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INTRODUCTION

Intro

© Copyright

This program is copyright © 1986-1998 by Integrity Software Systems. All rights reserved.  Licensed
users are granted a perpetual, non-exclusive, non-transferable license to use the system for their own
internal use. No part of this system or its documentation may be copied or distributed, transmitted,
transcribed, stored in a retrieval system, or translated into any human or computer language, in any
form or by any means, electronic, mechanical, magnetic, manual, or otherwise, or disclosed to third
parties without the express written permission of Integrity Sofiware Systems, 4020 Copper View, Suite
111., Traverse City, Michigan 49684

Trademarks

Mini-Storage Personal Accountant is a trademark of Integrity Sofiware Systems. Microsoft Windows
95/98/NT/2000/ME/XP/Vista and Microsoft Word are trademarks of Microsoft Corporation. Pentium
is a trademark of Intel Corporation.

Disclaimer

Integrity Software Systems makes no warranties, express or implied, including, but not limited to, any
implied warranty of fitness for a particular purpose or merchantability. In no event shall Integrity
Software Systems be liable for loss of profits, indirect, special or consequential damages. Further,
Integrity Software Systems reserves the right to revise this publication or system and to make changes
Jfrom time to time in the content hereof without obligation of Integrity Software Systems to notify any
person or organization of such revision or changes.







SETUP

Overview

his system has been designed by experienced data processing professionals and certified public

accountants who manage a large mini-storage warehouse. It is designed to run on PC based

microcomputer running Windows 98 or later and greatly simplifies many of the day-to-day operational

tasks. Although the system is simple to operate, it maintains very tight financial control over the
operations of mini-storage warehouses that are operated by non-owner management. Some of the features of
the system include:

= Unit inquiry capability by tenant name, unit number, unit type, as well as vacancies or delinquencies allow for quick
access to facility and/or account information.

= Rent proration is automatic when renting a unit. A complete lease agreement can be automatically printed. Each unit
can be flagged for automatic invoice generation on a monthly, quarterly, or annual basis.

=  Rent proration is also automatic when vacating a unit. A statement summarizing past payment history and final
balance due or refund due is printed at vacancy.

= Tenants can be transferred from one unit to another with all of their payment history intact. No need to delete and
reenter all the data.

= Daily transaction posting includes debit memos, credit memaos, cash on account, and miscellaneous sales with
balancing procedures to insure the correct bank deposit. Bank deposit slips can be automatically printed.

= Invoicing is run monthly and automatically updates tenants accounts and optionally prints an invoice.

= Up to three late charge processing cycles will automatically charge the tenants account a late charge fee based on a
percentage or fixed amount. A late notice letter can be automatically produced for accounts with a late charge.

= Ability to store and display JPG pictures from many digital cameras for identifying tenants or tenant property.
= Aninterface to many gate control systems provides access security for tenants with delinquent accounts.

= Tenant information may also be automatically merged with Microsoft Word templates for customized letter or
document printing.

= Many reports can be run upon request and include:

= Activity Summary showing all new rentals and terminations.
= Vacancy Report by unit number or unit type.

= Transaction Report showing all transactions by day.

=  Transaction Analysis showing all transactions by type.

=  Trial Balance showing all balances outstanding.

= Account Analysis showing all transactions by unit.




SETUP

System Requirements

he system is a true Windows 32 bit application which means that your computer must have Windows
98, 2000, ME, NT, XP, or Vista (32 bit Not 64-bit) installed. In addition, you must have the following
equipment:

* Adequate hard disk space to store historical transactions. This amount depends on the number
of units in the facility and the amount of history you will be retaining.

=  Super VGA monitor capable of 800 X 600 resolution in 256 colors. This resolution is
recommended when storing and displaying JPG graphic images.

* An inkjet or laser printer.

The system may or may not operate propetly on all equipment. Every effort has been made to insure that the
system will operate on every PC compatible computer, however we cannot guarantee that the system will
operate on all systems.




SETUP

Installation

nsert the MSPA CD into the CD-ROM drive. (If the CD does not start automatically, double-click
SETUP.EXE on the CD) or on the Start Menu choose Run, enter D:\Setup.exe and click OK. If your
CD Rom is a drive letter other than D replace D with your CD Rom drive letter.

= Type the name af a program, folder, docurment, ar
5 Inkernet resource, and Windows will open it Far you,

K H Cancel H Browse, .,

The installation program will guide you through the installation process. It is recommended that you accept the
default installation options. The Installation Screen should look as follows:

43 Setup

ini-Storage Personal Accountant

Weloome to the Mini-5torage Personal Acoountant Setup
program. This program wil install Mini-Storage Personal
Accountant on vour comouter.

Itis stronaly recommended that you esit all Windows progrars
before runring this Setup program

Click Cancal to quit Setup and then clase any pragrams you have
running. Click Next to continug with the Setup program

WARNING: This program is protectsd by copyriaht law and
intemnational treaties.

Unautharized repradustion ar distribution of this pragrarm, ar any
Partion of it, may result in severe civil and criminal penaltes, and
will be prasecuted ta the maximum estent passible under [aw.




SETUP

Facility Configuration

f you are not familiar with the software, it is recommended that you become familiar with the basic
features by using the 30 unit demo facility which is initially installed. Once you have become familiar with
the operation of the system, you can then run the Setup Wizard and configure your own facility. To
access the Setup Wizard, select the Utilities option on the Main Window.

The Setup Wizard will guide you through the steps required to remove the demo data and set up your own
facility. The first step is to initialize the files and remove the demo data. Click Next to continue the setup.

?

Help

Mini Storage Personal Accountant

Setup Wizard

Initialize Files

Step One

LCancel

Mest >3

Warning - This option will destroy existing data and should OMLY be used for INITIAL setupl
To enter a startup date for your system select Mext.

When you initialize the files, you must enter a startup date. This date is the effective date for entering current
tenant balances. Remember, it assumes that you have already charged that months rent for balances you will be

entering,

s Initial Setup - Step One

Help

D

W'arning: Do not continue unless
wiou are certain that wou wantto
ERASE ALL EXISTING DATAIl

LCancel

Startup D ate

0s/03/2007




SETUP

After initializing the files, the next step is to Setup the Unit Type information. This information includes unit
size, door size, monthly rent, annual rent, etc. Click on NEW and enter Unit information. Type codes should
be assigned for each size and/or priced unit or parking space in your facility. This will allow you to generate
rental statistics, change prices on all units of a specific type, and identify appropriate vacant unit types.

’ Mini Storage Personal Accountant

Setup Wizard

Unit Types
Step Two
Help | Cancel EhaB%TESta[t Finizh |

&4 Unit Type Maintenance

Type D escription Width | Length |Door | Door H. | Monthl Annual Income Account
1 Small 10.0 10.0 0.0 0o $10.00 $120.00 Rental Income

L Unit Type Update

Type Dezcription
[z [Medum Update
Uit [roor Add |
Wwidth  Length YWwidth — Height —
|12 |12 I I Delete
Fental Ratez
td anthiy Yearly = |
[$25.00 [$300.00 Sak
Income Account
IHentaI Income

Help Done

Mew Update Chatige Al ‘ Change

Units Wacant




SETUP

The next step is to add the UNIT NUMBERS in your facility. This can be done by a range of numbers if all
units within the range are of the same Unit Type. Information regarding unit size, description, and rates are

M sdd/MDelete Units

automatically updated.

B=]

Unit | Rented Type Tenant Mame Entm Date | Deposit | Balance
1 | 1 - Small $0.00 $0.00
2l I 1 - Small $0.00 $0.007
I3/ 1 - Small $0.00 $0.00
4 I 1 - Small $0.00 $0.00
50 T [1-Smal $0.00 s0.00 |f
6 I 2 - Medium $0.00 $0.00
2l 1 2 - Medium $0.00 $0.00
gl I 2 - Medium $0.00 $0.00
g I 2 - Medium $0.00 $0.00
m 2 - Medium $0.00 $0.00

(| |

|

Beginning Unit A Unit Type &+ add Units

Ending Unit o |2 - Medium j " Delete Urits

On the same screen, the beginning balances for all rented units are also entered. First you must check the
rented box, if it is not checked all information is cleared when moving to the next row. Enter the Tenant
Name, Entry Date, Deposit Amount, and Balance for each unit using the scroll bar on the right, your arrow
keys, or mouse pointer to move to the next row. The Balance is entered as a positive number for tenants who

owe rent and as a negative number for tenants that are prepaid.

™ 1 dd/Delete Units

a

Rented Type Tenant Mame Entry Date | Deposit | Balance |
~ 1 - Small Janet Derogs 1/1/2008 $50.00 $35.00
| 1 - Sraall $0.00 $0.00
] | 1 - Small $0.00 $0.00
1 - Small Fred Farnzworth 11/15/2006 $25.00 $0.00
1

? Add
Beqginning Lnit 1 Urit Type v ~dd Units =
Ending Unit 5 |‘I - Small ﬂ " Delete Urits Done
Help
—_——




SETUP

After all balances are correct, simply click the Finish button. Please note that you cannot return to this option
once you have finished the Setup Wizard. You must either restart the entire setup process or use the Rental
and Vacate features and/or use either Debit Memos or Credit Memos to adjust tenant balances

’ Mini Storage Personal Accountant

Setup Wizard

Unit Setup
Step Three

Facilty Einish ‘

Help ‘ Cancel ‘ [Init Typez

You are now ready to use the system. All other tenant information is entered in the Unit Details screen.

Before using the system you should go into Configuration located on the Utilites Menu and choose the
Program Options tab and change the settings to reflect your business procedures. For instance this is where
you define Deposits, set up Late Notices, Termination charges, set Invoice Defaults (to Print or not, Print
xMonths Detail, or Postcard size Invoices).

The QuickBooks tab is also located in Configuration if you plan on importing to QuickBooks. Tax options are
located here as well.

This is where you will go to Backup and Restore data.

There is a lot of information located in this section so please be sure to access this area and understand how it
will impact your program.

If you have any questions do not hesitate to call.
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OPERATIONS

Main Menu

nce the system is started the Main Menu screen will be displayed. Most of the daily functions can be

activated from the buttons on the Main Menu. Other functions can be activated from the drop

down menus by either clicking on the item or by using the shortcut key. The shortcut key is always

the underlined letter in the title. All the buttons in the system also have shortcut keys. To use the
shortcut, simply press the ALT key along with the shortcut key. The Main Menu looks as follows:

* Integrity Software k E||E|PX|
Unit  Inquiry Reports  Uklities  Help

&pril 2008
5 M T W T F

5
1
2 3 4 s5KEH 7 s

=
9 10 11 12 13 14 15 2P oo | Cgg wmnen
16 17 18 19 20 21 22

gg 24 25 26 27 28 29 Hisoy | D Exit Program

ate Charges

Enter Today's Date Late Charge Processing
Time

The calendar on the Main Menu controls the default date for the rest of the system. Simply click on the
proper day. The system will only allow the selection of a day within the current month. In order to advance to
the next month, the Month End option must be run. This will automatically advance the date to the next

month. Once you run invoices for the month you are locked out of the current month and cannot return to
make any changes.




OPERATIONS

Unit Lookup

he Unit Lookup is used as a main access to the units. From this screen you can identify rented units,
vacant units, or past due units. The table can be sorted by any column either ascending or descending
simply by selecting the appropriate column and using the right mouse button, double right click the
column. You can select a unit simply by clicking on the appropriate line in the table. Option buttons
in the lower right corner of the window allow you to select the different functions based upon your Selections

in the lower left corner. The Unit Inquiry looks as follows:

W Unit Inguiry

- [BIX)

Tenah}

Tt Eldz Eented Type EBalance
1|4 B 1 $0.00
2|4 B 1 $0.00
3l [ 1 $0.00
4|4 v 1| TAEMOUTH DAVE $0.00
5(4 v 1 |FARMNESWORTH FEED $0.00
AFS v 2 |RICHARDS JACE & WAND A $0.00
Ears v 2 ADAME PAULL $0.00
24 v 2| TAYLOE TED $0.00
QL v 2 |BOX BUILDERS COEP $0.00
10 (4 v 2 |BLOZOM MOVING & STORAGE $0.00
1B v 1 |MOERIS JANET $0.00
2|B v 1 |ARMELL ROOFING $0.00

Selections

: " Marne _
= Uit B ent Umt-

" Rented Unitz nit e N Details

O Unit Type
" Wacant Urits

i Delinguent Units

—

E it

Select Exit to exit Unit Inquiry.

'Photos should be stored as JPG files in the proper directory (see Configuration). The photo for unit #4

Select the Unit Details button to edit tenant and unit information.
Select the Rent button to rent a vacant unit.

Select the Vacate button to vacate a rented unit.

Select Acct History to view the Account Inquiry for the rented unit.
Select Transfer to move a tenant from one unit to another.

Select Posting to enter a transaction for selected tenant.

Select Photo to view the photo image stored for the tenant.’

Select Letter to merge the tenant information with a Microsoft Word document.
Select Gate to load gate information.

should be 4.jpg etc. If using Building letters it would be 4-b.jpg.

-10 -




OPERATIONS

Unit Detalls

his screen is used to make changes to the unit demographic information. Changes include unit type as
well as tenant information. Several fields on the UNIT Details screen are for display only and cannot
be changed. This maintains the accounting control of the system. The status of a unit cannot be
changed on this screen for the same reason. The screen looks as follows:

"% Unit Details M=
Unit, | h
Tenant Infarmatian Credit Card
Fred Farmsworth Type | ~|CCH |
E543 Main Street Mame as it appears on Credit Card
Bedford IMH |E4445 l .
Euxp Date | Securty Code
Sort Hame |F:’-'«F|NSWEIHTH FRED —
nvnicing
Home: Phone |[305) 373-6886 | Automatic Credit Card Processing
Work, Phone
Cell Phone B e g
Licerse ##  |FESE957216754 v PFrint Invaices  Ma. 0 O 0 4T
Alternate Contact Activity [ ates
Entru Wacate
| | 1] ‘ Cancel Hiztary Transfer
Tenant Type
W Iﬁ l_ l_ I_ Cornrents
IInit Information
Tuoe: 1 - Econonmy Wacate Letter
nit Size: |5 w10 Maonthiv |$26.00
DoorSizes {4 % |8 Asewal [$31200
Init Bemark.s
Options exist for the following:
= Rent — Rent vacant unit * History — Account Inquiry
= Vacate — Vacate rented unit = Letter — Word interface
»  ‘Transfer — Transfer to new unit * Gate — Load gate

=  Comments — Tenant comments

-11 -



OPERATIONS

Comments

his screen is available for entering any information you might need regarding the tenant. This
information is transferred to new units when the tenant moves to a new unit. This is different than the
Unit Remarks field, which is a remark regarding the unit itself and does not transfer when a tenant
transfers to a new unit

& Comments

llanet miszed her payment in September of 2007 because of a temporary
layoffat her place of emplovment. She haz been a good renter overall. She
may want park her boat in outzide storage for the winker, She will letus know
by Mowember 15th,

Cancel

-12 -



OPERATIONS

Rent Unit

his screen is used to rent a vacant unit. After entering all pertinent information, options exist for
printing the Lease, printing a Receipt, printing a Letter, or loading the Gate. These options should
be selected before pressing the OK button and finishing the rental. The Sort Name must be filled out
in order for this information to appear on reports.

= Rent Unit |:|@|E| ‘
Unit: 1.4 K

T enant Infarmatian Credit Card
Bill Bartlet Type | vl cc#]
|'I 492 Knapp Ave. Mame ag it appears on Credit Card
[t 2 |
| Traverse City [mI |4968E ExpDate | Secuity Code |
Sort Mame |BARTLET BILL Irevoicing
Home Phone|231-933-3303 [ Automatic Credit Card Proceszing
wiork Phone [231-943-1233 [ Tax Exempt e
Cell Phane  [231-555.1212 WV Print Invoices ™ o0 Qi 00
License #  |B455923029112 Billing Information

Alternate Contact Prorated Rent Fees |$0.00
[Mr. & Mrs. Robert Bartiet Deposit [¢25 00 Total Due

|2234 wWealthy Dr _

| Fayment [nfarmation

Arnount

[Traverse City Ml 49684 Reference 1432 #4775

Tenant Types Activity D ates

e Jor T T T e [BA0RO0E oy, [

U rit Infarmation
Type: |1 - Economy ﬂ R ate: Lease Letter
it Size: |_ > |_ bl cirithily W Feceipt
Door Size: [ X |5 Annval 531200 No Phato Available ok Cancel
it Remarks

Would like a smaller unit in the =pring.

Options exist for the following:

= Lease — Print Lease

* Receipt — Print Receipt
= Letter — Word interface
= Gate — Load gate

-13 -



OPERATIONS

Lease

his screen displays the merged information for the Lease. The printer and number of copies can be
selected before printing. The Lease can also be zoomed into for review.

=][E3
Prirter Copies  Zoom Eririt

S B o e |

E xit

$w Rental Lease

The wording on the Lease can be modified from the Edit Text Files option under the Utilities Menu in the

Main Window. It is also possible to created a completely custom Lease using Microsoft Word and using the
Letter option.

See the Reports Chapter for a sample of the Lease.

- 14 -



OPERATIONS

Vacate Unit

his screen is used to vacate a rented unit. You can get to this screen from the Unit Inquiry screen.
Options exist for printing the Account Details, a Receipt, a Letter, or loading updated information

to the Gate. These options should be selected before pressing the OK button and finishing the

Vacancy.

= Yacate Unit |Z”E|rs__<|

Unit. (i Credit Card

Tenant Infarmation Type v CC# |

Janet Marris Mame as it appears on Credit Card
4645 Trailways Ave. |

ExpD Security Cod
Rosavills Ga [67453 pDate|  SecuityCods|

Billing Infarmation

Sathame  IMORRIS JANET Current Balance

Home (215) 285-2874 Initizl Deposit

Work Phane : ’7

Cell Fhone Mise. Lhere Total
License#  |M197285396174 Rent Credit | |

Alternate Contact

Fayment Infarmation

Feference Amaount

Activity Dates

| Entry Vacate |D4/06/2008
Unit Information .

Frint Acct

Twpe OO jHate: Details Letter
UnitSize: |5 % |10 danthly|$26.00 e
Doar 4 X8 Apnual (331200
- e No Photo Available ok | cancel
Unit Remarks

-15 -
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OPERATIONS

Account Ledger

he Print button on the Vacate screen will display the merged information for the Account Ledger.
The printer and number of copies can be selected before printing. The Account Ledger can also be
zoomed into for review by double clicking on the report or using the zoom menu.

Account Ledger

Frinter Copiez Zoom  |i
HF Laserlet 551 R R R

1T ECKI T 20T TV G E D 7 TIEA S - OEA OV IS TIEN
a4 ol v,

[CTLT
N e

[T TIEr It 1]

]
3

FREEE

FEFEEFFGEEFEEEEL

on el
won ol
o ol
b ol
halelarl
b ol
=
ol
b )
o el
el
el
ol
iy Karl
ey il
S el
I
==
1w Harl
+irwm ol
virwtomrl
- |
=
i o |
rairiam |
o |
owt o |
i |
i Kamrl

eEeEeEeEbEREBC R bR ErbEbERee |

FEEEEEREE

See the Reports Chapter for a sample of the Account Ledger.

-17 -
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Account Inquiry

o view the detail transactions for a rented unit you may choose the Unit Lookup button from the
Main Menu then select the unit and choose the Acct History button. Options are available for the
Unit Details where you may update Unit information or to print the Account Ledger.

I® Account History A
IIrit Information
it D etailz Erint E xit
7 -4
| Current Balances
Faula Adams Balancs |7$D.UD
|675 Hemlock =
| Deposzit $71.00
[Stanton [Pa [64322 Balance $0.00
[ ate D ezcription Reference Debits Credits B alance
0201 /2005 | August Fent $35.00 $14000 &
05/01 /2005 | September Fent $35.00 17500
10/01 42005 | October Rent $35.00 $210.00
110142005 | Movember Rent $35.00 $245.00
1220142005 | December Reant $35.00 $280.00
014071/2006 |J arwary Rent $35.00 $315.00
01/04/2006 | Cazh on Account | CASH $315.00 $0.00
01/26/2008 | Cazh on Account | TEST £7.00 [$7.00]
02/071/2006 | February Rent $35.00 f28.00
02642006 | Late Charge $5.00 $33.00
0340142006 | March Rent $35.00 $62.00
030142008 | Late Charge $5.00 $73.00
0341542006 | Late Charge $15.00 $82.00
04,01 /2006 | April Rent $35.00 $123.00
04,01 2006 | D ebit Mema TEST $7.00 $130.00 —
04/06/2008 | Cash on Account | CK $130.00 $000 *

See the Reports Chapter for a sample of the Account Ledger.

-18 -
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Transfer

his screen is used to move a tenant from one unit to any other vacant unit. During the transfer, all
transaction history and comments are also transferred to the new unit. From the Unit Inquiry menu,
select the unit and click the Transfer button. Next select a vacant unit from the table of vacant units
in the bottom portion of the screen by double clicking with the left mouse button. The "To Unit" box
in the upper right hand corner of the screen will identify the unit that has been selected. Enter the amount of
the deposit that should be held for the new unit. Adjustments will be automatically made to the tenants account

for any prorated rent charges or credits. Click the Transfer button to finish the transaction.

. Transfer Unit

Unit. [t

Mame Lookup

Tenant Infarmation

|Janet DeRoss

6115 Wizta Manor

|I3r|:|ss Pairit |I'-.-1I

Activity D ates

[48010

- B
ToUnt- [

| rvoicing

[ Print lrvoices € Mo, & Q. O %

Billing [nformation

Prew. Balance |
Fent Adjustment |

22|55 - % LARGE

F60.00

$75.00

MHew Deposit | $26.00
Move |04/15/2004  Wacate Total Due | B
024
| ik IInit Tupe kA aithly Yearly |FHemarks
MOMY $28.00 $303.00| T hiz unit haz ail stain anfloar

$825.00

Hald thiz unit far kr. Bobing.He will take

E -JUMBO

$130.00

$1.430.00

Wwhould like a smaller unit inthe spring.

al

£

Options exist for printing a Lease or Letter. These options should be selected before pressing the Transfer

button and finishing the transfer.

-19 -



OPERATIONS

Posting

his screen is used to post all transaction to tenant accounts. Some transactions are automatically posted

to tenant accounts. Invoices, Late Charges, and Deposits are automatic transactions and cannot be

entered in the Posting screen. Transactions that can be posted are Cash on Account,

Miscellaneous Sales, Debit Memos, Credit Memos, and Inactive Accounts. All transactions ate
posted to a Batch. A Batch can be any number of transactions and represent a bank deposit. When a Batch
is Released, the transactions can no longer be modified and a Deposit Ticket is generated to simplify the
bank deposit and to insure financial integrity.

=% Transaction Posting

T aotal Debits $ha 53
Batch Rl :
e 047 072000 Tatal Credits $0.00
Tatal Cash $h353
Tenant Mame Reference
C T . Initial
urrent 1ransactions ————» 3|l Bartiet Iniial $28.00 |ID T
3 [Bill Bartlet Fee $6.00 |M5 [
3 |Bill Bartlet Cé, $5353 [CA H
New entry > |5 IFred Famsworth | | | j N
, . [ate Dezcription Reference Arnount Balance
Tenant’s last transactions » 04/01/2004 | Aprl Rent $26.00 $26.00 =]
[4/14/2004  [Cash on Account cash $26.00 $0.00 -
Add | Lookup Deposit Cancel | Egxit

When the Posting screen is activated, the transactions that make up the current Batch are displayed in the table.
The buttons on the bottom of the screen are the actions that can be taken. A new transaction is entered in the
New entry area. After entering the unit number in the first box, tab over or with your mouse pointer click in
the next entry area. The tenant name will be displayed and the last two transactions for that tenant will be
displayed below. You may use the scroll bar to view previous transactions for this customer. The option
buttons on the bottom of the window are explained below.

-20 -
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Add Once completing the New entry area, press the Add button to add the transaction to the Batch
Lookup To. identify the proper Unit numl.)er fqr the transaction, press the Lookup button to
activate the Tenant Name Inquiry window.

I%: Tenant Name Inquiry |- |['I:I |r'5_(|
Tenant Mame Balance Access Y acate
4 ACE TELEPHOME | 30,00 20202020 -
AlADAMS PALILA 2ET2ELE2 =
G [ARMELL ROOFIMG $0.00]0 07/01/2006
B{BLOXOM MOWING & STORAGE $0.00) 52874196
E|(BO= BUILDERS CORF $0.00) 27272727
4 |CARLSOM ANDY $0.00/ 13181818
2 |COMLON MaREK & CINDY $0.00/ 10101070
3{DAWS MICHAEL $0.00) 54511126 |08/31./2005
1|DEROSS JAMET $26.00[15151515
1[DUBDY FRAME. $0.00| 54654579 | 06/01 /2005
1|FARMSWIORTH FRED $0.00| HRERERER
| 2[HOLLIMGSWORTH BOE & SUE $0.00] 52258804 |L

Once the proper unit has been identified, double click on the proper line in the table and then tab over.

To Change a transaction, simply double click in the Current Transaction Area to modify. Press
Change | the Change button once the transaction has been modified. System generated transactions cannot
be modified. You must issue a Debit or Credit memo.

To Delete a transaction, simply double click in the Current Transaction area to modify. Press the
Delete Delete button once the transaction has been selected. System generated transactions cannot be
deleted. You must issue a Debit or Credit memo.

The Deposit button is used to print a Preliminary Deposit Ticket. This can be used to balance

Deposi
eposit the batch with the cash before releasing the batch and printing the final Deposit Ticket.

The Release button is used to finish the Batch and print the Deposit Ticket. This should be

Release done when ready to deposit the money in your account. Once released, transactions can no longer

be modified. See the Reports Chapter for a sample of the Deposit Ticket.

-21 -



OPERATIONS

Receint The Receipt button is used to print a Receipt for the transaction. The Receipt should be
P printed before the transaction is Added. See the Reports Chapter for a sample of the Receipt.

The Cancel Button is used to cancel the transaction. It will clear the transaction you are currently
Cancel working on.
Exit The Exit Button is used to Exit the Posting Window.

Valid transactions types are as follows:

IN INVOICE CA CASH ON ACCOUNT
DM | DEBIT MEMO CM CREDIT MEMO

MS MISC. SALE IA INACTIVE ACCOUNTS
LC LATE CHARGE

ID INITIAL DEPOSIT

Shaded transactions are system generated and may not be entered manually.
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Month End Processing

his section is used to create the next months invoice transactions and hardcopy invoices and Run

Credit Card charges that you process manually. There are three options available for invoicing

accounts. The first option is Print Invoices Only. This option will create the hardcopy invoices

without charging the accounts. This allows for creation of invoices prior to the actual month end
processing or reprinting invoices for a range of units. The second option is Charge Accounts Only. This
option will charge the accounts and advance the date to the next month but will not create hardcopy invoices.
This option can be used if invoices have been printed eatlier. The third option is Print and Charge Accounts.
This option is a combination of the first two options.

For options that print Invoices, the Invoices are printed only for those units that have the Print Invoices
option enabled. The frequency of printing invoices is controlled by the Invoice Frequency option. The
frequency is Monthly, Quarterly, or Yearly. Regardless of this setting, the charges to the account are made
each month. If a Print option was selected, the Invoices can be printed at the end of the process. The
number of copies and the range of pages can be selected and printed or reprinted. One of three different
Invoice formats can be selected. See the Reports chapter for samples of the formats and make the selection in

the Configuration section. It is important to have a backup of the data files prior to running the Invoice

process. Do not interrupt the process once it has been started.

=¥ Invoicing =13

Irrecice _Elp_tiu:-ns Invoice Message
Invaoicing
hd an
Optiong v
* Frint Invoices Only
(" Charge Accounts LTE GEITY 0 FT'WARE -DFLIOMTEATION
" Print and Charge L
IN 104 1-INIT
¢~ Frint and Bun
Credit Card —
Do Viguenily Tt & - s
234 Tpolo D Dk - DIAL200G
Esut - 1100
e sville MT 37733 Balaacs - t1i00
- . . 1
Irvoice Printing
Priniter D= Descripten Eetrence Db Cred & Eahnce
1
Starting Page 1
Ending Fage 11
Copies 1
Zoom B ~
Page - 1
it | E it |
W v |

Print and Run Credit Card Charges will enter payments into the Mini Storage program NOT actually run them,
if you have selected this option in either the Rent screen or Unit Details screen. It will also print a list of those
that you have selected with payment information that you will need to process these transactions manually.

-23 -



OPERATIONS

Late Charges

his section is used to create the Late Charge transaction and/or print the Late Notice. Up to three

Late Charge processes can be run. Late Charge transactions are created for all rented units that have

a Balance Due greater than the Minimum field. Those tenants whose balance is greater than the

Minimum will also have a Late Notice printed if the Print Letter option is selected. Defaults for the
Print Letter option, the Percent or Amount, and Minimum can be set in the Configuration section. If the
Print Letter option was selected, the Late Notice can be printed at the end of the process. The number of
copies and the range of pages can be selected and printed or reprinted.

It is wise to have a backup of the data files prior to running the late charge process. Do not interrupt the
process once it has been started.

The Late Notice has two parts. The first part is the standard name and address and balance data and the
second part is the actual letter text. Fach of the three late notice letters can be customized by using the Edit
Text Files option under Utilities.

| gte Charge Processing

[ Late Charge 1 1 Late Charge 2 Te Late Charge 3 -

Processed on: _ S
04,/15/2004 Print Letter

[CTT-T. T Us s . '
e O . Henam

Lake Cmipn - TJoam
OmuRmii 430 Ol s . FIT T

I

Percent

Arnavint $10.00
birirmum $12.00 T

Maonths Late [ s e
EEET;;E{.&E‘.L‘SE’.:I:‘.::'
Frint Late Notices
Frinter Copiez  £oom
HF Laseret 55i Ra | N SR
Starting Page |4 Fage - 1
Ending Page |4 Errint | E zit |
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History

his screen is used to review historical transactions by Batch.

55 Batch Inquiry

- DX

B atch D ate Debit Amount | Credit Amount | Cash Smount |
A7 | M A5/2005 $70.00 $0.00 $0.00) =
A8 01A5/2005 $44.29 $10.00 $307.359)
59| 02401 /2005 $1.536.00 $0.00 $0.00
B0 | 0240272005 $0.00 $0.00 $357.00
61| 0241542005 $10.00 $0.00 $450.00
B2 | 02/415/2005 $30.00 $0.00 $0.00
B3| 034070 /2005 $1.536.00 $0.00 $0.00
B4 | 03400 /2005 $0.00 $0.00 $1.353.00
65| 03/01/2005 $60.00 $0.00 $0.00
BE | 04./01/2005 $1.526.00 $0.00 $0.00
B7 | 0405/ 2005 $0.00 $0.00 $700.00
B3| 04/14/2005 $167.00 $33.00 $1.097.00
69| 04/14/2005 $40.00 $0.00 $0.00| —
70 04415/2004 $0.00 $0.00 $0.00) -

Tranzactions ”

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

E it |

To display the transactions within the Batch, simply double click on the Batch row.

# | Transaction Inguiry

=13

Batch
== = [ il E it |
Do D EbIF Arnout [$167.00
Credit Arnount $£33.00
l/14/2005 Cash Amourt 310900
Lnit Tenant Reference ArnoLint Type

12| Melzon & Son's 4599 $41.00| Ca
24 | Jack & W anda Richards card F71.00) Ca
27 |Box Builders Carp 10232 F2E2.00| CA
16 | John "wilzon IMNIT AL $38.00) IM
16 | John “Wilzon INIT AL $E0.00| ID
16 [John "wilzon lack 1000 MS
16 | John wilzon 1942 F1E8.00| CA
23| Robert A Lowry TRMSFR $33.00| CM
23| Robert A, Lowry THMSFR $-51.00| ID
23| Robert A, Lowry card F42.00| CA

5| Fred Farnzworth cazh F26.00| Ch
20 Ace Telephone 8872 F42.00[ CA
19| Mick Peterson cash F122.00| CA
21 [Janet Morris rsf ok F100.00( Dbd
21 |Janet Morriz rnsf chg F10.00| Dhd
26| Ted T aylor 4366 F282.00| CA
14 | Quality Dial Corporation 19943 F47.00[ CA
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Activity

his section is used to display the details on units that have been rented or vacated. It provides a
chronological list of activity that should be reviewed petiodically to maintain proper financial controls.

& Activity Inquiry € i[’EI |[5_<|
| ik D ate Rental M ame Due/Refunc Paid Collected Balance
2210242422004 | T [wayne Gretsky [$26.00) $0.00 $0.00 [$26.001] =
1| 03/07/2004 | | |Janet DeRoss $0.00 $0.00 $0.00 $0.00 | |
9| 04/19/2004 | v  |George Kalachek $0.00 $0.00 $0.00 $0.00
8| 044192004 | [ |Harold wallace [$64.00) $0.00 $0.00 [$64.00)
17| 0541922004 | I  |Samual Bedbung $0.00 $0.00 $0.00 $0.00
19| 0711822004 | [ |Mick Peterson $0.00 $0.00 $0.00 $0.00
710782004 | | |Peter Davis [$32.00) $0.00 $0.00 [$32.00)
16112004 | T |Mark Ingraharn $30.00 $0.00 $0.00 $30.00
7111/05/2004 | v [JohnJameson $0.00 $0.00 $0.00 $0.00
an( 1182004 | [ |FredHaas [$126.00] $0.00 $0.00 [$126.00]
a0 112122004 | I |Amell Roofing $0.00 $0.00 $0.00 $0.00
231242222004 | T |Kathy Hal [$71.00) $0.00 $0.00 [$71.00)
8| 01/20/2005 | W |Bill'wright $0.00 $0.00 $0.00 $0.00 [ —
16| 041222005 | v |Johe Wwilson $0.00 $0.00 $0.00 $0.00 s
|_
Update E xit

To review the detail on the rental or the vacancies, simply double click the Activity row.

il Activity Update |L||E| [g|
T enant Infamation Accaunt Infarmatian
Rental

|5 amual Redburg b 05.15/2004
|0 PetroStar Eepos 356,00
|320 MBD Building e $n:nn
| Traverse City, Ml 49684 e —
Haorme Fhare |[E'I £1341-0085 Due/Refund $0.00
whork Phone | Pmtz. Made $0.00
Liereman & | Prtz. Fecyd. $0.00

Balance $0.00

fecept | Exit “

The Payments you made to customers and Payments you received from customers after the unit has been
vacated can be updated to maintain accurate records.
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Unit Type Maintenance

his section is used to add, change or delete Unit Types. It is also used to change standard rates for

existing Unit Types. After standard rates are changed, options exist for updating all or vacant units with

the new standard rates. When a unit is vacated, it will always update with the standard rates from this

table. You should never delete a Unit Type without using the UNIT UPDATE to modify the
individual unit’s type information first. Units that do not have a valid Unit Type in this table may not appear on
some reports. This option can be found under the UNIT drop-down box on the MAIN WINDOW. To
update a Unit Type, simply double click on the appropriate row in the table.

@1 Unit Type Maintenance

10.0 10.0 0.0 0.0 $10.00  $120.00 Rental Income

Type Description o
[z [Medim el
It Door Add
Width  Length WWidth  Height —
h2 |12 I I Delete
Rental Rates
b orthly early = |
[$25.00 [$300.00 =
|nzome Account
|HeMaaname

LChange All
Lnits

Change
Wacant

Done
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Add/Delete Units

his section is used to add or delete units from the system. Units must be vacant before they can be

deleted. To add units, simply enter the range of units to be added in the Beginning Unit and Ending

Unit fields, select the appropriate Unit Type in the drop-down box and select the Add or Delete button.

Then simply press the Add or Delete button. This option can be found under the UNIT drop-down
box on the MAIN WINDOW.

[P 4 dd/Delete Units =13
Unit | Rented Type Tenant Hame Entrp Date | Depozit | Balance
1 | 1 - Small $0.00 $0.00
2 1T 1 - Small $0.00 $0.007
3/ 1 - Small $0.00 $0.00
4 [ | 1 - Small $0.00 $0.00
5 T [1-5mal $0.00 soo0 |f
Bl I 2 - Medium $0.00 $0.00
7l 2 - Medium $0.00 $0.00
gl I 2 - Medium $0.00 $0.00
] | 2 - Medium $0.00 $0.00
m I 2 - Medium $0.00 $0.00
< |
|

Beqginming L nit g Unit Type f Add Units
Ending Unit 10 |2 - Medium j £ Dielete Units
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Configuration

his section is used to customize the many options available within the system. These options include the
format for some of the printouts as well as defaults for deposits, defaults for proration calculations as
well as other features. This section can be found under the UTILITIES drop-down box on the

MAIN WINDOW.

Facility Information

This information is used to create the Lease. This address should be the physical facility address, not necessatily
the mailing address. The Facility Name cannot be changed. If your facility name changes, please contact
Integrity Software Systems for an update.

= System Configuration

[ Quickbooks Setup ]
|/ Pragram Optionz T [2ate Systems T Fants T Backup B
Facility Information T Fegiztration T Directory Locations T Unlock. System

Location Mame & Address Biling Marme & Address

|4EIEEI Copper Wiew

4020 Copper Wiew
[Suite 111 |5t 111
Traverse City Ml [43684 Traverse City M [49534

[231] 341 2322 [231) 9412322

Thiz information iz printed on the Leaze. |t Thiz information iz printed on all reportz that
should contain your street address on line 2 would be sent to customers. [t should be
af the address block. wour mailing address.
ok | LCancel | Il

Billing Information
This information is used in the header of the reports that would be mailed to customers. It should be the actual
mailing address of the facility. This address may be different than the actual location address of the facility.
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Directory Locations

This information is used to identify where digital images and Microsoft Word templates are stored. To change
directories, simply select the appropriate drive letter from the drop-down box. Then navigate using the
directory box by double clicking on the appropriate directory. You can also type the directory location in the
first line of the directory box. Refer to the Advanced Features section for information regarding storing
digital images and using the Microsoft Word integration.

= System Configuration

[ Cuickbooks Setup ]
Pragram Options T [ate Spztems T Faonts T Backup
Facility Information T Regsztration T Directory Locations T Inlock. System

Wwhord Documents Directory

|E:'\.F'ru:ugram Filez\PerzaccthDocuments
T

=3 Pragram Files

9 Perzacct

&% Documents

EE =l

Pragram J\ Documents J\ Phaotog J\ Quickboaks

ok | Eancel|

A digital image can be stored and displayed for each unit.

Digital images would normally come from a digital camera used by the facility to photograph the tenant or the
unit contents for security or liability purposes. The digital images would be stored in the directory identified
under Photo Directory and should be stored in a JPG format. To store the image for unit number 1 for
instance, the file should be saved in the directory as L.JPG or 1-A.JPG. The image for unit 2 would be stored
as 2.JPG, etc. Please refer to the documentation regarding the scanner or camera software for information
regarding how to store images as JPG format files.
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Registration Information

This information is used to register your system with Integrity Software Systems. If you have been using the
demo version of the software, you must register the system. Once registering the system and paying the license
fee, you will be issued a registration password, which will be used to unlock the system. Once filling in all the
appropriate information, print the registration form and fax to Integrity Software Systems at 231-941-9544.
You will be contacted regarding your payment options and arrangements will be made to unlock your system.

= System Configuration

[ Huickbooks Setup ]
Pragram Options T [3ate Spstems T Famnts T Backup ]
Facility Infarmation T Reqgistration T Directary Locations T nlock System

R eqistration Infarmation Computer [nfarmation

Owner | Chriz Fay Brand Cell

Address 4020 Copper View CPU Speed |Pentium 4
|Suite 111 temory(tMB] | 164 Mb
\Traverse City  |MI 49654 Hard Drive:

Phone [231-941-2322 Capacity |80 Gh

Fax |231-941-9544 - .&Eaillal:ule |37 Gb

EMail |integritysoftware. net H;.E'KIVT; o

Units  [450 Zp ¥ CDRom ¥

Billing Information
Credit Card LA OR 223223555y |nvoice

|"v"|5.-’-'-. ﬂ |Card Mumber |Expirez ||

Erint B eqistration

ak. | Eancel|
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Program Options

This section is used to set the various options within the system. Fach option affects the operation of the

system, and the options used should be chosen carefully.

= System Configuration

- BX

[ Facility Infarmation R eqiztration T Directary Locations T nlock System
|/ [uickbooks Setup |
Program Options T Gate Systems T Fonts T Backup ]
Document Header Depozit Options Termination Optionz
Certer on Page  (+ Full Manth C Cuttoff Day W
Left onPage H.alf Maonth - Biefore Cuttoff % | 50.00%
Fixed Amount
Invcui.ce Farmat e Ii After Cuboff 2 | 100.00%
Print Current f+
Rt Bt . e TstMotice  2nd Motice  3rd Motice
Mariths l_ Print Letter v [ |
Postcard - Day m |_|:| |_|:|
Invoice Defaults Percent | | |
Print Invoices [ ':lr_m_:'unt I $:: SEE I 0 I o
imirnLm . g :
Letterhead [ Monlho o : - s - s -
Fee $0.00 [ Process all Late Motices simultaneosl
aﬂanritceélﬁir;rﬁrﬂing (¢ Calendar (" Anniversary ak. | Cancel |

Document Header:
This option is used to determine where the Return Address will print on the documents which would

potentially be mailed to the customer. It can be printed in the center of the document header or left justified
for use with double windowed envelopes.

Invoice Format:

These options are used to determine the format of the Invoice. With Print Current selected, only the current
billing transaction will be printed on the invoice. The Invoice format will be the full-page format. With the
Print Detail option selected, the Months field will determine the number of months detail that will print on
the invoice. The Invoice format will be the full-page format. With the Postcard option selected, only the
cutrent billing transaction will be printed and the format will be the 1/3 page format.
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Invoice Defaults:

These options are used to set several Invoice option defaults. The Print Invoices checkbox is used to set the
default option for the new Rentals. When checked, the option for printing invoices will be checked under the
Rental option. When unchecked, the option for printing invoices will be unchecked under the Rental option.
This can always be overridden during the Rental process however. The Letterhead checkbox is used to
disable printing of the header on all invoices. This option assumes that you are printing the invoices on
preprinted letterhead and do not want the return address to print at all. The Fee field is used to determine the
default fee amount under the Rental option. This can always be overridden during the Rental process
however.

Deposit Options:

This option is used to determine the default deposit under the Rental option. With the Full Month option
selected, the default deposit for the Rental process will be one months rent. With the Half Month option
selected, the default deposit for the Rental process will be one half months rent. With the Fixed Amount
option selected, the default deposit for the Rental process will be the Amount fields value. The deposit
amount can always be overridden during the Rental process however.

Termination Options:

This option is used to determine the proration used during the Vacate process. With the Cutoff Day set to
zero, the Vacate process will use a daily proration. With a value selected in the Cutoff Day, the Vacate
process will use the Before Cutoff percentage to give a refund to vacates that happen before the Cutoff Day
and the After Cutoff percentage for vacates that happen on or after the Cutoff Day. You need to decide how
much if any you will refund if they vacate early.

Late Notices:

These options are used to control the number and type of Late Charge processing. Late Charge processing is
not automatic. You must run the Late Charge process from the Main Window. Late charges will then be
based on the tenant balances at that time. Up to Late Charge processes that can be performed each month.
Each process can be customized as needed. With the Print Letter option selected, the Late Notice will be
printed for units whose balance is greater than or equal to the value in the Minimum field. The Day field is
used to notify when Late Charge processing should be run. A message will appear on the Main Window
when the day reaches the value in the Day field. The Percent field is used for charging a percent of the balance
for the Late Charge fee. The Amount field is used for charging a fixed amount for the Late Charge fee.
The Amount field is the value of the fixed amount Late Charge fee. If both the Amount and the Percent
fields are both entered, the system will charge the larger of the two amounts. The Minimum field is the
minimum value the tenant balance must be before charging the Late Charge fee.
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Gate System

These options are used to configure the links to the gate systems supported by the system. The gate system
interface will create a data file to pass the information to the gate system software. Demographic information
as well as lockout status information is passes to the gate system. The defaults should be set as required by the
gate system software. To activate a gate system, simply select the appropriate option and identify the proper
gate system. Then identify the file name and directory where the interface file should be created. To change
directories, simply select the appropriate drive letter from the drop-down box. Then navigate using the
directory box by double clicking on the appropriate directory. You can also type the directory location in the
first line of the directory box. Refer to the Advanced Features section for information regarding the gate
system interfaces.

=i} System Configuration |:|@|E|

|/ Facility Infarrmatian Reqistration T Directary Locationg T Inlock System
[ [uickbooks Setup |
Frogram Options T Gate Systems T Fontz T Backup B
Gate Spstem Gate Syztem Directory
e |C:4Pi
- ....................... = [ [
" Digigate 700

" Univeral Gate

Interface File Mame

|update. dat el j

4  EditBatchFile |

1] | Eancel|
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Unlock System

This option is used to unlock the system. This option should only be used under direction of
someone from Integrity Software Systems. Attempting to modify this information may
result in your system no longer functioning! Please call 231-941-2322 for information about
unlocking your system.

&= System Configuration

[ Cuickbooks Setup ]
[ Frogram Optionz T [3ate Systems T Fonts

F acility Information T R eqgiztration

" L]
Facilty Mame  [INTEGRITY SOFTWARE 57STEMS - DEMONSTRAT Eey

Location Mame |Integrit_l,l Software Systems

Billing M ame |Integr|t_l,l Software Spgtems % Uniock

Securnty Codes

Expiration Date  |01./01 /2005 Code |

b aximum Units ~ |393939 Code |

Do not run this option unless instructed by Integnty Software Sypstems.

ok | Eancel|
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Fonts

This option is used to change the fonts in the reports. Care should be taken when modifying these fonts.
Information may not print propetly when using some fonts. The default font is Times New Roman and
should be available on most system. To change the font for the different sections of the reports, simply select
the font from the list available on your system in each drop-down box.

=i System Configuration |:|@|Fz|

|/ Facility Inkarmatian T Reqistration T Directary Locations T Unlack System
[ Quickbooks Setup |
Pragram Optiohz T [3ate Systems T Fonts T Backup ]
Faont
Header Text |Times Mew Roman ﬂ
Addrezs Test |Times Mew Rorman ﬂ
Body Text |Times MHew Roman ﬂ

ok, | Ear‘u:el|
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Configuration

his section is used to customize the wording of the Lease and Late Notice. The wording can be
modified any time. This section can be found under the UTILITIES drop-down box on the MAIN

WINDOW.

Lease Wording

This wording is printed between the header and footer of the standard Lease. The information is presented in
a text box and can be edited similar to a word processor. Standard text inserting and deleting as well as

pagination is provided. Once changes have been made, simply press OK to save the data.

B, Lease Wording

GEMEEMAL COHDITIONS:

1. Lessormepreserds that the premices are i good cordition fornse ad Lesses shall sameruder the premices atthe exd of the
leasce term, or arey Terwenml thereot, i the came condition e when Lesses took possessiory, allomring for reas ot Le wrear ad
tear, ard drmaze oy ducts of Grod, e hading five and stomme; and said Lesses ygpees hiot to aablease o wwsigh the whwle or aor
part of said premises wrthon the Rrittern corwert of said Lessor; that wpon ros-paometd ofthe wduole or oy portion of said
rerit phwet due, Lessor micy declare this Lease temminated ad mecomer possession of said premises,

2. The Lesses hereber ascighe, tranefers, delivers and plediges to Lessor all ofthe property weithir the leaced space and all
procesds thereof, a1l said property ad proceeds being hereinatter called the collateral as seqmity for the performatice of
the duties and oblizatiors of Lessee . Tpory defialt by Lessee of arey ofthe terme and corditiores of this lease the Lessor,
writhunat sy rotice to Lescee, may tabe possescion of the collateral and many dispose of the collateral, or avey portioe thereof,
it Aty marder permitted terthe Iichizan Urifoon Commercial Code, nchadivg ot rot mited to, piblic or prirate sale. Sxcr
rutification of it erded disposition of aey ofthe collateral required tey lamyr, shall be deemed reacomab by and property Zima
itzirerto Lessee or avey orwe ofthe Lessees ot least cewer (7 ) dops before such disposition. Lesses epressbynmires oy
Tuitice as o collectiog or dispositior. of avvy ofthe collateral advich threateris to declihe speediby horabie or is of 2 type
orrtomarity sold ora stock or commeodity exchatgze or other Tecogpimed markcet. Saey proceeds of avey collection or disposition
borthe Lecsor of avey of the collateral mayr be applied by Lescor i the order follomriis the Lessor of aver of the collateral mayr
b applied bey Lessor i the order fo o to the reasorable apehees of Tetab g, cotwernr g, collecting (ber oait or
othuerarice | or dispositior of (bey sale or otheramce jthe collataral, iehidng reacorable atomeers' foes ad legal epetces
itomred, ad thet to the satiefaction of all of the Ligbilities i nach order of @pplication s lessor elects, After oach
application, Lessor will acconmt to Lessee for stvy amphas.

[

. Legsee challvot allomr aroy arste or rovisatice ot the premices or allomrthe premices to benced for sopmlyadinl propose . Lesses
shall rot keep or11se averthing prohdbited by aver policy offive unmarwe corering the premices and shallhot place orboesp
said space aroymerchandize listed ot the Buenmatce Burean's Woddhvonsemar's Stipalation Ho. 2 which i atached hereto and made

Ok

- BX

LCancel

-38 -




MAINTENANCE

Late Notice Wording

This wording is printed below the header Late Notice. First select the appropriate Notice by clicking on the
Notice button. The information is presented in a text box and can be edited similar to a word processor.
Standard text inserting and deleting as well as pagination is provided. Once changes have been made, simply
press OK to save the data.

Wi Late Notice Wornding |:|[E|g|
E.N

Dear Tenant:

Ot records indicate that the above amount is currently owed for the
tent of your space. Ifwe hawve made an errot, please notifyy us
ittune diatelsy.

Wi'e may double lock your uit. Unless full payment is received within
10 days, we may begin legal proceeditgs to sell the contents of your
unit for the outstanding debt.

Flease pay the abowve balance so that we can remove ourlock. We are
sotty about being so strict, but past experiences have made such
policies necessary. -

b
Late Matice
0k
™ First Matice * Second Notice ™ Third Motice
.................................. Cancel
]
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Purge History

he system will continue to collect transaction detail for all accounts, both active and terminated until this
option is run. The system's capability to store transaction is limited only by your disk capacity. Even
with this capability, it is unpractical and unnecessary to store this volume of information. As more
transactions are entered, the time required to backup the system greatly increases and overall
performance of the system will deteriorate. For instance, continually having to review over two years worth of
history on an Account Ledger becomes bothersome.

It is recommended that once per year the old detail be purged from the system. This does not mean that the
balance for existing tenants is lost, only that the individual transactions will no longer be shown.

Before purging old detail, you may wish to run the Print History option prior to the purge for your permanent
records. This option will print an Account Ledger for those units which will have historical transactions
purged for the Batches that have been selected.

The Print History option can be run prior to actually purging the transaction by selecting the same Batch
range that will be purged. To select the range of Batches to be printed, simply select the Beginning Batch
and Ending Batch from the drop-down boxes. Then select the Print History option and press the Begin

button.

=] Purge History

Repart Optionz
Options

Frinter Dptions

Printer

* Print Higtory
" Purge Hiztaory

" Balance Detail

Dates
Beginning Batch
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After the report is processed, the report is previewed and ready to send to the printer. .

The printer and

number of copies can be selected before printing. The Account Ledger can also be zoomed into for review
either by selecting the zoom percentage from the Zoom drop-down box, or by double clicking on the Preview
area. Also each page of a multiple page report can be previewed by selecting the slide bar on the right of
reports that are more than one page. Select the Starting Page and Ending Page before clicking the Print

button.

It is not necessary to purge all of the detail, only that which is perhaps one or two years old. To select the range
of Batches to be printed or purged, simply select the Beginning Batch and Ending Batch from the drop-

down boxes. Then select the Purge History and press the Begin button

= Py ree History

Report Optionz
Options

* Print Higtory
" Purge Histony

" Balance Detai

Beain

Dates
Beqinning Batch
1-1114/2002  ~|

Ending Batch

Cancel ‘

B[(=1/c3

-

After running the Purge History option, the Rebuild Database option should also be run. This will

compress the database and reduce the size of the files that need to be backed up.
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Rebuild Database

his section should not be required except after running the Purge History option. BEFORE THIS

OPTION IS RUN, BE SURE YOU HAVE A GOOD BACKUP AND AMPLE SPACE ON

YOUR HARD DRIVE! This option requires as that as the computer have enough free disk space to

make a copy of all data files (DAT). This option will eliminate free space contained in the data files due
to the purging of transactions. If the Purge History has not been run, this option will completely re-index all
data files but there will not be any noticeable decrease in space required for the data files. This option may also
resolve some corrupt database situations.

To run this option from the Utilities drop down menu, select Rebuild Database press the Begin button.

B Rebuild Data Bases [ZI[EWE

This option will rebuild the data bases. ..
Be sure there is adequate disk space and
that you have a good back up before
continuing.

Beqgin | Cancel
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Reports
his section is used to run the reporting options within the system Many of the reports are created as a

part of the other processes and are listed here for reference. Several of the reports can be run any time.
Those reports are listed under the Reports drop-down box on the Main Window.

Transaction Report

This report is used to print from history all transactions within a given range by Batch number.

=¥ Transactions by Type

Report Options .
Options D atez r
v Al Types Beginning Batch
v/ IN - Invoice — ||11-11/14/2003 |
v D - Depozit =
v M5 - Mizc. Sales v

Eegin ‘ Cancel ‘
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Options for the report are

e Detail — Prints all transactions that make up the Batches selected. It also prints a summary by Batch
of the Transaction Types within that Batch. It will also print a summary of the Transaction Types for
all the Batches.

e Summary — Prints only the summary by Batch of the Transaction Types and the summary of the
Transaction Types for all the Batches.

e Total — Prints only the summary of the Transaction Types for all the Batches.

To select the range of Batches to be printed, simply select the Beginning Batch and Ending Batch from the
drop-down boxes. Then select the type of report desired and press the Begin button.

After the report is processed, the report is previewed and ready to send to the printer. . The printer and
number of copies can be selected before printing. The Transaction Report can also be zoomed into for
review either by selecting the zoom percentage from the Zoom drop-down box, or by double clicking on the
Preview area. Also, selecting the slide bar on the right of the report can preview each page of a multiple page
report. Select the Starting Page and Ending Page before clicking the Print button.

=% Transaction Report |-_|E|E|
Report Options I |
Options Dates —— , —
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Transaction Analysis

his report is used to print from history all transactions within a given range by Transaction Type.

:"'=' Transactions by Type

Y

Feport Options =
Optians D ates H
v Al Types Beqinning Batch
v/ IN - [nvoice = ||11-11/14/2003 |
v| |0 - Deposit =
w| M5 - Mizc. Sales v

Beain ‘ Cancel ‘

E

The report can be printed for All Transaction Types, or individual Transaction Types by making the selection
in the Transaction Type table. To select the range of Batches to be printed, simply select the Beginning

Batch and Ending Batch from the drop-down boxes. Then select the type of report desired and press the
Begin button.
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The printer and

After the report is processed, the report is previewed and ready to send to the printer. .
number of copies can be selected before printing. The Transaction Report can also be zoomed into for
review either by selecting the zoom percentage from the Zoom drop-down box, or by double clicking on the
Preview area. Also each page of a multiple page report can be previewed by selecting the slide bar on the right
of reports that are more than one page. Select the Starting Page and Ending Page before clicking the Print

button.
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Trial Balance

his report will print a summary of the balance for the selected units. It is a very important report. It
should be printed periodically as a hard copy record of the Account Balances. It would also be wise to
keep a copy of this report at an off-site location. In case of major facility damage such as fire or flood,

or in case of a major computer malfunction, this report can be used to rebuild your system

The report can be printed for All Unit Types or selected Unit Types by making the selections in the Unit Type
table. To select the range of Units to be printed, simply select the Beginning Unit and Ending Unit from the

drop-down boxes. Then press the Begin button.

After the report is processed, the report is previewed and ready to send to the printer. .
number of copies can be selected before printing. The Trial Balance can also be zoomed into for review
either by selecting the zoom percentage from the Zoom drop-down box, or by double clicking on the Preview
area. Also each page of a multiple page report can be previewed by selecting the slide bar on the right of
reports that are more than one page. Select the Starting Page and Ending Page before clicking the Print

button.
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Vacancy Report

his report will print a list of the Vacant units. It can be used to conduct a facility review to verify

accuracy and any repairs that may need to be performed prior to renting the units again.

The report can be printed for All Unit Types or selected Unit Types by making the selections in the
Unit Type table. To select the range of Units to be printed, simply select the Beginning Unit and Ending
Unit from the drop-down boxes. Then press the Begin button. Also the sequence of the report can either be

by Unit Number or Unit Type.

After the report is processed, the report is previewed and ready to send to the printer. .
number of copies can be selected before printing. The Vacancy Report can also be zoomed into for review
cither by selecting the zoom percentage from the Zoom drop-down box, or by double clicking on the Preview
area. Also each page of a multiple page report can be previewed by selecting the slide bar on the right of
reports that are more than one page. Select the Starting Page and Ending Page before clicking the Print

button
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Sales Report

his report is used to print from history all Sales transactions within a given range.

Options for the report are

e Detail — Prints all Sales transactions in the selected Batches. It also prints a summary by Reference of
the Sales within the Batches.

e Summary — Prints only the summary of the Sales transactions for all the Batches.

To select the range of Batches to be printed, simply select the Beginning Batch and Ending Batch from the
drop-down boxes. Also select the type of report desired, either Detail or Summary. Then select the type of
report desired and press the Begin button.

After the report is processed, the report is previewed and ready to send to the printer. . The printer and
number of copies can be selected before printing. The Sales Report can also be zoomed into for review either
by selecting the zoom percentage from the Zoom drop-down box, or by double clicking on the Preview area.
Also each page of a multiple page report can be previewed by selecting the slide bar on the right of reports that
are more than one page. Select the Starting Page and Ending Page before clicking the Print button.
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Summary Report

his report will provide two different reports. One is the Unit Summary report that will summarize the
unit configuration of the facility. It will summarize by Unit Type, the Vacant and Rented units. It will
summarize the number of units, the square footage, and the monthly rent.

The other report is the Tenant Summary that will summarize the Tenants by Tenant Type. It will count the
number of Tenants of each Tenant Type and will total the number of Tenants and Monthly Rent for each
of the Tenant Types.

The report can be printed for a range of Units. To select the range of Units to be printed, simply select the
Beginning Unit and Ending Unit from the drop-down boxes. Then press the Begin button. Then select
the type of report desired, either Unit Summary or Tenant Summary, and press the Begin button.

After the report is processed, the report is previewed and ready to send to the printer. . The printer and
number of copies can be selected before printing. The Summary Reports can also be zoomed into for review
either by selecting the zoom percentage from the Zoom drop-down box, or by double clicking on the Preview
area. Also each page of a multiple page report can be previewed by selecting the slide bar on the right of
reports that are more than one page. Select the Starting Page and Ending Page before clicking the Print
button.
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Tenant Query

his option is used to search the database with very specific criteria to identify selected Tenants. Two

standard reports can be produced by Unit or Name sequence. A Comma Delimited File can also be

created. This file format can be used by other programs such as Microsoft Word. With this file and

Microsoft Word, custom letters or labels can be created for all tenants that meet the selection critetia.
See the Advanced Features section for more information regarding this process.

The Name & Address report includes tenant demographic information while the Account Balance report
includes tenant balance information. For instance, an Account Balance report can be generated for all tenants
with a balance greater than two months rent. Or a Name & Address report can be generated for all tenants in
a 5 X 10 unit. Criteria on Unit Numbers, Unit Status, Unit Type, Tenant Type, and Account Balance can
be combined in a complex and/or logic to generate either of the repotts.

After the report is processed, the report is previewed and ready to send to the printer. . The printer and
number of copies can be selected before printing. The Summary Reports can also be zoomed into for review
either by selecting the zoom percentage from the Zoom drop-down box, or by double clicking on the Preview
area. Fach page of a multiple page report can be previewed by selecting the slide bar on the right of reports
that are more than one page. Select the Starting Page and Ending Page before clicking the Print button.
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Sample Reports
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Account Ledger

INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION
4020 Copper View
Suite 111
Traverse City MI 49684
(231) 941-2322

Account Ledger

Donald Lynch Unit # - 11

1102 East Shore Rd. Date - 04/15/2004

Rent - $45.00

Beulah MI 49231 Balance - $51.00

Date Description Reference Debit Credit Balance

Balance Forward $7.32
02/24/2004 Initial Deposit INITIAL $41.00 $48.32
02/19/2004 Misc. Sale lock $8.00 $56.32
02/19/2004 Cash on Account #213 $56.32 $0.00
03/01/2004 March Rent $41.00 $41.00
03/15/2004 Late Charge $10.00 $51.00
04/01/2004 April Rent $41.00 $92.00
04/06/2004 Cash on Account cash $41.00 $51.00
04/15/2004 Late Charge $10.00 £61.00
05/01/2004 May Rent $41.00 $102.00
05/09/2004 Cash on Account # 54667 $61.00 $41.00
05/15/2004 Late Charge $10.00 $51.00
06/01/2004 June Rent $41.00 £92.00
06/07/2004 Cash on Account #5545 $92.00 £0.00
07/01/2004 July Rent $41.00 $41.00
07/07/2004 Cash on Account cash $41.00 £0.00
08/01/2004 August Rent £41.00 $41.00
09/01/2004 September Rent $41.00 $82.00
09/15/2004 Late Charge $10.00 £92.00
09/19/2004 Cash on Account #1231 $41.00 $£51.00
10/01/2004 October Rent $41.00 $92.00
10/13/2004 Cash on Account cash £92.00 $0.00
11/01/2004 November Rent $41.00 $41.00
11/15/2004 Cash on Account CARD £41.00 £0.00
12/01/2004 December Rent £41.00 $41.00
12/03/2004 Cash on Account 5543 £41.00 $£0.00
01/01/2005 January Rent $41.00 $41.00
01/05/2005 Cash on Account card $£41.00 $0.00
02/01/2005 February Rent £41.00 $41.00
02/02/2005 Cash on Account cash $41.00 $£0.00
03/01/2005 March Rent $41.00 £41.00
03/03/2005 Cash on Account 9912 $41.00 $0.00
04/01/2005 April Rent $41.00 $41.00
04/15/2004 Late Charge £10.00 $51.00
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Invoice

4020 Copper View
Suite 111
Traverse City MI 49684
(231) 941-2322

INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION

Tt city i1 49684

Invoice

Box Builders Corp Unit # - 27

5512 Hill Rd. Date - 05/01/2004

Rent - $130.00

Traverse City MI 49684 Balance - $130.00

Date Desecription Reference Debit Credit Balance
05/01/2004 May Rent $130.00 $130.00
Integrity Software Systems Invoice - 05/01/2004
4020 Copper View Page - 1
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Late Notice

INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION

4020 Copper View
Suite 111
Traverse City MI 49684
(231) 941-2322

Late Notice

Janet DeRoss
6115 Vista Manor

Gross Point MI 48010

Unit #

Date

Late Charge
Balance

1
04/10/2002
$10.00
$36.00

Dear Tenant:

Qur records indicate that the above amount is currently owed for the

rent of your space. If we have made an error, please notify us

immediately.

We may double lock your unit. Unless full payment is received within
10 days, we may begin legal proceedings to sell the contents of your

unit for the outstanding debt.

Please pay the above balance so that we can remove our lock. We are

sorry about being so strict, but past experiences have made such

policies necessary.
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Lease Agreement

INTEGRITY SOFIT'WARE SYSTEMS - DEMONSTRATION
4020 Copper View
Suite 111
Traverse City M1 49684
(231) 941-2322

LEASE AGREEMENT
This Lease Agreement dated Friday, April 30, 2004 is made between INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION of Traverse City, state of M1,

the Lessor, and Patricia Jenkins, the Lessce. It is hereby agreed that the Lessor, in ideration of the of this Lease, does lease to the Lessee the following
property:

Space No. 3 an approximatcly 5 fi. by 10 fi. unit, located a1 4020 Copper View, Traverse City, state of M., to be used as a storage room for
stering personal property.

The period of the lease will be on a month to month basis beginning on Friday, April 30, 2004,

The monthly rent will be $28.00 per month in advance due on the first of cach month. The initial month's prorated rent of $0.93 is due upon
ion of this A

GENERAL CONDITIONS:

1. Lessor represents that the premises are in good condition for use and Lessce shall surn_-ndcr the pr:m}!a\.'s at the end of the
leasc term, or any renewal thereof, in the same condition as when Lessee ook p g forr ble wear and
tear, and damage by Acts of God, including fire and storms; and said Lessee xprm not to sublease or assign the whole or any
part of said | i h the wrinen of said Lessor: that upon non-payment of Lhe whole or any portion of said
rent when dnc, Lessor may declare this Lease termi d and r T P ion of said p

2. The Lessee hereby and pledges to Lessor all of the morxny within the leased space and all
proceeds thereoll nil said property and is being | inafter calicd the coll 1 as security for the performance of
the duties and obligations of Lessee, Llpun dcfaull by Lessce of nl:y of the t:.rms and conditions of this lease. the Lessor,
without any notice (o Lessee, rmly take p of the coll 1 and may P of the coll al, or any portion thereof,
in any manoer permitted by the Michi Unifo C ial Code, luding . but not imited to, public or private sale. Any
notification of intended disposition of any of the collateral required by law, shall be deemed reasonably .,md properly given
if piven to Lessce or any one of the Lessces at least seven (7) days belore such disy . Lessee exp 1y waives any
notice as to collection or disposition ot any of the coll al which th 1o decline speedily in value or is ofa t)rpe
customarily sold on a stock or t 1l

or other ised murket. Any p ds of any ion or di

by the Lessor of any of the cnllatzral- ma} be applicd by ch:ku in the order l'ol1owmg the Lessor of any of the t.oLIa:emI. may
be applied by Lessor in the order 2 to the p of r cons:rvmg Lo]]rl.lmg (by suit or
otherwise) or disposition of (by sale or otherwise) the al, includi " fees and legal expenses
incurred. and then to the satisfaction of all of the linbilities in such arder of application as lessor clects. After such
application, Lessor will account to Lessee for any surplus.

3. Lessee shall not allow any waste or nuisunce on the premiscs or allow the premises o be used for any unlawful purpose, Lessce
shall not keep or use anything prohibited by any policy of fire msuram.e u)u-rmg the premises and shall not place or keep in
said space any merchandise listed on the Insurunce Bureau's Work ion No. 2, which is attached hereto and made
o part of this Lease, and Lessee agrees to abide by all the rules of Lessor guvu'mng the use of the premises.

4. All property stored within or on the space by Lessee or located at the facility shall be at Lessee’s sole risk. Lessor carries
no insurance which in any way covers any loss whatsoever that Lessee may | have or claim by renting the sl.oragc space or bvmg on
or about the facility, and therefore Lessee must obtain any insurance desired at his own exyg . Lessor ely
that Lessee secure his own insurance to protect himself and his property. Lessor shall not be liable 10 Lessee or Lessee's
invitees, family, employees, agents, or servants for anv personal injuries or property damage. or loss from theft,
vandalism, fire, smoke, water, hurricane, rain, tornado, explosion. Act of God, or any other cause whatsocver. Tenant

acknowledges that lessor does not take care, dy or control over the in or on the space or at the facility.
Tenant must take whatever steps he deems necessary o saf:guard w‘hal. is at the f-ac.hly or in or on thc spncc Lessor
shall not be liable for loss or damage resulting from failure, interr or mal of'the

or fixtures, if any, provided to Lessee under the terms of this rental agreement. Tenant hereby agrees to mdemnily and

hold harmless the lessor from and against any and all and any manner of claims for damages or loss to property or personal
" rEND

injury and costs including attorney’s fees arising from or from any activity, work or thing done, permitied, or suffered by

Lessee in or on the space or about the facility. Tenant haeby expressly agrees that the carrier of any insurance of any

property stored or otherwise located in the space shall not be subrogated to any claim of Lessee against the Lessor,

Lessor's agents or employees,

5. IF RENTAL PAYMENTS ARE NOT PAID WITHIN FIVE (5) DAY S FROM THE DATE WHEN THEY ARE DUE, THEY WILL BE SUBJECT TO A
SERVICE CHARGE

OF FIVE (35.00) DOLLARS. If you fail to make your requircd payments, vou will have o vacate the unit or your property may

later be sold at a public sale. Beforc the sale, you will be notified by first-class mail and by certified mail of the amount

due. The notice will be mailed to your last known address. In order to preserve your right to be notified, it is imporant

that you notify us of any change in your mailing address. Also, you should supply us with the name and address of another

person who can rench you if you arc not at your mailing address, and we will notify that person at the same time and in the

same manner as we notify you. Either purty may cancel this lease upon 30 days' notice in writing to the other parnty at the

uddless shown below. The security deposit will be refunded when the unit is vacated, clean and empty, and subject to the

diti of this agr . The Lessee shall not be reimbursed for the number of days not used in a month,
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6. Lessor will have the right, in the event of an emergency, to enter the premises using whatever force is V.
7. Any notice from the Lessor to the Lessee, if mailed shall be deemed given when mailed, postage paid, addressed to Lessee either
at Lessee's principal place of business address as shown below, or at any other address of Lessee appearing on the records of
the Lessor. Mo delay on the part of Lessor in the exercise of any right or remedy shall operate as a waiver thercof, and no
single or partial exercise of Lessor of any right or remedy shall preclude other or further exercise thereof or the exercise
of any other right or remedy. This Agreement has been delivered at Scottville, Michigan and shall be construed in
accordance with the laws of the State of Michigan. Whenever possible cach provision of this Agreement shall be interpreted
in such manner as to be effective and valid under applicable law, such provision shall be ineffective to the extent of such
prohibition or invalidity, without invalidating the remainder of such provision or the remaining provisions of this
Agreement.

8. Lessce acknowledges awareness that Lessor is not responsible for the safety or condition of any property stored in the unit and
further represents that he carries insurance upon such property against loss due to theft, fire, water and other standard risks
ordinarily covered by a homeowner's comprehensive policy.

9. Lessee will provide his own padlock for the unit.

10. The covenants herein contained shall extend to and be binding upon the parties hereto, their heirs, executors, administrators,
and assigns.

11, Itis further agreed that the Lessor may purchase at any public sale.

PAYMENT DUE UPON SIGNING

Security Deposit - $28.00 Your next rental payent of $28.00
| days proration - $0.93 will be due Saturday, May 01, 2004
Fee - $0.00
Total - $28.93
Lessee: Lessor
Patricia Jenkins INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION
By: By:
(Signature) (Signature)
REMIT MONTHLY PAYMENT TO:
4020 Copper View INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION
Suite 111 4020 Copper View
Traverse City M1 49684 Suite 111
) Traverse City MI 49684
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SAMPLE REPORTS

Recelpt
INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION
4020 Copper View
Suite 111
Traverse City MI 49684
(231) 941-2322

Receipt
Patricia Jenkins Unit # - 3
4020 Copper View Date - 04/30/2004
Suite 111 Payment - $28.93
Traverse City MI 49684 Check # - 1234

Balance - $0.00

- 60 -



SAMPLE REPORTS

Deposit Ticket
04/30/2004 INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION Page - 1
4020 Copper View
Suite 111
Traverse City MI 49684
(231) 941-2322
Preliminary
Deposit Ticket
Batch - 71
Cash
Total Cash $0.00
Checks
Patricia Jenkins 1234 $28.93
Total Checks £28.93
Total Cash & Checks $28.93
Cards
Total Cards 50.00
Total Deposit $28.93
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SAMPLE REPORTS

Transaction Report

04/30/2004 INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION Page - 1

Transaction Report

Batch Number - 71
Batch Date - 04/30/2004
Unit # Tenant Reference Amount Type
3 Patricia Jenkins Initial S0.93 IN
3 Patricia Jenkins Initial $£28.00 ID
3 Patricia Jenkins 1234 $28.93 CA
Batch Totals
Invoice $0.93 Cash on Account $28.93
Debit Memo $0.00 Credit Memo $0.00
Misc. Sale $0.00 Inactive Account $0.00
Late Charge $0.00 Vacant Account 50.00
Initial Deposit $28.00 Refund Deposit 50.00
Total Debits $28.93 Total Credits $28.93

Grand Totals

Invoice $0.93 Cash on Account $28.93
Debit Memo 50.00 Credit Memo $0.00
Misc, Sale $0.00 Inactive Account $0.00
Late Charge $0.00 Vacant Account $0.00
Initial Deposit $28.00 Refund Deposit $0.00

Total Debits $28.93 Total Credits $28.93
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SAMPLE REPORTS

Transaction Analysis
04/10/2002 INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION Page - 1
Cash on Account Transactions
Date Unit # Tenant Reference Amount
11/14/2002 14 Quality Dial Corporation #7654 $72.23
11/14/2002 24  Jack & Wanda Richards cash $111.23
12/07/2002 22 WAYNE GRETSKY 55897 $26.00
12/07/2002 25 GOMEZ ADAMS cash $26.00
12/07/2002 4 DAVE YAREMA 684654 $26.00
12/07/2002 5 FRED FLINTSTONE cash $36.00
12/07/2002 7 PETER DAVIS 24667 $146.67
12/07/2002 8 HARVEY WALLBANGER cash $74.00
12/07/2002 10 MR & MRS U.R. SLICK cash $32.00
12/07/2002 11 GEORGE PERLES 7845 $41.00
12/07/2002 12 NELSON & SON'S 1897 $116.00
12/07/2002 13 ALAN WIGGINS 586 $41.00
12/07/2002 14 Quality Dial Corporation #4343 £41.00
12/07/2002 16 MARK INGRAM #5692 $46.00
12/07/2002 17 GENE'S ELECTRIC #4998 $56.00
12/07/2002 18 ANDY CAPP cash $56.00
12/07/2002 19 THURSTON HOWELL IIL #4343 $56.00
12/07/2002 20 ACE TELEPHONE #2305 $76.00
12/07/2002 21 JAMIE MORRIS #6721 $188.50
12/07/2002 24  Jack & Wanda Richards 78524 $71.00
12/07/2002 26 TED TURNER 1884 $123.74
12/07/2002 27 BOX BUILDERS CORP 19549 $126.00
12/07/2002 23 BOB A. LOBOAT cash $126.00
12/07/2002 30 FRED HAAS cash $126.00
12/19/2002 2 Frank Duboy #9956 $36.90
12/19/2002 29 Bloxom Moving & Storage #5489 $186.84
12/19/2002 6 Bob & Sue Hollingsworth cash $77.42
Cash on Account Totals $2,141.53

- 63 -




SAMPLE REPORTS

Trial Balance

Unit #

= = - BN - N - P X

[PE ]

04/30/2004

Tenant

Janet DeRoss

Phone - (313) 951-1145/
Frank Duboy
Patricia Jenkins
Dave Yarmouth
Fred Farnsworth
Bob & Sue Hollingsworth
John Jameson
Bill Wright
George Kalachek
Mark & Cindy Conlon
Donald Lynch

Phone - (616) 265-0977 /
Nelson & Son's
Allen Wiggens

Phone - (414) 525-5466 /
Quality Dial Corporation
Michael Davis
John Wilson
Andy Carlson
Nick Peterson
Ace Telephone
Janet Morris

Phone - (515) 285-2874 /
Robert A. Lowry
Jack & Wanda Richards
Paula Adams
Ted Taylor
Box Builders Corp
Bloxom Moving & Storage
Armell Roofing

Grand Total

Aging Totals (591.20)

TRIAL BALANCE

Entry Mo. Rent
03/07/2004 $28.00
12/19/2003 $28.00
04/30/2004 $28.00
02/02/2003 $28.00
03/01/2003 $28.00
12/19/2003 $35.00
11/05/2004 $35.00
01/20/2005 $£35.00
04/19/2004 $35.00
10/15/2003 $35.00
02/24/2004 $45.00
01/01/2003 $45.00
01/01/2003 $45.00
11/14/2003 $45.00
01/24/2004 $45.00
04/12/2005 $60.00
05/10/2003 $60.00
07/18/2004 $60.00
04/09/2003 $60.00
01/01/2003 $75.00
04/13/2005 §$75.00
11/14/2003 $75.00
04/07/2003 £75.00
10/05/2003 $130.00
10/15/2003 $130.00
12/19/2003 £130.00
11/21/2004 $130.00

$1,600.00
Current 30-60
$200.00 $107.00

INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION

Deposit

$26.00

$26.00
$28.00
$26.00
$26.00
$32.00
$32.00
$32.00
$32.00
$32.00
$41.00

$41.00
£41.00

$41.00
541.00
$60.00
$56.00
$56.00
$56.00
£71.00

$75.00
$71.00
$71.00
$126.00
$126.00
£126.00
£126.00

$1,517.00

§$122.00

Page - 1

Balance

$46.00 *

$10.00
$0.00

$10.00
$10.00
$10.00
$10.00
$10.00
($31.20)
$10.00
$61.00 *

10,00
5122.00 **

$10.00
$10.00
($60.00)
$10.00
$10.00
$10.00
$331.25 *e*

$10.00
$10.00
$10.00
$10.00
$10.00
£10.00
$10.00

$669.05

$331.25
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SAMPLE REPORTS

Vacancy Report

04/30/2004

Unit # Type

17
22

28

4
5

6

INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION

Description

LARGE
X-LARGE

JUMBO

Lost Rent

VACANCY REPORT
WVac. Date Mo. Rent Remarks
04/13/2005 $£60.00
02/24/2004 $75.00 Hold this unit for Mr. Robins.He will take it on
06/15/88
04/13/2005 $130.00 Would like a smaller unit inthe spring.
$265.00

Page - 1
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SAMPLE REPORTS

Sales Report

Batches
thru

Unit #
14
25
29

6
15
11
30
23

* ]
29
15

6
19
12
30
21
16

04/30/2004

= 1-11/14/2003
- 71 - 04/30/2004

Tenant

Quality Dial Corporation
GOMEZ ADAMS

Bloxom Moving & Storage
Bob & Sue Hollingsworth
Michael Davis

Donald Lynch

Fred Haas

Kathy Hall

George Kalachek

Bloxom Moving & Storage
Michacl Davis

Bob & Sue Hollingsworth
Nick Peterson

Nelson & Son's

Arnell Roofing

Janet Morris

John Wilson

Summary Totals

Sales Report

Reference
lock
lock
lock
lock
lock
lock
lock
truck
lock
truck
lock
lock
lock
lock
lock
legalad
lock

lock
truck
legalad

INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION

Amount
$8.00
$8.00
$8.00
$8.00
$£8.00
£8.00
£8.00

$45.00
$8.00
$75.00
$8.00
$8.00
$8.00
$12.00
$12.00
£10.00
$10.00

$122.00
$120.00
$10.00

Type
MS
MS
MS
Ms
MS
MS
MS
M5
M5
MSs
MS
MS
MS
MS
MS
MS
MS

Page-1
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SAMPLE REPORTS

Unit Summary Report

thru

Units

Unit
Type

Total

04/30/2004

Number of Units
Square Foolage
Monthly Rent
Percentage

Number of Units
Square Footlage
Monthly Rent
Percentage

Number of Units
Square Footage
Monthly Rent
Percentage

Number of Units
Square Footage
Monthly Rent
Percentage

Number of Units
Square Footage
Monthly Rent
Percentage

Number of Units
Square Footage
Monthly Rent
Percentage

Number of Units
Square Footage
Monthly Rent
Percentage

INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION
Unit Summary Report

Vacant

30.00
0.00%

30.00
0.00%

0

]
$0.00
0.00%

1
150
£60.00
20.00%

|
200
$£75.00
20L00%

1

400
$130.00
20.00%

3

750
5265.00
15.38%

Rented

5

250
$£140.00
100.00%%

5

375
$175.00
100.00%

-]

500
$225.00
100.00%

4
600
$240.00
50.00%%

4
80O
$£300.00
80.00%

4

1600
$£520.00
80.00%%

27

4125
$1.600.00
84.62%

Total

5
250
$140.00

375
$175.00

5
500
£225.00

5
750
5300.00

5
1000
$375.00

5
2000
$650.00

30
4875
51.865.00

Percent of
Facility

16.67%
5.13%
7.51%

16.67%
7.69%
9.38%

16.67%
10.26%
12.06%

16.67%
15.38%
16.09%

16.67%
20.51%
20.11%

16.67%
41.03%%
34.85%

100.00%
100.00%
100.00%6

Page - 1

- 67 -




SAMPLE REPORTS

Tenant Summary Report

04/30/2004

Umnits -
thru -

1
30

INTEGRITY SOFTWARE SYSTEMS - DEMONSTRATION

Tenant Type Number of
Tenants

[ e e T

Tenant Summary Report

Percent of
Total

55.56%
18.52%
7.41%
29.63%
3.70%
3.70%
1.1
3.70%
T.41%
3.70%
3.70%
3.70%
3.70%
3.70%
3.70%
3.70%
7.41%

Dollar Volume

S801.00
$211.00
$63.00
$486.00
S28.00
$28.00
$225.00
$35.00
S80O.00
$45.00
$45.00
$45.00
E75.00
£75.00
$130.00
5130.00
$260.00

Percent of
Total

50.06%
13.19%2%
3.94%
30.38%
1.75%
1.75%
14.06%
2.19%%
5.00%
2.81%
2.81%
2.81%
4.69%

16.25%

Page - 1

- 68 -




SAMPLE REPORTS

- 69 -



Advanced Options

his section will explain how to use the advanced features of the system. Advanced features include the
interface to Microsoft Word, storing and viewing the digital images, and the gate system interfaces These
features are accessed from different areas of the system and are integrated with other parts of the
system. TFor instance, wherever the Letters button is displayed, the Word interface can be accessed.
Likewise, wherever the Gate button is displayed, the gate system interface can be accessed. The digital image
retrieval can be accessed wherever the Photo button is displayed or the photo itself appears. Storing of the

digital image happens outside of the system. The image could originate from a scanner, a digital camera, or
even a Photo CD.

Microsoft Word Interface

This option is perhaps the most powerful features of the system. It allows for integration of most tenant data
with a Word template. This could be used to generate special Late Notice or eviction notices, a completely
custom Lease, or any other document that could be created with Microsoft Word. Some knowledge of
Microsoft Word is required to successfully integrate the system with Word.

The integration is provided via the Bookmark feature of Microsoft Word. In general, the Word bookmarks
are replaced with the data from the tenants record. Bookmarks are named in Word and the name of the
bookmark is what determines which field is inserted in the document. For instance, a bookmark named
Tenant Name would be replaced with the name of the tenant. Fach bookmark must have a unique name, so
it multiple instances of the tenant name are required, each bookmark must have a different name. To
accommodate this, each bookmark must only contain the keyword that identifies the data field. Therefore, a
bookmark named Tenant Namel and First Tenant Name would both be replaced with the name of the
tenant.

See the sample document UnitInfo.dot for a list of the available Bookmark Names. This file should be
installed with the demo and should be available when using the Letters option. It is by default installed into the
C:\Program Files\Persacct directory. It can be opened with Microsoft Word and printed or reviewed as a
sample.
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Before inserting the bookmarks, the option for Viewing bookmarks should be enabled. To view the
bookmarks in the document, on the Tools menu, click Options, and then click the View tab. Select the
Bookmarks check box. Bookmarks appear as a reverse brackets ( ][ ) on the screen.

Options

| Genersl | edt | P | save | spelingaGrammar |

[
T

When selecthed |

u
r
r

(RN

R

Tenant License #
Access Code

71



Once the Template is created, the bookmarks are inserted into the Template via the Insert command.

W Microsoft Word
” File Edit “iew | Insert Format Tools Table Window Help

D= & &

“ Marmal

5

i

®
*®
| =

Page Mumbers. ..

Date and Time. ..
AutaTexk 3
Field...

El Symbal. ..

ﬁ Cammenkt

Footnote...
Capkion...
Cross-reference. ..

Index and Tables. ..

Picture .3
Texk Box
File. .. e Tools, Options, View, B
Object. .. e Insert, Boolmark to see
Bookmark. ..
% Hwperlink...  Ctrl+k

it Mumber -Il
it Tepe -IT
e T

T o

Name the Bookmark using the appropriate keyword.

Bookmark |

Bookmark name:

TenantAdrl -
TenankAdrz _I
TenanktCity

TenantHPhR

TenantLic

tenantnamel _I
TEMNAMNTMAMEZ

Tenanksk

TenantWPhn ;I

Sortby: % Mame O Location
[ Hidden bookmarks

Add Delete | Go To I
Cancel |
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The original documents that are created in Word must be saved as a Word Template in order to be merged.
Use the Save As option under the File menu and save the document as a Document Template in the

Documents Directory. The Document Directory is set in the Directory Location section of the
Configuration option.

Save As

Save in: |;| Cocuments j | | ﬁl 228t
ﬁUnitInFD

Zancel |
Options. .. |
Save Wersion, .. |

File name: ILInitInFD

=
Save as bype: ID::u:ument Template j

After the document is saved, it will be available in the Letters option. To select the document, simply double

click on the document name. Microsoft Word will be started and the tenant information will be merged in place
of the bookmarks in the Template.

I word Interface
— File to Merge
I".u:h:ut |I::"~F'ru:ugram FilezhPersaccthDoc
| ritl rific. ok a Ch
3 Program Files
3 Perzacct

&% Documents

wiord Templates, [*.dot] j I Sec j

73



Microsoft Word Mail Merge

his option is used for creating custom letters and labels using Microsoft Word or other software. The
steps outlined here are specific to Microsoft Word, but the same functionality is provided by many
other commercial packages. Once the Comma Delimited file is created using the Tenant Query, you
can select the Mail Merge option under the Tools item in Microsoft Word.

W Microsoft Word

H Eile Edit Wew Insett Format | Tools Table Window Help

“ 0= HE |§ [& o | & E:Ielliru; and

“ Imsert Merge Feldi= | Insert War

El. i

Grammar... F7?
Language
Word Count...
AuboSummarize. ..
AutoCorreck. ..

Look Up Reference. ..

Track Changes 3
Merge Documents. ..

Praotect Docurment. ..

I =

Mail Merge. ..
Envelopes and Labels. ..
Letter Wizatd...

Macro k
Templates and Add-Ins...
Cuskarnize, , .

Cptions. ..

Once the Mail Merge tool is selected, create the Main Document from the Mail Merge Helper. Select the
Form Letter or Mailing Label from the list of options.

Mail Merge Helper

i E3

Zhoose the Get Data butkon,

The next step in setting up the mail merge is ko specify a data source,

=
] Main docurment
E Creake ™ I

Setup...

Farm Letters. ..
! Mailing Labels. ..
2
Envelopes. ..
Catalog. ..

Restare to Mormal WWord Document. ..

3
Merge the data with the document:

Merge. .. |

Cancel |
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Next select the Open Data Source option under Data Source.

T — .
| Mail Merge Helper 7| x|

The next step in setting up the mail merge is to specify a data source.
Choose the Get Data buttan,

=
] Main documment

Creake ™ Setup...

Merge tvpe: Mailing Labels
Main document: Document 1

e
2 Data source
: Get Data ™

Create Data So
Cpen Data Source, .
3
Use Address Book... 14
Header Options. ..

Cancel |

From this option , browse to the directory which contains the Query.txt file created by the Tenant Query.
The directory the data will be stored in can be changed under the Directory Locations tab of the
Configuration utility. Be sure to select Text Files under Files of type: . This will allow you to view & select
the Query.txt file.

| Open Data Source l

; Look in: ||:| Persacck j Lalll EEEE % ElEEI EI

Qpen

Zancel |
Ma Query... |
advanced. .. |

¥ select method

Find files that match these search criteria;

File name: I j Texk ar property: I j Find Mow |
Files of tvpe: IText Files (*.txt) j Lask modified: Ianw;.-' Limne j Mew Search |

1 file{s) found,
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After selecting the Query.txt file, it is time to setup the Main Document.. If you have chosen a Mailing
Label document, a list of standard label formats will be available. Choose the proper format and press OK.

X

' Label Options 7| x|

rinter information

Mews Label...
Product number:

0.4

- Dok makrix |—I
% Laser and ink jet Tray: IManuaI feed j Cancel |

Details. .

Label products: fvery standard j _—l

2979 - Addross :I abelinformation———————— Delete |

5980 - Address Type: Address

6460 - Remove'Em Height: 7

G464 - Remove'Em i "

B466 - Remove'Em | widch: .63

6490 - Diskette Page size:  Letter (8 14 x 110n)

At this point, you are ready to Insert Merge Fields into the Sample Label. A list of Merge Fields will be
displayed. Simply select the field you wish to place in the appropriate area of the Sample Label and press OK.

A Mail Merge Helper ;- . 21X
|

| The main document and data source are now available, Choose the Setup

Create Labels EE3 |

Choose the Insert Merge Field button to insert merge Fields into the -
sample label, ¥ou can edit and Format the merge fields and text in the
Sample Label bo,

Insert Merge Field ~ Insert Postal Bar Code. .. |

Sample label:

M athes -
wdvddress_ 1w

whddress 2w

wiitye alitates wlips

El

K | Cancel |

Zancel |
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Press the Merge button and the data will be merged with the template and a new label document will be

created.

Merge

Merge ko

fiew dociment 1

~Records ko be merged

i Frarm: I To: I

o al

Setup... |

~When merging records
¥ Don't prink blank lines when data fields are empty,
™ Print blank lines when data fields are empty.

2|

Merge

Cancel

Check Errars., .,

Query Opkions. ..

Mo query options have been set,

Once the Merge is complete, the document template will be created which can be used in subsequent
processes and the new document will be created that contains the tenant information. The process is similar for
creating a Mail Merge Letter. The new label document should look similar to the following:

[T1.1
e
OanuTami=a 43010

Fiml Fmnimml
Wt ke 3 Ml
Ol ln1d MO k4-HY

Ikl
Tn ImandaL

appLi

DrmaCd w8 TR

Dasld Lk
[ELELPSEITIEE B
Ol 8 49311

Quskd, Ovel Carpainimn
sediOmimpe
DrmaCd B8 TR

GmdyCakan
A% lnmmlmaXd,
T TR

(TR
A e
Taur dmOo kT4

Tom b
70—
Timben T w4133

Ol inmidamp ke dings

414 10mkn
DemaCd 8 4163

Fiml Ouke:
LETL LT PRy
hromaCd 8 41634

Dak ZJssDalimpinmik
1410l L
llma O ETRTR

Dmipadsmial
137 Tl Ou. diple AR
ImLan il L A4 |

Hohan Rlua's
F0.0u 1 4k7
DrmwCd 38 43793

Sakudl Oen
2% Fml Gnee Gple AR
e YmilEY R

Hal Fadmian
A% 1B v T
Lmpue b8 ATR31

Tabmldla:
ng

GlmlaOa 44440

GinslTanlmg

23144 ki B
0.0 0N
hromaCd b 41637

OraVmmmsk
41 HUpmbaDira
Taurdln 2 1L

Taknl—
FILLLTSETN
G AR

dml % Cmd Ennlnn
LI E R
hmmaCd 20 41834

&l Mg
4133k m Lakn T,
Lmpuke H8 474

Iaka ¥ kan
0.0 4%

1330ml EghlI L
[T T T

Qs nlphnnn
Gl L gl
ERET TP
Mmal nE 49833

Il kW mde Tk
ERECTTTE N
Tmpue, R ATRAY

On 1 Dmddms Earp
BELTE™
NrmaCk B8 ATR34
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Digital Images

his feature allows a digital image to be stored and displayed with each unit. It can be used to identify the

tenant or contents of the unit. The images need to be stored in the Photo Directory. The Photo

Directory is set in the Directory Location section of the Configuration option. The image files

should be saved in a JPG format. The name of the file should be the same as the Unit Number it will
be associated with. For instance, the image for unit number 1 would be 1.JPG and the image for unit number
30 would be 30.JPG. If using the Building fields you would need to add the building letter with a dash (1-
Ajpg) The method of saving the file will depend on the source of the data. For instance, most digital cameras
allow files to be stored via software distributed with the camera. Scanners also have custom software which
allow for files to be scanned and stored in different formats.

Once the images are stored, they can be displayed via the Photo button in Unit Inquiry or by double clicking
on the Photo thumbnail image in Unit Update and other windows. Clear image display requires high-
resolution display modes in Windows.

9 Tenant Photo
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Gate System Interface

nterfaces are provided for the two major manufacturers of Gate Systems for the Mini-Storage industry.
These two are the Preferred Technology PTI Falcon and the Doug West & Associates DigiGate 107.

The interface is provided via a data file that is extracted from the system and stored in a format which is
compatible with the gate system software. It is the responsibility of the gate system software written by the gate
manufacturer to actually load the information to the gate system. This data file is created for all units in the
system via the Gate option of Utilities. Fach gate system has different features so the information collected
varies. See the gate system documentation for a description of each field.

Once the appropriate Gate System is selected in the Gate System option of Configuration, the Gate button
will be activated on several screens. From these screens the gate interface can be activated.

All information should be loaded from the system to the gate periodically. For instance, after processing Late
Charges the entire system should be loaded to the gate. This will update the delinquency status of all units.
Those unit with a balance greater than that allowed will be locked out. Likewise, after posting the daily receipts,
the information should again be loaded. This will release any unit which no longer has a balance greater than
the maximum allowed.

Specific unit information can also be loaded to the gate at the time of a new Rental or Vacancy. This will load
the gate system with the access code of the new Rental or remove the access for a Vacated unit.
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PTI Falcon

ach time the Gate Interface is activated, the interface file is deleted and new one is created. Once the

Gate Interface is exited, the data should be loaded to the gate via the software provided by the gate
manufacturer.

The Falcon interface has two options. The first tab allows a Manager Code to be entered. This code will
allow access to the facility by the staff. The Maximum Balance field is the amount that the unit Balance
must be greater than in order for the unit to be locked out. A Maximum Balance of zero assumes
aMaximum Balance of one months rent. To modify the Manager Code or Maximum Balance simply

change the field values and press Update. To load ALL units, simply press the Load button on the General
Info tab.

s PTI Falcon Interface

General Info [nit Infa

Defaultz

b anagers Code 12345674
b axirmum B alance 0

Load all
Irits

Update
Code

E xit ‘
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The Unit Info tab will update or load information for an individual unit. This option can be used to load a
single unit after posting a payment, renting a new unit, or vacating an existing unit. Access Codes and other
gate system specific information can be updated for each unit.

% PTI Falcon Interface

o
General Info Unit Info

Unit |1

Arccezs Code

Tenant Hame | Load ta
L ate
Accessz Code 15151515 —FI
Bemove
fram
G ate

Zane |E_
Lockout v Balance

E xit
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