Simon Boxholder Information Form

This article was written at Simon revision 3.07.02 on July 27-28, 2005. It is possible that, in the
future, this Boxholder Builder tool will change somewhat. So, the screen captures and maybe
even the instructions may not be entirely up to date. In any event, this article will still be quite
helpful.

The Boxholder Information form is one of the most useful single forms within Simon. This area can be
used to make changes to a boxholder’s information. Most of the information for a boxholder can be
changed here. The exception is information that requires the exchange of money, or information that
will change the overall status of a boxholder. For these exceptions, there are wizard operations that you
should use. For instance, if you want to give an additional key to a boxholder, you will want to use the
wizard build for this operation, namely, the [Cut Additional Key(s) for Boxholder] wizard.

This aI'tICIC Will Ol’lly deal Wlth the E3 Boxholder Information (Current) Box Number: H-439 Rent Due: Sunday, June 25, 2006 ll
First [waldo Telephone [4B0-555-4934 | OpenDate [May 25, 2005

Boxholder Information form, however. To .,
open this form, you will click on the Last [Pepper CumentBoxRontds | P (Arcived)
second button from the left on the Simon

button bar. There are other ways to open

|

Status Open—-No Forwarding

Select area of interest... | Find Boxholder

g o t iFind Boxhaolder Sart by ; ofine
this form, but this is the most convenient.  [fiete | “a“’el bl
. Cther Names = = v
By the way, the Boxholder Information sose i — Wi1e OpentioForwandng
. . g\:)it{;friﬁh;taign Sawyer, Wanda A-116 Open--No Forwarding
form will not open if you do not have at Eox Information Bronn, Jhn #117  Open-Hio Forwarding
: : Hstory Bronm, o D4y CpariaForsardeg
least one boxholder client entered in the Busness o S T, B Sleia e
ef BUSINEss Info Pepper, Waldo--Pepper Farms. 439 Dpen--MNo Forwarding
system. You see, the Boxholder erkfeaton - — 311 Open-wih orwarding

Cther Mail Recipients

Information form is not meant as a way to |tk Foms
add boxholders to the Simon system. Only
as a way to edit existing information. Thus,
there is no reason to open this form if you
do not have at least one boxholder to edit.

If you have a client in the Simon system, open the Boxholder Information form.

At the top of the Boxholder Information you will see the name of the boxholder, telephone number,
date opened and the status of the box. You can edit all of these items except the status of the box.
Changing the status of the box may require additional fees, so you cannot change this here. Also, at the
top are several buttons. The two buttons (at the top) to the farthest left allow you to view current box
rentals and closed (archived) box rentals. If you do not have any archived records, this button will not
be available.

The trash can button can be used to delete a boxholders record. We recommend that you only delete
records when necessary. Closing a box can be done using the close wizard tool and should be done this
way, rather than through deletion. This way, a closed boxholder’s record will still exist in the archive
area and will never be deleted.
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If you click the calendar button a calendar will appear. This calendar can be used to change the date a
box was opened. This will not change the history listings for the boxholder, only the date listed directly

above the button.

The yellow question mark button can be

B3 Boxholder Information {Current) Box Number: H-439 Rent Due: Sunday, June 25, 200

. . First v ald Telephaone IW Open Date Way 25, 2005

clicked to bring up help for the usage of = === i Fen et ey

thlS form Last [Pepper | Current Box Rentals C"’;‘zﬂ%ﬁg}fd) |
Status Open--No Forwarding

The [Select area of interest...] list is used S ssaskinterest. | Home address

. . . Find Boxhalder reet Address [
to navigate through the information for a e e
boxholder and to Open the area to find ?;'Szgé\lames Postal Cade [85282 _ Tty [Tempe State a2 |
. X r Country [Union Islan rs

boxholders, and print forms for Do Unked ey vt |
Front Door Access

boxholders such as the 1583, box labels, [y | ——

etg. We will use thlS.hSt in a few %thdttfitdlf e

minutes to look at client data for a Oher i Rsciients Fax Hurber [f80-555-4525
Printable Forms E Mail |waldopepper@pepperfarms. com

specific client.

Note

To the right of the list is the area that
will change depending on which item in
the list is selected. In the case as shown
in the screen capture above, you see the [Find Boxholder] area. All of your boxholders will be listed
here. If you click on a client listing here, their record will appear. You can change the way the list is
sorted by either clicking the [Customer Name] button or the [Box Number] button. If you list is
extremely long, you can also refine the list to only show what appears in the [Refine] box. Simply enter
something in the [Refine] box and then hit the Tab key on your keyboard to active the refinement. The
list will then only show records that contain the [Refine] box phrase.

B3 Boxholder Information {Current) Box Mumber: H-439 Rent Due: Sunday, June 25, 200

Choose a boxholder from the list so we

. . . First Id Telephaone - = Open Date .
can go view the information for that e prore fio0-555-4934 PenDot= ey 25, 2005
bOXhOlder' Last |Pepper | Current Box Rentals Clo;zi g’g;g\f:d) |

Status Open--No Forwarding

Select area of interest, ..

Find Boxhalder
Home Address

Now, click on the [Home Address]
listing in the [Select area of interest...]
list.

Addressing

Use the boxholder's address and name when invaoicing. [ IF both are checked the business address will
be used with the boxholder name above the

Use the boxholder's business address when invoicing, [ Company name

Other Mames
Spouse

Restricted Mai

B Information
Fronk Door Access
History

Eusiness Info
Other Business Info
Identification
Credit Card Info
Other Mail Recipients
Printable Forms

Addressing to Client {Non-Mailbox)

How address will appear on invoicing and other
correspondence to boxholder &t their home or
business address:

Addressing to Client {Mailbox)

How address will appear on invoicing and other
correspondence to boxholder at their mailboz:
address here:

‘Waldo Pepper

Pepper Farms

1701 W 10th St Ste 13 PME H-439
Ternpe AZ 85281

The area to the right of the list should
now show the home address, home
communications and note boxes. All of
this information can be edited. Most of
this information is necessary if you plan
to create a 1583 form for this client.

Wwaldo Pepper

Pepper Farms

5485 Western Avenue
Tempe, A7 85282 USA

The note field at the bottom of this area
can be used to make remarks about this client. This information is not used on the 1583 form.

Now, click on the [Addressing] listing in the [Select area of interest...] list.
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The area to the right of the list should change to what appears in the screen capture.

On occasion you will need to contact a client by mail, or create mailing labels for a client. If you will be
sending mail to a client, or creating mailing labels for a client, you will want to make sure the stuff in
this area is entered correctly.

Add a check in the first check box to show the boxholder’s name with the home address when
addressing to a client.

If you Check the Second Check bOX’ yOu B3 Boxholder Information {Current) Box Number: H-439 Rent Due: Sunday, June 25, 200 x|
will be adding the boxholder’s company M-::t p Tokphene [480-555-4934 Open Do |May 25, 2005
. iddle
name and changing the address to the Last Papper | R e = |
business address. Status Open--No Forwarding
Select area of inkerest. . | gbher Names

The tWO bOXCS bGIOW the Addressing :igri:iﬁhd?tj:; Other names boxholder, spouse, children .of the baxhalder, or company Use ko receive mail?

. R Addressing Do niok add a company name to the same line as a person (keep them as separate records)
area shows how addressing will look to  eEm=:= Select e from List
the boxholder’s given address, and the — [fe=azdnl ol Pepper, BHAK o -
address as shown using your box oy Last [Fepper Vi

. Eusiness Info Description [EH AKA
addI'CSSIHg. %t::trifift‘igiss Info ¥ Retricted mail accepted
Credit Card Info el i e
. . . Ot.harbl‘;ﬂail Recipients e _—
Now, click on the [Other Names] listing [*" =
in the [Select area of interest...] list. el e . £
Other names as shown Wally Pepper, BH AKA
. . on postal 1583

The area to the right of the list should

change to what appears in the screen
capture.

If you are familiar with the Domestic Mail Manual’s (DMM) requirements for doing a mailbox rental
business, you will know that you are allowed to add a boxholder’s spouse and children to a boxholder’s
1583 form. This area allows you to add the children’s names to the boxholder’s box. There are no
limitations to the number of other names you can add here. You can also use this area to add aliases that
a boxholder might be receiving mail under. You can also use this area to add aliases that the
boxholder’s spouse might be receiving mail under.

Add the other name, a description of the person (i.e., BH AKA, Spouse AKA, minor child).

You can add other company names here as well.

You can also note by checking in the restricted mail check box that restricted mail can be received
under this name.

If you want to add names to the list, you should first click on the pencil button. If you want to delete a
listing, make sure the listing is selected in the list and then click on the trash can button.

Now, click on the [Spouse] listing in the [Select area of interest...] list.
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The area to the right of the list should change to what appears in the screen capture.

If the spouse of the boxholder will be
receiving mail in this box, you will want
to list the spouse here. Enter the spouse’s
name in it entirety (do not leave the last
name off just because you think it is
unnecessary because the spouse is
married to the boxholder. If you do this, it
will be impossible for Simon to help you
find this person when trying to figure
which box a person’s mail should be
distributed to.

Y ou should add identification information
for the spouse in adherence to the

iSpoLise

E3 Boxholder Information {(Current) Box Number: H-439 Rent Due: Sunday, June 25, 200

First [waldo

Telephone |4au—555—4934 Gpen Date [May 25, 2005

Middle

Last |Pepper

Status Dpen--No Forwarding

Select area of interest...

Find Baxholder
Home Address
Addressing
Other Mames

Restricted Mai

B Information
Front Door Access
History

Business Info

Other Business Info
Identification

Credit Card Info
Other Mail Recipients
Printable Forms

Closed {archived)
Eox Rentals

| Current Box Rentals

Spouse’s Name

First [T

Middle I Lask IPapper (Please enter complete name. )

Spouse Identification #1
Identification # I960568435

Expiration Date IWednesday, December 19, 2007

=]

Description |Dr\ver's License

Spouse Identification #2
Identification # |34563456

Expiration Date I

Drescripkion IArmed Forces

El

Domestic Mail Manual.

You should add an expiration date for any identification that has such a date. You can use the calendar
to choose this date or, of course, you can just type in the date.

Now, click on the [Restricted Mail] listing
in the [Select area of interest...] list.

The area to the right of the list should
change to what appears in the screen
capture.

Simon needs to know if the boxholder,
spouse or other names used will be able to
receive restricted mail. In accordance to
the DMM, the post office is not suppose to
delivery restricted mail to your store for a
client if they do not agree to receive such
mail. The truth is that most post offices do

B3 Boxholder Information {Current) Box Number: H-439 Rent Due: Sunday, June 25, 200

x|

First [Waldo Telephone [480-555-4934 Open Date [May 25, 2005
Middle
| i =y
Last |Pepper Current Box Rentals Clo;ii gtl:m':d) | ® |

Status Open--No Forwarding

Select area of interest...

Boxholder Restricted Mail

Find Boxholder
Home Address
Addressing
Other Mames
Spouss

| Restricted Mail
Bo:: Information
Front Door Access
Hiskary

Business Info

Other Business Info
Identification

Credit Card Info
Other Mail Recipients
Printable Farmns

¥ il this bosholder accept restricked mail at vour business under the boxholder's name?

Spouse Restricted Mail

[+ will the boxholder's spouse accept restricted mail under this name?

Other Names Used Restricted Mail

Select Mamne from List
Wally Pepper, BH AKA

Wally Pepper, BH AKA

V¥ Wil restricted mail be allawed under this
name?

Form 1583, Box 5 Entry

5. This authatization is extended ta include restricted delivery mail for the undersigned{s)

Waldo Pepper, Boxholder; Jil Pepper, Spouse; Wally Pepper, BH AKA

not adhere to this. But, if you were to have a ‘by the book’ postmaster, you may run into problems if

you do not set this up correctly.

If you use the Boxholder Wizard to help you set information into the system, the wizard will help you
pose questions to the boxholder who will probably be standing right in front of you.

Checks in the check boxes will tell Simon to allow restricted mail. When printing the 1583, note will be
made for those who agree to receive restricted mail.

Now, click on the [Box Information] listing in the [Select area of interest...] list.
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The area to the right of the list should change to what appears in the screen capture.

This area shows the box status, box
number and size, access information,
usage type and notices information. Most
if this information cannot be changed.
You can, however, change the usage type
and the type of notice given to this client.

B3 Boxholder Information {(Current) Box Number: H-439 Rent Due: Sunday, June 25, 200

First iwaldo

Middle

Telephore [480-555-4934 Open Dt [May 25, 2005

Last |Pepper

Status Open--No Forwarding

Select area of inkerest...

Find Boxholder
Home Address

| Current Box Rentals

Clased {Archived)
Box Rentals

|

Box Status  gpen--No Forwarding

Box Mumber Information

Addressing Usage Type

Cihier Hlames Mumber H-439 [M—;[

gzgt:rsiceted Mail Sl & Mailbox Rental Fees =
TO Change the bOX Status you Can use the iBoex Information Duration Fee

. . . Front Doar & Mailbox Access hs (2 fres), .
close operations to do so. For instance, if [ "= rere e =
Business Info & Manths. $111.00

you want to change the status to
[Open—with Forwarding] you can change
this status with the close operations.
Other box status are closings and can be
done there also.

You can change the box number by

Other Busingss Info
Identification

Credit Card Info
Other Mail Recipients
Printable Forms

Combination: Right 3
Left 15
Right 18

Rent Due and Past Due Notices

Check this box if boxhaolder will require past due and rent due letters sent through v

the mail, rather than mailbox-insertable slips.

transferring a boxholder to a different box. There is a wizard where you can do this. You can add or
subtract keys using the appropriate wizards for this.

You can change the usage type by dropping down the usage type list and choosing a different usage

type. The fees shown below the aqua area should change to different rates.

You can check or uncheck the rent due
and past due notices check box to tell
Simon that when rents are due, or past

. . . I
due, to give notice by slip, or by letter sius apen—no Forwarding S
(and a Sllp) . Select area of interest... | Front Door Access

Find Boxhalder This boxholder uses this service? W # of KeysfCards 2

Now, click on the [Front Door Access]
listing in the [Select area of interest...]
list.

The area to the right of the list should
change to what appears in the screen

capture.

This area shows the front door access

E3 Boxholder Information (Current) Box Number: H-439 Rent Due: Sunday, June 25, 200

First (waldo

Telephone |43l]—555—4934 Open Date IMav 25, 2005

Middle

Last |Pepper

Closed {Archived)

A
Currerkt Box Rentals m

Home Address
Addressing
Other Names
Spouse
Restricted Mail

B Information
iFront Door Access
Histary

Business Info
Other Business Info
Identification

Credit Card Info
Other Mail Recipients
Printable Forms

situation you have set up for this client,

if indeed you do front door access at your business.

You cannot change this information here. There is a wizard that you can use to change this information.

Now, click on the [History] listing in the [Select area of interest...] list.
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The area to the right of the list should change to what appears in the screen capture.

History is something that Simon does
very well indeed. Every aspect of
mailbox rental will appear in history.

If you give additional keys to a
boxholder, entries will be made to
history.

If you transfer a boxholder to a different
box, entries will be made to history.

When a client makes payment of rents,
entries will be made to history.

A list of all history for a boxholder will
appear in the [Select history listing...]

E3 Boxholder Information {Current) Box Number: H-439 Rent Due: Sunday, June 25, 200

First waldo

Middle

Telephone |4au—555—4934 Open Date [May 25, 2005

Last

Pepper

Status Open--Mo Forwarding

Select area of interest...

Find Boxhalder
Home Address
Addressing

Cther Mames
Spouse
Restricted Mail
B Information
Fronk Door ACCess

Ei

Other Businegss Info
Identification

Credit Card Info
Other Mail Recipients
Printable Forms

| Current Box Rentals

Closed {archived)

Biox Rentals

|

History

History Description IM,-"R: AZ Sales Tax

Select history listing...

5/25(2005
5/25(2005
5/25(2005
5/25(2005
5252005
5{25(2005
6/25(2006

MIR: AZ Sales Tax
FUMDS: FDA setup fee,
FUNDS: 24-hour access fes,

FIUNDS: Mailbox Rental Setup Fee,
OPEN: Initial key deposit (FDA).

QPEM: 13 months,
DUE: Mailbax rent,

Z

&l |

BELCN W ednesday

Funds
This Item Totals
Mailboz: Rental
Fees 424,47 $308,97

Leposits +0.00 $49.00
IMail Farwarding

Fupds 40,00 $0.00

osts 0,00 40,00

Status

list. To look at a specific history item, click the listing in this list. The history will appear above and to
the right. You can add and delete history by clicking the pencil and trash can buttons respectively.

There is more history information available, but most of the time you will not need to see it. If,
however, you do need to see a more complete listing for a specific history listing, you can select the

specific history item and then click on the [...] button.

Now, click on the [Business Info]
listing in the [Select area of interest...]
list.

The area to the right of the list should
change to what appears in the screen
capture.

If this boxholder is conducting business
with the public, you should check the
Yes check box.

You should also fill out the information
for the business directly below. Most of
this information is entered on the
client’s 1583 form.

Now, click on the [Other Business Info] listing in the [Select area of interest...] list.

The area to the right of the list should change to what appears in the screen capture.

Simon Boxholder Information Form

B3 Boxholder Information {Current) Box Number: H-439 Rent Due: Sunday, June 25, 200

First \Waldo

Middle

Telephone |43|J—555—4934

Open Date |May 25, 2005

Last |Pepper

Status Open--No Forwarding

Select area of interest...

Find Boxhalder
Home Address
Addressing

Other Mames
Spaouse

Restricted Mail
Box Information
Front Doaor Access
Hiskary:
:Business Info
Other Business Info
Identification

Credit Card Info
Other Mail Recipients
Printable Forms

| Current Box Rentals

Closed [archived)
Box Rertals

|

Is this boxholder doing business with the public?

Business Address

Company Name
Street Address
Postal Code

Country

Fepper Farms

5485 Western Avenue

65282

City |Tempe

State [42

El

Uganda

Ukraine

Urion Island

United Arab Emirates
United Kingdom
Uruguay

_

Ad|

Business Communications

Telephone

Fa Murnber

Ernail

450-555-4934

450-555-4935

waldopepper@peppetfarms. com
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If this boxholder is conducting business
with the public, you should also enter
the information on this page. This
information is also entered on the
client’s 1583 form.

Now, click on the [Identification] listing
in the [Select area of interest...] list.

The area to the right of the list should
change to what appears in the screen
capture.

The Domestic Mail Manual requires
that you keep identification information
for the boxholders who will be

First Waldo

Telephone [480-555-4934 Open Date [May 25, 2005

Middle

Last |Pepper

Status Dpen--Mo Forwarding

Select area of interest, .,

Find Boxholder
Home Address
Addressing

Other Mames
Spouse

Restricked Mail

Box Information
Front Door Access
Hiskary

Business Irfo
:Other Business Info
Identification
Credit Card Info
Other Mail Recipients
Printable Farms

| Closed (Archived =
Current Box Rentals D;zx%;t;\l":) |

Kind of Business

For instance, 'Glassware Manufacturing' Farming

Firm Members

Mames of the firm members, i.e, 'Bob waldo and Jill Pepper

Jones, Fred Smith, Jim Adams'

Corporate Officers

Mames of the corporate officers, i.e, 'Bob
Jones, Fred Smith, Jim Adams'

Registered Corporation

Date when the corporation was registered,
county and state where registered

receiving mail at your business. One of the pieces of ID must be picture ID. And, you should also keep

photocopies of the ID at your business.

As you can see, there is room in this
area for two pieces of identification.
Enter the ID number, the expiration

date, and the ID description for each
piece of ID you take.

You can click on the calendar button to
bring up a calendar where you can
choose the expiration date from a
calendar. The description field has a
drop down list that you can use to
choose the appropriate ID. This list is
generated from a list in the preferences
area that you can change if you want to
remove or add different identification

E3 Boxholder Information {Current) Box Number: H-439 Rent Due: Sunday, June 25, 200

First iwWaldo

Telephone [480-555-4934 Open Date [May 25, 2005

Middle

Last [Pepper

Status Open--Mo Forwarding

Select area of interest...

Closed {archived)
Box Rentals

| Current Box Rentals

|

Boxholder Identification #1

Find Boxholder
Home Address
Addressing

Other Mames
Spouse

Restricted Mail

B Information
Front Door Access
History

Business Info
Cther Business Info
:Identification
Credit Card Info
Other Mail Recipients
Printable Farms

Identification # FM

Expiration Date |Thursday, August 24, 2006

Description |Dr|ver's License -1

Boxholder Identification #2
Identification # |54325235

Expiration Dake |

Description |E0rp0rate [} ;I

types that you want to accept at your

business. Please be aware of what types of identification the post office will accept before you add to

this list. The post office does not accept certain types of ID.

Now, click on the [Credit Card Info] listing in the [Select area of interest...] list.

The area to the right of the list should change to what appears in the screen capture.

This credit card information area is available if, for some reason, you need to keep a credit card number
available for mailbox rental. You should enter the credit card type, credit card number and expiration
date in this area. If this credit card will be used to pay future mailbox rent, you should check the check
box here and enter the number of months that this client has authorized box rental when future rents are

Simon Boxholder Information Form
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due. And, if this client has given you any stipulations for use of this credit card, you should outline
these stipulations in the Credit Card Usage Note box.

x
Now, click on the [Other Mail Fist [Waldo Telephane [480-555-4934 Open Detz [May 25, 2005
Recipients] listing in the [Select area of ™ Ii
. t t 1 t Last |Pepper Current Box Rentals clogzi ﬁ;ﬁm’:d) |
mteres ...] 1St. Status Open—-Mo Forwarding
. . Select areaof interest... | credit Card Information
The area to the right of the list should Fird Bk e =
: AT Credit Card Mumber
Change to What appears m the screen g’ther NBI'EES Credit Card Expiration Date excample: 1107
capture. Restrted Mai : :
Eoy Information Credit Card Used to Pay Mailbox Rent
:fﬂtnt Door ACcess r Sheck this box if we have permission ko automatically charge their credit card when box rents become
. . [ .Df}" e,
The DOIl’leStIC Mall Mal’lual (DMM) guti;:;i;::ss Info Haows many manths will you be charging For when rent comes due in the future? I—
states that the boxholder’s spouse and e Creit Card Usage ot
. . Cther Mail Recipient:
children can be listed on the boxholder’s [emieroms
1583 form. Simon give ample room for
this under ‘Spouse’ and ‘Other Names.’

If, however, you have mail recipients for

a box that are not members of the boxholder’s immediate family, i.e., friends, business associates,
family not a part of his or her immediate family, you should enter these people here. These people will
require separate 1583 forms submitted to the postal service. If you add these people here, Simon will be
able to generate the appropriate 1583s for these individuals.

As you can see in the screen capture, there is one other mail recipient in the sample mailbox. If you
click on ‘Harry Dennison’, a form will appear showing his specific rental record. This record is
subordinate to the actual boxholder’s record and, because Simon is so beautifully crafted, there is no
limit to the number of other mail

recipients you can haVe in this B3 Boxholder Information {Current) Box Number: H-439 Rent Due: Sunday, June 25, 20 1'
) First Waldo Telephane |43l]—555—4934 Cpen Date |May 25, 2005
boxholder’s box. s
. Last |Pepper | Currert Box Rentals Clogzti gtﬁp;}’:d) |
You can also add new ‘other mail Status Open-—-No Forwarding
recipients’ from the Boxholder Select are30f nrsst... | Other Mall Recpients
Information area. el Harpy Denneon e T s
Addressing children can be listed on the
Other Mames boxholder's 1583 Form, Simon gives
. . Spouse ample room For this under "Spouse” and
If you click on the pencil button, a new  [fesrizedumai "Othr Names" O the ather hand
2 Box Information ot:er nﬁﬂ recipiz_en_ts are lthots; peoplz_ef_
(4 9 s ronl oor ACCess Who will be recerving maill In Chis speciric
blank’ record will appear where you o oo & TSR3 £ AR B
¢ . .. . Business Info quholder's _immediate Family, i.e.,
can add the new ‘other mail recipients Other Business Info f friends, business partners, non-
: : e e .
lnformathIl. Credit Card Info Eubraitted to ?he posfal service. I you
Other Mail Recipients add 'em here, Simon will be able to
Printable Forms generate the appropriate 1583s for
‘em.
Now, click on the [Printable Forms]
listing in the [Select area of interest...] —

list.
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There are a lot of forms that you can print relative to your boxholders. In this area a few of the more
important forms are listed and are printable right from here.

Form 1583. If you edit boxholder information using this Boxholder Information form, you can create a
new 1583 for this client by clicking on the first button in this area. This Form 1583 will incorporate any
new information you have added before printing this form.

Address Labels. You can create address labels for your clients here also. This address label is printed
on a 1 inch by 2.6 inch Avery-type address label form. They are nice for return addresses. There is also
a marketing note that you can put in the boxholder box, along with the nice address label sheet that
might help generate some additional revenue for future address label sheets the client might request.

Mailbox Label. This is a label you can attach to the back of the mailbox to help whomever is sorting
and distributing mail find the correct box for distribution. There are instructions on the mailbox label
form on how to attach it to the box.

B3 Boxholder Information (Current) Box Number: 3-511  Rent Due: Sunday, June 25, 2006 1[
Rental Agreement. You can produce a M:;Tt £ elshens SETEEEELE Open Date [Viay 25, 2005
adie
rental agreement for boxholders. This Last Fragior | ot oty CRBEdB |
0x Rentals
rental agreement uses phrases that you Status Open--With Forwarding
can modify using the Mailbox Rental Select area of itsrest..  MailFormarding Addressing
. ind dhald - !
Agreement Phrase Editor that can be e s e o s e hidde | Lot lar
. . Addressing
found by Cllelng on the Eorms & Reports ;);her Marnes Strest Address 4454 SW 155th Street |
. i Pastal Cade [35201 city [Mesa State [z |
menu, Mailbox Rental Agreement, Phrase | e counry [02R ! ;ll
Ed- Front Door Access
ltor' gfstiongs Infa Mail Forwarding Communications
Other Business Info Telephone |480-555-4304 Facsimilz I
Identification Email

Credit Card Authorization. This is a form |G wiirecsierss
i Mail Forwarding

that you should have clients sign if they — [uecsiromerdna

Addressing How address will appear

" How will this client's address Zane Taylor
. . . Mail Forwarding Detal appear when daing invoices and 4484 SW 155th Street
are authorizing the use of a credit card to  [Printabieroms other documents. Mesa, Az 65201
V' Use Name

pay for future mailbox rental payments by
credit card.

I use Company Mame

There are three additional areas that we have not ye discussed. These three areas will only appear if the
boxholder is set up to use your mail forwarding services (status is set to ‘Open—with Forwarding”).

If you have a mail forwarding client, you can click on ‘Find Boxholder’, and click on this mail
forwarding client. Now, you will see these three areas appear in the list.

Now, click on the [Mail Forwarding] listing in the [Select area of interest...] list.

The area to the right of the list should change to what appears in the screen capture.
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The Mail Forwarding Address listed
here will be the address where you will
be sending/forwarding this client’s mail.

B3 Boxrholder Information {Current) Box Number: 1-511 Rent Due: Sunday, June 25, 2006 ﬂ

First [Zane
Middle

Telephane |4su—555—4304

| Current Box Rentals

Open Date IMay 25, 2005

|

Closed {archived)

Last [Taylor Box Rentals

Status Open—-With Forwarding

Will also want to add communications
information here as well. This is handy
if you need to contact this client at the
address where the mail is to be sent. As
you are aware, mail forwarding is often
done when a client is out of the area and
not at their local address. You will need
to be able to communicate with this

Select area of inkerest, .,

Find Boxhaolder
Home Address
Addressing

Other Mames
Spouse

Restricted Mail

Bax Infarmation
Fronk Door Access
Hiskary

Business Info
Other Business Info
Identification
Credit Card Info
Other Mail Recipients

Mail Forwarding Service Started

|Wednesday, May 25, 2005

Mail Forwarding Frequency

| - - o I |

Credit Card Funding

Card Type - I ™ Check here i you have permission to do each mail

Mumber

Exipration

example: 1107

farwarding event by credit card.

Farwarding

IMail Forwarding Orders
iMare Mail Forwarding
Mail Forwarding Detail
Printable Farms

client occasionally.

Trust Funding
Initial Deposit I $40.00

$40.00
$10.00

Typical Deposit

Available Funds I $21.33

You can set whether to use a company
name, or client name, or both when
addressing the mail forwarding package.

Mirirnurn Balance

The address as it will appear on the mail forwarding package label will appear in the bottom, right
corner of this area.

Now, click on the [More Mail Forwarding] listing in the [Select area of interest...] list.
The area to the right of the list should change to what appears in the screen capture.

This area shows the date when mail forwarding services were started. This date can be modified by
clicking on the calendar button to reset the date.

Reminders for mail forwarding are generated based on the mail forwarding frequency you set in the
Mail Forwarding Frequency box. Simply put, when you do a mail forwarding event for this client,
Simon will look at the frequency and then set the next date for mail forwarding to a date at the
appropriate interval in the future. The exception is when you set the frequency to ‘will call’ or ‘when
necessary’, in which case Simon sets a date in the future beyond the norm just because Simon figures
that you will need notice in the event this client is ignored for an extended period of time.

If mail forwarding will be accomplished with payment done by credit card, you should let Simon know
this. You can check the appropriate check box, enter the credit card information, and any forwarding
orders (i.e., no bulk mail). Simon will then not keep track of mail forwarding funds in lieu of the credit
card information you provide.

If, on the other hand, you are being sent funds for mail forwarding, you should make arrangements with
the client for funding in the area at the bottom of this area. Simon will keep track of what has been
spent and when deposits are made to mail forwarding funding.
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Now, click on the [Mail Forwarding
Detail] listing in the [Select area of
interest...] list.

The area to the right of the list should
change to what appears in the screen
capture.

Simon keeps track of your mail
forwarding event transactions. This area
shows all of the supplies, services and
fees associated with each mail
forwarding event.

You can click on an item in the list to

B3 Borholder Information {Current) Box Number:J-511 Rent Due: Sunday, June 25, 2006

First [Zane Telephane |43|]-555-43|:|4 Open Date IMaV 25, 2005
Middle
i ¥
Last [Tayvlor Closed {archived) f=
hd Current Box Rentals Box Rentals ‘H
Status: Open--With Forwarding
Select area of interest... | mail Forwarding History
Find Boxholder . — = prST——
Home dddress Description IFUNDS. Initial Deposit _I =R ednesday
Addressing
Other Names Select Farwarding histary to view. ..
Spause
Restricked Mail 5j25{2005 MIF: AZ Sales Tax .
Box Information 5(25/2005  SERVICES: E-Mal Funds :
Front Door Access 5[{25;2005 SUPPLIES: Box . This Item Totals
Histor 5(25/2005  SHIPPING: UPS Graoun :
Busineyss Info 5{z5/2005  SERVICES: Forwarding Service Charge el Farvard Charge
onerusessinto 2o o0 SHPPING Lgps Fra [ mm) sew
Identification : irst Class
Credit Card Info 6{17/2005  SERVICES: Forwarding Service Charge Mail Foryard Funds
Other Mail Recipients I $40.00 $40.00
IMail Forwarding
ol lialing Available Funds $21.33

iMail Forwarding Detail
Printable Forms

4

|

see exactly how this item effects the funding.

You can add new listings here and delete listings as well.

When mail forwarding events are done, a listing for the mail forwarding event is added to the regular
box history as well. The difference is that this listing is itemized, the ‘History’ listing is cumulative.

There is a lot of information that Simon gathers for you. Actually, you have to type most of it in, but

Simon does help a bit.

The Boxholder Information form is primarily used when you have added a new client using the

Boxholder Builder, or the Boxholder Wizard, and then, maybe later on, you need to make changes to a
client’s information. The Boxholder Information form is also a great place to review a client’s
information, or just to get, say, a phone number so you can call them. In any event, it would be a good
idea to familiarize yourself with this form.
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