (573)445-8423 Phn: (573)823-9277
50153@storage-mant com Email kteter)2@gmail com
Recapts Created On  Desergton Amout  Unseftded  Balance DueDate  Unito  Locson Manage
ST TS IO KT
73491464 93019 Rentforuni 2721 (Delewa) 100 M 0183 AuoProcess-0m
w019 Oct2019invaiceEmailed: Kieter02@gmsicom s1.00 : 0153 SmanEMalSMSCal
23491484 9819 Rentor unit 2721 s1.00 s1.00 M1 0183 AuoProcess-Os201
23310641 9119 GREDIT CARD MC-MASTERCARD | : 0153 EasyPayProcessort
81319 Sep2018invoice Emailed: kieter02@g Vacate Customer X 2 0153 SmarEMailSMSIC:
23189898 87119 Gatelnfo Updated - Unit#2721 setto 9 22 0153
23189671 7119 - Unité2721 setto?) w0183
23160395 07119 o Unit #2721 at Store #0153 should be vacated now. You e M2 0183 AutoProcess-Sepd0is
23050840 2119 - Unita2721 settod should see the Vacate notice in the ledger but 1t is ahways a w018 Kr2sm
23090681 0219 Unit#2721 setto 1 900d 1dea to check and make sure it vacated without ssu. w0y KizeT
200223 1019 CREDIT G MASTERGARD{ 0163 EasyPayProcessor
7019 Aug2019invoice Emailed Keter02@q : 0153 SmanEMalSMSCal
22882069 128110 Rentfor unit 2721 M1 0163 Ao Pracess-AgiE
2701648 1119 CREDIT CARD: MC - MASTERCARD] 3 0183 EasyPayProcesserit
a9 S Weter02@ot 0153 SmarEMaISMSIC:
22569143 68119 Rentfor unit: 2721 $1.00 2 0153 Auto Process-Ju2019
239628 61119 CREDIT CARD: MC - MASTERCARD 3300000000001848 5100) 0153 EasyPayProcessorit
51019 Jun2019Invoice Emailed: kicter02@gmad com ~ 0153 SmartEMai\SMS\Cal
2265101 /8019 Rentfor unit 2721 51.00 st e Mt 018 AdoProcess-naing
22078821 61119 CREDIT CARD MC - MASTERCARD 30000000000 1343 (51.00) 0153 EasyPay Processor-ht
21904069 407119 Rentforunit 2721 5100 S0 sns 221 0183 AuoProcess-May20tk
277088 ditine CREDIT GARD: MG MASTERGARD x10000000001340 (5100 . 0153 EasyPayProcessor-Mt
3219 Apr2019invoice Emalied:Kieter02@omicom 100 0161 SmarEMANSMSICHl
21545730 Y819 Rentforunit 2721 5100 si00  wno M1 0183 AoProcess-Ap01
s RINChecked In Unita#2721 w083 overa
‘SMS Contact Card sentcustomer at (573)523:277 g 0183 DVeTa3
CREDIT CARD: MasterCard xxcosoooonisss (s4311) 0153 DVe743
s15. san w9 0153 DvaTs3
99031 ($40.11) $2800 0153 DVO743
. sea.tt 221 o153 Dvenss
93032 50% Off Rental Special (Mar ) (54311 s65.11 . o153 overss
Pro-rate Rent for 4 days - unit 2721 (Mar 01 to Mar 04) (31277, $111.22 0153 Dva743
99014 Administraon Feo 32500 s123% 39 w03 oveTs
21456975 WSi19 Rentfor unit 2721 (Mar 2019) 59699 s8%9 Y19 w1 o83 overes

Total Page No: 2

Zoom Factor: 100%
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Check on the cleanliness of the property.

Review status of all units.

Look for any debris and landscaping issues.

TN DN =

Look for facility and maintenance issues.

C O s

5 Create any notes on issues you found on site
g follow up on them the next business day.

Clean the office.

Check the stock on merchandise in-store.

» Excluding track lights

1
2
3 Turn off camera monitors and lights.
4

Lock the office door.

C OIS

REMEMBER,

how you close determines how you open.

34 / Processes Guide I g Mart




1 First, ensure that you are in .
Virtual Desktop

)

Virtual
Desktop

Then, log into Reports Center.

2 All petty cash funds must be counted
and documented in Reports Center,
each evening.

3 Next, select cash drawer.

@ StorageMart Reports Centerv20/10/2021 Buile: 1458 [AC4126] Default location: 0105

File  ReportSelection About Location Rentsl Manager StorageMart*™™ = *** ™ B e S
‘Search for 2 unit or 2 Customer T
[ra—— [ e st m Cash Drawer (
2 [nos 1 < | [ =1z
[ Inciude Fastand waiting Customers @® Conmins () Exact Maich Swswith
w181 (] sl Ssarcn (a0 Stares)
St
Selected Customer -
.
Linwood (employee), Jeff . [

N
P
Repotts Ut Infomation  Customer Information  Customer Audi Info Customer Misc  Bank Depos Vatate Queve  EasyPay Processing

1 Four times to go to the bank:

> The 10th of the month

The 22nd of the month

Anytime you are over $1,000,

>
2 The last day of the month
> in cash and checks combined

2 The Policy:

Every deposit must be made before 2 P.M.;
Nno night deposits are allowed.

A validation stamp is required with or on the
Deposit Slips.

A deposit at your local bank must occur on the last
working day of every month, regardless of the amount.

All Deposit Slips must be filed with your daily paperwork.

Sforagem

88 Cash Drawer Manager

Like opening, fill in the amount
counting piece by piece.

4

For example, you counted

g — 37 quarters, so we type in
- :’;;' 37,in the box next to the
N :: word “Quarters’, not $9.25.
w [ asow
@ [ 3w
® [ 0w Note: Add “Petty Cash Close”,
s [ o s .
to the manager note section.
$225.30)
3300.00)
($74.70)

.
.
B
.
.
.
.
Petty Cash Closel .
o » © N

When drawer is balanced, select the "Save”
5 button, and print your cash drawer count
and place it with your daily paperwork.

3 Deposit Slips

On the day the deposit is made,
Deposit Slips for the month must
be scanned and emailed to
bank.deposit@storage-mart.com
from the store email address.

The subject must be titled:
“(Your Store Number)(Month)(Year)(Monthly Bank Deposit)”
For example: "0112 August 2021 Monthly Bank Deposit”.

The document must be legible with the validation

stamp visible.

If a scanner is unavailable, Deposit Slips must be
mailed to Home Office.

Processes Guide / 35



Reminders for

Sending in Deposit Slips

1 When documenting and sending in deposit slips to bank.deposits@storage-mart.com
all deposit slips from the bank need to be visible.

FOR EXAMPLE:

otr202212€2510 52 EDOT2 1950 ’ !

\t‘ R paui210032e RIS
@‘ ik e 5=
5 — E e Us. Bk Az Co o
| TS |
e ‘ These slips are overlapping, making ’ Both slips are visible, this
for an incorrect submission. is a correct submission.

2 Remember, if you have an issue with bank deposits please create a Help Desk ticket.

..........................................................................

bank.deposits@storage-mart.com emails
ARE NOT CHECKED DAILY

..........................................................................

3 YOU ARE NOT to use petty cash funds OR personal funds in an attempt to correct a deposit.

36 / Processes Guide
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StorageMart Help Desk

StorageMart's Help Desk is a ticketing system that allows you to contact
each department for either technical help or various other issues.

On StorageBook's homepage,
select "Help Desk”.

Help Desk

Next, select “Sign In”.

Mart StorageMart Helpdesk

HOME

SIGN IN SIGN UP.

@ Announcements View il

Your Tickets

S5
Report an Incident

Browse Solutions
Raise an incident with your support team

‘ Login or Sign up to view your requests

Find the answers to your queries in our exhaustive
solutions

Popular Solutions

View all articles
(@ Process RIND with Total Recall unavailable

[z RDS server unavailable

Then, select the “New Ticket” button.

Marl StorageMart Helpdesk

HOME = TICKETS Q New Ticket

@ Announcements View ai

Your Tickets Report an Incident Browse Solutions
All your tickets, responses & activities Raise an incident with your support team Find the answers to your queries in our exhaustive
solutions
Popular Services

View all services  Popular Solutions
Miscellaneous ltem

View all articles

[E] REFUNDING A PAYMENT
Custom Order Request (g Process RIND with Total Recall unavailable
Laptop Decking Station (S RDS server unavailable
Moma Nffina/Stara | neatinn Nacktan,

EXZTMart
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StorageMart Help Desk

Fill out the form, ensuring you provide as much information as you can.

Submit a ticket

IMPORTANT: Use the
‘Site Email”, when filling

Search a requester x amanda.campbell@storage-mart.com
Subject * Request Access to Total Recall
Description »* B I U=i===A co [ ix

out the request form.

& Attach a file

Urgency * Low
Impact % Low
Category *

Location (Store
Number) *

UnitNo
CustomerName

Customer Email
Address

Customer Phone
Number

Customer Unit
Number

submittedby

You will be redirected
to a confirmation page.

Mcri StorageMart Helpdesk

I Your ticket has been created. I

Tickets list REPLY MARK TICKET AS CLOSED ADD PEOPLE

Submitted since 1 seconds

#INC-28697 Reques

Amanda Campbell repor

Hello,

| need to access Total Recall for the purpose of my job (creating training content). | am currently locked out. When | attempt to sign
in, a "Program Alert” pops up that tells me | need to “get security level.”

I'am on a deadline for a project that requires | access this program, and only recently found out | could not access Total Recall, when |

use to be able to.

Thank you in advance for the help!

38 / Processes Guide Part 2

Once complete, remember
to press "‘Submit” when you
have completed the form at
the bottom of the form.

To view the status of your ticket(s),
select “Tickets” on the top bar. You
will see each ticket's status.

Mdri StorageMart Helpdesk

@ Announcements Viewal

Open or Pending ~

Sortby Date Created ~

Request Access to Total Recall
#INC-28697

Export tickets

EXZrTMart



UKG - Frequently Asked Questions

EXzMart

Where can | find the UKG portal?

- Through Quick Links in Storagebook

Where can | find the time clock?

- Under the “Time Classic” tab in the Workforce Management drop down menu.

What if | need to reset my password?

- Select “Forgot your password” on the home page of UKG. Then, follow the
screen’s prompts.

How do | submit my time sheet?

- Find “My time sheet” under the “Time Classic” tab. Select the

“Submit for approval” button, on the bottom right corner of the time sheet.

Model My Pay

Where can | VieW my benefits? Workforce Management Classic ~

Time Classic

- Under the “Benefits” tab in the drop down menu on

Scheduling Classic

UKG's home screen. A
PTO Plans

Where can | view/request my time off?

- Navigate to the “Benefits” tab and select “Time COBRA

Off", from the drop down menu. 1095-C

-
Here you can view your balances and create

requests for time off. Dashboard

Create Request
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UKG Signing In, Punching In/Out, Breaks & Lunch

First, ensure you are logged into
StorageBook. Then, select UKG.

Once signed in, select “Time Classic,”

under Workforce Management Classic.

Third Party Pay
Direct Deposit
Income Tax
W-2
Model My Pay
Workforce Management Classic  ~
Time Classic
Scheduling Classic

Benefits ~

Next, fill in your username and password
and select sign in.

(S.M. email address + personal S.M. password)

[storage

Welcome,
come on in!

User name
Amanda.Campbell@storage-mart.com

Forgot your password?

You will be redirected to your time clock,

where you will check in...
...or check out for the day.

You will also see the options to “Start Break,”
and “Start Meal”.

Voicemail & Transfer on RingCentral Telephone

Checking

First, select message button
(Click here)

Next, enter your PIN.

Note: the voicemail PIN is the

store number twice, followed

by the pound sign (#).

Microsan®

Then, follow the
machine prompts to...

40 / Processes Guide
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