Simon-Mailbox Rental & Mail Forwarding
Management System, Version 2
Upgrade Notes

Finally, Simon V2 has arrived! It has taken a good deal of time getting all of the
features and enhancements written into the Simon system (a lot longer than I had in-
itially anticipated). I will outline below what we have done and give some informa-
tion on how to get upgraded.

Warning: Do NOT attempt to upgrade without first reading this document.

Simon Version 2 Upgrade Requirements

You must have Simon installed on the machine that you want upgraded to Version 2 and
the version of Simon presently running on this computer must be at revision 1.57,
and running properly. If you need to find out what revision you are presently run-
ning, go into Simon and click on the Help menu and then choose About This Software.
The revision number will be listed there along with the serial number of your soft-
ware.

A window will appear that will tell you that you are at revision number 1l.xx (the
“xx” represents two numbers such as “53", “48", etc.). If you are at 1.57, or
1.57.00, you have met the requirement of being at revision 1.57. If the revision
number is something other than 1.57, or a derivation thereof, as shown in the last
sentence, you are at an older version than the last revision offered with version 1,
and thus will need to get Simon up to date before upgrading to Version 2. If you are
not at revision 1.57, follow the upgrading and unzipping instructions directly
below. Any digits that appear in the revision number outside of the first three
numerical digits are unimportant. For instance, if your software says you are
1.57.00 or 1.57.0, this is 1.57. You are ready to upgrade.

Before upgrading, you will also need to make sure that you have default mailbox
rental pricing set up in the Preferences area. Go into Simon, click on the Prefer-
ences menu and choose General Preferences. Click on the Mailbox Pricing tab control
and check to see if you have default rates set up there for all of the durations
that you use at your store.

If you are indeed up to date with revision 1.57 and you have mailbox rental pricing
as mentioned in the above paragraph, you are ready to upgrade to Version 2.

I am at a version prior to 1.56. What should I do?

If you are at a revision prior to 1.56, you will need to upgrade to 1.56 first. This
is how it is done.

1. Close Simon, if the program is open.

2. Insert the new Version 2 upgrade CD into your CD reader on the computer where
Simon is located. The Windows® autorun feature will automatically start the
process by opening the B&L Associates Suite menu. If autorun does not start,
you will need to navigate to the CD using Window Explorer and double click on
the autorun.exe file.

3. Click on the “Patches Folder” item on the menu. A dialog box will appear
showing you the patches folder on the CD.

4. Scroll through the list of files to find a file called “sl_56b.exe” or
“sl_56b”. Once you find this file, double click on it.

5. A small dialog box will appear. Choose to Unzip. The 1.56 upgrade files will

automatically be inserted into the “c:\simon” folder. If you have Simon
installed somewhere other than the “c:\simon” folder, you should change the
location where these files will be installed. Normally, you will not have to
change anything, just hit Unzip.
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Close the WinZip® dialog boxes. You are now upgraded to 1.56.

7. Leave the B&L Associates Suite menu open for the time being.

8. Open your Simon program and answer the questions that appear there. Check to
make sure that Simon Version 1.56 is working as it should.

9. Close Simon once you are satisfied that everything is in working order.

I am at version 1.56. What should I do?

If you are at revision 1.56, you will need to upgrade to 1.57 before upgrading to
Version 2. This is how it is done.

=

Close Simon, if the program is open.

2. Insert the new Version 2 upgrade CD into your CD reader on the computer where
Simon is located. The Windows® autorun feature will automatically start the
process by opening the B&L Associates Suite menu. If autorun does not start,
you will need to navigate to the CD using Window Explorer and double click on
the autorun.exe file.

3. Click on the “Patches Folder” item on the menu. A dialog box will appear
showing you the patches folder on the CD.

4. Scroll through the list of files to find a file called "“sl_57.exe” or “sl_57".
Once you find this file, double click on it.

5. A small dialog box will appear. Choose to Unzip. The 1.57 upgrade files will

automatically be inserted into the “c:\simon” folder. If you have Simon
installed somewhere other than the “c:\simon” folder, you should change the
location where these files will be installed. Normally, you will not have to
change anything, just hit Unzip.

6. Close the WinZip® dialog boxes. You are now upgraded to 1.57.

7. Leave the B&L Associates Suite menu open for the time being.

8. Open your Simon program and check to make sure that Simon version 1.57 is
working as it should.

9. Close Simon once you are satisfied that everything is in working order.

I am at version 1.57. What should I do?

If you are at revision 1.57, and everything is in working order, you are ready to
upgrade to Simon Version 2.

Upgrading to Simon Version 2
We have supplied you with a CD which has the Simon Upgrade on it.
Close Simon and any other program you have running on your computer.

Insert the CD. The Windows® autorun feature will automatically start the process by
opening the B&L Associates Suite menu so you can select the Simon Upgrade from the
menu. If autorun does not start, you will need to navigate to the CD using Window
Explorer and double click on the autorun.exe file.

Click on “Simon-Mailbox Rental & Mail Forwarding Program, Version 2 Upgrade.” The
install process will begin. Just follow the steps until it is complete. If you have
installed Simon into a folder other than the “c:\simon” folder as suggested, you
should tell the installer where your Simon program is located. This would be where
Simon is running from, not necessarily where your data is located. You, more than
likely, have installed Simon initially to the “c:\simon” folder, the data may be on
your network.

A screen should appear when it is through telling you that the install process was
successful and may suggest that you restart Windows. If this is the case, just go
ahead and let the installer program restart Windows for you. Close the B&L
Associates Suite menu window.
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Opening Simon Version 2 For the First Time

When you open Simon Version 2 for the first time after upgrading, your data will be
altered somewhat. Some new fields are added and a few new data areas are created.
The reason for this is that in order to make certain new features work properly, we
needed to keep more information about certain things, like the history kept for each
client. We also had to create new tables to keep track of the other names that box-
holders and other mail recipients might use when receiving mail. These adjustments
will happen without a whole lot of work from you.

Be this as it may, certain areas & Spouse Name Editor
will need your input to get
things up to date. Hopefully, Spouse ]
hi 11 Kk 1 Spouse hame First Mame  Middle Mame Last Mame
this wi not take you too ong Boxholder: Paul Alexander Delores Alexander IDeIores || I
to accomplish. Boix Mumber: F-1001,
Boxholder: Peter Fleming Penry Fleming I I I
: Biox Mumber: F-1011,
Spouse Name Editor oo TEATRE
Boxholder: Karen Marshall wendell Marshall I I I
. Box Mumber: D-406,
In Version 1, the spouse name was - -
. . , Boxholder: Charles Smith Evelyn Smith I I I
kept in one field. Silly me for Boe Murnber: F-1023,
ertll’lg it this wayf Ver51gn 2 Boxholder: Peter Smithers Grace Smithers IGrace I ISmithers
needed the name split out into Bo Number: F-1004,
first name, middle name and last
name fields. This was done so
that Simon can produce a better To make your listings of the spouse’s name easier to find in listz that you might create. we have changed
. P the vaay the name iz placed in the bosholder record. Use the Spouze Mame item above az a guide in i
reportl: of who mlght be JI’_‘ecelVlng typing it the first name, middle name and last narme of the spouse in the three boses ta the right. |
majl_l in ‘? box. Tl‘he way 1t was Figure 1. The Spouse Name Editor is used to transfer the sin-
written in Version 1 would not gle fielded spouse name to the three available fields. You
allow proper sorting of mail will have to do this manually since no program could accurate-

recipients. When you open Simon ly do this without introducing errors.

for the first time after upgrad-

ing, you will be presented with a few windows where you can make these types of
adjustments. One of the windows is called the Spouse Name Editor. You can scroll
down through the list of spouses and retype the name in the fields on the right side
of the form. See, Figure 1. By the way, those boxholders without spouses will not be
included on this form. This should save you some time in getting this process done.
By the way, this process will only have to be done this one time as Simon Version 2
will from now on use the three fields to keep spouse names.

If for some reason you do not have time to work through all of the name adjustments
that are required for Version 2, you can close these windows and reopen them later
when you have more time. All of these name adjustment tools can be found by clicking
on the Tools menu and looking under Temporary Tools.

Other Name Editors

The Spouse Name Editor is pretty straight forward. The two other name editors (one
for other names that might be used by the boxholder and his or her immediate family,
and the other for names that might be used by the “occupant”). Occupant is synony-
mous with other mail recipients (someone not a member of the boxholders immediate
family but may receive mail in the box, thus requiring a separate 1583).

Just like the spouse name, the other names field was just one field. The difference
is that a spouse has but one name, whereas the other names field may contain many
names. In fact a spouse would be listed in the spouse field, but there is nothing
that says that the spouse cannot be listed in the other names area too, as well as
children that might receive mail and other names that they might go by, i.e., a
spouse may be named Peggy Marston, but may be listed in the other names field as
Margaret Marston since she gets mail under that name as well.

The point is, the Spouse Name Editor deals with one name, where the Other Names
Editors may consist of many names within the one field.
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As shown in Figure 2, the box- g5 Other Name Editor

holder is John Smith. As noted by

bullet 1 , he appears to have four Boxholder: John Smith COther names as will appear on postal 1583

. Cormparnsy: Frank Smith; walter Smith; Becks: Smith; Randalph [EE
children, Frank, Walter, Becky
and Randolph. Bullet 2 shows the Fiox Mumber: &-105 =1
area where you will be adding the (L

£ h h i1 Other Mames: (these are the names you have lisked nk Smith, Walter Smith, Becky |_

names o the other mai in the Other Mames box for the listed boxholder) Smith, Randalph Smith
recipients. Bullet 3 shows the Firsk Marne Middle Mame  Last Name Company Mame -
names after you have typed them [Frank [ [rrit: a i
in as they will appear on the [wraiter | [Smith I l
1583. And, last but not least, [Focky | ER | T
bullet 4 shows the buttons that —
you can click to move forward || | I il
through the records, or I I | I _@' |~
backwards. Both the Other Names wite have changed the way Simon keeps track of the names that might be receiving mail in any given

. box. Before it was simply one baox that contained all names {see raised blue box above), This was
Editor and the Occupant Other problematic as you could not alphabetize a lisk of everyaone receiviing mail. ¥ou need to add the
Names Editor are similar in people and company names From the blue area to the area below the light green bar. Use the finger

buttons to navigate to and From boxholder records, This is a one-time task.

design, so I will not show the

\ Figure 2. The Other Name Editor and the Occupant Other Name
Occupant Other Names Editor here.

Editor has to deal with the possibility that there might be
more than one name that the boxholder, spouse, children,

Once you have worked your way other mail recipients might use to receive mail.

through all of the boxholders

listed on the Other Name Editor form, you are finished and you will not have to ever
do this again. This also holds true for the Spouse Name Editor. Once you are through
with all of the other names, you will no longer have to do this as Simon will in the
future only use the new fields to house the names of the other names and the
spouses.

Usage & Mail Notice Editor

The Usage & Mail Notice Editor will appear the first time you enter Simon after up-
grading, but you may not be able to do much with this form yet. It is here primarily
just to remind you that it does exist. Why? Once you have set other usage codes for
differing usages, you may want to use this form to set certain boxholders to use
different rate scales.

Maybe an explanation of what I am talking about here will help you understand this
evolution of Simon mailbox rental pricing.

With Version 2, you can set different rates based on three different criteria. Two
of which will be no stranger to you. The size/type of box the customer is renting
and the duration for which they want to rent said box. The third is the type of
usage they will need. This is rather arbitrary, but you may want to give some though
on the types of box renters you have. Are the business box users costing you extra
for all of the time your people need to service their needs. Or, do they use more of
your other services to augment their extra costs. Would you like to set lower rates
for business use to steer

business users to your store? age Ma"lic “ e X
- ary Lindquist-- 550K o N . — )
Us age, as you can see, may B0z Jerry Smith U Mo Baoxhaolder Name Gary Lindquist--B&L Associates
open up some interesting e AL B E T o s
marketing opportunities for A-105  Quincy Smith W Ma Box Size S
you. A-108 Sam Schenker 3 ha 9 Mailbox Rental Fees -
A-107 Randy Randolph SU Mo BurER Eo
) ) A-109 Barnew Rubble S0 Mo 1 Month $10,00
By opening up mailbox rental A-110 Patty Englehart S0 Mo '
. : a-174 Laurence Davidson U Mo 3 Months. $28.00
ricing in the way we have
p L ’ B-201 Mancy Barnes SU Mo & Months, $52.00
you are no longer limited to B-202 Orson Welles S Mo 12 Manths. 03,00 = @l
. : C-301 James Johnsan S Mo
just settlpg rates for the Ca02  Denny way a0 o uﬁ@cwerig = =
four durations, 1 month, 3 C-303  Mike Smith S Mo Chech this box I thes boshader wil moed to =
C-304 Adam alb TR eck this box if this boxholder will need ta have pasl
months ’ 6 months and 12 y oM OBt S o - due and rent due naotices done by letter/mail,
C-305 Jimmy Smithers S0 Mo _I

months, that were available
in Version 1. You can set

Figure 3. The Usage & Mail Notice Editor can be used to change the
A type of usage at which a boxholder will be charged and will allow
your own durations any way you to set whether or not rent due and past due notices should be
you like. done by letter, instead of slip.
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Once you have told Simon that you want to set different usage levels for the dura-
tions and box size/types you have at your store, and then set pricing as outlined in
the section below, you will want to revisit this form to adjust the boxholders to
fit their needs.

As illustrated in Figure 3, bullet 1 shows a list of the boxholders you have at your
store. Any boxholder on this list can be selected simply by clicking on the boxhold-
er’s name. Then, you will be able to change the usage for the boxholder and set
whether or not they should receive a letter when rent is due or past due (if there
is no check in the box, slips that you can put in their box are created when rent is
due and past due). Bullet 2 shows the present rates for this boxholder. Bullet 3 is
where you change the usage for the boxholder (you will have to set up different
usages within the Preferences area before doing this since only Standard Usage (SU)
is created by the upgrade process). Bullet 4 is where you can check the check box if
a boxholder does
not check his or

her mail by coming |@E.!&|@%|EEQ®W@ clﬁlaﬁﬂ :+E|?|
into your store '
and you want sinon @D OO0 00 OODP®® & SHOOD

to create rent due Figure 4. Simon button bar layout.
and past due
notice letters, instead of slips.

Remember, if for some reason you do not have time to work through all of the Usage &
Mail Notice Editor stuff, you can revisit it by clicking on the Tools menu and
looking under Temporary Tools.

That’s it for the tools that will appear upon first opening Simon after the Version
2 upgrade.

New Features and Enhancements

Simon has changed quite a bit over the years, but not nearly as much as it has
changed with this Version 2. I will outline below what has been changed, added and
enhanced. See, Figure 4. New button bar items will appear below in blue text.

New Tools on the Button Bar. The order in which the buttons appear on the button bar

hasn’t changed all that much. There are, however, a few additions. The buttons do
the following:

o Simon felper. Used Lo bring
up a launching pad for many &3 Mail Recipient Lookup B

different operations within [indquist |
Simon. We are all very

familiar with this form. Box Mumber  Mail Recipient's hame Telephone
2. Boxholder Information. A form A-101 Lindquist, Dex 425-543-4350
that will allow you to view Mo mail Forwarding authorized For Ehis box.
all information about any A-101 Lindquist, Dexter 425-251-6354
current boxholder. Most of Mo mail Forwarding authorized For this b,
this information is editable. A-101 Lindquisk, Dexter Graham 425-543-4350
There is a similar tool that Mo mail Forwarding authorized For this bo,
you can find from the Process | 5matches found, ;l

menu, under Boxholders,
called Boxholder Information Figure 5. The Simon Mail Recipient Lookup form will help

you quickly and easily find those mail recipients that you
are unfamiliar with. Just type a term in the box at the top

(Archive), that will show you

boxholders who have closed and tab out of the box to get a listing of those matching
their boxes, and all of their the criteria in the top box.
information.

3. Add a New Boxholder. A form that will send you off to either the Boxholder

Builder (minimal information gatherer) or the full-fledged add a new boxholder
step-through wizard. The Boxholder Builder has been significantly modified.
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4. Rent Due and Past Due Notices. A form where you can generate rent due and past
due slips, letters and credit card report and hold mail forms. This tool has
been significantly modified.

5. Mailbox Rental Payments. A form where you can do multiple mailbox rental pay-
ments (batch operations). This is a new tool that was added by request. This
form will be discussed in more detail on page 8.

6. Mail Recipient Lookup. A form that you can use to find unfamiliar mail

recipients be they boxholders, spouses, children of the boxholder, other names
used by same, other mail recipients with 1583s on file and other names they
might use. See, Figure 5.

7. Mailbox Rent Due Date Lookup. This form

. ; g Mailbox Rent Due Date Lookup
will show you who a box is rented to, the . vl £ F
. : ar i 03 WAWoUd Yo i o rir [} -
date when rent is next due and if you have memﬂmﬂmxmmddwd&ﬂl :EIE :I hEJ

credit card authorization to automatically
bill mailbox rents on their mailbox. See,
Figure 6.

8. Sales Reports. Various sales reports menu.
Sales reporting has changed somewhat to
offer even more great information. Also,
the invoicing has changed quite a bit to
make it more accurate and definitely more  Figure 6. The Simon Mailbox Rent Due Date Lookup form will
sure footed. show you the date rent is next due for a specific boxholder.

9. Rent Due Dates Worksheet. These worksheets Simply find the box number in the combo box at the top of the
have been altered so that you will be able formto bringup the next due date.
to create full worksheets or just work-
sheets of those due now or those who will be coming due real soon. You will
also be able to sort these worksheets by due date, boxholder or box number.

Mailbox rent is due for Henry Cheevers, box
number D-402, on Saturday, August, 17, 2002.

10. Customer Due Dates Menu. This form will show you who is due, or soon to be due
and will allow you to produce a report.

11. Mailboxes To Be Closed. This form will show you those boxholders who are past
due. From this form you will be able to close their box or add a payment.

12. Customer History Report Menu. From here you will be able to create reports of
a single customer’s history or all history for all boxholders, present and
closed.

13. Cut, Copy, Paste and Undo tools. These are the standard Windows® tools that
you will find within most Windows® programs.

14. General Preferences. This form will allow you to set general options for
running your mailbox rental business.

15. Mailbox Rental Preferences. This form will allow you to set mailbox rental
options for running your mailbox rental business.

16. Mail Forwarding Preferences. This form will allow you to set mail forwarding

options for running your mail forwarding business.

Note: All Simon options use to be on one preferences form. They have been broken

down into three areas as noted above due to the breadth of options that are avail-

able to you. You will want to visit each of these forms to see what new options you
can set for your business. For instance, you can set late fees based on how late the
boxholder is with their rents. You have four levels of lateness you can set.

17. Box Number Tools. This button will bring up a menu where you can choose from
three different box number tools.

18. Help Index. This help index will show you hundreds of help articles that you
can read to help you better understand how Simon works. You can also click on
the yellow question mark button on most forms within Simon to bring up help
for that specific form.

Sales Reports. The form that will appear when you want sales reports has changed
significantly. You will now have much better control over the type and amount of
data you want in a sales report and the duration for which to create the report. It
was suggested that we add to this reporting system information about how many boxes
were rented during a particular period, closed boxes, etc. We have done this. Also,
the reports, such as this one, will come up in preview mode. If you decide that it
is unnecessary to print the report, you can just close the preview window without
printing the report. All reports within Simon will be done in preview first. To
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print a previewed report,
then close the report.

just click on the printer button on the button bar and

Due Dates Worksheets. We have had a number of clients ask that they be able to
create worksheets that only show currently due people. This is now possible. And,
you can also sort the worksheet by due date, boxholder name and box number.

Modification. We have created
you can write up short

History and Mail Forwarding Detail History Description
a new tool called the History Description Editor where
history lines that you will be able to use when adding history manually to a
customer’s record. Of course, Simon will still use the history lines that it has
always used, but now you can create special history descriptions. You can also make
these history descriptions taxable. You will also be able to modify and delete the
history descriptions you create, but not the default ones that Simon comes packed
with.

Mail Forwarding Fees. You have always been able to charge
fee above and beyond the mailbox rent. This was a monthly
the mailbox rent. This fee still exists, but we have also
charge each time you forward mail to a client. Look under
ences for this.

a special mail forwarding
fee that was tacked on to
added a fee that you can

Mail Forwarding Prefer-

Rent Due and Past Due Notices. For those of you who made suggestions about changing
the way Simon does rent due and past due notices, you all owe me big time! The pro-
cess for dealing with this aspect of Simon was very tedious and complex. I have

added much more control over how this can be done. The choices noted in the box bul-

leted as 1 have not changed. Didn’t

need to be changed. However, the

area noted in the box bulleted as 2 - For which date would you
Tvpe of Notice(s) " . 9
did need changing. You will now You Want? hmmumwnwwyl Tuesday, February 19, 2002
. . wiould vou like ko mark the printed slips off as having been [V
héve five choices tolmake here’ . € Rent Due " dmﬁﬁhWWNmHDMWMmd&mmmnwww5mmnme,
with the default choice still being ' Past Due a bioxholder and, by checking this bo, Sirmon will noke this dake,
“Current.” See Figure 7 {* Rent Due Print a credit card payment report: W
. ’ .
EREES S Rent Due Motices I Past Due Motices | Credit Card Authorized |
The “Individual” choice has not Which hotice(s) 36 Rannedys Rand A ETEIES =4
. . . Do You Whank?
changed. This choice will create a il
. ricfividual
rent due slip or letter for the P e
boxholder you choose from the ﬁ;ii___fj
lists. This will be the last notice € Rent Duo Nati
you delivered to this individual Givem, Nok Yot
(if you had the date added to the Pask Due
history for that due item by " Past Due Natice.
. Given, Still Unpaid ?
checking the check box next to e
*+ Current
bullet 4). —

Figure 7. Rent Due and Past Due Notices has changed a lot.
You will have much more control over how notices are given

A\Y ” o 14
The “By Date” choice also hasn’t with Version 2.

changed. This choice will allow you
to print notices that were distributed on a specific date that you select from the
list of dates. Only dates where slips were distributed will be on the list. Of
course, only slips that were marked as distributed will appear here. This is a good
reason to always check the check box next to bullet 4 so the history is marked with
the date notice was distributed.

The “Rent Due Notice Given, Not Yet Past Due” choice will print notices just as it
suggests. It will print only those rent due notices for those who have received
notice at least once, but have not yet paid and are not yet past due.

The “Past Due Notice Given, Still Unpaid” choice will print
it suggests. It will print only those rent past due notices
received at least one “dated” past due notice, but have not

past due notices just as
for those who have
yet paid.
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The “Current” choice prints all rent due and past due notices (depending on your
choice in the bullet 1 area), that have not yet been given the same type of notice.

The date box located at bullet 3 will be the date that will show up on the notice as
the date when the slip/letter was distributed. This is also the date that will
appear on the history record for the boxholder if you have bullet 4 checked. We
suggest that you do have this date set in the boxholder record. To change this date,
double click on the date box and choose a date from the calendar and then close the
calendar.

Bullet 4 gives you the option of Mailb ox Limho musmﬁgmgizzmeu
having the date set within the 6644 Sowth 196th Street Suite T100 o WA 0809 1154
boxholder’s history so that you Kent WA 98032 USA 425251 6354
can tell when notice was given 423-251-6354 MAILBOX RENT PAST DURE
to the boxholdgr. In Version 1, MAILBOX PLEASE RETURN THIS NOTICE WITH FEES
you had no choice. This date was RENT DUE E-518 S
always set. We suggest that you Box Nurber Box Size
o let Simon mark a record as PLEASE RETURN THIS NOTICE e
" ® s sty By
d WITH FEES Diate Thic Dast Dne Shp Distribagted: Tas eday, Bl 12,2002
i i i MaihoxF
having been given notice. D-404 X Dursca R B e T Tow
B N b B S E 1 Mimth. F1.00 F10.00 F5.00 F0.96 F17.30
. O Mumber OX oIZE 3 Mmths. 300 $28.00 $5.00 F2.70 3913
Bullet 5 works with a new R AT y—— 6 Maths. 00 200 $500  §505 600
. O 12 Maaths, $12.00 $02.00 $5.00 .57 $1as.01
feature we have added to Simon. Sunday, February 3, 2002 Sinos yau aw Blewih yourpaymen. far mmilbas rent. 3 $500 biefes e boen added lathe amaunt
awed,
You can set a boxholder as Date This 3lip Distrituted Since yaa e g s Vs yaur il ar 3, we Y i a0 maninky el aremrding
having authorized you to charge Tussday, Fotevary 13, 2002 Sl
Lng : y . g YT - P ——————
their credit card for mailbox FLEASE REMIT PAYMENT PROMFILY
Durstion ~ MFFee  Fent Tax Tetal e b vt et pasd st 15 daya e the due dase, yeur
rental payments. If you have a OlMent  §00 5000 $444  $o544 R S ity
O 3Mmis.  $300  $13000 $11.57  $14457 pod relia e

boxholder’s record set in this

[ & Monts. $500  $24000 $21.40 426740

way, you will be able to create O Mo, $1200  $A000 $5581  §44754 .
. 11 you il to pay your mailbox rert a3 noted akbove, on o
a Ieport Of those WhO have glven hefore Fekruary 3, 2002, prices wil be subjed to late fzes ﬁm‘:;ﬁi.gi‘:
. . & follows $5.00 (ate) Brail
you authorization, so you can Since ym. cr haring v s your ml fr you, e heve - e, P
then process their Card- If you rg:ia;"c:lgr.m.DDmonthy’mallforvverdrgfeatotheebow
do not have any customers who Toroiin
. ; yLiangston
are doing this, you may want to 5054 SE 541h Street
h k thi it th h it i Kent, Wa 92032 USA
unchec 15 1ltem, oug 1 1s Telephone: 425-355-4034
not necessary to do so. Email

Chachithe Bore RFom iom T Accuracy, f there are opchinpe to be
mak o if there are blmks tobe filled i Please make fhe chavges mthis
<Hp il gime 3 10s e niet time ol cane .

Rent Due and Rent Past Due
Slips. We have received quite a Figure 8. The new Simon rent due and past due slips.

few requests that our rent due

and past due slips be made bigger. We did just that. The rent due slip will be three
per page, instead of six; and the past due slip will be two per page, instead of
six. These slips will also give a lot more information as you will be able to see
from Figure 8.

Making Batch Mailbox Rental Payments. Several people requested that we create a
form where “batch” mailbox rental payments can be made. See, Figure 9. This new form
is simple to use. Just add the box number in the box at the top of the form. You can
type it in or select it from the drop-down list. The boxholder’s name will appear at
the top of the form, the size of the box, the usage level and the due date. You can
choose a duration from the box where “6 Months.” has been chosen. See, Figure 9. The
term and the fee will appear in the gold area. By the way, you needn’t choose from
the list. If a duration is not available for the box, Jjust type in a term and the
fee you want to charge in the gold area. History will appear in the middle grey area
with a totaling towards the bottom. When your payment is set in the area above,
check or uncheck the “Invoice?” check box, depending on whether you want an invoice
or not, and then click the “Post This Payment” button. That’s it. You are ready to
process another payment.
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Late Mailbox Rental Payment Fees.

With Version 1, you could only set B2 Mailbox Rental Payment for Barney Rubble
one late fee amount. In Version 2, Bmemn| A-109 -] BoxSize: 5 Usage: 5U Due: </30/02 =
you can set late fees based on how Transaction Date: [ Tuesday, February 12, 2002 Term Length: [ & monthis)
late the boxholder is with their Chonse & prics: [1 Manth, 1000 Tom Fes: [ 200
mailbox rental payment. These late MdeTeﬁmJﬁMmm& $25.00
. or customize a e 1o f i 0
fees can be set from the Mailbox mmammbmwfﬂﬁmﬁ = Mail Forwarding Fee:  $6.00
S : Rental Amount: $52.00
Rental Store Preferences area under —_—
T Total Cwwed: 455,00
timings. And, you can set the thres-
. Rent
hold days where the fees increase. Date  Description ot
[ 2/1zf2002  REMEWAL: & months. [ #5200
New Mailbox Rental Fee Structure. [ 2/1zf2002  DUE: Mail Forwarding fee. [ $em0
Probably the biggest change we made [10fz0z002 | DUE: Mailbox rent.
was how fees are set for mailbox [ Ziiz/00z | MfR: Wi Sales Tax
rentals. With Version 1, the fees Total Due:
were based on two factors. One, the : -
size or type of box the customer is ¥ Invoice? Past This Payrment | ? Lﬂ
the duration for

renting and, two,
which they want to rent. Four
durations were allowed and six sizes.
In the preferences area you set the fees you want to charge for
duration. These fees are the default values that would be saved
information. Once these fees are set for a boxholder, you could change the fees in
the boxholder’s record or leave them at the default value. This system would not,
however, allow much flexibility in how rates are set at your store. So, we changed
this fee structure dramatically.

Figure 9. The Mailbox Rental Payment form is best used
for making batch payments.

each size/type and
with each boxholders

In Version 2, you can set your own box size/types, durations and a new variable the
usage level. It is available, but you needn’t use it. But, you do have the option of
charging differently for boxholders who require more or less of your time. For in-
stance, you can set up a business usage level whereby you can charge either more or
less than someone who uses their box as a personal repository for their mail. Recip-
rocally, you may have someone who rents from you who does not get but a single piece
of mail a year. You may want to cut this person some slack. Simon Version 2 can

handle this for you.
E3 Mpilbox Rental Fee Editor E
1 v/ Biox Size| Tyvpe v Usage [T Duration |«

In the Mailbox Rental Store Prefer-
ences area there are three tab con-

trols where you can set the box Box Size | Mediurn (a| Ussge [Standard Usage [ Curarion [€bonths. <]
Size/T U Level d Rental | i [l Lookup Lnokup | 12 penths.
1ze ype, sage evels, an enta Logkup | Extra Large Light Lzage e 12 Months,
Durations. After you have set these mwvmwelj 24 Months. :J
items for your purposes, you should Fees Listed: 4 | & ﬁ f@l Maibax  Sert
. . . Rental Fee  Crder
go to Mailbox Pricing and select the
butt that 11 o1 B Size/Type: |Jumbao 1| $150.00 1 m
u. lgn a. Wl fopen $h$pe§la . Usage: |Business Lsage 6 'I Durakion: | & Months, = e
mal oX ricin orm. 1s orm 1s a
i P ; g Boi Size/Type: [Jumbo 1| $27o.00 z
bit complicated to use but, after — o i
t t n 't K Usage: |Business Usage ;I Duration: | 12 Months, =
ou e use O ow 1 WOXKS ou
y ) llgf nd it tt , 1 1’__ y Box SizeType: |Jumbo 1| $380.00 3 m
Wi 1n L pre y simple © use. Usage: |Business Usage ;I Duration: | 18 Months, =
. . . Box Size/Type: |Jumbo || $480.00 4
14
Let’s take a hyp0thetlcal situation Usage: |Business Usage ;I Duration: | 24 Months, = m
where we have all of the normal box -
. \ Bz Size/Type: =] #o.0 99
sizes and an unusual box size we Usage: [ =] Duration: - i}
will call “Jumbo.” Go to the Mailbox
Rental Store Preferences area and —
create a new size type called “Jum- - - - - - —
Figure 10. The Mailbox Rental Fee Editor is a bit compli-

bo.” In the blank spaces under
“Package Drop Only...” let’s add a
box code of “Z,” box description of
“Jumbo,” sort order of 5 and change
the sort numbers for “Forwarding...” and Package Drop...” to 6 and 7 respectively,
and set “Available?” to yes by checking the box. Let’s also go to the “Usage Levels”
tab and check the “Business Usage” item as being available. Finally, let’s add a new
rental duration or two. Click on the “Rental Duration” tab, at the bottom of the

cated due to the complex nature of Simon mailbox rental
pricing. Though this may be true now, once you get use to
using this form, it will become easy.

”
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list, after “12 Months.”, let’s add 18 months and 24 months. In the Duration field
right below the 12, let’s type 18, in the Descriptions let’ ‘s type “18 Months.” and
Sort Order of 5 and check it as available. In the next line type 24, “24 Months.”,
soft order of 6 and make it available as well. Now we should be able to set rates
for jumbo boxes as either standard or business usage, with durations up to 24
months.

Close the Mailbox Rental Store Preferences form and open the Mailbox Rental Fee Edi-
tor form by clicking on the Preferences menu item and choosing Mailbox Rental Pric-
ing. The form as shown in Figure 10 should appear. At the top of this form, in the
yellow area adjacent to the bullet number 1, you will see check boxes that tell you
which of the three lists will be available to make choices in. Let’s say that you
want to work on the Jumbo box rates for business usage. Click on “Jumbo” in the
first list as shown next to bullet 2, and click on “Business Usage” in the second
list as shown next to bullet 3. Nothing will appear in the large grey area as no
rates for the “Jumbo” box have been set yet.

Since these boxes are in great demand, we want to set only business usage rates for
6 through 24 months only.

In the Box Size/Type box type “j.” Jumbo should appear without having to type the
whole word. Tab down to the Usage box and type “b.” Business Usage should appear
without typing the whole phrase. Set the duration as 6 Months. Set the fee as
$150.00, and the sort order as 1. We will do the same for the rest of the rates as
shown in Figure 10. After doing all of this, you will have set rates for jumbo boxes
for business users. Click on the printer button noted by bullet 5 to see all of the
rates presently set up in your system. Close the Mailbox Rental Prices report by
clicking on the close button at the top of the Simon window.

From the Mailbox Rental Fee Editor, you can also browse through the rates you have
set for all of your box size/types, usages and durations simply by choosing what you
want to see in the three list boxes at the top of the form in the gold area. For
instance, click on small box size with standard usage using the first two list
boxes. You will then see the prices for small boxes with standard usage. Easy
enough.

Now, since we set rates for our “Jumbo” box, we will be able to add new boxholders
and set them up in jumbo boxes and these rates will be used. Of course, you will
have to have set jumbo boxes in your inventory of boxes.

The New Box Number Creator. Since we do not have our “Jumbo” boxes physically set
up within Simon, we will have to do so. In Version 1 we had two tools for setting up
box numbers. The first was used when initially setting up boxes, the second was used
to add boxes to a preexisting system. The new tool does either task perfectly. No
need for two separate tools to do this. This tool is called the Box Number Creator.

Some changes have been made to the way Simon does boxes. You are no longer limited
to box “numbers.” A Number being any number between 1 and several billion. You can
now add prefix of suffix characters to the actual number. I had heard of this being
done, though it is not particularly common. In any event, Simon can handle this
eventuality now.

As shown in Figure 11, the Box Number Creator is a rather busy form. This is how it
works. Enter the box size/type in the box next to bullet 1. Drop down the list by
clicking on the small down arrow button next to the box size window. Notice that
“Jumbo” is there. This list is generated by the stuff you add in the Mailbox Rental
Store Preferences area under the Box Size/Type tab. In this hypothetical situation,
we need to add some “Jumbo” boxes to our box system so Simon will be able to rent
them to our customers. In the box next to bullet 2 called “Lock Type,” I have chosen
combination lock entry as the lock type. You may not have combination locks on any
of your boxes, but Simon can deal with combination locks just as well as key locks.
Choose a starting number and an ending number in the boxes next to bullet 3. We will
be adding a prefix to this number and we add this in the box next to bullet 4.
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At the bottom of the screen, where & Box Number Creator E

bullet 5 is located, a preview mes- [ [ show all Boxes
sage tells us that Simon will be Box 5 - Box Mumber  Size Status Lock Type -
. . . 0x Size: - I —
creating Z type boxes with combina- erHWECmMmmMmﬁmy dﬂ z2000 [ 2 =[] ¥acant [ Combination
tion lock entry for numbers Z-2001 ' | zeoot |z ]| vacant ]| Combination
through 7-2 04 O . If thlS j_S what you 60m NumEer: 2000 e, 101, | Z-2002 z ;I Yacant ;I Combination
. . . . Ta N 8 2040 ive., 150, = - - inak
have in mind, click on the pencil 7 e . | e | e | [
. . 3 . Z-2004 Z W, E - Combinati
button noted by bullet 6. If it is Prefix Characters: [ Z- O | =1 j Vacant j CDmbf”atfm 5
. ] . - - acant | - ombination -
not correct, you can edit the stuff Suffx Characters: | = [T o Sl G ]
, ) . - - acant | - ombination -
in the peach area again, or click on 7 |7 —_
the button noted b bullet 7 to ﬁ e || Z-e0o07 z =|| vacant -] Combination = |
u - y ou 2-2008 Zz = vacant ~]| Combination =]
clear the setti ngs. Preview: You have asked Simon to create || 72009 7 ;I Vacant ;I CEmEerEn ;I
Z size boxes with combination lock entry  —
security, and with numbering Fram Z-2010 Z ][ vacant -] Combination  _~ |
If you c lick on the penc il button , number Z-2000 through number Z-2040, | =011 = ;I Vacant ;I Combination ;I
the list of new boxes will be gen- T Fmiz [z =][Vacat =][ Combination ==
erated and P laced in the grey area. Enter the type/size of box, the lock type, the first box in the series of bowes that are the same size and lock type and that

are numbered in sequential, consecutive order, and prefis characters or suffis characters to this number. Click on the
large pencil button to create the boxes.

Review the list for correctness. You

sc 3.:0 11 up and down through the list Figure 11. The Box Number Creator is a great tool for setting up your box numbers
using the scroll b‘? r a? noted by into the Simon system. Yes, Simon want to know what boxes you have available so he
bullet 9. If anything is wrong, you s keep track of keys, warn you when your key tumblers need changing, ro

can click on the small rectangle combinations need changing and which ones are occupied or vacant.

button next to the erroneous box

(noted by bullet 10) and then hit the DELETE key on your keyboard to get rid of the
problem box. If the boxes are correct, you can check the Show All Boxes check box
(bullet 8) to show all boxes you have presently in the system.

Rent Due and Past Due Notices By Mail. Each of your boxholder records can be set so
that they will receive letter notice that their box is due or past due, rather than
the simple slip that you insert into their mailbox. When you set up a new boxholder,
you simply check the check box that asks you if you want notices done by letter. You
can also set this option by going to Boxholder Information, look up the boxholder
you want to set as getting a letter, navigating to the Box Information page and
checking the appropriate check box.

Rent Due and Past Due Payment By Credit Card. You can now set a boxholders record to
charge a boxholder’s credit card for mailbox rental payment. When you create your
notices, Simon will produce a report showing you who should be charged for box
rents. After you have charged the card, you should go into Simon to make the actual
payment for the boxholder so his or her record will be up to date.

That’s about it. There are more changes that we made to Simon, but I do want to
finish this documents so we can get Simon distributed. A few last minute things that
might be helpful to you.

How To Move Large Files From One Computer To Another

It is not uncommon that you will have instances when you need to move large files
from one computer to another. Our downloads for most of our programs are too large
to be placed on a diskette. I would like to offer a recommendation that will save
you money in the long run than having us supply you with a CD every time we upgrade.
I would suggest that you invest in a portable Zip drive for moving large files from
machine to machine. This is an external model that either comes with USB or parallel
interface, or both. For older machines, I would suggest the parallel interface as
not all computers are USB equipped. The parallel interfaced Zip drive uses a
standard printer cable to plug directly into the same port where your computer’s
printer is connected.

Protecting Your Current Simon Program

There are two extremely important reasons for doing what I am about to outline. The
first reason is so that if something were to go wrong with your attempt at
upgrading, you can go back to using your prior-to-upgrading version of Simon until
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we can help you get your upgrade fixed. I have tested this over and over again so
there shouldn’t be any problems unless you fail to follow the instructions herein.

1.
2.
3.

Now,

Close Simon and any other programs you may have running.

On the desktop screen, RIGHT click on the My Computer icon.

A shortcut menu should appear, choose Explore from the shortcut menu. The two-
paned Exploring window will appear.

Find your “C:” drive in the left pane and click on the folder icon next to it.
Find the “Simon” folder in the right pane and right click on the “Simon”
folder icon.

Hold down the Control “CTRL” button on you keyboard while simultaneously
hitting the “C” key (copy) and then (still holding down the CTRL button) the
“W” key (paste). This will create a copy of the “Simon” folder called “Copy of
Simon.”

Find the “Copy of Simon” folder, RIGHT click on the “Copy of Simon” folder.
From the shortcut menu, choose to Rename. Type “SimonXXX” exchanging the “WXXX”
with the version you are upgrading FROM. For instance, if you are upgrading
FROM revision number 1.53, rename the folder “Simonl53."

Hit the ENTER key to make sure the new name holds.

if things should go wrong when doing an upgrade, you can always go back to what

you had before unzipping the files. This holds true with any upgrade within a
version, such as an upgrade from 1.56 to 1.57. With a version change such as that
which you will be doing when you move from 1.57 to 2.xx.xx, you will not be able to
back up to 1.57.
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