Global AP

Overview

Global AP allows a user to enter accounts payable bills, including manual checks, post
them, select invoices for payment and print checks (using the TOPS MICR Check
Printing System—which is required) across multiple communities without having to
change communities. Being able to handle accounts payable globally offers tremendous
efficiencies to customers managing multiple communities. Everything related to daily
accounts payabl e processing can be done from one convenient location within TOPS
version 3.2.1.—without ever changing communities.

When working with Global AP, the user only sees the communities that have been
assigned to them under the Users/Passwords setting on the Administration menu. |If
communities are missing in Global AP, it is because the user login does not have access
to these communities.

Global AP will work with the Digital Signature add-on. That means, if you have digital
signatures setup, Global AP will print the signatures on the checks just the same as it
would using the regular AP module. Thisis covered in more detail in the Print Checks
section.

In addition, you can use Global AP in combination with the Online AP Approva on the
TOPS community web sites. The approved invoices are released into TOPS where they
show in Global AP and from there may be posted and checks printed.

Requirements
In order to use Global AP, you must have the following optionsin TOPS:
e Globa Functions module
e MICR Check Printing System (bank info must be setup in MICR before starting
to use Global AP)

ClDcash®

As an adternative to printing MICR checks, Global AP offers the option to pay bills using
the CIDcash® system. This handles payment of bills electronically, not be paper check.
A complete description of how to use ClDcash® to pay hillsisincluded at the end of the
Globa AP manual section.

Standard Buttons
The following are common buttons you will see throughout Global AP.

“. o Use Add to enter new AP Bills and transactions into Global AP

‘3:;. i Use Edit to change an existing AP Bill or transaction

[ ros Use the Notes to enter an explanation about a particular AP Bill.




f) . Use Delete to remove an unposted AP Bill or transaction
2 post Use Post to update the AP module and General Ledger for the AP
Bills or transactions that have been entered globally.
b Fine Use Print to get areport of the AP Bills or transactions that have
been entered into Global AP.
Sme Use Save & Add to save ahbill transaction, clear the entry screen then
enter another bill.
Save Use Save & Exit to record the transaction and exit back to the Global
sext AP menu with the community tree-view displayed.
*| Use the browse arrow to see afurther list of choices.

The following are step-by-step instructions for using Global AP:

Global AP Menu
From the main TOPS Menu, select Global. From the Global Functions menu select

“Global AP”. You will see this menu:

Global AP Menu

5 TOPS Global AP
' = TOPS User/Group Name |TOPSUSER [v]
i . 86|
| Community Voucher # ) WVendor Name Amourt T_‘;_pe Status
@E‘A 012 SUNDOWN ACRESDL
b . 08 -BRIDGETOM ESTATES(0}
s XX - SAMPLE CONDOMINIUM(D)
—
—
Post AP
=
Print Checks
Community
Groups
Exit
PR

Bills— Use this button to enter AP invoicesto be paid. Entering the bill
through Global AP isjust like entering the bill in the community through

L the normal AP, you will seethe billsin the individual communities too.
Recurring AP — Use this button to add recurring bills, like regular
Sl contract payments, to the accounts payable for any community. Also use
e el it to select recurring bills for posting.

Post AP — Use this button to Post the AP invoices that have been entered.
Posting here updates the Accounts Payable module in each community as
ettt E well as the General Ledger module.




# Print Checks— Use this button when you are ready to print the AP
== checks to pay the posted bills. This requires the use of the TOPS MICR
et e Check Printing System.

processing groups for accounts payable. It supplements the Community
Assignments that are setup under Users/Passwords. A user will only be
able to select from communities that they are already assigned to under
the Community Assignments in Users/Passwords.

iy Community Groups— Use this button to break-up communitiesinto
Eroups

Exit — use this button to return to the Global Functions menu.

Ed

Exit

Bills— Click on the “Bills” button to enter AP Bills for either one community or groups
of communities. The communities you see are the ones you are assigned to use under the
Community Assignments portion of Users/Passwords (Admin Menu). If you don’t see a
community listed, it means you have not been given access to that community under
Community Assignments. You can further refine the communities linked to a “Group
Name” by using the “Community Groups” which are explained in detail below.

The communities are displayed in atree-view as follows:

Community Tree-view

TOPS Global AP
[ ririgs ] Bills
| . 05 o i e ———————
| Eommunit__{,l Voucher # Wendor Mame Amaunt T__l,_l_pe Statuz
G ‘ | 001 - SUNDOWN ACRES(D
X et 008 - BRIDGETOWMN ESTATES(D
L0 ¥4 - SAMPLE CONDOMINIUM(D)
ad
—
Post AP
Prirt Checks
Community
Groups
Exit
e

A tree-view is an efficient way to show you a potentially long list of information and let
you select any of theitemson thelist. In the example above, no AP bills have been
entered for these communities.

Notice the “TOPS User/Group Name” at the top of the screen:




TOPS User/Group Name v

The user defaults to the same user login that was used when starting TOPS. Notice the
down browse arrow next to the name. Use the down browse arrow to select a
“Community Group”, if any have been setup, to further refine the communities displayed.

To enter an AP Bill, simply click on the community name in the tree-view list.

#r- SAMPLE CONDOMIMILIMEDY

Y ou will seethe Bill Entry screen for this community:

Bill Entry
< TOPS Glabal AP M=) =
Enter Bills
Tranz Type | © Bil ¢ Handwritten Check
Community | XX - SAMPLE CONDOH NI #*|
Vendor | *|
BankID | #] e
Invoice # Invoice Date
Reference | Effective Date
Amount
.Distributiun Amount Remaining 0.00
Bccta v Description Amount % Distr. |
) Dele‘te! ﬂ Nohesl Make Recurring... I E?&%] ‘_!(&5:;5 @Cancel!

You are ready to enter an AP Bill or Handwritten (manual) Check for the community
name shown at the top of the screen.

Notice that you can change communities “on-the-fly” by simply clicking on the down
browse arrow next to the community name:

Community | 3¢ - SAMPLE CONDOMINIUM @

Y ou can stay right on the bill entry screen and continue to enter AP bills without having
to exit to select another community.

Here is the information that must be completed for each AP Bill:




Vendor — Use the down browse arrow to select an existing Vendor. Also, you can add a
new vendor “on-the-fly”” from the select vendor screen. In order to select a Vendor, they
must exist in the community you are working with—which is the community name
displayed at the top of the Bill Entry screen.

Bank ID — Y ou can specify which bank account to pay this AP Bill from using the down
browse arrow next to Bank ID. It defaults to the main checking account which is defined
in the AP Control File for this community. Being able to designate a different bank
account for aparticular bill is handy if, for example, you want to pay a special assessment
expense out of a certain bank account and not the regular checking account.

Invoice # - Just like the regular AP module, you must enter something in the Invoice #
field. The system will check to make sure the Invoice # is unique and has not already
been entered for this Vendor. You will seeaWarning if aduplicate Invoice # isfound.

I nvoice Date — The date of the invoice from this Vendor.
Reference— A description, up to 25 characters, explaining what this invoice covers.

Effective Date — If using accrual accounting, thisis the date used by the accounting
modules in TOPS to record the expense. Under accrual, you will see the expense show
up as ageneral ledger transaction based on the Effective Date entered here. Under cash
accounting, no general ledger transaction will be recorded using the Effective Date.
Rather, the expense will show when a check is generated using the check date.

Amount — The total amount of thisinvoice. Y ou can expense the amount of the invoice
to different expense accounts under the Distribution section below. Also, you can make a
partial payment when selecting a particular invoice for payment. So you should always
enter the total amount of an invoice here.

Distribution — Here is where you select which GL accounts, from the Chart of Accounts
file, to expense thisinvoice against. If the Vendor has a default expense account setup in
the Vendor file, you will see the default expense account on the first line of the
distribution. If no default exists, you will need to select an account from the Chart of
Accounts using the down browse arrow. If you wish to distribute the invoice amount to
several GL accounts, use the down browse arrow to select each account, then the
amount to expense against this account.

Acct # - Select the GL account # where you wish to expense this invoice against.
Amount — The amount to expense to this GL account #. Y ou must distribute the
total amount of the invoice to GL account #’s or you will receive awarning which

keeps you on the distribution screen and will not let you proceed.

Once you complete the Bill Entry screen with the invoice amount fully distributed to
expense accounts, it will look like this:



Bill Entry - Complete

< TOPS Global AP =JoEd

Enter Bills Trans.# [ 33
Trans Type | © Bill (™ Handwritten Check

Community | 3¢ - SAMPLE CONDOMINIUM ¥

Vendor  |aBC -ABC MAINTENANCE *|

Bank ID ||1—_5_1|'| 01010-000 Cash Checking - Operating
Invoice # FO7-103 Invoice Date 07126107
Reference | Repair Entrance Sign Effective Date 0726107

Amount 175.00

Distribution Amount Remaining 0.00
Acctz¥ | Description Amount % Distr. |
09110 -000 Gen. Maint. & Repair 175.00 i’
i

} De|eteg ﬂ Nonesl Make Recurring... I &S\.ﬁwded] &S:;E @Cancel!

Click Save & Add to save the transaction just entered, clear the screen so you may enter
another bill transaction. Y ou can then continue to enter other AP transactions.

Click Save & Exit to save the transaction just entered and return to the Community Tree-
View screen.

Click Delete to permanently delete the pending hill.

Continue to enter AP bills for this community or use the down browse arrow next to the
community name to change communities and enter AP bills for another community.

About Tree-Views
If AP invoices have been entered for any communities listed, you will see aplus (+) sign
before the community name and the number of bills entered after the community name:

+- 01 - SUNDOWMN ACRES(1)
+-08 - BRIDGETOM ESTATES(1)
H- XK - SAMPLE CONDOMIMIUREZ)

A tree-view can be expanded or contracted to see the details of the AP bill transactions
that have been entered by ssimply clicking on the + sign next to a community name:




+- 01 - SUNDOWN ACRES(1)
+- 08 - BRIDGETOMN ESTATES(1)

= 30 - SAMPLE CONDOMINMILIME) |
#33 ABC-ABC MAINTENANCE $175.00 Bi1l N/A

#34 SAMPLE-5AMPLE UTILITY $250.00 Bi11 N/A

Click on any of the AP billslisted in the tree-view to open the Bill Entry screen for that
invoice. You can make any changes you wish to the invoices entered up until you Post
them.

Use the minus (-) sign next the community name to shrink the detail back to just a
summary view for the community.



Make Recurring

Another feature of Global AP isthe ability to make abill a Recurring AP transaction
transaction “on-the-fly” as you enter the bill. Notice the M ake Recurring button on the
Bill Entry screen:

& T0PS Global AP =<
Enter Bills Trans. # a5

Tranz Type | & Bl (" Handwritten Check

Community | 3 - SAMPLE CONDOMINIUM #|

Vendor  [READY - READY MANAGEMENT *|

Bank ID ||1__§J 01010-000 Cash Checking - Operating

Invoice # 08-112 Invoice Date oa/o/07

Reference | Management Fees Effective Date o0a/1/07

Amount 750.00

Distribution Ampunt Remaining 0.00
Becta ¥ | Description Amount | % Distr. |
07010 -000 Management Fees 750.00 ﬁ

=
QCan cel

1 Dele‘te| ﬂ Nomes| Make Recurring... ‘ “g?dedl (!(&Sea;ﬁ

Click this button to make the bill just entered arecurring bill.

The Recurring Bills screen appears.

§ TOPS Global AP E]@

Recurring Bills

Community | XX - SAMPLE CONDOMINIUM *

Recurrence Settings

Vendor  |READY - READY MANAGEMENT *| {Frequencv Wonihly =

BankID [+ & 01010-000 Cash Checking - Operating DayofMonth [T
Invoice # JUB_HZ Last Posted ]
Description Jr.lanagemam Fees

Amount 750.00

Distribution Amount Remaining 00
07010 000 Management Fees 750.00 iJ

©) s I OCanc?II

Confirm and compl ete the extra fields on the Recurring Bills screen as follows:




Recurrance Settings
Frequency — Use the down browse arrow to select from these frequencies:
e Monthly
Weekly
Bi-weekly
Quarterly
Semi-Annual
Annual

Day of Month — Enter a number from one to 30.

Last Posted — Leavethis blank. The date will be updated automatically each time you
select and post recurring AP invoices.

Confirm the following fields are correct and appropriate for a Recurring AP Bill.

Invoice #
Description
Amount
Distribution
e GJ/L Account #
e Amount

If the Recurring Bill looks OK, click the Save button.
The new Recurring Bill transaction will be added to Recurring AP where you will be able

to select it to Post and Print Checks over and over again. Y ou will not see a Recurring
Bill under the normal Bill Entry screens.



Recurring AP — While you can add a Recurring Bill on the regular bill entry screen, you
can also work with recurring bills directly from the Global AP Menu. Use the Recurring
AP button on the Global AP Menu to setup, maintain and post AP bills which need to be
paid on arecurring basis. Examples of recurring bills would be management fees, lawn
maintenance, insurance premiums, utility bills and the like. By setting them up asa
recurring bill, you save the time and effort of entering anew bill each payment period.

Also use the Recurring AP to select existing billsto post, then pay.

From the Global AP Menu, click on Recurring AP.

£ S

Recuniny AF

Community Tree-View

55 TOPS Global AP '

Recurring AP
TOPS User/Group Name | TOPSUSER v

| Commurity Vehr# Frequency Vendor Name Amourt  Last Posted
01 - SUNDOWN ACRES(D)
08 - BRIDGETON ESTATES(O)
[#- XX - SAMPLE CONDOMINIUM{1)

A tree-view is an efficient way to show you a potentially long list of information and let
you select any of theitemson thelist. In the example above, a Recurring Bill exists for
Showcase Condominium, but not for the other communities.




Notice the “TOPS User/Group Name” at the top of the screen:

TOPS User/Group Name | TOFSUSER v

The user defaults to the same user login that was used when starting TOPS. Notice the
down browse arrow next to the name. Use the down browse arrow to select a
“Community Group”, if any have been setup, to further refine the communities displayed.

The communities you see are the ones you are assigned to use under the Community
Assignments portion of Users/Passwords (Admin Menu). If you don’t see a community
listed, it means you have not been given access to that community under Community
Assignments. Y ou can further refine the communities linked to a “Group Name” by
using the “Community Groups” which are explained in detail below.

To enter aRecurring AP Bill, simply click on the community namein the tree-view list.

01 - SUNDOWN ACRES(O)

Y ou will seethe Recurring AP bill entry screen:

4 TOPS Global AP =Jloles
Recurring Bills
Community |01 - SUNDOWN ACRES ¥
Recurrence Settings i
e | X | Frequency Monthty -
BankiD [ *| Day of Month
Invoice # ] Last Posted
Description ]
Amount .on
Distribution Amount Remaining 00
[Accounts ¥ Description Amount | % Distr.
&
A )Delete. g?dedi ﬁ) Sme I OCanceli
_| 1

You are ready to enter a Recurring AP bill for the community name shown at the top of
the screen.




Notice that you can change communities “on-the-fly” by simply clicking on the down
browse arrow next to the community name:

Community | 01 - SUNDOWN ACRES ¥

Usethe down browse arrow to change communities “on-the-fly”. You can stay right on
the Recurring AP bill entry screen to continue working with Recurring AP bills for
multiple communities without having to exit to select another community.

Hereis the information that must be completed for each Recurring AP hill:

Vendor — Use the down browse arrow to select an existing Vendor. Also, you can add a
new vendor “on-the-fly” from the select vendor screen. In order to select a Vendor, they
must exist in the community you are working with—which is the community name
displayed at the top of the Bill Entry screen.

Bank 1D — Y ou can specify which bank account to pay this Recurring AP Bill from using
the down browse arrow next to Bank ID. It defaults to the main checking account which
isdefined in the AP Control File for thiscommunity. Being able to designate a different
bank account for a particular bill is handy if, for example, you want to pay a special
assessment expense out of a certain bank account and not the regular checking account.

Recurrance Settings
Frequency — Use the down browse arrow to select from these frequencies:

e Monthly

o Weekly

e Bi-weekly

o Quarterly

e Semi-Annua
e Annua

Day of Month — Enter a number from one to 30.

Last Posted — Leavethis blank. The date will be updated automatically each time you
select and post recurring AP invoices.

Invoice# - Y ou must enter some reference # in the Invoice # field or the system will not
allow you to proceed.

Description — A description, up to 25 characters, explaining what this invoice covers.

Amount — The total amount of this recurring invoice. Y ou can expense the amount of
the invoice to different expense accounts under the Distribution section below.




Distribution — Here is where you select which GL accounts, from the Chart of Accounts
file, to expense this recurring invoice against. If the Vendor has a default expense
account setup in the Vendor file, you will see the default expense account on thefirst line
of the distribution. If no default exists, you will need to select an account from the Chart
of Accounts using the down browse arrow. If you wish to distribute the invoice amount
to several GL accounts, use the down browse arrow to select each account, then the
amount to expense against this account.

Acct # - Select the GL account # where you wish to expense this invoice against.
Amount — The amount to expense to this GL account #. Y ou must distribute the
total amount of the invoice to GL account #’s or you will receive a warning which

keeps you on the distribution screen and will not let you proceed.

Once you complete the Recurring AP bill Entry screen with the invoice amount fully
distributed to expense accounts, it will look like this:

Recurring AP Bill--Complete

< TOPS Global AP =Jlo&d
Recurring Bills
Community | 01 - SUNDOWN ACRES ¥|
N Recurrence Settings 1
Vendor | READY - READY MANAGEMENT il s [Hontiy -
Bank ID ] it i 01010 Cash Checking - Operating Day of Month [ 1
Invoice # ]CUSTOMER #1115 Last Posted
Description ]MANAGEMEH_! FEES
Amount 1200.00
Distribution Amount Remaining .00
Accountd® ¥ De=cription Amount % Distr.
07010 Management Fees 1200.00 i‘
A }Delete; “g?‘dedsl @ Swe QCanceli

Click Save & Add to save the transaction just entered, clear the screen so you may enter
another recurring bill transaction. 'Y ou can then continue to enter other AP transactions.

Click Saveto save the transaction just entered and return to the Community Tree-View
screen.

Click Delete to permanently remove the Recurring AP hill.

Continue to enter recurring AP bills for this community or use the down browse arrow
next to the community name to change communities and enter recurring AP bills for




another community.

When you are done entering Recurring AP, you will return to the community tree-view:

s TOPS Global AP
—_— = Recurring AP
I = TOPS User/Group Name | TOPSUSER v'
ills a
| C Wendaor Name Amount Last Posted
S s(1
Recuming AP -3¢ - SAMPLE CONDOMINIUM (1)
2
-
—=
RO%t AP
Print Checks
Community
Groups
Exit

It will show which communities have Recurring AP transactions. From here you may
continue to work with Recurring AP or go on to Select and Post—which is discussed
under Post AP below.

Changing or Deleting
Change or Delete a Recurring AP bill by clicking on the transaction under the
community tree-view. It will show you the transaction:

Recurring AP - Change or Delete




&4 TOPS Global AP
Recurring Bills

Trans. # »
Community | 01 - SUNDOWN ACRES ¥
Recurrence Settings T
Vendor | SAMPLE - SAMPLE UTLITY *| Frequency. [Monthty =
BankID [1 &| 01010 Cash Checking - Operating Day of Month [15

Invoice #  [1232435R54 Last Posted |

Description ]MO NTHLY ELECTRIC

Amount ] 250.00

Distribution Amount Remaining 00
08510 000 Electricity 250.00 j
} Delate “&S.ﬁwdedi @ Swe | OCancell

Make changes to the Recurring AP as needed. To Delete, click the Delete button.

The following section discusses how to Post both regular AP Bills, Manual Checks and
Recurring AP Bills.




Post AP — When entering regular AP Bills, Manua Checks or Recurring AP bills and
saving them, they are saved as a pending transaction, but they are not recorded financially
into the AP Module or the GL module until they are Posted. Y ou may change or delete
the AP transactions before they are Posted, but after they are Posted, you cannot make
any changes—although you could delete one using the regular AP.

Posting updates the AP transaction in the community’s AP module. For a AP bill, it adds
it to the Open Items in the community and records the bill in the Vendor History. Under
accrua accounting, it would record the expense in the general ledger using the Effective
Date on the Bill Entry screen. Under cash accounting, posting does NOT update the
general ledger. For aManual Check transaction, posting would record the transaction in
the General Ledger no matter which accounting method is used.

Once posted, AP bills are ready to be paid. They cannot be paid until they have been
Posted. For Manual Check transactions, there is nothing more to do after Posting.

adi There are two places where you can Post AP transactions, you can use
. the Post button at the bottom of the Bill Entry screen or you can use the

Post button on the main Global AP Menu. Either place does the same
thing.

Past AP

Once you click the Post button, you will see the communities with pending AP
transactions and you will also be able to select what types of bills you wish to Post,
either, Unposted Bills or Recurring Bills:

Post AP

5. TOPS Global AP

Post AP Unposted Bills
TOPS User/Group Unposted Bills
Recurring Bills

& Vchrs e

ID Community N2
1 SUNDOWN ACRES 00.00 800.00
08 BRIDGETON ESTATES 1 1 £250.00 £250.00
®X SAMPLE CONDOMINIUM 3 3 5605.75 5605.75

Use the down browse arrow to select whether you wish to Post regular Unposted Bills,
entered through the normal Bills portion of Global AP, or you can select Recurring Bills.




Post Regular Bills
Make sure you select Unposted Bills at the top of the Post screen:

Unposted Bills v

Thiswill Post both regular bills and Manua Check transactions for the communities.

Now you can select which communities to Post bills for:

Select Communitiesfor Posting

5l TOPS Global AP

SN | Post AP Unposted Bills  |v|

TOPS User/Group Name TOPSUSER [ ‘_

ID Community Name HVchrs | Selected Amount Select Amt

@3 \1 SUNDOWN ACRES 1 1 $800.00 $800.00

Fetuming AP 0p BRIDGETON ESTATES 1 1 5250.00 5250.00

— SAMPLE CONDOMINIUM 3 3 5605.75 8605.75
2

KE

K

<. L
Qsel.m‘ @ )

Notice that ALL communities are checked, meaning, all the pending AP transactions for
these communities will be Posted if you proceed.

Use this button at the bottom of the select communities screen to select
' ALL communities if they are not already selected. Thismeans ALL
communities are selected to have the pending AP transactions Posted.

oIr. Use this button at the bottom of the screen to unselect ALL communities.
l SE'E“'J This means, no AP transactions are selected to be Posted.




Y ou can view the pending AP transactions for any community by simply double-clicking
on the community name:

Pending Billsto Post—By Community

TOPS Global AP

— XX - SAMPLE CONDOMINIUM

- Select Invoices to Post Items Selected 1 Amount to Pay _7 5505-7515

5 | “ehr # “Yendor Mame Irve. Date Amount Type Status |
@‘“‘l #33 ABC MAINTENANCE 07/26/07 $175.00 Bil Mo
e ring AP H SAMPLE UTILITY 07/26/07 S25000 Manual  N/A
; == #36 TRIC SERVICES 07/26/07 £180.75 Eil (P23

S

Post AP

Prirt Checks

Al

Community
Groups

=

Exit

;( i 3

Notice all transactions are checked, meaning, they will be Posted. To unselect a
transaction so it will NOT be Posted, just click on the checkmark to removeit.

An unselected Bill would look like this;
|:| H36 TRIO SERVICES 07/26/07 518075 Bl M A4

Y ou may click to select/unselect whichever AP transactions you wish to Post for a
community.

a Click the Back button to return to the previous screen showing all the
communities where you can proceed with Posting.




To proceed with Posting, click the Post button:

Click Post
5 TOPS Global AP
- T
. Post AP \Unposted Bills v|
i TOPS User/Group Name iTOPSUSER 'Tj
Bills T ==
D Community Name HVehrs | Selected Amourt Select Amt
@’-" i‘ 01 SUNDOWN ACRES 1 1 $800.00 $800.00
Refuming AP 08 BRIDGETON ESTATES 1 1 $250.00 $250.00
= KA SAMPLE CONDOMINIUM 3 3 $605.75 $605.75
Y
Post AP
Frint Checks
Community
Groups
Exit

5
)

As asafeguard, you will see this question:

TOPS Global AP >y

Are You Sure?

[ fes l [ §ls] ]

Click Yesto proceed with posting the selected AP transactions.

The AP transactions will be posted for each selected community. When posting is
complete, you will see this message:

“TOPS Global AP

Post Complete.

Click OK to return to the Global AP Menu.




Post Recurring AP
Because you may not want to Post al available Recurring AP billsfor all communities,
you must go through a selection step to pick which billsto Post.

Click on the Select & Post button on the Recurring AP screen
& post
- or -

Use the down browse arrow on the Post AP screen to select Recurring Bills:

s TOPS Global AP
_— Post AP Recurring Bills ~ |v|
G TOPS User/Group Unposted Bills [v]
bl s Recurring Bills o
D Community Nar éd Amount Select Amt
B 0 SUNDOWN ACRES 1 $800.00 $800.00
Refuming 48 08 BRIDGETON ESTATES 1 1 $250.00 $250.00
: XX SAMPLE CONDOMINIUM 3 3 $605.75 $605.75
°
Pozt AP
Print Chechs
Community
Groups
[EXIT

Clr. iz
@ s m

Then sdlect the Post button.




Y ou will see the communities with Recurring AP billsto select for Posting:

Select Communities

5/ TOPS Global AP
e T TR (T
——— Post AP |Recurring Bills  |v|
135 TOPS User/Group Name | TOPSUSER ]
Bills =
S—— 18] Community Name HVchrs | Selected Amount Select Amt
@‘“ ] m SUNDOWN ACRES 2 L] $1.450.00 50.00
P Zurring AR [ os BRIDGETON ESTATES 1 0 $900.00 $0.00
[ »x SAMPLE CONDOMINIUM 1 ] £750.00 £0.00

®)

o
z
&
5

Prirt Checks

Community
Groups

o

<l L

Notice there are NO checkmarks next to any of the communities. Thisisto prevent you
from accidentally Posting recurring AP transactions. Y ou must click on the community
to checkmark it.

v o Click Select All to select all Recurring AP billsfor all communities.

Click Clear Select to unselect al Recurring AP billsfor all communities.

Bt




To view and select individual Recurring AP for a community, simple double-click on the
community name. You will then see the Recurring AP transactions for the community:

Recurring AP — By Community

5/ TOPS Global AP 5]

= 01 - SUNDOWN ACRES

Select Recurring AP to Post  ltems Selected 0| Amount to Pay $0.00}
Bills B B - — — —
| Vehr# Vendor Name Frequency Amount Last Post |
S| | # READY MANAGEMENT Marithly $1,200.00 |
ReSiming AR O 7] SAMPLE UTILITY Morthly $250.00
ad
adl
-~
Post AP
Print Checks
Community
Groups
Exit

Click on theindividual Recurring AP bills you wish to Post or use the Select All or Clear
Select buttons. You must select recurring billsto Post or the Post button will not work.




Y ou will see a confirming screen recapping the Recurring AP you selected to Post:

a2 TOPS Global AP

Posting Recurring Bills

# of Selected Communities ]
# of Selected Bills 4
Total Selected Amount $3,100,00

PostDaté: & 9/2007 v

Post Date — Thisis the Effective Date that will be used for posting. ALL the recurring
bills you have selected will be posted using this date. Under accrual accounting, the
Recurring AP Bills will show as expenses in the general ledger as of this date. Under
cash accounting, this date will not update the general ledger.

Be sure the Post Date is the one you want to use. To change it, type the correct date or
use the down browse arrow to open a calendar where you can select the Post Date.

Post by Item Day — This checkbox will bypass the Post Date you enter and, instead, will
use the month and year entered along with the day of the month stored in the Recurring
Bill transaction. So, for example, if you have utility bill setup as a Recurring Bill with
the 15™ of the month as the day to pay this bill, in the example above it would be paid
8/15/07. Checkmark thisbox only if you wish to use the day of the month stored in the
Recurring AP Bill rather then the Post Date entered on the confirmation screen above.

Click OK to continue on and Post the selected Recurring AP. Click Cancdl to exit
without posting.

As asafeguard, you will see this question:

'TOPS Global AP

Are You Sure?

[ Yes J I Mo l
Click Yesto proceed with posting the selected Recurring AP Bills.




The Recurring AP Bills will be posted for each selected community. When posting is
complete, you will see this message:

| TOPS Global AP

Post Complete.

Click OK to return to the Global AP Menu. Printing checks for Recurring AP isjust the
same asregular AP Bills, so just follow the Print Check instructions below for both.




Print Checks— Once AP Bills have been Posted, you are ready to print checksto pay the
bills. Printing checks will clear the Bill from the Open Items in each community and
update the Vendor History for the payment. It will also record entriesin the general
ledger for the payments.

I mportant Note — Print Checks under Global AP requires the use of the MICR
Check Printing System or the CIDcash® system. Y ou cannot print checks unless
you have setup the MICR info for each community bank account used for printing
checks. If you do not own the MICR Check Printing System, call TOPS Sales at
800-760-9966 to order.

Digital Signatures - Global AP works with the Digital Signature add-on. That
means, if you have digital signatures setup, Global AP will print the digital
signatures on the checks just the same as it would using the regular AP module.
Because digital signatures need to be secured, the user will be asked to enter their
Password and Pin # that already existsin the Digital Signature setup.

; b From the Global AP Menu, click on the Print Checks button.

Prirt Chechs

Select Communities

o' TOPS Global AP

Print Checks

D Community Name Bark v Wchrs | Selected Amourt
] SUNDOWN ACRES 1
BRIDGETON EST... 1

A SAMPLECONDO... 1

ooad

6 i} 50.00 516,275.76

<. Thach & Print
@ | Wiy

Notice that none of the communities with posted bills is pre-selected for payment. Y ou
must select which communities where you wish to print checks.

Also notice that you can see the available Cash Balance prior to selecting billsto pay. It
also shows what the End Cash Balance will be after paying the selected hills.

@ s Use Select All to select all the communities displayed.




Use Clear Select to un-select any communities that have been selected.

Bt

Once you have selected the communities where you wish to Print Checks, you will see an
updated screen:

5 TOPS Global AP x|

Print Checks

TOPS User/Group Name | TOPSUSER [+

-.-.;\

Billz

| 1D Community Name Bank Cash Bal. | #Vchrs | Selected Amou End Cash Bal ||
AN 01 SUNDOWN ACRES 1 $2,000.00 1 1 £200/00 £1.200.00
Recuring AP 08  BRIDGETOM EST... 1 $3510.00 1 1 £250\00 £3.260.00
- ¥X  SAMPLECONDO 1 81627576 & & £5,805 £6.466.45

u

@
=
e
Past AP

Prirt Checks

4

Community
Groups

EXIT

Exit

cr Chch Print

After selecting the communities to Print Checks, notice you can see the Ending Cash
Balanceif you proceed. Thiswill help prevent an overdrawn situation in community
bank accounts.

6 Chech Use the Check Preview to print or display a preview report for all
o communities.

Use the Print Check button to proceed with the MICR check printing or
check the generation of CIDcash® electronic payments.




Proceed with Print Checks

s TOPS Global AP &3
Print Checks

Total Selected Communities: 3

Total Selected Vouchers: g

Total Payment Amount 10859.31
CheckDate | & 9/2007 v
Check Format iMicr Format V*
Vertical Alignment EDefauIt V‘

Confirm the Print Check settings on this screen as described below:

Make sure the Check Date isthe correct one you wish to use:
Check Date 8/ 9/2007 ™

This date will be used as the date of the check, it will also be used to record general
ledger transactions as of the Check Date.

Y ou can change the Check Format for the check printing. Use the down browse arrow
to select from these check formats:

Check Format Micr Format V

Micr Format
Micr with Reference
Blank Check




Y ou can adjust the check alignment, if needed, in increments of ¥z line.

Vertical Alignment | Default v
Default |
Up 5

Up 1

Up 15

Up 2

Down 5

Cown 1 ]
Down 15 w

Select adifferent vertical aignment if necessary. If you change the aignment, we
recommend that you print alignment checks to test the alignment.

=T Use Print Alignment to check the alignment of your checks before you
Alignment print checks for the selected communities.

Digital Signatures— If you have the Digital Signature add-on, you can use it in Global
AP. That means, if you have digital signatures setup, Global AP will print the digital
signatures on the checks just the same as it would using the regular AP module. When
you print Global AP Checkswith Digital Signature, you will see this screen:

TOPS Global AP

Digital Signature Password and Pin #

Group: est
Passward: |
Fin

Werical Alignment: Default -

Frinting Digital Signatures

acmrgk

Because digital signatures need to be secured, you must enter your Password and Pin #
that already existsin the Digital Signature setup. When you have done so, then click the
Print Check button.

When you are ready to actualy Print Checks, click this button. Y ou can
check then select a printer as with any other Windows application.




Print Checks - Status

[ TOPS Global AP <]

e ] Print Checks

| 1D Community Name Bank ID | #of Chks Printed |  Paymert Amourt Status

0 SUNDOWN ACRES 1 1 $800.00 7-PRINTED
N o2 BRIDGETOMN ESTATES 1 1 §250.00 7-PRINTED
d pos SAMPLE CONDOMINIUM 1 3 £605.75 T-PRINTED
Recuring a AP
2

Community
Groups

B

Exit

&l : ..>._
Ir. Reprint | | Void Al

Notice the buttons at the bottom of the screen. Proceed by selecting one of these buttons.

Post Use Post Checksif the checksjust printed or OK. It will actually record the
Checks checks in each community’s AP and GL modules. You will then be able to
print a Check Register for each community.
@ If you need to Reprint Checks, either some or al, use this button. It will
Checks reprint the checks using the same check #’s.
Void Al Use Void All Checksto scratch this check printing run and start over again
Checks with new check #s.




Post Checks
If you click the Post Checks button, you will see this confirmation message:

-

TOPS Global AP

Ok to Post Selected Communities Checks?

[ fes ] [ Mo ]

Click Yesto actually Post the checks just printed.

Print Check Register
Once the checks are posted, you can print a check register for each community showing

the printed checks:

€% Print Reports [;@
Print A/P checks
i~ Print To:
 { prinier;
(" Screen
{" Fie
Settings &5 Frint i

i+ Portrait (™ Landscape ?
Canceli

Y ou have options to print the report on paper to a Printer, display to Screen or save the
report asaFile.

d Fine Click the Print button to print the Check Register.

Reprint Checks

If something goes wrong when printing checks, like a paper jam, you have the option on
the Print Checks— Status screen, shown above, to Reprint Checks. Thiswill reprint
checks with the exact same check #’s as the originals. You cannot Reprint Checksif the
checks have been Posted. If Posted, you must VVoid checks to be able to print them again.
Voiding the checks is explained below.

Reprint Use the Reprint Checks button on the Print Checks — Status screen.
Checks




Y ou will seen this screen where you can select the Reprint Check options:

Reprint Checks

s/ TOPS Global AP
Reprint Checks
Total Selected Communities: 3
Total Selected Vouchers: 8
Total Payment Amount: 10859.31
CheckDate | 8 9/2007 ]
Check Format ;I\.‘Iichormat V‘
Vertical Alignment | Default vl
cprint Option
(® Reprint Checks Using Same Check #'s
) Reprint Checks Starting with Next Check #

Y ou can change the Check Date, Check Format and Alignment if these were problems
with the original check printing run.

Y ou can aso elect to Reprint Checks with the same Check #’s or starting with the next
available Check # in each community.

Print Usethe Print Check button to proceed with reprinting the checks.
chech




Once the checks are Reprinted, you will see the status screen:

Reprint Checks - Status

‘a2 TOPS Global AP

Print Checks

D Community Name Bank ID | R of Chks Printed | Payment Amourt,
o SUNDOWN ACRES 1 1 S800.0
08 BRIDGETON ESTATES 1 1 5250.00
pe 4 SAMPLE CONDOMINIUM 1 3 5605.75

i ‘IIJ
m

Status |
7-REPRINTEL
T-REPRINTEL
7-REPRINTEL

o

1

7
2

e

5 !...',’

E
5
2
5

3
5

4

Print Checks

Community
Groups

Exit

A | 2]
cir. Post Reprirt | | Void Al

Follow the same procedures to either Post Checks, Reprint Checksor Void All Checks,
as described previoudly. After Reprint Checks, the procedure is the same to continue on
with Posting the checks and printing a Check Register.

Void All Checks

Voiding checks records the check #’s in each community’s Vendor History as “voided”.
It updates the Bank Account file for the Last Check # used. This prevents these check #’s
from being used again. Y ou would use Void ALL Checksinstead of Reprint Checksin
situations where you wish to keep track of voided checks—which are printed checks that
you don’t plan to use.

After voiding, the Bills that have been selected for payment are still there in each
community so that you can Print Checks again.

Usethe VVoid All Checks button on the Print Checks — Status screen to void
Checks the checks just printed.

Y ou will see this message to confirm that you really wish to Void Checks:
TOPS Global AP =

Ok to Void Selected Communities Checks?

[ Yes ] [ No

Click Yesto continue with Void All Checks.




A report will be printed showing the Voided Checks in each community:

<G Print Reports

=Jotd

Print AIP checks
— Print To:

{~ File

— Settings

i+ Portrait

& Frint

(" Landscape

OCanceI

b

Select where you want to print the report, options include a Printer, display to the

Screen or print to aFile.

Once the checks are Voided, you will see the status screen:

Void Checks - Status

E)
2
it
%

Print Checks

Community
Groups

B |

(=1

s TOPS Global AP
e Print Checks
EES
B D Community Name Bank ID # of Chks Prirted Payment Amount Status
ot SUNDOWN ACRES 1 ] 50.00 8-VOIDED
- [ os BRIDGETON ESTATES 1 ] £0.00 8VOIDED
£l O xx SAMPLE CONDOMINIUM 1 ] 50.00 VOIDED
Recuming AF

NEY

Clr.

Click Done to proceed.




Y ou will return to the Print Checks screen:

Print Checks
R . Print Checks
‘ TOPS User/Group Name | TOPSUSER ]
Bills
2 | D | Cgmn;l].mrty Mame | Barlk! Cash BE|.V! #vchrs | Selected | )Amount | EndCash Bal |
& ‘ m SUNDOWN ACRES 1 £2.000.00 1 1 5800.00 51.200.00
e curming AP 02  BRIDGETON EST... 1 £3.510.00 1 1 £250.00 £3.260.00
- XX SAMPLECONDO... 1 316.275.76 & L £9.809.31 56.466.45

Post AP
Prirt Checks
I
Community
Groups

EXIT

Exit

<.  Check Frint
@Sel.ﬂll =

Follow the same procedures as when you originally printed checks to sel ect/un-select
communities for payment.




Community Groups— Use option if you wish to break-up communities into processing
groups for accounts payable. It supplements the Community Assignments that are setup
under Userg/Passwords. A user will only be able to select from communities that they are
already assigned to under the Community Assignments in Users/Passwords.

A possible use of Community Groupswould be if you pay AP Billsfor a certain group
of communities on scheduled dates, and another group of communities on other
scheduled dates.

You do NOT need to use this option unless it helps you organize your AP processing
more efficiently.

_ To setup or maintain Community Groups, click this button on the Global
Commmity
Groups AP Menu.

Setup Community Groups

5 TOPS Global AP x|

Community Groups
TOPS User/Group Name | TOPSUSER I
Community 1D Community Name
01 SUNDOWN ACRES
o

] BRIDGETON ESTATES
HX SAMPLE CONDOMINIUM

J— =

To setup anew Community Group, first select which communities will be included in the
new Community Group.

Select the communities to include in the new Community Group by check marking which
communities to include in the new Group:

0 SUNDOWN ACRES
03 BRIDGETOMN ESTATES
[] xx SAMFLE CONDOMINIUM

Next, enter aname for the Community Group that will make sense when you go to use it
later:

Add Group Name |J=f's 10th and 20th group




©) s | Click the Save button to save the new Community Group under the name
you entered above.

You will seethis message confirming the new Community Group has been saved:
TOPS2000 Global A/P e

Group File "C;\TOPS 2000 Master \Global'\Jeffs 10th and 20th group.Grp® Has Been Saved,

——

Click OK to clear the message.

When you select a Community Group in Globa AP, you will just see those communities
that were selected to be in the Community Group:

Selecting Community Groups
& TOPS Global AP B

.
I

e OPS User/Group Name | JEFF'S 10TH AND 20TH GROUP [v]
{TOPSUSER )
[Ssagunty Vousher# lyeese oy soranous |
@3 01- CRES(T) A
o8- EIRIDGETON EST:
Recurin q AP
=E]
o2
—
Paost AP
Print Checks
Community
Groups
Exit

(o~ @] ]

If you use Community Groups, you can select the groups of communities you wish to
work with in Global AP using the down browse arrow next to the TOPS User/Group
Name at the top of the Bills and Recurring AP screens.




ClDcash®

Thisis an electronic payment alternative to paying by paper check. You can use
CIDcash® in combination with Globa AP to replace using the MICR Check Printing
System to print paper checks. A ClDcash® payment uses a payment card # to
electronically transfer payments into a Vendor’s bank account. You must sign up for the
ClIDcash® system before using it. Y ou can find information about CIDcash® at their
web site at www.cidcash.com.

Setup
In addition to signing up for CIDcash® services, you must setup to useit in place of a
checking account in TOPS. To do thisfor any community, follow these steps:

Select Community

Go to Accounts Payable menu

Select Bank Accounts

Select the bank account you wish to use with CIDcash®

Bank Account

@ SY - Bank accounts XX - Sample ... g@@
Bank Info
Bank D [1]
Bank Name [Eirst Hational Bank

Bank Address 1 |2030I.'| Brink Road
Bank Address 2 ]Ruckville, MD 20888
Bank Address 3 |

Bank Account#  [123424
AJP Last Check # 510
GIL Account # 1010 - 000 |

Cash Checking - Operating

All fields in red are required

Yook CD Cash up Micr

E aK @Canceli

To activate CIDcash® payments for this bank account. Y ou must checkmark CID Cash
Visa at the top of the screen, then click the CID Cash button.

Y ou will see the CIDcash® setup screen for this bank account.




@ SY - Bank accounts XX - Sample Con... g@ x|
Setup CID Cash Information

01 - First National Bank

Card Member J

Address 1 J

City |

State ]__ Zip I—
lzsuer m

Card # —

Expiration Date(MM/YY) 1 o2
Phone #

|
Fax #
|

Email
All fields in red are required. E oK I @Cancell

This community must have signed up to use CIDcash® before you can complete this
screen. ClDcash® will give you al the information needed to compl ete the setup screen.

Checkmarking a bank account for CID Cash Visalike this means:

When Global AP Checks are printed, it will automatically generate an electronic payment
transaction through the CIDcash® system. No paper check will be printed. Instead, it
will print aconfirming paper statement showing the payment through CiDcash®. Keep
the paper confirming statement just like you would keep the voucher from an actual
check.

In all other ways, paying through CIDcash® is just like a regular payment. It’s simple to
use and eliminates fraud and lost checks because the payment is completely electronic
with the payment withdrawn from the community’s bank account and deposited in the
Vendor’s bank account.




