Customer Portal FAQ’S

1. How to register?
= Click on the Customer Portal link
https://portal.selfstoragemanager.com/SpareBox/account/login.aspx
= Click on the button which says ‘Click Here’ to Sign up/Register

wielcome to the Spare Box online account manager With account manager you can do more than just pay
wour rent online. Features include signing up for auto pay and updating vour account information such as
change of address, phone number, alternate addresses or update your credit card information for auto pay.
See the complete list of new features located at the bottom of this page.

Enter your E-Mail and Password to login

= E-Mail Note: Dur payment portal has been upgraded. Existing tenants can login
using your registered E-Mail address and gate access code as password.
For Eg:

Jehn@abe.com

Enter your E-Mail Address

= Password
123245
Enter your Password If you do not remember your gate access code, Click on 'Forgot your

Password' link, enter your registered E-Mail address and then enter your

billing address CITY as the answer to the security question to retrisve the
[ ~ WEelcill] Password 11

Forgot your Password?®

New User?[CizEReE]to Sign Up «

/ Register

i cur simple regi: son form and

et access to your Spare Box account!

Click here to View portal FAQ
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= Fill the form with First Name, Last Name, E-Mail, Confirm Email, Password, Confirm
Password

=  Confirm Registration by selecting the Security Question, Enter your answer
=  Enter the Verification Code and Click on Submit button

New User Registration,/Sign Up

= Firsz
(et ams Iote: Gur payment portal has been upgraded. Existing tenants can login using

your registered E-Mail address and gate access code as password.
For Eg:

John@abo.com

123245

= Last Name

If you do not remember your gate access code, Click on "Forgot your Password’
= E-Msil

link, enter your registered E-Mail address and then enter your billing address
CITY a5 the answer to the security question to retrieve the Password !!

= Password

= Confirm Password

‘Confirm Registration

* Security Question

Question ~

* Enter your Answer

[Ansuwers are Crse Sensive)

*Werification Code

[Enter Lettors 3 shown in below imagel)



https://portal.selfstoragemanager.com/SpareBox/account/login.aspx

=  Once the registration is successful the customer can login to the account and then add
their unit which is a one-time process.
2. How to ‘Add a Unit’?

= After login, click on Add Your Units

My Units

= Select the location, Enter the unit# and Gate Access Code
= Click on Submit button

My Units Lo [ o]

Add Units X

3
H

* Location

SpareBox 0008 ~
* Unit #

1011

*Gate Access Code Gate code Exampie

1224

3. How to reset the password?

= Click on the hyper link ‘Forgot Password?’

Welcome to the Spare Box online account manager. With account manager you can do more than just pay
your rent online. Features include signing up for auto pay and updating your account information such as
changs of address, phones number, alternate addresses or update vour credit card information for auto pav.
See the complete list of new features located at the bottom of this page.

Enter your E-Mail and Password to login

= E-paail Note: Our payment portal has been upgraded. Existing tenants can legin
using your registered E-Mail addiress and gate access code as password.
Enter your E-Mail Address
v Far Es:

John@abe.com
= Passwaord
123245

Enter your Password If you do not remember your gate access code, Click on 'Forgot your

tink, " i E-NMail address and then enter your

billing address CITY as the answer 1o the security question 1o retrieve the
3 LoGIN Password 1!
e «

New User? Click Here to Sign Up

f Register

Compists cur simple registration form and
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=  Enter the Email ID
= Click on Submit button

Enter your E-Mail address then click submit.

* E-Mail

[ (X2

=  The new password will be sent to the Email.

4. How to ‘Make a Payment’?

= (Click on the drop down button
= Select One Time Payment
= (Click on GO button

foos || moe s || coa |

Location Unit & Actions

SpareBox 0008 00245 | One Time Payment V|m «
I3 ADD YOUR UNITS

=  Enter Credit Card details
= Click on Submit button



Unit Details

Tenant Mame

55M, lohn

Address

Test Move In,

CA, CA
Phone({Home/Office)
Location

32-5pareBox Q008

Unit #

Unit Size 7.5K10
Leas= ¥ 632

Move In Date a4/1/2017
Paid Thru. Date 11272020
Balance 40,00

=

5. How to set up auto pay?

00245

= (Click on the drop down button

= Select Auto Pay Setup
=  Click on GO button

Location

SpareBox 0008

Unit #

00245

@ ADD YOUR UNITS

Account Review/Make Payment

Pay My Bill
—

Rent S87.00
Insurance £0.00
Total Amicunt LE7.00

[ View Last Payment Details
Mote - payments posted online after normal business howrs will be postad to your
account on the nest business dzy. Immediats acoess to your unit may not be granted
until next business day.
How many months would you fike to prepay?: Calculate
Amount 587.00
* Name on Card

* Credit Card #

* Expiration Month/Year 0 W || 2020 W

* CSC what s this?

# Credit Card Type Select hd

* Card Billing Address

* Card Zip Code

[ =

Actions

| Auto Pay Setup -~ «



= Enable Auto Pay
=  Enter Credit Card Details
= Click on Submit button

Credit Card Details and Auto Pay x

By Bipning up for duto Pay you Bre Btharitng Spare Bom 19 ity chirge your cridit card asch month 1S Wive you the tirss 5o Biiile of doing i manasily.

Enable Auts Pay
Ho e

*Name on Cradit Card

= Cradit Cord #

* Card Type
Wisa b
* Expiraton Month/Tear

1 bl - b

* Billing Address

* Zip Cods

0 o [ oo

6. How to submit ‘Schedule a Move Out’?

= (Click on drop down button
= Select Schedule a move out
= (Click on GO button

I [

Location Unit # Actions

SpareBox 0008 00245 | Schedule MoveOut v|| «
& ApD YOUR UNITS




= Select Move out date

= Click on drop down button
= Select Reason to Move Out
= (Click on Submit button

schedule MoveOut x

Pleass Enter your anticipated Mowve Out Date
* Move Qut Date
T
11/10/2020 g

* Reason to Move Out

| Select |



