TOPS Software®

Accounts Receivable Manual
Version 4.0



Accounts Receivable
Table of Contents

OWINER BALANGCES ...ttt ettt e et e et e e et et e s e e e eaeeeeaeeesaesesaeesbesssaeesssesesseessbessssnesatessasnesaes 4
[ [ES3 0] =2 9

F N 00T A AT 7N A/ = 13
Adjusting Prepaid BalAnCES .........ccuiieierieresie ittt ete e e ste st e s eseesae e tesaeste e esaesaesentesaessesneenennsenees 18
ACCE] O QOO ASSESSITIENES .....veeivie et iteeetee st eeebesesbeeebessbessbessabessabessabessabessabessasessabessnsessnbessnsessaressnseesn 21
PAYMENT ADJUSTMENTS. ..ttt iteeiteseteeitesessessstesssessbessssesssbesssessasessasessasessnsesssessnsesssessasessssessnsessssessnsessnn 23
BACKOUL PAYIMENT .....c.viieiteeiiiieceeeeete sttt e e e st e e st e tesseese e e enseste st e tesaeaeeeneenseseessenteseentenneeneenneneen 27
Add/DedUCE PAYMENT AIMOUNL. ..ottt ettt sr e bt s s b s e b b e e nnas 30
Change Payment DiStrDULION ..........ooiiiiieie et se et s sne e e e e s 33
Change RecalVed Date/ChECK # ......c.coi ittt 35
BEGINNING BALANGCES ..eciiiiiiititiiee e e e sttt e e e e s ettt e e e e s s s e baaa e e e e s s s sababaeeeeessas bbb aeeseessessabbeessessesssrannsesssasnns 38
Beginning OWNEr CraitS...... .ottt st b e ae bt e e e e e e e sbesaesbe s e eneeneeneas 41

I L 1= 44
I = TR 47

1A Y20 = 49
(00 U] = o N R 55

L I 7 62

(O N o I O 1 = 15 66
(@ T YN = = O NS I (@ = 1 =1 F TR 67

Y IS O OF NS T =3 =i =4 TR 80

Y Y =l B (=0 1S ST 85
APPLY CHARGES. ...ttt ettt e e e et e e e e e e et e st e e eaeeseaeesatasseaeeseaesssaeesabessasnesasessasneses 89
I 1 = = ST 102

PN = = I LN 1 = S OO 108
BATCH ADJIUSTMENTS «.teiiuteeiutieiteeesteestesestessbessssessasessssessasessssessasessssesssesssssssssesssssssasessnsessssesssessnsessssness 115
(O T Y = =R 129
(0@ ] I I O 1 10\ 143
PROCESS COLLECTIONS ....uveeiutieiteeesteestessssesstessssesssessssessasessssssssessssesssessssssssessssssssessnsessssesssessnsessssness 144
Understanding EffECtIVE DAtES.........cccviieiiecieiece et see e e esa e e e e stesee e snesrasneenseneens 145
Taking COlECHION ACHION ..ottt ettt e et e e b e e e e e eeseesbesaesae e e aneenes 147

(@ I =0 0] NI 7N =] I =TT 156
COllECHiON & VIOIATION LEMEIS ......eeieiiceeiee ettt s ettt e s st e e e e s te e e s st e e s seateessasbeeessnnenasssbeneseas 161

Yo (o W< (< TR 163

I ettt e et e e e e — e e e et —e e e e ——eeee——eeeaeheresaa—teeeaareeeaiberesaaaetesaraeeeanbenesanres 166

o [ TR T RO TR 168
LS OSSO URTN 168

B IE= o< 170

61 0| SRRSO 172

1= PSS 175

LT Lo I o o 7= T 175
10 L= oo == SRS 177
1S e Lo a0 L = (e (o L= PP RURSRR 178
RE P O R T Sttt ettt et e et e et e s teeeaeeeeteesaeeesaeeeeseeesaeeeasesesaeeeebeeesaeeesaesesaeeeetesssareesaeeesreesreas 201
AGED OWNER BALANGCES.......utttiiiiiiiiiiitiiee e ettt e e s s s et b e e e s e e s s e bbb e e e e e e s s es bbb b e e s e e s saasbabaseeeesssssssbannsesssesans 202
COLLECTION STATUS ... ttttieieeiiiiiatttiies st eesiabsssteassssasbasssesssssasasasseesesssaassabssssesssessssbbasseassssssbssssessssssssrnrens 207



PREPAID OWNERS .....cueiiueeiteesreere e s sseesseesresseseesseesmeesseeaseeseeas e aseess e e ane e nesnesanesaeesreenneeneanneaneenneenreenrees 211

OWNERS BALANCE SUMMARY ...veiiittieeeeteeeeeittesssesseessastesssasssesssassssssassesssssssssssasssessassesssassssssssssseesassenesssnes 214
OWNER ATR ACTIVITY ¢ttt ettt etet e etee e steseetee s sttseesesssbesessessssessssessabessaseseabeseabesssbessaseseabesssseessbesssseessbesssseesasens 218
CASH RECEIPTS JOURNAL .tttiiieiiiitttteiiee s s esiabaseeeassssssbasssessessessbasssesesssaassabasssesssessssbasssesssssssssssseessssssssssrens 221

(@ N =0 W 0] Nl = =/ = LSRR 225
DELINQUENCY TRENDS REPORT ...vviiiiiiiiiititiiee i eesibestiee s s e ssbaseeesssssebasseessessssbstasssssssessssbasessesssssssbassneesss 229
RE-PRINT REPORTS ..ottt sttt e ettt e et e sttt e e s et e s eaaee s s abaeessestaessasseeassabssessssbeeesenbenessasenasans 236
(D] = @Sl (= = 0] = T 237
(@Y 2l S AN = = = o TR 239
EXPENSE ADJUSTMENTS ..oeiiiitteeeitteeeesteeeeesseessssseeseassesesasseesssesessassesesasssessasseesaastesssassssesansesesssssessssssenes 241
PAYMENT ADJIUSTIMENTS ..o ettieeiettieeestteeeeesseessssseeseassesesasseassbeseseassesesassessasseesaastesssassseesanseeesesssesssssens 243

L =N 1Y 1= N 245
I =3 = 247
N5 RN 249
BILLS & COUPONS . ...ttt ettt e e sttt e e e et e e s e e e e e s baeeesastesesesaeeessabeeeesanbesesansenessnsenesean 251
[ N[ NN Lo = m = T T 253

S 1< o 00 o USSR 253

S 1< oo USSR 260

S 1= o o OSSR 262

S 1= 0 o USSR 265
CUSIOMIZING BilIS. ...ttt ettt st e bt a e et e e st e e e e e seesbeseeebeeneeneeneaneas 267

5 S 274
= 4 = D IS Y 7 1 = Y 1= N 283
YN =Y = N T 287
(@S 0] Y I =1 TS 297
PRINT COUPONS........utiieieteiecettee e sttt e e e ettt e e ettt e s sebaeeeeasteseseaseeessbaeeseassesesassseessabaeeseantesesasseeessnbeeesensenseeansnnas 298
CREATE COUPON FOLDER....cciiiiiiiittttiiee et eesitbeetieessssssbaseeesssssesbaseseseesssassabbsseesssessssbasssessssssasbbsseessssssssssrens 308
CUSTOM COUPONS........coituttiiieeeiiiiitertteasssasibassteassessssbasseessessaasbasssesesssaassabssstesssessssbsssseassesssbsssnessssssssssrens 317
YEAR END ..ottt ettt e et e s st ee e e et et e s e abe e e s sbeee s e sbeseseabaeessbaeessasbanesassenesssbbnnesabenesannns 318
L S N (S 0T 2N 2R 320
U] (eT = o (1S K] A 2T 322



Owner Balances

The Owner Balances is a convenient place to go to view al the charge and payment history
for owners and make adjustments to their balances. It’s a dashboard where everything
about an owner’s charge and payment history can be seen and changed by making
adjustments as needed.

Use the Owner Balances to:
e Answer owner inquiries on their account balances
e Make adjustments to owner balances
e Backout NSF checks
e Change an owners opening balances
e Enter payment history notes to document a conversation with an owner
e Print Form Lettersindividually for an owner
e Print Invoices or Coupons individualy for an owner
e Change owner Flag settings

Owner Balances 3| | From the AR menu, click the Owner Balances menu tab.

Y ou will seethe Owner Balances screen:

Owner Balances
@ AR - Owner Balances XX - Sample Condominium g@

|<," _gi-&_fljﬂdsﬁﬁ'

FAdd
Balalgce Motes | Letters | Inveice| Coupen| Flags
ome, F4 - Browse

iz |\re | .ﬂ.d[uyst
cot #(F3) | %/|LotunitFe) _j

Addr. |

r M ult| ple Owners

Record Type l_

Street Address (F2) | Name Search (F5)

Prepaid Balance

Crentic s | | [paiDie:

Owiner J / | | T |
2nd Owner | | j
i Status
Collection | #] [~ Hold Action
Last Payment
Date Amount Lj

" Record # of = .
Beapy | & o | %oen

The screen will be blank until you select ahome and owner. Notice this area of the screen
to select the home and owner. Use any of these options to select a home and owner.

‘ | 44> N Use the Arrow buttons to move from home to home staying on the

Owner Balance screen or jump to the LAST/FIRST home. The
arrow navigation can be handy when you want to review/change the
Owner Balances for several homes at atime.

Preferred Access | Thisisthe default way you generally want to select a home and
owner. The cursor will automatically go to thisfield for selecting
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the home and owner. This default is set in the Owner Control File.
The default can be changed whenever you wish. No matter what the
Preferred Accessis set to, you can always select a home “on-the-
fly” using any of these 4 methods:

Account # (F3) Use this option to select the home and owner by the Account # from
the Property Info for the home.

Tip — pressing the F3 key to jumps the cursor to the Account # field.

L ot/Unit # (F6) Use this option to select the home and owner by the L ot/Unit # from
the Property Info for the home.

Tip — pressing the F6 key to jumps the cursor to the Lot/Unit # field.

Street Address Displays the Street Address of thishome. The Street Addressis
entered into the Property screen sinceit is fixed information about
the home.

street address (F2) || Click this button to select ahome using the address. Y ou will then
see the selector screen for selecting the home:

“f 0D - Maintain owners XX -Sample Cond... Q@E|
Bank Street
Street Mame Address 2 ’7

Bank Street Y it

ﬁ it T~ Enter Address
Easy Street m% | _— hel’e or use
Supreme Court o : ﬁ brow% area to

10005 select home

10008

10009
10013

L] 10015 ﬂ

Select the street name then address #
E O @Cancel

First click on the Street Name. Then enter the Address # or use the
browse area to locate the home and double click to select it.

Tip — pressing the F2 key jumps the cursor to the Street Address
button.

Name Search (F5) Click this button to select a home by the owners Last Name. You
will then see the selector screen for selecting the home:




Crvnet Mame

# - Second Home Owner

Last lame || Search

A 0D - Select Owner/Property by Owner Name

-
L OCancell

Enter Last
Name, then
click
Search

button.

The Name Search uses the Owner’s last name only.

Tip — pressing the F5 key jumps the cursor to the Owner Name

Owner Balances

Once you select a home, you will see the owner name, property info and have access to
the owner payment history and balances due:

@ AR - Owner Balances XK - Sample Condominium

BEX

RIRI2LIPEEARA

History | wimive | pdast |
- Select Home, F4 - Browse

| Acet#r3)| koo ijLquUnrt(Fﬁ,{ 400 §| ‘

|Addr. | 400 Easy Street

Strest Address (F2) | Narie Search (FS) ]

:--Owners
Owner ] Jenny Craig | CRAIG

2nd Owner ] |

- Status

Last Payment

Date |04/03/07 Amount 250.00

" Record# 1 of 1 — :
Readv | @ o | woies

Collection [ ¥ | [~ Hold Action

il o

Beg

Balance Motes 1

.:s'asaf-'w

Le‘lters In\rolce Coupon Flags |

I.lult| ple Owners

Record Type Owner o001

‘ Prepaid Balance 0.00

| | | Bal Due:

Al
01

Maintenance Fee

Lats Fees

TOTAL

1su.uuﬂ'
10.00

180.00

=

Thefollowing isabrief guided tour of the Owner Balance screen.

Click Pay Adjust to make an adjustment to an owner payment on filein
the payment history, for example, if you had to backout an NSF check.

|4 4| p| p|| | Usethese browse arrowsto move from home to home or jump to
First/Last Homes.
-] Click the History button to see all the charge and payment history
History transactions on file for this home.
Click Add/Waive to make an adjustment to the owner balance, for
i example, if you wished to waive alate fee.
$
Acost




E

Be,
BE|3IE|ICE

Click the Beginning Balance button to enter or change the opening
balance for this owner back when you first entered the initial owner
balances. Thisisnormally done when you are adding homes and
owners initially through the community setup wizard, but the Beginning
Balance button here lets you make corrections to the Beginning
Balances that were entered, if needed.

Warning — Do not use this option to adjust anything other than the
original opening owner balances. No entries are generated to the
Genera Ledger when you do a Beginning Balance transaction, so you
may put your General Ledger out of balance with your AR owner
balances if you use this to option to change an owner balance.

Mates

Click the Notes button to record a note directly into the owner’s
payment history record. Thisis best used to explain why an action is
being taken, or not being taken based on a conversation with the owner.
However, when making any type of Owner Adjustment, a Note of
explanation can also be entered there to explain the adjustment, this
button just gives you yet another place where you can enter a Payment
History Note.

@

Letters

—+
1]

Click the L etter s button to print a Form Letter for this owner.

i

I oice

Click the Invoice button to print an Invoice for this owner.

o24

Caupon

Click the Coupon button to print Coupons for this owner.

g

Flag=

Click the Flags button to view/change some of the settings that affect
the way the owner AR works with this homeowner.

To continue the guided tour of the Owner Balances screen, the remaining areas of the

screen follows:

Status

The Status box showsiif this owner has been picked up by the collection
action and the action step that was last taken.

Status

Collection lﬁg |LE|tE MNotice [ Hold Action

Last Payment

Date (0403707 Amount 250.00

In the example above, this owner has been sent a Late Notice.

Hold Action - Checkmark the Hold Action to freeze the collections
actions at the one shown in the Status box.

L ast Payment — Shows the date and the amount of the most recent
payment received from this owner.




Multiple The Multiple Owners box lets you know if there are more owners that
Owners could each home their own payment history records attached to them.
Multiple Owners

Record Type Owner 001

If you seethe _seect®) | py o displayed on the screen, it means more
than one owner record exists for this home.

Owner If this owner has any balance other than zero (0) currently, you will see
Balance the Balance Breakdown on the right side of the Owner Balance screen:
Breakdown

Prepaid Balance
Bal D}g:
Maintenance Fee 1BEI.IZIIIIi‘
% Late Fees 10.00

150.00

TOTAL

=~

Balance Breakdown — Shows the current owner balance broken down
by Charge Codes adding up to the Total Due.

Read The Ready Collect button will take a delinquent homeowner and all the
b e details from their account history and upload al the data to the
communities attorney who subscribes to this online attorney collection
service. If the community attorney does not use this service, clicking
this button will do nothing.

Click the OK button to accept any changes shown on the Owner
Balances screen.

o Close Click the Close button to exit from the Owner Bal ances screen.

This concludes the brief tour of Owner Balances, we will now cover each major function in
detail.



History

Use this button to display the charge and payment history that makes up the account
balance for a home. The Owner’s Payment History is displayed to the screen but may also
be printed ready to be sent or e mailed directly to the owner who has a question.

#

Higt ary

Click the History button to view the Owner’s charge and payment
history on the screen.

You will see the Owner’s charge and payment history displayed like this:

Owner Payment History

“ OD - Maintain owners

Unit I0:

01 401 407
01 /0407
01 /0407
02 07
020007
n2i007
n20307
0300 /07
n3n207
040 107
hanzin7

&[® Eal. |

XX - Sample Condominium

10 Status: 30 - Second Warning
Ray & Hancy Simon Start Date: | 000000
Payments Check# Dep. Date| Code - Description Balance Due
1 Special Aszess 50000 14000 & i
140.00 2190 010407 A1 Maintenance Fee (90.00) .00
1 Special Assess (50.00)
APPLY CHARGES A4 haintenance Fee q0.00 0,00
1 Special Assess 20000 140,00
140.00 2203 020307 A4 Maintenance Fee (90.00) D.DDJ
1 Special Aszess (50.007)
APPLY CHARGES A1 Maintenance Fee 90.00 90.00
90.00 2216 030207 A4 haintenance Fee (90.00% 0.00
APPLY CHARGES A1 Maintenance Fee a0.00 a0.00
90.00 2233 040307 A1 Maintenance Fee (90.00) D.Dﬂﬂ
ill";l‘i‘:;";i,'y! & Frint | 9% Close

We will discuss each datafield displayed on this screen.

Unit ID

Depending on the defaults for this community, either the Account #,
Lot/Unit # or Street Address of the home will be displayed so you are
reminded which homeis being displayed. Also, the Owners Nameis
displayed below the Unit ID.

Status

If this owner has a balance due and has been picked up by the TOPS
automated collection system, the step of the collection action will be
displayed next to the Status heading.

Start Date

The Owner History display will aways show the LAST (most recent)
transaction for the owner. If there are several years of charge and
payment history, you can enter the Start Date here so it displays the
transactions from this date FORWARD.

The following description explains the columns on the Owner Payment History screen:




Date

The Date of each transaction in the Owner Payment History. The Date
is very important in TOPS, it is used to determine the Owner’s account
balance “as of” any given date.

The transactions in the Owner Payment History may not always bein
exact date order. Instead, by default, TOPS will display the
transactions in the order they were done, rather than by strict date
order. But even if transactions show out of date order, TOPS knows
how to read them correctly by date in order to give the correct owner
account balance on a certain date.

There are A/R Utilities that can be used to re-order Owner Payment
Historiesin strict date order. But these should only be run by someone
who is familiar with the issues that may be caused by such a utility.
The A/R Utilities are discussed under the manual section titled
“Utilities”.

Payments

Only owner Payments or payment adjustments, like an NSF check, are
displayed in this column. Payments are always subtracted from the
owners balance due. A payment adjustment may add or subtract from
the owner balance due.

Check #

If a payment transaction, the Check #, if any will display here. If no
Check # has been entered for a payment, then TOPS will assign a
transaction # in place of the Check #.

Deposit Date

If a payment transaction, the Deposit Date will be shown in this
column. Thisisthe date you will see a Owner Cash Recelpt
transaction in the community’s general ledger.

Code

TOPS keeps track of owner balances by a2 digit Charge Code. Every
charge or payment transaction in an Owner’s Payment History has
Charge Codes attached to it. 1t shows how much of acharge or
payment transaction was applied to each Charge Code. Using this
approach, TOPS can show you an accurate breakdown of an Owner’s
balance by Charge Code as of any date you wish.

Description

The name of the Charge Code. Depending on the type of Charge Code,
the name can be changed in either the recurring Charge Tables or in the
Misc Charge Code setup.

Amount

The Amount of the charge or payment transaction applied to a
particular Charge Code.

Balance Due

Thisisthe running total Balance Due for the Owner shown after every
charge or payment transaction.

Screen Navigation
There are other options on the Owners Payment History screen. Notice these buttons

below:
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R |

Balance Breakdown — Click this button to view a breakdown of
the owner’s balance by Charge Code.

' 0D - Owner Balance Summary E|@E

- Dwner Balance Summary

‘hs Of Date | 04/01/07

Prepaid Balance 000

A1 Mairtenance Fee QD.DDﬂ

TOTAL 0.00

"mose'

By changing the “As O'f Date” at the top of the screen, you can take
a “snapshot” of an Owner’s balance at any point in time. Click
Close to exit back to the Owner Payment History screen.

Email
Hiztary

E Mail History — Click this button to e mail the Owner’s Payment
History to either the owner or another party.

B Payment History Report |Z| |E|E|
© FHle Edit Mew Insert  Format  Tools  Message  Help -f,’
»
A AB:
e ob | K) s‘/ j lm t’ -
© Send [ Copl Undo Check  Spelling Attach  Priority

To: waw.supgort@topssoft.com
e |

Subject: 1Payment Histary Report
Atkach: J ARO3S7, THT (1,42 KE)

IiTimesNewRoman v 512 v| :, B 7 UA == i= 3=

Email sent from TOPS 2000(tm).|

It will use your default e mail program from your computer. The e
mail will be addressed to the owner if their e mail address was
entered in the Owner Maintain screen. If not or if youwishto e
mail it to another e mail address, you will need to type the e mail
address into the To line at the top.

The Owner’s Payment History will be an attachment to this e mail.
It issent in aplain text format which can be opened by any word
processor or by Windows Notepad®.

11




oy Frine | Print — Click this button to print a the Owner’s Payment History

report. The report will include al charge and payment transactions
on filefor thisowner. Itisinasimple enough format that you
could send it to the owner for them to review.

& Close Close — Click this button to exit from the Owner’s Payment History
screen and return to the Owner Maintain screen.

i
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Add/Waive

Use this button to view a complete breakdown of an owner’s balance by Charge Code so
you can manually make an adjustment to the balances. Y ou can adjust any balance
showing on the screen for an owner or add a new charge to the owner. Y ou can also adjust
the Prepaid (unapplied credits) for an owner.

Use Add/Waive for any of the following:

e Add Recurring Charges e Waive Recurring Charges
e Add Late Fees e WaivelLate Fees

e Add Accelerated Assess. e Waive Accelerated Assess
e Add Misc. Charges e Waive Misc. Charges

e Prorating Charges e Write-off Balances

Asyou make an Add/Waive adjustment, you can also enter a Note to explain the reason for
the adjustment. This agood way to document why an adjustment was made. The Note
will show in the owner’s payment history linked with the adjustment transaction.

Aswith al financia transactions, the date of the " Add/Waive Adjustment” iscritical. The
system uses this date to determine balances due for such things as " Collection Action" and
"Delinquency Reports'. Be sure when you enter the date that it is for the period you wish
the adjustment to be reflected in.

Start at the Owner Balance screen, then select the home and owner as explained earlier in
this section.

Owner Balances

< AR - Owner Balances WK - Sample Condominium g@
4 4P| Pl Lt B e e [
H'Sh"&' Ull‘anre .“.dlust Bala#ce Notes | Letters In\rmce Coupon| Flags |
Select Home F4 - Browse 1T Multlple Owners
Acct#(F3] 400 _iJLutl'Uni‘t(Fﬁ} 400 !J Record Type | Owner 001
Addr. | 400 Easy Strest
Street Address (F2) | Name Search (F5) 1
| Prepaid Balance 0.00
Crenv | | [BalDue:
Owner | Jenny Craig | cRaIG [ a1 Maintenance Fee 1su.uuﬂ
2nd Ownet | [ 01 Late Fees 10.00
[ Status TOTAL 190.00
Collection [10° | [Late Notice [~ Hold Action
Last Payment
Date (04/03/07 Amount | 290.00 ~
" Record# 1 of 4 - :
Re3fv.| @ o | oo

The following will show how to make owner adjustments using Add/Waive:

Click Add/Waive to make an adjustment to the owner balance, for
i example, if you wished to waive alate fee.

13



Date

First, you must enter the effective date of the adjustment. Y ou will see
this entry screen:

G AR - AddWa... |- [OJE3
Adjustment Date: | 04/04707

& ox |QCanceli

The date of the adjustment is very important in it’s impact on the
owners balance and the accounting system.

e The date of the adjustment changes the owner balance “as of”
the date entered here. The AR module will not recognize the
adjustment on any reports that are dated PRIOR TO the
Adjustment Date.

e The owner’s balance will be recalculated to include the
adjustment “as of” the Adjustment Date, which may change the
overall balance due and the aging of that balance.

e Under Accrua Accounting, a General Ledger transaction will
be generated to keep the General Ledger in balance with the AR
subsidiary ledger on the Adjustment Date.

The Adjustment Date must be entered MMDDY'Y without using any
slashes (/) as separators.

Click the OK button once you have entered the correct Adjustment
Date to proceed to the next screen.

@) Cancel

Click the Cancel button to return to the Owner Balance screen.

14




If you clicked the OK button to proceed with the Adjustment, you will see the owners

balance breakdown on the Add/\Waive screen:
Owner Add/Waive

<4 AR - Adjust Balances

mEx

Unit1D: 400

Ay Cral
| Existing Balance | | Pending Adjustments —)——————| |
[Code W ¥ it Amount | Adj Amt 3 | cct. ¥ End Bal

e oo | [ o | B7T5T) 2 o

A Maintenance Fee 180.0 | 180.00 &
01 Late Fees 10,0 10.00
=
Totals 190.00 0.00 180.00
PP Credit-Prepaid 0.00| 0.00 0.00

Total Due 150.00

QCancelg

Here’s abrief tour of all the elements showing on this screen.
The screen is divided into two vertical halves:
Existing Balance - lists the balance due broken down by Charge Code

Pending Adjustments— shows the adjustments you enter and the affect
adjustments on the ending balance for this homeowner if you proceed wi
adjustment.

of the
th the

Charge Code The 2 digit Charge Code used by the AR module to keep track of the
owner balances. When making an adjustment, you can browse the
active Charge Codes for the community by clicking on the down

browse arrow .

Y ear If the Yearly Accounting is active in the AR module, then you have
the option of adjusting owners balances broken down by year in
addition to the Charge Codes.

Description The Charge Code Description as setup in either the Charge Tables
(for recurring charges) or the Misc. Charges.

Amount The Amount Due for each Charge Code.

Adjustment The amount of an Adjustment you wish to make to the balance

Amount showing under a Charge Code.

with no sign, to add a balance due to a Charge Code.

Waive Charge — enter the Adjustment Amount with
to make a credit to a Charge Code. A credit reduces
for a Charge Code.

Add Char ge — enter the Adjustment Amount as a positive amount,

aminussign (-)
the balance due

15




Effective Date

The Date of the Adjustment in the owner’s charge and payment
history. Although it will default to the general date you entered when
you clicked the Add/Waive button, you can enter any date you wish
on each line of the adjustment.

Remember - The date of the adjustment changes the owner balance
“as of” the date entered here. The AR module will not recognize the
adjustment on any reports that are dated PRIOR TO the Adjustment
Date.

Offset Account
#

Thisisthe G/L Account # that receives the other side of the
"Adjustment”. Since TOPS 4.0 isa"double-entry" bookkeeping
system, for every debit there must be a credit including
"Adjustments". The “Offset Account #” will be filled in for you
automatically once you select a Charge Code.

The offset account iSNORMALLY an Income account in the Chart
of Accounts. It comesfrom the Charge Tables or Misc. Charges
setup for the Charge Code. Y ou can override the default Account #
and enter any valid Account # from the Chart of Accountsif you
wish. You can browse the Chart of Accounts using the down browse

arrow X to select the Offset Account # if needed.

Ending Balance

Shows the ending balance for each Charge Code if you wereto
proceed with the pending adjustment. Make sure the Ending Balance
iswhat you want before you post the adjustment.

Here is a Pending Adjustment showing amounts being waived from the owner’s balance:

Pending Adjustment

“t AR - Adjust Balances

Unit ID:

400

Jenny Craig
|-mmmmmmmeee Existing Balance | | Pending Adjustmemts - |
A1 Mairtenance Fee 180,00 6310 - 000 20.00 ﬂ
01 Late Fees 10.00 -1D.Dd 04,0407 5340 - 000
il
Totals 190.00 -100.00 20.00
PP Credit-Prepaid 0.on .00 0.o0

Eo ﬁddlﬂnbnesl

Total Due 20.00

b I@Canceli

Selact
Prepaid

We’ll explain the rest of the functions on the Add/Waive screen:

e Add

Click the Add button to add a new transaction line to the adjustment
screen. Y ou can then select the Charge Code and proceed with
making an adjustment.

ﬂ fates

Click the Notes button to enter an explanation about why the
adjustment is being made to this owner. The Note isthen recorded in
the payment history for this home.
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Select
Prepaid

Click the Select Prepaid to open up a browse screen so you can
select a particular Prepaid Charge Code to adjust. Read about making
adjustments to Prepaid balances later in this manual section.

i

Click the OK button to accept the pending adjustment transactions
and proceed with posting them to the owner’s payment history.

GCan el

Click the Cancel button to exit from this adjustment WITHOUT
posting the adjustment to the owner’s payment history.

If the Pending Adjustment transaction displayed on the screen looks correct, click the OK
button to proceed with posting it. As a safeguard, you will see this message:

5Y - TOPS MESSAGE

?!'/ Proceed with this Adjustment ?
-

Yes Mo |

If you answer YES, this will update the owner’s payment history for the adjustment using
the Effective Dates from the adjustment.
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Adjusting Prepaid Balances

Prepaids means owners who have a credit balance. A credit normally comes about because
of an overpayment or because an owner pays their maintenance fees early. When owners
pay before a charge is due or pay more than what is owed, then a credit balance is created.

TOPS 4.0 must be able to track the credit balance and apply the credits against future
charges. In order to do this correctly, TOPS 4.0 uses Prepaid Charge Codes (PP) to keep
track of the owner’s credit balances.

Sometimes you have the need to make an adjustment to an owner’s Prepaid balance. You
would use Add/Waive owner charges to make this adjustment.

We’ll go through the process of adjusting a Prepaid balance starting at the Add/Waive
screen.

Add/Waive - Prepaid Balance
“f AR - Adjust Balances

UnitID: 12212
Thomas & Diane Sawyer

[ Pending Adjustments - |

-
Totals A=A 0.on 0.00
PP Credit-Prepaid -140.00 000 -140.00

Total Due -140.00

* Mdl ﬂ N‘3“‘35| &grilne:if:ll & ook | @Canceli

Notice the credit balance showing on the “PP Credit-Prepaid” line. To adjust a Prepaid
(credit) balance, follow these steps:

& Select Click the Select Prepaid button.

Prepaid
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You will then see this owner’s Prepaid (credit) balances broken down by the Prepaid
Charge Code:

Prepaid Balance Breakdown

£ AR-Adjust Prepaid-Credit

Effective Date | ELRIEHEN

|-- Current Prepaid Bal. --| |---- Pending Adjustments |

Codehd vvear | smourt | [ Otfset Acct Bd| EncBal
PP-21 140.00 14000 ﬂ
=

Totals 140.00 0.00 140.00

+Add| EDKIM

You are ready to make an adjustment to the owner’s Prepaid (credit) balance. Either click
on the line item to make the adjustment or add a new line using the Add button.

b A | Click the Add button to add a new Prepaid adjustment line, if needed.

If you click to Add anew line, you can then browse the Prepaid Charge Codes. Click the
down browse arrow ¥ to open up the browse screen which looks like this:

Browse Prepaid Charge Codes

! AR - Select Charge Code E]@E|

SELECT PREPAID

Code Descrigtion

PP Auto Prepsid -
PR-&1 Maintenance Fee

PR-C1 Special Aszess
PP-01 Late Fees
PP-02 MZF charges
PP-03  Admin. Fees
PP-04  Interest

PP-05  Aftorney Fees

PP-OG  wvark Order B
E K |®Cancell

PP — The main Prepaid Charge Code. Any credit balances here will be applied against
future charges when the Apply Prepaids is performed.

PP-XX — When Charge Codes are appended to the PP Charge Code, then any credits
under the Prepaid Charge Code will ONLY be applied against balances due under that
charge code.

For example — PP-A1 will only apply credits against charges due under Charge
Code A1 and no other Charge Code.

There can be a Prepaid Charge Code for every Charge Table and Misc. Charge Code.

Creditswill ONLY be applied against balances due under that Charge Code unless the
general Prepaid Charge Code (PP) isused. Any Prepaid balances under code PP will be
applied against balances due using the Charge Code order specified in the Cash
Application Table for the community.
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Prepaid Adjustment Rules:
REDUCING CREDIT BALANCES - Enter the Adjustment Amount with aminus (-) sign.

INCREASING CREDIT BALANCES - Enter the Adjustment Amount with no sign.

An example of Reducing the Credit Balance would look like this:

Reducing Credit Balance

= AR-Adjust Prepaid-Credit

Effective Date | 040407

|-- Current Prepaid Bal. --| |---- Pending Adjustments ----|

FP-A1 14000 -60.00 G430 - 000 a0 .Dﬂﬁ
-|
Totals 140.00 -60.00 2000

e Add | L | QCancell

Make sure the Ending Balance is correct before clicking the OK button.

i

Click the OK button to proceed with posting the Pending Adjustment to the
owner’s payment history.

@) Cancel

Click the Cancel button to exit WITHOUT making any adjustment.
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Accelerated Assessments

TOPS 4.0 can handle Accelerated Assessment for you. Let's discuss Accelerated
Assessments so that you have a clear picture about this technique for handling chronically
delinquent Owners.

What are Accelerated Assessments?

Assessments are usually considered to be annual charges which may be broken down into
installment payments for the convenience of the Owners. When Owners default in making
installments of Monthly, Quarterly or Semi-Annual Assessment payments, many
Communities have the authority to call due the entire balance of the Assessments through
the end of the current year so that you can begin collection action on the entire balance
rather than in pieces. Thisiscommonly called "Acceleration” of Assessments.

What Does Acceleration Do?

When you add an Accelerated balance to an owner using Add/Waive, it marks that
Owner's Record so that future Assessments are not added to the Owner's account until the
Accelerated Assessment is earned in full. TOPS 4.0 will make an entry each time regular
Assessments are applied to the Community to take the amount of the Assessment out of
Accelerated Assessments and reclassify it into the normal Assessment |ncome account on
the Genera Ledger. When TOPS 4.0 determines that all Accelerated Assessment have
been earned as Income and the Accelerated balance is zero, it will automatically remove
the flag in the Owner's record so that regular Assessments are applied again.

Accelerating Owners
Using Add/Waive you can ‘Add’ or ‘Waive’ Accelerated Assessments to Owners. There
isaspecia Charge Code used for Accelerated A ssessments.

AC  Accelerated Assessments

Any adjustments entered to the AC Charge Code are assumed to involve Accelerated
Assessment balances. Only use the AC Charge Code for Accelerated A ssessments.

For example, if the Assessment is $155.00 p/month and you are 'Adding' the Accelerated
Assessment from March to December (10 months), the cal culation would be:

Example - $155.00 X 10 = $1550.00
Therefore, you would want to add $1550.00 using Charge Code AC.
AC  Accderated Assessments = $1550.00

The next page will show you what it looks like as the adjustment is being added.
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Add Accdlerated Amount
Start at the Add/Waive screen:

Add/Waive Owner Balance

4 AR - Adjust Balances

UnitID: 12208
Peter & Patricia Volks

|| Pending Adjustments -——--—-——------—- |

| Eit.Date | Otfcet hoct |d| EraiEel | |
Lt Accel Azsmt 000 (1,55000 ) 030107 3330 - 000 1,550.00 ﬂ
bl

Totals ooo 1.550.00 1,550.00

PP Credit-Prepaid .00 o.oo 000

Total Due 1,550.00

* ind I ﬂ N\:mesl &Psrzlgacif:ll E 0K I QCancel'

Y ou want to add aline for the Accelerated A ssessments.

e A | Click the Add button.

Charge Use Charge Code AC for the Accelerated Assessment.

Code - AC

Adjustment | Enter the amount to Accelerate. This should be future charges that have not
Amount been applied to the owner yet, through the end of the current year.

Offset If should default to the Accelerated Account # from the Accounting Control

Account# | Fjle which should be correct.

2 o | Click the OK button to proceed with posting the Accel erated A ssessment
against this owner.

Waiving an Accelerated Assessment is done just the opposite way. Enter an amount with a
minus (-) sign in the Adjustment Amount field to reduce the Accelerated Balance. If you
zero it out, then the owner no longer has an Accelerated Assessment balance and normal
charges will resume being applied.

This completes the section on Add/Waive owner charges.
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Payment Adjustments

This adjustment function provides the means to manually adjust payments already entered
to an Owner's account whereas Add/Waive deals with Owner balances and charges. You
may backout a check returned from the bank, backout a check posted to the wrong Owner,
add an amount to a deposited check, deduct an amount from a deposited check or change
the distribution of a payment already entered. You can add an "NSF" Fee to an Owner's
account as you backout a returned check.

Use this function for:

Backout NSF Check

Backout Misposted Payment
Add/Deduct Amount from Payment
Change Payment Distribution
Change Received Date of Payment
Change Check #

Aswith al financial transactions, the date of the " Payment Adjustment” is critical. The
system uses this date to determine balances due for such things as " Collection Action" and
"Delinquency Reports'. Be sure when you enter the date that it is for the period you wish
the adjustment to be reflected in.

Note:
You CANNOT "Adjust" aPayment unlessit has already been entered and DEPOSITED.
YOU CANNOT "ADJUST" AN UNDEPOSTED PAYMENT.

% From the Owner Balances screen, first select the home and owner. Click

o Pay Adjust button to make adjustments to owner payments.
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When you click the Pay Adjust button, you will see al the payments received from that
owner starting with the oldest.

Owner Payments

< AR - Adjust Payments M=%
To0
George Berube
| Date Check # | Dep. Date Amount |
01/04/07 3452 0104107 140.00 &
0212207 3473 0222407 145.00
04/03007 3459 0403407 50.00
\ Use scroll bar
to view more
payments

=
Cask | Double Click or hit "Enter” ¢
"Rw&iml to adjust the payment. oo |®C3n09||

Using the scroll bar on the right side of the screen, scroll down until you see the payment
you wish to adjust. Once you see the payment you wish to adjust, double click on it or
click to highlight, then click the OK button.

Y ou will seethe payment you selected displayed on the screen:

Payment Transaction

@ AR - Adjust owner payment g@
Adjust. Date: uw11rn?| Rec'd. Date: l 04/03/07 Check #: (3455
Deposit Date: 0<4/03/07 Payment: 50.00 HWS5F Fee:
Code W Description Digtr. Prev. Adj. Adjust Balance
&1 Maintenance Fee 50.00 ED.GDﬂ

it

* FAdd | ?%aucb ﬂ r'bu:_-sl E aK I @Cancell

The cursor is positioned at the Adjust Date field ready for you to proceed. Let’s review
the screen so you understand how to make Payment Adjustments:

Adjust Date This is the effective date of the Payment Adjustment you are about to
make. The system uses this date to determine bal ances due for such
things as " Collection Action" and " Delinquency Reports®. Be sure you
enter the date that it is for the period you wish the adjustment to be
reflected in. In the case of an NSF check, it should be the same date the
bank took the money out of the community bank account.
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Received Date

Y ou may change the Received Date for a payment to correct a date entry
error. The Received Date is used by TOPS321 as the effective date for a
cash receipt. Anowner isgiven credit for the payment as of the
Received Date regardless when the payment was actually deposited in
the bank.

Y ou can change the Received Date for a payment, if needed, by simply
typing in anew date.

Check #

The Check # for this payment is displayed. If the Check # iswrong and
needs to be corrected, ssmply type in the correct Check #. Other than
updating the Check # in the Owner’s Payment History, changing a Check
# does not affect the TOPS321 accounting system.

Deposit Date

The Deposit Date is the date the cash receipt was recorded in the
Genera Ledger for thiscommunity. Because there is a deposit report
with this payment on it that ties into a genera journal entry in the
Genera Ledger, we do not allow changes to the Deposit Date directly on
the Pay Adjust screen. To do so would unbalance the AR subsidiary
ledger to the General Ledger.

If you need to change a Deposit Date, you must backout the payment
using the original Deposit Date, then enter it over again with the correct
Received Date and Deposit Date. Thiswill also correct the General
Ledger so it has the cash receipt recorded on the correct date.

Payment

Thisisthe total amount of this payment transaction. Because thereisa
deposit report with this payment on it that ties into a genera journal
entry in the General Ledger, we do not alow changes to the Payment
Amount directly on the Pay Adjust screen. To do so would unbalance
the AR subsidiary ledger to the General Ledger.

If you need to change the amount of the payment, you can do it in the
Adjust column below where you can either Add or Deduct an amount
from the payment. Thiswill also correct the General Ledger so it has the
cash receipt recorded for the correct amount on the correct date.

NSF Fee

The NSF Fee will be blank unless you backout a payment and proceed to
charge the owner an NSF fee. Y ou cannot enter the NSF fee directly
into thisfield, it is done as you backout the payment.

The following explains each of the columns on the Payment Adjustment screen:

Code

This shows the Char ge Code(s) that the payment was distributed
against. If you wish to change the payment distribution to other Charge
Codes, you may do so in this column by entering Charge Codes, then
using the Adjust column to redistribute the way the payment was
applied.

Click the Add button, then use the down browse arrow £ to open up
the Charge Code browser to select Charge Codes not displayed on the
screen, if needed.

Description

The Description of the Charge Code from either the Charge Tables or
the Misc. Charge setup.
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Distribution

The Distribution column shows the amount of the payment that was
applied to each Charge Code.

Prev Adjust

If a Previous Adjustment was made to this payment, it will show in this
column. When making another Payment Adjustment to a payment that
had already been adjusted, you need to pay attention to the remaining
balance in the far right column because that shows the net amount
distributed to each Charge Code taking the Previous Adjustment into
account.

Adjust

Thisisacolumn for entering an Adjustment Amount for each Charge
Code. You can either add an additional payment amount to a Charge
Code or deduct an amount as long as the net effect of the Adjustment
Amounts adds back to the total of the original payment.

Add Amount — enter as a positive amount with no sign.
Deduct Amount — enter amount as aminus (-).

Balance

Thisisthe Ending Balance for each Charge Code involved in the
payment distribution. If you are adjusting the payment distribution,
make sure the Ending Balance for each Charge Code is correct.

We’ll cover each type of Payment Adjustment starting on the next page.
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Backout Payment

Use a Payment Adjustment to reverse an owner’s payment. There are two situations in
which you might want to do this:

e NSF Check - an owner payment that was returned by the bank for insufficient
funds. When this happens, you must enter a Payment Adjustment to backout the
payment from the owner’s payment history and reverse the deposit in the General
Ledger. The Payment Adjustment will handle thisfor you and let you charge the
owner an NSF fee.

e Misposted Payment — a payment that was applied to the wrong home or the wrong
owner of ahome. Use a payment adjustment to backout the payment. You can
then re-enter a cash receipt to the correct home or correct owner. In this case, you
probably do not want to apply and NSF Fee.

No matter which of the above situations, the steps to follow are the same.

From the Owner Balances, select the home and owner, then click the Pay Adjust button.
Select the payment that needs to be backed out as described above. You will seethe
Payment Adjustment screen:

Payment Adjustment
4 AR - Adjust owner payment
PN
Adjust. Date Rec'd, Date: | 04/08/07  Check #: [1045
Deposit Date: 047080 Payment: 50.00  NSF Fee:
Code W Des=cription Distr.. Prev. Adj. Adjust Balance
A1 Maintenance Fee 50.00 BIJ.DIJ:I

Z
+ Md@ﬁ% N:mesi g 0K I @Cancell

Notice the Back Out button at the bottom of the Payment Adjustment screen.

Adjust For an NSF check, this should be the date the bank removed the payment
Date from the community’s bank account. If a Misposted payment, you generally
want to use the same date as the origina payment.

The date entered here is going to be the effective date for this Payment
Adjustment.

= Elijalftkl Click the Back Out button.
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Y ou will seethe NSF Fee screen:

€ AR - NSF Charge =)0/
NSF Amount: | 2500

Yes Mo

The default NSF Fee comes from the Accounting Control File for this community. You
can change the amount if you wish or blank it out totally so it is not charged.

e NSF check - you probably want to charge the NSF Fee, so Click YES.

e Misposted payment - you probably do NOT want to charge afee, so click the NO
button to skip charging a fee.

Click the Y ES button to continue.

Y ou will seethe pending Payment Adjustment transaction with the NSF Fee amount you
accepted displayed:
Payment Adjustment — NSF

@ AR - Adjust owner payment E]@

Adjust. Date: | 04M11/07  Rec'd, Date: l 04/08/07  Check #: [1045

Deposit Date: 04/02/07 Payment: 50.00 NSF Fee:

Code ¥ Descripon | Distr. | Prev. Adj.

| Adjust—  Balance
A1 Maintenance Fee 50.00 -50.00 D.Eﬂﬂ

i
+ Add ﬂ N:n;esl -E 0K | QCancell

Notice the amount of the payment distribution to each Charge Code shows as a negative
amount in the Adjust column. The Payment Adjustment will reverse the payment the same
way it was originally distributed to the Charge Codes.

The Payment Adjustment is still pending, it has not been posted to the owner’s payment
history yet and no entries have been created to the General Ledger.
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[ o

Click the Notes button if you want to enter an explanation for this Payment
Adjustment. If you click the Notes button, you will see a pop-up for
entering up to a 2 line explanation:

T@ Payment Adjustment Note E@T

o T |@Canceli

e NSF Check — usualy no Note is heeded since you will clearly be
ableto tell that the adjustment is due to an NSF check.

e Misposted payment — a Note to explain why the adjustment is
being made is recommended.

Enter the Note, then Click the OK button to saveit.

e

Click the OK button to proceed with the Payment Adjustment as displayed
on the screen.

@Can el

Click the Cancel button to exit the Payment Adjustment without recording
it.

If you clicked the OK button, you will see thisfinal confirmation question:

SY - TOPS MESSAGE

?a/ Proceed with Chedk: Amount Adjust ?
o

Yes MNo

Click the YES button to post the Payment Adjustment. Click the NO button to exit
without posting.

If you clicked YES, it will post the adjustment to the owner’s payment history and record
an entry in the General Ledger to keep the accounting modules in balance.
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Add/Deduct Payment Amount

Use a Payment Adjustment to correct the amount of an owner’s payment. Perhaps when
the payment was originally entered, there was a mistake entering the amount. With a
Payment Adjustment, you can correct the error.

Y ou can adjust the payment amount either of two ways:

e Add Amount — this records an additional payment amount that is linked to the
original payment transaction. It will show as a separate Payment Adjustment
transaction rather than a change to the original payment, but the system knows the
Payment Adjustment is related to a particular payment in the owner’s payment
history. It will always net the original payment amount with this adjustment when
computing owner balances.

e Deduct Amount — just like the Add Amount above, this records a separate
Payment Adjustment transaction that is linked to the original payment transaction.
It will show as a separate Payment Adjustment transaction rather than a change to
the original payment amount, but the system knows the Payment Adjustment is
related to a particular payment in the owner’s payment history. It will always net
the original payment amount with this adjustment when computing owner balances.

No matter which of the above situations, the steps to follow are the same.

From the Owner Balances, select the home and owner, then click the Pay Adjust button.
Select the payment that needs to be adjusted as described above. Y ou will see the
Payment Adjustment screen:

Payment Adjustment

< AR - Adjust owner payment

Adjust. Date: | 040307  Rec'd. Date: | 040307  Check %= |34589

Deposit Date: 040307 Payment: 30.00  HSF Fee:

m:!- Description Balance
A1

Mairtenance Fee Q0.00

Back
+ Fudd | Ouk

D Nonesi & ok | @cancel

Notice the Adjust column on the Payment Adjustment screen. Thisiswhere you can
either add an amount or deduct an amount from a payment.

Enter the amount to adjust the payment by in the Adjust column:
Enter Payment Adjustment
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! AR - Adjust owner payment

Adjust. Date: '| 0403107 Rec'd. Date: { 040307  Check & ]3499

Deposit Date: 0403507 Pavment: 90.00  HSF Fee:
m:!- Dezcription Adjust Balance
21

Maintenance Fee a0.00 55.0!1 145.Dﬂﬂ

z
]j Motes &2 oK |ta|:ance||

Y ou need to distribute the Payment Adjustment to the individual Charge Codes you see on
the payment distribution screen or click the Add button to select additional Charge Codes.

In the above case, we are adding an additional amount to the original payment.

Keep these rules in mind when adjusting Owner payments:

Add Amount — Enter a positive amount in the Adjust column for a Charge Code.
Deduct Amount — Enter aminus (-) amount in the Adjust column for a Charge Code.

o | P

l N:-tesl Click the Notes button if you want to enter an explanation for this Payment
Adjustment. If you click the Notes button, you will see a pop-up for
entering up to a2 line explanation:

tﬁ; Payment Adjustment Note E]T

B ox ||a|:ance||

When you are adjusting a payment aready entered, it is probably a good
ideato enter a Note to explain why the adjustment was needed.

Enter the Note, then Click the OK button to saveit.

2 o Click the OK button to proceed with the Payment Adjustment as displayed
on the screen.

@Canee Click the Cancel button to exit the Payment Adjustment without recording
it.
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If you clicked the OK button, you will see thisfinal confirmation question:

SY - TOPS MESSAGE

?fj Proceed with Ched: Amount Adjust ?
-

Yesg Mo

Click the YES button to post the Payment Adjustment. Click the NO button to exit
without posting.

If you clicked YES, it will post the adjustment to the owner’s payment history and record
an entry in the General Ledger to keep the accounting modules in balance.
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Change Payment Distribution

Cash receipts are applied based on the order specified in the Cash Application Table.
Sometimes, you might have a need to change the payment distribution after the owner’s
payments has been posted and deposited. Y ou can do this with a Payment Adjustment.

Follow these steps to adjust the payment distribution.

From the Owner Balances, select the home and owner, then click the Pay Adjust button.
Select the payment that needs to be adjusted as described above. You will seethe
Payment Adjustment screen:

Payment Adjustment

4 AR - Adjust owner. payment

Adjust. Date: | 0200307  Rec’d. Date: | 020307 Check = [2355

Deposit Date: 02/03107 Payment: 22500  HSF Fee:
m:!- De=cription Pres. Adj. Adjust Balance
1 lsintenance Fee 120,00 12000 =
01 Late Fees .00 S.o0
1 Special Azsess 100.00 100.00

it

+ A | EéaLcI:tki ﬂ N\:-Desi E )38 | @Cancell

Y ou can see the way the original payment was distributed to the Charge Codes. You are
now ready to adjust they way it was distributed. Notice the Adjust column on the
Payment Adjustment screen. Thisiswhere you can change the payment distribution.

You don’t want to change the overall amount of the payment, just the way the payment
was distributed. So you will need to enter both positive and negative amounts in the
Adjust column to change the distribution but keep the overall amount of the payment the
same.

Enter the change to the Payment Distribution in the Adjust column:

Enter Changein Payment Distribution
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=i AR - Adjust owner payment

Adjust. Date: | 020307  Rec'd. Date: | 020307  Check = [2353

Deposit Date: 0200307 Payment: 22500  HSF Fee:
m:!- Dezcription Balance
Loyl Maintenance Fee 120,00 100.00 22000 &
01 Late Fees 5.00 5.00
1 Special Azsess 100.00 -100.00 0.00

it
]j Notes L | lac:ancell

Y ou can change the Payment Distribution to the individual Charge Codes you see on the
payment distribution screen or click the Add button to select additional Charge Codes.

In the above case, we are applying an extra $100 to Maintenance Fees taking that payment
away from Special Assessments.

Keep these rules in mind when adjusting Payment Distributions:
Add Amount — Enter a positive amount in the Adjust column for a Charge Code.
Deduct Amount — Enter aminus (-) amount in the Adjust column for a Charge Code.

Eack.
o | P

| NEmesl Click the Notes button if you want to enter an explanation for this Payment
Adjustment. If you click the Notes button, you will see a pop-up for
entering up to a2 line explanation:

r@ Payment Adjustment Note E]1

o T |@Canceli

When you are adjusting a payment aready entered, it is probably a good
ideato enter a Note to explain why the adjustment was needed.

Enter the Note, then Click the OK button to saveit.

2 o Click the OK button to proceed with the Payment Adjustment as displayed
on the screen.

@Canee Click the Cancel button to exit the Payment Adjustment without recording
it.




Change Received Date/Check #

Use a Payment Adjustment to correct either the Received Date for a payment or the Check

# entered for the payment

e Received Date— Thisdateiscritical to the determination of owner balances due
for either collection action or AR reports. The Received Date is used to give the
owner credit for payments regardless of when you deposit the payment in the bank.
If the Received Date is wrong, then the system may see a homeowner as delinquent
and take action, like late fees or collection action, even though they actually paid.
A Payment Adjustment is how you can correct the Received Date for a payment.

e Check # - Thisis an important reference # in the owner’s payment history.
Capturing the Check # is away to eliminated disputes over whether payments were
received or not. If the Check # was entered incorrectly, you can use a Payment

Adjustment to correct it.

In both of these cases, you can directly change the information about a payment using a

Payment Adjustment. Follow these stepsto adjust a payment.

From the Owner Balances, select the home and owner, then click the Pay Adjust button.
Select the payment that needs to be adjusted as described above. Y ou will see the

Payment Adjustment screen:
Payment Adjustment

“f AR - Adjust owner payment

Adjust. Date: EI4J‘18J'EIT| Rec’d. Date: | 04523007  Check # |251

Back.
* feHd | ? Out

Deposit Date: 0402507 Payment: 65.00  HSF Fee:
m:!- Dezcription Addjust
21 Mairtenance Fee G0.00 -~
01 Late Fees 5.00

fid
[B] "b‘fﬂl B oo | lac:ancell

The Adjust Date should be the date you are making the correction.

Y ou can change the Received Date or Check # directly on this screen. Simply click on

either field:
Change Received Date
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' AR - Adjust owner payment

Deposit Date: 0472507

Adjust. Date: ] 041807 Rec'd. Dates | IEXARI

Payvment: E5.00

Lheck % 1281

HSF Fee:

ﬂ hktas

Back
& | P

m:!- Description Balance I
A1 Mairtenance Fee £0.00 E0.00
01 Late Fees 5.00 500

z

2 oK |@Cancel|

Click on the Received Date field, then type the correct Received Date for this payment.

Click on the Check # field:

Change Check #

' AR - Adjust owner payment

Deposit Date: 04522507

Adjust. Date: | 0415707  Rec'd. Date: 1 0425007 Chec

Payment: Ea .00

HSF Fee:

o oo | P [ e

m:!- G Balance .
hs laintenance Fee BO0.00 OO0
01 Late Fees 5.00 5.00

=z
| o=

Now enter the correct Check #.

[ e

entering up to a2 line explanation:

Click the Notes button if you want to enter an explanation for this Payment
Adjustment. If you click the Notes button, you will see a pop-up for

€4 Payment Adjustment Note

B x]

o T |@Cancel|

to enter a Note to explain why.

When changing the Received Date or Check #, it is usually not necessary

If you enter a Note, then Click the OK button to saveit.
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Click the OK button to proceed with the Payment Adjustment as displayed
— on the screen.

Click the Cancel button to exit the Payment Adjustment without recording
it.

This compl etes the manual section for Payment Adjustments.
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Beginning Balances

Beginning Balances are the opening balances for owners when you startup the community
on TOPS 4.0. They are the owner balances from the previous software at the time you
moved the community to TOPS 4.0 or the owner balances when you took over
management from another company.

Normally, the Beginning Balances are entered through the Setup Wizard on the Setup
menu as you enter the homeowner information. However, you can use the option under
Owner Balances to either enter Beginning Balances for owners that were not entered
previously or to adjust the Beginning Balances entered when you first setup this
community.

There are a couple of things that are unique to Beginning Balances that you should
understand:

e No GL Entry — When aBeginning Balance transaction is entered for an owner, it
does NOT generate a balancing transaction in the General Ledger. It istheonly
place in TOPS 4.0 where you can change an owner balance without the software
passing an entry to the General Ledger to keep the AR Subsidiary Ledger in
balance with the General Ledger.

Thereis agood reason why Beginning Balances does not pass an entry to the
Genera Ledger. When you are setting up the General Ledger balances for a
community on TOPS 4.0, the General Ledger balances you enter at startup already
include the AR balances. S0, if the software generated a General Ledger entry for
the Beginning Balances, it would duplicate the beginning General Ledger balances.

e Transaction Date— The date of the Beginning Balances should always be the
LAST DAY of the accounting period just prior to when the community is started up
in TOPS 4.0. Entering the Beginning Balances on the last day of the previous
period will assure that the software can properly age the owners’ balances. If you
date the Beginning Balance transaction on the 1% day of the accounting period, it
will see the Beginning Balance transaction as part of that accounting month and
show the transaction on AR activity reports distorting the actual charges and
payments for the first accounting period on the software.

= From the Owner Balances screen, first select the home and owner. Click
Beg Balance button to enter or change the Owners opening bal ance.

Be,
BE|3IE|ICE
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Once you click on the Beginning Balance button, you will see the screen for entering a
Beginning Balance. If the owner has a Beginning Balance transaction aready, it will be
displayed so it can be changed:

Existing Beginning Balance Transaction

€6 AR - Owner Beginning Balance B@ bl

Unit ID: 10015

Sam Spade Total 200.00

Code W Dezcription Date Amount Offzet Acct. ¥

k1 Maintenance Fee 12/31/08 20000 6310 - 000 i‘

ke

PP Credit - Prepaid | | 0.00

[ Delete Histories oo I@c.ance|li

3 Select
B Cle Elr| B

We’ll cover each data item on this screen so you understand it.

Charge Code

The 2 digit Charge Code used by the AR module to keep track of the
owner balances. When making a Beginning Balance transaction, you
can browse the active Charge Codes for the community by clicking on
the down browse arrow £

Description

The Charge Code Description as setup in either the Charge Tables (for
recurring charges) or the Misc. Charges.

Date

The Date of the Beginning Balance transaction in the owner’s charge
and payment history. We recommend that Beginning Balances be
entered with LAST DAY of the last accounting period before starting
this community on TOPS 4.0. Thiswill stop the Beginning Balance
transaction from being picked up as AR activity in the first accounting
period on the software.

Recommend: 12/31/07 NOT 01/01/08

Remember - The date of the Beginning Balance transaction changes
the owner balance “as of” the date entered here. The AR module will
not recognize the adjustment on any reports that are dated PRIOR TO
the Adjustment Date.

Amount

The Beginning Balance Amount due for each Charge Code. If the
owner owes money under this charge code, enter the amount as a
positive number with no sign. If the owner has a credit balance, enter
the amount as a negative amount with aminus (-) sign, although we
recommend entering credits under the Prepaids bel ow.
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Offset Account
#

Thisisthe GL Account # that is used by the Charge Code to record
“Income” for this Charge Code. Since the Beginning Balances does
not generate any General Ledger entries, it really does not matter what
the Offset Account isfor any Beginning Balance transaction. Thisis
just displayed for your information only.

The Offset Account comes from the Charge Tables or Misc. Charges
setup for the Charge Code. Y ou can override the default Account #
and enter any valid Account # from the Chart of Accountsif you wish.
Y ou can browse the Chart of Accounts using the down browse arrow

¥ to select the Offset Account # if needed.

We recommend you leave the Offset Account # “as is” for Beginning
Balance transactions.

[ Delete Histories

Notice this checkbox option at the bottom of the Beginning Balance
screen. If you checkmark this option, it will delete ALL the charge and
payment transactions in the owner’s payment history—not just
Beginning Balance transactions. Sometimes you might want to do this
to start over with a particular owner.

If you checkmark the Delete History option, you will see this warning:

Warning

5t AR - Erase Beginning Balance WARNING!

You are about to erase Owner Payment
Histories. All transactions on file for this
Owner will be deleted if you Proceed.

Are you sure you wish to Proceed?

Proceed ‘

{0 Camcel

Y ou will see thiswarning because taking this action can create serious
problems because the owner’s charge and payment history is totally
erased |eaving the owner with a zero balance due. It can also make it
so the AR Subsidiary Ledger does not balance with the receivable
accountsin the Genera Ledger.

Click Proceed only if you want to erase the owner’s payment history.

y Clear

Click the Clear button to erase existing Beginning Balance
transactions displayed on the screen. If you click the Clear button, you
can then reenter Beginning Balance transactions to the Charge Codes.

Select
Prepaid

The Select Prepaid button has to do with owner’s who have Prepaid
Credit Beginning Balances. See the section on Beginning Owner
Credits for more information on handling Prepaid Credits.

i

Click OK button to accept the Beginning Balance transactions as
displayed on the screen.

GCan el

Click the Cancel button to exit the owner’s Beginning Balance screen
WITHOUT saving any changes.

40




Beginning Owner Credits

If ahomeowner has a beginning credit balance, you could enter it as a negative using a
minus sign to one of the Charge Codes on the Beginning Balance screen. If you do that,
the credit will show under that Charge Code and be absorbed as future charges are added to
that Charge Code.

A better way to enter beginning credit balancesis to enter to a Prepaid Charge Code and |et
it be applied automatically to future owner charges by the software.

Starting at the Owner Beginning Balance screen:
Owner Beginning Balances

' AR - Owner Beginning Balance

Unit ID: 810
Mary Jones Total 0.a0

coue k4 | Dssorpton | Date | Amourt | ottssticethd |

.

i

PP Credit - Prepaid | 0.0

hCIea [ Delete Histories 2 ok | @u:ance||

—

Notice the Select Prepaid button.

& Select If ahomeowner has a credit Beginning Balance, click the Select
Prepaid . .
Prepaid button to enter it.

Y ou will seethe screen for selecting the Prepaid Charge Codes:

Select Prepaid Charge Code
< AR - Prepaid Beginning Ba... |~ | 0/Z3

Enter Prepaid Date: | 1231 fﬂﬂ

Code ¥ | Amount

hd

Total Prepaid: 0.00

",mearl 2 oox I@n:ancell

Let’s go over how to use this screen.
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Date

Again, the date of the Beginning Prepaid Balances should be the LAST
DAY of the previous accounting period before starting the community
on TOPS 4.0.

Code

Click on thefirst line under the Codes heading to make it the active
field.

Use the down browse arrow £ to open up a browse screen of the
Prepaid Charge Codes. They will look like this:

& AR Select Charge Code |~ |[0/33

SELECT PREPAID

"

| Code Description _
PP Auto Prepaid -
PP-A1 Maintenance Fee

PP-C1 Special Assess

PP-CZ2 Undeveloped Lot

PP-01 Late Fees

PP-02 MNSF charges

PP-03 Admin. Fees

PP-04 Interest

PP-05 Attorney Fees LJ

-E oK @Canceli

PP — The main Prepaid Charge Code. Any credit balances here will be
applied against future charges when the Apply Prepaidsis performed.

PP-XX — When Charge Codes are appended to the PP Charge Code,
then any credits under the Prepaid Charge Code will ONLY be applied
against balances due under that charge code.

For example — PP-A1 will only apply credits against charges
due under Charge Code A1 and no other Charge Code.

There can be a Prepaid Charge Code for every Charge Table and Misc.
Charge Code.

Creditswill ONLY be applied against balances due under that Charge
Code unless the general Prepaid Charge Code (PP) isused. Any
Prepaid balances under code PP will be applied against balances due
using the Charge Code order specified in the Cash Application Table
for the community.
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Double click to select a Prepaid Charge Code. Then enter the credit balance for that

Charge Code.

Enter Credit Balance
% AR - Prepaid Beginning Ba... |~ ||0053

Enter Prepaid Date: | 12/31/06

lCoge ¥ Amount

PP 12000 «
|

b
Total Prepaid: 120.00

In the exampl e above, the Beginning Prepaid Balance was entered to the genera prepaid
Charge Code PP where it will be applied to future charges based on the Cash Application
Table for the community.

Click the Clear button to erase any Prepaid Credit transactions showing on

k Claar R .
the Beginning Balance screen.

Z o Click the OK button to accept the Beginning Prepaid Credits as displayed
on the screen.

@Cancel Click the Cancel button to exit the owner’s Beginning Prepaid Credits
screen WITHOUT saving any changes.

After a Beginning Prepaid Balance is entered for an owner, the total amount of the credit is
displayed on the Beginning Balance screen on the PP Credit — Prepaid line:

PP Credit - Prepaid | 12131008 | 120.00

This completes the manual section on Beginning Balances.
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Notes

Notes entered through the AR module are different than regular Owner Notes. Regular
Owner Notes are stored as part of the owner record in the Owner Database module. Notes
entered in the AR module are stored as part of the owner’s payment history. It’s a way to
record a Note to document a conversation you had with the homeowner regarding their
account balance or payment history.

When you make an adjustment to an owner’s balance, either through Add/Waive or
Payment Adjustments, you can enter a 2 line Note to explain the reason for the adjustment.
This Note is recorded in the owner’s payment history. If you use the Collection Action
part of the AR module to send delinquency letters, the actions you take against owners
with balances are also recorded automatically as Notes in the owner’s payment history.
The Notes entered through the Owner Balances are also recorded directly in the owner’s
payment history.

The reason Notes are recorded in the owner’s payment history is, when you are reviewing
an owner’s history, you will see all the payment history notes that have been entered. If a
homeowner is requesting that you waive alate fee, you can see if the owner has a history
of paying late and being picked up by the Collection Action with delinquency letters being
sent. Being able to see this history might affect your decision on whether to waive aLate
Fee or not.

So Notesin the payment history is avery important way to document things about a
particular owner’s account history.

El From the Owner Balances screen, first select the home and owner. Click
the Notes button to enter a Note in the owner’s payment History.

Mates

You will see the screen for entering a Note in the owner’s payment history:

Payment History Notes

i AR - Owner history notes

Unit ID: 10013
Hame: Bill & Sarah Barnes

| i

2
i 2 | 'jnemel 2 ook | QCanceli

This screen is easy to understand, but we will cover each item in turn.
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Date Each Note is dated and will display on the owner’s payment history with the
Datethat is entered.

Note A free-form Note field where you can type the Note you wish to record in the
owner’s payment history.

b A When you open the owner payment history Notes it automatically goes to the

first available new Note line. However, you can also click the Add button to
jump to the next available new Note line.

j Dl ete

Click to highlight a Note, then click the Delete button to delete the highlighted
Note.

Here is a sample owner’s Note:

Sample Owner’s Note

< AR - Owner history notes

Unit ID: 10013
Hame: Bill & Sarah Barnes

0472007 Zarah Barnes called to say they were out of town -
0472007  due to g desth in the family. Asked if Late Fee
0472007 could be ywaived. | agreed to wwaive it.

#
o | 'jl:lele‘tel L gL | ) Cancel

Notice that you can have multiple linesin your Note. Each line will have a date.

i

Click the OK button to record it in the owner’s payment history.

OCan el

Click the Cancel button to quit the owner Notes without recording it.
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Here’s the way a Payment History Note would look in the owner’s payment history:
Payment History Note

G AR - Ovwmer Balances XX - Sample Condominium E]
UnitID: 10013 Status:
Bill & Sarah Barnes Start Date: m
| Date | Payments | Check# Dep.Date Code | Descripon  Amount  BalnceDue
02/08/07 110.00 245 020807 A1 Maintenance Fee (80.00% D.DDmA_j
02/08107 c1 Special Asssss (50.00)
03/01/07 APPLY CHARBES A1 Maintenance Fee 80.00 80.00
03/18/07 APPLY LATEFEE O Late Fees 5.00 65,00
04/01/07 APPLY CHARGES A1 Maintenance Fee 50.00 125.00
0418107 APPLY LATEFEE 1 Late Fees 5.00 130.00
04/28/07 65.00 281 042807 A1 Maintenance Fee (80.00) 65.00
04/28/07 0 Late Fees (5.00)
04/20/07 Sarah Barnes called to =ay they were out of town ___J
04/20/07 due to a death in the famity. Asked if Late Fee
04/20/07 could be waived. |agreed to waive it. L!
5??' Bal. H?:;irlyl = Printl W Cloze

Notes are a great way to document conversations, actions or explanations for things that
affect an owner’s balance.

This completes the manual section on owner payment history Notes.
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Letters

Open the Form Letter program here to select and print a customized letter for the owner.
Form Letters are | etter templates that use merge codes to insert owner information into the
letter resulting in aletter that looks like it was individually typed. In addition to the owner
name and address, there are merge codes for virtually ALL the data being tracked for an
owner including their current account balance. There are a'so merge codes for community
info and the management company, where applicable.

Form Letters can also be used to create ballots, billing statements or any form you can
think of to send to one or al owners. Form Letters are a powerful and flexible tool that
you can usein avariety of ways. Please consult Form Letters elsewhere in this manual for
afurther explanation of how to create Form Letters and use the Merge Codes.

Collection & Violation Letters

If you print these letters through Owner Maintain, you will NOT have a history of the
letters like you would using Collection Action (AR Module) to print collection letters or
using Violation Action (CCR Module) to print aviolation letter. Therefore, we do NOT
recommend printing these letters using the Letter button on the Owner Maintain screen.

For purposes of explaining Form Letters here, we will just cover the steps to print a Form
Letter for the owner that was selected on the Owner Maintain screen. There are only afew
stepsinvolved to print an owner |etter.

@ Click the L etter s button to select and print aletter for this Owner.
Letters

You will see all the Form Letters that exist in this community:

Select Form Letter

< 0D - Select Letter.

Letter # | Description Lo

|_ate Motice

2 First Warning

3 Second Warning

4 Final ¥arning

4] Legal Action

f First ACC Viol.

7 Second ACC Vial.
g Final ACC Vial.

9 ACC Approval

10 ACC Disapproval

17 v
| W 3| | m

Hew Bename Delete Select Exit

Using the mouse, highlight the Form Letter you wish to print for this owner.
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o If the letter does not exist, you can setup a letter “on-the-fly” by clicking

the New button, then typing the name letter name on the above screen on
an empty line, then type the body of the letter template. Again, we will
not cover how to create a new letter from scratch here, thiswill be
covered elsewhere in the manual under Form Letters. For our purposes
here, we will assume the letter template does exist already.

The letter template will open like this:

Form Letter Template

4 FL - Form Letter, XX - Sample Condominium

e | 12 - Weloome Letter (SAVED)

(I I
4

[Community Name]
[Community Address Line 1]
[Community Address Line 2]
[Community Address Line 3]

[Cormm Phone #]

[Date (Full)]
Welcome

[Owiner MameMailing Address]

Dear [Owner's Name]

Welcome to [Community Name]l We're glad to haveN\ou as a new owner in our community. Ve
thought this would be a good time to explain to you soNg of your rights and responsibilities since
your home is part of a community agsociation. Your horms is located in the [Community Name],
which is organized as a Condominium.

Since your home is part of a8 Condomimium, you pay a monthly \aintenance fee to [Community
Mame]. In retumn, the community association maintains the commsg areas and community
amenities, such as the playgrounds and parking lots. The monthly pyment for your home is [A1
Charge AMT] and is due on the 1st day of each maonth. You will be redeiving a payment backin the
mail, but for your records, payment should be mailed to

[Community Mame]

cfo [Lockbox Community Name]
[Lockbox Address 1]
[Lockbox Address 2]

[Lockbox CSZ]

To print the letter for this owner, simply click on either the printer %l putton or the File,
then select Print on that drop down menu. Y ou can then select the printer and the letter
will print with the community and owner information inserted into it like a custom letter.
A PDF copy of the letter will automatically be stored as an attachment in the
homeowners el ectronic file cabinet which you can access in Maintain Owner.

If you make changes to the letter template whileit is open, be sure to Save the changes.
Y ou can Save changes by clicking the Disk I8 putton or click File, then Save.

That’s how easy it is to printing a custom letter for the selected owner.
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Invoice

Y ou can print an Invoice or Statement for an owner from the Owner Balances screen. This
isaway to print Invoices or Statements for selected homeowners versus printing them for
the entire community which is done under the Bills & Coupons menu tab in the AR Menu.

There are two types of bills you can print for an owner:

e Statement — shows the charge and payment activity for arange of dates. It also
offers the option to include future charges, based on the recurring owner charges
each owner is setup to be charged. It reads the Charge Tables to know what the

future charges will be.

¢ |nvoice - shows a balance due or balance forward as of a cutoff date. It also offers
the option to include future charges, based on the recurring owner charges each
owner is setup to be charged. It reads the Charge Tables to know what the future

charges will be.

= From the Owner Balances screen, click the I nvoice button then

I gice select the type of bill to print and complete all the options.

The owner Bills screen looks like this:;
Owner Bills

EEX)

' AR - Owner Balances

Owner Statements

[ Include future charges

Eilling Info
Period Description |

XX - Sample Condominium

Bill Type —
(e Stetement; " Invoice
Format
a1 by 11 O 2waymailer  Zperpage (0 Tearoff 812 %11
- Period
Start Date End Diate Due Date

[ Print Paryment History Mlotes

Make Checks Payable to JSample Condaminium

Return Payment &ddress |C0mmun'rt§.n' Address i_l

Message
(Tak to skip to next ling)

[~ Print Second Ouwner Mame v Include Balance Forward

5 F‘rintl QCance||

We’ll cover each item on this screen in more detail below.

49




Bill Type

Select the Bill Type you wish to generate for the owner. The
choices are:

e Statement — shows the charge and payment activity for a
range of dates. It also offersthe option to include future
charges, based on the recurring owner charges each owner
is setup to be charged. It reads the Charge Tables to know
what the future charges will be.

e |nvoice - shows a balance due or balance forward as of a
cutoff date. It also offers the option to include future
charges, based on the recurring owner charges each owner
is setup to be charged. It reads the Charge Tables to know
what the future charges will be.

Make the selection of the Bill Type.

Format

Select one of the following form types:

e 8%hby 11— afull page form with the owner name and
address positioned to fit a standard #10 window envelope.

e 2Way Mailer —if you use adot matrix printer, you can
order asealed mailer form from your TOPS 4.0 forms
supplier so that your bill is printed in a sealed envelope
ready to mail after putting postage on it.

e 3 Per Page-— abrief bill designed around a perfed form
where 3 bills are printed per page. Thisisavery
economical way to do billing. The owners’ name and
addressis positioned to fit a standard #10 window
envelope.

e Tear Off 8%2by 11 — afull page bill with atear-off return
coupon the owner can send back with their payment. The
owners’ name and address is positioned to fit a standard
#10 window envelope.

M ake the selection of the bill Format.

Period

The dates to be completed here will change depending on whether
you selected a Statement or Invoice Bill Type above.

Statement

Complete these dates:
Start Date — the beginning period date for showing the owner
charge and payment activity.
End Date — the ending period date for showing the owner
charge and payment activity.
Due Date — the date the payment is due from the owner.

Invoice

Complete these dates:
Cutoff Date— The date to calcul ate the owner Balance
Forward on the bill. TOPS 4.0 will look at al the charge and
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payment history up through and including the Cutoff Datein
determining the Balance Forward.

Due Date — the date the payment is due from the owner.
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[ Include future charges

This checkbox option will include the recurring owner charges
each owner is setup to be charged. It readsthe Charge Tablesto
know what the future charges will be for an owner.

If you checkmark this option, you will see thisfield appear:
Description |Current Charges

The default is “Current Charges”, but you can enter any
Description you wish.

Billing Info

Complete thisinformation:
Period Description — Enter the heading for the Bill. For example:
May 2007

Print Payment History Notes— A checkbox option that will print
any payment history notes on file for the owner. The default is
NOT to print the Notes, which is normally the option to use.

Make Checks Payable to — The default will be the Return
Payment Info name in the Owner Control File, but you can change
it hereif needed.

Return Payment Address— the default will be the address from
the Return Payment Info in the Owner Control File, but you can

changeit hereif needed. Use the down browse arrow *| to select
one of the other Return Payment Addresses in the Owner Control
File.

M essage — Enter a multi-line message to be printed on the bill.
Each line contains 50 characters, there is no text wrapping down to
the next line. Y ou must use the TAB key to move down to the
next Message line.

[~ Print Second Owner Mame

Notice this checkbox option at the bottom of the screen. If you
checkmark it, Billswill be printed with the Second Owner Name,
if any, on file for each home.

v Include Balance Forvward

The Include Balance Forward checkbox option at the bottom of
the screen will include a balance forward on the Bill. If you
uncheck this option, then no Balance Forward will be printed on
the Bill. The Bill would only show current period or future
charges activity with no Balance Forward.

& Fine Click the Print button to proceed with printing the owner Bill with
the dates and options you selected.

@Cancel Click the Cancel button to exit from the owner Bills screen
WITHOUT printing the Bill.
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If you clicked the Print button, you will then see a screen for making further choices on the
Bill format you wish to print for this owner:

Sdect Format

it AR - Statement Format E]@E|

Select 8 172 statement

(" Pre-Printed Form w/Return Addr. Centered

(" Pre-Printed Form s Return Addr. on Left
™ Folder Sealer - Letter Size
~

Folder Sealer - Legal Size

[~ Print Balance Breakdown E K IQC&MEII

Y ou can select from any of these Format options:

Plain Paper — TOPS 4.0 will format a professional looking Bill for you.
Pre-Printed Form w/Return Address Centered — Use a Pre-Printed form
available from your TOPS 4.0 forms supplier.

Dynamic Systems Formost Graphic Communications

800-782-2946 301-424-4242
Pre-Printed Form w/Return Addresson Left — Use a Pre-Printed form available
from your TOPS 4.0 forms supplier.
Dynamic Systems Formost Graphic Communications
800-782-2946 301-424-4242
Folder Sealer — L etter Size— Prints on forms designed for a folder/sealer machine
available from:
Dynamic Systems
800-782-2946
Folder Sealer — L egal Size— Prints on forms designed for afolder/sealer machine
available from:
Dynamic Systems
800-782-2946

[ print Balance Breakdown | Checkmark this option to breakdown the owner balance by Charge

Code. Thiswould let the owner see exactly what makes up any

balance due.
2 o Click the OK button to proceed with printing the owner Bill.
@Cancel Click the Cancel button to exit without printing the owner Bill.
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Future Charges

If you checked the option to Include Future Charges on the owner’s Bill, you then have the
chance to select which Recurring Charges to include:

Select Future Charges

“f AR - Owner Balances X.: D@@

Effective Date: 0430007

Code Dezcription Lazt Sppl.

Inchade

o X Mairtensnce Fee 040107 M ﬂ
Mo | Special Azzess 04001007 M
Double click
each Chargeto
Include this
Future Charge
on the Bill.

Double Click or hit Enter ta | |
Includei=kip the charge RERE ’ acaHGEI

Notice the default answer is NO to include each of the Future Charges. To have the Future
Charges included on the Bill, you have to change the NO to a Y ES by clicking on the NO.

Future Charges Selected

' AR - Owner Balances X D@@

Effective Date: (04530007
Code Drescription Last Appl.
hi= A1 Maintenance Fee 040107 b ﬂ
es | ¢ Special Assess 0401007 M
Z
Drouble Click or hit Enter to
IncludesSkip the charge B | al:E"-'Wll

Once the Future Charges have been selected to be included on the Bill, you are ready to
proceed with the Bill printing.

Next b Click the Next button to proceed with printing the owner Bill. You can then
make your printer selection.

Click the Cancel button to exit without printing the owner Bill.

OCan el

This completes the manual section on printing owner Bills from the Owner Balances.



Coupon
Y ou can print payment

Coupons for an owner from the Owner Balances screen. Thisisa

way to print Coupons for selected homeowners versus printing them for the entire
community which is normally done under the Bills & Coupons menu tab in the AR Menu.
But you do have the option to print coupons for an entire community or portion of a
community from the Owner Balancesif you wish to do so.

o From the Owner Balances screen, click the Coupon button, then

Caupon

select the type of coupon to print and complete al the options.

The owner Coupon screen looks like this:

Owner Coupons

4 AR - Owner Balances XX - Sam... E@@

Owner Coupons

Print for Print Order
™ Al Homes f_h Street Address
i o 0 Account Number
ange of Homes
- ¢ Labnit Humber
" SectiomBuilding (O LasE NS
{+ Selected Home i Zip Code

Beginning Year | 2007
Beginning Maonth ’F

[Due Date ’F

Format |3 per padge - Stub Right j

Mezzane |

Return Pt Addr iCDmmun'rty Address _!.I

™ Include Direct Debit Owners [ Form Feed Between Owners

Include

v Current Cowvner [~ Previous Cwvner
™ Resident/Tenant v Developer
Misc.

I Print Second Owner Mame

&5 print | QCanceli

We’ll cover each item

on this screen in more detail below.

Print For

Because you are printing Coupons from Owner Balances after
selecting a home, the default option is to print Coupons for the
Selected Home. But you can select from the other options if you
wish:
e All Homes - prints Coupons for every homein the
community with the Coupon options you select.

e Range of Homes - you can select a beginning home and
ending home to have Coupons printed for all the homesin
that range.

e Section/Building — print Coupons for just a Section or
Building where you have this setup in the Owner Database.
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Print Order

If you select any Print For option above other than the default of
Selected Home, you can select the Print Order. Choices include:

e Street Address-— prints Couponsin order from the first
Street on file in the community to the last street in
ascending order from lowest street address # to highest.

e Account Number — prints Coupons in ascending order
from the lowest Account # to the highest.

e Lot/Unit Number - prints Coupons in ascending order from
the lowest Lot/Unit # to the highest.

e Owner Last Name - prints Couponsin alphabetic order
starting with the letter A to Z.

e Zip Code - prints Couponsin Zip Code order so you can
take advantage of presorted mail rates. It will printin
ascending order from the lowest Zip Code # to the highest.

If you are just printing Coupons for the selected home, you don’t
need to make any selections here.

Beginning Y ear

The Y ear the Coupons to be printed are for. It will default to the
current Y ear, but you may enter any Y ear you wish. If the
Coupons will range into the following year, you would still enter
the Beginning Year here.

Beginning Month

The Month for the first Coupon. It defaults to “01” because
normally you want to print Coupons for an entire year, but you can
changeit to any Beginning M onth.

Due Date The Day of the Month that payments are due by. Normally,
payments are due on the first of each accounting period, so it
defaults to the Day “01”, but you can change the Day to any Due
Date from 01 — 31.

Format There are several Coupon For mats you can select from. The

default is 3 per page — Stub Right, but you can click the down
browse arrow ] to select from any of these Coupon Formats:

e 3 Per Page- Stub Right — Thisformat will print 3
Coupons on a page with the Stub printed to the right of the
Coupon. With thisformat, the owner name and address will
show through a standard #10 window envelope.

e 3 Per Page— Stub Left — Thisformat aso prints 3 Coupons
on a page with the Stub printed to the left of the Coupon.
With this format, you may need a special window envelope
to show the owners name and address.

e 4 Per Page-— Stub Right — Thisformat will print 4
Coupons on a page with the Stub printed to the right of the
Coupon. With thisformat, the owner name and address will
show through a standard #10 window envelope.

e 4 Per Page— Stub Left — Thisformat aso prints 4 Coupons
on a page with the Stub printed to the left of the Coupon.
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With this format, you may need a special window envelope
to show the owners name and address.

These Coupon forms are available from our forms suppliers:
Dynamic Systems Formost Graphic Communications
800-782-2946 301-424-4242

M essage

Because space is very limited on Coupons, you may enter a brief,
one line M essage up to 30 charactersin length. Y ou may aso
leave this blank if not needed.

Return Payment
Address

The Return Payment Address will default to the Community

Address, but can use the down browse arrow *| to sdlect one of the
other Return Payment Addresses in the Owner Control File.

If you click the down browse arrow, you will see these choices:

Select Return Payment Address
EEX

A AR - Select Return Payment Address

*Community: Marme |Sample Condominium

2001 0 Diamonid Drive

*ocddress 1

Aeldress 2 |
*City [Rockvite

206858 -[1212 -

" Lockbox Address

*State WD
*ip+4+CR

*Community: Marme |Sample Condominium

|cio First State Bark

Acldress 2 [P0 Bax 11
*Ciy [Rockvile

206858 -[1212 -

© Other Address

*hddress 1

*State WD
*ip+4+CR

*Community: Marme

*address 1

Address 2
ity
*Fip+4 + CR

sotate]

Just click on the radio button to select a different Return Payment
Address. Click the OK button after making a selection here.

|
|
|
-

* - Required Fields

[ Include Direct Debit Owners

Checkmark this option to print Coupon for owners that are paying
by Direct Debit. The default is NOT to print Coupons for owners
paying by Direct Debit to save you time and postage. Checkmark
this option if you do wish to print Coupons for those owners paying
by Direct Debit.

[ Form Feed Between Owners

Checkmark this option to gect to the top of a new Coupon page
after it finishes printing Coupons for one owner, then is ready to
print Coupons for the next owner.

Include

Which of the 4 Owner Types do you want to include when printing
Coupons. You can select from:

e Current Owner —the main owner of the homewho is
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checked to receive Coupons under the Owner Flags (see the
Flags section next). The Current Owner is checked by
default to receive Coupons.

e Resident/Tenant — These would be renters. Normally, they
would not receive payment Coupons, so the default isto
leave them unchecked.

e Previous Owner — Normally, you would not be sending
payment Coupons to a Previous Owner, so the default isto
leave them unchecked.

e Developer — If there are Builders/Devel opers who own
unsold homes, you can send them payment Coupons if you
wish. By default, Developers are checked to have Coupons
printed. If there are not Developer/Builder owned homesin
the community, then it does not matter if thisis checked or
not, no Developer/Builder Coupons would be printed.

Y ou can select which of the 4 Owner Types to include when
printing Coupons. Normally, the defaults of Current Owner and
Developer/Builder are the correct ones in most cases.

There is only one option here:
[ Print Second Cwvner Mame

If you have homes with second owners, you can have the Coupons
printed with their names as well as the main, Current Owner.

Check this option to have any Secondary Owner Names included in
the printed Coupons.
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A complete Coupon screen would look like this:

Owner Coupons

# AR - Owner Balances XX - Sam... g@@

Cwner Coupons
Print for | Print Order

Al Hohes [ Street Address
R ‘h 7 Account Mumber
ange of Homes
> £ LatiUnit Mumber
" Section'Building " Owerer Last Name
(¢ Selected Home " Zip Code
Beginning “ear |ﬁ
Beginning Marth |05
[ue Date ,F
Format 13 per page - Stub Right L]
Meszage | 2007 Community Maintenance Fee

Return Pmt Addr ]Communrt\,f Address _j:_!

™ Include Direct Debit Cwners [ Form Feed Between Owners

Include

W Current Onvener [ Previous Owner
I ResidertTenart v Developer
Misc. :

I Print Second Owner kame

&5 Prirt | @ Cancel

Once you have completed the Coupon options screen, you are now ready to proceed with
the Coupon printing.

& Fine Click the Print button to proceed with printing Coupons for this owner.
@Cancel Click the Cancel button to exit without printing Coupons.
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If you clicked the Print button, you will then see the Select Char ges screen:
Select Charges

“ AR - Owner coupons E@EJ
o7 03
Chri: Thi: Mame Eﬁmm m@

Msinterance Fee ] j??j? Viviviviviviviviv v

Special Assess M WV VEWEWW

e ERTI " & B on | @cancel
Qon| Ko 2 o | @cee]

The Charge Tables for this community are shown so you can verify which ones to include
on the Coupons. Based on the Frequency (Monthly, Quarterly, Bi-Monthly, Semi-Annual,
Annual) of each Charge Table, you will see afull years worth of period automatically
checked for you so you can easily print coupons for up to a year into the future.

Select Periods — to change the number of Coupons to be printed to alesser time than afull
year, you will need to uncheck the periods.

For example, to only print Coupons for this owner through the end of the current year, you
would need to uncheck the periodsin the following year. So it might end up looking like
this:

Select Charges— Current Year Only

4! AR - Owner coupons E@El

o7 03
Chrg. Thl. Mame  [Freq|os|os{o7|oeloal10}11]12]o1]0z2]o3jo4 |
Maintenance Fee WM viviviWiViviviv T

Special Azsess [ 2 vl e ol e e o I

@ Sel..“.lll «® CIr.P.III L e | @cancell

Make sure you have just those periods checked that you want to print Coupons for.

@ sl A"l Click the Select All button to checkmark ALL the charge periods showing
on the screen.

60




*® cr A"l Click the Clear All button to uncheck ALL the charge periods showing on

the screen. Sometimesthisis easier because there are less periods to be
checked if you are past the mid-point of the current year and you want to
print Coupons just to the end of the year for this owner.

2 o Click the OK button to proceed with the Coupon printing.

@Cancel Click the Cancel button to exit from the Coupon printing.

If you clicked the OK button, then you will see the following screen to make sure the
amounts on the Coupons are correct:

Select Current Charges -
“f' AR - Change Recurring Charge Amounts E@E|

Double Click or Hit Enter Key on Each Charge Code
To Change Charge Amounts.

Code Description Last Appl. [Freg, i Use Current Charges
kg haintenance Fee 0401107 M Yes sl
1 Special Azzess 0400107 M Yes =)

bl
Mext [ | la::ancell

This screen gives you the chance to select whether the Coupons are for the Current Year’s
Charges or Next Year. Typically, when you print Coupons from Owner Balances, you are
just trying to print replacement coupons through to the end of the current year. So the
default of YES under the Use Current Charges column is normally correct.

Next Year Charges

If you did want to print Coupons for the following year, you can change the YES to aNO
for each Charge Table, then enter the amount of Next Y ears Charges into the Charge Table
before printing Coupons. Changing the Charge Amounts here will not affect the amounts
stored in the Charge Table for the Current Year, it will ssimply keep the Next Y ear Charges
on file until year-end, then let you update the Charge Tables for the new amounts.

Next b Click the Next button to proceed with printing the Coupons. Y ou can then
make your printer selection.

@Cancel Click the Cancel button to exit without printing the Coupons.

This completes the manual section for printing Coupons from Owner Balances.

61




Flags

Flags are checkmark boxes that control actions for this owner such as mailing labels, bills
& statement, hold payment, hold collection action and direct debit payment setup.
Checkmark or uncheck this control information as needed to get the results you desire.
The function of each Flag will be explained below.

o From the Owner Balances screen, click the Flags button to see the
s settings for this Owner.

The owner Flags looks like this:
Owner Flags

3t 0D - Owner Options g@@
4 4> Pl 2

Unit ID: 100
Owner: Ray & Mancy Simon

Control Flags
I iAccelerated Aszessment
™ Hold Delinguency Motice
I Hold Payment
W BillsiStatements
v Mailing Lakels
v Special Forms

jw Direct Dekit ;’

1 e IQCancelI

We’ll cover each item on this screen in more detail below.
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Accelerated
Assessments

Thisis an option when dealing with a delinquent owner. It recognizes
that the maintenance fee is an annual assessment broken up into
installment payments to make it more affordable and convenient for
ownersto pay. In communities that allow for monthly, quarterly or
semi-annually payments, if an owner is delinquent, you can declare
the entire unpaid maintenance fee for the remainder of the year as
delinquent, thereby “accelerating” the future installment payments,
so you only have to take one legal action against the owner for
collection of that year’s entire maintenance fee.

Typically, an owner’s “accelerated” balance is added using the
Add/Waive function in the Accounts Receivable module. If done
correctly in the Add/Waive (using the AC Charge Code), the
Accelerated Assessment flag will automatically be checked herein
the owner Flags. The Accelerated Assessmentsisaself-maintaining
system, meaning, you typically do NOT need to either checkmark or
uncheck this box in the owner Flags. TOPS 3.2.1 will take care of
everything for you.

Accelerated Assessments are covering in more detail earlier in this
manual section as part of Add/Waive owner balances.

Hold
Delinquency
Notice

If an owner is delinquent and has been referred to an attorney for
collection action, you can checkmark here to prevent TOPS from
sending any further collections notices or letters. This checkmark can
also be set under the TOPS Collection Action that is part of the
Accounts Receivable module.

Checkmark this box if you do NOT want to send any further
delinquency correspondence to this owner automatically from the
TOPS Collection Action.

Uncheck this box if you wish to resume sending delinquency
correspondence to this owner.

Hold Payment

Checkmark the Hold Payment box if you wish to be warned not to
accept payments from this owner when entering owner cash receipts.
If the owner isin attorney collection action, the attorney may instruct
you not to accept any direct payments from the delinquent owner,
checking this box will help to prevent this.

Thereis afurther benefit of checking thisbox. Under the Global
Functions module, you have the ability to generate a “Hold Payment”
file which can be uploaded to your bank so they can block payments
from being accepted through their lockbox system.

Bills/Statements

Checkmark if this owner is the one who should received
Billg/Statements and Coupons for this home. Where there are
multiple owners of ahome or renters, this gives you the ability to pick
and choose who receives the Billg/Statements and payment coupons.

Mailing Labels

Checkmark if this owner is the one who should receive Mailing

L abelsfor thishome. Where there are multiple owners of ahome or
renters, this gives you the ability to pick and choose who receives the
mailings from the community.
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Special Forms | If you used the Form Letter program to create a special form, like a
customized hill, to send to some or all ownersin a community,
checkmark this box to indicate which owners should receive the
Special Forms.

Direct Debit If this owner has elected to pay their maintenance fee by Dir ect

Debit, checkmark this box, then complete the Direct Debit bank
setup. TOPS has the built-in ability to generate the required NACHA
file under the Direct Debit menu tab on the Global Functions menu.

The following are instructions to compl ete the Dir ect Debit setup for an owner:

Direct Debit Setup _
“{ 0D - Direct Debit Info =3
Added Tested Last Dehit

Bank Information

Bark 1D 222344324
Aceourt # 123243245234532453
Accourt Type (¥ Checking ™ Savings

Btlearl E oK QCancelE

Bank ID — The 9 digit ABA # that identifies the owner’s bank. It is the first set
of MICR numbers on a typical owner’s check.

Account # - The owner’s bank account #. Although there may be spaces within
the Account # on the MICR line of the check, do not enter it with spaces here. It
should be entered as one continuous number.

Checking — Checkmark if the account to be Direct Debited is a checking account.
Savings - Checkmark if the account to be Direct Debited is a savings account.

Do not be concerned with the fields shown at the top of the screen — Added, Tested,
Last Debit. Thesefields are updated automatically by TOPS as you work with the Direct
Debit system. Theinformation is displayed here in case you need it.

Usethe Clear button to erase the owner’s bank info.

k Clear

2 o Click the OK button to save any changes made to the owner’s Direct
Debit bank info.

@Cancel Click Cancel to scratch any changes made to the owner’s Direct
Debit bank info.

Screen Navigation

KK

Use the Arrow buttons to move from home to home staying on the
Flags screen or jJump to the LAST/FIRST home. The arrow navigation
can be handy when you want to review/change Flags for a severd
homeowners at atime.




The Sear ch button lets you select a particular home in the community

oy
Search and jump to the Flags screen for that home.
2 o The OK button saves any changes to the Flags for the Owner. You
will exit to the Maintain Owners screen.
@Canee The Cancel button scratches any changes made to the Flags for the

Owner. You will exit to the Maintain Owners screen.

This completes the manual section on owner Flags under Owner Balances.

This also completes the manual section on Owner Balances.
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Cash Receipts

Through the menu choice you can enter owner cash receipts, miscellaneous cash recei pts
and make bank deposits. Cash receipt entry is done in batch processing mode, meaning,
you create a batch, which is nothing more than a grouping of payments, then perform a
“Post” function to actually update the system for the payments.

There are two kinds of cash receipts:
e Owner Cash Receipts— payments received from community homeowners
e Misc. Cash Receipts— non-owner payments received from other parties.

We’ll explain more about each type of cash receipt in this manual section.

Cazh Receipts

|

From the AR menu, click the Cash Receipts menu tab.

Cash
Receipts

Cazh Receipts

A
Mizz. Receipts
— -

=]

hke Deposits

On the "Cash Receipts Menu" you will see three choices:

Cash Receipts - lets you enter the Owner cash receipts and
prepare bank deposits.

Misc. Receipts - payments not received from homeowners,
such as, interest, vending machine income, laundry rooms,
guest fees, etc.

Make Deposits— let’s you select owner cash receipt batches
which have already been entered and do a cash deposit into the
bank which then updates the General Ledger module for the
cash receipt.
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Owner Cash Receipts

TOPS 4.0™ Software will guide you through the input of owner payments received,
including the distribution of the payment based on amounts due at the time. The "Cash
Application Table" setup for the Community determines the order in which payments are
automatically applied to balances due. Y ou may override this automatic payment
distribution on any particular check.

There is a sequence of events that needs to be followed to be assured that Owner cash
receipts are applied correctly. The order is:

e Add Charges Due
e Enter Cash Receipts
e Prepare Bank Deposits

The system must be able to “see” the charges due from ownersin order to apply cash
receipts against them properly. If you need to apply a charge to a homeowner “on-the-fly”
while entering cash receipts, you can do so using the Add/Waive button on the cash
receipts entry screen.

When entering Owner cash receipts you have complete visibility about amounts owed and
control over how payments will be applied. Y ou have the opportunity to see all the
Owners of ahome and apply the payment against "Previous Owners'. Likewise, you can
override the default payment distribution if you wish to apply the payment differently than
the distribution order in the " Cash Application Table".

Payments need to be 'Posted' in order to update the owner's account balance. ‘Unposted’
payments can be changed as needed. 'Posted’ payment cannot be changed directly, you
must use " Payment Adjustments’ for an offsetting correction entry if a'Posted' cash receipt
needs to be changed.

Batches
“Batches” are just a group of payments being entered or waiting to update the system.
There are two types of "batches" used in the Cash Receipts module. They are:

1. Processing Batch
When entering payments into the system, a"Processing Batch" is created with a
system assigned "Batch Number". The system uses the system assigned "Batch
Number" to keep track of all the payments entered into this "Processing Batch".

2. Deposit Batches
A Deposit Batch is one or more "Processing Batches' grouped together for deposit
into the Community's bank account. Y ou may group severa days of "Processing
Batches' together into one large "Bank Deposit Batch™ if you wish.
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Receipt Date vs. Deposit Date

TOPS uses transaction dates as a basis for determining whether an Owner is delinquent or
not at any given point. Transaction dates are the major determining factor in taking
delinquency action such as "L ate Fees", "Interest” and rendering collection notices.

There are 2 dates of importance in the cash receipts programs.

1.

Cash Receipt Date

The date entered into the “Date Received” field for each Owner payment. This
should be the date the payment was actually received. The "Date Received” isthe
“transaction date” used by TOPS in determining whether an Owner is delinquent at
any given point. The delinquency processing programs check the cash receipt dates
for Owners when making their determination whether an Owner should have action
taken, like applying a"Late Fee" or sending a “Late Letter”.

Make sure the "Date Received” is correct when you create a new cash "Processing
Batch" or add to an existing "Processing Batch".

Deposit Date

Used as the date of the cash receipt transaction in the General Ledger, Check
Reconciliation module and for the Cash Receipts Journal. Thisdateis not used for
determining Owner delinquencies.

Cazh Receipts

From the Cash Receipts menu, click on Cash Recelipts button.

Y ou will see the Owner cash receipts batch control screen:

Batch Control

“{ AR - Enter cash receipts

Batch # [ # *ﬁddl

Bank &ccount IC: |1— ;j Fizt Mational Bank
1010 -000 Cash Checking - Operating

Reminder

Charges should be applied before entering
Cash Receipts for this period.

Charges were last applied: 104101!0?

& oK QCanceII

From here you can either click the Add button to start a new Owner Cash Receipt batch or
use the down browse arrow ¥/ to view existi ng Owner Cash Receipt batches.

e A | Click the Add button to start a new Owner Cash Receipt batch.

It will assign the next available Batch # and display that on the screen ready to proceed:

Batch Control

68



i AR - Enter cash receipts

Batch # [t+ % jn,n.udl

Bank Account 1D F & | Fist Mational Bank
1010 -000 Cash Checking - Operating

Charges should be applied before entering
Cash Receiptz for thiz period.

Charges were last applied: Jl:l4.ltl1 oy

/ E oK IGCancelI
Reminder

The reminder at the lower part of the screen lets you know the last date recurring owner
charges were applied. Thisisimportant because charges must be applied for a period
before cash receipts are entered if payments are to be applied against owner balances
correctly.

P o Click the OK button to proceed with the owner cash receipt.

@canee| | Click the Cancel button to exit the owner cash receipts.

If you clicked the OK button, you will see the Cash Receipt Date entry screen:
Cash Receipt Date

AR - Receipt ... g@

Receipt Date: | 05/08/07

B oK |QCanceli

The Cash Receipt Dateis very important, it is used as the default date for each owner
cash receipt you enter during this session. It is also used as the “transaction date” for the
cash receipt, meaning, it is used to determine when to give the owner credit for the
payment, therefore, it controls whether an owner is “late” in making payments or not.

Enter the date WITHOUT the dashesinaMMDDYY format.
Example — 050807

2 o Click the OK button to proceed with the owner cash receipt.

@canee| | Click the Cancel button to exit the owner cash receipts.

If you clicked the OK button, you will then see the screen for selecting a home:
Select Home
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! AR - Owner Cash Receipts

& 9

ARl 4

XX - Sample Condominium

92 2 (%' 0O

Scroll Batch

4

Cancel Delete | History | yimive | Motes Batch#: 15
Select Home - F4 - Browse
Account #(F3 | ;l Lot Mnn(FBJj #| Owner Hame
Address | ~ Multiple Owners
Select O
Street Address (F2) J Mame Search (F5) J Gl IR
Balances
Priar Balance: 0.00 Remaining Payment Distribution: KLl
- Enter Paymen‘t. 1 m_!. Description Amnt. Due End Bal.
Date Received: =l
Amaount Paict:
Check #:
Transaction Info. :
-
Trans # :l Post Status —J

| Enter + sign to clear credit balance,

Batch Total

F2 - Amount remaining

0.00 b %?;r_l Q 0K, | @Canceli % Close

Y ou can select the home and owner any by any of these means:

Account # (F3)
Lot/Unit # (F6)
Street Address (F2)

e Owner Last Name (F5)

Preferred Access

The automatic default for selecting a home and owner is the “Preferred Access” method
for selecting a home in the Owner Control File. But you can use any of the above
methods and switch between them to select a home for entering Owner Cash Receipts.

Hot Buttons

You can also use the “hot button” keys to change your method of selecting homes rather
than use the mouse. This can be handy when doing a keyboard intensive function like
Owner Cash Recelpts.

Once you select the home, you will see the owners name displayed along with their
current balance due, if any:

Owner Cash Receipt
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' AR - Owner Cash Receipts XX - Sample Condominium

Cancel |< < ’ ’l Delete 1 HIS’[DI";r '|.|'U‘andre NOIES Batch# 15
Select Home - F4 - Browse
Account #{F3) 00 Lot .l'l.ln'rt(FB)j S00 Owner Hame BILL SMITH
Address | 500 Easzy Street ~ Multiple Owners
Select O o oo
Street Address (F2) ‘ Name Search (F5) J st [owner
Balances
Prior Balance: 132.00 Remaining Payment Distribution: A0
- Enter Payment “3— ] m;. Description At Dug Jiztr, Er| d Bal.
Date Received: | J5A0807
B henEe 1 Maintenance Fee 120,00 12000 -
FEUHE S Y Late Fees 12.00 12.00
Check #:
Transaction Info. :
Trans # :J 1 Post Status U L]
1 Enter + sign to clear credit balance,  F2 - Amount remaining
Scroll Batch
4 D» Batch Total 0.00 25| 2 o | @oance] Weiose

When you select ahome, it automatically displays the primary current owner. To enter a
payment to a different owner of this home, see Multiple Owners below.

Multiple Owners

If there are multiple owner records for a home, such as a Previous Owner or Renter, you
can enter the cash receipt to any of the owners. Notice the Multiple Owner box in the
upper right section of the Cash Recelpt screen:

MuRtiple Owners

Select Crwner | Crener | 001 Select (F7)

Click the Select (F7) button to see al the owners for this home so you can select someone
other than the primary current owner.

Sdect Owner

i 0D - Select Owner
Owners

CwvnerResidert Mame Categary

[Gill Smith (Owner 001) |
Don & Angela Han (Press Onvnier 0017

5
& oK |@|:ance||

Either double-click on the owner to select them or click once to highlight, click the OK
button to return to the Owner Cash Receipt entry screen with the owner you selected
displayed.

The Cancdl button will return you to the Owner Cash Receipt entry screen with the
primary current owner selected.

Starting back on the Owner Cash Receipt screen:
Owner Cash Receipts
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= AR - Owner Cash Receipts XX - Sample Condominium

4| 4 p| Pl $ 0
Cancel Dele‘te H|51|:urv m’.?afve Notes: Batch #: 15

Select Home - F4 - Browse

Account #(F3) 500 Lat Anit(F&) S00 Owner Hame BILL SMITH
Address | 500 Easy Street ~ Multiple Owners
Select Crener. | Ovwiner Qo
Street Address (F2) I Mame Search (Fa) ‘
Balances
Pricr Balance: 132.00 Remaining Payment Distribution: Rl
e Rayment [ m_!_. Description Amnt. Due tistr, Er| d Bal.
Diate Received: | 15/0307
s 21 Mairtenance Fes 120000 12000 =
AERLEL R 01 Late Fees 1200 12,00
Check #:
Transaction Info.
Tranz # :{ 1 Post Status U l]
| Enter + sign to clear credit balance, F2 - Amount remaining
Scrall Batch
& Cl
{ } Batch Total 0.00 D?§T| I | @cM.i R Closs

We’ll review each major function on the Owner Cash Receipt screen so you understand

how to use them.

Balances

This shows the balance due prior to this owner payment:

Balances
Pricr Balance: 132.00

The payment distribution area of the screen shows the breakdown of
this Prior Balance by charge code.

Enter Payment

Thisisthe box where you are entering the amount paid for this owner.
It looks like this:

Enter Payment

Date Received: | 02003107
Amount Paid;
Check #:

There are 3 fields for entering a cash receipt to an owner:

e Date Received — The transaction (effective) date for this
owner’s payment. It will default to the Receipt Date you
entered when you created the cash batch.

e Amount Paid — Thetotal amount paid by the owner regardless
of how the payment will be distributed against the balance due.

e Check #- It’s a good idea to enter the Check #, if any, as part
of the history of the payment. That way, if there are disputes
over the owner’s balance, you can give them their Check #’s so
they can research the dispute themselves.

Scrall Batch

4

Use this option to move back and forth through all the owner payments
already entered in this cash receipt batch.

Payment Distribution
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Once you enter the payment info, the proposed payment distribution will be displayed:

Enter Payment

Proposed Payment Distribution

m_!- Deszcription Amnt. Due Nistr . End Bal.
Dste Received: | 050807
5 nEEEve 1 Mairtenance Fee 1z000] 12000 0.00 -
Amaurit Paick 120,00 o Late Fees 12.00 12.00
Check # 5366
Transaction Info.
Tranzs #: 1 Post Status U ﬂ

Enter + sign to clear eredit balance, F2 - Amount remaining

The Payment Distribution is based on the order you specified in the Cash Application
Table when you setup this community. It will always default to this distribution, but you
may override it to distribute the payment any way you wish.

Amount Remaining

If you are manually changing the payment distribution, you will
see the Amount Remaining to be distributed in the box above the
distribution screen:

Femaining Payment Distribution: 00

Y ou cannot exit from the Owner Cash Receipt screen unless the
owner’s payment is completed distributed.

Payment
Distribution
Options

F2 — Enters the Amount Remaining to the highlighted distribution
line. This gives a convenient way to complete the payment
distribution when you manually override the default distribution
and are distributing the payment yourself.

+ Sign — If an owner balance breakdown shows a credit balancein
acharge code, enter a+ sign, then the amount of the credit to clear
(zero out) the credit. Y ou can then distribute that credit against
other balances due.

A completed Owner Cash Receipt would look like this:

Owner Cash Receipt

' AR - Owner Cash Receipts XX - Sample Condominium

4 4| p| Pl * 0
Cancel Delete Hlsmr\,f igive | Nates: Batch#: 15

Select Home - F4 - Browse

Accourt #(F3) =00 Lot MnitiFE) s00 Owner Hame BILL SMITH
Address | 500 Easy Street ~ Multiple Owners
Select & o o
Street Address (F2) J Mame Seatch (F5) ] slect Ovirer [ Owirer
Balances
Prior Balance: 132.00 Remaining Payment Distribution: 00
rLAren Ry mEnt ’7 | m_!. Description Amnt. Due Jistr, Erui Bail.
Date Received: | 020807
® nenehe 1 Mairtenance Fee 12000 12000 000 «
FHEOLHEERC] 1=0.00 oy Late Fees 12.00 12,00
Check #: 5366
Transaction Info.
Trans # :| 1 Post Status U lJ
| Enter + sign to clear credit balance, F2 - Amount remaining
Scroll Batch
B Cl
4 ) Batch Total 0.00 a2 o |@cuee| woiose
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The Owner Cash Receipt above is now complete with the payment fully distributed.

We’ll discuss all the button functions on the Owner Cash Receipt screen starting at the
bottom of the screen.

i Claar

Click the Clear Distribution button to clear the proposed payment

fist distribution so you can distribute the Owner Cash Receipt manually.
2 o Click OK to accept the Owner Cash Receipt as shown. Thiswill clear the
screen so you can select another home or exit.
@Canee Click Cancel to erase the Owner Cash Receipt showing on the screen. You
can then select another home or exit.
R Closs Click Closeto accept the Owner Cash Receipt showing on the screen, if any,

and exit the Owner Cash Receipt entry screen.

Buttons at the top of the screen are:

L)

Click the Delete button to erase the Owner Cash Receipt showing on the
screen. Once posted, an Owner Cash Receipt cannot be deleted. Y ou must

Delete
use a Payment Adjustment to change a posted Owner Cash Receipt.
-] Click the History button to view the entire history of this owner’s charge and
Histary payment history. It would look like this:
Owner Payment History
# AR - Owner Cash Receipts XX - Sample Condominium
Unit ID: 500 Status:
Bill Smith Start Date: [ MR
Payments Check# Dep. Date| Code Description Balance Due |
0140107 APPLY CHARGES A1 Maintenance Fee S90.00 90.00 =
010407 90.00 4782 o040y Al Maintenance Fee (a0.00) .00
0200107 APPLY CHARGES A1 Maintenance Fee 90.00 0.0
020307 90.00 4505 020307 A1 Maintenance Fee [a0.00) .00
030107 APPLY CHARGES A1 Maintenance Fee 90.00 a0.00
030607 90.00 4525 030607 A1 Maintenance Fee (90.00) 0.00
040107 APPLY CHARGES A1 Maintenance Fee 90.00 a0.00
040507 90.00 4540 040807 A1 Maintenance Fee [a0.00) 0,00
050107 EXPEMSE ADJ A1 Maintenance Fee 120,00 120.00
0501 07 EXPEMSE ADJ ™ Late Fees 12.00 132.00
=
&f® pal. | ?Hf;“;ir'yl 7 Printl ¥ Close
When you are done reviewing the owner’s payment history, click the Close
button.
Click the Add/Waive button to adjust the owner’s balance. Perhaps you need
i to add a charge to the owner before applying the cash receipt. You can do

that through Add/Waive.
If you click the Add/Waive button, you will see the adjustment screen:

Owner Add/Waive
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4t AR - Adjust Balances

UnitID: 500
Eill Smith

| Existing Bal | | Pending Adjustments - |

Dezcription Eff. Date M End Bal. -

Mairtenance Fee

Late Fees

Totals 132.00 0.00 13200
PP Credit-Prepaid 0.00 0,00 0.00

Total Due 132.00

‘ ld | ﬂ Notesi &Psrglsgifﬂ E‘ 0K I 0Cance||

It shows a complete breakdown of the owner’s current balance due. You can
add anew charge before entering the cash receipt so you can apply the

payment against the new charge. Y ou can also waive a balance showing on
the screen if you wish.

For more info on Add/Waive owner charges, see the manual section under
Owner Balances.

Mates

Click the Notes button to enter a note directly into this owner’s payment
history. If you click this button, you will see the screen for entering the Note:

Enter Payment History Note
“{f AR - Owner history notes E]|E|EJ

Unit ID: 500
Hame: Bill Smith

[ Date | oM |

i

#
* Add '3Dele‘te B 0K @Cancel

Y ou can enter adate for the Note, then the Noteitsalf. Click OK to savethe
Note to the owner’s payment history.

For more info on payment History notes, see the manual section under Owner
Balances.

Back on the Owner Cash Recelpt screen:

Owner Cash Receipts
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< AR - Owner Cash Receipts XX - Sample Condominium

& 9

oK Cancel

Select Home - F4 - Browse
Accourt #F3) 500 Lot ﬂJni‘t(FBji S00 Owiner Hame BILL SMITH

Address | 500 Easy Street ~ Multiple Owners
Select O o oo
Street Address (F2) J Mame Search (F5) ‘ eleck O | Ovirer
Balances
Friar Balance: 132.00 Remaining Payment Distribution: 00
Falidd 1— | m_!. Description Amnt. Due Enci Bal.
Date Received: | 050807 Ti
5 hesele 1 Mairtenance Fes 12000 12000 0.00 «
R R 120,00 01 Late Fees 12.00 12,00
Check & 2366
Transaction Info. :
=

Tranz # :1 4l Post Status U

scrall Batch

4)r

MR L2 ARAR AR
L) . Delcte | Wotory] waree| Notes |  Batch#: 15

1 Enter + sign to clear credit balance, F2 - Amount remaining

Batch Total 0.00 B T2 o Ocancelitcmse

When you are done entering Owner Cash Receipts, click the Close button.

Once you click the Close button on the Owner Cash Receipt entry screen, you will see a
listing of al the payments entered into this payment batch:

Unposted Payment Batch

A AR - Dwner Cash Receipts XX - Sample Condominium
Cash Account: 1010 -000 Batch Humber: 15 Total Trans: 2
Responsible Perty | Amourt
1 500 SMITH 12000 5365 -
2 700 BERUEE aso0 178
Batch Total F215.00
s fdd | & Print {ﬁ Postl B2 oon | @Cance||

Thislistsal the owner paymentsin this batch along with atotal of all the payments. At
this point, the owner’s payment history has NOT been updated for the payments entered.
These are pending payments that you can change or delete. Posting the batch, a button on
this screen, is the function that actually records the payments in the owners’ payment

history.

2 o Click the OK button to exit from the unposted batch screen without

— proceeding. Y ou might want to leave this batch open so you can enter more
paymentsto it later.

@canes| | Click the Cancel button to exit from the unposted batch screen. It will leave
all the payments entered “as is”.

e A Click the Add button to enter more owner payments to this batch.

76




& Fine Click the Print button to see al the payments in this batch along with their
proposed distribution against the owners’ balance due.

@ Post Click the Post button to actually update the owners’ payment histories for the
paymentsin this batch. You MUST Post the batch to give the owners credit
for making the payments.

Up until you Post, you can make changes to the pending payments. After
Posting, you cannot change a payment. Instead, you must use a Payment
Adjustment (see Owner Balances).

Once you click the Post button, you will be asked if you wish to print a Posting Report:

SY - TOPS MESSAGE

\_?/ Print the posting batch repart ?

The default is NO since this report is very similar to the bank Deposit Report you will
print later for this owner payments. If you do wish to print this report, click the YES
button, then select your printer option.

After you answer the Posting Report question, the system will proceed to Post the
payments to the owners’ payment history. This will give the owners credit for making the
payments effective on the cash receipt date you entered.

Posting Complete
SY - TOPS MESSAGE  [X]

a2 ;
“_./ Paosting complete

s I Cancel ‘

Click the OK button to clear the message. In this case, the Cancel button will have no
effect since the payments have aready been Posted.

After completing the Posting of the payments, you will see a Deposit Reminder:
Deposit Reminder

“ AR - Cash Receipts E]@El

Reminder

You must 'Prepare Bank Deposits' for your
'Cash Receipts Batches' or the 'Cazh Receint!
weill not be posted to the 'Cash Receipts
Journal' or to the 'General Ledget!

Deposit Date: | (LTI

[ Print Deposit Slip . I‘a":a"'*e'l
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Although Posting the payments gives the owners credit for making the paymentsin the
owners’ payment history, it does NOT update the General Ledger and Check
Reconciliation modules for the payments. Performing the Deposit function actually
updates the General Ledger and Check Rec modules for the payments.

We separate the Posting and Deposit to give customers a chance to accumulate several
days worth of owner payments before making a deposit in the bank. This allows you to
enter the owner payments with the correct cash receipt date to make sure the owners get
credit on the right date while letting you decide when you wish to take the payments to the
bank to actually deposit them.

We’ll review each item on the Deposit Reminder screen.

Deposit Date The effective date of this Deposit. This date will be used to record
the total amount of the payments in the General Ledger and the
Check Reconciliation modules.

Print Deposit Slip | A Deposit Report will be printed automatically when you proceed
with the Deposit. This checkbox isasking if you wish a Deposit
Slip Report that most banks accept as the detailed listing of al the
payments in adeposit. This can save you time over having to
manually write each owner payment on a deposit slip.

Z o Click the OK button to proceed with making the Deposit. Thiswill

—_— record the Deposit in the General Ledger and the Check Rec
modules.

@Cancel Click the Cancel button to exit WITHOUT doing the Deposit

function. Y ou can come back to this cash receipt batch later to do
the Deposit whenever you wish.

If you clicked the OK button, you will see your printer options for the Deposit Report:
Deposit Report — Print Options

! Print Reports

Deposit Owner Payments
Print To:
(¥ {Prirter
 Sereen
i~ File

Settings & Frint E

o Portrait ™ Landscape °
Can ceI|

The Deposit Report is an important part of your accounting “audit trail”. It lists each
owner who has made a payment in this batch along with the distribution of the payments
against the balance due. The report also shows an accounting summary of the Generd
Ledger entriesit created effective on the Deposit Date.

It isimportant to keep this report.

Print To | Select from the Print To options:
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e Printer (the default) — you can then select the printer

e Screen — displays the Deposit Report on the screen but does not keep
ahard copy of the report for an audit trail. Thisis not recommended.

e File— stores acopy of the Deposit Report on the computer where it
can beretrieved and printed at any time.

< Frint

Click the Print button after making the Print To selection above. Thiswill
proceed with printing the Deposit Report.

@) Cancel

Click the Cancel button to exit WITHOUT doing the Deposit function. You
can come back to this cash receipt batch later to do the Deposit whenever you
wish.
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Misc. Cash Receipts

Use this menu selection to enter Cash Receipts that are from sources other than Owners
payments or for payments from Owners that you do not wish to track in the Owner's
Payment History records. Examples of Miscellaneous Cash Receipts are:

Tax Refunds

Insurance Claims
Vending Machine Income
Facilities Rentd

Money Transfers

It is a good ideato keep the Misc. Cash Receipts separate from the Owner Cash Recelpts.
For a clear audit trail, use different bank deposit tickets for these two types of receipts. It
is helpful to write the company or source description for the Miscellaneous Cash Receipts
on the deposit ticket for future reference as well as enter this description when recording
the payment in TOPS 4.0®.

When you use this function, the system will automatically update both the General Ledger
and the Check Reconciliation modules as of the date you enter for the Misc. Cash Receipt.

From the Cash Receipts menu, click on Misc. Receipts button.

hlizc:. Receipts

Y ou will seethe Misc. Cash Receipts batch control screen:
Misc. Cash Receipt

< AR - Enter Misc. Cash Receipts

BarkiD | ]

Check # Description |
Amourt Deposit Date | 1541107

Distribution Remaining: 0.a0
-
hd

o add | Y Delets & on | @cancel 9 Close
s | @oned

From here you can either click the Add button to enter a new Owner Cash Receipt. or use
the down to view existing Unposted Misc. Cash Receipts.

b A | Click the Add button to enter anew Misc. Cash Receipt.

If you clicked the Add button, you will then need to complete these fields:
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Bank ID

Use the down browse arrow | to sefect the bank account where you
wish to make the Misc. Cash Receipt. It will look likethis:

Sdect Bank

=t AR - Misc. Cash Receipts XX - Sample Condominium

)  BonkWame  [Account |  Deseription

1  Fist Mational Bank 1010 -000  Cash Checking - Operating
2 Sunny Shores Bank & Trust 1020 -000  Cash - Previous Momt.

L s I*Ch:.sel

Click on the correct bank, then click the OK button.

Y ou must select a Bank before you can proceed with entering a Misc.
Cash Receipt.

Check #

Enter the Check # here, if any.

Amount

Enter the Total Amount of the Misc. Cash Receipts regardless of how the
payment isto be distributed.

Description

Enter a Description that explains what this Misc. Cash Receipts
represents. This Description will show in the Cash Receipts Journal,
General Ledger and Check Reconciliation modules as the Reference for
this transaction.

Deposit Date

The effective date for this deposit. The Deposit Date is used to create a
transaction in the Cash Receipts Journal, General Ledger and Check
Reconciliation modules for this Misc. Cash Receipt.

Next, you will enter the payment distribution for the Misc. Cash Receipt against the GL
accounts where you wish the payment to be credited.

Account # | Enter the GL Account # or use the down browse arrow ¥/ to open up the
Chart of Accounts so you can select the first GL Account to credit this
Misc. Cash Receipt against.
You MUST select a GL Account # to credit this cash receipt against.
Description | The name of the GL Account in the Chart of Accountsis displayed here.
Amount The Amount of the Misc. Cash Receipt that is to be credited against this

GL Account #. You can have multiple lines of GL Account #’s to fully
distribute the total amount. Y ou cannot exit the screen unless the total
amount of the cash receipt is fully distributed.

A completed Misc. Cash Receipt would look like this:

Misc. Cash Receipt
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! AR - Enter Misc. Cash Receipts

Bank 1T ]1_“ _,t_] Fizt Mational Bank
01010 - 000 Cash Checking - Operating

Check # 2345 Description ]Vending Machines
Aot 137.80 Deposit Date | 0511007
Distribution Remaining: 0.00
5310 - 000 Laundry Incame 13?.8I:Ii|
B
e ndd | j Delete @Cancel % Cloze

We’ll review the rest of the button functions on this screen.

Click the OK button to accept the Misc. Cash Receipt as shown and proceed.

e

@canee| | Click the Cancel button to exit from the Misc. Cash Receipt screen deleting
the pending transaction showing on the screen.

R Closs Click the Close button to exit from the Misc. Cash Receipt screen saving the
pending transaction showing on the screen. Y ou can then come back to Post it
later.

i 2 Click the Add button to save a completed Misc. Cash Recelpt transaction

showing on the screen, then clear the screen so you can enter another Misc.
Cash Receipt transaction.

j Delete

Click the Delete button to completely del ete the Misc. Cash Recelpt
transaction showing on the screen.

Once you click the Close button, you will see any pending Misc. Cash Receipt
transactions you have entered:

Pending Misc. Cash Receipts
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< AR - Misc. Cash Receipts XX - Sample Condominium E”EJE]

Total transactions: 1

1] Fist National Bank 3345 054107 Yending Machines 13780~
Total: 13780

o Add | ] Pl'il'ltl L% F‘OSII & oo | W Close

This screen will show ALL pending Misc. Cash Receipt transactions that have not be
Posted yet. The Post function is what actually updates the accounting system for the
Misc. Cash Receipts.

We’ll review all the button options showing on this screen.

Click the Add button to enter another Misc. Cash Receipt.

o add

& rire| | Click the Print button to print areport showing all the details of the pending
Misc. Cash Receipt transactions displayed on the screen.

,fa met| | Click the Post button to update the accounting system for this Misc. Cash
Receipt. It will create entriesin the Cash Receipts Journal, General Ledger
and Check Reconciliation modules.

Until the Misc. Cash Receipts are Posted, they will not have any effect on the
accounting system.

Z o Click the OK button to select the highlighted Misc. Cash Receipt transaction.
Y ou can then make changesto it if you wish.

R Close Click the Close button to exit from the Pending Misc. Cash Recelpts saving

any transactions displayed on the screen but not Posting them. Y ou can then
come back to Post them at alater time.

If you clicked the Post button, you will then see this confirming message:

Confirm Posting

5Y - TOPS MESSAGE

?/ Are Misc, Cash Receipts OF bo post #
e

Yes Mo

Click the YES button to proceed. Click NO to exit without Posting the transactions.

If you clicked Y ES to the Posting Confirmation question, you will see the Printer Options:

Printer Options
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=i Print Reports

Print Misc¢. Cash Receipts

Print To:
+ | Printer}
" Screen
{~ File

Settings 5 Frint
¥ Portrait " Landscape

@y Cancel

The Misc. Cash Receipt Report is an important part of your accounting “audit trail”. It
lists al the Misc. Cash Recelpts along with the distribution of the payments against the
GL Accounts.

It isimportant to keep this report.

Print To | Select from the Print To options:
e Printer (the default) — you can then select the printer
e Screen — displays the report on the screen but does not keep a hard
copy of thereport for an audit trail. Thisis not recommended.
e File— stores acopy of the report on the computer where it can be
retrieved and printed at any time.
& Frint Click the Print button after making the Print To selection above. Thiswill
proceed with printing the Misc. Cash Receipt Report.
@canes| | Click the Cancel button to exit WITHOUT Posting the Misc. Cash Receipts.

Y ou can come back |ater to Post them whenever you wish.




Make Deposits

This menu choice only involves Owner Cash Receipts, not Misc. Cash Receipts. If, when
you were entering Owner Cash Recelpts, you Posted the cash receipt batch, but elected
NOT to do the Deposit function, this menu choice let’s you easily select an owner cash
batch to compl ete the process.

Doing the "Deposit" is an important step in the Owner Cash Receipts, without it, the
system does not recognize the Cash Receipt in the Cash Receipts Journal or General
Ledger. It is the "Deposit" routine that actually creates an entry to the Cash Receipts
Journal and aso the General Ledger for the Owner Cash Receipts. Therefore, it is
important to do a "Deposit” on al checks received by the end of the Accounting Period to
keep the General Ledger in 'sync’ with the Delinquency Reports which use the "Receipt
Date", not "Deposit Batch Date", for AR reporting purposes and Delinguency Action.

A "Deposit" can be made up of one or more cash "Processing Batches'. "Deposits' are the
actual payment deposits made to the Community's bank account. You can accumulate
several days (or weeks) worth of Owner Cash Receipts in the system before preparing a
"Deposit” to the bank.

The "Deposit” routine marks each check in the cash "Processing Batch" as "Deposited” as
of the date you enter. The total of the Deposit Batch should always equal the total of the
actual deposit ticket prepared for the bank. It is a good idea to keep miscellaneous cash
receipts (insurance claim, tax refunds and other non-owner related receipts) separate from
the Owner Assessment payment deposits. It makes the audit trail much clearer.

= From the Cash Receipts menu, click on M ake Deposits button.

higke Deposits

You will seeall the pending Owner Cash Receipt batches:
Select Cash Batches

<! AR - Deposit Owner Payments XX -SampleC... g@@

hake Batch Filz
Deposit? # Mame

Ho| 14 DEPO14DAT $190.00 -
o 15 DEPO1SDAT 050807 2 §21500 P

&
Double Click or EMTER Key
to select for deposit & on I @Cancell

We’ll review the process of Making a Deposit and also how to use the options on this
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screen.

Make Deposit

Notice the column titled “Make Deposit”. The default answer isNO
next to each cash receipt batch. The NO means — do not include this
batch in the Deposit.

Y ou must click on the NO to change it to a YES to include the batch in
the Deposit.

Post Status

There are two possible status settings:

U = Unposted Cash Batch — until a batch is Posted, it cannot be
Deposited. You would need to return to Owner Cash Receipts to Post
the batch.

P = Posted Cash Batch — a posted cash batch can be Deposited. You
can only select Posted Cash Batches on the screen above.

Once you have changed the NO to a YES for the selected batches, it will ook like this:

Sdected Cash Batches
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i AR - Deposit Owner Payments XX -Sample C... E]@g|

File: Create of Batch
S Mame ate ‘ans, Tatal
Yes 14 DEPO14DAT  0SMS07 1 $180.00
Yes 15 DEPMMSDAT 050807 2 £215.00

B
Daouble Click or EMTER Key
to zelect for deposit o g I @Cancell

Now you are ready to complete making a deposit of the Owner Cash Receipt batches.

2 o Click the OK button to proceed making the deposit for the selected
— batches.
@Canee Click the Cancel button to exit without proceeding to make a deposit.

If you clicked the OK button, you will see the screen to enter the Deposit Date:
Make Deposit

rﬁ; AR - Deposit Date E]
Deposit Date: W

[~ Print Deposit Slip

&2 oK |QCancel

The Deposit completes the Owner Cash Receipt process. It creates the accounting
transactions to record the deposit in the Cash Receipts Journal, General Ledger and Check
Reconciliation modules.

We’ll review each item on the Deposit Reminder screen.

Deposit Date The effective date of this Deposit. This date will be used to record
the total amount of the payments in the General Ledger and the
Check Reconciliation modules.

Print Deposit Slip | A Deposit Report will be printed automatically when you proceed
with the Deposit. This checkbox is asking if you wish a Deposit
Slip Report that most banks accept as the detailed listing of all the
payments in adeposit. This can save you time over having to
manually write each owner payment on a deposit slip.

2 o Click the OK button to proceed with making the Deposit. Thiswill
record the Deposit in the General Ledger and the Check Rec
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modul es.

@Camll Click the Cancel button to exit WITHOUT doing the Deposit
function. You can come back to this cash receipt batch later to do
the Deposit whenever you wish.

If you clicked the OK button, you will see your printer options for the Deposit Report:
Deposit Report — Print Options

A Print Reports

Deposit Owner Payments
Print To:
&+ {Prirter!
© Screen
(" File

Settings & frint

* Portrait " Landscape

QCan cel

B

The Deposit Report is an important part of your accounting “audit trail”. It lists each
owner who has made a payment in this batch along with the distribution of the payments
against the balance due. The report also shows an accounting summary of the General
Ledger entriesit created effective on the Deposit Date.

It isimportant to keep this report.

Print To Select from the Print To options:
e Printer (the default) — you can then select the printer

e Screen — displays the Deposit Report on the screen but does
not keep a hard copy of the report for an audit trail. Thisis
not recommended.

e File— storesacopy of the Deposit Report on the computer
where it can be retrieved and printed at any time.

& Fine Click the Print button after making the Print To selection above.
Thiswill proceed with printing the Deposit Report.
@Cancel Click the Cancel button to exit WITHOUT doing the Deposit

function. You can come back to this cash receipt batch later to do
the Deposit whenever you wish.

This completes the manual section on Cash Recelpts.
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Apply Charges

Y ou apply owner charges through this menu choice, such as, maintenance fees, special
assessments or any other charges against owners setup in the Charge Tables. Other
charges applied on this menu include late fees, interest on owner balances, and misc.

recurring owner charges.

All the Apply Charges programs work the same way. Y ou follow this process when
applying charges to owners:

e Accrue- creates awork file with the pending charges
e Edit — view and change the pending charges
e Post — actually updates the owner payment histories for the charges

We’ll explain more about each item on the Apply Charges menu in this manual section.

Apply Charges ] From the AR menu, click the Apply Charges menu tab.

On the "Apply Charges Menu" you will see six choices:
Apply Scheduled Char ges — applies the recurring charges, such as
Charges M aintenance Fees and Special Assessments, to the ownersin

Scheduled
Charge=s

Prepaid Credit

Tnd

.Late Fee
%
0
Poply Interest
1=t

_Batch
Adjustments

Charge Tables

the community.

Prepaid Credit — searches the owners for any unapplied credit
bal ances and applies them against owner balances due. Itis
good to do the Apply Prepaid right after applying the
Scheduled Charges for a period.

L ate Fee — calculates and applies late fee to delinquent owners
for a specified cutoff date. Calculation method can be applied
as aflat dollar amount or percent of unpaid balance.

Apply Interest — calculates and applies interest charges for
delinquent owners for a specified cutoff date. Interest can be
calculated based on selected Charge Code balances. There are
interest calculation options of simple or compound interest.

Batch Adjustments— add or waive owner charges for a group
of owners, or all owners, rather than make single Add/Waive
adjustments under Owner Balances. Batch Adjustments can
be recurring, meaning, you make the adjustment each period,
or, they can be a one-time adjustment.

Charge Tables— Use this menu option to add, view or change
recurring owner charges.

We’ll cover each menu choice in turn.
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Scheduled Charges

This function automatically adds "Maintenance Fees” (Assessments) and other recurring
owner charges to each home in the Community. The timing of these chargesis controlled
by the user. The system does not "automatically" add charges to owners, you must start
the process. However, if you use the optional Job Streaming module you can setup
recurring jobs such as applying Scheduled Charges which can be performed automatically
for you.

Scheduled Charges are the recurring owner charges setup through the Charge Tables. The
system understands the “Frequency” of each Charge Table and should give you the correct
defaults when you are selecting which Charges to apply in a given period.

When applying owner charges, the method is always the same:

e Accrue- creates awork file with the pending charges
e View/Edit —let’s you check and change the pending charges, if needed
e Post — actually records the owner chargesin the AR and GL modules

When posting, a report is printed showing the charges applied to each owners’ account as
part of the “audit trail” since performing this function changes owner balances.

Future Charges

If you have Future Charges setup in your Charge Tables (these are new amounts to charge
ownerstypically at the start of anew year), if the Effective Date for applying chargesis
equal to or after the Effective Date for changing Charge Table amountsin the Future
Charges setup, you will be prompted to let TOPS automatically update the charge amounts
before proceeding to apply charges for this period.

For more information on Future Charges, see the manual section on Charge Tables below.

Backup

We recommend making a "Backup" of the Community's files BEFORE "Applying
Scheduled

Charges'. This way, you have something to go back and "Restore" if there is a problem.
There is no automatic way to remove or undo "Scheduled Charges' once they are
"Applied".

i ff? From the Apply Charges menu, click on Scheduled Char ges button.

Scheduled
Charge=s

Y ou will seethe Apply Charges screen:
Apply Charges
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' AR - Apply Charges XX - Sample Condominium

A LY R | & | 5= | B
e ! A Cl
Charge= it Post AL Toals | wakfle | Effective Date: 0510107
Wiork File Exists, Click Edit to View Charges, y
Click Post to Post Charges, or Accrue Chargetn Code - Description Laszt Appl,
Date k== A1 Maintenance Fee 0401087 M i‘
C— Wes | Special Aszezs 040107 M
Effective Date: | 05/01/07
Apply to
- Amount
Total Charge Amount 3,775.00
Total Humber of Homes 29
|
Double Click _u:ur hit Erter to o Ciose
IncludersSkip the charge

From here you can apply the regular, recurring charges, like maintenance fees and special
assessments. Scheduled Charges works like all automatic owner charges, it follows this
process:

e Accrue- creates awork file with the pending charges

e Edit — view and change the pending charges

e Post — actually updates the owner payment histories for the charges

We’ll cover each item on the Scheduled Charges screen so you understand how to use it.

Effective Date | The date the Scheduled Charges will be posted to the owners’ payment
history records. If you are using accrual accounting, thiswill also be
the date a General Ledger transaction will be created recording the
income and receivables for the charges. If doing cash accounting, no
Genera Ledger transactions are created.

The Effective Date of any charge is used by the system in determining
owner balances due. Make sure the correct date is entered before
proceeding.

Future Charges— If you have Future Charges setup in your Charge
Tables (these are new amounts to charge ownerstypicaly at the start of
anew year), if the Effective Date for applying chargesis equal to or
after the Effective Date for changing Charge Table amountsin the
Future Charges setup, you will see amessage asking if you wish to
automatically update the charge amounts before proceeding to apply
charges for this period.

Stop Date— If you have set any of the Optional Charges Tables (C1-
C9) to be a “Temporary” charge with a Stop Date, when the Effective
Date for applying chargesis equal to or after the Stop Date, then those
charges will no longer be applied to owners. This helps prevent a
temporary charge from being applied to owners once the amount, like a
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Specia Assessment, has been fully assessed to the owners.

For more information on Future Charges and Stop Date, see the manual
section on Charge Tables below.

Apply To The choices here are:
e Owners (default)
e Renters—only active if this community is setup for renta
accounting in the Accounting Control File.
Amount Shows two items of interest:

Total Charge Amount - displays the total dollar amount of accrued
charges that are pending.

Total Number of Homes — total number of homes with accrued
charges.

The right hand side of the screen shows the active recurring charges:

Make sure the
“INCLUDE”
column says
YES next to
Charge Codes
you wish to
apply to
Owners

Select Charges

Code - Description Last Appl.
Mairtenance Fee 04/01/07 M i‘
Special Azzess 040107 M

[

We’ll explain each column in this area of the screen.

Include

You must click to change aNO to a Y ES to include this recurring
charge when you apply Scheduled Charges.

Note: Make sure the answer is Y ES next to those charges you wish to
apply to owner at thistime.

Code

Thisisthetwo digit Char ge Code showing the active Charge Tables
for this community.

Description

The name of the Charge Code from the Charge Table setup.

Last Applied

The date this Scheduled Charge was L ast Applied to the owners. If
the system detects that Scheduled Charges have already been applied
for this period base on the Last Applied Date and the Frequency of the
charge, it will default to NO in the “Include” column.

Frequency

Scheduled Charges are recurring, this column shows how often each
chargeis applied to owners. Choices are:

M = Monthly
B = Bi-Monthly
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Q = Quarterly
S=Semi-Annually
A = Annually

The Frequency is set in the Charge Tables. It isdisplayed here for
informational purposes so you can decide if thisisthe correct timing to
apply each recurring charge.

Next, we’ll discuss the buttons on the toolbar at the top of the Scheduled Charges screen.

AN | @ & |8=|»

Ao
c h:l‘EJEES Edit Past Print Tatals 'I.I'I.I'E:'?(afhe

We’ll cover the function of each button in order.

A Click the Accrue button to generate the pending owner charges. It does not
Asorue update the owners payment history until you Post the transactions.
arges

When it is done Accruing the pending owner charges, you will return to the
Apply Charges screen where you can Edit or Post the pending charges.

Because the Accrue function is very fast, you may not realize the system
completed the function. To verify that it did Accrue the Scheduled Charges
and awork file now exists with the pending charges, look at the lower |eft
hand side of the Scheduled Charge screen to see the Total Amount accrued
and the Number of Homes.

Amount
Total Charge Amount 3,775.00
Total Humber of Homes 29

This verifies that the system completed the Accrue function.

Future Charges

If Future Charges are setup in the Charge Tables you are accruing charges for a period
that matches the Effective Date of Future Charges, you will see this message:

SY - TOPS MESSAGE |'E|

9 & izharge Table has a Fukure Charge SWhich Should be Updated Befaore
M';f’ Proceeding, Update The Charge Table MNaw?

Yes Mo |

It isasking if you want TOPS to automatically update the Charge Tables for the future
amounts before it Accrues the owner charges this period.

Y es- click this button to update the Charge Tables before accruing charges.
No — click this button to leave the Charge Tables “as is” and accrue the charges

Generdly, if you see the Future Charges message, you want to answer Y es.

Stop Date
If you have set any of the Optional Charges Tables (C1-C9) to be a “Temporary” charge
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with a Stop Date, when the Effective Date for applying chargesis equal to or after the
Stop Date, then those charges will no longer be applied to owners. This helps prevent a
temporary charge from being applied to owners once the amount, like a Special
Assessment, has been fully assessed to the owners.

S

Edit

Click the Edit button to view and change the pending owner charges.
When you click this button, you will see abrowse list of the pending owner
charges:

Pending Owner Charges

“t AR - View/edit charges XX - Sample Condominium E”El@
Effective Date: 050107 Edit Recurring Charges
Accourt #
ioo Ray & Nancy Simon 14000 -
200 Jennifer Lance 80,00
300 Jetf Stevens 140000
400 Jenny Craig 140.00
200 Bill Zmith 90.00
500 Warren Carter 90.00
700 George Berube 140,00
(=]ulu} Jimmy & Jane Bowl 140,00
=10 Mary Jones 140,00
G20 Gil & Gail Davwn 140,00
30 el Bens 140,00
540 Jerry Hatz 140.00
350 Micky Mouse 14000 =]
Double Click or hit Enter
to change the Amourt. Iﬂ'semhl E o | ®=

Double click to select any owner to view the details of the pending charges.
Notice the buttons at the bottom of the browse screen.

Sear ch - jump to a particular home.
OK — accept the pending owner charges as displayed.
Close - exit the browse screen to return to the Scheduled Charge screen.

If you select an owner, the pending owner charges will look like this:

Edit Owner Charges

AR Wimwledit chargss xx -... BB

Unit ID: 100

Hame: Ray & Hancy Simon (H)

Code - Description Accel Amt
a1 Maintenance Fee 5000

Special Aszess S0.00

L IQCancell

Y ou can change the amount of the pending owner charges for any of the
active Charge Tables on this screen. When the pending owner charges are
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correct, click the OK button to save the changes, if any.

@ Click the Post button to actually record the pending owner chargesin the
owners’ payment history. The Post process writes the charges to the owners
payment history and updates the accounting system.

Pa st

If you click the Post button, you will see this screen:

Post Charges

Confirm the Post Date the charges will be applied.

Post Date [15/01/07
21 Maintenance Fee 2660.00
| Special Azsess 1115.00
3775.00 0.00

@ o0

This shows the total of the pending charges broken down by Charge Code.

Post Date — make sure thisis the correct EFFECTIVE DATE for these Scheduled
Charges before proceeding. It will default to the date you entered when you performed
the Accrue step, but you can change it here before Posting if the date is not correct.

OK - click this button to proceed with Posting the pending owner charges.
Cancd — click this button to exit WITHOUT Posting.

During the Post process, a printed report is generated as an “audit trail”. You will see the
Printer Options screen:

Printer Options

“fl Print Reports

Post owner charges
Print To:

Settings £ Frint

i Portrait ™ Landzcape °
I:an-:ell

Select the printer option you wish.
Print - Click the Print button to proceed.
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Cancd - Click the Cancel button to exit without applying Prepaid Credits.

Apply Prepaids
Once you are done Posting the Scheduled Charges, you will see this reminder screen:

Apply Prepaids Reminder

SY - TOPS MESSAGE

9 Prepavments should be applied immediately after Assessments
*u'f’ Do You Wish to Apply Prepavmients Mow 7

Yes (le] |

Thisisasking if you wish the system to look for owner Prepaid Credits (owners paid in
advance) and automatically apply them against the owner charges just applied. Thiswill
prevent owners from have both a Prepaid Credit and balance due at the same time.

For more information on Prepaid Credits, see the next manual section titled “Prepaid
Credit”

Generaly, you DO want to do thisimmediately after Applying Scheduled Charges.
Yes - Click the YES button to proceed to Apply Prepaid Credits.
No - Click the NO button to exit without Applying Prepaid Credits.

If you clicked the Y ES button to proceed, you will see this screen:
Apply Prepaid Options

' AR - Post owner charges XX - Sample Condominium E@E|

Prepaid Application Date: iiﬁ_fmm?

& Al Oweners ™ Individual Cwners

[T Use Cash Application Table Accounts Cinky

Charges were last applied 0500107

G| o

Prepaid Application Date — will default to the date Scheduled Charges were applied.
This date is normally the correct date for Applying Prepaid Credits.

¢ All Owners— automatically searches through the all the owner payment histories
and applies Prepaid Credits where applicable.

e Individual Owners— let’s you individually select the owner where there is a
Prepaid Credit so you can control how the Prepaid Credit is applied against owner
balances due. Y ou cannot select ahome if a Prepaid Credit does not exist.

e UseCash Application Table Accounts Only — will only apply Prepaid Credits
against Charge Codes that are setup in the Cash Application Table. If abalanceis
due under a Charge Code that is not in the Cash Application Table, it will skip
applying Prepaid Credits to that balance due.
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OK - Click the OK button to proceed.
Cancd - Click the Cancel button to exit without applying Prepaid Credits.

A printed report is generated as an “audit trail” for the Apply Prepaid Credits. You will
see the Printer Options screen:

Printer Options

= Print Reports

Prepayment Application

" Screen
" File

Settings & Frint

* Portrait " Landscape

@ Cancel

E

Select the printer option you wish.
Print - Click the Print button to proceed.
Cancd - Click the Cancel button to exit without applying Prepaid Credits.

& Click Print button to get areport showing the pending owner charges. This
can be handy for “proofing” the charges before Posting. The report will
show each home with a breakdown of the pending charges by Charge Code.

Print

Once you click the Print button, you will see the Printer Options:

Printer Options

o

“ft Print Reports

View/edit charges

Print To:
(+ Prirter}
" Screen
i~ File

Settings a5 F‘rimi
* Portrait (" Landscape

QCancel'

Select the printer option you wish.

Print - Click the Print button to proceed with the report printing.
Cancd - Click the Cancel button to exit without printing the pending charges.

Click the Totals button to see a summary total of the pending owner

5= charges broken down by Charge Code.

Tatals

If you clicked the Totals button, you will see asummary total of the pending owner
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charges. It will look likethis:

Pending Owner Charges

Total Homes:
Code Lol At
&1 Maintenance Fes 2660.00
1 Special Assess 1115.00

7T 00 0.0o

itab.l tcmsel

The screen shows the total amounts that will be charged to Owners broken down by

Charge Code. It aso shows the Total Homes in the community.

Calculate — click this button to recal culate the totals of the pending charges. Y ou might

do this after using the Edit button to change owner amounts.
Close — click this button to exit from the Totals screen.

b

Click the Clear Work File button to delete the pending owner charges.

Clear Y ou might do this if you found the amounts were incorrect and the Charge

ik file

If you click the Clear Work File button, you will see this confirming message:
Confirm Clear

SY - TOPS MESSAGE

?f') Ok bo Deleke the Charge Work File 7
-

Yes Mo |

Yes- Click the YES button to clear pending owner charges from the work file.
No - Click the NO button to leave pending owner chargesin the work file.

This concludes the manual section on Scheduled Charges.
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Y ou do not need to do thisif you want to Accrue the Scheduled Charges
over again. Each time you Accrue Charges, it automatically del etes the
previous pending work file. Y ou would use this option to delete the
incorrect pending owner charges so they are not accidentally Posted.




Prepaid Credit

Prepaid Credits are credit balances on an owner's account resulting from a payment
received in advance or an overpayment of an existing charge. When an owner pays more
than they owe, TOPS 4.0 automatically assigns Prepaid Charge Code to the credit balance.
This special Prepaid Code is assigned to these credit balances in order for the system to
correctly handle the reporting of the credit balances in both the AR and GL modules. All
Prepaid Codes begin with the |etters PP.

TOPS 4.0® handles a Prepaid Credit through the use of the PP Charge Codes so owner
credits can be recorded properly from an accounting standpoint. Accounting theory says
that a Prepaid Credit is a liability to the community since an owner is paying more than
they owe. Technically, you could owe this amount back to them if they requested it. The
Prepaid Credits should be tracked through a special GL account whether you are doing
Accrual (liability account) or Cash (income account) accounting methods.

If an owner does not have a Prepaid Credit when you Apply Prepaid Credits, they will be
skipped. If they do have a Prepaid Credit but do not owe anything, they will be skipped.
If an owner has a Prepaid Credit and also a balance due at the same time, the system will
take the Prepaid Credit and apply it against the balance due using the payment order
defined in the Cash Application Table for the community.

A printed report is generated showing each "Prepaid’ Owner and how balances were
applied.

Prepaid Charge Codes

Prepaid Credits are usually created during the cash receipt process. There you have
complete visibility and control over how owner payments are applied. The system will
automatically take an overpayment and put it against the genera Prepaid Credit (PP)
charge code, but you can override that payment distribution and put the Prepaid Credit
against a specific Charge Code so it is only applied against balanced due for that Charge
Code when you Apply Prepaid Credits.

The following Charge Codes are used for tracking owner Prepaid Credits:

PP General credit - will be applied to owner balance according to the order of
Cash Application Table

Prepaid Charge Codes can be designated to only apply to certain Charge Code balances by
appending the Charge Code onto the PP Code when the credit balance is created:

PP-A1 will be applied to Charge Table A1 balance only

PP-C1 will be applied to Charge Table C1 balance only

PP-01 will be applied to Misc. Charge Code—01 Late Fees only
Etc.

PP codes are available for al Charge Codes and Misc. Charge Codes.
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Frequency

Apply Prepaid Credits should be performed at least two or three times each accounting
period, depending on whether a community charges "Late Fees' or "Interest”. Apply
Prepaid Credits may be applied as often as desired. It will use the balance on the Owner's
account at the time the program is run to determine what Prepaid Credits to apply. Apply
Prepaid Credits should NOT be back-dated to previous accounting periods.

"Prepaids’ should always be applied after:
o Apply Scheduled Charges
"Prepaids’ should always be applied before:

Late Fees

Interest

Collection Action (Notices and Letters)
Before Printing End of Period Reports

From the Apply Charges menu, click on Prepaid Credit button.

Prepaid Credit

Y ou will seethe Apply Charges screen:

Apply Prepaid Credits

“f' AR - Prepayment Application XX - Sample Condomin... E@@

Prepaid Application Date: iiﬁ.-'ﬂi-’ﬂ?

Al Cvvners ™ Individual Cowvners

I Use Cash Application Table Accounts Only

Charges were last apglied  05/01.07

& ok I@Cancell

We’ll cover each item on the Scheduled Charges screen so you understand how to use it.

Prepaid It will default to today’s date, but you can enter any valid date. This
Application Date | is the “effective date” date for applying owners credits against
balances due. Make sureit isa correct date within the current period.

All Owners If you choose this option, which is the default, it will automatically
search through the all the owner payment histories and apply Prepaid
Credits where applicable.

Individual If you choose this option, you can select owners individually who
Owners have a Prepaid Credit, rather than do it for the entire community.
Select Home
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5 AR - Prepayment Application XX - Sample Condominium

Account # | ® |

- Select By:
" Bddress (¢ Account#® O Lotinit#

|‘ ‘ ’ ’.l e T |tl3lose| " Owernier Mame " Praperty #

The system will NOT allow you to select a home where there is no

Prepaid Credit balance to apply.
Use Cash If you checkmark this option, it will only apply Prepaid Credits
Application against Charge Codes that are setup in the Cash Application Table. If
Table Accounts | abalance is due under a Charge Code that is not in the Cash
Only Application Table, it will skip applying Prepaid Credits to that
balance due.
e Click the OK button to proceed.
@Cancel Click the Cancel button to exit without applying Prepaid Credits.

A printed report is generated as an “audit trail” for the Apply Prepaid Credits. You will
see the Printer Options screen:

Printer Options

A Print Reports

Prepayment Application
Print To:
&+ iPrirter!
- Soreen
" File

Settings 4 Print I
i Portrait " Lancscape
@Cancell

Select the printer option you wish.

& Frint Click the Print button to proceed with applying Prepaid Credits.

@Cancel Click the Cancel button to exit without applying Prepaid Credits.

This concludes the manual section on Prepaid Credits.
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Late Fees

Late Fees can be a"Flat" or "Percentage” amount. TOPS® handles the application of Late
Fees to Owners automatically according to the parameters you set for the Community in
the Charge Tables. A different Late Fee amount can be charged for each Charge Table.

Y ou can establish a dollar minimum below which a Late Fee will not be charged. This
prevents charging a Late Fee on asmall balance due.

Late Fees are normally charged on recurring Charge Table balances, however, TOPS 4.0®
can charge Late Fees on any balance due. The "Minimum Liability" field in Charge Tables
controls whether Late Fees are applied on just that Charge Table balance or on all balances
due. To apply Late Fees on just selected Charge Tables make sure there is adollar amount
in the "Minimum Liability" field for each Charge Table. To apply "Late Fees' on any
balance due, make the "Minimum Liability" field zero (0) in all Charge Tables.

When applying owner charges, the method is always the same:

e Accrue - creates awork file with the pending charges
e View/Edit — let’s you check and change the pending charges, if needed
e Post — actually records the owner chargesin the AR and GL modules

When posting, a report is printed showing the Late Fees applied to each owners’ account
as part of the “audit trail” since performing this function changes owner balances.

w From the Apply Charges menu, click on the L ate Fee button.

Late Fee

You will seethe Apply Late Fees screen:

Apply L ate Fees
' AR - Accrue late fee XX -Sample Condominium
p
I = A
[ N | &% S= B
Aoc e . . Clear
LateFees Edit Fost Prirt Totals | woricfile | Effective Date: 00/00/00
Enter the Date the Late Fee will be Applied,
Then Select the Charges. : clude Dezcription Last Appl. m
Date I!'JD A1 Maintenance Fee 041607 M ﬂ
Mo 1 Special Azsess h
Effective Date: o
Apply to
& Owners [
Amount
Total Charge Amount .00
Total Humber of Homes 0
#
[~ Charge for Current Period Only ; ; -
Diouble Click or hit Enter to R Close
Include/Skip the charge

From here you can apply Late Fees on owner balances, like Maintenance Fees and Special
Assessments. Late Feeswork like all automatic owner charges, it follows this process:
e Accrue— creates awork file with the pending charges
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e Edit — view and change the pending charges
e Post — actually updates the owner payment histories for the charges

We’ll cover each item on the Late Fees screen so you understand how to useit.

Effective Date

The date the Late Fee will be applied to the owners’ payment history
records. TOPS 4.0 uses the owners balance as of the Effective Date to
calculate Late Fee charges. The Late Fee charges will also be posted to
the owner’s history as of the effective date.

If you are using accrual accounting, thiswill also be the date a General
Ledger transaction will be created recording the income and
receivables for the charges. If doing cash accounting, no General
Ledger transactions are created.

Apply To The choices here are:
e Owners (default)
e Renters—only active if this community is setup for renta
accounting in the Accounting Control File.
Amount Shows two items of interest:

Total Charge Amount - displays the total dollar amount that would be
charged to the ownersif you proceed with the Late Fees.

Total Number of Homes — the number of homes that will be charged a
Late Fee.

The right hand side of the screen shows the active recurring charges:

Make sure the
“INCLUDE”
column says
YES next to
Charge Codes
you wish to

apply Late
Feeson

Select Charges
Code Description Last Appl.
]'-Ju:- A1 Maintenance Fee 044 607 b i|
Mo | Special Azzess |
=]

We’ll explain each column in this area of the screen.

Include Y ou must click to change aNO to a Y ES to include this recurring
charge when you apply Late Fees.
Note: Make surethe answer is YES next to those Charge Tables you
wish to apply Late Fees on at thistime.

Code Thisisthe two digit Char ge Code showing the active Charge Tables
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for this community.

Description The name of the Charge Code when it was setup in the Charge Tables.

Last Applied The date Late Fees were L ast Applied to the owners. Thisisa
safeguard to prevent you from applying Late Fees again for the same

period.
Cycle The frequency of each Scheduled Charge is shown in this column.
Choices are:
M = Monthly
B = Bi-Monthly
Q = Quarterly
S=Semi-Annually
A= Annualy

Perhaps you only wish to apply Late Fees on monthly Charge Tables,
not quarterly ones. Thiswill help you identify the Charge Tables you
wish to select for Late Fees now.

Next, we’ll discuss the buttons on the toolbar at the top of the Late Fee screen.

A | N | @ @ |8=| »

A
I:h:I'I;JEES Edit Past Print Total= 'LI'I.I'EI‘?(af“E

We’ll cover the function of each button in order.

Once you enter the Effective Date for the Late Feg, click the Accrue button
A .
fuonue to generate the pending owner charges. It does not update the owners
arges

payment history until you Post the transactions.

When it is done Accruing the pending owner charges, you will return to the
L ate Fee screen where you can proceed to Edit or Post the pending charges.

N Click the Edit button to view or change the pending Late Fee. When you

o click this button, you will see abrowse list of the pending owner charges:

Pending Owner Charges

< AR - Viewledit late charges XX -Sample Condominium
Effective Date: 051507 Pending Fees Total Homes: 9
Accourt # Mame Bal. Due
400 Jemmey Craig 27000 600 ~
10002 Joe & June Smith 120,00 5.00
10009 John & Mary Clark 260.00 5.00
10013 Bill & Sarah Barnes 120000 .00
10015 Sam Spade S00.00 .00
12200 Jack & Jill Todd 155.00 E.00
12204 Christine Yhitman 155.00 5.00
12208 Peter & Patricia Yolks 155.00 5.00
12212 Thomas & Diane Savneyer 155.00 E.00
G|
Double Click or hit Erter to chanae the Amount
#* - Accelersted Cha?cles * sl | e E o | W Close
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Double click to select the highlighted owner to view the details of the
pending charges. Use the buttons at the bottom of the browse screen.

Add — select an owner manually to include them in the pending Late Fees.
Sear ch - jump to a particular home.
OK — accept the pending owner charges as displayed.
Close — exit the browse screen to return to the Scheduled Charge screen.
If you select an owner, the pending owner charges will look like this:
Edit L ate Fees

“f AR - View/edit late charges XX -Samp... E|EEJ |

400
Jenny Craig (H)

Last Paid: 040307

Code m Description
Al Maintenance Fee 270.00 00 A
| Special Azzess

k&
L |@Cancel|

Y ou can change the amount of the pending Late Fees showing on this
screen by just entering a different amount directly in the Late Fee column.

OK - Click the OK button to save the changes, if any.
Cancel - Click the Cancel button to exit without saving any changes.

Click the Post button to actually record the pending Late Feesin the
owners’ payment history. Post is the function that actually writes the Late
Fees to the owners payment history and updates the accounting system for
these charges.

Post Charges
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*ff Post Late Fees

Confirm the Post Date the late fee wil be applied.

Post Date {psn 507
Code m Description Accel At

Maintenance Fee 5000 1 ,BEIIZI.IZIIZI.
Special Azzess

L IQI:ancal

This recap screen shows the total of the pending Late Fees by Charge Code.

Post Date — make sure thisisthe correct EFFECTIVE DATE for the Late
Fees before proceeding. It will default to the date you entered when you
performed the Accrue step, but you can change it here before Posting if the
date is not correct.

OK - click this button to proceed with Posting the pending Late Fees. Once
you click OK, you can view or print the Late Fee Posting Report.

Cancel — click this button to exit WITHOUT Posting the Late Fees.

Click Print button to get areport showing the pending Late Fees. This can

;ﬁ be handy for “proofing” the charges before Posting. The report will show
each home aong with a breakdown of the Late Fees by Charge Code.
_ Click the Totals button to see a summary total of the pending Late Fees
T;I' broken down by Charge Code. It will look like this:

Pending L ate Fees

“f AR - View/edit late charges XX -Samp... E”E|EJ

Code m ription Late Fee |
A1 Maintenance Fes 180,00 5000 «
1 Special Azsess

#

Totals: 1,590.00 ] a0.00

® o | ‘Closel

This screen shows both the total Balance Due on which the Late Fees were
based as well as the total of the pending Late Fees.
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Calculate — click this button to recal culate the totals of the pending Late
Fees. You might do this after using the Edit button to change pending Late
Fee amounts.

Close — click this button to exit from the Totals screen.

Clear
ik file

Click the Clear Work File button to delete the pending Late Fees (Late
Fees that were accrued but not Posted). Y ou might do thisif you found the
amounts were incorrect and the Late Fees in the Charge Tables needed to
be updated for new amounts prior to Posting the Late Fees.

Y ou do not need to do thisif you want to Accrue the Late Fees over again.
Each time you Accrue Charges, it automatically deletes the previous
pending work file.

If you click the Clear Work File button, you will see this confirming
message:
Confirm Clear

?J"j Ok to Delete the Charge Wark File 7
M

Yes Mo |

Yes - Click the YES button to clear pending owner charges from the work
file.

No - Click the NO button to leave pending owner chargesin the work file.

This compl etes the manual section on Late Fees.
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Apply Interest

Y ou may apply interest to Owner accounts using several different parameters to select
"who" to charge interest against and on "what" outstanding charges the interest is to be
based. Theinterest rate can easily be changed as needed.

In TOPS 4.0, interest is calculated in asimilar manner as that used by banks and credit
cards - on the daily balance. The Annual Interest Rate is broken down to a"daily rate"
based on a 360 day year. This"daily rate" isthen multiplied against the Owners' balance
as of adate you specify for the number of daysin the period.

Everything you need to charge interest to Owner's accounts is contained within the Interest
Menu. You can:

e Apply Interest/Finance Charges
e Select Charge Codes on which Interest is calculated
e Change the Interest Percentage

When applying owner charges, the method is always the same:

e Accrue- creates awork file with the pending charges
e View/Edit — let’s you check and change the pending charges, if needed
e Post — actually records the owner chargesin the AR and GL modules

When posting, a report is printed showing the Interest Charges applied to each owners’
account.

0O From the Apply Charges menu, click on the Apply Interest button.

Ppply Interest

Y ou will seethe Apply Interest screen:

Apply Interest
£ AR - Accrue Interest XX - Sample Condominium
i — 3
=2 | N\ & &% 5= | »
Accnye ) . Clear Save
s Edit Post Pririt Totals ik fila Setup Effective Date:
Erter the Delinguency Date, Applicstion date and [Setup
the Mumber of days then click Accrue Interest Interest Rate [15000 <%
Accrue Interest .
Method: 1 Interest Based on Table (% Interest Bazed on Table
Rate: 15.000 % (" Compound Interez (on Al Amounts Due)
(™ Simple Interes (A1 Amourts Except Interest
Delinquency "as of" Date s ¢ vt ).
Interest Application Date Charge, Diescrigtion

Mumbet of Days for Interest

A1 Maintenance Fee ol
| Special Azsess

| (¢ All Delinguent Owwners
(" Selected Cvvners

Total Charge Amount
fod
Total Humber of Homes

The basic stepsto Apply Interest are:
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e Setup — Interest % and Charge Codes on which Interest is calculated

e Accrue- creates awork file with the pending interest charges

e Edit — view and change the pending interest charges

e Post — actually updates the owner payment histories for the interest charges

We’ll cover each item on the Apply Interest screen so you understand how to use it.

Setup

We’ll cover the Setup first. Notice the area on the right side of the Apply Interest screen:

Interest Setup
Setup

Interest Rate [15.000 %

(* Irterest Bazed on Tahble
(" Compound Interes (on A1 Amounts Due)
(" Simple Interes (&I Amounts Except Interest)

Charge

Code hd Description
ELy| Maintenance Fee S
| Special Azzess
-

Here you can setup the Interest Rate and the basis for the interest calculation.

Interest Rate The Interest Rateisthe Annual Rate no matter what frequency you
charge interest on delinquent owners. TOPS 4.0 will take the Annual
Interest Rate entered above, then calculate adaily rate, then multiply
the daily rate X the number of days on which you wish to charge
Interest, subject to the Interest Method you select below.

Method Choose from any of these 3 interest charging methods:

e Interest Based on Table - setup the Charge Codes on which
interest isto be calculated in the table shown above. It will
only calculate interest on owner balances due for these Charge
Codes “As Of” the date you enter as the cutoff for determining
the owner balances.

e Compound Interest — calculatesinterest on ANY balance due.
If you use this method, you do NOT need to setup the Charge
Codes in the table shown above.

e Simplelnterest — calculatesinterest on ALL balances due
EXCEPT any previous interest balance which may still be due.

Y ou MUST select from one of these interest cal culation methods.
© When you are done with the Setup, click the Save Setup button to

Sawve
Setup

saveit for the future so you do not have to go through the Setup each
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time you Apply Interest.

Apply Interest

Once the Setup is complete, you are ready to Apply Interest. We will discuss the steps for
Applying Interest on owner balances due next.

Delinquency
“As of” Date

The date for calculating owner balances “as of” as the basis for the
Interest calculation. If an owner has a balance due on this date that is
subject to Interest (based on the Interest setup), they will be included
in the pending charges file that will be created. If they have no
balance due subject to Interest, they will be skipped.

Interest
Application
Date

The date the Interest Charges will be applied to the owners and posted
to the owners’ payment history records. If you are using accrual
accounting, thiswill also be the date a General Ledger transaction will
be created recording the income and receivables for the charges. If
using cash accounting, no General Ledger transactions are created.

This date is the Effective Date for the Interest Charges and can be
different than the “As of” Date for calculating interest.

Number of Days
for Interest

The number of days in the period which is then used in the calculation
of the Interest Charges. The Interest program works as follows:
Owner Delinquent Balance Due X Interest Rate = Annualized Total Interest
Annualized Total Interest / 360 Days = Daily Interest
Daily Interest X Number of Days for Interest = Interest Charge
The Number of Days you enter are going to be used as amultiplier for
the daily interest charge to calculate the actual Interest Charge for
each owner.

Apply To

The choices here are:

e All Delinquent Owner s (default) — will go through al the
owners’ accounts calculating Interest based on the setup.

e Selected Owners— the user can individually select ownersto
apply interest on their delinquent bal ances based on the setup.

A completed Apply Interest screen would look like this:

Apply Interest
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~{f AR - Accrue Interest XX - Sample Condominium

® |\ | g | & | s=|» | ©

Agonie Clear Save

Interest Edit Post Prirtt Totals ik file Setup Effective Date: 000000
Erter the Delinguency Date, Application date and [Setup
the Mumber of days then click Accrue Interest Interest Bate 15000 %
Accrue Interest ;
Method: {+ Irterest Bazed on Takle
Rate: % (" Compound Interes fon All Amounts Due)

" Simple I Al Amourts E Interest
Dalifaensy o o Date D4m007 . imple Interes [ mourts Except Intere ).

Interest Application Date 04430007 Ch Description
Mumber of Days for Interest |30 &1 Maintenance Fee ﬂ

T 1 Special Azsess
(+ Al Delinguert Cryveners

(" Zelected Cwners

Total Charge Amount _]
e

® Closel

Once the screen has been completed for this period, you are ready to continue the stepsto
Apply Interest to owners. We’ll cover the steps involved.

Total Humber of Homes ]

Next, we’ll discuss the buttons on the toolbar at the top of the Apply Interest screen.

= N (@ & | S= | » | ©

Accnle 3 : Clear Sgve
Interest Edit Past Print Totals Wiark file Setup

We’ll cover the function of each button in order.

= Click the Accrue I nterest button to generate the pending Interest charges.
focrue It does not update the owners’ payment history until you Post the
merest transactions.
When it is done Accruing the owner interest, you will return to the Apply
Interest screen where you can Edit or Post the pending charges.
N Click the Edit button to view or change the pending owner interest charges.
i When you click this button, you will see abrowse list of the owners with
" pending interest charges:
Pending Owner Interest Charges
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4t AR - Accrue Interest

Effective Date: 0453007
For Period: 04730007

XX - Sample Condominium

Interest Rate: 15.000 %
Daily Rate: 0.00049315 %

Option: Table Interest
Total Homes: G

Accourt # Bal Dus | Interest |
400 Jenny Craig 180,00 26 -
700 George Berube S90.00 gricl]
10002 Joe & June Smith E0.00 0.9
10009 Johin & Mary Clark 200.00 2.96
10013 Bill & Sarah Barnes 50.00 0.89
10015 Sam Spade 540.00 7949
=

Double Click or hit Enter to change the Amount
*® - Accelerated Charges

”Seamhl E‘ 0K |“ Close

Double click to select the highlighted owner to view the details of the
pending interest charges. Use the buttons at the bottom of the browse
screen.

Sear ch - jump to a particular home.
OK — accept the pending owner interest charges as displayed.
Close — exit the browse screen to return to the Apply Interest screen.

If you select an owner, the pending owner interest charges will look like
this:

Edit Owner Interest Charges

' AR - Edit Owner Interest D@@

10009
John & Mary Clark {H)

31 - Lien Last Paid: 0403007

| Balance Due 200,00 Change Interest Smount

Delinguert Days if neeced
Interest Amaurt 2 o | @cancel

Y ou can change the amount of the pending owner interest charges for any
of the ownersin thefile. Simply change the Interest Amount showing. To
skip charging interest to an owner, make the Interest Amount zero (0).

When the pending owner interest charges are correct, click the OK button
to save the changes, if any.

&

Pa st

Click the Post button to actually record the pending owner interest charges
in the owners’ payment history. Post is the function that actually writes the
charges to the owners’ payment history and updates the accounting system

for these charges.

Post Charges— Printer Options
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“f Print Reports

Post Interest
Print To:

" Screen
" File

Settings 5 Primt

* Portrait ™ Landzcape

@Cancel

Because the Post Interest changes owner balances, an audit trail report will
be printed. You will see the above screen to select your print options.

Print

Click Print button to get a report showing the pending owner interest
charges. This can be handy for “proofing” the charges before Posting. The
report will show each home with the balance on which the interest was
based, along with the pending interest charges.

Tatals

Click the Totals button to see a summary total of the pending owner interest
charges. It will look likethis:

Pending Owner Interest Charges

“{ AR - Interest... E@g|

Total Homes G
Total Balance Due 1,130.00
Total Interest 16.72

The screen shows the total interest charges that will be charged to owners
along with the overall balances on which the interest was based.

Calculate — click this button to recal culate the totals of the pending charges.
Y ou might do this after using the Edit button to change interest amounts.

Close — click this button to exit from the Totals screen.

Clear
ik file

Click the Clear Work File button to delete the pending owner interest
charges (interest accrued but not yet posted). Y ou might do thisif you
found the amounts were incorrect and you wanted to start over.

Y ou do not need to do this each time you want to Accrue interest charges
again. Each time you Accrue, it automatically deletes the previous pending
work file.

If you click the Clear Work File button, you will see this confirming
message:
Confirm Clear
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SY - TOPS MESSAGE

?/ Ok ta Delete the Charge Wark File 7
b

Yes Mo

Click the YES button to clear pending owner charges from the work file.
Click the NO button to leave pending owner charges in the work file.

Save
Setup

As mentioned under the Setup heading earlier in this manual section, click
the Save Setup button to save the Interest Rate and Interest Method you
used so they become the default values each time you Apply Interest.

This compl etes the manual section for Apply Interest.
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Batch Adjustments

These are adjustments for groups of owners that can either be a one-time adjustment or
recurring adjustments. Batch Adjustments are a more efficient way to adjust owner
bal ances, either adding a charge or issuing a credit, when you wish to made the adjustment
to either the entire community or a large number of homes. It is also the most efficient
way to handle a recurring adjustment, like a specia charge or credit that applies to some
owners in the Community on aregular basis. Examples might be, Special Parking Permits,
Additional Guest Fees, Electricity Credits (for common area lighting wired to homes),
Boat Slips, etc.

Unlike Charge Table charges, future recurring Batch Adjustment charges cannot be printed
on Invoices, Statements or Coupons. If you wish to show a future charge on Invoices,
Statements or Coupons, you must setup a Charge Table rather than use Batch Adjustments.

If making a one-time adjustment to an owner or a few owners, you should use the
Add/Waive function on the Owner Balances screen rather than using Batch Adjustments.
Batch Adjustments are really intended for recurring adjustment transactions to a group of
homes or where you wish to quickly make a one-time adjustment to a large number of
homes in the community.

Batch Adjustments work as follows:
e Add/Setup the Adjustment

e Select the Homes/Owners
e Post the Adjustment

We’ll explain how to use Batch Adjustments step-by-step.

b= 7 From the Apply Charges menu, click on the Batch Adjustments button.

‘Batch
Adjustments
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You will seethe Batch Adjustment control screen:

Batch Adjustment Control

4 AR - Batch Add/Waive Charges XX - Sample Condominium |~ |03
Adjustment Batches
Description |#ofHomes Total Amount LastPosted Ref#
APPLY CHARGES 4 620.00 05/01/07 |]E||:|1i|
e Aad | '-)Deleteg & ox |“Elc-se

If there are existing Adjustments Batches, you will see them listed on this screen like the
sample above. This screen shows the following info:

Description

The name entered to describe an Adjustment Batch.

# of Homes

The total number of owners that have Adjustment transactionsin this
Batch.

Total Amount | Thetotal amount of all the Adjustment transactions in this Batch.

Last Posted

The date this Adjustment Batch was last posted to the owners.

Reference#

A system assigned # to keep track of each Adjustment Batch asitis
added.

Button Functions

e A Click the Add button to create a new Batch Adjustment. Then follow the
steps below under the heading Add Batch Adjustment.
D petene Click the Delete button to completed delete a highlighted Batch so it will
: disappear from the system.
2 o Click the OK button to select a highlighted Batch so you can view/edit or
Post the Adjustment.
R Close Click the Close button to exit from the Batch Adjustment control screen.

Add Batch Adjustment

If you clicked the Add button, you will see ablank new Adjustment screen:
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New Adjustment Transaction
<% AR - Setup Adjustment Batch

To setup a new Adjustment Batch, enter a Batch Desciption
then select if this is a One-time or a Recurring Batch.
Click "OK" to proceed or "CANCEL" to exit.

Batch Description: | |

Ir.'ielec’t Batch Type

{* One-Time Batch ( Recurring Batch

3 0K aCan el

Complete this information to setup anew Adjustment Batch:

Batch Description — A name that describes this Adjustment so you can understand the
reason for the Adjustment.

Example — Electric Credit
Batch Type — Choices here are:

e One-Time- the adjustment will delete itself once it has been Posted to the
owners’ accounts.

e Recurring - the adjustment is saved after Posting so it can be Posted again in
another accounting period. This can be handy for a charge or credit that only a
certain group of owners get each period.

OK — Click to proceed with creating the Adjustment.
Cancel — Click to exit the Adjustment without saving any information.

If you clicked the OK button, you will see this screen for selecting the owner and entering

the Adjustment:

New Adjustment Transaction
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& AR - Batch Add/Waive Charges XX - Sample Condominium LJekd

4| 4| PPl 2| 2|2
Utilities | Higtory Cﬁ'l:fgces
r Select Property (F4 - Browse) i~ Multiple Owners:
Account # [’_'FE-]i | i| LntﬂJnrtr:FEJI ;| Select Owner
Street | | [
Name I
Strest Address (F2) | Name Search (F5) |

|-——-———— Existing Balance N Pending Adjustments ———— |
Code Wiear  Descripion | Amount | Adj Amt | OffsstAcet. ¥ | EndBal | |

Totals 0.00 0.00 0.00

PP  Credit-Prepaid | 0.00'| 0.00 [ 0.00

TotalDue | 000
L |®Cancel

'’ Clear Select
+ st | ﬂ Nc-tesl I:list,l &Pr\epaid

¥ Close

First, select the owner you wish to make the Adjustment against. Y ou can select the
owner by any of these methods:
Account # (F3) Street Address (F2)

Lot/Unit # (F6) Last Name (F5)
Go ahead and select the first owner.

Once you select an owner, the screen will look like this:

Owner Adjustment
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4 AR - Batch Add/Waive Charges XX - Sample Condominium
4| 4| P\ Pl| 2|22
Utilities | History .:r,.'j!,sgces
r Select Property (F4 - Browse)- 1~ Multiple Owners
Account # (F3) koo | Lot/unit(Fe) 200 #| | SelectOwner
Street | 200 Easy Street [owner |01
Name ]Jennifer Lance
Street Address (F2) | Name Search (F5)
|————.———- Existin_g_ Balance : I .|_ Pending Adjl_.lstments —————————— |
Code ¥ ear Description. | Amount | Adi Amt. | OffsetAcct ¥ | EndBal |
n
bd
Totals 0.00 0.00 0.00
PP Credit-Prepaid | o.o0 | 0.00 i 000
TotalDue |  0.00
[} 1
i Aad | 0 nmesl B Cﬁ?:{; P 2 o | @l:ancel! W Cloze

Once the owner is selected, you are ready to select a Charge Code for the Adjustment.
There are several different ways to select a Charge Code and setup a new Batch
Adjustment. We’ll cover each option in turn.

e A | Notice the Add button at the bottom of the screen. Click this button to
jump to the first blank line to enter an Adjustment to this owner.

The most straightforward way to make a new Adjustment isto simply select the Charge

Code then enter the amount of the Adjustment. To do this, you would use this area of the
Batch Adjustment screen:

Make Adjustment
| Existing Balance | ] Pending Adjustments ————————| |
Code W year Description Amount Adj. Amt, QOffzet Acct. ¥ End Bal.
]
I]
Totals 0.00 0.00 0.00

Code — Use the down browse arrow £ to select a Charge Code.

Year — If you use the Y early Accounting option for tracking owner balances, enter the

Y ear for the Adjustment. If you do NOT usethe Y early Accounting option, ssmply skip
this column.

Adj Amount — Enter the amount of the Adjustment for this owner.

Offset Acct. — The “Income” account that is associated with the selected Charge Code. If
necessary, you can use the down browse arrow £ to select a different account # from the
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Chart of Accounts. But generally, the correct account # is displayed once the Charge
Code is selected.

Ending Balance — Shows what the balance will be for this Charge Code if you proceed
with the Batch Adjustment.

A completed Adjustment transaction would look like this:

Completed Adjustment

F AR - Batch Add/Waive Charges XX - Sample Condominium =JoJEd
4| 4| P\ PI|| 2| 2]
| e 2 hai
_ Litilitie= : Histary _Chal fgc:as
- Select Property (F4 - Browse)- 1 Multiple Owners
Account #(F3) 200 i! Lot /Unit(F&) 200 __ﬂ Select Owner
Street | 200 Easy Street | Owner 001
MName ]Jennifﬁr Lance
Street Address (F2) | Name Search (F5) ‘
|————_———- F_xistin__g Balance = I _|_ F‘ending Adjpstments —————————— |
Code W Year | Descripton | Amount | Adi Amt. | Offsetécct ¥ | EndBal |
A1 Maintenance Fee 0.00 -15.00 6310 - 000 -15.00 ﬁ
fd
Totals 0.00 -15.00 -15.00
PP Credit-Prepaid | 0.00 | 0.00 | 0.00
TotalDue | -15.00
e Aad | | mmes| B ol Beorsy B oon | @ Cancel| 9 Close

Click the Add button again to add another Adjustment transaction to this same owner or
click the OK button to save the adjustment transaction.

Other Adjustment Options

1 There are other ways to setup a new Batch Adjustment for owners rather than
Ltilities just entering adjustments one-by-one. We’ll cover these options in turn.

Click the Utilities button to see some automated options for setting up a
Batch Adjustment against multiple homes.

Utilities Options
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<& AR - Adjustment Batch Options
Select Charge Code | | *|
| I Apply To

(" Activate Charge using Existing Table # All Owners

" Make Same Charge Amount [ Ranges of Address

~ Ranges of Account #

(" Enter Charge Amount Manually  Ranges of Unit/Lot #

Select Type (" Ranges of Owner Name
(" Selected Group Owner
{+ Ow " Renters .
G i (™ Selected building/Section

-E 0k i@Cancell

This gives you a number of options for setting up a new Batch Adjustment
and quickly selecting which homesto apply the Adjustment.

Select Charge Code — Enter the Charge Code that you wish to use for this
new Batch Adjustment or use the down browse arrow £ to select the Charge

Code from alist of active Charge Codes.
Activate Options — Select from these quick options:

e Activate Charge Using Existing Table — Once you select the Charge
Code above, you can then use the pattern of an existing Charge Table
categories to make the Adjustment.

e Make Same Charge Amount — Once you select the Charge Code
above, you can elect to make the Adjustment the same amount for
each owner you select.

e Enter Charge Amount Manually — Once you select the Charge Code
above, check this option if you wish to enter the amount of the
Adjustment individually to each owner you select.

Y ou will select the owners later in this process.

Select Type— Unless Rental Accounting has been activated in the
Accounting Control File, it will only give you the choice of Owners here.

Apply To - This gives you many different options for selecting which owners
areto get this Adjustment. The options are:

e All Owners— Make the Adjustment to every owner in the
Community.

e Rangesof Address— Enter astarting and ending address
e Rangesof Account #— Enter a starting and ending Account #
e Rangesof Lot/Unit # - Enter a starting and ending Lot/Unit #

e Rangesof Owner Name — Enter a beginning owner last name and an
ending owner last name.

e Selected Group Owner — Select from the existing Owner Groups
e Selected Building/Section — If you activated the Building/Section
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tracking system in the Owner Control File, you can select a particular
Building or Section # to apply the Adjustments against.

These are “quick” options for setting up a Batch Adjustment for a group of
homesthat arein arange or in agroup. If none of these options are
appropriate for the Adjustment you are trying to setup, then go back to the
original “straightforward” method for setting up a Batch Adjustment.

Histary

Click the History button to see adisplay of the charge and payment history
for the selected owner. Y ou might want to do this to check if the owner needs
this Adjustment made before you proceed.

Owner Payment History

< AR - Batch Add/Waive Charges XX - Sample Condominium M=) %
Unit ID: 200 Status:
Jennifer Lance Start Date: W

Date Paymenis Check# Dep. Date- Code Dezcription Amount Balance Due
01401407 APPLY CHARGES A1 Maintenance Fee 50.00 S0.00 = |
01/04/07 180.00 1234 0407 A1 Maintenance Fee (90.00) [BU.UU}j
01/04/07 PP Credit-Prepaid (90.00)
02/01/07 APPLY CHARGES A1 Maintenance Fee 50.00 0.00
02/01/07 APPLY PREPAYMNT A1 Maintenance Fes (50.00}) 0.00
030107 APPLY CHARGES A1 Maintenance Fee 50.00 50.00
03/08/07 S0.00 1274 030807 A1 Maintenance Fee (90.00) 0.00
04/01/07 APPLY CHARGES A1 IMaintenance Fee 50.00 50.00
04/02407 50.00 1285 040307 A1 Maintenance Fee (50.00}) 0.00

=

E__Ta Eal. ?H?;;irly! & Prirt | 9 Close

Click the Close button to return to the Batch Adjust screen for this owner.

$

M=
Charges

Click the Misc. Char ges button if you need to add a new Misc. Charge Code
before continuing to make Batch Adjustments to owners. You might need to
do thisif the Charge Code does not exist yet.

Misc. Charges Setup
4G AR - Batch Add/Waive Charges XX - Sample Condominium (=) X

Misc. Owner Charges
REQUIRED: Activate the charge by entering a LATE FEE Description & INCOME Acct. %
| Use down arrow to select Account # from Chart of Accounts.
Code Dezcription Acct ¥ Description .

01 [_ate Fees §340-000 Late Fee Income =
1340-000 Late Fees Receivable

02  MNSF charges §380-000 Owner Admin. Feez Income
1380-000 Owner Admin. Fees Receiv.

03 Admin. Fees §380-000 Owner Admin. Fees Income
1380-000 Owner Admin. Fees Receiv.

04  Interest 5350-000 Owner Interest Income
1380-000 Owner Interest Receiv.

05 Aftorney Fees §350-000 Legal Fees Reimbursement
1350-000 Legal Fees Receivable :J

All fields in red are required Accounting Method: ACCRUAL
5 Dl 1

To add anew Misc. Charge Code to use for the Batch Adjustment, click the
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screen.

Add button. Then enter:
Description — The name for this Misc. Charge Code

GL Income Account # - Enter the Income Account # from the Chart of
Accounts or used the down browse arrow £ to select from the Chart of
Accounts. You can also add anew GL Account on-the-fly”” from the browse

GL Receivable Account # - Enter the Receivable Account # (Accrual
Accounting only) from the Chart of Accounts or used the down browse arrow

¥ to select from the Chart of Accounts. Y ou can also add anew GL Account
“on-the-fly” from the browse screen.

If the Charge Code is already setup in the Misc. Charges or in a Charge

Table, then you do NOT need to add another Charge Code, just use the
existing Charge Code for the Batch Adjustment.

Getting back to the Batch Adjustment screen, a completed Batch Adjustment for an owner

looks like this;

Completed Adjustment

€ AR - Batch Add/Waive Charges

K3 - Sample Condominium

- Select Property (F4 - Browse)-
Account # (F3)

|< ‘ ’ >| thi:;es _His%n_.r "“ﬁc

200 | Lot/UnitiFeg) 200 __Ll Select Owner

Charges

~ Multiple Owners

] Owner ] 001

Street | 200 Easy Street
Name ]Jennifer Lance
Street Address (F2) | Name Search (F5) |

|]——— Exizting Balance

| ] Pending Adjustments ———M ————— |

Code ¥ Year Description | Amount | Adj Amt. | OffsetAcct ¥ | EndBal |
A1 Maintenance Fee 0.00 -15.00 5310 - 000 -15.00 ﬂ
&

Totals 0.00  -15.00 -15.00

PP Credit-Prepaid |

*Pu:ldlﬂhbtes

‘., Clear| Select
H‘ I:Iist.i Prepaid

0.00 0.00 0.00

TotalDue | -15.00

I
. | @Cancell ¥ Cloze

Button Functions

Use the buttons at the bottom of this screen as follows:

Click the Add button to jump to the first blank line to enter another
Adjustment to this owner.

*ﬁu:ldl
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[ rotes Click the Notes button to enter a note about this Adjustment.

., Clear Click the Clear Distribution button to clear the pending adjustment amounts
fist but leave the selected Charge Code so you can re-enter the Adjustment.

Click the OK button to accept the Adjustment as shown. Y ou can then

0K
L proceed to select another owner and continue adding Adjustments.
@Cancel Click the Cancel button to erase the pending Adjustment showing on the
screen. Y ou can then re-enter the correct Adjustment or exit.
R Close Click the Close button when you are done entering Adjustments. Y ou will

return to the Batch Adjustment Control screen.

When you have completed all owner Batch Adjustments, click the Close button to return
to the Batch Adjustment summary screen:

Batch Summary

[ ]
& AR - Batch Add/Waive Charges XX - Sample Condominium =JoEd
* | | R S| k|3
add | Delete Post | Pri || Utities| oiee |
Batch Ref# 0002 Total HITICIJI.'It 80.00-
# of Homes: 2
Batch Description: | Electric Credit | ast Posted Date: 05/04/07
Unit I Name Amount ]
200 Jennifer Lance 15.00- ~
200 Jimrmy & Jane Bowl 15.00-
860 Herb Score 15.00-
10005 Rick & May Day 15.00-
=
r Batch Type
(" OneTime Batch  (+ | Recurring Batck B2 oon | QCancell

This screen recaps all the ownersin this Batch Adjustment and shows the pending
adjustment amounts. The Adjustments have NOT been added to the owners’ accounts yet,
you will need to Post them to actually record the Adjustment in the owners’ payment

histories.
Here’s an explanation of the buttons on this screen.

Button Functions

4 Click the Add button to add another home/owner to this Batch Adjustment.

Fadd

124



Delete

To erase atransaction from the Batch Adjustment, first, click on the
transaction to highlight it, then click on the Delete button.

@ Click the Post button to actually record the Batch Adjustment in the owners’
o payment histories.
Adjustment Date
<G AR - Post Batch [~ O]
Adjustment Date: | 06/01/07
) Can celi
Enter the effective date for the Adjustmentsin this Batch. Thiswill be the
transaction date the charge or credit will be recorded in the owners’ payment
history. Under accrual accounting, it will also be the date an entry will be
recorded in the General Ledger for the total of all the Adjustmentsin this
Batch.
OK - Click the OK button to continue with Posting the Batch Adjustment.
Cancd - Click the Cancel button to exit without Posting.
If you clicked the OK button, the system will print an “audit trail” report
because this is changing owner balances. Y ou will see the printer options:
Printer Options
@ Print Reports E]@
Add\aive Charges
— Print To:
" (Printer
" Screen
(" File
Settings . - Primi
% Pportrait (" Landscape
@Cancel!
Select the print option you wish for the report.
Print - Click the Print button to continue with Posting the Batch Adjustment.
Cancd - Click Cancel to exit without Posting.
If you clicked the Print button, the Batch Adjustments will post as the report
iIsgenerated. This completes the Batch Adjustment process.
& Click the Print button to get a preview report showing all the ownersin the

Print

Batch Adjustment along with the amount of each adjustment. This can be
handy for proofing the pending Adjustments before Posting.

If you click the Print button, you will see the Report Options:
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Report Options

- =y
€& Print Reports g@
AddWaive Charges
i Print To:
" Screen
{ Fie
Settings & Print
i* Portrait (" Landscape
@Cancel!

Print - Click the Print button to get a report showing the pending
adjustmentsin this Batch.

Cancd - Click Cancel to exit without Printing a report.

:’{,-

Lhilities

Asexplained earlier in this manual section, click the Utilities button to see
automated options for setting up a Batch Adjustment against multiple homes.

$

M=
Charges

Asexplained earlier in this manual section, click the Misc. Charges button if
you need to add a new Misc. Charge Code before continuing to make Batch
Adjustments to owners. Y ou might need to do thisif the Charge Code does
not exist.
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Prepaid Adjustments

The following explains how to setup a Batch Adjustment to a Prepaid (Credit) Charge
Code. Lets’ start at the owner Batch Adjustment screen:

Owner Batch Adjustment

& AR - Batch Add/Waive Charges XX - Sample Condominium =Joles
AR AR AR
| Ltities | History | oo

i Select Property (F4 - Browse) 1 Multiple Owners

Accuunt#[_FS}i 500 ;| Luuumt[Fsﬂ 500 _ﬂ Select Owner

Street | B0D Easy Street

| Owner [o01 select (F7) I
Name: ] Warren Carter

Street Address (F2) |

MName Search (F5) I

|—————— Existing Balance | ]
Code ¥ ear | Dezcription

= [ |- _Eending_Ad_j_ustrqgnts e, _|
| Amount | Adj Amt. | OffsetAcct ¥ | EndBal | I

fd|
Totals 0.00 0.00 0.00
PP Credit-Prepaid -210.00 0.00 [ =inoo

Total Due -210.00

Select
Frepaid

o s | [ voes| g S

This owner is showing a Prepaid Credit balance.

B oK |0Cancel

* Cloze

Select

Select To setup a Batch Adjustment which adjusts owner Prepaid Credit balances,

click the Select Prepaid button. If you click this button, you will see the
screen for entering the Prepaid Adjustment:

Prepaid Adjustment
= =
< AR-Adjust Prepaid-Credit (=[x
- Curment Priyaed fal —§ - Perdng Ao laicnt: — S
Code ¥ Year | Amount | Adj Amt.  OffsetAcct ¥ EndBal :
PP 210,00 21u.nuﬂ
Totals 210.00 0.00 210.00
* Add | E 0K | @Cancell

Adjust the Prepaid Charge Code showing on the screen or use the down
browse arrow £ to view all the Prepaid Charge Codes:
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Prepaid Charge Codes

& AR - Select Charge Code |~ | (03

[ cods

SELECT PREPAID

De=zcription

=]
PR-AT
PP-C1
PP-C2
PP-(H
FR-02
P02
P04
PP0S

Auta Prepaid <
Maintenance Fee

SZpecial Azzezs

Undeveloped Lot

Late Fess

NSF charges

Admin. Fees

Interest

Attorney Fees _J

& oo |®Cancell

After selecting the Prepaid Charge Code, enter the following:
Adj. Amount — The amount of the Adjustment to the Prepaid Charge Code

Offset Account — Enter an offsetting GL account # or use the down browse

arrow £ to select one from the Chart of Accounts. There MUST be an Offset
Account # for all Adjustmentsto Prepaid Charge Codes.

Click the OK button to accept the Adjustment transaction.

Continue selecting homes and making Prepaid Credit Adjustments until you are done.
Y ou then follow the regular instructions above for Posting the Adjustments to owners’
payment histories. Until the Adjustment Batch is Posted, it has no affect on owner

balances.

This compl etes section on Batch Adjustments.
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Charge Tables

Charge tables are used for setting up recurring owner charges as well aslate fees charged
to delinquent owners. Charge Tables can be easily maintained and updated as the charge
amounts change. By updating amounts in the Charge Tables the changed amounts flow
through to each owner so you seldom, if ever, need to go to each home to change the
recurring charge amounts.

TOPS 4.0™ allows up to 10 charge tables for each community. Each Charge Table can
have up to 99 categories for different amounts or levels of charges. Thisis handy where
different sized units pay different amounts.

When you setup a Charge Table, you can select the charge “Method ™ for that table.
Choose from these options for each Charge Table:

Flat Dollar Amount — The Charge Table has up to 99 charge categories where
you can enter a dollar amount for each category. This works well for HOA’s or
Condos where there are a limited number of charge amount in acommunity.

% of Property Value — Enter acharge % for each category in the Charge
Table which will be multiplied by the Value entered in the Property Record for
each home.

Sg. Foot X Rate — Enter the charge Rate for each category in the Charge Table
which will then be multiplied by the Square Footage entered in the Property
Record for each home. Thisworks well for Condos where the Assessment is
based on Sg. Footage.

Total Amount X % Ownership - Enter aTotal Amount for the Charge Table
which will be distributed across the homes based on the % of Ownership
entered in the Property Record for each home.

Enter Amount in Property Record (A1l Table only) — If none of the above
Methods work for acommunity, this gives you the option of directly entering
the charge amount in the Property Record for the home. This Method should be
avoided if possible since you would need to go to each home if the amounts
change.

Y ou can aso set the “Frequency” of each Charge Table. The “Frequency” options are:

Monthly
Bi-Monthly
Quarterly
Semi-Annual
Annual

Using the above charge M ethods along with the Frequency, you should be able to setup
Charge Tablesto handle virtually any charge situation.

We’ll explain how to setup and maintain Charge Tables step-by-step.
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From the Apply Charges menu, click on the Char ge Tables button.

Charge Tables

You will see ablank Charge Table screen:
ChargeTable

@ AR - Maintain Charge Tables XX - Sample Condominium

| i i [ |
N:EJ @ @ |< < ’ ’l A 2 ) e Charge Tables
Table | oSV | (Cancel] L J Ehirie=]. Clear) Jbelere ) - Frint|

| Use down arrow to browse Charge Tables or click + to Add a new Charge Table.

Table & ]_ ﬂ Title ] Frequency |konthly v]

Date of Last Application Fee | Calculation Method |Flat Dollar Amaurt |
Date of Last Late Fee [ LateFeemethod |Fist Dollar mount |
Gl Income Sccount J— - I— i!

3L Receivable Sccount ’— I—. ;l

Mum of Charge Catgs

[T Robndio nearest Doliar (* Thiz iz & Continuing Charge
(™ This iz & Temparary Charge

Description AMOUNT LATE FEE Min Lisk. Stop Dats

2

* Accourting Method: ACCRUAL
Add > oK Caneel
| All red fields are required s | O~

‘ Close

Future charges

From here you can add a new charge table or make changes to an existing table.

Maintain Charge Tables

Select Charge Table

If you wish to check or change and existing Charge Table, you must first select the Charge
Table. There are two ways to select a Charge Table.

|< ‘ } }l Click the browse arrows at the top of the screen to move forward

and backward through the existing Charge Tables. Thisisaquick
and easy way to more through the Charge Tables to find the one you
want.

Table# | b4 Click the down browse arrow ¥l to open up a browse window
where you can select a Charge Table.
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Once you select a Charge Table, you will seeit displayed on the screen like this:
Existing Charge Table

&) AR - Maintain Charge Tables XX - Sample Condominium

X 2 ) = Charge Tables

Lhilities | Clear | Delete |  prige

a2 d4rp

] The name of this Charge Table. Ex - Maintenance Fees.

Table # ]H Title ]:'-.ﬂaintenance Fee Frequency |Marthly "]

Date of Last Application Fee  [DS0140  Calculation Method |Flat Dollar Amourt |
Date of Last Late Fes [047160  Late FeeMsthod  [Fist Dallar Amount -]
GiL Income Account G310 Iﬁ & Aszzessmert Income
G Receivable Account IW iﬁ ;I Azzezaments Receivable

Mum of Charge Catgs ‘3—
[T Rotndto nearest Dol (* Thiz iz & Cortinuing Charge

-~

Description AMOUNT i Lisks, Stop Date
01 Duplex §0.00 52.00 90.00
02 Townhome 90.00 6.00 140.00
03 Piggybacks 135.00 6.00 1:35.00
04
03
i
a7
05
b
Accounting Method: ACCRUAL
Future charges | e dd | All red fields are required & o | @cémceql Wiore

You are ready to change any of the information about this Charge Table. We’ll cover
each piece of information shown on the Charge Table screen.

Table# Asyou Add new Charge Tables, the system will automatically assign
the Table#. Thefirst Charge Table is always “A1”—which should be
used for the basic Maintenance Fee every homeis required to pay.

Additional Charge Tables will be assigned these Table #’s:
C1
Cc2
C3 etc. upto C9

Y ou cannot change the Table #. It is system assigned.

Title The name you want to call this Charge Table, such as, Maintenance Fee
or Assessment. The Titleislimited to 15 characters.

Frequency Thisis how often this recurring charge is applied to owners. Click the
down browse arrow ™| to select the Fr equency from the drop down list.
Choices are:
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Semi-Annually
Annually

You MUST select a Frequency for each Charge Table.

Date of Last
Application

Thisis adate that is automatically updated by the system each time this
Charge Tableis applied to owners. Y ou can enter adate hereif you are
creating anew Charge Table or leaveit blank.

The Date of Last Application is used as a safeguard to warn you if you
try to Apply Charges again for the same period.

Dateof Last
Late Fee

Thisisadate that is automatically updated by the system each time Late
Fees are applied to balances due for this Charge Table. You can enter a
date hereif you are creating a new Charge Table or leave it blank.

The Date of Last L ate Feeis used as a safeguard to warn you if you try
to Apply Late Fees again for the same period.

Calculation
Method

Select one of the Calculation M ethods available for this Charge Table.

Click the down browse arrow ﬂ to select the Calculation M ethod from
the drop down list. Choices are:

ot Doy L —

% of Property Yalue

150, Ft. % Rate

TDtaI Amourt ¥ % Cwenership

Erter Amt. in Prop Record

e Flat Dollar Amount — The Charge Table has up to 99 charge
categories where you can enter adollar amount for each category.
This works well for HOA’s or Condos where there are a limited
number of charge amount in a community.

e % of Property Value— Enter acharge % for each category in the
Charge Table which will be multiplied by the Value entered in the
Property Record for each home.

e Sq. Foot X Rate— Enter the charge Rate for each category in the
Charge Table which will then be multiplied by the Square Footage
entered in the Property Record for each home. Thisworkswell for
Condos where the Assessment is based on Sg. Footage.

e Total Amount X % Ownership - Enter aTotal Amount for the
Charge Table which will be distributed across the homes based on
the % of Ownership entered in the Property Record for each home.

e Enter Amount in Property Record (Al Table only) — If none of
the above Methods work for a community, this gives you the option
of directly entering the charge amount in the Property Record for
the home. This Method should be avoided if possible since you
would need to go to each home if the amounts change.

You MUST select a Frequency for each Charge Table.

Late Fee
Method

Select one of the L ate Fee M ethods available for this Charge Table.

Click the down browse arrow ﬂ to select the L ate Fee M ethod from
the drop down list. Choices are:
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Percertage of Unpaid Balance

e Flat Dollar Amount — If you select this Method, you can enter a
fixed dollar amount in the Late Fee column for each Charge Table
Category.

e Percent of Unpaid Balance - If you select this Method, you can
enter a % in the Late Fee column for each Charge Table Category.
The system will calculate the Late Fee using the % X the Unpaid
Balance due from an owner for this Charge Table.

GL Income The GL Income Account # from the Chart of Accounts that receives
Account the Income from this Charge Table. Use the down browse arrow ! to
open a Chart of Account browse screen so you can select the GL
Account #.
Y ou MUST select an Income account no matter whether you elect to use
Accrua or Cash Accounting methods.
GL The GL Receivable Account # from the Chart of Accounts that
Receivable receives the Recelvables side of the charge transaction in the Generd
Account Ledger. Use the down browse arrow ! to open a Chart of Account

browse screen so you can select the GL Account #.

The Accounts Receivable Account # field will ONLY be availableif you
elected to use Accrua Accounting in the AR Control File (AR Setup).

[~ Roundto nesrest Dollar

Checkmark this box to round each owner’s charge to the nearest dollar
rather than extend it out to dollars and cents.

This rounding option is only available for these Cal culation Methods:
e 9% of Property Value
e (. Foot X Rate
e Total Amount X % Ownership

Continuing or
Temporary
Charge

Notice these two choices for the type of Charge Table:
(* Thiz iz & Cortinuing Charoe
(" Thiz iz & Tempaorary Charge

By default, each Charge Table is assumed to be a “Continuing” charge,
meaning, the Charge Tableis applied to owners at whatever the charge
frequency isfor aslong as the Charge Table exists.

Temporary Charges

For Optiona Charge Tables C1-C9, they can be setup asa “Temporary”
charge that starts and stops on scheduled dates. When the Effective
Date for applying charges is equal to or after the Stop Date, then those
charges will no longer be applied to owners. This helps prevent a
temporary charge from being applied to owners once the amount, like a
Specia Assessment, has been fully assessed to the owners.

If this is a “Temporary” charge, then checkmark that choice. You will
then see the Stop Date field where you can enter the date when you wish
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this “Temporary” charge to stop being applied to owners.

Stop Dates are NOT available for use with the A1 Charge Table since it
isassumed thiswill always by the base, continuing charge to owners.

Next we will review the Charge Table Categories where the amounts, rates of percents are
stored depending on the Calculation Method for the Charge Table.

Description

01 Duplex

05

02 Townhome
03 Piggybacks

Enter Charges
ARCUNT Min Liab. Stop Date
£0.00 5.00 50.00
50.00 §.00 140,00
155.00 £.00 155.00

-

Here’s a description of each column in the Charge Table.

Category #

Assigned by the system as new Charge Categories are added. The
Category # is selected and stored for each homeowner to activate that
charge amount.

Description

Each Charge Category can have a 15 character Description. This name
should describe the Charge Category—Ilike “Townhome” or “1 -
Bedroom”.

Amount

Depending on the Calculation Method selected above, the Amount
column in the Charge Table will change from dollar amounts to rates to
%. We’ll show an example of each Calculation Method.

Flat Dollar Amount

Enter the dollar and cents amount for each Charge Category.
ARACLNT

g0.00
30.00
13500

Thisisthe most commonly used Calculation Method becauseitisa
simple way to enter and maintain the amounts being charged to
homeowners. There can be up to 99 Charge Categories per Charge
Table.

% of Property Value

Enter the % to be multiplied against the Property Value of each home

which is stored in the Property Record.

% WALUE
3.00000
2.80000
230000
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Sq Footage X Rate

Enter the $ rate per square foot to be multiplied against the Square
Footage of each home which is stored in the Property Record.

SISAFT

Total Amt X % Ownership

Enter the total dollar amount for each Charge Category to be spread
across homes based on the Percentage (Ratio) of Ownership for each
home which is stored in the Property Record.

AMOUNT
12000.00
15300.00

8500.00

Hint: When changing amounts or valuesin an existing Charge Table
with multiple Charge Categories, use these keys:
TAB key — Moves ACROSS the columnsin the Table, then
down to the next Category line.

ENTER key — Moves DOWN the so you can easily change the
dollar amounts or values for each Category.

Late Fee

Depending on the Late Fee Method, you will see either:

e Flat Late Fee- Thedollar amount of the Late Fee for this
Charge Category. Each Charge Category can have a different
amount.

e % of Unpaid Balance— The percent of Late Fee for this Charge
Category. Each Charge Category can have a different %.

Hint: When changing amounts or valuesin an existing Charge Table
with multiple Charge Categories, use these keys:
TAB key — Moves ACROSS the columnsin the Table, then
down to the next Category line.

ENTER key — Moves DOWN the so you can easily change the
dollar amounts or values for each Category.

Minimum
Liability

The dollar amount you enter in this column is the trigger point for the
Late Fee. If an owner owes LESS than this amount for this Charge
Table, aLate Feewill NOT be charged. If an owner owes MORE then
this amount for this Charge Tables, a Late Fee will be charged.

Hint: To charge aLate Fee on ANY balance due for this Charge Table,
leave the Minimum Liability blank.

Ratio

Thisisused primarily for condominiums where each unit has a
percentage (ratio) of ownership. Theratio can be used to spread the
Maintenance Fees automatically to each unit. It can aso be the basis for
voting shared.
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By setting up the percentage (ratio) of ownership here, when you select

the appropriate Charge Category for each unit, it will also automatically
store the Ratio in the Property Record for each home so you don’t need

to enter it manually.

Hint: Generally, the Ratio column would be skipped for an HOA.

Stop Date

For Optional Charge Tables C1 — C9, if the Charge Table typeis set to
“Temporary”, then a Stop Date can be entered for every Charge
Category inthe Table. It will default to the Stop Date next to where you
selected “Temporary” charge, but you can override this default date for
each Category in the Charge Table and enter a different Stop Date
where needed.

The Charge will stop being applied to owners when the Effective Date
of the charge application is the same or |ater than the Stop Date. Thisis
very useful for handling temporary charges, like a Special Assessment,
that is applied for, say, a six month span of time, then stops.

If this is a “Continuing” Charge Table, such as the A1 Charge Table,
you will not need to enter a Stop Date.

An updated Charge Table would look like this:

Charge Table—- Flat Amount

) AR - Maintain Charge Tables XX - Sample Condominium

41 0| 9

Table Save | Cancel

{ < ’ ’l X | | Q| S Charge Tables
thili‘t!gs_ Qleaf _Deletz_a | Print |

| The name of this Charge Table. Ex - Maintenance Fees.

Table = ]H Title ]:\ﬂairrtenance Fee Frequency |Morithly el

Date of Last Application Fee | 050170 Calculation Method! |Flat Dollar Amourt -l
Dste of Last Late Fes [041BAD  Late Fee Method  [Fist Dollar Amount |
G Income Account ]W W & Aszeszment Income

GIL Receivable Accourt IW rﬁ_‘ Aszessments Receivable

Mum of Charge Catgs

IT R (# This iz & Cortinuing Charge
~
Catg. Descrigtion AMOUNT i Listh. Stap Date
01 Duplex £0.00 500 a0.00 -
02 Towenhome 90.00 5.00 140.00 =
03  Pigoyhacks 1:35.00 G.00 155.00
04
05
05
o7
05
b
Accounting Method:  ACCRUAL
Ctixschaises | WY A | All red fields are required 2 o | edmicia b

Next, we’ll discuss the buttons at the bottom of the Charge Table screen.
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Future Charges

Future charges

Notice the Future Char ges button at the bottom of the Charge Table
screen. Click this button to setup the Effective Date and new charge
amounts for existing Charge Tables in this community. Thisisahandy
feature which lets you setup the next year’s charge amounts while still
finishing the current fiscal year.

If you click the Futur e Char ges button, you will see:

Select Charge Table

< AR - Change Future Charge Amounts/Dates E@g|

Double Click or Hit Enter Key on Each Charge Code
To Change Future Charge Amounts/Dates.

Code Dezcription Lazt Appl. Future Charge’t

kg Maintenance Fes 080107 M Yes ﬂ
1 Special Azsess 0E0107 M Mo

e Unzold Lots 04007 M fdo

=~
ook | «® Clnsel
Double click on a Charge Table to open it or highlight the Charge Table,
then click OK.

Close — exit without making any changes to Future Charges.

Once you select a Charge Table, you will see the existing Charge
Amounts with columns for setting up the Future Charges:

Setup Future Charges
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# AR - Enter Future Charge Amounts/Dates

Future Charges

Charge Code: A1 Maintenance Fee

Date of Last Application Fee O0107 Freguency  Monthly
Date of Last Late Fee 06MEMT  Calculation Method  Flat Dollar Amounit

Description Assmt Amou Iate Agamt Amount

01 Duplex
02 Townhame
03 Piggyhacks

=
a5 PrintI 2 ok IOCanceI'

To setup Future Charges, for each Charge Category you must enter:

Effective Date — The date this Charge Category will change to the new
amount. Asyou Apply Charges, it will detect when you are about to
apply owner charges that need to be updated based on the Effective Date
and prompt you to allow TOPS to update the amount for you.

Next Assmt Amount — Enter each new Charge Category Amount here.

Stop Date — If you have set any of the Optional Charges Tables (C1-C9)
to be a “Temporary” charge with a Stop Date, when the Effective Date for
applying chargesis equal to or after the Stop Date, then those charges will
no longer be applied to owners. This helps prevent atemporary charge
from being applied to owners once the amount, like a Special Assessment,
has been fully assessed to the owners.

Stop Dates are NOT available for use with the A1 Charge Table sinceit is
assumed this will always by the base, continuing charge to owners.

A completed Future Charge setup would look like this:
Future Charges
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it AR - Enter Future Charge Amounts/Dates

Future Charges

Charge Code: A1 Maintenance Fee

[Crate of Last Application Fee 080107 Fregquency  Monthly
Date of Last Late Fee 06ME07  Calculstion Method  Flat Dollar Amaurt

LLLIFFen ECive

Description Ss=mt Amourt Date
01 Duplex E0.00 070107
02 Townhome 90,00 07107
03  Piggybacks 15500 07,0107

il

- Pﬂ'ml B2 oo |®c:ance||

Print — Generates a report showing all the homes with their current
charges and the Future Charges for this Charge Table.

OK - Saves the Future Charges as displayed.
Cancd — Exits without saving any changes made to the Future Charges.

Other Buttons

b A Click the Add button at the bottom of the Charge Table screen to create a
new Charge Table. The system will assign the next available Table #.
2 o Click the OK button to save the changes made to the Charge Table. It

will then clear the screen so you can select another Charge Table or exit.

Click the Cancel button to exit from the Charge Table screen WITHOUT

@) Cancel -
saving any changes.

Click the Close button to exit from the Charge Tables and return to the

¥ Close
Apply Charges menu.

Notice the row of buttons at the top of the Charge Table screen:

RTINS ST EIRYE-

MHew
Some of these buttons are redundant with the buttons at the bottom of the Charge Table
screen. We’ll discuss the function of each button.

E| Just like the Add button at the bottom of the screen, clicking the New
S Table button will create anew Charge Table. The system will assign the
next available Table #.
© Click the Save button to save any changes made to this Charge Table.
Save Y ou will remain on the Charge Table screen ready to make other changes
until you click OK, Cancel or Close buttons.
@ Just like the Cancel button at the bottom of the screen, clicking the
Cancel Cancel button at the top of the screen will exit from the Charge Table
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screen WITHOUT saving any changes, unless you first click on the Save
button.

|4 €4 p p| | Click the browse arrows at the top of the screen to move forward and
backward through the existing Charge Tables.

A If you click the Utilities button, you will see some options for activating a
Lhiltie:s new Charge Table across the homes or updating the Charge Table
amounts.

Utility Options
€% SY - Charge Table Utilities

(" | Activate Table Using Exizting Table

™ Make All Owners Same Charge Categony

(" Move Next Year Charge Amounts to Current

e I@Cancel.l

e Activate Table Using Existing Table — Use this option when
activating anew Charge Table when thereis an existing Charge
Table with the same Charge Categories aready encoded to
homeowners.

When you select this option, then click the OK button, you will see
the
Charge Table selection screen:

Select Charge Table

o
& SY - Select Charge Code =JO/ES
Code Description Frequency Method I,:_.aet: t;fg_

A1| Maintenance Fee Manthly 1 FLAT 3
C1  Special Azzess Monthhy 1 FLAT 3
C2 Undeveloped Lot Annually b FLAT 1

i@ |9

Select the existing Charge Table to use as the Charge Category
pattern. The utility will take each homeowner who isa Category 1in
the existing Charge Table and make them a Category 1 in the new
Charge Table, everyone who is Category 2 in the existing Charge
Tablewill be aCategory 2 in the new Charge Table and so on
without having to select the owner and enter the Charge Category
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manually for each home.

Click to highlight the Charge Table to use as the pattern. Click the
OK button to proceed.

e MakeAll Owners Same Charge Category — Use this option to
activate anew Charge Table where each homeowner will be the same
Charge Category.

When you select this option, then click the OK button, you will see
the
Charge Categoriesin the new Charge Table:

Select Charge Category
€ SY - Select Charge Category (==
Catg. De=cription AMOUNT Late Fee(%) MinLiab. | Ratio _
1 hilots 50.00 50.00 NIA ﬂ

hd
B ok I tcmsel

Click to highlight the Charge Category you wish to encode in all
homes to make the charge active. Click the OK button to proceed.

Clear

Click the Clear button when a Charge Table is showing on the screen and
you want to exit to re-select another Charge Table. Clicking the Clear
button does NOT delete the Charge Table, it just clearsit from the screen.

Delete

Click the Delete button to completely erase the selected Charge Table.
Thiswill make the Charge Table inactive so it is no longer charged to
owners. If you click the Delete button, you will see this confirming

message:

SY - TOPS MESSAGE El

Click YES to delete the Charge Table.
Click NO to exit without deleting the Charge Table.

Prirt

Use the Print button to print the Charge Tables for this community.

Hint: To print areport for ALL Charge Tables for acommunity, click the
Print button on aBLANK Charge Table screen.
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To print areport for one specific Charge Table, select that Charge Table,
then click the Print button.

If you click the Print button, you will see the printer options:
Print Options

A Print Reports

Print AssessmentiOptional Fee Schedules
Print To:

" Screen
{~ File

Settings 5 Frint

i Portrait (" Landscape

@ Cancel

Select the printer option you wish.
Click the Print button to proceed with the report options selected.
Click the Cancel button to exit without printing.

This compl etes the manual section on Charge Tables.
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Collections

One of the most important and |abor-saving processes performed by the system isthe
handling of the Community's " Collection Action" according to Board of Directors
approved procedures. Printing late notices and collection lettersis only part of the process.
The system can handle up to 10 different user defined Delinquency Actions such as
printing Liens and referring collection cases to the community’s attorney. Administrative
Fees can be automatically charged against a Delinquent Owner's account for such things as
"certified mail" or "lien fees".

The actual Delinquency Procedure for the Community is stored in the " Collection Table".
The Table controls the actions to be taken against delinquent owners. It stores the steps
you want to take based on “days” and “dollar” cutoff points. Each step in the Table can be
tied to aletter template. You can set-up this Table here and make changes to it whenever
you wish.

We’ll explain how to use Collection Action in this manual section.

Callection ] From the AR menu, click the Collection menu tab.
On the "Collection Action Menu" you will see three choices:
Collection Process Collections — Through this menu choice delinquent
Actios owners are categorized into the action steps in the Collection

Table. Then, collection letters can be printed.

Collection Table - Through this menu choice, you can setup
@ the Collection Table with the steps to be taken based on days

delinquent and dollar cutoff points with the ability to tie each
step to aletter template.

Setup Form L etter — Setup the collection letter templates to send to
delinquent owners through this menu choice.
,%_
ollection

I
table

Prio:. Collections

Form Letter
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Process Collections

Thisiswhere the action processing of delinguent owner collectionsisdone. The user
enters a “cutoff date” which is used for determining who is delinquent. A "work file" is
created containing Delinquent Owners based on the days and dollars delinquent as of the
“cutoff date”. The Owners are placed in one of the "Categories" in the " Collection Table"
based on what they owe. From there, you may edit the file to change the actions being
taken against an owner if necessary. When you are satisfied with the proposed action on
each Delinquent Owner, you can 'Post’ the actions to finalize them. If there are Admin
Fees for certain steps in the Collection Action, Posting will charge the fees to the owners’
payment history. Y ou can then proceed with printing letters to notify Owners of their
balances due.

Two Important Notes:

1. If a Delinquent Owner qualifies for 2 or more Delinquency Actions based upon the
criteria, the most severe action will be taken.

2. Owners are "Categorized" into the steps in the Table even when you do not select a
particular "Action". It must do this so it knows how to accurately " Categorize" the
Ownersin the "Actions' that you do select.

From the Collection Action menu, click the Process Collections button.

Proz . Collections

Y ou will see the screen where you can categorize delinquent owners into the steps of the
Collection Table:

Pr ocess Collections

# AR - Collection Action XX - S5ample Condominium
& 0N | & & & | »

Cateroiize Edit Print Prirt Clear
Cuiners

Post Feport Letters Wiork file

Effective Date: Collection Action Processing

Delinguency ir. Admin, Motice Last Catey. Creley.
vl Action Jays = Template Diate Fl:lurui
I [0 Late Notice 01-Late Maotice o3Msn7 YES ﬂ
I |20 FirstWarning 02-First Warning 031 507
[T |30 Second Warning 03-Second YWarning 031507 YES
I~ |40  Final Warning 103 20.00 04-Final Ywarning 03M 507
[ |50 Aftorney Action 115 03 507
[ |51 Lien 180 o3M 507 YES
LJ
@ SeI.P.III *® CIr..".II| Select Charges @c:anceli
We’ll review each function on this screen.
Effective Enter the date you wish the system to use for determining the actions to
Date take on delinquent owners. Based on the Effective Date, the system will

place delinquent owners into one category of action or another, depending
on how the Collection Action tableis setup and the aged balances due for
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each delinquent owner.

Under standing Effective Dates

The correct Effective Date is essential to getting the results you wish from
the Collection Action. If aCollection Action step is setup for 15 days and
you enter an Effective Date of 7/14/07, you will probably not get the
correct categorization of delinquent owners—particularly not for the
current month where there are first time delinquent owners for July.
Because first time delinquent owners for July would only be 14 days
delinquent and the first step of the Collection Action table had 15 days,
they would betotally skipped. However, if the Effective Date used was
7/15/07 or LATER, the you probably would get the correct categorization.
So, to finish making the point using the 15" as an example, you can
always take Collection Action afew days LATER than the 15" and get the
desired results, just NOT EARLIER than the 15™. The same idea applies
for any daysin the Collection Action table.

Dates are NEVER entered with slashes (/), aways enter dates like this:
Correct — 071607 Incorrect — 7/16/07

Include Checkmark each Collection Action step you wish to have the system find
delinquent owner candidates for.
L Addmin, Miotice ast Caty, Deldy.
: Template . Found
Late kotice 01-Late Motice 031507
First Warning 02-First Warning 031507
Second Yarning 03-5econd Yarning 031 207
[~ |40 FinalwWarning 103 20000 04-Final Wyarning 0381 5007
[~ |50 attorney Action 115 03M507
I~ |51 Lien 180 034507 YES
hd
@ Sel..n.ul *® CIr..ﬂ.Ill Select Charges @Cancelg
Checkmark ¥ each action you wish the system to use to find delinquent
owner candidates based on their aged bal ances due.
@ s Click the Select All button to select ALL Collection Actionsin the table.
o cra Click the Clear All button to uncheck ALL Collection Actions. You can
then check just the Collection Actions you wish.
select charges | | 1 Nrough the Select Char ges button, you can configure which Charge

Codes to include when Collection Action istaken. Thisgives you control
over which owner balances are included when determining the actions to
take on delinquent owners.

The Select Charges looks like this:
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“f AR - Collection Action xx - Sample ... [= [B][X]

Select Collection Charge Codes
clude | Charge Code Charge Code Description
f'; A1 hairtenance Fee ﬂ
v 1 Special Assess
v c2 Unzold Lots
iz 01 Late Fees
v 1] MSF charges
v 03 Admin. Fees
v 04 Interest
v 0s Attorney Fees
ird 08 Wiark Orcler
2 o7 Misc. Charges
[V 0s Special Assmts.
v 09 Lackout Service
vl 10 Guest Pass
¥ " Club House Rert |
@s-al..r«ul *® Clr..ﬂ.III 2 o I OCancell

Every active Charge Code will be displayed in the Select Charges.

To include a Charge Code in the Collection Action simply checkmark ¥
it. To skip taking Collection Action on a Charge Code, simply leave it
blank .

Select All — Click this button to select ALL Charge Codesin Collection
Action.

ClIr All — Click this button to uncheck ALL Charge Codes. Y ou can then
check just the Charge Codes you wish.

OK - Click this button when you have selected the Charge Codes you
wish to include in Collection Action

Cancel — Click this button to erase any changes you made to the Select
Chargesfor Collection Action.

() Can ce-ll

Click the Cancel button to exit the Process Collections screen without
taking any actions.

A completed Process Collections screen with the actions selected will look like this:

Pr ocess Collections
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X AR - Collection Action XX - Sample Condominium

& 0N | g & &

ize

Oiners

Effective Date: l 04/15/07 Collection Action Processing

<l %l

. Print Print Clear
Edit Fost Repart Letters Wiork file

?Ttl?t‘ﬂn

Delinguency i Acdmin, Iotice Last Caty.
wl, Action Iy s Fee Template ound |
Late Motice 0o .00 01 -Late Motice 031507 ﬂ
20 FirstWarning 043 10.00 02-Firat Warning 031507
30 Second Warning 0s0 10.00 03-Second Warning 0311507
40 Final Warning 103 25.00 04-Firal Warning 03M 507
S0 Attorney Action 115 03507
21 Lien 180 031 507

Il

@ el | 98 CIr.P.II| Select Charges
P

@Cancell

The Effective Dates has been entered and the categories selected. Y ou would now be
ready to have the system categorize delinquent owners into the steps of the Collection
Action Table.

Taking Collection Action

Until you Post the Collection Action, no actions are actually finalized including the
recording of Admin Fees for the steps where they are setup. The following explains how
to take the collection action.

rize
Cuiners

Click the Categorize button to have TOPS find the delinquent owners and
place them into an action step based on the actions checkmarked in the
Include step above. Categorizing creates a “work” file where the
delinquent owners are placed into the action steps. After doing this step,
you can Edit, Post and Print collection letters.

Y ou will seethese options for Categorizing delinquent owners:
Categorize Options

“§! AR - Categorize Option IZHE|®

f« ‘Categorize Using Collection Table!

™ Force Delinquent Owners to
Selected Category(s)

& ok | BCancell

e Categorize Using Collection Table — use the steps in the Collection
Action table to Categorize owners based on the days and dollars of
their delinquent balances. Thisisthe default option sinceit is
typically the one to use each period.

e ForceDeinquent Ownersto Selected Category(s) — use this option
to take all delinquent owners and place them into a selected Category.
This can be a handy option when you take over a new community
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from another management company and you wish to make sure all
delinquent owners start with the first step of Collection Action.

OK — click the OK button to proceed with the option you selected.
Cancd - click the Cancel button to exit without Categorizing.

When you click the OK button, you will see print options. A report will
be printed showing the action step where each owner was Categorized:

Print Options

t Print Reports

Collection Action
Print To:
&+ [Printer:
 Screen
{” File

Settings £ Frint I
% Portrait " Landscape
QCancell

Select the print option you wish.
Print — Click the Print button to proceed with the Categorizing.
Cancd — Click the Cancel button to exit without Categorizing.

After the categorizing is complete, you will see the Collection Action
screen showing which steps candidates have been placed into:

Delinquencies Found

4 AR - Collection Action XX - Sample Condominium EHE|E]
&N | g & & |
C"D’?ugr?g : se Edit Post Rperégtrt LeF‘trtI gtrs 'llll'g :'?(afli-le

Effective Date: I 04115/07 Collection Action Processing

include Act, Delinguency Win. Admin, Notice Last Catg. Dela.
| ) Lyl Action Days Fee Template Date Found ||
10

M Late Motice 001 01-Late Notice 041507
[~ |20 First Warning 043 02-First Warning 041507 |
[~ |30 Second Warning 05 03-Second Warning 0415407
[~ |40 Final Warning 103 04-Final Warning 041507
[~ |50 Atftorney Action 115 041507
L |
@ sl 9% CIr.P.IIl Select Charges ‘QCancell

Y ou are now ready to proceed with the other Collection options using the
buttons at the top of the Process Collections screen.

N Click the Edit button to view the delinquent owners in each Category.

o Y ou can skip taking action on selected owners, move owners to another
Category, place aHold on their collection action so no further actions are

taken or change the amount of a pending Admin Fee.

When you click the Edit button, you will see the Categories where
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delinquent owners have been placed:
Select Categor

“f AR - Edit Selected Categ... [= |[B][X]

Select Delg. Catgs

Action Delinguency
Level Action

10 Late Hotice

20 Firzt Warning

30 Second Warning
50 Attorney Action

Double Click to select the
0K Cancel
action category to edit u u

Double click to select a Category or click once to highlight the Category,
then click the OK button. Y ou will see the delinquent owner candidates
in the selected Category:

Candidatesin Category

A AR - View/Edit deling action XX - Sample Condominium EHE|EJ
40 - Final Warning Letter: 04-Final Warning Effective Date: 04/15/07
-m
!dm&h!wm 1@9&&*% 000 Y N j
Sam Spade 10015 Bank Street 2000 Y N
Micky Mouse 850 Diamond Avenus 2000 N
Jenny Craig 400 Easy Street 2000 v N
Bill Smith 500 Easy Strest 2000 Y N
Glen Johnzon 500 Easy Strest 2000 v N
Nancy Garner 950 Easy Street 2000 N
=
Double Click to edit a delinquent owner's action oy frint Prirt ||ﬂ3eamh| MJ o Close |
= - Accelerated Charge. Eepon LEHET

To view/change a particular pending action for an owner, ssmple double
click on the owner.

Y ou will seethe owner with their delinquent details:
Owner Details
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“ AR - Edit/a owner deling. action E|@E

John & Mary Clark
10009 Bank Street

Status: Unpost Deling. Days: 106

Action Status mﬂ Final Warning

Admin Fee 20.00

v Print Deling. Letter [~ Hold Processing

r Print | |
Letterl j Delete

E Ok |0l:ancel

There are several actions you can take for individual delinquent owners:

Action Status— Use the down browse arrow %! to open the action steps
to move an owner to another Category. Y ou will see the Categories
displayed so you can select one:

Select Category

. 3 | —
< AR - Select Action |[= @@
| Action#|  Descripion |
10 Late Notice -

20 Firzt Warning

30 Second Warning
40  Final Warning
50 Attorney Action

£

Simply double click on the Category you wish to move an owner
to. They will be taken out of their existing Category and moved to
the once you selected.

Admin Fee— The amount of the pending Admin Feeis shown. You can
changeit hereif you wish.

Print Delinquency Letter — It will be checkmarked by default so that the
collection letter will be printed for thisowner. Y ou can un-check
this box to NOT print aletter for an owner.

Hold Processing — Checkmark this box if you wish to freeze the
collection action for this owner so that they are kept in this
collection action step the next time you Categorize. If you placea
Hold on an owner, no Admin Fee or Letter will be generated.

= i | Click the Print Letter button to print the collection letter
Letter| attached to this action Category for this owner. If you wish to
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print lettersfor ALL the delinquent owners in a Category, you
can do that from the Candidates in Category screen shown
above or for ALL delinquent ownersin ALL Categories from
the Process Collections screen.

Click the Delete button to erase the selected owner from the
action Category so no action is taken against them.

@& o | Click the OK button to accept the pending collection action as
shown on the screen.

Click the Cancdl button to exit from the edit owners screen
without saving any changes made.

@y Cancel

When you are done with the editing, you will return to the Process
Collections screen. Up until you Post the Collection Action, none of the
actions are finalized.

&

Pa st

Click the Post button to finalize the pending Collection Actions so you
can proceed with printing letters and adding pending Admin Feesto
owner accounts.

Post Actions

3 AR - Post Deling Action ¥ - Sample Condominium

Post Collection Action

Incl, | Act. Delinguency Min. Admin. MNotice Posting Post
YiN | Lvl Action Days Fee Template Date Slatus

YES 10  Late Notice 01-Late MNotice 04/15/07  UNPOST _{
%ES 20  Firzt Warning 043 02-First Warning 0&/1507 UNPOST _J
NO 30 Second VWarning 050 03-Second VWarning 0415007 MNiA

YES 40  Final Warning 103 B4-Final Warning 0415407 UNPOST
wES 50 Attorney Action 115 041507 UNPOST

Double Click to zelect a category to Post B . I @Cancell
Click OK to proceed

Y ou have two ways to Post the pending Collection Action:

e Individual Categories— double click on a Category to proceed
with Posting it.
e All Categories— click the OK button to proceed with every
Category where there are pending delinquent owners.
When you proceed to Post pending Collection Actions, you will see the
printer options:

Printer Options
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4 Print Reports

Post Deling Action
Print To:

: Settings 5 Frint

i* Portrait " Landscape

@y Cancel

Select the print option you wish.
Print — Click the Print button to proceed with Posting.
Cancd — Click the Cancel button to exit without Posting.

After the Post is complete, you will return to the Process Collections
screen where you can either print collection letters or reports.

Process Collections— Post Complete

AR - Collection Action X - Sample Condominium E”E|g|
& 0N | g & &
Categoiize Print Prirt Clear
Clwners Edit Past Report Letters ‘fark file
Effective Date: ] 04115/07 Collection Action Processing
o Ad Delinguency Min. Admin. Notice Last Catg. Delg.
| Action Days Fee Template Date Fnund
]— Late Motice oo 01-Late Notice 041507 YES: |=
[~ 120 First Warning 043 02-First Warning 0411507 YES
I~ |30 Second Warning 050 03-Second Warning 0415407 YES
I~ |40 Final Warning 103 04-Final Warning 041507
I~ |50 Attorney Action 113 D&M 507 YES
=l
@ s 9 CIr.P.IIl Select Charges | @ Cancel

The Post has recorded the actions in each owners payment history with
the date of the action. It has aso added Admin Fees to owner accounts
where applicable.

Y ou are now ready to take the final steps of printing collection letters or a
report showing the delinquent owner candidates by Category.

Print
Report

Click the Print Report button to print areport showing the delinquent
owner candidates by Category. For example, you might want to print a
report for a Category where there is no letter template—such as Attorney
Action.

Print Options
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4 Print Reports

View/Edit deling action
Print To:

& ! Printer,
" Screen
{ File
Settings 5 Frint
¥ Portrait (" Landscape
@y Cancel

Print — Click the Print button to proceed with Posting.
Cancd — Click the Cancel button to exit without Posting.

Click the Print Letters button to print collection letters for all the
delinquent owners placed into the action steps when you Categorized
delinquent owners. It will print the collection lettersfor ALL action
Categories at the same time.

Y ou can print collection letters over again, if needed, by ssmply clicking
the Print Letters button. The collection letter file is not deleted unless you
Categorize again or click the Clear Work File button.

When you click the Print Letters button, you will see this question:

5Y - TOPS MESSAGE

<2 Print Letter For Both Owner ALT Address and Property
‘-'f} Address, If ALT, Address is Used?

Yes | Mo |

This question is asking if you want a separate letter printed for both the
property address (the address of the home in the community) AND the
alternate address (a different mailing address) if the owner has one on file.

The default answer is NO so that letters will only be sent to the Alternate
Address, where they exist, not both addresses. If you want to send a letter
to both addresses, you must click on the Y ES button.

How you answer this question has no effect on owners who livein the
community and do not have an Alternate Address on file.

After answering the above question, you will proceed to the printer
selection screen:

Printer Selection
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General ]

1 Select Printer
2] add Printer
E-Q?Miaosoﬁ Office Document Image Writer

Status: Ready |~ Printtofle Preferences

il

Location:

it Find Prrter.
- Page Range )

& Mumber of copies; m

(" Selection  LCurent Pag

" Far

Print Cancel ‘

Y our printer selection screen may look different based on your version of
Windows® and the printers available on your system.

Print — click the Print button to print the collection letters.
Cancd — click the Cancel button to exit without printing the letters.

When you click the Print button, the collection letters will be printed
using the printer you selected. A sample collection letter will look like
this:

Sample L etter
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Sample Condominiim
20010 Dizmond Drive
Fockville MDD 208EE-1212
301-555-1212

NOTICE OF INTENTION TO CREATE A LIEN
Apeil 15, 2007

John & Mary Clark
10000 Bank Strest
Rockrille MD 208881212

Fa: 10009 Bank Strest
Drzsr John & Mary Clark

Purzuant to the Laws of the Set= of znd the Declaration of Covenants, Conditions 2nd
Restrictions, filed among the Land Records of the County in the Stataof _ __, tha Boerd of
Driracors requests payment of 38500 within ten (10) days of the dete of this latter in

order to s=tisfy delingueant 2 ssez=ment payments (Dame ges) owed with respect to the aboverefarenced home.
FLEASE NOTE, THIS DOES NOT INCLUDE AMOUNTS FAID OF. DUE AFTER. April 15, 2007.

S22 encloesd payment history for detzils of the dalinguent amount (Dams ges).

If full payment of thiz amount is not received in this office within ten {10) dys of the dete of this latter, Sampls
Condominivm, throueh ie Ag=nt, will file 2 Statement of L ien 2 gzinst vour home among the Land Reconds of
the County in order @ sacure the amount of delinguent 2szeszments, cost of collacton, late charges parmitted
by lew and attomeys fass.

Plasz= be informed that thiz lien will be accalersted throwgh the end of the fiscal yesr and will includs all
zzzzzzments dus for the rema inder of that fiscal vear,

If wou wish to dizputs the Community's right to oreate 2 lisn for non-payment of aszez=ments or dizputs the
amount of dalinquency refermed to above, you heve the right 0 2 hesring befors the Communitys Boerd of
Diraciors. If wou wish such 2 hearing vou must request it in WERITING within t=n {100 days of the date of thiz
letter. You will then be advizad of the hearing dat=_ time and place.

Thiz iz the only Notice of Int=ntion to Crests 2 Li=n vou will raceive before the Statement of Lisn is racondad to
secure delinguent szsszzments. Plesze sand full peyment to avoid furter collaction action and expanss.

Sincarsly,

Apsnt for
Sampl Condominivm

Again, you can reprint collection letters, if needed, by ssimply clicking the Print Letters
button. The collection letters are available for printing up until you Categorize again or

click the Clear Work File button.

B

Clear
ik file

collection action work file.
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Click the Clear Work File button to delete the collection letter file when
you are done printing letters. Thisfunction is an option since, when you
Categorize delinquent owners the next time, it will automatically clear the




Collection Table

The actual Delinquency Procedure for the Community is stored in the " Collection Table".
The Table controls the actions to be taken against delinquent owners. It stores the steps
you want to take based on “days” and “dollar” cutoff points. Each step in the Table can be
tied to aletter template. Y ou can set-up this Table here and make changes to it whenever
you wish.

There are 3 criteriawhich you can use to match the approved Delinguency Procedure for a
community. They are:

e DaysDelinquent
e DollarsDelinquent
e Percentage of Scheduled Charges

First, the system will look at the "Days Delinquent” to see which action step each
Delinquent Owner should be placed into. Second, the system will then ook at the "Dollars
Delinquent” to see which category an Owner should be placed into. Finally, the system
will look at the "Percentage of Scheduled Charges' to see who meets this criteria.

Y ou must use the Days criteriafor each Delinquency Action as the underlying basis for
categorizing Delinquent Owners. If you use al 3 criteria, then a Delinquent Owner would
have to meet or exceed all 3 possible criteriain order for the system to take Delinquency
Action. Usually, better results are achieved if only 2 criteria are used--either Days and
Dollars or Days and Percentage--for each line in the Delinquency Action Table.

%ﬁ From the Collection Action menu, click the Collection Table button.
ollection

table

A typical Collection Table looks like this:
Collection Table

! AR - Collection Action XX - Sample Condominium
Delinquency Action Table
Definouency Min. hin, % of | Admin,
y Amaurnt L )
10| Late Notice 1 1.00 01 Late Motice -
20 First Warning 43 100 02 First Warning
30 SecondWarning =0 100 03  Second WWarning
40 Final Warning 103 100 2000 04 Final Warning
50 Attorney Action 115 100
31 Lien 180 100
7
'}Deletel Select Charges | o8 Add | & o l @Canceli

We’ll discuss each major item on the Collection Table screen.

Action Leve Asyou add action steps to the Collection Table, it automatically
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numbers the Action L evel starting at 10, then 20, 30, 40, etc. You can
have up to 10 action levelsin the Collection Table.

Delinquency
Action

The names of the action steps are completed user defined. Type the
name you wish to call astep in the Collection Table.

Example — First Warning

Minimum Days

Thisisthe number of days an owner isdelinquent in order to be
placed into this action step.
When categorizing delinquent ownersinto the steps in the Collection
Table, it first looksat the "Days Delinquent” to see which action step
each Delinquent Owner should be placed into.
Example — 15 = 15 days delinquent

For thefirst step in the Collection Table, the Minimum Days should
be equal to when you send out the first reminder notice or first
collection letter for this community. The Minimum Days can be
LESS than the day of the month you take the action on, you will still
get the desired results as long as you categorize the delinquent owners
into the Collection Table steps on the normal day, like the 15
Hint: For ease of taking collection action each month, we
recommend making each step in the Collection Table be the same day
of the month—like the 15™ of the month in the example below.

1% Month 15

2""Month 43 (allow for February 28 days)

3%Month 73

Enter the Minimum Days from 1 — 31.

Minimum
Amount

The dollar amount due from owners to place them in this Collection
Table category. Since the table only allows one dollar amount to be
entered for a category, using a dollar amount works best for the first
step in the Collection Table or where ALL owners pay the same
amount, likein aHOA.

Hint: For thefirst step in the Collection Table we recommend using
a flat dollar amount.

Example - $ 1.00

We do NOT recommend entering the amount of the lowest HOA or
Condo fee here because you probably want to send a notice or |etter to
ALL delinquent owners who owe any significant portion of the fee.

Any owner owing LESS than this Minimum Amount will NOT be
categorized into any action step, so be sure to enter an amount that is
LOW but justifies the mailing expense.

Minimum % of
Assessment

This allows you to enter a Percentage of the Condo/HOA feeto use as
the amount due to place a delinquent owner into this Collection Table
category. Thisisahandy way to setup the stepsin your Collection
Table when owners pay different amounts because of unit size or
because of different service levels.
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To grasp how the Minimum % of Assessment works, you have to
understand what the percent represents:
100% = The amount in the Charge Tables for ahome
Example — 100% = 1 Monthly Charge Amount
200% = 2 X’s the amount in the Charge Tables for a home
Example — 200% = 2 Monthly Charge Amounts
If you use the Minimum Amount, which isaflat dollar amount, for a
collection step, then you probably would NOT want to use the
Minimum % of Assessment for that same step too. It is better to use

the Minimum % of Assessment IN PLACE OF the Minimum Amount
where it makes better sense than aflat dollar amount.

Admin Fee

Y ou can enter adollar amount charge to be automatically added to the
owner’s balance when they fall into certain stepsin the Collection
Table. When the system “categorizes” delinquent owners into the
Collection Table steps based on the days and amounts owed, it will
accrue a pending Admin Fee for owners falling into action steps
wherethisis setup.

Typically, an Admin Fee might be setup for a step involving certified
mail or some other extra handling that adds time and expense, but any
step can have an Admin Fee attached to it.

These fees can go either to the community or the management office
depending on how they are setup in the Misc. Charges:

Misc. Charges

i SY - New community setup XX - Sample Condominium

Misc. Owner Charges

REQUIRED: Activate the charge by entering a LATE FEE Description 3 INCOME Acct. =
Use down arrow to select Account #from Chart of Accounts.

Dezcription . I_';'_: Description

01 Lsate Fees 5340993 Late Fee Income -
1340999 Late Fees Receivable
02  NSF charges E380-999 Owener Admin. Fees Income

1380999 Cwner Admin, Fees Receiv.
( 03  Admin. Fees 6380999 Owner Admin. Fees Income
1380999 Crwner Admin. Fees Receiv.

04 Interest 5390993 Owner Interest Income
1390000 Owner Interest Receiv.
05  Attorney Fees 6350999 Legal Fees Reimbursement
1350-999 Legal Fees Receivahle _V_|

All fields in red are required Accounting Method:  ACCRUAL

2l ete

e | o

4 Backi Next [ | QCanceII

Charge Code 03 is used for tracking the Admin Fees applied through
Collection Action.

Letter #

Select a Form Letter template to send to delinquent owners who fall
into each Collection Action step. Each step can have it’s own Form
Letter template with it own verbiage.

Click the down browse arrow £ to open up the Form Letter browse:
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“f AR - Select Letter D@@

Letter Description

1 Late Motice |
First Warning

2

3 SecondWarning

4 Final Warning

S Legal Action

6 First ACC Yial.

T Secand ACC Yiol.

g Final ACC Yial, L]

Double click on the Form Letter to insert it into a Collection Action
step. The selected Letter will be the one that will automatically be
printed for each delinquent owner that fallsinto that particular
Collection Action step.

If you leave the Letter # BLANK for a particular step, like Attorney
Action, then instead of printing aletter, TOPS 4.0 will print a
candidates report showing all the ownersin that step with their
balance due.

Letter Thiswill display the name of the Form Letter selected for a particular
Description Collection Action step.

2 Delml To remove a step from the Collection Table, smply highlight that

: step, then click the Delete button.

e Through the Select Char ges button, you can configure which Charge

Codes to include when Collection Action istaken. This gives you
control over which owner balances are included when determining the
actions to take on delinquent owners.

The Select Chargeslooks like this:

“f AR - Collection Action XX - Sample ... [2 |[E)K]

Select Collection Charge Codes

Charge Code Charge Code Description

Iv &1 Maintenance Fee ﬂ
i 53] Special Assess
4 c2 Unsald Lats

g ™ Late Fees

i 02 MSF charges

v 03 Aclmin, Fees

W 04 Interest

i 05 Attorney Fees
i 08 wiark Orcler

W oy Mizc. Charges
v 0g Special Azsmts.
i’ 09 Lockout Service
i 1a Guest Pass

v " Club House Rent

k7|
@ selan| YK ciran & ox | @cencel
Q| B 2 o | 0ee)

Every active Charge Code will be displayed in the Select Charges.
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To include a Charge Code in the Collection Action simply checkmark
v it. To skip taking Collection Action on a Charge Code, ssmply
leaveit blank .

Select All — Click this button to select ALL Charge Codesin
Collection Action.

ClIr All — Click this button to uncheck ALL Charge Codes. You can
then check just the Charge Codes you wish.

OK — Click this button when you have selected the Charge Codes you
wish to include in Collection Action

Cancd — Click this button to erase any changes you made to the
Select Charges for Collection Action.

dh A Click the Add button to jump to the first blank line in the Collection
Table so you can add anew step.

2 o Click the OK button to save any changes made to the Collection Table
and exit back to the menu.

@Cancel Click the Cancel button to erase any changes made to the Collection

Table and exit back to the menu. 1t will leave the Collection Table as
it was before any changes were made.

This completes the manual section on Collection Table setup.
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Form Letters

Form Letters are | etter templates that use merge codes to insert owner information into the
letter resulting in aletter that looks like it was individually typed. In addition to the owner
name and address, there are merge codes for virtually ALL the data being tracked for an
owner including their current account balance. There are a'so merge codes for community
info and the management company, where applicable.

Collection & Violation Letters

Form Letters are particularly handy for dealing with delinquent owners and rules
enforcement, such as CCR Violations. If you print Collection or Violation letters through
Owner Maintain, you will NOT have a history of the letters like you would if you used
Collection Action (AR Module) to print collection letters or Violation Action (CCR
Module) to print violation letters. Therefore, we do NOT recommend printing these letters
from the Owner Maintain screen. Not only isit more efficient to use Collection Action or
Violation Action to print letters for ALL owners meeting the criteriaat onetime, but it also
keeps a history of the letters attached to each owner’s record as well as recording the action
in the AR Module and CCR Module.

The Form Letter program is conveniently located on several menus. You can find it on the
Owner Database menu (Form Letter tab), as a button on the Owner Maintain screen, aso
in the AR Module (Collections tab > Form Letters) and in the CCR Module (Form Letter
tab).

We’ll discuss setting up letter templates and using Form Letters.

F Click the Form Letter button to work with letter templates for this
community.

Form Letter

You will see all the Form Letter templates that exist in this community:
Select Form Letter

! 0D - Select Letter

Letter # | Description ity
R T ———

2 First Warning

3 Second Warning
4 Final Warning

b Legal Action

6 First ACC Viol.

7 Second ACC Viol.
8 Final ACC Viol.

9 ACC Approval

10 ACC Disapproval

HE
e

Bename

4

Hew

>

Delete

¢ | m

Select Exit

We’ll cover each of the buttons on this screen.

Maintain L etters
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Click to highlight the letter, then click on the Select button or simply double click
¢ || ontheletter name.

Select

The letter template will open like this:

Form Letter Template

4 FL - Form Letter XX - Sample Condominium
File Edit Insert Tables Format Help

] 515 || $[21] 9] Al 518 S| e |01 -Late Notie
]Tlmes New Roman j ]12 _v] H iU

L

[[C ommunity Name]
[Community Address Line 1]
[Community Address Line 2]
[Community Address Line 3]

Late Notice
Dear Owner: [Date (Full})]

Our records show anunpaid balance on your account of [TOT AMT DUE]. [Community Name] relies on your prompt
payment of Assessments so that it may meet its obligations in a timely manner. Please forward your payment immediately.

[(FL)Owner's Name] Maintenance  [(FL)AL Balance Due]
[(FL)Mailing Address Line 1] Late Fees [(FL)Late Fee Due]
[(FL)Mailing Address Line 2] Other {(FL)Othr Chrg]
[(FL)Mailing City-State-Zip code] TOTAL DUE [(FL)TOT AMT DUE]

This collection letter template is designed to be a 3 per page notice format. If you make
changesto the letter template while it is open, be sure to Save the changes. Y ou can Save
changes by clicking the Disk 8| putton or click File, then Save.

Notice the Merge Codes button | Merge Codes | o4 the top of the screen. Place the cursor where you

wish to insert aMerge Code into the Form Letter, then click the Merge Code button. The
Merge Code browser will open like this:

Merge Codes 4“
Date (Full)

Date (HH-DD-¥Y)

Date (HM-DD-YYYY)

Day (Full}

Honth (Full)

Day (Number)

Month (Humber)

Year

Hanagement Co. Hame

Hanagement Co. Contact
Hanagement . Complete Addre=ss
Hanagement . Address Line 1
Hanagement . Addres= Line 2
Hanagement . City

Hanagement . State

Hanagement . Zip
Hanagemnent . Phone 1

Locate the Merge Code you wish to insert. Use the Merge Code categories option to help you
narrow your search:
jal -

By default, ALL Merge Codes are displayed. But to make them more manageable so you can
easily find the Merge Code you want to insert into aform letter, use the down browse arrow !
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to openu

p the Merge Code Categories like this:

kM anagement Co. Infa

Community Fact Sheet

Community Info

Owwrier Info

Dwwner ltemized Balances

Charge T ables

Qther Charges

Subtotals

CCR data

Mizc. Fields hl

Select the Merge Code Category to see just those Merge Codes to select from.

The Merge Codes inserted into |etter templates are bracketed abbreviations of the Merge Code

name, lik

ethis:
Owners Name [Owner's Name]

See the explanation under Add letters below to understand how to work with Form Letter
templates and Merge Codes in more detail.

Click to highlight the letter, then click the Delete button.
As asafeguard, you will see this confirming message:

Confirm Delete

@ This action cannot be undeone!

Are you sure you want to delete Form Letter '5 - Legal Action' ?

o ]

To delete aletter, you must click on the Y ES button.
Click the NO button to exit without deleting the letter.

If you wish to change the | etter name displayed on the screen, simply click to
H;:me highlight the letter, then click the Rename button.
5 OD - Add/Edit Letter Description @
Fleaze enter a name for thiz Form Letter
Letter# 5
Save | Cancel ‘
The existing letter name will be displayed. Simply type a new letter name.
Click the Save button to save the new letter name.
Click the Cancel button to exit without saving any changes.
Add Letter
& To create anew letter, click the Add button.
New
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< OD - Add/Edit Letter Description X

Flease enter a name fior thiz Form Letter

Letter # 11

[ —

Save | Cancel ‘

Simply type aname for the new letter.
Click the Save button to save the letter name and proceed.
Click the Cancel button to exit without adding a new |etter.

If you clicked the Save button, you will see the new letter name displayed:
New L etter Name

0D - Select Letter

Letter # J Description J"

1 Late Motice

2 First Warning

3 Second Warning

4 Final Warning

0 Legal Action

6 First ACC Viol.

7 Second ACC Viol.

8 Final ACC Viol.

9 ACC Approval

10 ACC Disapproval

11 Lien Letter

12

13

14

15

16

17 b
F| 9| ¢ | @
Bename Delete Select E xit

Double click the highlighted letter name or single click, then click the Select button to proceed
to the letter text entry screen.

The letter text entry screen looks like this:
Letter Text Entry
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[EENE)

f FL - Form Letter TS - 212 Software
File  Edit Insert Tables Format  Help

o +| =[] @

D F L L L L L L L L

[Page 1 [Lne 2 Gl 0 o0z [ T [ ]

The Form Letter in TOPS works similar to many other word processors, particularly MS
Word®. We’ll cover all the major functions of Form Letter.

We’ll start with the File toolbar at the top of the Form Letter screen:

File Edit Insert

Tables Format  Help
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File

When you click on File, you will see this drop down menu:

Cpen Form Letker Chrl+0
Sawve Form Letter Chrl+3

Irnport Docurnent
Export Form Letker

Form Letter Manager
Do Mok Atkach Faorm Lekkers

Print Form Lekter... Chrl+P
Prink To 4
Prink Prewview, ..

Print Page Example. ..

Page Setup

Ezxit

Open Form Letter — click this menu choice to select an existing form letter in
this community.

Save Form Letter — click this menu choice to save changes to an open form
letter.

Import Document — click this menu choice to browse your computer to open a
recognized document created in another word processor, like MS Word®. The
TOPS Form Letter program should import the document maintaining the
formatting from the original. After importing, you would probably want to insert
Mail Merge Codes to make this atemplate that would work for any homeowner.

Export Form Letter — click this menu choice to take a selected form letter and
export it to afile on your computer that you could use with another application,
like MS Word®.

Form Letter Manager — click this menu choice to copy existing letters from the
current community to another community or copy existing letters from another
community into the current community.

Do Not Attach Form Letters— click this menu choice to print the selected letter
for owners, but NOT keep a copy attached to the owner’s record.

Print Form Letter — click this menu choice to print the selected letter for an
owner. You can then direct the letter printing to any recognized printer on your
computer system. This WILL attach a copy of the letter to the owner’s record.

Print To — click this menu choice see other options for handling the form letter
printing. These include:

Adobe PDF

HTML docurnent
Rich Text Format
Word For WWindows

Print Preview - click this menu choice to view the |etters on the screen rather
than print them. Y ou might do thisto “proof” the appearance before actually
printing the letters.

Print Page Example — click this menu choice to print a sample letter to check
the formatting before printing letters for a group of owners.

166




Page Setup — click this menu choice to select paper size, margins and other
options with the formatting of the letter. Y ou will see this screen:

Page Setup

“f Form Letter Page Setup

Layout Preview:

Page Size M arging
“wfidth: EEE  inches Left: | 50 inches
Height: ; inches Right | psgp  inches
Top: | 050 inches
Form Lapout y
Bottonm: 050 inches

Width: | 780 inches

Height: | {gng  inches

Divide page into [0 sections.

I Print multiple forms on one page. Dot Matrix adjust [ lines.

Reset Page Indentions ‘ 0K ‘ LCancel ‘

Similar to other word processors, you can set your form size and margins. But
there are some unique things on the above screen that you need to understand.

| Print muliple forms on ene page. ;o\ this option if you want to create atemplate

that has multiple forms on a page, like the Late Notice example shown above.
Y ou can then use this further option to specify how many forms are on a page:

Divide page into | g sections.

Typicaly, you would divide the page into 2 or 3 sections in order to have enough
room for the verbage and the Merge Codes that customize the form for each
owner.

Exit — click this menu choice to exit from the Form Letter program. Asan
alternative, you can also click on the E box at the top right corner of the screen to
exit from Form Letter.
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Edit

When you click on Edit, you will see this drop down menu:

Inda Ckrl+Z
Redo Chel+

Cuk Chrl+3
Copy Chrl+iC
Paste Chel+y

Select Al Chel+A

Check Spelling. ..
Yerify Merge Codes

Undo — click this menu choice to roll back the Form Letter template to the way it
was before the last action or keystroke.

Redo — click this menu choice after clicking Undo, to restore an erased last action
or keystroke.

Cut — click this menu choice after highlighting aletter, word, sentence or
paragraph to delete the highlighted area from the form letter.

Copy - click this menu choice after highlighting a letter, word, sentence or
paragraph to copy it to another area of the form letter or to another form letter. If
you exit the Form Letter program before Pasting the copied areainto a Form
Letter, you will lose what was copied.

Paste — click this menu choice to insert the copied area into the Form Letter at the
point where the cursor is positioned.

Select All — click this menu choice to highlight ALL the text in the open Form
Letter. You can then Cut or Copy thistext.

Check Spelling — click this menu choice to check spelling throughout the Form
Letter. If thereisamisspelling, it will be highlighted so you can correct it.
Verify Merge Codes — click this menu choice to make sure the Merge Codesin
the Form Letter arevalid. You CANNOT type a Merge Code into a Form Letter,
you MUST select it using the Merge Code button | Merme Codes | o, the Form Letter
screen. Any invalid Merge Codes will be highlighted so you can delete them,
then select the correct Merge Code using the Merge Code button.

Insert

When you click Insert you will see this drop down menu:

Page Break,
Merge Code
Image...

Fonk Character

Page Break — click this menu choice to insert a page break at the cursor position
in the form | etter.

Merge Code — click this menu choice to insert a Merge Code at the cursor
position in the form letter. The Merge Code browser will pop-up so you can
select the Merge Code to insert.
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Merge Codeg—n———————Jf§

Date (Full}

Date (HH-DD-YY)
Date (MM DD ¥YVY)
Dav (Full)

Honth (Full)

Davy (NHumber)
Honth {(Humber)

Year

Hanagement Co. Hame

Hanagemnent . Contact
Hanagemnent . Complete Address
Hanagemnent . Addre=ss Line 1
Hanagemnent . Addre=ss Line 2
Hanagement . City

Hanagement . State

Hanagement . Zip

Hanagement . Phone 1

Double click on the Merge Code you wish to insert it into the Form Letter. See
Add Form Letter below for more details on Merge Codes in Form Letters.

I mage — click this menu choice to insert a picture or image at the cursor position
inthe form letter. A standard Windows® browse screen will open so you can
select the picture or image.

Font Character — click this menu choice to insert a new font at the cursor
position in the form letter. The Font Character browser will pop-up so you can
select the Font Character to insert.

# Character Picker

Font: (S e L]

N =1 =1 f=1 f= =0 f=1 f=1 f=1 f=1 f=) f=) H=0 f=1 f=1 f=1 f=1 =3 =3
= [l v ) 2 e 2
[6lelzlalal [ .[<[=I>[*[@lalalclplElrlaln
o klcmInlolrlalrls T olvlwlx¥Iz11 [+
BEHE “Talolclale [tlalnli lilelimlnle ln
(w [r st fulvlwlx vzl [Talslal [F[ .
e e e e 1 I [ I ) e
[z (e[ Telalzl%[ [ilelelale (s Tel=Tdl=
1 T S o P Y A ) A A B P
[Zla & [alalxlclElelele [i[ililelrnloldla
(Elalelaelololololv rlelalalalalalalels e
e [e[e i TiTilT s a 58 [6l=lwlalalala

Double click on the Character you wish to insert it into the Form Letter.
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Tables

Tables are a great way to organize datainto orderly rows and columns. When
you click Tables you will see this drop down menu:

Insert Table

Fow k
Calurmn »

Table Options

Insert Table— click this menu choice to insert a Table into the form letter at the
cursor position. You will see the Tables configuration:
Insern Takle

# of Columns: 1 i‘
# of Ruiows: 1 il

(] | LCancel |

Enter the # of Columns and the # of Rows for the table, then click the OK button.
A table will be inserted into the form letter as configured. A tableisagrid of
rows and columns which looks like this:;

Each “cell” in the table can be separately controlled with different fonts,
justification and tab stops.

Row — A row isahorizontal set of cellsin thetable. Click this menu choiceto
insert or delete arow from atable:

Insert
Delete

It will take the selected action based on the cursor position in the table.

Column - A column isavertica set of cellsin thetable. Click this menu choice
to insert or delete arow from atable:

Insert
Delete

It will take the selected action based on the cursor position in the table.

Table Options— click this menu choice to further configure the size and position
of the table within the form letter:
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Frame: Background: -
. _ & Mone
" User defined Cancel
[t s

Other...
i Wertical alignment;
Line width: I - v]
Text distances:
Left: iu_nnPt - Top: jD.DDPt -
Right; 1D_EIEIF't - Bottom; 1D_EIEIF't -

Set the size of the table rows (Line Width) and the text locations from the border
of the table (Test distances). You can also set Background colors and the
position of the table within the form letter (Vertical aignment). Click the OK
button to save the settings.
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Format

When you click For mat you will see this drop down menu:

Alignment »

Fixed Length Field
Hide Field

Font...
Font Color...

Fage Setup...

Alignment - click this menu choice set the aignment for aline, paragraph or the
entire form letter:

Left
Center
Right
Justified

Y ou can highlight a section of the form letter, then select the alignment from this
drop down menu.

Fixed Length Field — click this menu choice to fix the position of aMerge Code
field. Since Merge Codes can have data of varying lengths, making them a Fixed
Length Field lets you control the alignment of the Merge Code data.

For example, if you wish to itemize owner balancesin aform letter using
individually Merge Codes for each balance due, you would want to make them
Fixed Length Fields so the dollars and cents line up in acolumn like this:

Merge Code w/o Fixed Length w/Fixed Length
[(FL)A1 Balance Due] 250.00 250.00
[(FL)Late Fee Due] 15.00 15.00
[(FL)Othr Chrq] 40.00 40.00
[(FL)TOT AMT DUE] 305.00 305.00

When you make a Merge Code a Fixed Length Field, it places and “FL” in front
of the normal Merge Code like this:

[(FL)COrwner's Name)] Maintenance  [(FL)A1 Balance Due]
[(FLMailing Address Line 1] Late Fees [(FL)Late Fee Due]
[(FL)Mailing Address Line 2] Other [(FL)Othr Chrg
[(FL)Mailing City-State Zipcode] TOTAL DUE [(FL)TOT AMT DUE]

Fixed Length Fields can be used to keep either aLEFT or RIGHT alignment of
Merge Code data.

Hide Field — click this menu choice to hide aMerge Code field so that it does not
print in the form letter. If the hidden field is a dollar amount, the amount in the
hidden field will still be included in a subtotal.

Font — click this menu choice to select a Font for the form letter text:
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Font:

Font style:

J

iHeguIar

T @Anal Unicode M5
H @Batang

H @BatangChe

H @Dotum

B @DotumChe

B @Gulim

B @GulimChe

E:

— Sample -

Script:

#

The font you select will change based on the cursor position within the form letter
or for highlighted text. Click the OK button to complete the change.

Font Color — click this menu choice to change the color of the text for the

highlighted text:

Basic colors:
| UpieE Fmf B B
HMrTETFEEN
HENEEEEEN
ENEEEEENn
,,,,, EEEEEEN
_____________ T
Custom colors: ‘
FrrCENEE .
EEEEEEEN - .
Sat: |0 Green:il}_
I ColoriSolid (e [0 Buef0
ok | cancel | Add to Custom Colors J

The color you select will change the text based on the cursor position within the
form letter or for highlighted text. Click the OK button to complete the change.

Page Setup — click this menu choice to view/change the page settings:
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4 Form Letter Page Setup

Lavout Previews:

Page Size M arging

Yafidth: FEfR  ihches Left: | 050 inches

Height: IW inches Right: | gEg  inches
Top: | 050 inches

Farmn Lapout

Bottom: 50 nches

Width: | 70 inches

Height: | 000 inches
Diivide page into |3 zections.

I Print multiple forms on one page. Dt b atrix adjust | lines.

Heszet Page Indentions ‘ ] | LCancel |

Here you can set the Page Size, Margins, Form Size, and other settings.

| Print multple forms on ene page. ;o\ his option if you want to create atemplate
that has multiple forms on a page, like the Late Notice example shown above.

Y ou can then use this further option to specify how many forms are on a page:
Divide page inta IT sechions.
Typicaly, you would divide the page into 2 or 3 sections in order to have enough

room for the verbage and the Merge Codes that customize the form for each
owner.

Click the OK button to save the settings.
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Help

When you click Help you will see this drop down menu:
Help

Inmask Toaolbar Icons
Display DOS Codes

Help — click this menu choice to open detailed form letter help files to answer a
guestion about working with form letters. Y ou will see all the topics related to
form letters to select from.

Unmask Toolbar |cons— this menu option is no longer used and has no effect.

Display DOS Codes — This menu option exists to help DOS TOPS customers
who have switched to TOPS 4.0® understand the Merge Codes in |etters that
were converted from DOS TOPS (EZ Pro and EZ Lite). It showsthe DOS TOPS
equivalents of the TOPS 4.0® Merge Codes.

Button Toolbar
Next, we’ll discuss the Button Toolbar and the function of each button:

E.J|H| ”.ii|~l~: l“‘| | 'b||jj|;|_l v é| '.'ﬁ|| %EI| Merge Codes

Open - click this button to open an existing form letter document.

L |

Save — click this button to save the open letter document.

I'l__i.

Print — click the button to print the form letter.

)

Print Preview — generates a sample letter to the screen so you can check the format.

Undo — deletes or rolls back changes made to the form letter.

Redo — reverses the Undo button one character at atime each time you click the
button.

Cut — highlight a character, word, sentence or paragraph, then click the cut button to
deleteit from the form letter. The cut text is save in the clipboard in case you wish to
paste it to another area of the form letter.

= Y

Copy - highlight a character, word, sentence or paragraph, then click the copy button to
save the text in the clipboard so you can paste it to another area of the form letter.

Paste — click this button to insert Cut or Copied text from the clipboard into the form

) letter at the cursor position.
ABL Spell Checker — click this button to check the spelling in the form letter.
A Font Color — click this button to select afont color for text at the cursor position or for
mm | | highlighted text.

4= | | Fixed Length Field — click to highlight a Merge Code, then click this button to make it
=

aFixed Length Field to maintain |eft or right alignment.
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Hide Merge Field — click to highlight a Merge Code, then click this button to hide it

3
a so it does not print. Thisisuseful for hiding adollar anount that you do not wish to
print, yet you want it included in a subtotal.
h Insert Merge Code— click this button to insert the selected Merge Code into the form
=B | |etter at the cursor position. You can also insert Merge Codes through the Merge Code

button to give you better control over which Merge Code you wish to insert.
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Merge Codes

Place the cursor where you wish to insert a Merge Code into the Form Letter,
then click the Merge Code button. The Merge Code browser will pop-up so
you can select the Merge Code to insert.

The Merge Code browser will open like this:
MemeEmks—————————_______________________'3

Date (Full)

Date (MH-DD-YY)
Date (HH-DD-YY¥YY)
Day (Full}

Honth (Full)

Day (Humber)
Honth (Humber)
Year

Hanagement Co. Hame

Management Co. Contact
Management Co. Complete Address
Management Co. Address Line 1
Management Co. Addre=s= Line 2
Management Co. City

Management Co. State

Hanagement Co. Zip

Management Co. Fhone 1

Double click on the Merge Code you wish to insert it into the Form Letter at
the cursor position. The Merge Codes inserted into letter templates are
bracketed abbreviations of the Merge Code name, like this:

Owners Name [Owner's Name]

Merge Code Effects

Y ou can have Merge Codes print with the same effects as the regular |etter
text. The means you can have Merge Codes print with these effects:

e Font Size& Style

e Bold

e |taics

e Alignment (left, center, right, justified)
We’ll cover Merge Codes in more detail below.
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Merge Code Categories
Notice the heading bar at the top of the Merge Codes:
ﬂ|ﬂll j_
By default, ALL Merge Codes are displayed. But to make them more manageable so you can easily

find the Merge Code you want to insert into aform letter, use the down browse arrow =/ to open up the
Merge Code Categorieslike this:

b anagement Co. Info
Community Fact Sheet
Community [nfo

Dwner Info

Dwner lterized Balances
Charge Tablesx

Qther Charges

Subtatals
CCR data —
Mizc. Fields il

Select the Merge Code Category to see just those Merge Codes to select from.

The letter example below shows the Merge Codes for CCR Data. Notice how they are inserted into
the Form Letter. ThisisaViolation Letter that will print a detailed description of the CCR Violation
and the action the owner needs to take to resolve the violation.

Merge Codes Inserted into L etters

Using Merge Codes in Form Letters

L]
CER da
CER Creation Dale [oR Craatian Sate] SOTICE OF VIOLATION
CCR Raguest Date [CCR Baguen Tate] [Commmuitn Nums|
CTR Closs Date [CCR Ciows Dats]
CLR Agpesvsd Type [CCR Appreval Type] =2 1T S
jee

CCR Summary Desenpton

CCR Dolnipd Dassopinn

CCR St

COR Owhis Resolmss A

COR Rpavan For Rmincon

CCR Nast maparion Cate

CCR Lot mispacton Date

CR Phoss Image

TR Curenl Action Dade

- CR Cutrent Acton Descnption
CLR Lot Acton Dt

CER Last Action Decnption

CCR Valaton Fes

CLR Code and Descriptian

CCR Amcls Crad

R Dataied Deseription]
CA Sutua)

JECR Cranad Rasaiunen Acten]

ECA Famen For Remeton]

BT By tiree Adtn)

Suw e

=
=
=

3 e crme oy e et e L m AriRewchurn S e b e made 0 vour beme AL A et
g st e sy e 3 U w r preeere By appeansy e ke acsan kemsey
of b commmnery Thon Bl 2 of wa proeery e vdum of dus prapern

&Th Aot " e ot Thar ~m pomed i) Sescnded b

POCE Detudledl Dneripoes]

[CCR Artitss Cited]

CCR & Days Level 1 [CCR & Darys Lall]

CCR® Days Loved 2 [CCR = Doyn L]
CCR® Days Laved 3 {CCR ® Days Lutd] T2 leycamrar e 2 pONEN 0 4 USRS DS IImsmay, e Mk VPR CITPETISE £ LR g Tae
CCR & Days Lavel & [CCR ® Doyn L] Pl e——
CCR® Days Level 5 [CCR = Darys Lua5) R Ownerr B albutin A
CCR® Doy Levei § [ECH = Dy Lot . -
CCR ® Dimys Leve! 7 [CCR = Days LutT)
CCRE Dy L 18 JCCR & Dags L8]
CCR® Days Level [CCR » Dargn Lod] M yow cesyi caegin i Bie engues w i i pen B0 G o0 feed i B e (4 mliie 153 B e de
CCR® Days Level 10 [CCR = Days Let10] o e wd s Dimcien Th el Fw smas suket ) Jeftr i
[ | stacind by Anginastitery of B4 Adtaron
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Here is another sample CCR Letter showing a number of Merge Codes inserted:

Sample CCR Letter

Jfl' FL - Form Letter X¥ - Sample Condominium Aﬂlﬁl
File Edit Insert Tables Formab Help

Ble| wla| Bl »[@(0] ¥ Al %@ Ba| Hese coks [03 - train (SAVED)

[t =z = slz]u] [F === [x 7] == @ls
vl B 0 W 13 B
L L L

[x] o Bl Bl o i i B B s

T

[Community MName]
clo [Management Co. Mame]
[Management Co. Complete Address]
Phone: [Management Co. Phone 1]/ Fax [Management Co. Fax 1]

-COURTESY NOTICE--
[Date (Full)]

[2nd Owner's Mame]
[Owner Mamehailing Address]

Property Address: [Prop. Street Address]
Acct# [Prop Acct#]/ [Community MName]

Dear [Owner's Mame]:

On a recent inspection of the property, the following violation was brought to the
attention of the Association. The Eoard of Directors requests that the necessary steps
are taken to correct the violation and return the response form upon completion.

[CCR Current Action Date] Property Inspection, [CCR Detailed Description]

Page 2  |Line 38  [Col 33 [100% NUM |

Merge Codes are always shown with brackets around the field, like this:
[CCR Current Action Date]
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Collection Letter Template

[Community Name]
[Community Address Line 1]
[Comnmmity Address Line 2]
[Comnmumnity Address Line 3]

[Comm Phone #]

—FIRST WARNING LETTER--

[Date (Full)]

[Cromer's MName]

Malbng Address Line 1]
[Maikng Address Line 2]
[Malmg City-State-Fipeode]

Fe: [Prop. Street Address]
Dear [Crwmer's Mame]:

According to owr records, vou are now thirty days or more past due 1n payment
of the Assessments owed to [Community Mame]. The totzl due, as of the above
date, iz [TOT AMT DUE].

A Late Nobhice was sent to vou previously in case you had overlooked making
payment to the Commmmity. Now we must request that vou make immediate
payment of the above amount

The Commumty’s legal documents (Declaration of Covenants), which vou
agreed to abide by when vou purchaszed vour home_ requires prompt payment of
Acsessments or the Community has the authonity to enforce collecton through
vanous legal means meluding filing a Lien against vour home. We do not wish
to take collection action but your confirued delay i paying the Assessment mayv
force us to do so.

If there is a reason that vou are withholding payment or 1f vou are expeniencing
some fmancial hard=hip, please contact our office above to discuss the matter. If
vou do not make immediate payment or contact our office to discuss the matter,
we will follow the collection procedure approved by [Community Mame].

We uwrge vou to make full payment immediately or contact this office to avoid
further collection achon.

Smcerely,

Azant for

[Community Name]
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Collection Letter Filled-in

Sample Condominium
20010 Diamond Drive
Eockwviile My 20888-1212
301-555-1212

-FIRST WAENING LETTER--

Tame 29 2004
Jenmy Craiz

11500 E. Lake Drive
Chicage IL 60105

Fe: 400 Easy Strest

Diear Jenny Craig:

According 1o our tecords, you are now thirty dsys or more past due in payment of the Assessments owed
Sample Condominium  The total dus. as of the above date = S190.00.

A Late Motice was sent to you previously in case vou had owverlooked making pavment to the Comommity.
ow we must request that yvou make mmediate payment of the sbove amount.

The Commmumiry's lazal docoments (Dreclaraton of Covenanis). which yon agreed to sbide by when yon
purchased your home, requires promps payvmeat of Assescnents of the Conmmunity has the anthoriny to
exforce collection throush various legal means inchiding fling a Lien against your bome. We do oot wish to
take collecton action but your continied delay in payving the Assessment may force 1 o S 50

If these i3 a reason that youa are withholding payment or if you are expenencing some financial hardship,
pleaze contact our office sbove to discuss the maner. If you do not make immediste payment or coniact our
office to discuss the marter, we will followr the collaction procedurs approved by Sampls Condomininm

We arge you to make full payment nmmediately or contact this office to avoid further collection acton.

Sincersly,

Agent for
Sample Condommmum

We’ll list all the Merge Codes by category starting on the next page.
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Merge Codes

Management Company Info

These Merge Codes pull information from the Management Company File:

Management Company Info

{f omt. Company Informal ]
Fleaze enter information about your management compary.
Compary Name IManagement Company Inc
Cartact Name IP[esident
Address {Line 1) 112001 N 102nd Strest
Address [Line 2) Isui[e 100
Ciy / State /2 [Phoenis |az x| [s5003
Phaone (1] Iguz.ggg.ssss Fax 1] |802-???-8888
Phore (2] |502.555.4444 Fax [2) |802-999-8881
Email Address (1) I:-cy:-c@communit_l,lmanagement. com
Ernail Address [2] Iahc@communitymanagement.com
Tops Customer [D:  TEAM321
Dome Lancel
Description Merge code Sample
Management Co. Name [Management Co. Name] Management Company Inc.
Management Co. Contact [Management Co. Contact] President
nd
Management Co. Complete [Management Co. Complete 12001 N 102™ Street
Address Suite 100

Address]
Phoenix, AZ 85003

Management Co.

Address Line 1

[Management Co. Address Line | 12001 N 102" Street

1]
Management Co. Address Line 2 | [Management Co. Address Line | Suite 100

2]
Management Co. City [Management Co. City] Phoenix
Management Co. State [Management Co. State] AZ
Management Co. Zip [Management Co. Zip] 85003
Management Co. Phone 1 [Management Co. Phone 1] 602-999-8888
Management Co. Phone 2 [Management Co. Phone 2] 602-555-4444
Management Co. Fax 1 [Management Co. Fax 1] 602-777-8888

Management Co Fax 2

[Management Co. Fax 2] 602-999-8881

Management Co.

Email 1

[Management Co. Email 1] Xyx@communitymanagement.com

Management Co.

Email 2

[Management Co. Email 2] abc@communitymanagement.com

Merge Codes
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Community Fact Sheet

These Merge Codes pull information from the Community Fact Sheet file:

Community Fact Sheet

Ti Commumity Fact Sheet _|E|I1|
General Location & Access Amenities Legal I Insurance I Contractors I Special Info I Attormey
—CCR - Circle Co ity Ranch
Azsociation Type PDA - Max # of Homesl5gg Settled Homes: 4

©

Save

=
Beports |

Desc. of Homes/Units

Manthly Meeting Diate

Development Camplete’? |YES vI

ISingIe Family Homes

Drate Turned Over to Association |1 A1/2009 Rentals: 0

Dev. Owned: 0O

|1 st Tuesday of every manth

File &ttachrents: O M
— Property Manager
@ Name | loe Manager Home 8 [5712-606-7694 Cell# [6024355544 | (7 )
Attachments — Board President
Nare  [Saly Smith e
ok # [502111-2222 Harme #[E02-222 6666 Cell#  |g02-655-4567 Farft [602657 1645 | (7 )
Exi . &l Contact
MName: I g
i ork, ttl Harme ﬂl Cell # | Fax # I (_H“‘}
Common Area Responsibility ‘wihat Association Fees Cover
Tat Lot ;I Common Area Maintenance ;I
Pool Street Repair
Lighting on property
Description Merge code Sample

Property Manager Name

[Property Manager Name]

Joe Manager

Property Manager Signature

[Property Manager Signature]

Property Manager Email

[Property Manager Email]

jmanager@communitymanagement
.com

Property Manager Home #

[Property Manager Home #]

602-897-8887

Monthly Meeting Date

[Monthly Meeting Date]

1* Tuesday of each month

Common Area Responsibility

[Common Area Responsibility]

Common area grass maintenance,
parking lot lights, snow removal,
Tot Lot, Pool

What Association Fees Cover

[What Association Fees Cover]

Common Area Maintenance, Street
Repair

Nearest cross Street/Intersection

[Nearest Cross
Street/Intersection]

Happy Valley Rd and Jomax

Directions to Community

[Directions To Community]

From I-17 take first right

Late Payment Policy

[Late Payment Policy]

Payments received after the 15"
are subject to a 10% Late Fee.

Screening/Orientation Policy

[Screening/Orientation Policy]

Prospective purchasers must meet
with the Board of Directors prior to
settlement for a community
orientation.

Architectural Approval Policy

[Architectural Approval Policy]

45 days or disapproved

Leasing Policy

[Leasing Policy]

Copies of the lease must be sent to
the management office. The lease
must state that renters are subject
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to all community Rules &
Regulations.

Violation Policy

[Violation Policy]

The community has the right to
enforce architectural violations and
violations of the Rules &
Regulations. Fines are levied for
non-compliance to the community
Rules & Regulations.
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Merge Codes

Community Info

These Merge Codes pull information from the Community File and Owner Control File:

Community File

! SY - Community Satup Information

The name you see when you select this Community. K canbe a
short or abbreviated name.
| This Community Hame is HOT used on any printed reports.

Community 10 WX
Community Mame | I55|m;:3|e Condominium
Community Report Mame | Sample Condominium

Cvvner Mailing Display Namel Sample Condominium
-Community Mailing Address
Address Line 1 | 20010 Diamond Drive

Address Line 2 |

City | Rockyille
Stats MD Zip+d| 20858 -| 4321 Phone # | 555-1212

Taxpayer ID 52-98959999

Community Data Path | 30

All fields in red are required.

Next [ I QCancel.I

Description Merge code Sample

Community Name [Community Name] Circle Community Ranch
Community Address Line 1 [Community Address Line 1] P.O. Box 777

Community Address Line 2 [Community Address Line 2] optional second line of address
Community Address Line 3 [Community Address Line 3] Phoenix, AZ 85302
Community Phone Number [Comm Phone #] 602-999-8888

The following Merge Codes pull info from the Owner Control File:

Owner Control File
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Community Matme
Address Line 1
Address Line 2
City, State
Phone Murmber
Iip+4+CR

: Location of Homes
Defautt City
State
Section Phase
Legal Description 1

Legal Description 2

—Website Address

- Return Payment Info

| Sample Condominium

| 20010 Diamand Drive

| Rockville

i 305551212

|23 -[1212 -]

Options -

| Rockville

] hAD Zip ] 20886 - 1212 | |

Maone b

[~ Use Apartment #

| Preferred Access *City

| Lat, Black, Section

(™~ Street Address

|

(+ Account Mumber
™ Lot Mumber

|

Updste Property Zip Code

thddress 1
Acldress 2

*ip+4+CR

* - Required Fields

e A OD - Lockbox Address

Lockbox Address
Qo‘mmun'rty Name jSampIe Condominium

|cio First State Bark

[P0 Box 111

*State MO

o | QCanceli

|Reckvine

[rosss 21z

o I@Cancell

Lockbox Community Name

[Lockbox Community Name]

Sample Condominium

Lockbox Address 1

[Lockbox Address 1]

c/o First State Bank

Lockbox Address 2

[Lockbox Address 2]

Bank address 2

Lockbox CSZ

[Lockbox CSZ]

Rockville MD 20888-1TOPS

Other Community Name

[Other Community Name]

Sample Condominium (from
Owner Control File)

Other Address 1

[Other Address 1]

20010 Diamond Drive (from
Owner Control File)

Other Address 2

[Other Address 2]

Will be skipped in the form letter
if blank.

Other CSZ

[Other CSZ]

Rockville MD 20888 -1TOPS
(from Owner Control File)

Community Web Site

[Community Web Site]

Address for community website
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Merge Codes

Owner Info

These Merge Codes pull information from the Property & Owner data:

Owner Info
= (R - Circle (o
|‘<}’|+@§$¢ﬂ?f%ﬂﬂ‘%d
#dd | Froperty| History | charges] Letters| Motes| 05X | Flags | BU0ST cow | irk.Ord] Frint
- Select Property, F4 - Browse - Multiple Owners
Account #(F3) 1001 | Lot runitFs)| 001 | ¥| Record Type |Owner | 001
Street | 123 Happy Valley Road
- Status
Street Address (F2) | Name Search (F5) | Balance I 50.00 Notes: |N0
- Select Owner Collection [ %]
I I P J [ Hold Action
Owiner Sally Smith SMITH
= Settled Date: | IMove Out: |
2nd Owner | |
- Alt. Mailing Addr. - Contact Info.
Address 1 | Home Work Al
AR | |602—111—1111 | 602-222-2022 |euz-333-3333
[~ Uniisted [ Unlisted [" Unlisted
City |
Fax | [~ Disable Web Interface?
State | Zip Cudel —| Carrierl - -
[~ Use AT Foreion Addr[— 2nd At Addr E-Mail | ssmith@cox net EI
oes oo, | 00 .iJ Q 0K | QCanceIl 1 Delate| ‘Y Close
Owner 1 of 41 forthis home

Description

Merge code

Sample

Owner Name/Mailing Address

[Owner Name\Mailing Address]

Sally Smith
123 Happy Valley Road
Happy Valley, AZ 85302

Owner's Name

[Owner's Name]

Sally Smith

2nd Owner's Name

[2nd Owner's Name]

display name 2 if used

Owner Mailing Address Line 1

[Mailing Address Line 1]

123 Happy Valley Road

Owner Mailing Address Line 2

[Mailing Address Line 2]

Will be skipped if field not used in
owner address

Owner Mailing City-State-Zip

[Mailing City-State-Zip]

Happy Valle, AZ 85302

Home Phone #

[Ownr Home Ph]

602-111-1111

Owner Work Phone #

[Ownr Work Ph]

602-222-2222

Alt. Phone # [Alt. Phone #] 602-333-3333
Owner’s Last Payment Date [Pay Date] 04/05/07
Percent of Ownership [Owner Percent] .0147
Property Assessed Value [Prop. Assessed Value] $265,000
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Property Street Address

[Prop. Street Address]

123 Happy Valley Road

Property City-State-Zip

[Property City-State-Zip]

Happy Valle, AZ 85302

Property Account # [Prop Acct #] 1001
Property Lot # [Prop Lot #] 001
Building\Section\Phase # [SECH#} 5

Legal Description 1

[Legal Description 1]

Plat Book 7, Section 8, Lot 001

Legal Description 2

[Legal Description 2]

Optional

Property GL Cost Center

[GLC]

200

Website User Name

[Web User Name]

Assigned when using websites

Website Password

[Web Password]

Assigned when using websites

Owner Email Address

[Owner Email]

Owner Email
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Merge Codes

Owner Iltemized Balances

These Merge Codes calculate owner bal ance breakdowns from the payment history files:

Owner Balances

Prepaid Balance 0.00
Bal Due:
A1 Maintenance Fee 180.00 =
01 Late Fees 10.00
TOTAL 190.00
=l
Description Merge code

Itemized Balances - Not Including Prepaid

[ltemized Balances-Not Including Prepaid]

Itemized Balances - Including Prepaid

[ltemized Balances-Including Prepaid]
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Merge Codes

Charge Tables

These Merge Codes pull information from the Charge Tables:

Charge Tables

XX - Sample Condominium

“f AR - Maintain Charge Tables

4/@| o

LIR30 AR A

Ta%li?a Sawve Cancel|

Charge Tables

Litilities | Clear | Delete | print
'| The name of this Charge Table. Ex - Maintenance Fees.

Table = JH Title: ] Maintensnce Fee Freguency |Monthly v]
Date of Last Application Fee 1 050107 Calculation Method jFIat Dallar Amount LJ
Date of Last Late Fee ] 04 6107 Late Fee Method 1Flat Dallar Amount LJ

GL Income Account

L Receivable Account

£310 -|999 i! Azsessment Income
1310 -|999 il Azzesements Receivable

[T Ra Mum of Charge Catgs ]_3‘~
m Description AMOLRT Ratio

01 Duplex 50.00 5.00 90.00

02 Townhome 90.00 E.00 14000

03 Piggybacks 155.00 6.00 15500

04

05

06

a7 LJ

s add

Accounting Method:
All red fields are required

. | OCancell W Cloze

Description

Merge code

Sample

Al Balance Due

[A1 Balance Due]

Accumulated total for owner Al
charge

Al Charge Table Name

[A1 Charge Name]

Maintenance Fee

Al Charge Description [Al Charge DESC] Duplex
Al Charge Table Amount [Al Charge AMT] 60.00
Al Late Fee Charge [Lat Fee AMT] 5.00

C1 Balance Due

[C1 Balance Due]

C1 Charge Table Name

[C1 Charge Name]

C1 Charge Description

[C1 Charge DESC]

C1 Charge Table Amount

[C1 Charge Amt]

C1 Late Fee Charge

[C1 Late Fee Amt]

C2 Balance Due

[C2 Balance Due]
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C2 Charge Table Name

[C2 Charge Name]

C2 Charge Description

[C2 Charge DESC]

C2 Charge Table Amount

[C2 Charge Amt]

C2 Late Fee Charge

[C2 Late Fee Amt]

C3 Balance Due

[C3 Balance Due]

C3 Charge Table Name

[C3 Charge Name]

C3 Charge Description

[C3 Charge DESC]

C3 Charge Table Amount

[C3 Charge Amt]

C3 Late Fee Charge

[C3 Late Fee Amt]

C4 Balance Due

[C4 Balance Due]

C4 Charge Table Name

[C4 Charge Name]

C4 Charge Description

[C4 Charge DESC]

C4 Charge Table Amount

[C4 Charge Amt]

C4 Late Fee Charge

[C4 Late Fee Amt]

C5 Balance Due

[C5 Balance Due]

C5 Charge Table Name

[C5 Charge Name]

C5 Charge Description

[C5 Charge DESC]

C5 Charge Table Amount

[C5 Charge Amt]

C5 Late Fee Charge

[C5 Late Fee Amt]

C6 Balance Due

[C6 Balance Due]

C6 Charge Table Name

[C6 Charge Name]

C6 Charge Description

[C6 Charge DESC]

C6 Charge Table Amount

[C6 Charge Amt]

C6 Late Fee Charge

[C6 Late Fee Amt]

C7 Balance Due

[C7 Balance Due]

C7 Charge Table Name

[C7 Charge Name]

C7 Charge Description

[C7 Charge DESC]

C7 Charge Table Amount

[C7 Charge Amt]

C7 Late Fee Charge

[C7 Late Fee Amt]

C8 Balance Due

[C8 Balance Due]

C8 Charge Table Name

[C8 Charge Name]

C8 Charge Description

[C8 Charge DESC]
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C8 Charge Table Amount

[C8 Charge Amt]

C8 Late Fee Charge

[C8 Late Fee Amt]

C9 Balance Due

[C9 Balance Due]

C9 Charge Table Name

[C9 Charge Name]

C9 Charge Description

[C9 Charge DESC]

C9 Charge Table Amount

[C9 Charge Amt]

C9 Late Fee Charge

[C9 Late Fee Amt]
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Merge Codes

Other Charges

These Merge Codes pull information from the Misc. Charges Table:

Misc. Charges Table

8.4

4 SY - New community setup

- Sample Condominium

Misc. Owner Charges

; REQUIRED: Activate the charge by entering a LATE FEE Description & INCOME Acct. #
Use down arrow to select Account # from Chart of Accounts.

Charge
DESL"DUDH

GL

02

[.ate Fees
MSF charges
Admin. Fess
Interest

Attorney Fees

5340-000
1340-000
5380-000
1360-000
§380-000
1380-000
£350-000
1380-000
§350-000
1350-000

All fields in red are required

——— Ve

Late Fee Income
Late Feez Receivable

Owener Admin. Fees Income

Owener Admin. Fees Receiv.
Owener Admin. Fees Income
Oweener Admin. Fees Receiv.

Oreener Interest Income

Owener Interest Receiv.

Legal Fees Reimbursement

Legal Fees Heceivable

B

i

Accounting Method: ACCRUAL

‘ Backl MHext ’\ | aCancell

Description Merge code Sample

Late Fees [Misc Chg. (01)] Balance Due
NSF charges [Misc Chg. (02)] Balance Due
Admin Fee [Misc Chg. (03)] Balance Due
Interest [Misc Chg. (04)] Balance Due
Attorney Fees [Misc Chg. (05)] Balance Due
Work Order [Misc Chg. (06)] Balance Due
Misc. Charges [Misc Chg. (07)] Balance Due
Special Assmts [Misc Chg. (08)] Balance Due
User Defined 9 [Misc Chg. (09)] Balance Due
User Defined 10 [Misc Chg. (10)] Balance Due
User Defined 11 [Misc Chg. (11)] Balance Due
User Defined 12 [Misc Chg. (12)] Balance Due
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User Defined 13 [Misc Chg. (13)] Balance Due
User Defined 14 [Misc Chg. (14)] Balance Due
User Defined 15 [Misc Chg. (15)] Balance Due
User Defined 16 [Misc Chg. (16)] Balance Due
User Defined 17 [Misc Chg. (17)] Balance Due
User Defined 18 [Misc Chg. (18)] Balance Due
User Defined 19 [Misc Chg. (19)] Balance Due
User Defined 20 [Misc Chg. (20)] Balance Due

Continues the above pattern through User Defined Misc. Charge Code 50.
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Merge Codes

Subtotals

These Merge Codes give subtotals after listing owner itemized balances with the owner balance
merge codes shown above:

Form Letter Subtotals

B —

Subtotals - r“

Al
La
To

Balance Due — =imple
te Fee Due — =imple
tal Other Charges Dus — =imple

TOTAL AMOUHT DUE
TOTAL AMT DUE-Itemized Balances
OTHEE CHARGES-Flug Difference

1=

2nd =ubtotal of +
3rd =s=ubtotal of +
4th =ubtotal of +
5th =ubtotal of +
6th =ubtotal of +
7th =ubtotal of +
gth =ubtotal of +

L

t =ubtotal of

+

@O W W

TOTAL OF SUBTOTALS

Description

Merge code Explanation

Al Balance Due - simple

[Al Due] Y These codes are designed to be

Late Fee Due - simple

used together for a simple owner

[Late Fee Due] balance breakdown

Total Other Charges Due — [Other Chg.] >
simple (this code calculates the

difference between the TOTAL AMOUNT

DUE and the Al & Late Fee balances)

TOTAL AMOUNT DUE [TOT AMT DUE] -~

TOTAL AMT DUE - Itemized

Balances

[TOTAL ITEMIZED] Inserts a complete breakdown of

the owner balances with a total

OTHER CHARGES - Plug

Difference

Used with the Subtotals below to
make sure the Merge Codes

[OTHER CHGS]

1st subtotal of +'s

itemizing owner balances added to

[1st SubTot +] the TOTAL OF SUBTOTALS below.

2nd subtotal of +'s

[2nd SubTot +]

3rd subtotal of +'s

Example —
[3rd SubTot +]

[Al Balance Due]+ 60.00
4th subtotal of +'s [4th SubTot +] [C1 Balance Due]+ 25.00
[C3 Balance Due]+ 30.00
5th subtotal of +'s [5th SubTot +] [Misc Chg. (01)]+ 6.00
6th subtotal of +'s [6th SubTot +] [Misc Chg. (04)]+ 3.85

195




7th subtotal of +'s [7th SubTot +] [Misc Chg. (0S)}+ 125.00

[OTHER CHGS] 13.00
8th subtotal of +'s [8th SubTot +] [TOT ALL SUB] 259.85
TOTAL OF SUBTOTALS

[TOT ALL SUB]

Totals all the +’s or all the Subtotal
levels 1 — 8.
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Merge Codes

CCR Data

These Merge Codes pull information from the CCR Codes and owner CCR Records:
CCR Codes

% 3 —

i ©

Add Mew Save LCopy Codes Update Becords Delete Exit

4

CCR Code Default Summary Description _ _
|LMw Jg |Mowing ™ User Defined

Cite CCR Articles

Article 3.2; "Each Dwner of a Lot Shall be responszible for the Maintenance of his Lot, and all buildings.
Residences, landscaping or other Improvements situated thereon. .. All grazs, hedges, shrubs, wines and plants of ;l

’ Record 4 of 19

= General

- Default CCR
Dietailed Description Use Az Defaults For: [ CCR Records [ Hand Held Organizers
Mow grass. ;I
=]
&ction Meeded To Resolve Yialation [Resolve By) Use CCR Article as Detailed Description I
Pleaze maintain your yard, _'|
=
\Action |After 7 |Admin. Notice
Level | Days Fees Yiolation Action Template.
1 0] $0.00]1st Letter 23:First Violation
2 10| $50.00 |50 - Initial Fine 24:5econd Yidl.
a 10|$100.00 {100 - 1zt Add Fine 25:Third Yial- 100
4 10{% 250.00 |250 - 2nd Add Fine 26:Final Yiol.
5

CCR Records

*+ | 0| o |0 & | m
£elifen S Lancel Motes Attachments | Select Letter | Print Recard Exit
Recodtizafz |4 4|0 | M gfhm\faller Road

OPEN ¥ Record is Active

RecadToe  [Vioaton =] CiesteDale  [05/15:2009 | o B
CCR Code [Chws ﬂ LIMowing

Summary Dese. IMowing

v Show Pictures

Detaled Desc.  [Maw grass. ;l
Inzert CCR
Aticle: ;I
Action HMeeded b [Please maintain your yard. =
Fiezolve Violation L _I
MestInspection  [5/25/2009 LastInspection {05,15/2009 Print Nevt Letier | View detion Table |

—Actions

Hest Action I5!25!2l]l]9 Iﬁ] - Initial Fine - 24:Second Viol. $| $50.00

Last Action F'iﬂ 572009 |1 st Letter - 23:First ¥iolation

Description Merge code Explanation

CCR Creation Date [CCR Creation Date]
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CCR Request Date

[CCR Request Date]

CCR Close Date

[CCR Close Date]

CCR Approval Type

[CCR Approval Type]

CCR Summary Description

[CCR Summary Description]

CCR Detailed Description

[CCR Detailed Description]

CCR Status

[CCR Status]

CCR Owner Resolution Action

[CCR Owner Resolution Action]

CCR Reason For Rejection

[CCR Reason For Rejection]

CCR Next Inspection Date

[CCR Next Insp. Date]

CCR Last Inspection Date

[CCR Last Insp. Date]

CCR Photo Image

[CCR Record's Image]

CCR Current Action Date

[CCR Current Action Date]

CCR Current Action Description

[CCR Current Action
Description]

CCR Last Action Date

[CCR Last Action Date]

CCR Last Action Description

[CCR Last Action Description]

CCR Violation Fee

[CCR Violation Fee]

CCR Code and Description

[CCR Code and Description]

CCR Atrticle Cited

[CCR Atrticle Cited]

CCR # Days Level 1

[CCR # Days LvI1]

CCR # Days Level 2

[CCR # Days LvI2]

CCR # Days Level 3

[CCR # Days LvI3]

CCR # Days Level 4

[CCR # Days Lvl4]

CCR # Days Level 5

[CCR # Days Lvi5]

CCR # Days Level 6

[CCR # Days Lvi6]

CCR # Days Level 7

[CCR # Days Lvi7]

CCR # Days Level 8

[CCR # Days LvIg]

CCR # Days Level 9

[CCR # Days LvI9]

CCR # Days Level 10

[CCR # Days LvI10]

Outstanding CCR Violations -

[Outstanding CCR Violations -
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ALL Open List all open violations

ALL]
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Merge Codes

Misc. Fields

These Merge Codes let you format dates in Form Letters:

Misc. Merge Codes

Merge Codes—m—————————————————————F

Misc. Fields

Date (Full)
Date (MM-DD-YY)
Date (MH-DD-YYYY)

Dav (Full)

Honth (Full)
Day (Humber)
Month (Humbexr)

Year

Description Merge code Sample
Date (Full) [Date (Full)] May 15,2009
Date (MM/DD/YY) [Date (MM/DD/YYYY)] 05/15/09
Date (MM/DD/YYYY) [Date (MM/DD/YY)] 05/15/2009
Day (Full) [Day (Full)] Friday
Month (Full) [Month (Full)] May

Day (Number) [Day (Number)] 15

Month (Number) [Month (Number)] 05

Year [Year] 2009

The ends the manual section on Form Letters
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Reports

There are anumber of AR Reports that can be printed for acommunity. There are several
formats to pick from showing owner balances due, collection status and other key accounts
receivable reports. Many of the reports give you options for things like, a detailed or
summary report.

Date Sensitive

TOPS 4.0® is totally “date sensitive” throughout. Meaning, you can print ALL of the AR
Reports for any period in the past as long as the transaction history has not been purged.
So, for example, if you misplaced the Aged Owner Balances report for the end of the
previous year, you could ssimply reprint it by entering the year-end date for the report.
TOPS will find everyone who owed a balance at year-end and regenerate the report exactly
asit looked when it was originally printed.

We’ll review each AR Report in this manual section.

Reparts From the AR menu, click the Reports menu tab.

When you click the Reports menu tab, you will see the AR Report menu:
AR ReportsMenu

' AR - Owner A/R Reports XX - Sample Condominium
Print Reports Current Period: 040107 to 04430007

Select Report Sort Order Report Options
[ Aged Cavner Balances: i i
r .Cufllecticun Statuz ' { lissiacdias B

gt e e [ Print Paymert notes
(™ Prepaid Owvners : ™ Privt Aft Addr
(™ Ovwners Balance Summary (" Lot ILInrt.Numt:uer 5 credit Bal
© Cwvner AR Activity [ Alphabetic G
i~ Cash Receipts Journal B ': HEESEI
" Collection Report | PurgeFile
" Delinguency Trends Report

Date

Start Date | End Date

d Frintl @Cancel%

201




Aged Owner Balances

This is the most common report printed for a community’s officers showing owner

bal ances with the aging of those balances. The aging days are set in the Accounting
Control File (Setup > Owner Data & AR Setup). The report can be printed with afull
detail breakdown of each owner’s balance or in just a summary format. The report will
show the last payment date for each owner.

The report can be printed for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

Because the last page of the report has an Accounting Summary recapping the owner

bal ances both by Charge Code and GL Account #, this report can be used to reconcile the
detailed owner balances to the corresponding receivable account bal ances (accrual
accounting only) in the General Ledger. Make sure you do NOT check the “Suppress
Credit Balances” report option if you wish to use the report to reconcile with the General
Ledger since that may lead to report totals that do not agree to the GL receivable account
totals.

" iged Gwner Balances: Click the radio button next to Aged Owner Balances.

When you click the Aged Owner Balances, the AR Reports menu changes to show you the
options available for this report:

Aged Owner Balances - Options

~{' AR - Owner A/R Reports XX - Sample Condominium

Print Reponts Current Periog:—o

Select Report Sort Order
(o Aped Owner Balances
™ Collection Status
(™ Prepaid Cwners

Report Options
[ Print Detail
I_ ot
I_ T
[~ Suppress Credit Bal

™ Street Address
¥ Accourt Mumber
(7 Onwrers Balance Summarsy Lot .l'LIn'rt.Number
© Owvner AR Activity £ Alphabetic

™ Cash Receipts Journal ™ SectionBuilding Order
i Collection Report

(" Delingquency Trends Report

[ Descending Order
=

Date

Cutoff Date | 14430007

< Frint I aCanceIE

Select from these report options.

Sort Order Select the print order you wish for thisreport. The options are:

e Street Address-— printsthe report starting with the first street and
the lowest street address # to the last street.

e Account # - prints the report in Account # order starting with the
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lowest Account # to the highest.

e Lot/Unit # - printsthe report in Lot/Unit # order starting with the
lowest Lot/Unit # to the highest.

e Alphabetic - printsthe report by owner LAST NAME, starting
with A - Z.

e Section/Building Order — groups the homes by Section or
Building #, if activated, using the Sort Order selected above.

Report Options

Select from these options:

e Print Detail —if checked, thiswill show a balance breakdown for
each owner. If not checked, a summary report will be printed with
just the overall owner balance.

If you click the Print Detail option, these further report options
become available:

[ Print Payment notes

[ Print &1 Scdr

e Suppress Credit — if checked, owners with a credit balancein a
charge code other than one of the Prepaid (PP) charge codes, will
not be included on the report.

Note: If you take this option, then the Aged Owner Balances
should NOT be used to reconcile balances to the GL receivable
accounts because the report totals may not include all owner
balances that are reflected in the GL accounts.

e Descending Order — if checked, then the report will print starting
with the owner who owes the largest balance due down to the
owner who owes the smallest balance due. This can be a handy
option so community officers can quickly see those owners who
have the largest balance due.

Click any of the Report Option you wish.

Cutoff Date

The effective date for thisreport. It will show owner balances up to
and including the Cutoff Date you enter. Any transactions dated
AFTER the Cutoff Date will not be taken into consideration when
printing this report.

The Cutoff Date can be any date in the past as long as the owners’
payment history records still exist.

& Fine Click the Print button to proceed to print the report with the options
you selected.
@Cancel Click the Cancel button to exit without printing the report.

If you clicked the Print button, you will see this question:
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SY - TOPS MESSAGE

?;J Include the Status of Account?
M

This gives you the option to show each owner’s collection action status on the report.
YES- click Yesto show the collection action status for each owner.
NO — click No to skip including this information on the report. Thisisthe default answer.

Once you answer the above question, you will see the Print Options screen:

Print Options

i Print Reports

Aged Delinquency Report
Print To:

(« {printer

" Screen

" File

" Email

{7 Community Web Site

Settings & Frint
i Portrait " Landscape

C |

[~ Usze Classic Report Mode @ 2

Select from this print options:

Print To: e Printer — you can then select any printer available on your computer
system.

e Screen — displays the report on your computer screen.

e File— creates areport file, you can then select which file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

e E Mail — createsthe report in a PDF format and opens your e mail with

the report attached so you are ready to send it to someone’s € mail
address.

e Community Web Site— creates the report in PDF format and
automatically sendsit to a TOPS community web site, if any.

Settings e Portrait — the default option for this report. Thisreport is designed to
fit portrait mode without having to reduce font size.

e Landscape— click thisoption to print the report in landscape mode
rather than portrait.

e UseClassic Report Mode — “Classic” report format means the older
style TOPS 4.0® report style rather than the newer one with fonts and
bolding. Some customers requested that we still offer the older style
reports so their community offices would not be confused with the
newer report style. Check this option if you wish to print the “Classic”
report style.
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& Fine Click the Print button to proceed to print the report with the options you
— sel ected.

Click the Cancel button to exit without printing the report.

@) Cancel

If you clicked the Print button, the report will be generated with the options you selected.
A samplereport looks like this:

Sample Report
Aged Owner Balances--Detail
DATE: 7/27/09 TIME: 2:22 PM Samp|e Condominium Page: 1
AGED OWNER. BALANCES: AS OF Apr. 30, 2007
ACCOUNT NUMBER SEQUENCE
LECOUNT # T # MAMEL DORESS CURRENT OVER 30 OVER & OVER 0 TOTaL
400 400 Jenny Graiy LastPmt: 0403407 240.00
400 Easy Street
M hilzintenance Fee A0.00 0.00 #0.00 0o 180,00
] Latz Fees S0 5.00 0.00 0.00 10.00
04 Interest 266 0.00 0.00 0.00 2.66
TOTAL: 97 66 5.00 40.00 0.00 152 B
oo Ton Gearge Berbe LastPmt: 040347 50.00
TO0 Easy Stredt
Al taintznance Fes an.00 0.00 0.00 0.00 90.00
)] Late Fees o0 5.00 0.00 0.00 5.00
04 Interest 133 0.00 0.00 0.00 1.33
TOTAL: #1.33 5.00 0.0 0o 96 33
10002 10002 Jog & June Srith LastPmt: 0343407 60.00
10002 Bank Street
M hilaintenance Fee E0L00 0.00 0.0 0o .00
m Late Fees 00 0.00 0.0 0o 5.00
n4 Interest 0.4 0.00 0.0 0o 0.54
TOTAL: 6589 0.00 0.00 0.00 65.59
0004 10004 John & hary Clak LastPrat: 0403407 000
10004 Bank Street
Al taintznance Fes G000 0.00 120,00 20,00 200.00
)] Late Fees 500 5.00 5.00 0.00 15.00
04 Interest 296 0.00 0.00 0.00 2.96
TOTAL: BT 96 5.00 125.00 20.00 217 86
10013 10013 Bill & Sarah Bames LastPrit: 0423407 65.00
10015 Bank Street
Al hiaintenance Fes G000 0.00 0.00 0.00 60.00
i1 Late: Fee A Wi non 100 500
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Accounting Summary

DATE: 7/27/09 TIME: 2:22 PM

ACTOUNT #

CODE Ny
I
o1
Iy
04

Sample Condominium

AGED OWNER. BALANCES: AS OF Apr. 30, 2007
ACCOUNT NUMBER SEQUENCE

UNIT # NAMELDDRESS CURRENT OVER 3 OVER &6 OVER @
REPORT SUMMARY

DESCRIPTION ACCOLMT # CURRENT OVER 30 OVER 60 OVER. 90 TOTAL
hizintenance Fes 1310-000 420.00 0.on 350,00 280.00 1030.00
Special Azzess 1410-000 0.on 0.on 50.00 50.00 100.00
Late Fees 1340-000 25.00 20000 10.00 5.00 50.00
Interest 1390000 16.72 0.on 0.00 0.on 16.72
GRAMD TOTAL: 46172 2000 390.00 335.00 1206.72

AGCCOUNT  ACCOUMT DELINQUENCY

NUMBER.  DESCRIPTION AMOUNT

01310-000  Besessents Recehabi 1030.00

01340-000  Late Fees Receivaie G0.00

01390-000 e Interest Receds. 16.72

01410-000  Special zzezzmert Rec. 100.00

TOTAL $1206.72

Page: 2

TOTaL
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Collection Status

This report shows the balance due, along with a breakdown of the owners’ balance by
Charge Code, and the last collection action step taken by the automated collection action
for each owner. It also displays the number of months an owner is delinquent. The date
and amount of the last payment received from each owner is aso shown.

Because the last page of the report has an Accounting Summary recapping the owner
balances both by GL Account #, this report can be used to reconcile the detailed owner

bal ances to the corresponding receivabl e account balances (accrual accounting only) in the
Genera Ledger.

= Collection Status Click the radio button next to Collection Status.

When you click the Collection Status, the AR Reports menu changes to show you the
options available for this report:

Collection Status - Options
i AR - Owner A/R Reports XX - Sample Condominium

Print Reponts Current Perige:

Select Report Sort Order
" Aged Cwner Balances

s e 3 -
& Crliection Status: sitcet iodieas

F Breoti Owieis @ Accourt Mamber
(™ Lot f Unit Mumber

(" Crwwvners Balance Summary _
© Owner AR Activity £ Alphabetic

(™ Cash Receipts Journal [~ Section/Building Order
i Collection Report

(" Delinguency Trends Repaort

Date

Cutoff Date | 04530007

< Frirt I aCanceIE

Select from these report options.

Sort Order Select the print order you wish for thisreport. The options are:

e Street Address— printsthe report starting with the first street and
the lowest street address # to the last street.

e Account # - printsthe report in Account # order starting with the
lowest Account # to the highest.

e Lot/Unit # - prints the report in Lot/Unit # order starting with the
lowest Lot/Unit # to the highest.

e Alphabetic - printsthe report by owner LAST NAME, starting
with A - Z.

e Section/Building Order — groups the homes by Section or
Building #, if activated, using the Sort Order selected above.
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Report Options

Other than the sort order, there are NO further options for the
Collection Status report.

Cutoff Date

The effective date for thisreport. It will show owner balances up to
and including the Cutoff Date you enter. Any transactions dated
AFTER the Cutoff Date will not be taken into consideration when
printing this report.

The Cutoff Date can be any date in the past as long as the owners’
payment history records still exist.

< Frint

Click the Print button to proceed to print the report.

GCan el

Click the Cancel button to exit without printing the report.

If you clicked the Print button, you will see the Print Options screen:

Print Options

i Print Reports

Collection Status
Print To:

" Screen

{ File

" Email

" Community Web Site

Settings a5 Frint

i Portrait [ Landzcape

c |
[ Use Classic Report WMode @ et

Select from this print options:

Print To:

Printer — you can then select any printer available on your computer
system.

Screen — displays the report on your computer screen.

File— creates areport file, you can then select which file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

E Mail — creates the report in a PDF format and opens your e mail with

the report attached so you are ready to send it to someone’s ¢ mail
address.

Community Web Site — creates the report in PDF format and
automatically sendsit to a TOPS community web site, if any.

Settings

Portrait — the default option for thisreport. Thisreport isdesigned to
fit portrait mode without having to reduce font size.

L andscape — click this option to print the report in landscape mode
rather than portrait.

Use Classic Report M ode - “Classic” report format means the older
style TOPS 4.0® report style rather than the newer one with fonts and
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bolding. Some customers requested that we still offer the older style
reports so their community offices would not be confused with the
newer report style. Check this option if you wish to print the “Classic”
report style.

< Frint

Click the Print button to proceed to print the report with the options you
selected.

GCan el

Click the Cancel button to exit without printing the report.

If you clicked the Print button, the report will be generated with the options you selected.
A samplereport looks like this:

Sample Report
Collection Status

DATE: 7/27/09 TIME: 3:12 PM

Sample Condominium Page: 1

COLLECTION STATUS REPORT: AS OF Apr. 30, 2007
ACCOUNT NUMBER SEQUENCE

** after Amountindicates offsetting credits

NAKE Ak LastPawok  HMnh ACCOUNT AHOUNT
ADDRESS Ak DelqSaes  Dely  GODE DESCRIPTION DUE
CURRENT OURERS
ACCT#400  LOT#400
Jenry Craig Y BPROS, 2007 2 A Mairdznance Fee 180,00
400 Easy Street First aming 01 Late Fees 10000
04 Irnterest 266
TOTAL 192 66
ACCT #7700 LOT #7700
Gearye Benbe T LPROZ, 2007 2 a1 hizirtenance Fee a0.00
TO0 Easy Street Late Motice 01 Late Fees 5.0
04 Irterest 133
TOTAL 9633
ACCT #0002 LOT #:10002
Joe & June Simith M WARA3, 2007 1 IS hairdenance Fee G000
10002 Bank Street Secand Wamin i Late Fees .00
04 Irterest 059
TOTAL 6589
ACCT 10009 LOT #:10009
John & hary Chk M APR.OS, 2007 3 1A Mainteriarce Fes 200.00
10009 Bank Street Lien o1 Late Fees 15.00
04 Irterest 296
TOTAL 217 96
ACCT #0013 LOT #0013
Eill & Sarah Bame s M BPR2E, 2007 1 a1 hizintenance Fee G000
10013 Bank Street Late Motice 01 Late Fees 5.00
04 Irterest 059

Accounting Summary
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DATE: 7/27/09 TIME: 3:05 PM

Sample Condominium

COLLECTION STATUS REPORT: AS OF Apr. 30, 2007

= after Amountindicates offsetting credits
Ak LastPayoll  Mnh ACCOLNT AHOUNT
Adr  Delqg Stais Delg  CODE DESGRIPTION DLE

ACCOUNT SUMMARY

HNAKE
ANDRESS

ACCOUNT
HUMBER
01310-000
01:340-000
01:380-000
01410-000

ACCOUNT NUMBER SEQUENCE

ACCOUNT DELINGENCY
DESCRIPTION AMOUNT
Iezezements Recehak 1030.00
Late Fees Receivaie .00
Cnner rterest Recehr. 16.72
Special bzzezzmert Rec. 100000

TOTAL $1206.72

Page: 2
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Prepaid Owners

This report shows those owners who have a credit balance in the Prepaid Charge Codes
(PP Codes). Thereport will show the total amount off ALL prepaid balances on the last
report page as well as a breakdown by the individual Prepaid Charge Codes (PP, PP-A1,
PP-C1, etc). If an owner has a credit balance in one of the regular Charge Codes (A1, C1,
01) it will NOT show on the Prepaid Owners report. Instead, these credits will show on
the other balance due reports, like the Aged Owner Balances.

" Prepaid Crwners Click the radio button next to Prepaid Owners.

When you click the Prepaid Owners, the AR Reports menu changes to show you the
options available for this report:

Prepaid Owners - Options

' AR - Owner A/R Reports XX - Sample Condominium

Print Reports Current Period; 0o+
Select Report Sort Order
[ Aged Cravner Balances:
 Collection Status (" Street Address
5 Prepaid Owners {+ Accourt Number
(" Crwners Balance Summary £ Lot i Urit Mumber
™ Qwner AR Activity I Alphabetic
L= st oen I SectionBuilding Order
" Collection Report
.

Delinguency Trends Repoaort

Cutoff Date | D4/3007

Date

d Print aCancelg

Select from these report options.

Sort Order Select the print order you wish for thisreport. The options are:

e Street Address— printsthe report starting with the first street and
the lowest street address # to the last street.

e Account # - printsthe report in Account # order starting with the
lowest Account # to the highest.

e Lot/Unit # - prints the report in Lot/Unit # order starting with the
lowest Lot/Unit # to the highest.

e Alphabetic - printsthe report by owner LAST NAME, starting
with A - Z.

e Section/Building Order — groups the homes by Section or
Building #, if activated, using the Sort Order selected above.

Report Options | Thereisonly one Report Option:
e Print Detail — this option is automatically checked. It will show a
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breakdown of each owners’ prepaid balance by the Prepaid Charge
Codes (PP, PP-A1, PP-C1, etc).

Cutoff Date

The effective date for thisreport. It will show owner balances up to
and including the Cutoff Date you enter. Any transactions dated
AFTER the Cutoff Date will not be taken into consideration when
printing this report.

The Cutoff Date can be any date in the past as long as the owners’
payment history records still exist.

< Frint

Click the Print button to proceed to print the report.

@) Cancel

Click the Cancel button to exit without printing the report.

If you clicked the Print button, you will see the Print Options screen:

Print Options

i Print Reports

Prepaid Report
Print To:

" Screen

(" File

" Email

{  Community VWeb Site

Settings < Frint

¥ Portrai " Landzcape
C |
[ Use Claszic Repaort Mode e

Select from this print options:

Print To:

Printer — you can then select any printer available on your computer
system.

Screen — displays the report on your computer screen.

File— creates areport file, you can then select which file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

E Mail — creates the report in a PDF format and opens your e mail with

the report attached so you are ready to send it to someone’s e mail
address.

Community Web Site — creates the report in PDF format and
automatically sendsit to a TOPS community web site, if any.

Settings

Portrait — the default option for thisreport. Thisreport isdesigned to
fit portrait mode without having to reduce font size.

L andscape — click this option to print the report in landscape mode
rather than portrait.

Use Classic Report Mode — “Classic” report format means the older
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style TOPS 4.0® report style rather than the newer one with fonts and
bolding. Some customers requested that we still offer the older style
reports so their community offices would not be confused with the
newer report style. Check thisoption if you wish to print the “Classic”
report style.

< Frint

Click the Print button to proceed to print the report with the options you
selected.

@) Cancel

Click the Cancel button to exit without printing the report.

If you clicked the Print button, the report will be generated with the options you selected.
A sample report looks like this:

Sample Report
Prepaid Owners

T commilz=re—apa
wit e e
e oA e ol
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Owners Balance Summary

This report shows the owner balances in a columnar format. Each of the mgjor Charge
Codes has a column on the report. The report adds across to the total due for each owner.
Unlike other owner balance reports on the AR Reports menu, the Owners Balance
Summary also shows the owner’s prepaid balance, if any. So this report will show a
complete breakdown of the owners balance—including any prepaid credits.

The report can be printed for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

Because the last page of the report has an Accounting Summary recapping the owner

bal ances both by Charge Code and GL Account #, this report can be used to reconcile the
detailed owner balances to the corresponding receivable account balances (accrual
accounting only) in the General Ledger. It isespecialy handy for this because it shows the
Prepaid Balance total which can be used to reconcile these GL Accounts too.

" Owners Balance Summary | Click the radio button next to Owner s Balance Summary.

When you click the Owners Balance Summary, the AR Reports menu changes to show
you the options available for this report:

Owners Balance Summary - Options

< AR - Owner A/R Reports XX - Sample Condominium

Print Reports Current Perjed 40T Yo 04530007

Select Report Sort Order
i Aged Owner Balances
" Collection Status
™ Prepaid Ouwnets

" Street Address
{+ Sccourt Mumber
i Owvners Balance Summary (Lt ILIn'rt_Numt:uer
 Owner &R Activity (" Alphabetic

(" Cash Receipts Journal I Section/Building Order
i Collection Report

" Delingquency Trends Report

Date

Cutoff Date | 0450007

d Print aCancelg

Select from these report options.

Sort Order Select the print order you wish for thisreport. The options are:

e Street Address— printsthe report starting with the first street and
the lowest street address # to the last street.

e Account # - prints the report in Account # order starting with the
lowest Account # to the highest.

e L ot/Unit # - printsthe report in Lot/Unit # order starting with the
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lowest Lot/Unit # to the highest.

e Alphabetic - prints the report by owner LAST NAME, starting
with A - Z.

e Section/Building Order — groups the homes by Section or
Building #, if activated, using the Sort Order selected above.

Report Options

Other than the sort order, there are NO further options for the Owners
Balance Summary report.

Cutoff Date

The effective date for thisreport. It will show owner balances up to
and including the Cutoff Date you enter. Any transactions dated
AFTER the Cutoff Date will not be taken into consideration when
printing this report.

The Cutoff Date can be any date in the past as long as the owners’
payment history records still exist.

& Fine Click the Print button to proceed to print the report with the options
you selected.
@Cancel Click the Cancel button to exit without printing the report.

If you clicked the Print button, you will see the Print Options screen:

Print Options

~ Print Reports

Owner account summary report
Print To:

« {Printer;

" Zcreen

" File

Email

Community Web Ste

D

Settings < FPrint

* Portrait " Landscape
C |
[ Use Classic Report Mode @) Cance .

Select from this print options:

Print To: .

Printer — you can then select any printer available on your computer
system.

Screen — displays the report on your computer screen.

File— creates areport file, you can then select which file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

E Mail — creates the report in a PDF format and opens your e mail with

the report attached so you are ready to send it to someone’s e mail
address.

Community Web Site— creates the report in PDF format and
automatically sendsit to a TOPS community web site, if any.
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Settings e Portrait — the default option for thisreport. Thisreport is designed to
fit portrait mode without having to reduce font size.

e Landscape— click thisoption to print the report in landscape mode
rather than portrait.

e UseClassic Report Mode - “Classic” report format means the older
style TOPS 4.0® report style rather than the newer one with fonts and
bolding. Some customers requested that we still offer the older style
reports so their community offices would not be confused with the
newer report style. Check this option if you wish to print the “Classic”
report style.

& Fine Click the Print button to proceed to print the report with the options you
selected.
@Canes Click the Cancel button to exit without printing the report.

If you clicked the Print button, the report will be generated with the options you selected.
A samplereport looks like this:

Sample Report
Owners Balance Summary
DATE: 7/27/09 TIME: 5:31PM Sample Condominium Page: 1
HOMEOWNER ACCOUNT SUMMARY: Apr. 30, 2007
S0 RT KEY STREETMCCO UNTYLOT-UNT ASSESEMT LaTE LEGAL OTHER OTHER FFP PREFAID TOTAL
RESPONSIELE PARTY Al om 03 CODE VEAR AMOUNT  CODE VEAR ARMOUNT BALANCE
400 18000 10,00 TOTAL: 266 192 66
CRAG 04 256
700 90.00 5.00 TOTAL: 133 9655
BERLIBE 04 1.33
10002 50.00 5.00 TOTAL: 0.9 B5.59
ShiITH 04 039
100049 200.00 15.00 TOTAL: 296 217 .96
CLARK 04 296
10013 E0.00 500 TOTAL: 039 B5.59
BARMES 04 0.9
10015 440.00 20000 TOTAL: 107 54 56T .99
SPODE 21 100,00
04 799
12212 14000 140.00CF
SANYER. PP-81
TOTALS: 103000 6000 16.72 140,00 1066.72
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Accounting Summary

DATE: 7/27/09 TIME: 5:31PM

SORT KEY STREETMACCO UNT!LOT-LNT
RESPOMNSIELE PARTY

Sample Condominium

HOMEOWNER ACCOUNT SUMMARY: Apr. 30, 2007

ASSESSMT LATE LEGAL OTHER
a1 L] 1] CODE YEA4R

ACCOUNT SUMMARY

ACCOUMT AGCOLNT
NUHBER DESCRIPTION
1310000 Besessmerts Recehabie
1340000 Late Fees Receivaie
1380000 Owner rterest Receh.
1410-000  Special bssessment Fet.

TOTAL AMCURNT DLE
3%10-000  Prepaid Owner Lzzeszingke

GRAMD TOTAL

CHARGE CODE RECAP

CODE DESCRIPTION G ACCT #
A1 hilairtenance Fee 1310-994
01 Late Fees 1540594
04 Irterest 1390-000
31 Special Lzzess 1410-000
PP-01 Credit-Prepaid 3310-000
TOTALS

OTHER FP
AMOUNT  CODE

CURRENT
BALANCES
$1,030.00
80,00
#1672
$100.00

#1,206.72
$140.00

$1,066.72

AMOUNT
$1,030.00
$60.00
$6.72
$100.00
$140 00CR

$1,066.72

YE&R

FREP&ID
AROUNT

Page: 2

TOTAL
EaLaMNCE
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Owner A/R Activity

This report shows all the charge, payment and adjustment activity for each owner for a
range of dates. It’s a handy report when you want to see the activity that changed an
owner’s balance from the beginning of a period to the end of the period.

The report can be printed for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

™ Orvner 2R Activity Click the radio button next to Owner A/R Activity report.

When you click the Owner A/R Activity report, the AR Reports menu changes to show
you the options available for this report:

Owner A/R Activity - Options
i AR - Owner A/R Reports XX - Sample Condominium

Print Reports Current Perjod: Yaldo 04530007

Select Report Sort Order
O Aged Owner Balances
" Collection Status
C Brepait Dwiets (+ Aeccourt Mumber
(™~ Cwvners Balance SUmmary £ Lot fUnit hurmber
& Bwmer iR ity " Aiphabetic

(" Cash Recsipts Journal ™ SectionBuilding Order
i Collection Report

" Delinguency Trends Report

™ Strest Address

Date

Start Dete | 04001007 End Date | 04530007

- Frintl @Cancelg

Select from these report options.

Sort Order Select the print order you wish for thisreport. The options are:

e Street Address- printsthe report starting with the first street and
the lowest street address # to the last street.

e Account # - prints the report in Account # order starting with the
lowest Account # to the highest.

e Lot/Unit # - prints the report in Lot/Unit # order starting with the
lowest Lot/Unit # to the highest.

e Alphabetic - prints the report by owner LAST NAME, starting
with A - Z.

e Section/Building Order — groups the homes by Section or
Building #, if activated, using the Sort Order selected above.

Report Options | Other than the sort order, there are NO further options for the Owners
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Balance Summary report.

Date

Enter adate range for the report as follows:
Start Date — the beginning date for showing the owner activity.
End Date — the ending date for showing the owner activity.

All the charge, payment and adjustment activity between the starting
and ending dates will be shown on the report.

< Frint

Click the Print button to proceed to print the report with the options
you selected.

@) Cancel

Click the Cancel button to exit without printing the report.

If you clicked the Print button, you will see the Print Options screen:

Print Options

i Print Reports

Owner AR activity report
Print To:

(™ File
" Etmail
{7 Community Weh Site
Settings &8 Frint
i+ Portrait " Landscape
C |
[~ Use Classic Report Mode e |

Select from this print options:

Print To:

Printer — you can then select any printer available on your computer
system.

Screen — displays the report on your computer screen.

File— creates areport file, you can then select which file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

E Mail — creates the report in a PDF format and opens your e mail with

the report attached so you are ready to send it to someone’s e mail
address.

Community Web Site — creates the report in PDF format and
automatically sendsit to a TOPS community web site, if any.

Settings

Portrait — the default option for thisreport. This report is designed to
fit portrait mode without having to reduce font size.

L andscape — click this option to print the report in landscape mode
rather than portrait.

Use Classic Report Mode - “Classic” report format means the older
style TOPS 4.0® report style rather than the newer one with fonts and
bolding. Some customers requested that we still offer the older style
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reports so their community offices would not be confused with the
newer report style. Check this option if you wish to print the “Classic”
report style.
& Fine Click the Print button to proceed to print the report with the options you
sel ected.
@ caneel Click the Cancel button to exit without printing the report.

If you clicked the Print button, the report will be generated with the options you selected.
A samplereport looks like this:

Sample Report
Owner A/R Activity
Sample Condominium Page: 1
Activity Report
From 04/01/07 To 04/30/07
Sorted by Beqinning Chargea Faymenta Audjuet memif+ Ending
Account Num tee Hame Ea@nce  [ae Amount [ete Amount [eta Amount Ealnce
100 SIMOM $0.00 040107 90.00 040307 an.00 F0.00
200 LAMGE $0.00 040107 9000 040307 40.00 000
300 STEVEMS $0.00 0401407 30.00 040307 40,00 000
400 CRAIG $585.00 0401407 H0.00 040347 28000
041607 5.00
043007 2.66 $192 66
00 ShdITH $0.00 040107 9000 040507 40.00 000
00 CARTER $0.00 0440107 40.00 040307 a0.00 000
SCOTT .00 $0.00
¥oo BERLEE 49500040107 90.00 040307 an.00
043007 1.33 96,33
00 BOIL $0.00 040107 30.00 040307 40,00 000
10 JOMNES $0.00 040147 H0.00 040547 A0.00 $0.00
820 e} $0.00 040107 90.00 040307 an.00 F0.00
830 BEMS 0.00040107 9000 040307 40.00 000
540 KATZ 0.00040107 9000 040307 40.00 000
&0 hiISE $0.00 0440107 4000 0444407 a0.00 000
260 SCORE $0.00 040147 H0.00 0414407 A0.00 $0.00
900 JOHMSOM $0.00 040107 90.00 042807 a5.00
04167 5.00 000
450 Gi RAER. $0.00 040107 30.00 040307 40,00 000
60 DUMHILL $0.00 040147 H0.00 040347 A0.00 $0.00
A0 JEFFERSOM $0.00 F0.00
10001 JORES $10.00 0401407 GO.00 041407 7000 000
10002 ShdITH $0.00 0401407 60.00
041607 5.00
043007 0.54 6589
10005 Doy $0.00 040107 B0.00 040307 G000 F0.00
10006 A S $0.00 040107 GO.00 041407 G000 000
10009 CLAREK $210.00 0440107 G0.00 040307 G000
041607 5.00
043007 2.96 $217 96
10013 BARKES 8500040107 BO.00 042507 6500
04167 5.00
043007 0.54 6589
10015 SPADE 449500 040107 60.00
04167 5.00
043007 7.99 $a67 99
12200 TODD $0.00 0440107 155.00 0403407 155.00 000
12204 IHIThAAR $0.00 040147 155.00 040347 15500 $0.00
12208 WOLKS $0.00 040107 155.00 0403407 155.00 F0.00
12212 SAINYER. 0.00040107 155.00 0403407 15500 040407 140,00 - H40.00CR
TOTAL: $1,260.00 2616.72 2 6700 0 140.00CR $1,066.72
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Cash Receipts Journal

Thisreport shows al the AR transactions, by type and date, that have been passed to the
Genera Ledger. Thereport can be printed for arange of dates, like an accounting period,
S0 you can verify AR transactions that have been recorded in the General Ledger.

The report is broken down into 3 sections:

e |ncome
e Cash Receipts
e Adjustments

The report can be printed for any date in the past aslong as the AR to GL transaction
history file has not been purged. Because this report has “date sensitivity” technology built
into it, the report will look just like the original report for a past date.

(" Cash Receipts Journal | Click the radio button next to Cash Receipts Jour nal report.

When you click the Cash Receipts Journal report, the AR Reports menu changes to show
you the options available for this report:

Cash Receipts Journal - Options
< AR - Owner A/R Reports XX - Sample Condominium

Print Reports

Select Report Sort Order
i Aged Owner Balances

s i

U Collection Status =

™ Prepaid Ouwnets ;

(" Owwners Balance Summary i
R

(™ Ovvner &R Activity
¥ Cazh Receipts Journal &
i Collection Report

" Delingquency Trends Report

~ Purge File

Date

Start Dete | 04071007 End Date | 0453007

g F‘rintl @Cancelg

Select from these report options.

Sort Order Because this report shows the AR transactions being passed to the GL,
not detailed owner transactions, there is no sort order selection
available.

Report Options | Thereisonly 1 report option available for the Cash Receipts Journal:

e Purge File— select this option to erase the AR transactions to GL
file. Thisisthefilethat passesthe AR transactions that update the
Genera Ledger.
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Note: We recommend that you do NOT click the Purge File
option.

Date

Enter adate range for the report as follows:

Start Date — the beginning date for showing the AR transactions that
have been passed to the General Ledger.

End Date — the ending date for showing the AR transactions that have
been passed to the General Ledger.

All the AR transactions between the starting and ending dates will be
shown on the report.

< Frint

Click the Print button to proceed to print the report with the options
you sel ected.

@Can el

Click the Cancel button to exit without printing the report.

If you clicked the Print button, you will see the Print Options screen:

Print Options

4 Print Reports

Cash Receipts Journal Summary
Print To:

+ :Prirter:

{ Community Web Site

Settings < Frint

¥ Portrait " Landzcape
C |
[ Uze Classic Repart Mode e S

Select from this print options:

Print To: e Printer — you can then select any printer available on your
computer system.

e Screen — displays the report on your computer screen.

e File— creates areport file, you can then select which file format
you wish such as, Excel®, Rich Text Format (RTF), PDF, and
more.

e E Mail — createsthe report in a PDF format and opens your e mail
with the report attached so you are ready to send it to someone’s e
mail address.

e Community Web Site - creates the report in PDF format and
automatically sendsit to a TOPS community web site, if any.

Settings e Portrait — the default option for this report. Thisreport is

designed to fit portrait mode without having to reduce font size.
e L andscape— click this option to print the report in landscape
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mode rather than portrait.

e UseClassic Report Mode— “Classic” report format means the
older style TOPS 4.0® report style rather than the newer one with
fonts and bolding. Some customers requested that we still offer
the older style reports so their community offices would not be
confused with the newer report style. Check this option if you
wish to print the “Classic” report style.

& Fine Click the Print button to proceed to print the report with the options
you selected.
@Cancel Click the Cancel button to exit without printing the report.

If you clicked the Print button, the report will be generated with the options you selected.
A samplereport looks like this:
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Sample Report
Cash Receipts Journal

Date 07/27/09 Time 18:35:28

Starting date 04/01/07 Ending date 047320/07

Aoty Deacription

Inzome section

1310-000 hezessments Recehabie

1390-000  Owuner Interest Receh.

E330-000  Owner Irerest Incorne

Cash receipts sectin

Aefjustments

3310000 Prepaid Ouuner Aszessirenk

6430-000 Mtz Paid in Advares

(i ]

Accourt total:

0443007

Aecourt total:

043007

Aecount tofal:

Section tofal:

Section tofal:

0440407

Accourt total:

040407

Accourt total:

Section total:

Feport total:

Sample Condominium Report #0409 Page: 1

CASH RECEIPTS JOURNAL

Amount

0

16.72

1672

16.F2CR.

16.T20R

n

n

140 00CF,

140.00CF,

140.00

140.00

.

n

Deacription

Bpply Irferest

Lpply Irferest

Ouyner Expense Lot

Quyner Expense Dt
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Collection Report

Similar to the AR Activity Report, this report shows the beginning balance for a date
range, charges, adjustments, payments and ending balance for each owner who owes more
than a user entered Minimum Amount Due. It also shows payments received AFTER the
ending date range (payments are shown up to the date the report is actually printed) in a
separate column. Thisisimportant so the community officers do not waste time discussing
adelinquent owner who has actually paid after the report cutoff date. The step of the
collection action is aso shown for those owners picked up in the automated collection
action.

The report can be printed for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date EXCEPT for the collection
action step which will always show the current step, not the one from the past date.

" Collection Report Click the radio button next to Collection Report.

When you click the Collection Report, the AR Reports menu changes to show you the
options available for this report:

Owner A/R Activity - Options

< AR - Owner A/R Reports XX - Sample Condominium

Print Reports Current Perjed 40T Yo 04530007

Select Report Sort Order
i Aged Owner Balances
" Collection Status
™ Prepaid Ouwnets

" Street Address
{+ Sccourt Mumber
(" Owwners Balance Summary (Lt ILIn'rt_Numt:uer
 Owner &R Activity (" Alphabetic

(" Cash Receipts Journal I Section/Building Order

" Delingquency Trends Report

Date

Start Dete | 04071007 End Date | 0453007

d F‘rintl aCancelg

Select from these report options.

Sort Order Select the print order you wish for thisreport. The options are:

e Street Address— printsthe report starting with the first street and
the lowest street address # to the last street.

e Account # - prints the report in Account # order starting with the
lowest Account # to the highest.

e Lot/Unit # - printsthe report in Lot/Unit # order starting with the
lowest Lot/Unit # to the highest.
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e Alphabetic - printsthe report by owner LAST NAME, starting
with A - Z.

e Section/Building Order — groups the homes by Section or
Building #, if activated, using the Sort Order selected above.

Report Options | Other than the sort order, there are NO further options for the
Collections Report.

Date Enter adate range for the report as follows:
Start Date — the beginning date for showing the owner activity.
End Date — the ending date for showing the owner activity.

All the charges, adjustments, payments and payments after the report
ending date will be shown for the date range specified on the report.

& Fine Click the Print button to proceed to print the report with the options
you sel ected.
@Canee Click the Cancel button to exit without printing the report.

If you clicked the Print button, you will see this screen:
Set Minimum Due

E T —— LEX

v iSet Minimum Delinguent Amount;

0.00

E oK |®Cancel

When you enter aMinimum Amount Due here, the report will show just those delinquent
owners who owe an amount equal to or greater than the Minimum you enter. It will skip
including any delinguent owners who owe LESS than this Minimum.

Z o Click the OK button to proceed with printing the report with the
Minimum Amount Due you sel ected.

@Canee Click the Cancel button to exit without printing the report.

If you clicked the OK button, you will see the Print Options screen:
Print Options
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i Print Reports

Owner AR Collection report
Print To:

" =creen

File

Email

Community Web Site

i

)

Settings &8 Frint

i+ Portrait " Landscape
[~ Use Classic Report Mode

ZyCancel

Select from this print options:

Print To: e Printer — you can then select any printer available on your computer
system.

e Screen — displays the report on your computer screen.

e File— creates areport file, you can then select which file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

e E Mail — createsthe report in a PDF format and opens your e mail with
the report attached so you are ready to send it to someone’s € mail
address.

e Community Web Site - creates the report in PDF format and
automatically sendsit to a TOPS community web site, if any.

Settings e Portrait — the default option for thisreport. Thisreport is designed to
fit portrait mode without having to reduce font size.

e Landscape— click thisoption to print the report in landscape mode
rather than portrait.

e UseClassic Report Mode— “Classic” report format means the older
style TOPS 4.0® report style rather than the newer one with fonts and
bolding. Some customers requested that we still offer the older style
reports so their community offices would not be confused with the
newer report style. Check this option if you wish to print the “Classic”
report style.

& Frint Click the Print button to proceed to print the report with the options you
selected.
@Cancel Click the Cancel button to exit without printing the report.

If you clicked the Print button, the report will be generated with the options you selected.
A samplereport looks like this:
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Sample Report
Collections Report

Date: 7/28/09 Time: 5:59 PM Samp|e Condominium Page: 1

Collection Report
From 04/01/07 To 04/30/07

Minimurm Delingent Amount.  B0.00
Collection Status: 10-Late Motice  20-FirstWarning  30-Second Warning 40-Final Warning  A0-Attorney Action
51-Lien

50 rbed by Baginning Chargsa/ Amaunt L=t Ending Pmie sdar 045007
Acount Hum ber Hama EslEnce Adjustmanta Paid Faid Ealnce L=st Paid Pmt Total Sat
400 CRAIG 56500 b1 260,00 0405407 1492 66 011309 18000 20
Jenny Craig
400 Easy Shreet

TEL: 547-898-4312  §47-222-3341

700 BERLUEBE 9500 9133 90.00 0440307 96,33 050807 45.00 10
Georye Benbe
T00 Easy Strest
TEL: 301-776-1943

10009 CLARK 210,00 G7.96 60.00 0403407 217 .96 oo 51
John & hary Clak
10004 Bank Street
TEL: 301-445-1212

10013 BLEMES B5.00 55.69 E5.00 0452607 B35 .89 oo 10
Eill & Sarah Bame
10013 Bank Street
TEL: 301-699-123

10015 SPADE 43500 7284 0.0a 367.99 0.00
Sam Spae
10015 Bank Street
TEL: 301-555-47%0

TOTAL: 1,250.00 e J05.00 1. 140.63 2300
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Delinquency Trends Report

This report shows the trends of the owner balances for six months starting with the Cutoff
Date you enter. It does NOT show any balances for individual owners, rather, it showsthe
total due broken down by Charge Code going back six months so you can see the trend of
the balances due over that period.

A report fileis created so you can save the Trend Report. Y ou can aso enter notes
explaining the delinquency trends for each Charge Code. This report can be a handy tool
for community officers so they can monitor the effectiveness of their collections policy.

The report can be printed for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
you can go back to print a six month trend report simply by entering a past Cutoff Date.

" Delinguency Trendz Report | Click the radio button next to Delinquency Trends Report.

When you click the Delinquency Trends Report, the AR Reports menu changes to show
you the options available for this report:

Delinquency Trends Report - Options

< AR - Owner A/R Reports XX - Sample Condominium
Print Reports Current Period: 04001107 to 04530007
Select Report Sort Order Report Options
i Aged Owner Balances ~ = _ |—
" Callection Status ool B

=

™ Prepaid Ouwnets

(" Owwners Balance Summary
(™ Ovener &R Activity

i~ Caszh Receipts Journal [ Seci ] e J:
i Collection Report |
i Delinguency Trends Report

)
il

Date

Cutoff Date | J4/30007

g Print @Cancelg

Select from these report options.

Sort Order Because this report does not show individual owner balances, just the
overdl totas, thereis no Sort Order to salect from.

Report Options | Other than the sort order, there are NO further options for the
Collections Report.

Cutoff Date The effective date for this report. It will show balances due up to and
including the Cutoff Date you enter. Any transactions dated AFTER
the Cutoff Date will not be taken into consideration when printing this
report.
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The Cutoff Date can be any date in the past as long as the owners’
payment history records still exist.

& Fine Click the Print button to proceed to print the report.

Click the Cancel button to exit without printing the report.

GCan el

If you clicked the Print button, you will see this screen:
Existing Delinquency Trend Files

i AR - Delinguent Trend Report @

Directory: XX\ARTREND'

Create Mew ‘ 2 oK | (@ Cancel

-} Delets

Because this report automatically creates areport file which can be saved, the above
screen will show any previous Delinguency Trend Report files for this community. You
can reprint a past report by clicking to highlight it, then clicking OK.

The above screen does not show any existing Delinquency Trend Report files. We will
discuss the steps for generating a Trend report.

New Report
Create Mew Click the Create New button to proceed with creating areport file for
the Cutoff Date entered above.

When you click the Create New button, areport file will be created like this:
Delinquency Trend Report File
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< AR - Delinguency Trends Report XX - Sample Condominium

| [Sample Condominium

| DELINGUENCY TREHDS REPORT: AS OF Apr. 30, 2007

Description Current 0228107 01Er 123106 11730006

A1 - Maintenance Fee 2.220.00- 1,250.00- 550.00- 130.00 610,00
Enter i

01 - Late Fees
Enter Hote:

04 - Interest 16.72 .00 .00 .00 ©.00 000
Enter Hote:

C1 - Special Assess 650.00- 350.00- 50,00 250.00 .00 .00
Enter Hote:

11 - Cluly House Rent 130.00- 130.00- .00 65.00 T.00 000
Enter Hote:

Total 3.048.28- 1,735.00- 485.00- 520.00 610,00 000
Enter Hote:

hd

@Sa\lel = Frinti @ Cancel

It will display the overall totals of the owner balances due broken down by Charge Code.

Enter Note: | Click into the white note area under a Charge Code to type a note
explaining the trend of this balance like this:

Enter Hote: The owner balances have increased over the past § months due to several home
foreclosures that may result in writing off balances tlue.|

Each Charge Code can have a Note entered under it explaining the trend
of the balance over the past six months.

©) s | Click the Save button to save the report file with the Notes entered. Y ou
can then enter afile name or accept the system assigned file name:

~{' AR - Enter Deling. Trend Report Name D@@

File Name |nRo%0T29.TXT

' File Hame should not have any spaces ! |
& ox | @cancel

The default file name will have the date the report file was actually
generated. You can overtype the default name with another name that
makes sense to you.

OK — savesthe report file as named.
Cancd — exits without saving the report file.

If you clicked OK to savethe report file, you will see this confirming message showing
the path where the report file was saved:
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SY - TOPS MESSALCE

AR Deling. Trends File TATOPS20000 =X 8RTREMNDApril2007, TXT Created! ’

(0] | Cancel I

The report file will be saved to the path shown above in this message.
OK —click OK to proceed.
Cancel — click Cancel to exit.

h]

Once you click the OK button above, you will be returned to the screen where you can
select the Delinquency Trend Report you wish to print:

Existing Delinquency Trend Reports

“{ AR - Delinquent Trend Report @

Directory: XX\ARTREND'

apnila00 7, Tl

"_),Delete' Create Mew | oo | @) Cancel

Click to highlight the Delinquency Trend Report file you wish to print. Once you select
the report file, you can take these actions:

2 o Click the OK button to proceed with printing the report.

@Cancel Click the Cancel button to exit without printing the report.

D vetate Click the Delete button to erase the highlighted report file. It will then ask
: you this confirming message:

SY - TOPS MESSAGE

? Ok ko Delete the Filey?

e

Y es— will delete the report file.
No — will exit from the Delete function leaving the file “as is”.

Print Existing Report

Starting from the AR Reports menu, follow the same steps as when generating a new
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Delinquency Trend Report.

Delinquency Trends Report

< AR - Owner A/R Reports XX - Sample Condominium
Print Reports Current Period: 04001107 to 04530007

Select Report - Sort Order - Report Options
i Aged Owner Balances S

" Collection Status

™ Prepaid Ouwnets

(" Owwners Balance Summary
(™ Ovener &R Activity

i~ Caszh Receipts Journal T SectionEuliEr
i Collection Report

i Delinguency Trends Report

Cutoff Date | J4/30007

B R e e
0 O O VO L

~Date -

- Frintl @) Cancel

Cutoff Date— must be entered to proceed to the next screen.

Click the Print button to proceed with the report printing.

< Frint
@Cancel Click the Cancel button to exit.
Y ou will see any existing Delinquency Trend Reports that have been saved:

Existing Delinquency Trend Report Files

' AR - Delinquent Trend Report

Directory: XX\ ARTREND'

Spnl2007, Tl
M arch2007. TT

"_1Delete| Creats Mew | ook | @) Cancel

Click to highlight the report file. Y ou can then take these actions:

i

Click the OK button to proceed with printing the report.

@) Cancel

Click the Cancel button to exit without printing the report.
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j Delete

Click the Delete button to erase the highlighted report file. It will then ask
you this confirming message:

SY - TOPS MESSAGE |1

\_?(} 2k ko Delete the File?

Yes— will delete the report file.
No — will exit from the Delete function leaving the file “as is”.

If you clicked the OK button, you will see the Print Options screen:

Print Options

i Print Reports

Aged Delinfquency Report
Print To:

& (Printer

" =creen

" File

" Email

{7 Community Weh Site

Settings &8 Frint

i+ Portrait " Landscape

@) Cancel

Select from these print options:

Print To:

Printer — you can then select any printer available on your computer
system.

Screen — displays the report on your computer screen.

File— creates areport file, you can then select which file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

E Mail — creates the report in a PDF format and opens your e mail with

the report attached so you are ready to send it to someone’s e mail
address.

Community Web Site — creates the report in PDF format and
automatically sendsit to a TOPS community web site, if any.

Settings

Portrait — the default option for thisreport. Thisreport isdesigned to
fit portrait mode without having to reduce font size.

L andscape — click this option to print the report in landscape mode
rather than portrait.

jpn'ml

Click the Print button to proceed to print the report with the options you
selected.
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@Camll Click the Cancel button to exit without printing the report.

If you clicked the Print button, the report will be generated with the options you selected.
A samplereport looks like this:

Sample Report
Delinquency Trends Report

Sample Condominium Fage: 1
Deserption Current 0331407 02728407 013107 12031106 1180406
A - Maintenance Fee 2,200 00- 1,260 00- 55000~ 18000 £10.00 00

Mote: The owner halances have increased over the lasth months due t several home foreclosures that may resultin wriing off
balances due

011 - Late Fees E3.00- A4.00- 1500 2500 0.0 000
Mote: Late Fees hawe increased due to higher delinguency levels

1 - Speocial Assess B30.00- 350.00- 50.00 25000 00 .00
Note: Batne reason as Al ahove

11 - Club House Rent 130.00- 130.00- .00 6500 0.0 000

Total 3,065.00- 1,735.00- 445 .00- i} K000 .00

This concludes the section on AR Reports.
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Re-Print Reports

Whenever an owner balance changes, TOPS 4.0® prints a report showing the change to the
balance. These are called “Audit Trail” reports and are important paper documentation of
what charges and payments have been recorded in the Owners’ Payment Histories.
Because of the importance of these reports, we offer the ability to reprint reports where
Owner balances have been affected by selecting the report type, then entered a date range.
It will find al the owners affected in this date range and reprint the report looking just like
the original “Audit Trail” report, including the “Accounting Summary” page showing the
GL transactions generated by the activity.

Date Sensitive

TOPS 4.0® is totally “date sensitive” throughout. Meaning, you can reprint any of the
available reports for any period in the past aslong as the transaction history has not been
purged. So, for example, if you misplaced a Deposit Report from 2 months ago, you could
simply reprint it by selecting this report, then entering the date of the deposit. TOPS will
find everyone in the community who had a deposit made on that date and regenerate the
Deposit Report exactly asit looked when it was originally printed.

We’ll review each Report that can be reprinted in this manual section.

= — From the AR menu, click the Re-Print Reports menu tab.

When you click the Re-Print Reports menu tab, you will see the Re-Print Report menu:
Reprint AR Reports Menu

4 AR - Reprint

Reprint Reports Print Order

(" Depost Repart
 Cherpe et [ Street Address
" Expenze SAdiustments R e e e
(" Payment Adiustments
 Prepayment ™ LatAnit Mumber
(" Late Fee " Owwner Last Name
(" Interest

Starting Date | D40707

Ending Date | 040707

= Frint! @ Cancel

We’ll review each of the available reports that can be Re-Printed.
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Deposit Report

Use this reprint when you need to get another copy of a"Bank Deposit Report”. It
searches each Owner's account looking for payments 'Deposited’ on the "Date" you

gpecify. The Deposit Report will show the amount of each owners’payment, their check #,
if any, and the distribution of the payment against their balance due. The last page of the
Deposit Report has an Accounting Summary showing the GL transactions generated by the
deposit back when the deposit was originally made.

The report can be reprinted for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

[ Deposit Repaort

Click the radio button next to Deposit Report.

When you click the Deposit Report radio button, you can then compl ete the Date and Print
Order options for this report:

Deposit Report - Options

i AR - Reprint

Reprint Reports
{+ Deposit Report
(" Charges Applied
(" Expenze Adiustments]
(" Payment Adjustments
(" Prepayment
(™ Late Fes
(" Interest

Print Order
Street Address

Account Mumber
LotAnit Mumber

Owynet Last MName

Starting Date | 040707

Ending Date | 020707

- Print | QCancell

Select from these report options.

Print Order

It will automatically default to the Preferred Access Method
specified in the Owner Control File for this community. But you
may change the Print Order to any of the other orders shown.

Starting Date

Y ou can print the report for a certain fixed date or arange of dates.
Fixed Date— Enter the Date to reprint the report here.
Range — Enter the beginning date of your date range.

Ending Date

Y ou can print the report for a certain fixed date or arange of dates.

Fixed Date — Enter the same Date as the Starting Date to reprint the
report for that date only.

Range — Enter the ending date of your date range.
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& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Cancel Click the Cancel button to exit without reprinting the report.

If you clicked the Print button, you will see the Print Options screen:
Print Options

i Print Reports

Reprint Cash Receipt Deposits
Print To:

" Screen
(" File

Settings & Frint

* Portrait (" Landscape

@Can cel

Select from this print options:

Print To: e Printer — you can then select any printer available on your
computer system.

e Screen — displays the report on your computer screen.

o File— createsareport file, you can then select the file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

Settings e Portrait — the default option for this report. Thisreport is
designed to fit portrait mode without having to reduce font size.

e Landscape - click this option to print the report in landscape
mode rather than portrait.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Cancel Click the Cancel button to exit without reprinting the report.

Because it must search ALL owner payment history records to find transactions on the date
you entered, it can take several minutes to complete the reprint of the report. Please be
patient while the system searches for matching transactions.
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Charges Applied

Use this reprint when you need to get another copy of the recurring charges that have been
applied to the ownersin acommunity. It searches each Owner's account looking for
recurring charges, which are from the Charge Tables, for the "Date" you specify. The last
page of the Charges Applied report has an Accounting Summary showing the GL
transactions generated by the charges back when the charges were originaly applied to the
OoWners.

The report can be reprinted for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

" Charge= &pplied | Click the radio button next to Charges Applied.

When you click Charges Applied radio button, you can then complete the Date and Print
Order options for this report:

Charges Applied Report - Options

i AR - Reprint

Reprint Reports
(™ Deposit Report
(* Charges Applied
(" Expenze Adiustments]
(" Payment Adjustments

Print Order

Street Address

Account Mumber

LotAnit Mumber

(" Prepayment
(" Late Fee Onvvner Last blame
(" Irterest

Starting Date | 1401107

Ending Date | 020107

<& Print | QCancell

Select from these report options.

Print Order It will automatically default to the Preferred Access Method
specified in the Owner Control File for this community. But you
may change the Print Order to any of the other orders shown.

Starting Date Y ou can print the report for a certain fixed date or arange of dates.
Fixed Date— Enter the Date to reprint the report here.
Range — Enter the beginning date of your date range.

Ending Date Y ou can print the report for a certain fixed date or arange of dates.

Fixed Date — Enter the same Date as the Starting Date to reprint the
report for that date only.

Range — Enter the ending date of your date range.

239




& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Cancel Click the Cancel button to exit without reprinting the report.

If you clicked the Print button, you will see the Print Options screen:
Print Options

' Print Reports

Reprint charges applied

Print To:
« {Printer
" Screen
(™ File

Settings &5 Frint
* Portratt " Landszcape

@) Cancel

Select from this print options:

Print To: e Printer — you can then select any printer available on your
computer system.

e Screen — displays the report on your computer screen.

o File— createsareport file, you can then select the file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

Settings e Portrait — the default option for this report. Thisreport is
designed to fit portrait mode without having to reduce font size.

e Landscape - click this option to print the report in landscape
mode rather than portrait.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Canee Click the Cancel button to exit without reprinting the report.

Because it must search ALL owner payment history records to find transactions on the date
you entered, it can take several minutes to complete the reprint of the report. Please be
patient while the system searches for matching transactions.
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Expense Adjustments

Adjustments are made from the Owner Balances screen using the Add/Waive button. A
report is printed when Adjustments are originally made to an owner’s account. If you have
lost or misplaced the original report, use this reprint to find the manua adjustments, either
Add or Waive transactions, that changed owner balances on a certain date or range of
dates. It searches each Owner's account looking for Adjustment transactions for the "Date"
you specify. The last page of the reprint Expense Adjustments report has an Accounting
Summary showing the GL transactions generated by the adjustments back when the
adjustments were originally made to the owners.

The report can be reprinted for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

(" Expense Adiustments

Click the radio button next to Expense Adjustments.

When you click Expense Adjustment radio button, you can then complete the Date and
Print Order options for this report:

Expense Adjustment Report - Options

~“f AR - Reprint

Reprint Reports
™ Deposit Repart
(" Charges Apglied
(¥ Expenze Adjustments
(" Payment Adiustiments
(" Prepayment
(™ Late Fee
(" Interest

Print Order

Street Address

+  Account Mumber

LatUnit Mumber

Owynier Last Marme

Starting Date | 040307

Ending Date | 0400307

& Frint I @n:ancell

Select from these report options.

Print Order

It will automatically default to the Preferred Access Method
specified in the Owner Control File for this community. But you
may change the Print Order to any of the other orders shown.

Starting Date

Y ou can print the report for a certain fixed date or arange of dates.
Fixed Date — Enter the Date to reprint the report here.
Range — Enter the beginning date of your date range.

Ending Date

Y ou can print the report for a certain fixed date or arange of dates.

Fixed Date — Enter the same Date as the Starting Date to reprint the
report for that date only.

Range — Enter the ending date of your date range.
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& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Cancel Click the Cancel button to exit without reprinting the report.

If you clicked the Print button, you will see the Print Options screen:
Print Options

' Print Reports

Reprint Expense Adjustments

Print To:
« {Printer
" Screen
(™ File

Settings &5 Frint
* Portratt " Landszcape

@) Cancel

Select from this print options:

Print To: e Printer — you can then select any printer available on your
computer system.

e Screen — displays the report on your computer screen.

o File— createsareport file, you can then select the file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

Settings e Portrait — the default option for this report. Thisreport is
designed to fit portrait mode without having to reduce font size.

e Landscape - click this option to print the report in landscape
mode rather than portrait.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Canee Click the Cancel button to exit without reprinting the report.

Because it must search ALL owner payment history records to find transactions on the date
you entered, it can take several minutes to complete the reprint of the report. Please be
patient while the system searches for matching transactions.
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Payment Adjustments

Payment Adjustments are made from the Owner Balances screen using the Pay Adjust
button. Payment Adjustment are for backing out an NSF check, changing the amount of a
payment or the distribution of the payment against the owner balance. A report is printed
when Payment Adjustments are originaly made. If you have lost or misplaced the original
report, use this reprint to find the Payment Adjustments on a certain date or range of dates.
It searches each Owner's account looking for Adjustment transactions for the "Date" you
specify. The last page of the reprint Payment Adjustments report has an Accounting
Summary showing the GL transactions generated by the adjustments back when the
adjustments were originally made.

The report can be reprinted for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

 payment sdjustments | Click the radio button next to Payment Adjustments.

When you click Payment Adjustment radio button, you can then complete the Date and
Print Order options for this report:

Payment Adjustment Report - Options
4t AR - Reprint

Reprint Reports

™ Deposit Report

(™ Charges Applied

(" Expense Adiustments

Street Address

% Account Mumber

Latnit Mummber

(™ Prepayment
(™ Late Fee
(" Interest

Owvnier Last Mame

Starting Date | 04/05T7

Ending Date | 040507

j Print g @Dancel
1 I

Select from these report options.

Print Order It will automatically default to the Preferred Access Method
specified in the Owner Control File for this community. But you
may change the Print Order to any of the other orders shown.

Starting Date Y ou can print the report for a certain fixed date or arange of dates.
Fixed Date — Enter the Date to reprint the report here.
Range — Enter the beginning date of your date range.

Ending Date Y ou can print the report for a certain fixed date or arange of dates.

Fixed Date — Enter the same Date as the Starting Date to reprint the
report for that date only.

243




Range — Enter the ending date of your date range.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.

@Cancel Click the Cancel button to exit without reprinting the report.

If you clicked the Print button, you will see the Print Options screen:

Print Options

' Print Reports

Reprint Payment Adjustments
Print To:

& Briter
" Screen
(" File
Settings £ Primt
* Portrait (" Landscape
@) Cancel

Select from this print options:

Print To: e Printer — you can then select any printer available on your
computer system.

e Screen — displays the report on your computer screen.

e File— createsareport file, you can then select the file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

Settings e Portrait — the default option for thisreport. Thisreport is
designed to fit portrait mode without having to reduce font size.

e Landscape— click thisoption to print the report in landscape
mode rather than portrait.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Canee Click the Cancel button to exit without reprinting the report.

Because it must search ALL owner payment history records to find transactions on the date
you entered, it can take several minutes to complete the reprint of the report. Please be
patient while the system searches for matching transactions.
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Prepayment

Prepays are owners who have credit balances in the Prepaid Charge Codes (PP, PP-A1,
PP-01, etc.). After recurring charges are applied, the system will prompt you to have it
Apply Prepays (credits) against the owner balances so owners don’t show both a balance
due and a credit balance at the sametime. Thisis called Prepaid Credit and it isamenu
choice on the Apply Charges menu. A report is printed when Prepays are originaly
applied. If you have lost or misplaced the original report, use this reprint to find the
Prepays that were applied on a certain date or range of dates. It searches each Owner's
account looking for Applied Prepays transactions for the "Date” you specify. Thelast page
of the reprint report has an Accounting Summary showing the GL transactions generated
by the Apply Prepays back when it was originally done.

The report can be reprinted for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

" Prepaymert Click the radio button next to Prepayment.

When you click Prepayment radio button, you can then complete the Date and Print Order
options for this report:

Prepayment Report - Options
“f AR - Reprint 15 -2125.. DB

Print Order

Reprint Reports

™ Deposit Repart

(" Charges Applied
(" Expense Adjustmernts|
(" Paymert Adjustments
f* Prepayment
Late Fee
(" Irterest

" Street Address

+  Account Mumber

™ LotUnit Mumber

" Owener Last Mame

Starting Date | 0401 /07

Ending Dete | 040107

<5 Print g @ Cancel
| I

Select from these report options.

Print Order It will automatically default to the Preferred Access Method
specified in the Owner Control File for thiscommunity. But you
may change the Print Order to any of the other orders shown.

Starting Date Y ou can print the report for a certain fixed date or arange of dates.
Fixed Date— Enter the Date to reprint the report here.
Range — Enter the beginning date of your date range.

Ending Date Y ou can print the report for a certain fixed date or arange of dates.
Fixed Date — Enter the same Date as the Starting Date to reprint the
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report for that date only.
Range — Enter the ending date of your date range.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Cancel Click the Cancel button to exit without reprinting the report.

If you clicked the Print button, you will see the Print Options screen:
Print Options

' Print Reports

Reprint prepayment
Print To:

(" Screen
™ File

Settings &5 Frint

* Portratt " Landszcape

#ycaneel

Select from this print options:

Print To: e Printer — you can then select any printer available on your
computer system.

e Screen — displays the report on your computer screen.

e File— createsareport file, you can then select the file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

Settings e Portrait — the default option for this report. Thisreport is
designed to fit portrait mode without having to reduce font size.

e Landscape - click this option to print the report in landscape
mode rather than portrait.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Cancel Click the Cancel button to exit without reprinting the report.

Because it must search ALL owner payment history records to find transactions on the date
you entered, it can take several minutes to complete the reprint of the report. Please be
patient while the system searches for matching transactions.
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Late Fee

When Late Fees are applied to delinquent owners who meet the criteriafor being charged
this penalty, areport is printed showing each owner and the amount of the Late Fee
charged. If you havelost or misplaced the original report, use this reprint to find the Late
Fees that were applied on a certain date or range of dates. It searches each Owner's
account looking for Late Fee transactions for the "Date" you specify. The last page of the
reprint report has an Accounting Summary showing the GL transactions generated by
applying Late Fees back when it was originally done.

The report can be reprinted for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

(" Late Fee Click the radio button next to L ate Fee.

When you click the Late Fee radio button, you can then complete the Date and Print Order
options for this report:

L ate Fee Report - Options
“f AR - Reprint

Reprint Reports
" Deposit Report
(" Charges Applied
(" Expenze Adjustments
" Payment Adiustment
(" Prepayment
(+ |ate Fee
(" Interest

Print Order
Street Addrezs

i+ Account Mumber
Latiinit Mumber

Cwynet Last Mame

Starting Date | 04/15/07

Ending Date | 04/ 507

£ Print % @y Cancel
| I

Select from these report options.

Print Order It will automatically default to the Preferred Access Method
specified in the Owner Control File for this community. But you
may change the Print Order to any of the other orders shown.

Starting Date Y ou can print the report for a certain fixed date or arange of dates.
Fixed Date — Enter the Date to reprint the report here.
Range — Enter the beginning date of your date range.

Ending Date Y ou can print the report for a certain fixed date or arange of dates.

Fixed Date — Enter the same Date as the Starting Date to reprint the
report for that date only.

Range — Enter the ending date of your date range.
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& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Cancel Click the Cancel button to exit without reprinting the report.

If you clicked the Print button, you will see the Print Options screen:
Print Options

' Print Reports

Reprint late fee
Print To:
* {Printer
" Screen
™ File
Settings &5 Frint
* Portratt " Landszcape
@) Cancel

Select from this print options:

Print To: e Printer — you can then select any printer available on your
computer system.

e Screen — displays the report on your computer screen.

o File— createsareport file, you can then select the file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

Settings e Portrait — the default option for this report. Thisreport is
designed to fit portrait mode without having to reduce font size.

e Landscape - click this option to print the report in landscape
mode rather than portrait.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Canee Click the Cancel button to exit without reprinting the report.

Because it must search ALL owner payment history records to find transactions on the date
you entered, it can take several minutes to complete the reprint of the report. Please be
patient while the system searches for matching transactions.
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Interest

When Interest is applied to delinquent owners who meet the criteriafor being charged this
penalty, areport is printed showing each owner and the amount of Interest charged. If you
have lost or misplaced the original report, use this reprint to find the Interest charges that
were applied on a certain date or range of dates. It searches each Owner's account looking
for Interest transactions for the "Date" you specify. The last page of the reprint report has
an Accounting Summary showing the GL transactions generated by applying Interest back
when it was originally done.

The report can be reprinted for any date in the past as long as the payment history records
still exist for that period. Because this report has “date sensitivity” technology built into it,
the report will look just like the original report for a past date.

" Irterest Click the radio button next to I nterest.

When you click the Interest radio button, you can then complete the Date and Print Order
options for this report:

Interest Report - Options
' AR - Reprint

Reprint Reports
(™ Deposit Repart
(" Charges Applied
(" Expensze Adjustments
(" Payment Adiustments

Print Order

Street Addrezs

& Account Mumber

LatAnit Mumber

(" Prepayment
(" Late Fee Cryner Last Mame
(+ Interest

Starting Date | 145300107

Ending Date | 0403007

<& Print | @ Cancel

Select from these report options.

Print Order It will automatically default to the Preferred Access Method
specified in the Owner Control File for this community. But you
may change the Print Order to any of the other orders shown.

Starting Date Y ou can print the report for a certain fixed date or arange of dates.
Fixed Date — Enter the Date to reprint the report here.
Range — Enter the beginning date of your date range.

Ending Date Y ou can print the report for a certain fixed date or arange of dates.

Fixed Date — Enter the same Date as the Starting Date to reprint the
report for that date only.

Range — Enter the ending date of your date range.
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& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Cancel Click the Cancel button to exit without reprinting the report.

If you clicked the Print button, you will see the Print Options screen:
Print Options

' Print Reports

Reprint Interest
Print To:

Settings &5 Frint

* Portratt " Landszcape

@) Cancel

Select from this print options:

Print To: e Printer — you can then select any printer available on your
computer system.

e Screen — displays the report on your computer screen.

o File— createsareport file, you can then select the file format you
wish such as, Excel®, Rich Text Format (RTF), PDF, and more.

Settings e Portrait — the default option for this report. Thisreport is
designed to fit portrait mode without having to reduce font size.

e Landscape- click this option to print the report in landscape
mode rather than portrait.

& Fine Click the Print button to proceed to reprint the report for the date(s)
specified.
@Canee Click the Cancel button to exit without reprinting the report.

Because it must search ALL owner payment history records to find transactions on the date
you entered, it can take several minutes to complete the reprint of the report. Please be
patient while the system searches for matching transactions.

This compl etes the manual section on Re-Print Reports.
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Bills & Coupons

Within TOPS you have the ability to print owner Bills, Statements, Coupons as well as
generate files for outside coupon and statement printers. Bills and Statements can be
printed on plain paper or on special pre-printed forms available from your TOPS Software
forms supplier. Coupons can be printed 3 per page or 4 per page and require special
perforated forms that separates the returnable payment coupon from the stub kept by the
owner for their records.

The specia formsfor Bills, Statements and Coupons are available from:

Dynamic Systems Formost Graphic Communications
800-782-2946 301-424-4242

If you use abank lockbox system for processing cash receipts, then you probably need to
provide owners with payment coupons or statements with a scan line the bank can read.
The scan line identifies the community so the bank can deposit the money into the correct
bank account, a unit identifier so the home can be updated for the payment and the
amount(s) due. Normally, thisis done using an outside coupon and statement printer. You
would then use the menu choices for Statement File or Create Coupon File to generate the
owner payment information needed for scannable payment documents to be printed.

Enhanced Bills

This new menu choice let’s you customize Bills & Statements. Y ou can select from
several modern statement designs, move the statement el ements around on the statement
form, include your logo, a community logo and, for certain banks, you have the option to
print the bank scan line that works with their lockbox system. Through Enhanced Bills
you also have the option to email Billsto owners.

No matter which type of Bills & Coupons you wish to generate, you must start on the AR
Menu under the Bills & Coupons menu tab.

Bill: & Coupans From the AR Menu, click on Bills& Coupons.
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Y ou will seethe Bills & Coupons menu:

Bills & Coupons

Bills &
Coupons

Erhanced Billz

P

Statement File

eE,
Custom Bills

2

Print Coupons

at
C-:-ug?:-n Ehl-'ile
" Custom
Coupons

We’ll cover each menu choice in turn.
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Enhanced Bills

Thislets you create a customizable Statement or Invoice where you can select from several
preset templates, then customize it with your logo as well as move the data elements
around on the form. You can opt to include a bank scan lineif you wish. Finally, the
Enhanced Bills can be emailed to owners rather than printed.

Because the Enhanced Bills have the option to print certain bank scan lines on the Invoices
and Statements, it may eliminate the need for custom Billsin TOPS. When you are
completing the screens to generate the Bills, you will see the option to include a bank scan
line. That will open abrowselist of all available bank scan lines. If you do not see your
bank on the list, please contact your TOPS Account Exec for assistance at 800-760-9966.

The differences between these 2 Bills types are:

e |Invoice- abill with future charges for the next accounting period. You do NOT
need to apply the charges for the future period for them to be printed on the
Invoice. The software knows how to read the owner charge setup to include the
future charges. Invoices can have a bal ance forward showing past due balances.
There are severa formats you can select.

e Statement — abill that shows all the charge and payment activity for a range of
dates. It can aso hill for future charges for the next accounting period. You do
NOT need to apply the charges for the future period for them to be printed on the
Invoice. The software knows how to read the owner charge setup to include the
future charges. There are severa formats you can select.

Follow these stepsto print an Invoice or Statement type of bill.

ﬁ From the Bills & Coupons menu, click on the Enhanced Bills button.
newl Eéé;

Enhanced Billz

Steplof 4

The 1% step for generating Enhanced Bills looks like this:
Enhanced Owner Bills--Options
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@ Bills and Statements

XX - Sample Condominium Step 10of 4

Tvpe Options
@ Statements O Invoices |:| Include Payment Histary MNotes

Include Second Owner Mame
Layaouk

Include Balance Forward [] 1nchude Balanice Breakdown
CustomsStatement - <No Default Item>  [»| [& [] Include Future Charges [%Futiva Chames Desenption '
Scan Lines Bank Settings  Adjustments

Make Checks Payable To | Community |

[ X |
| <MoScanlinex | <MfAs
e Sample Condominium

Charge Codes Options Return Payment Address | Carmmunity ]
20010 Diamaond Drive
&) all Codes ) Selected Codes Rockvile, MD 20855
Period
sre Message
Description I; Cerind Description> [

Start /EndDate 5(1j2011 [+ |sf31/2011 [+

Due Date gi1fz011 [+
‘ E ‘ ‘ ﬁ MMark as Billable h ‘ » ‘ ‘ m ‘
Layouts Settings Back. Mexk Exit
We’ll cover each item on this screen in more detail below.
Bill Type Select the Bill Type you wish to generate for the owner. The choices are:

e Statement — shows the charge and payment activity for arange of
dates. It also offers the option to include future charges, based on the
recurring owner charges each owner is setup to be charged. It reads
the Charge Tables to know what the future charges will be.

e Invoice - shows abalance due or balance forward as of a cutoff date.
It also offers the option to include future charges, based on the
recurring owner charges each owner is setup to be charged. It reads
the Charge Tables to know what the future charges will be.

Make the selection of the Bill Type.

L ayout Use the down browse arrow [ to select one of the followi ng form types:

Select L ayout
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|_TOPS Enhanced =

T =

:_ =
\!Efé Modern Bl... \“EE Wintage Gray

Shadowba. ., Madern Gray

Faded Blue

i) (i

‘UEE Wb Elue QE

__TOPS Classic

% Baokkom Co...

Select a Layout

[

E= Top Coup...

Display Filker
|=all LAYOUTS >

e TOPSEnhanced — select from severa new full page Bill designs.
Each Bill is formatted so the owners name and address fit a standard
#10 window envelope. Any of these formats can be printed or
emailed.

To see asample of the Bill, select the Format, then click on the
magnifying glass % icon on the main Bills screen.

e TOPS Classic — The standard plain paper invoices that have been part
of TOPSfor years. If you have preprinted forms that you use for
owner Bills, then you would want to select one of these forms, either
Top Coupon or Bottom Coupon. Any of these formats can be printed
or emailed.

Double click on one of the Bill Formatsto select it. That will return you to
the Bills Options screen where you can proceed.

Click on the magnifying glassicon to view a sample of the selected Bill
Format.

Scan Lines Use the Scan Lines option to include one of the pre-set bank scan lines that
will work with the bank’s lockbox system. By default, the option is “No Scan
Line”. Use the down browse arrow ™ to select from thelist of banksif you
wish to have a scan line printed on the Bill.
<Mo Scan Line= W
Banca Popular
CAB
First Bank.
Iberia Bank
SmartStreet
TMR
S Bank b
Other banks will be added to thislist of available scan lines over time. If you
do not see your bank listed, please contact your TOPS Account Exec for
assistance at 800-760-9966.
Bank Settings | If printing a bank scan line on the bill, some bank lockbox systems require
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further information. That is handled under the Bank Settings. Use the down

browse arrow [ to enter the additional Bank Setti ngs that may be required by
your bank.

"AAFS® zpecific zettings
b anagement Company [0 [4 digit]

Azzociation [0 [6 digit]

[ Save ][ Cancel ]

In this case, you must enter a Management Company ID and an Association
ID, then click the Save button.

Note: Not al banks have additional Bank Settings. In that case, once you
select the bank, the Bank Settings will say “N/A”.

Adjustments

Use the Adjustments to move the bank scan line up/down or left/right so it
printsin the correct position on the Bill. This allows you to make small
changes to the scan line location to compensate for differencesin printers.

|F'. Positive "ertical Adjustment’ moves the Scan Line down {" |

Haorizonkal Adjustment 0,00 ~|

I1zing Defaulk Scan Line Pastion

£ |4

Yertical Adjuskment .00

=2 'Custom Postion' [ se 'Default Postion’ ]

e UseDefault Position — thisis the option that should print the scan line
in the location on the bill that your bank wishes. Click it to use the
Default Position for the scan line.

e Use Custom Position — use this option if your bank tells you that the
scan line position is not correct. You can then use the Horizontal and
Vertical Adjustments to move the scan line to correct the location.

Recommendation: We suggest you print sample Bills with the bank scan
line and send them to your bank for testing before printing actual Bills for
owners. The bank can then let you know if you need to move the scan line.
Differencesin printers can result in the need to make adjustments to the scan
line position on aBill.

Charge Code
Options

Y ou can generate a Bill for all balances due (All Codes) or select just certain
charges (Selected Codes). By default, All Codes is selected.

e All Codes - Generates aBill (Invoice or Statement) showing ALL
balances due.

e Selected Codes— Let’s you select certain Charge Codes to include on
the Bill. If thisoption is selected, it may not bill the owner for
everything that is owed.

Y ou must select on Charge Code option or the other before proceeding.

Period

Enter the name of the Period being billed and the date as follows:
e Description — a name for the billing period such as “May 2011”.
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Statements:

e Start/End Date - Enter the date range for including charge and
payment activity on a Statements.

e Due Date - the date the payment should be made by the owner soiitis
not considered late.

I nvoices:
e Cutoff Date— The date for calculating the owner’s Balance Forward,
if any.
e DueDate - the date the payment should be made by the owner soitis
not considered late.

Options Starting at the top right portion of the Bills Options screen, checkmark these
boxes to activate/deactivate these options:

e Include Payment History Notes— by default thisoptionis
unchecked. If you wish to print the Notes entered into the Owners’
Payment Histories, then checkmark this option.

e Include Second Owner Name — by default this option is checked. If
checked, it will print the 2" Owner Name, if any, on the Bills as space
alows.

e Include Balance Forward — by default this option is checked. If
checked, it will print a Balance Forward on the bill for the Charge
Codes selected to be included on the bill. 1f not checked, it will only
show the charges for the current period without a Balance Forward.

* Include Balance Breakdown — if the “Include Balance
Forward” option is checked, then you have the further option
of printing a complete Balance Breakdown by Charge Code.

e Include Future Charges - by default this option is checked. If
checked, then later on you will be able to select which Charge Tables
to include in the Bill for the next billing period. This allows you to
bill for afuture period without the need to apply the chargesto the
owners.

= Future Charge Description — if you selected the “Include
Future Charges” option, then you can enter a name for the
future period, like “May 2011
Make Checks | Select which name to print on the Bills as the one to make checks paid to.
Payable To | yse the down browse arrow * to select from:
Carnrmunity W
Management Company
Qther. ..
The default is the Community Name, but you can select the Management
Company Name or another name. The names come from the Owner > Owner
Control File.
Return Select the Payment Addressto print on the Bills. Use the down browse arrow
Payment ¥ to select from:
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Address

Carmunity w

Lockbox
Managerment Company
Cther...

The default is the Community Address, but you can select the Lockbox
Address, Management Company Name or another address. The addresses
come from the Owner > Owner Control File.

M essage

A free-form M essage that is printed on every owners’ Bill. The message is
saved so that you can use it again the next billing period if you wish.

Mark. as Billable

Notice the “Mark as Billable” checkbox at the bottom of the Bills Options
screen. |If checked, it will add the number of Bills generated to the
Communications History as areimbursable expense. Y ou can then print a
report showing al the mailings that are billable so you can recover your
expenses. A mailing can be billable whether it is printed or emailed.

=

Lawouks

The Enhanced Bills offers a number of modern bill layouts which you can
select. You can also copy (clone) one of the existing bill layouts then
customizeit as you wish. Layouts are global, meaning, every layout is
available for use in every community. If you create a custom Bill layout, you
can useit in multiple communities if you wish. Y ou can merge community
and owner datainto these Bill layouts to make them appear to be customized
for each community.

Simply click the L ayouts button to select a bill layout or to customize aBill.

L ayouts

@ Layout Manager g

|On|y '‘Custom’ Layouts may be modified, All other Lavouts are read-only templates, 0 |

| TOPS Enhanced

Wweb Elua

"EE Faded Blue

| TOPS Classic

% Bottom Co... % Top Coup, ..

Display Filber
“ALL LAYOUTS = v

5] W‘H‘ ‘ﬁ E‘

Design Delete Clone Preview Settings Exit

Modern Blue {logo) (Bottom Coupon, Fits a Standard #10 Envelope)

The Layouts are grouped into 3 possible groups:
e TOPS Enhanced — modern bill layouts
e TOPS Classic — the standard Invoice and Statement layouts which
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have been part of TOPS for years.

e Custom Statement — this group only showsif you have customized a
Bill.

We’ll explain more about customizing a Bill under the heading “Customizing
Bills” below.

o

Settings

Click the Settings button to add logos to your Bills.

Settings
@Settings g

Management Company Settings

To display the Manangement Comparry Loga, the Lavout

Management Company Logo Settings
sk contain a Pickure object named 'pictanit’, £ Rt =

To display the Community Logo, the Layvout must conkain a
Picture object named 'picComm’,

No Image Selecred
Layouts that do nok contain those Picture objects will nat
display these images,

Images will be resized ko 3.5 inches wide by 1 inch tall, Seleck I [ Clear Image

Community Settings

XX—SHOWCF\SE CONDOMINIUM V Commurity XX - Sample Condominium' Logo
‘fou may select a default Layout and Scan Line For each
Cammunity,
No Image Selecred
&
; Select Clear Image
(=MfAz

Display Image on Statements

‘fou may select a unique logo For each Cammunity,

[ QK ]I_ Cancel ]

Y ou can add a digitized Management Company logo and a Community logo
to Bills. Both logos can print on the Bill if you wish.

Use the Select button to browse to find the digitized logo to

print on the Bill. This can be either a Management Company logo or the
Community logo.

Use the Clear I mage button to clear alogo if you no longer

wish to print it on aBill or you wish to replace it with another logo.

Community Settings
The currently selected community is displayed. Y ou can use the down

browse arrow ™ to select other communities while on the Settings screen and
enter the following Bill info for each community:
e Layout — select aBill Layout for each community

e Scan Lines— select abank Scan Line for each community
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e Bank Settings— if the bank you selected for the Scan Line has other
required data fields, you can complete them here.

¢ Adjustments— adjust the Scan Line printing position up/down and
left/right to compensate for differences between printers.

* Click the Next button to proceed with the Bills generation.
Mext
m Click the Exit button to exit from the Bills Options screen without
proceeding.
Exit
Step20f4

If you clicked the Next button, you will see the 2™ step so you may continue to select options
for generating Invoices or Statements.

; nd
Bills— 2™ Step
@ Bills and Statements
XX - Sample Condominium Step 2 of 4
Print Order & Selection Options Select Owner Tvpes
™ al

Print Crder | Account # ~ Current Cnaners

Select Recipients |:| Renters | Tenants

PracessFar: | All Homes ;| [] Previous Owners

Developers
[] pirect Debit Cwners Orily

Select Bill Optians

[] Bills with Zero Balance
[ Eills with Prepaid Balances {Credits)
Consolidate Group Owners Summarize
[ Eills far Direct Debit Cwners
[ Eills with Balance Due that is:

E I T ‘ = H > H o ‘

Layouks Settings Back. MNexk Exit

Here you can select the print order and which owners are to receive a bill along with other
options.

Print Order | Select the order in which the Billswill be generated. Use the down browse

arrow ¥ to select from these print orders:
Street Address

Lok it #
Sork Marne
Zip Code
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The default will be the Preferred Access order from the Owner Control File,
but you may select the Print Order that best suits your needs.

Select
Recipients

Select which owners will receive the Bills. Use the down browse arrow ™ to
select from the following options:

Fange of Homes
Section [ Building
Selected Homes

The default is All Homes, but you may select any of the other options. If you
select anything other than All Homes, you will then select which homesto
include.

Sdect Owner
Types

Next, you have the option of check marking which Owner Typesto include.
The options are:

Select Owner Types

Current Cwners

[] Renters | Tenants

[] Previous Owners
Developers

[] Direct Debit Cwners Only

By default, the Current Owners and Developers are checked. Y ou can check
or uncheck the other Owner Types as you wish.

Direct Debit Owners Only — checkmark this option to print Bills for those
owners who have opted to pay by Direct Debit.

Select Bill
Options

Use the Select Bill Optionsto refine who is going to received an Invoice or
Statement. The options are:

Select Bill Options

] Eills with Zero Balance

[] Bills with Prepaid Balances (Credits)
Consolidate Group Owners Summarize
[] Bills For Direct Debit Owners

[] Eills with Balance Due that is:

e Billswith Zero Balances — checkmark this option to skip printing
Billsfor ownersif the total amount due equals zero.

e Billswith Prepaid Balances (Credit) — checkmark this option to skip
printing Bills for owners who have a credit balance due.

e Consolidate by Owner Group — checkmark this option to get
consolidated Bills for those owners who own 2 or more homes in the
community. If checked, one Bill will be generated that will include
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ALL homes owned by an owner (an Owner Group).

=  Summarize - if the Consolidate Group Ownersis checked,
then you see this further option. To save space on the Bill,
instead of itemizing the balances due for each homein the
Owner Group, it will merely print atotal for each home in the
group.
Billsfor Direct Debit Owner — checkmark this option to print Bills
for those owners who have opted to pay by Direct Debit. While the
Bill will be printed, it will include a “Do Not Pay” message letting
them know the amount will be auto-debited against their bank account.

Billswith Balanced Duethat is— use the down browse arrow to
select from these options:

less than

less than ar eiual ki

greater than or equal ko
equal ko

These options let you filter based on the amount owed. This can be
handy so you only print Bills for owners who owe a significant
amount.

Mark. as Billable

Notice the “Mark as Billable” checkbox at the bottom of the screen. If
checked, it will add the number of Bills generated to the Communications
History as areimbursable expense. Y ou can then print areport showing al
the mailings that are billable so you can recover your expenses. A mailing
can be billable whether it is printed or emailed.

Click the Back button to return to the Step 1 of 4 screen where you can
review or change Bill options.

Click the Next button to proceed to Step 3 of 4.

s
-
bl

Exit

Click the Exit button to exit from the Bills Options screen without
proceeding.

Step 30f 4

If you clicked Next on Step 2, you will see Step 3 of 4 screen.

Bills- 3" Step
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@ Bills and Statements

XX - Sample Condominium Step 3 of 4
Select Output

® E Print Only

) Email Only ' '

Return Receipt

~ =]
) I Print & Email

Output Review
tems To Print: 27
Emails to Send: L]
Total kems: 2T

Layouks Settings Back. Mexk Exit

Here you can select the method of output for Bills, either printed or emailed.

Select Output | Select whether you wish to print the Bills or email them. Select from one of
these options:

e Print Only — will generate printed Invoices or Statements.

e Email Only — will email Invoices or Statements to those owners who
have Opted-In to receive email communications.

e Print & Email — this option will print Invoices or Statements for
owners who have NOT Opted-In for email, then email Invoices or
Statements to those owners who HAVE Opted-In to receive email.

Y ou must select one of these output options. The default is Print Only.

Output Based on the Output options selected, it will show a preview count of how
Review many Billswill be printed and how many emailed.

Email If you selected one of the Output Options that includes email, then this area
Options becomes active. Y ou can set some options for handling the emailed Bill as

well as change the wording on the email transmittal that is sent with the Bill.
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Email Options
Priatity | Mormal w Reply To | Jimd@HOAMgmt W
subject |Sample Condaminium - Statement of Accounts Mati| [ ] Return Receipt

Dear {@0wneMame),

Fleaze review the attached Statement of Account fram S ample Condominium
regarding {=Propertydddress)

Thark ou,
Tearn 321 Mamt

Imsert fieids: fimOwnerlame} {GPropertyAddress)

Priority — use the down browse arrow ™ to select the priority for sending the
email. The choicesare:

- Normal — the default
- High
- Low

Reply To - use the down browse arrow ™ to select one of the email addresses
owners should use if they wish to reply to receiving the emailed Bill.

Subject — you can change the Subject lineif you wish. By default it will
show the community name and “Statement of Accounts Notice”.

Return Receipt — check mark this box to get back a notice that your email
has been received by each owner how opensiit.

Email Transmittal Body — similar to Form Letters, there are merge codes
which can be inserted into the body of the email to personalize it for each
owner. There are only 2 merge codes available to be inserted into the body:

- Owner Name — { @OwnerName}
- Property Street Address — { @PropertyAddress)

Y ou can change the default verbiage in the Email Transmittal Body if you
wish. It will automatically save any changes so you can use it again the next
billing period.

Mark. as Billable

Notice the “Mark as Billable” checkbox at the bottom of the screen. If
checked, it will add the number of Bills generated to the Communications
History as areimbursable expense. Y ou can then print areport showing al
the mailings that are billable so you can recover your expenses. A mailing
can be billable whether it is printed or emailed.
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Click the Back button to return to the Step 2 of 4 screen where you can
review or change Bill options set on this screen.

.
-

Click the Next button to proceed to Step 4 of 4.

Mext
m Click the Exit button to exit from the Bills Options screen without
proceeding.
Exit
Step4of4

If you clicked the Next button, you will seethe 4™ and final step for generating Bills. It shows
apreview of all Billsto be printed or emailed.

Job Preview
@ Bills and Statements E“E“z]
XX - Sample Condominium Step 4 of 4
1 Also Print the items ko be Emailed |The Scan Line position is determined by which Scan Line wou are processing, 0 |

Items ko be Printed Ttems to be Emailed

,ﬁ; Export Options -

Rockyifie MO 20888-1212 -
307-555-1272 =

H 4 ef1d b M

840 Diamond Awver
Accaunt #
Jerry Katz Lotiinit #:
840 Diamond Avenue Due Date:
Rockyille WD 20888-1212 Total Due:

-

A

Page 1 aof 14

3
= E3 5 oo &———3

Q Mark as Gillable ‘ « ‘ ‘ ‘ ‘ m

Layouks Settings

Back. Process Exit

The following explains how to understand the 4™ and final Bills screen--the Job Preview.

[ Alsa Print the items o be Emailed

Check mark this option to print aBill for each owner that is receiving
an emailed Bill. You might do thiswhereit isrequired that all
communications from the community by sent by USPS.

| Items to be Printed I

The Job Preview screen automatically opens showing a preview of the
Itemsto be Printed. You can toggle back and forth from the Emailed
and Printed previews as you wish by simply clicking on each folder tab.

| Items to be Emailed |

Click the Itemsto be Emailed to see a preview of these Bills. You can
toggle back and forth from the Emailed and Printed previews as you
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wish by simply clicking on each folder tab.

Preview Bills

Use the menu tabs above to preview both printed and emailed Bills
which are waiting to be finalized.

Rockyilie MO 20888-1272 -
307-555-1272 =

840 Diamond Aver
Account#
Jerry Katz LotfUnit #:
840 Diamond Avenue Due Date:
Rockville MO 20888-1212 Total Due:
Kl I | » W

Use the scroll bar on the right side of the screen and the bottom to
scroll through the Bills to make sure they appear correct before
finalizing them.

Export Options

Notice the Export Options button directly beneath the
folder tabs. Click on the button so see the Export Options you can
select from if you wish to place the Bills into another file format.

Prepared report. ..
ﬂ Adobe Acrobat, .,
| Rich Text file...
HTHML file...
MHT File {web-archive). ..
ML (Excel) table...
Excel 2007 file. ..

(%]

Microsoft Word 2007 file. ..

Er

PowerPoint 2007 file. .
CpenCffice Cale...
CpenCffice Writer. ..
Micrasoft ¥PS file...

C3Y file...

CEF table, ..

Text FilefMatrix Printer. ..

Image file. ..

This gives you the option of exporting the Bills file to some other
application if you wish.

Click the Back button to return to the Step 3 of 4 screen where you can
review or change Bill options set on this screen.

{fmn}
u
(]
~

Process

Click the Process button to print the Bills showing in the Itemsto be
Printed and email the Bills showing in the Items to be Emailed preview
screens. Thiswill bethe fina step which complete the generation of
the Bills themselves.
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Clicking Process will also update the Communications History for this
community so you have arecord al printed and emailed Bills.

Click the Exit button to exit from the Bills Options screen without
proceeding.

bl

Exit

Customizing Bills

Y ou can customize the Enhanced Billsif you wish. Customizing lets you move around the
data elements and change the verbiage on the Bill using a Report Writer interface. TOPS uses
the Fast Reports® report writer. Report writers take awhile to understand and master, we will
only include brief instructions for customizing Bill Layouts.

To customize a Bill, start on the very first screen, Step 1 — Bill Options:
Step 1 — Bill Options

@ Bills and Statements

XX - Sample Condominium
Tvpe

(%) Statements ) Invoices

Lawaouk

Custom3katement - <Mo Default Tkem=

[ B
Scan Lines Bank Settings  Adjustments

; - —
| <Mo Scan Line= | <Nja=

Charge Codes Options

Step 10of 4
Options
[] include Payment History Notes
Include Second Cwner Mame

Include Balance Forward [ 1nclude Balance Breakdown

[] nclude Future Charges

Make Checks Payvable To | Comrnunity
Sample Condominiunm
Return Payment Address | Cammunity »

20010 Diamond Drive

&) all Codes () Selected Codes Rockvile. MD 20568
Period A -
Description :;ﬁ;;c‘:}f';mrmﬂ} |
Start | End Date S(1j2011  [v] 5f3/2011 [+
Due Date Bi1fz011 [+ =
E ﬁ Mark. as Billable * » E
Layaouks Settings Back. Mexk Exit
Follow these instructions to customize a Bill.
E Click the Layouts button.
Layouts
You will see all the existing Bill Layouts.
L ayouts

267




& Layout Manager D

‘Only ‘Cusktom' Layauks may be rodified. All other Layouts are read-only templates, 0 ‘

TOPS Enhanced

- =
“’é Madern Bl... W=

E’é Faded Elue

| TOPS Classic

% Biokborm Ca... % Top Coup, ..

Wintage Graw Weh Blue

= Display Filker

=| M™odern Blue {logo) {Bottom Coupon, Fits a Standard #10 Envelope) [P e — |

= | <AL LAYOTS = ¥
iy (] % ||
Design Delete Clone Presizm Settings Exit

The Layouts are grouped into 3 possible groups:
e TOPS Enhanced — modern bill layouts

e TOPSClassic - the standard Invoice and Statement layouts which have been part of
TOPS for years.

e Custom Statement — this group only shows if you have customized aBill.

Here you can clone (copy) an existing bill layouts then customize it as you wish. Layouts are
global, meaning, every layout is available for use in every community. If you create a custom
Bill layout, you can useit in multiple communitiesif you wish. When you generate the Bill, it
merges community and owner datainto these Bills to make them appear to be customized for
each community.

It ismuch easier to Clone (copy) an existing Bill Layout than create one from scratch. So we
will only document how to Clone off a Bill Layout, then customizeit.

To copy and existing Bill Layout to a new layout so you can customizeit, click
é to highlight the existing Bill Layout you wish to copy then click the Clone
Clone button.

Once you click the Clone button, you will see a pop-up where you can name the new Bill
Layout:

New L ayout
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) New Layout

Lavouts Mame

H=rlew Layouks
L

Layouts Description

Layout derived Fram 'Modern Blue {laga)’
[ (0] ] [ Cancel l

Layout Name — enter what you wish to call this new Bill Layout. You must enter a Layout
Name here.

L ayouts Description — thisis an optional field where you can enter a more complete
description about this new Bill Layout.

Click OK once you have completed the Layout Name and entered a Layouts
Description, if any. That will save the new Bill Layout under this name.

Click Cancel to exit without saving the new Bill Layout.

Once you click OK to save the new Bill Layout, you will return to the previous screen showing
ALL Bill Layouts including the new onejust created:

Bill Layouts

269




) Layout Manager E“E”E

|Only "Custom' Layouts may be modified, all okher Lavouts are read-only templates, 0 |

| TOPS Enhanced b

‘Web Blue

Display Fiker
| <ALL LAYOUTS v
‘&HWHH‘ ‘ﬁ E‘

Design Delete Clone Preview Settings Exit

Special Blue {Layout derived from 'Modern Blue {logo) - Bottom Coupon®)

Once Custom Statement Layouts exist, you will see them listed under that category heading.

& To customize a Layout, highlight a Custom Statement, then click the Design
button. You can aso ssimply double click on the Layout to open it in design
Dizsleh mode.
i To Delete a Custom Statement, highlight it, then click the Delete button.
I!lll Y ou can Delete Custom Statements, but you cannot Delete TOPS Enhanced
Delste or TOPS Classic Bill Layouts.

To open a Custom Statement Layout in design mode, either double click on it or use the Design
button. The Layout will open and look similar to this:

Custom Statement L ayout
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@ Layout Design & Preview "]@E'

‘Consohdatmg Group Qwners can drastically reduce the number of pages to print, o |
Layout Design ‘ Layaut Preview |
[ Enatle Watermark
Fle Edt ‘Wew Insert Repot Data Help
Configure bands. . db vtz o0 304 5 0 & 0 7 v 8 0 8 0 W v R B Moo R | A
S e —— py
- B o A call or click today!"
fr [CommunityFields.Comrmunity Phone 2]
[CommunityFields.Community Website]
5 L A
e N " [CommunityFields.Community Address (Full]’
n
3 3
= a4
.-
) Actount information
"[OwnerFields.Owner Name] i i il y H
e {OwnerFields.Owner Maiing Address (] * o ;
Data: OwnerFiekls 7 + 4
N + + 1 =
i H + 1
. k i 4
t =
child - B Subrepart?
Child - TCommantyFields Message] 7
S L 4
Chld - Owrarrakds Direct Debit Message] B
Please temit this partion with yow payment
r 1 Account Information
Make Checks Payable To
4 hLommunmyHelas.Lommuniy Lhecks k! r T : |
] Pavahle Tal i % - |
R + b
n r F o 1
Remit Payment To: Ty
G = el b + 1
i clo Accounts Receivable Department ; L :
e [CommunityFields.Community Return i
Lk - Payment Address (Full] : + 4
" " st
= Amount Enclosed:
n L e :
Code u Pagel ||| Subreportz
Paget 908 m—0—®

When the Bill Layout opens, you are automatically in the L ayout Design mode as indicated by
the folder tab at the top left of the screen. Next to that isthe Layout Preview folder tab where
you can see asample of the Layout as it would be generated.

Notice the Layout is organized into boxes containing text and merge codes. You can “drag and
drop” the boxes or individual data field to other locations on the Layout to customize it. Notice
also that the bill is divided up into data groupings.

[] enable watermark. | At the top left part of the design screen is a checkbox for a “Watermark”. A
“Watermark™ is a faint name or word that will print like wallpaper in the
background of the Bill. It can make a Bill look more professional. If you wish
to print awatermark on each Bill, check thisbox. You will then be ableto
enter the Name or wording for the watermark. A watermark could be used for
the Management Company Name while the Bill shows the Community Name.

Page Header | Generaly, this would be the name of the management company and/or
community. It could contain adigitized logo if you copy and past one into an
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open areain the Page Header. But in certain Layouts where the return
payment coupon is at the top of the page, this could contain info similar to the
Group Footer below.

You can move these merge codes around through “drag and drop” with your
mouse.

Data Owner
Fields

This area contains merge codes for the owner name and mailing address. It
also contains other identifying information like their Account #, Lot/Unit #,
Billing Period, Amount Due, etc. Again, you can move these merge codes

around through “drag and drop” with your mouse.

Child

There are 3 sets of “Child” data in this area. A “Child” is just a term meaning
itisavariable option that changes for each owner depending on the Bill
Options selected.

The first “Child” data shows a breakdown of the balance due, if any.

The second, “Child” data prints the Message entered on Step 1 of the billing
options.

The third “Child” data prints a message for owners paying by Direct Debit
with a special message telling them not to pay from this Bill.

You can move these merge codes around through “drag and drop” with your
mouse. Fully understanding “Child” relationships and dependencies can be
confusing, so be careful when customizing this area.

Group
Footer

In Bill Layouts where the return payment coupon is at the bottom of the page,
this contains the Make Checks Payable To and Return Payment Address. It
also contains identifying owner information like the Owner Name, Account #,
Lot/Unit #, Billing Period, Amount Due, etc. so the payment is applied to the
correct owner. Again, you can move these merge codes around through “drag
and drop” with your mouse.

Save
Changes

When you click the X button at the top right part of the screen to exit from the
Layout design mode, it automatically saves any changes you made to the
Layout.

Lawvauk Preview

When you are done customizing the Bill Layout, you can preview the
appearance by clicking on the Layout Preview folder tab at the top of the
screen. It will show a sample of the custom Layout on the screen so you can
verify that it looks correct.

L ayout Preview
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ayout Design & Preview

|The 5can Line position is determined by which Scan Line you are processing, 0 ‘

‘ Lajoist Desigr | Leyout Preview
ESWD‘BDG[E#I @Samu\eData#Z @Puﬂl Save W A4 ljufl |

call or click today! (555) 555 - 1234
www.iopssoft.com

Commenity Address Fill - line 1
Commumity Address Fill - line 2
Community Address Full - line 3

Account Information

Owner Full Name

Owner Mailing Address Full - line 1
Owner Maifing Address Full - line 2
Owner Mailing Address Full - line 3

Date: Deseription Charges Credits Balance

sR0a01 Aecouting fem Descrintion 1 $2300 2500
S sy il
SRUEM Aecodngfen Deseriion2 52500, 00

12001 Acoouting tem Desorigtion 3 J2500 §75.00
T — S s
R 0 ]

4 Aeoouting ftem Description § $2300 $12a00
RSO e ten Deseon g e

126011 Acoouting tem Desorigtion 7 $2500 §174.00
SO pendngten Desapton 8 50 o

51280011 Aecouting tem Description 9 F2500 $225.00

Sl Aeomdng e 10 En o

You may enter 3 muitkline message to appear on the statement/ invoice.

ottt of fgDebit willbe taked from your accotiton

fyryou that

please remit this portion with your parent

Account information
Make Checks Payatle To:

Pagetof 1 03 uwE——®

Click back to the Layout Design folder tab to make changes or click the X
button at the top right to exit saving this custom Layout.

This completes the manual section on Enhanced Bills.
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Bills
There are 2 types of Bills that can be printed in TOPS 4.0.

e Invoice— abill with future charges for the next accounting period. You do NOT
need to apply the charges for the future period for them to be printed on the
Invoice. The software knows how to read the owner charge setup to include the
future charges. Invoices can have a bal ance forward showing past due balances.

There are severa formats you can select.

e Statement — abill that shows all the charge and payment activity for a range of
dates. It can aso fill for future charges for the next accounting period. You do
NOT need to apply the charges for the future period for them to be printed on the
Invoice. The software knows how to read the owner charge setup to include the

future charges. There are severa formats you can select.
No matter which option you choose, the steps are pretty much the same.

Bill=

From the Bills & Coupons menu, click on the Bills button.

The owner Bills screen looks like this:
Owner Bills

' AR - Owner Balances

XX - Sample Condominium

EEX)

Owner Statements

[ Include future charges

Eilling Info
Period Description |

Bill Type —
ol " Invoice
Format
a1 by 11 O 2waymailer  Zperpage (0 Tearoff 812 %11
- Period
Start Date End Diate Due Date

[ Print Paryment History Mlotes

Make Checks Payable to JSample Condaminium

Return Payment &ddress |C0mmun'rt§.n' Address _gj

Message
(Tak to skip to next ling)

[~ Print Second Ouwner Mame v Include Balance Forward

& Frint | QCanceI-l

We’ll cover each item on this screen in more detail below.
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Bill Type

Select the Bill Type you wish to generate for the owner. The
choices are:

e Statement — shows the charge and payment activity for a
range of dates. It also offersthe option to include future
charges, based on the recurring owner charges each owner
Is setup to be charged. It reads the Charge Tablesto
know what the future charges will be.

e |nvoice - shows a balance due or balance forward as of a
cutoff date. It also offers the option to include future
charges, based on the recurring owner charges each owner
is setup to be charged. It reads the Charge Tablesto
know what the future charges will be.

Make the selection of the Bill Type.

Format

Select one of the following form types:

e 8%by 11— afull page form with the owner name and
address positioned to fit a standard #10 window envelope.

e 2Way Mailer —if you use adot matrix printer, you can
order a sealed mailer form from your TOPS 4.0 forms
supplier so that your hill is printed in a sealed envelope
ready to mail after putting postage onit.

e 3 Per Page— abrief bill designed around a perfed form
where 3 bills are printed per page. Thisisavery
economical way to do billing. The owners’ name and
addressis positioned to fit a standard #10 window
envelope.

e Tear Off 8% by 11 — afull page bill with atear-off
return coupon the owner can send back with their
payment. The owners’ name and address is positioned to
fit astandard #10 window envelope.

M ake the salection of the bill Format.

Period

The dates to be completed here will change depending on
whether you selected a Statement or Invoice Bill Type above.

Statement
Compl ete these dates:

Start Date — the beginning period date for showing the
owner charge and payment activity.

End Date — the ending period date for showing the owner
charge and payment activity.
Due Date — the date the payment is due from the owner.
Invoice
Compl ete these dates:

Cutoff Date— The date to calculate the owner Balance
Forward on the bill. TOPS 4.0 will look at al the charge
and payment history up through and including the Cutoff
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Date in determining the Balance Forward.
Due Date — the date the payment is due from the owner.
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[ Include future charges

This checkbox option will include the recurring owner charges
each owner is setup to be charged. It readsthe Charge Tablesto
know what the future charges will be for an owner.

If you checkmark this option, you will seethisfield appear:

Description [Currert Charges

The default is “Current Charges”, but you can enter any
Description you wish.

Billing Info

Complete thisinformation:

Period Description — Enter the heading for the Bill.

For example:  May 2007
Print Payment History Notes— A checkbox option that will
print any payment history notes on file for the owner. The
default isNOT to print the Notes, which is normally the option to
use.

M ake Checks Payable to — The default will be the Return
Payment Info name in the Owner Control File, but you can
changeit hereif needed.

Return Payment Address — the default will be the address from
the Return Payment Info in the Owner Control File, but you can

changeit hereif needed. Use the down browse arrow ¥l to
select one of the other Return Payment Addresses in the Owner
Control File.

M essage — Enter a multi-line message to be printed on the hill.
Each line contains 50 characters, there is no text wrapping down
to the next line. Y ou must use the TAB key to move down to the
next Message line.

[ Print Second Owner Mame

Notice this checkbox option at the bottom of the screen. If you
checkmark it, Billswill be printed with the Second Owner
Name, if any, on file for each home.

v Include Balance Forvward

The Include Balance Forwar d checkbox option at the bottom of
the screen will include a balance forward on the Bill. If you
uncheck this option, then no Balance Forward will be printed on
the Bill. The Bill would only show current period or future
charges activity with no Balance Forward.

& Fine Click the Print button to proceed with printing the owner Bill
with the dates and options you selected.

@Canee Click the Cancel button to exit from the owner Bills screen
WITHOUT printing the Bill.
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If you clicked the Print button, you will then see a screen for making further choices on
the Bill format you wish to print for this owner:

Sdect Format

it AR - Statement Format E]@E|

Select 8 172 statement

Pre-Printecd Farm wwReturn Addr. Centered

i

(" Pre-Printed Form s Return Addr. on Left
™ Folder Sealer - Letter Size
~

Folder Sealer - Legal Size

[~ Print Balance Breakdown E K IQC&MEII

Y ou can select from any of these Format options:
Plain Paper — TOPS 4.0 will format a professional looking Bill for you.

e Pre-Printed Form w/Return Address Centered — Use aPre-Printed form
available from your TOPS 4.0 forms supplier.
Dynamic Systems Formost Graphic Communications
800-782-2946 301-424-4242
e Pre-Printed Form w/Return Addresson Left — Use aPre-Printed form
available from your TOPS 4.0 forms supplier.
Dynamic Systems Formost Graphic Communications
800-782-2946 301-424-4242
o Folder Sealer — Letter Size— Prints on forms designed for a folder/sealer
machine available from:
Dynamic Systems
800-782-2946
o Folder Sealer — Legal Size - Prints on forms designed for afolder/sealer
machine available from:
Dynamic Systems
800-782-2946

I Print Balance Breakdown | Checkmark this option to breakdown the owner balance by Charge
Code. Thiswould let the owner see exactly what makes up any
balance due.

Z o Click the OK button to proceed with printing the owner Bill.

@Canee Click the Cancel button to exit without printing the owner Bill.
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When you click OK, you will see a screen with more options for printing owner Bills:
Sort Options

AR - Report Sort Options

Owner Statements

Print for -Print Order
f AllHomes fo [Street Address:
¢ Range of Homes ™ account Mumber
" SectionBuilding
i Lotinit Mumk
" Selected Home _ it BUmREr
Al Cvwvner Groups (" Cwener Last Name
(" Selected Owner Groug i Zip Code
Include
¥ Currert Owener [ Previous Cuwner
[ ResidentiTenant [v Developer
[ Dehit Oweners ORLY
- Include
[ Bills with Zero Balances [ Consolidate by owwner Group

| Billz with Prepaid{Credit) Balances | Bills for Direct Debit Cuwener

[ Balance Forvward Breakdown

25 Frint

@Cancel%

These options let you print Bills for just the owners you want to include.

Print For Check one of the following options:

All Homes— thiswill print aBill for each home in the community. All
Homes is the default option.

¢ Range of Homes — select a starting and ending home. Only
those homes within the range will have aBill printed.

e Section/Building — select a Section # or Building # to print
Billsfor. Only those homes within the range will have a Bill
printed.

e Selected Home— individually select the homes for printing
Bills.

e All Owner Groups-— print Bills for just the Owner Groups
(owners that own more than one home in the community).

e Selected Owner Group — print aBill for a selected Owner
Group. Thisoption is handy for printing a Bill for
Developer/Builder owned homes.

279




Print Order

Select the output order you wish for the printed Bills. The Print Order
options are self-explanatory:

e Street Address-— the default order.

e Account Number

e Lot/Unit Number

e Owner Last Name

e Zip Code - for doing presorted mail at lower postage rates.

Include

Gives you options for which owners to include in the Bill printing.
Y ou can checkmark or uncheck any of the owners to include or not
include them in the Bill printing. Options are:

e Current Owner —thisis checked by default.

e Resident/Tenant — check to include renters.

e Debit Owners Only — do you wish to include owners who pay
by Direct Debit when printing Bills?

e Previous Owners— generally, you do not want to print Bills for
previous owners.

e Developer/Builder —if the builder still owns homes or lotsin
the community, you can include them in the Bill printing. This
is checked by default, but no Bill will be printed for a
Developer/Builder if they no longer own any homes or lotsin
the community.

Include

These are further Bill optionsto help you reduce the total number of
Billsto be printed. The options include:

e Billswith Zero Balances— checkmark this option to skip
printing Bills for ownersif the total amount due equals zero.

e Billswith Prepaid (Credit) Balances — checkmark this option
to skip printing Bills for owners who have a credit balance due.

e Consolidate by Owner Group — checkmark this option to get
consolidated Bills for those owners who own 2 or more homes
in the community. If checked, one Bill will be generated that
will include ALL homes owned by an owner (an Owner Group).

e Billsfor Direct Debit Owner — checkmark this option to print
Bills for those owners who have opted to pay by Direct Debit.
While the Bill will be printed, it will include a “Do Not Pay”
message | etting them know the amount will be auto-debited
against their bank account.

Balance
Forward
Breakdown

Checkmark this option to take the Balance Forward on the Bill and
break it down into the different charge code balances that make it up.

< Frint

Click the Print button to proceed with the printing of the Statements.

@Can el

Click the Cancel button to exit without printing the owner Bills.

280




Direct Debit Owners

When you checkmark to include Bills for Direct Debit owners, then click the Print
button, you then see a screen for handling the Bills for those owners:

Direct Debit Bills Options

&) AR - Direct Debit Options A=

Auto-debit Period Desc:

Date dues will be taken:

[ Auto-debit Total balance Due

[ Dizable "Dio Mot Pay" Mezzage

4 Frint

QCancel

Because Direct Debit owners have elected to pay recurring charges by ACH directly from
their bank accounts, aBill is generally just for informational purposes only to remind
them how much is being deducted from their bank account. So the Bill accurately tells
them how much will be deducted from their bank account, you will need to compl ete the
screen above as follows:

Auto-Debit Thiswill default to the Period Description entered on the first screen
Period Desc. | Of Billsabove. You can change the description for the Direct Debit
bills only by entering a different description here.
Date Dueswill | Enter the date the homeowner will see the debit against their bank
be Taken account. Thisisgenerally 2 business days after you generated the
Direct Debit file on the Global Functions menu.
Tip: Dates are always entered WITHOUT the slashes —
040507 = April 5, 2007
Auto Debit Checkmark this box if you debit the owner for ALL recurring charges.
Total Balance
Due
Disable “Do Checkmark this box if you do NOT want to print the message “Paid by
Not Pay” Direct Debit - Do Not Pay” message on the total balance due line of the
M essage Bill.
& Fine Click the Print button to proceed with the printing of the Statements.
@Canee Click the Cancel button to exit without printing the owner Bills.
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Future Charges
If you checked the option to Include Future Charges on the owner’s Bill, you then have
the chance to select which Recurring Charges to include:

Select Future Charges

#f AR - Owner Balances X g@@

Effective Date: 04530007

Code Description Last Appl. .

o 21 Mairtenance Fee OHTNT W -
(iia] 1 Special Aszess 0401 07 M j
Double click
each Chargeto
Include this
Future Charge
on the Bill.

|
Double Click or hit Enter to | |
IncludesSkip the charge AL ’ acan':EI

Notice the default answer is NO to include each of the Future Charges. To have the
Future Charges included on the Bill, you have to change the NO to a YES by clicking on
the NO.

Future Char ges Selected

! AR - Owner Balances X... E@@
Effective Date: [04/30/07
Code Die=cription Last Appl.| Freg. |
ez a1 Mairtenance Fee 040107 M ﬂ
i Special Azsess 040107 W

d |
Dauble Click ar hit Enter to | |
Includers=zkip the charge et ’ acanml

Once the Future Charges have been selected to be included on the Bill, you are ready to
proceed with the Bill printing.

Next P Click the Next button to proceed with printing the owner Bill. You can
then make your printer selection.
@Cancel Click the Cancel button to exit without printing the owner Bill.

The Next button will give you the normal printer selections. This completes the manual
section for Bills printing.
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Itemized Statement

An Itemized Statement is an owner bill that breaks down the balance due into the separate
Charge Codes that combined make-up the total due from an owner. This can be a handy
bill format to show owners what the different charges are that make-up the total due.

Like al other Bills and Coupons, Itemized Statements give you a number of optionsin the
format of the statement and the printing options.

= From the Bills & Coupons menu, click on Itemized Statement.

ftemized
State ment

Y ou will seethe Date entry screen:
Enter Dates

AR - ltemized Statement

Statement "As Of" Date ||
Payment Due Date

2 o I@c:ance||

Y ou must complete the two Dates on this screen in order to proceed.

Statement “As The cutoff date for the software to use to calculate the owner’s
of” Date balances due for the Itemized Statement.

Payment Due The Due Date for the owner’s payment which is printed on the
Date Itemized Statement

2 o After entering the dates above, click the OK button to proceed.

@Cancel Click the Cancel button to exit without printing the statement.
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If you clicked the OK button, you will then see the Statement Options screen:

Statement Options

4 AR - Report Sort Options

Prinmt for -Print Order
r+ i Homes: " Street Address
" Range of Homes

" SectionBuilding

~ )
" Selected Home Letiinit humber
Al Ovvner Groups £ Cwvner Last Name
" Selected Owner Group i~ Zip Code
Include
W Currert Cranet [ Previous Crwner
[~ Resident/Tenant v Developer
I Debit Owvniers ORLY
In¢lude :
[ Billz with Zera Balances [ Conzolidate by ovwernier Group)|

I Billz with Prepaid{Credit) Balances | Billz for Direct Debit Onner

Ohwner Statements

)

Account Mumker

- Print | @u:ance||

These options give you control over the print order and which owners get the Statements.
We’ll cover each section of this screen so you understand it.

Print For

The Print For lets you select which homes are to be included in the
Statement printing. Select from:

All Homes— A Statement is printed for every home

Range of Homes — Enter a starting home and ending home.
All homesin this range will have Statements printed.

Section/Building — If you have Section or Building tracking
turned on for the community, you can print Statements for a
selected Section or Building.

Selected Home — Select homes individually to have
Statements printed for just those homes.

All Owner Groups— If you have Owner Groups (owners
who own multiple homes in the community) you can print
Statements for all the Owner Groups.

Selected Owner Group — This option lets you print a Owner
Group Statement for just one selected Owner.
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Print Order

Select the Print Order that best suits your needs for distributing the
Statements. Select from:

Street Address— Prints Statements from the first Street on
fileto the last Street on file in ascending order from the lowest
to highest Street Address #.

Account Number — Prints Statements in ascending order
from the lowest Account # to the highest.

L ot/Unit # - Prints Statements in ascending order from the
lowest Lot/Unit # to the highest.

Owner Last Name - Printsin descending al phabetical order
starting with the letter A to Z.

Zip Code - Printsin Zip Code order so you can take
advantage of presorted mail rates. Printsin ascending order
from the lowest Zip Code to highest.

Include

Select the Owner Types that you wish to print Statements for. Select

from:

Include
[w Current Cuener [ Previous Owner

[ Resident/Tenant [v Developer
[ Debit Crovners ORLY

Notice that Current Owner and Developer are selected as the defaults.
But you can checkmark any of the other Owner Types.

Debit OwnersONLY — This option lets you print an Itemized
Statement for just those owners who pay by Direct Debit. Y ou might
want to do thisto send them a Statement which backs up the amount
they are debited each period.
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Include

There are more options so that you print Itemized Statements for just
those owners you wish to have receive them:

Include

[ Billz with Zero Balances [ Conzolidate by owner Group

| Billz with PrepaidiCredit) Balances | Billz for Direct Debit Cvwner

e Billswith Zero Balances— Unless you checkmark this
option, TOPS 4.0 will automatically skip printing Statements
if the homeowner has no balance due.

e Billswith Prepaid (Credit) Balances — Unless you
checkmark this option, TOPS 4.0 will automatically skip
printing Statements if the homeowner has a credit balance.

e Consolidate by Owner Group — Click this option to get one
consolidated Statement for your Owner Groups (owners that
own more than one home in the community)

e Billsfor Direct Debit Owner — Click this option to print
Statements for homeowners who have authorized payments
by Direct Debit. Normally, if they pay by Direct Debit, you
would not need to print Statements because there should be no
balance due. But this option lets you control whether to print
the Statements for the Direct Debit homeowners too.

< Frint

Click the Print button to proceed with the printing of the Statements.

QCan el

Click Cancel to exit from the Statement printing.

If you clicked the Print button, the next screen will give you the normal printer selections.
This completes the manual section on Itemized Statement printing.
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Statement File

This menu choice actualy lets you generate an owner file that contains all the charge
information so that you can have statements printed by an outside printer. Thefile can

then be uploaded electronically to the statement printer. Thefilethat is generatedisina
format created by South Data, however, many other statement printing companies can take

the file and print the statements for you.

Normally, statements printed by an outside printer would have a scan line printed on them
so they will work with your bank’s lockbox system. If you don’t need to have a scan line

printed on the statements, then you should consider printing either a Bill or Itemized
Statement for your owners as described in the two preceding sections.

Hereisapartial list of statement printers who can print these statements for you with your

bank’s scan line on the statement:

Statement Printers

Statement Printers

Alphagraphics  (480) 821-0985
www.al phagraphics.com

American Coupon (800) 624-3952
WWW.amcoup.com

www.optimal outsource.com

Bank-A-Count (800) 445-3913 | Best Bill (866) 237-8245
www.bank-a-count.com www.bestbill.com
Optimal Outsource (949) 916-3700 | South Data (800) 549-4722

www.southdata.com

Statement File

From the Bills & Coupons menu, click the Statement File button.
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Y ou will then see the screen for completing the necessary info to generate a Statement

File

Generate Statement File

@ AR - Statements

Period

Start Date | End Date | Due Date
I Include future charges

Billing Info

Filz Fatmat SouthData

Community 1T 12222'222

Statement "as of" Date

Period Description | [ Print Paymert History Motes

lake Checks Payable to JSampIe Condarminium

Feturn Payment Address ]Lcu:kbu:ux Address _i_]

Message
[Tah to skip to next line)

I Include 2nd Quwener Mlame

,j Print @Can cel

We’ll cover each item on this screen so you understand how to complete the screen.

Period

Y ou have to define the date range for the statement activity.
Complete these fields:

Start Date — The beginning date for showing the owner charge and
payment activity.

End Date — The ending date for showing the owner charge and
payment activity. All charges and payments within this range of
dates will be part of the Statement file.

Due Date — The date payment is due from the homeowners.

[ Include future charges

Use this checkbox to include the next billing period’s recurring
chargesin the statement file even though the charges have not been
applied to the owners yet. TOPS 4.0 knows how to read the Charge
Tablesto include future charges so you do NOT need to apply the
chargesto the ownersin order for them to appear on the statements.
Simply check the Include Future Char ges to add them.

If you checkmark Future Charges, you will then see aline appear to
entering a description of this Future Period:

Description [May 2007

This Description isincluded in the Statement file as an explanation
of the Future Charges.

Billing Info

Complete thisinformation for the statement file you will be sending
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to an outside printer:

Community ID — This is the ID that will be used by the bank’s
lockbox system to identify the community and the bank account to
deposit payments from owners in this community. Thisisthe same
asthe Lockbox ID in the Accounting Control File for the
community.

The Community ID is one of theitemsthat is printed on the scan
line of payment processing documents like statements or coupons.

Statement “as of” Date — The date used to cal cul ate the owner

bal ances forward to be printed on the statements. Any charges and
payments up to and including this date will be included in the
calculation of the balance due, if any.

Period Description — The billing description you want to have
printed on the statement.

Example — May 2007

Print Payment History Notes— A checkbox option to let you
include any Payment History Notes on file for owners. Normally,
you would NOT want to print the Payment History Notes, so the
default isto leave this unchecked, but you may check it if you wish.

Make Checks Payable To — The default is the Return Payment
Community Name from the Owner Control File. Y ou can change
the name by overtyping it with a different payable name if you wish.

Return Payment Address— The default is the Community Address
from the Owner Control File, but you can change it to another

address. Notice the down browse arrow 3 next to thisline. Click
the down browse arrow to see other addresses:

Select Payment Address
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4 AR - Select Return Payment Address g@‘

¢ Community Address

*Community Mame |55m|:|le Condominium

Addrosa | |20010 Diamend Drive
Address 2
“City Rockville *State[MD

Zp+4-CR feosss -[1212

" Lockbox Address

=Community Mame |Sam|:|le Condominium

*Address 1 [Po Box 122525
Address 2
*City Rockville wStatelMD

Zip+4+CR  [20888 -[s586

" Other Address

*Community Name

|
*Address 1 J
Address 2 ]
|

|

tcrt-y
*Zip+4+CR

*Statel_u

& ok I QCanceII-

* - Required Fields

The address choices are:

e Community Address

e Lockbox Address

e Other Address

Y ou can select any of the 3 addresses by clicking on one of them,
then click the OK button.

M essage — Type afree form message to the homeowners that will
be printed on all the owner statements. Y ou can skip the message
by leaving it blank if not needed.

Click the OK button to proceed with generating the statement file.

@) Cancel

Click the Cancel button to exit without generating the statement file.
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If you clicked the OK button, you will then see options for generating the statement file:
Statement Options

—

€ AR - Report Sort Options M=%
Owner Statements
- Print for - - Print Order
(v Ei Homes: (" Street Address

" Range of Homes
i Section\Building

2

Account Number

P —— (" Lot/Unit Mumber
(il OytTer BRERS " Owner Last Mame
{ Seletied Cuyrer G (" Zip Code

[~ Include

v Current Owner I~ Previous Owner

[~ ResidentTenant [v Developer

| T~ Debit Owners ONLY

- Include

[~ Bills with Zero Balances 7 Copsolidate by

[ Bills with Prepaid({Credit) Balances | Bills for Direct Debit Owner

- Print | @c:ancell

Complete the Statement Options screen by selecting from the following:

Print For SELECT WHICH HOMESYOU WANT TO INCLUDE IN THE
STATEMENT FILE YOU ARE ABOUT TO CREATE. SELECT FROM:

e All Homes— Every home in the community will be
included in the statement file.

e Range of Homes— Enter a beginning home and an ending
home. All homesin thisrange will be included in the
statement file.

e Section/Building — If you setup Section, Phase or Building
tracking in the Owner Database, you can select a particular
Section or Building to include in the statement file.

e Selected Home - Select individual home(s) to include in the
statement file.

M ake the selection of who to include in the statement file.
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Print Order

Select the Print Order that best suits your needs for generating the
statement file. Select from:

e Street Address— Generates statements from the first Street
on fileto the last Street on file in ascending order from the
lowest to highest Street Address#.

e Account Number — Generates statements in ascending
order from the lowest Account # to the highest.

e Lot/Unit # - Generates statements in ascending order from
the lowest Lot/Unit # to the highest.

e Owner Last Name — Generates statements in descending
alphabetical order starting with the letter A to Z.

ZIP CODE - GENERATES STATEMENTSIN ZIP CODE ORDER SO
WHOEVER MAILSTHE STATEMENTS CAN TAKE ADVANTAGE OF
PRESORTED MAIL RATES. THE STATEMENT FILE ISGENERATED
IN ASCENDING ORDER FROM THE LOWEST ZIP CODE TO
HIGHEST.

Include

Select the Owner Types that you wish to include in the statement
file you are going to create. Select from:

Include
[w Current Cuener [ Previous Owner
[ Resident/Tenant [v Developer

[ Debit Crovners ORLY

Notice that Current Owner and Developer are selected as the
defaults. But you can checkmark any of the other Owner Types.

Debit OwnersONLY — This option lets you generate a statement
filefor just those owners who pay by Direct Debit. Y ou might
want to do thisto send them a Statement which backs up the
amount they are debited each period. Because these statements will
probably be used with a bank lockbox system, you probably do
NOT want to ever checkmark this option because it will generate a
lockbox statement for owners who are paying by Direct Debit.
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Include

There are more options so that you generate a statement file for just
those owners you wish to have receive them:

Include
[ Bills with Zero Balances [

[ Bills with Prepaid(Credit) Balancez [ Billz for Direct Debit Owner

Billswith Zero Balances — Unless you checkmark this
option, TOPS 4.0 will automatically skip including owners
who have no bal ance due.

Billswith Prepaid (Credit) Balances— Unless you
checkmark this option, TOPS 4.0 will automatically skip
including owners who have a credit balance.

Billsfor Direct Debit Owner — Click this option to include
homeowners who have authorized payments by Direct
Debit. Normally, if they pay by Direct Debit, you would
not need to print Statements because there should be no
balance due. But this option lets you control whether to
include these ownersin the statement file or not.

< Frint

Click the Print button to continue with the statement file creation.

GCan el

Click the Cancel button to exit without creating the statement file.

293




Future Charges

If you checked the option to Include Future Charges in the statement file, you then have
the chance to select which Recurring Charges to include:

Select Future Charges

< AR - Statements xx -... (= 0/E3
Effective Date:  04/01/07
| Code Description Last Appl. | Freq. |
o\ Al Maintenance Fee 040107 | ﬂ
ol No L] Special Aszess 04017 M
Double click
each Chargeto
Include this
Future Chargein
the statement file ~|
Double Click or hit Enter to
Include!Skip the charge NenL ’ | tachnc@l'

Notice the default answer is NO to include each of the Future Charges. To havethe

Future Charges included in the statement file you have to change the NO to a Y ES by
clicking on the NO.

Future Charges Selected
€ AR - Statements xx -... =) O/E3
Effective Date: 04/01/07
/hﬁm | Code Description Last Appl.| Freq. |
TES Al Maintenance Fee 040107 M ﬂ
hes | ©i Special Assess 0401407 M
Double Click or hit Enter to |
IncludesSkip the charge B ’ | QCancel

Once the Future Charges have been selected to be included in the statement file, you are
ready to proceed with creating the file to send to the statement printer.

Next b Click the Next button to proceed with the statement file creation.

@Cancel Click the Cancel button to exit without creating the statement file.
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If you clicked the Next button, the last screen in the process will be the printer options.

Printer Options

@ Print Reports [Z]@\

Statements
— Print To:

Settings - Frintl

i+ Portratt (" Landscape

Z)Cancel

H

Y ou are not actually going to print the owner statements, afile is going to be created so
you can send it to an outside statement printer. However, so you have arecord of which
homes were included in the statement file, a report will be printed showing you the
statement information for your review and reference.

& Fine Click the Print button to proceed with printing the statement report and
create the statement file.
@Cancel Click the Cancel button to exit without printing the statement report or

creating the statement file.
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If you clicked the Print button on the screen above, you will then see the Statement File
Destination screen:

File Destination
AR - Copy SouthData Statement File

(i Copy to Floppy Drive [4:F
AhAAR2-222 PAM

" Copy ta Hard Dirive
CATOPS 20008 2222-222 PAN

" Putinta Termporany Bill Fils
CATOPS20000ASTERNTORSEIL. P I

L T IQCanceII

This screen lets you select where to save the Statement File. The choices are:
COPY TO FLOPPY DRIVE (A) - COPIESTHE FILE TO A DISKETTE.

COPY TOHARD DRIVE - COPIESTHE FILE TO THE MAIN TOPS2000 FOLDER UNDER THE
COMMUNITY ID YOU ENTERED ON THE FIRST SCREEN OF THE STATEMENT FILE
CREATION WHEN YOU COMPLETED THE BILLING INFO. NORMALLY, THISISTHE
SAME ASTHE LOCKBOX ID IN THE ACCOUNTING CONTROL FILEFOR THE
COMMUNITY.

e Put into Temporary Bill File— copiesthefileto the path shown on the screen.
The statement file is copied to the main TOPS folder using this path:
\TOPS2000\MASTER\TOPSBIL.PAN

Main TOPS Folder  SubFolder State ment File Name
Make the Destination Selection so the statement file can be created, then saved in this
location.

Note: Remember the file destination location and the file name. You will need to know it
so you can send the file to the statement printer.

2 o Click the OK button to proceed to generate the statement file and save it
to the destination location selected above.

@Cancel Click the Cancel button to exit without generating the statement file.

The Statement file will be generated and saved in the destination location under the file
name you selected in the last step above. You can then e mail the statement file asan
attachment directly to the statement printer, so it is important to remember the location and
the file name—which is normally the Community ID with the PAN extension.

Example — 2222-222.PAN

This completes the manual section on generating the Satement File.
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Custom Bills

If you want the ability to print Billsin-house with a scan line so they work with your
bank’s lockbox system, we handle this through the creation of Custom Bills. The reason
thisis done as a Custom Bill is, there are many different scan line formats used by banks
around the country. We have to work with each bank to create a Bill with a scan line the
bank’s lockbox system can read and process.

Because over the years we have worked with many banks across the country, we have a
library of Custom Bill programs that are available at a modest cost. Some can even be
purchased through our web site, www.topssoft.com, Customer Care Center, Online Store.
If you wish to purchase a Custom Bill from the Online Store, once you enter your credit
card information and an authorization is received, you can download and install the
Custom Bill program so you are ready to use it in minutes.

Thefollowing isapartial list of banks with Custom Bills available from TOPS Software:
Custom Statements

Bank Name Bank Name

SmartStreet US Bank

Community Association Banc (CAB) Banco Popular

Barrington Bank BB&T

First Bank Gulf Coast Bank

TD Bank Technology Mgmt Resour ces (TMR)
Union Bank of California San Jose National Bank

If you don’t see your bank on the list above, we may still have their Statement in our
program library. Call the Sales Dept. at 800-760-9966 to inquire.

The steps to print Custom Bills are very similar to printing regular Bills. Seethe

instructions under Bills earlier in this manual section for guidance in printing Custom
Bills.

297




Print Coupons

Y ou can print payment Coupons for the entire community, a range of homes or
individually selected homes from the Bills & Coupons menu. Coupons are intended to bill
owners for recurring charges for future periods. As such, you do not have the option to
print any past due balances. If you wish to print something with a past due balance, you
would print an Invoice or Statement under the Bills menu choice.

There are two main coupon formats you can select from:

e 3 Coupons per page— it takes more coupon sheetsto print 12 coupons using this
format, but the larger size of the coupon gives you the option of printing an
itemized breakdown of the recurring owner charges.

e 4 Coupons per page— it takes less coupon sheets to print 12 coupons using this
format, but space is limited so you can only print the total amount due from each
owner.

Forms Needed
To print Coupons, you will need special perforated forms that will match the Custom
Coupon design. For most Custom Coupons, you can select from either a 3 per page or 4
per page Coupon format. Be sureto order the correct Coupon forms from one of these
authorized TOPS 4.0 forms suppliers:
Dynamic Systems Formost Graphic Communications
800-782-2946 301-424-4242
Y ou may need to order special window envelopes to fit with the coupons. Coupon
envelopes are available from the above forms suppliers.

L ockbox Coupons

The coupons printed through this menu choice do NOT print ascan line for use with a
bank lockbox system. These are ssmply aform of bill to remind ownersto pay their
maintenance fees on time. If you wish to print coupons with a scan line to use with your
bank’s lockbox system, these are considered “custom” programs which may be available
for purchase on our web site at www.TOPSsoftware.com, Customer Care Center, Online
Store or through the Sales Dept. at 800-760-9966.

§a From the Bills & Coupons menu, click the Coupon button, then
select the type of coupon to print and complete all the options.

Prirt Coupons

The Coupon screen looks like this:
Owner Coupons
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' AR - Owner Coupons XX - Sam... g@@
Owner Coupons
Print for Print Order

[ Street Address
{*  Account Mumber
" LotUnit Mumber
i SectionBuilding " owner Last Name
" Selected Home i Zip Code

{* Al Homes

" Range of Homes

Beginning Year | 2007

Beginning Marnth E

Due DCrate E
Format |3 per page - Stub Right j
Mezzage |

Return Prmt Addr {Cnmmun'rty Address jl

I Include Direct Debit Owners | Form Feed Between Owners

Include

W Current Ouwvner [ Previous Crwner
I ResidentTenant v Developer
Misc.

I Print Second Cwner Mame

&5 Frint | @ can ceII

We’ll cover each item on this screen in more detail below.

Print For The Print For default is to print Coupons for All Homesin the
community. But you can select any of the options you wish:

e All Homes - prints Coupons for every home in the
community with the Coupon options you select.

e Range of Homes— you can select a beginning home and
ending home to have Coupons printed for al the homesin
that range.

e Section/Building — print Coupons for just a Section or

Building where you have this setup in the Owner
Database.

e Selected Home — pick individual homes for printing
Coupons.

Print Order The Print Order default will be the Preferred Access order from
the Owner Control File. You can change the order to any of these
choices:;

e Street Address— prints Couponsin order from the first
Street on file in the community to the last street in
ascending order from lowest street address # to highest.

e Account Number — prints Couponsin ascending order
from the lowest Account # to the highest.

e Lot/Unit Number - prints Coupons in ascending order
from the lowest Lot/Unit # to the highest.
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e Owner Last Name— prints Coupons in aphabetic order
starting with the letter A to Z.

e Zip Code - prints Couponsin Zip Code order so you can
take advantage of presorted mail rates. It will printin
ascending order from the lowest Zip Code # to the highest.

If you are just printing Coupons for the selected home, you don’t
need to make any selections here.

Beginning Y ear

The Y ear the Coupons are for, which is printed on the coupons as
part of the date each billing period. It will default to the current

Y ear, but you may enter any Y ear you wish. If the Coupons will
range into the following year, you would still enter the Beginning
Year here.

Beginning Month

The Month for the first Coupon. It defaults to “01” because
normally you want to print Coupons for an entire year, but you
can change it to any Beginning Month.

Due Date The Day of the Month that payments are due by. Normally,
payments are due on the first of each accounting period, so it
defaults to the Day “01”, but you can change the Day to any Due
Date from 01 — 31.

Format There are severa Coupon For mats you can select from. The
default is 3 per page — Stub Right, but you can click the down
browse arrow ™| to select from any of these Coupon Formats:

e 3 Per Page- Stub Right — Thisformat will print 3
Coupons on a page with the Stub printed to the right of the
Coupon. With thisformat, the owner name and address
will show through a standard #10 window envelope.

e 3 Per Page— Stub Left — Thisformat also prints 3
Coupons on a page with the Stub printed to the left of the
Coupon. With thisformat, you may need a special
window envelope to show the owners name and address.

e 4 Per Page- Stub Right — Thisformat will print 4
Coupons on a page with the Stub printed to the right of the
Coupon. With thisformat, the owner name and address
will show through a standard #10 window envelope.

e 4 Per Page— Stub Left — Thisformat also prints 4
Coupons on a page with the Stub printed to the left of the
Coupon. With this format, you may need a special
window envelope to show the owners name and address.

These Coupon forms are available from our forms suppliers:
Dynamic Systems Formost Graphic Communications
800-782-2946 301-424-4242
M essage Because space is very limited on Coupons, you may enter a brief,

one line M essage up to 30 charactersin length. Y ou may aso
leave this blank if not needed.
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Return Payment
Address

The Return Payment Address will default to the Community

Address, but can use the down browse arrow %! to select one of
the other Return Payment Addresses in the Owner Control File.

If you click the down browse arrow, you will see these choices:

Select Return Payment Address
EBEX

it AR - Select Return P

*Community: Mame |Sample Condaminium

e 20010 Dismond Drive

Address 2 ]
ity ]Rockville

*Fip+ 4+ CR 20888 -p1212 -

" Lockbox Address

*=tate WD

*Community Mame |Sample Condaminium

*pddress 1 |cio First State Bark

Address 3 0. Bax 111
ity ]Rockville

*Fip+ 4+ CR 20888 -p1212 -

" Other Address

*=tate WD

*Community Mame

*Address 1
Address 2
*City
Fip+4+CR

sotate]

Q oK I QCancelI

Just click on the radio button to select a different Return Payment
Address. Click the OK button after making a selection here.

I
|
I
T

* - Required Fields

Late Day

4 Per Page Coupon Only

The L ate Day isthe day of the month payment is considered
“late”. It will print this Late Day on each coupon which may then
be tied to charging a Late Fee which is explained below.

Y ou may leave the Late Day blank if you do not wish to print it
on coupons.

Late Fee

4 Per Page Coupon Only
The amount of aL ate Feg, if any, to include with any late
payments after the Late Date above.

Y ou may |leave the Late Fee blank if you do not wish to print the
L ate Fee on coupons or if there is more than one Late Fee amount
in this community.

[~ Include Direct Debit Owners

Checkmark this option to print Coupon for owners that are paying
by Direct Debit. The default isNOT to print Coupons for owners
paying by Direct Debit to save you time and postage. Checkmark
thisoption if you do wish to print Coupons for those owners
paying by Direct Debit.

[ Form Feed Between Cwwners

Checkmark this option to gject to the top of a new Coupon page
after it finishes printing Coupons for one owner, then is ready to
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print Coupons for the next owner.

Include

Which of the 4 Owner Types do you want to include when
printing Coupons. Y ou can select from:

e Current Owner — the main owner of the homewho is
checked to receive Coupons under the Owner Flags (see
the Flags section next). The Current Owner is checked by
default to receive Coupons.

e Resident/Tenant — These would be renters. Normally,
they would not receive payment Coupons, so the default is
to leave them unchecked.

e Previous Owner — Normally, you would not be sending
payment Coupons to a Previous Owner, so the default isto
leave them unchecked.

e Developer — If there are Builders/Devel opers who own
unsold homes, you can send them payment Couponsif you
wish. By default, Developers are checked to have
Coupons printed. If there are not Developer/Builder
owned homes in the community, then it does not matter if
thisis checked or not, no Developer/Builder Coupons
would be printed.

Y ou can select which of the 4 Owner Types to include when
printing Coupons. Normally, the defaults of Current Owner and
Developer/Builder are the correct ones in most cases.

Misc.

There is only one option here:
[ Print Second Cwner Marme

If you have homes with second owners, you can have the
Coupons printed with their names as well as the main, Current
Owner. Check this option to have any Secondary Owner Names
included in the printed Coupons.
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A completed Coupon screen would look like this:
Owner Coupons

“{ AR - Owner Coupons XX - Sam... g@@

Owner Coupons

Print for - |~ Print Order
& Al Homes " Street Address
PR o Accou.nt Rumber
" LotAnit Mumber

™ SectionBuilding e e e
" Selected Home i Zip Code

Bedinning Year W

Beginning horth ﬁ

[ue Date ]F

Format 14 per page - Stub Right LJ

Message | 2007 Community Maintenance Fee

Return Pmt &cddr {Commun'rty Address il

Late Day 15
Late Fee 10000

| Include Direct Dekit Cvwners [ Form Feed Between Owners

Include

W Current Owner [~ Previnus Chner
I Resident/Tenant v Developer
Misc. :

I~ Print Second Onwner Mame

= F‘rintI Qu:ancell

Once you have completed the Coupon options screen, you are now ready to proceed with
the Coupon printing.

& Fine Click the Print button to proceed with printing Coupons for this owner.

Click the Cancel button to exit without printing Coupons.

OCan el
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If you clicked the Print button, you will then see the Select Char ges screen:

Select Charges

“ft AR - Owner coupons

or
Chrg. Thl.Mame  [Freq o1 |02]03fo4}os|oslorfos|oaftof11]12 ]
Mairtenance Fee ] 17]7 WiV
Spevial Assess M VMWV RW

@ Sel..“.lll *® Clr..ﬂ.III B2 oo I GCancell

The Charge Tables for this community are shown so you can verify which onesto
include on the Coupons. Based on the Frequency (Monthly, Quarterly, Bi-Monthly,
Semi-Annual, Annual) of each Charge Table, you will see afull yearsworth of period
automatically checked for you so you can easily print coupons for up to a year into the
future.

Select Periods — to change the number of Coupons to be printed to alesser timethan a
full year, you will need to uncheck the periods.

For example, to print Coupons for this owner through the end of the third quarter only,
you would need to uncheck the periods in the fourth quarter. So it might end up looking
likethis:

Select Charges— Current Year Only

“f AR - Owner coupons

ov
Chri. Thl: Mame EEEE@ME
Maintenance Fee L 8 N 2 o 2 ™ 2 I I
Special Aszess M WMV VMVVEWMWITT I'-

e} Sel..o.nl *® CIr..“.III L I GCancell

Make sure you have just those periods checked that you want to print Coupons for.

@ s Click the Select All button to checkmark ALL the charge periods showing on
the screen.

o cra Click the Clear All button to uncheck ALL the charge periods showing on
the screen. Sometimesthisis easier because there are less periods to be
checked if you are past the mid-point of the current year and you want to
print Coupons just to the end of the year for the owners.
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2 o Click the OK button to proceed with the Coupon printing.
@canee| | Click the Cancel button to exit from the Coupon printing.

If you clicked the OK button, then you will see the following screen to make sure the
amounts on the Coupons are correct:
Select Current Charges

# AR - Change Recurring Charge Amounts B@E|

Double Click or Hit Enter Key on Each Charge
To Change Charge Amounts.

I Description Last LAppl. Use Current Charges J
kg Msirterance Fes D417 1
1 Special Azsess 040107 M

b
Next [ | al:ancell

This screen gives you the chance to select whether the Coupons are for the Current
Year’s Charges or Next Year. It defaults to YES under the Use Current Charges column
which is correct for replacement coupons for the Current Y ear, but not correct if printing

coupons for Next Y ear.

Next P Click the Next button to proceed with printing the Coupons. Y ou can then
make your printer selection.
@Cancel Click the Cancel button to exit without printing the Coupons.
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Next Year Charges

If you want to print Coupons for the following year, change the YES to aNO for each
Charge Table, then enter the amount of Next Y ears Charges into the Charge Table before
printing Coupons. Changing the Charge Amounts here will not affect the amounts stored
in the Charge Table for the Current Y ear, it will smply keep the Next Y ear Charges on
file until year-end, then let you update the Charge Tables for the new amounts.

Next Year Charge Amounts

“f' AR - Enter Changed Charge Amounts

Charge Code: A1 Maintenance Fee

Date of Last Application Fee 040107
Date of Last Late Fee 04 BI07

Select

Description
01 Duplex
02 Townhome
03 Piggyhacks

'&Printl

Calculation Method  Flat Dollar Amaunt

" Hext Year Amount

Frequency  honthly

Current
Years
Charges
show
initialy

2
& oo |®Cance||

Click on the Next Y ear Amount option above the Charge Tables, then enter the new

Amounts for Next Year.
It will look like this when you have entered N

ext Year’s Amounts:

Next Year Charge Amounts

' AR - Enter Changed Charge Amounts

Charge Code: A1 Maintenance Fee

Date of Last Application Fee 040107
Date of Last Late Fee 041607

Select
(™ Current Year Amount

Calculation Method  Flat Dallar Amount

Frequency  Monthly

f¢ Hext Year Amount

01 Duplex
02 Towenhome
03 Piggybacks

.&Printl

QCancell

Changethe
amounts
for each
charge

| category to

next year’s
amounts.

Click the OK button to proceed with printing the coupons.

306




OCaHCE'l Click the Cancel button to exit from the coupon file.

If you clicked the OK button above, you will see the Select Charges screen again:
Select Current Charges

' AR - Change Recurring Charge Amounts g@g

Double Click or Hit Enter Key on Each Charge Code
To Change Charge Amounts.
Last &ppl. ) Uze Current Charges
;3.1 -Maintenance Fes 0401104 M Ma
1 ‘Special Aszess 040104 M Mo

Code Description

b
Hext [ | @n:ancell

Notice the Use Current Charges column now says NO. That’s the indication to you that
the Coupon File will be created with Next Y ears Charge Amounts.

Click the Next button to proceed with printing Coupons.

Mewt [

Click the Cancel button to exit without printing Coupons.

@) Cancel

If you clicked the Next button, you will see thiswarning:

4t AR - Select Statement Format E@g|

New Charge Amounts Have
Been Selected.

Click "OK" to Continue or
"Cancel” to Go Back.

@ o Joemrd

Thisis merely letting you know that the Coupons will have amounts that are different
from the Current Y ear Charge Amounts. It is making sure you want to proceed with
printing Coupons with the different Charge Amounts.

Z o Click the OK button to proceed with printing Coupons.

@Cancel Click the Cancel button to exit without printing Coupons.

This completes the manual section for printing Coupons.
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Create Coupon Folder

TOPS 4.0 has the built-in ability to generate an owner coupon file which contains the
owner’s name, mailing address, recurring charges due, late fees and other information
which may be needed by an outside coupon printer. From this file, companies that
specialize in coupon printing can print coupons with a scan line that will work with your
bank’s lockbox system.

Companies that print coupons from the file generated in TOPS 4.0 include:

Coupon Printer Coupon Printer

Alphagraphics  (480) 821-0985 American Coupon (800) 624-3952
www.al phagraphics.com WWW.amcoup.com

Bank-A-Count (800) 445-3913 Best Bill (866) 237-8245
www.bank-a-count.com www.bestbill.com

Optimal Outsource (949) 916-3700 South Data (800) 549-4722
www.opti mal outsource.com www.southdata.com

Follow these steps to generate the coupon file.

s
]

From the Bills & Coupons menu, click on Create Coupon Folder.

reate
Coupon Folder

Y ou will seethe options screen for generating a coupon file:
Create Coupon File
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“f AR - Create Coupon File XX - Sample ... E|@

Owner Coupon File

File: Format South data
Comminunity 1D 12222-222
Bedinning Year ]_
Bedinning Month ]T
Beginning Due Date ,7
Mumber of Payments H

Grace Period (Days) ]—

Meszages (Colonial and ]
Flarida Shores) ]

[ Include Direct Debit Owners

Select 1 include
¢ AllHomes [¥ Current Cowmer
™ Range of Homes [ ResidentTenant
(" SectionBuilding [ Previous Ovener

" Selected Home [v Developer

& ok IQCancell

We’ll review each field on this screen so you understand how to complete it.

File Format Select which coupon printer’s format the coupon file will be
created in. The choices are:

Florida Shores
Alpha Graphics

Select the printer format by highlighting it with the mouse,
then clicking onit. If your coupon printer is not listed, try
selecting elither SouthData or NCP formats since most printers
can read these file formats.

Community ID If the Lockbox Community ID is setup in the Accounting
Control File, then it will display that ID here. TheID is used
by the bank lockbox and by TOPS 4.0 to know which
community the lockbox cash receipts are deposited into.
TOPS Software can handle any ID here, but it must match
with the lockbox system used by your bank.

It must be correct the correct Lockbox Community 1D on the
coupon order or it will cause a problem with your lockbox
cash receipt processing. If you are in doubt about the Lockbox
Community 1D, check with your bank.

Beginning Y ear Enter the 4 digit year that goes with the first month you wish
to have coupons printed for.
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Example - 2008

Beginning Month

It automatically defaultsto 1 for January. But you can enter
any number from 1 to 12 for the first month for printing
Coupons.

Example— May =5

Beginning Due Date

The Month/Day/Y ear that the first payment isdue. Typically,
it would be the first month and first day of the next accounting
year, but you can enter any date you wish.

Example— 01 01 08 = January 1, 2008

You NEVER need to enter the slashes (/) to separate your date
fields. TOPS 4.0 will insert them for you automatically.

Number of Payments

How many coupons do you want to have printed for each
home? Y ou must tell the coupon printer how many coupons to
print for each home in your coupon order.

Monthly Payments— 12
Bi-Monthly Payments - 6
Quarterly Payments- 4
Enter the number of couponsto be printed for each home here.

Grace Period (Days)

How many dayswill you allow as a “grace period” before you
consider the payment as late?

Example — 10 = 10 days after the Beginning Due Date
value above.
You can leave this blank if you wish or enter a day’s value.

M essages

On certain coupon formats you can have atwo line message
printed on each coupon. If you coupon printer can handle
printing a message, enter the message here.

If your printer cannot handle printing a message, just leave this
blank.

[ Include Direct Debit Owners

Checkmark this option to print Coupons for owners that are
paying by Direct Debit. The default isNOT to print Coupons
for owners paying by Direct Debit to save you time and
postage. Checkmark this option if you do wish to print
Coupons for those owners paying by Direct Debit.

Sdlect

This gives you away to select which homesto include in the
Coupon File. The choices are:

e All Homes— will include every homein the
community except those paying by Direct Debit,
depending on how you answered the Direct Debit
option above.

e Range of Homes— enter abeginning and ending
home. All homes within the range will beincluded in
the Coupon File except Direct Debit depending on how
you answered the Direct Debit option above.
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Section/Building — if you activated the
Phase/Section/Building option, you can select which to
include in the Coupon File.

Selected Home — you can individually select the
homes to be included in the Coupon File. This can be
handy when you need replacement coupons or if there
has been aresale and you wish to give the new owners
coupons through the end of the year.

Y ou must Select one of these options.

Include

Which of the 4 Owner Types do you want to include when
printing Coupons. Y ou can select from:

Current Owner — the main owner of the homewho is
checked to receive Coupons under the Owner Flags
(see the Flags section next). The Current Owner is
checked by default to receive Coupons.

Resident/Tenant — These would be renters. Normally,
they would not receive payment Coupons, so the
default is to leave them unchecked.

Previous Owner — Normally, you would not be
sending payment Coupons to a Previous Owner, so the
default isto leave them unchecked.

Developer — If there are Builders/Devel opers who own
unsold homes, you can send them payment Coupons if
you wish. By default, Developers are checked to have
Coupons printed. If there are no Developer/Builder
owned homes in the community, then it does not matter
if thisis checked or not, no Developer/Builder
Coupons would be printed.

Y ou can select which of the 4 Owner Types to include when
printing Coupons. Normally, the defaults of Current Owner
and Developer/Builder are the correct ones in most cases.

A completed Coupon File screen would look like this:
Coupon File— Completed Screen
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1 AR - Create Coupon File XX - Sample ... [Z|@®
Owner Coupon File

File Format 1Snuth data x
Community 10; 12222—222

Beginning Year W

Beginning hManth ]1_‘

Beginning Due Date ’m

Mumber of Payments 1?2_

Grace Period (Days) ]E‘

Messages (Colonial and ]EIOARD OF DIRECTORS ELECTION
Floria Shores) fagl | BE HELD IN NOYEMBER

[~ Include Direct Debit Owners

Select - —Include

* Al Homes v Current Cowener

™ Range of Homes [ Resident/Tenant

(™ SectiomBuilding [ Previous Cvener

" Selected Home v Developer

B 0K IQCancelI

Z o Click the OK button to proceed with creating a coupon file.
@Canee Click the Cancel button to exit without proceeding.

If you clicked the OK button above, you will see the Select Char ges screen:
Select Charges

< AR - Create Coupon File [;|@E]

Select Charges

Chrg. Thi. Mame

laintenance Fee
Special Azsess

@ Sel..".lll ® CIr.P.IIl b | @l:anceql

All the recurring Charge Tables for the community will be displayed. You can
checkmark which charges you wish to include in the Coupon File. Simply checkmark at
recurring charge to include it in the Coupon File or uncheck it to skip it.

@ sm.nnl Click the Select All button to checkmark ALL the recurring charge tables
showing on the screen.
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o cral Click the Clear All button to uncheck ALL the recurring charge tables
showing on the screen.

2 o Click the OK button to proceed with creating the coupon file.

@Cancel Click the Cancel button to exit from the coupon file.

If you clicked the OK button, then you will see the following screen to make sure the
amounts on the Coupons are correct:

Select Current Charges

' AR - Change Recurring Charge Amounts E]@E|

Double Click or Hit Enter Key on Each Charge
To Change Charge Amounts.

I Co Description Uze Current Charges |
kg haintenance Fee 0401807 M
1 Special Assess 04/01/07 1

b
Mext [ | Bl:ancell

This screen gives you the chance to select whether the Coupons are for the Current
Year’s Charges or Next Year. It defaults to YES under the Use Current Charges column
which is correct for replacement coupons for the Current Y ear, but not correct if printing
coupons for Next Y ear.

See below for instructions on entering Next Y ears Charge Amounts on Coupons.

Next b Click the Next button to proceed with creating the Coupon File.

@Canee Click the Cancel button to exit without creating the Coupon File.
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Next Year Charges

If you want to have Coupons printed for the following year, change the YES to aNO for
each Charge Table, then enter the amount of Next Y ears Charges into the Charge Table.
Changing the Charge Amounts here will not affect the amounts stored in the Charge
Tablefor the Current Y ear, it will smply keep the Next Y ear Charges on file until year-
end, then let you update the Charge Tables for the new amounts.

Next Year Charge Amounts

“f' AR - Enter Changed Charge Amounts

Charge Code: A1 Maintenance Fee

Date of Last Application Fee 040107 Freguency  Morthly
Date of Last Late Fee 04607 Calculation Method — Flat Dollar Amaourit
Select
" Hext Year Amount
Current
Description H Y ears
01 Duplex ChargeS
02 Townhome ShOW
03 Piggyhacks ey
initially

=
0 Pl'intl e | @Cancell
Click on the Next Y ear Amount option above the Charge Tables, then enter the new

Amounts for Next Y ear.
It will look like this when you have entered Next Year’s Amounts:

Next Year Charge Amounts

#t AR - Enter Changed Charge Amounts

Charge Code: A1 Maintenance Fee
[rate of Last Application Fee 0400007 Frequency  Morthly
Date of Last Late Fee 04ME07  Calculstion Methad  Flat Dollar Amourt
Select Change the
™ Current Year Amount {+ Hext Year Amount amounts
B = for each
Description Agamt Amou A Charge
01 Duplex H
02 Townhome Category EO
03 Piggybacks next year's
amounts.
=
.& F‘rintI B oK @Cancell
Z o Click the OK button to proceed with creating the coupon file.
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OCaHCE'l Click the Cancel button to exit from the coupon file.

If you clicked the OK button above, you will see the Select Charges screen again:
Select Current Charges

' AR - Change Recurring Charge Amounts g@g

Double Click or Hit Enter Key on Each Charge Code
To Change Charge Amounts.
Last &ppl. ) Uze Current Charges
;3.1 -Maintenance Fes 0401104 M Ma
ol ‘Special Assess 040104 b Mo

Code Description

bd
Hext [ | @n:ancell

Notice the Use Current Charges column now says NO. That’s the indication to you that
the Coupon File will be created with Next Y ears Charge Amounts.

Click the Next button to proceed with creating the Coupon File.

Mext ’

Click the Cancel button to exit without creating the Coupon File.

@) Cancel

If you clicked the Next button, you will see thiswarning:

“ AR - Select Statement Format E@g|

New Charge Amounts Have
Been Selected.

Click "OK™ to Continue or
"Cancel” to Go Back.

Thisis merely letting you know that the Coupon File has amounts that are different from
the Current Y ear Charge Amounts. It is making sure you want to proceed with creating
the Coupon File with the different Charge Amounts.

Z o Click the OK button to proceed with creating the coupon file.

@Canee Click the Cancel button to exit from the coupon file.
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Printed Report

A report will be printed so you have alist of all the owners who were included in the
Coupon File. The report will aso show the coupon amount each owner is supposed to
pay. You should review this report to make sureit is accurate before sending the Coupon

File to the coupon printer.

Coupon File L ocation
The Coupon File will be created, then you will be asked to select the location on your
computer where the Coupon File will be saved.

Coupon File L ocation

“f AR - Copy Coupon File

* | Copy to Floppy Dirive [4:F
B2 20 PN

" CopytoHard Drive
CATORS2000COUPOMNS 222222 PAMN

" Put into Temporary Coupon File
CATOPS20004MASTERAT OPSCOUR PAN

o oK l @n:ancell

Select which of the 3 locations you wish to save the Coupon Fileto. Make anote of it,
you will need to know the file location in order to send it to the coupon printer.

2 o Click the OK button to proceed with saving the coupon file to the selected
location.
@Canee Click the Cancel button to exit from the coupon file.

Sending the Coupon File

Depending on the coupon printer, each may have a different method they prefer you use

to sending them the Coupon File. Some printers may want the file attached to an e mail,

others may want you to upload it to their web site.

The Coupon File you created will be saved in the location you selected in the step above.
Y ou will need to know whereit is so you can send it to the coupon printer.

This compl etes the manual section on Create Coupon File.
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Custom Coupons

If you want the ability to print Coupons in-house with a scan line so they work with your
bank’s lockbox system, we handle this through the creation of Custom Coupons. The
reason thisis done as a Custom Coupon is, there are many different scan line formats used
by banks around the country. We have to work with each bank to create a Coupon with a
scan line the bank’s lockbox system can read and process.

Because over the years we have worked with many banks across the country, we have a
library of Custom Coupon programs that are available at a modest cost. Some can even be
purchased through our web site, www.TOPSsoftware.com, Customer Care Center, Online
Store. If you wish to purchase a Custom Coupon from the Online Store, once you enter
your credit card information and an authorization is received, you can download and install
the Custom Coupon program so you are ready to use it in minutes.

Forms Needed
To print Coupons, you will need special perforated forms that will match the Custom
Coupon design. For most Custom Coupons, you can select from either a 3 per page or 4
per page Coupon format. Be sureto order the correct Coupon forms from one of these
authorized TOPS 4.0 forms suppliers:
Dynamic Systems Formost Graphic Communications
800-782-2946 301-424-4242
Y ou may need to order special window envelopes to fit with the coupons. Coupon
envelopes are available from the above forms suppliers.

Bank Coupons
Thefollowing isapartia list of bank Custom Coupons available from TOPS Software:

SmartStreet US Bank

Community Association Banc (CAB) Colonial Bank

Bank Atlantic Banco Popular

BB&T Cyber Express

Executive National Bank First Bank

Gulf Coast Bank Peoples Community Bank
San Jose National Bank SMS

TD Bank Union Bank of California
Wachovia

The steps to print Custom Coupons are very similar to printing regular Coupons. Seethe
instructions under Print Coupons earlier in this manual section for guidance in printing
Custom Coupons.

317




Year End

Other then updating Charge Tables for the new year, there is no required year-end function
that must be performed before going on to the next year. The only exception to this
statement is if you elected to use the “Yearly Accounting” option for the owner A/R. If
you use “Yearly Accounting” (Setup menu > Owner Date & AR Setup > Control File >
Activate Y early Accounting checkbox), then you must update the next year in the A/R
Control File before proceeding to enter any owner transactions for the new year. That
way, the new year will be appended onto every owner transaction so you can easily
separate charges and payments by year.

Y ou can "Purge” Owner Payment Histories whenever you want using a" Cut-off Date" you
specify. All Owner financial transactions dated prior to the "Cut-off Date" will be
summarized into a"Balance Forward" while financial transactions dated after the " Cut-off
Date" will be |eft alone.

Y ou can carry as many years worth of Owner Payment Histories as you wish before
performing the "Purge History" function. Generally, most users like to have the past 2
years on-line to be able to answer Owners' inquiries. Having severa years worth of
Payment Histories on-line does take up more hard disk storage space as well as slow down
the preparation of Owner Reports since there are numerous transactions that have to be
reviewed for report preparation.

Before performing a"Purge History" there are 2 things you must do. They are:
e Print " Payment History Report”
e Makea permanent backup of Community
Print Payment History Report
Thisis acomplete history of all owner transactions starting with the earliest through a

cutoff date you specify. Y ou want to print this history if you are purging payment history
so you have a permanent, hardcopy record of the history.

Per manent Backup

A backup should be made of this Community's files. Thiswill be a permanent backup that
you will keep for at least afew years (IRS requires 7 years for tax purposes). There are
several good reasons for this.

Y ou might be audited by the IRS

Y ou might have a court case involving a delinquent owner

Y ou might have to check an old owner balance to answer questions

If there is a change in management, you need the history to cover your actions
while you managed the community.

Oncethe" Close & Reset" isperformed, you cannot retrieve the Payment History data
unless you have a Backup. We cannot stress thisenough. It isimperative that you make
this backup before proceeding.
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Previous Owners
The"Close & Reset" program also "purges’ Previous Owners from the system if they have

a"zero" balance as of the "Cut-off Date" you specify. This helps keep you Owner files
from ballooning in size.

‘Year end From the AR menu, click the Year End menu tab.

When you click the Y ear End menu tab, you will seethe Y ear End menu itself:
Year End Menu

Year End

g

Print History

PurgeHistary

We’ll review each of the available menu options.
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Print History

The "Payment History" gives you a"hard copy" of the Owner's Payment Histories showing
all charges and payments. It should be printed using the same date as the " Cut-off Date"
you plan to use for the "Close and Reset" of the Owner Payment Histories. It should be
kept as a permanent report.

% To print an owner payment history report before purging old history

= records, click the Print History button.
Print History

When you click the Print History button you will see these print options:
Print History Options

) aR - History Report

Print Order

-

*  accournt Mumber
" LotUnit Mumber
-~

Owwnier Last Mame

Cutoff Date |

2y Frint | (A Cancel

The primary options are to select the print order for the report. By default, the preferred
access method from the Owner Control File will be the selected print order, but you may
change to any of these print orders:

Street Address
Account Number
Lot/Unit Number
e Owner Last Name
Select the print order that best suits your needs.

Cutoff Date | Enter the Cutoff Date through which you want the owner payment
history printed. It will print the history from the earliest transaction date
through the cutoff date you enter here. If you are purging the owners
payment history, make sure you print the history through the date you will
be purging “as of”.

& Fine Click Print to proceed with printing the owner payment history.

@Cancel Click Cancel to exit without printing the owner payment history.

If you clicked the Print button above, you will see the printer selection screen:
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Printer Selection

@ SY - Print Reporis

Payment History Report
— Print To:

(" Screen
" File

Settings <& Print

{* Porrat " Landscape

@Can cel

Make your printer selection for this report.

& Frint Click Print to proceed with printing the owner payment history.

@Cancel Click Cancel to exit without printing the owner payment history.

If you click the Print button, the report will be generated according to the printer selection
you made.
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Purge History

Purging the owner payment history summarizes all owner transactions into one balance
forward transaction as of a cutoff date you specify. All Owner financial transactions dated
prior to the "Cut-off Date” will be summarized into a"Balance Forward" while financial
transactions dated after the " Cut-off Date" will be left alone.

Y ou can carry as many years worth of Owner Payment Histories as you wish before
performing the "Purge History" function. Generally, most users like to have the past 2
years on-line to be able to answer Owners' inquiries. Having severa years worth of
Payment Histories on-line does take up more hard disk storage space as well as slow down
the preparation of Owner Reports since there are numerous transactions that have to be
reviewed for report preparation.

Before performing a"Close & Reset" there are 2 things you must do. They are:

e Print " Payment History Report” — do this so you have a permanent record of the
owners history before you purge any history.

e Makea permanent backup of Community — once purged, thereis no way to get
the history back. Y ou need to make a backup and save it before purging any
history.

YOU DO NOT HAVE DO THIS" CLOSING" IN ORDER TO PROCEED INTO THE
NEXT YEAR. You may keep as many years of Payment Histories as you wish. Y ou may
purge past histories into a"Balance Forward" as of any date you specify.

When you “Purge History” you have two options for how to handle the balance forward
summary:

e Summarize Through Cutoff Date— all owner transactions are condensed down to
one Balance Forward transaction “as of”” the cutoff date you specify.

e Preserve Detail From Delinquency Date — owners with a zero balance “as of” the
cutoff date will be summarized into a balance forward. Any owner with a balance
due “as of” the cutoff date will have their history preserved back until the date they
were last at a zero balance prior to the cutoff date. Thisis the default option.

A print report will be generated showing the balance forward for each home. ThisisNOT
the same as the detailed Payment History Report. Y ou need to separately print the
Payment History report before performing the Purge History.

To purge the owner payment history as of a cutoff date, follow the instructions below.

Click the Purge History to summarize the owner payment history into a
balance forward “as of” a cutoff date you specify.

PurgeHistory
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When you click the Purge History button you will see these print options:

Purge History Options

&) AR - Year End Close & Reset XX -Sample Condominium

You are about to PURGE Owner
Histories. This will permanently
delete history as of the date you
enter helow. A breakdown of the
halance due will be brought forward.

You should have a current backup before proceeding.
Also, you should print a Paymemt History report

for a permanenmt record of the purged History.

You can do this from the PRINTER button below.

Cutoff Date:

Options:
" Summarize T hru Cutaff Date

{* Preserve Detail From Delinquency D ate

-B 0K I@Cancel

Warning

Because you are permanently erasing detailed owner history into a balance forward
transaction this stop sign warning is letting you know what will happen if you proceed. It
also reminds you to have made a permanent backup before proceeding.

Open Cash Receipt Batches

If you have any undeposited owner cash receipt batched, you cannot proceed with the
Purge History function. Thisis because you may have deposit dates or transactions that
would be dated PRIOR TO the cutoff date. Y ou must complete the deposit or delete the
open cash receipt batches before proceeding.

Cutoff Date

Enter the Cutoff Date through which you want the owner payment
history purged. It will summarize the owner history from the earliest
transaction date through the cutoff date and create one balance forward
transaction unless you elect the “Preserve Detail From Delinquency Date”
option below.

Options

Select one of these options for purging owner payment histories:

e Summarize Thru Cutoff Date - al owner transactions are condensed
down to one Balance Forward transaction “as of” the cutoff date you
specify.

e Preserve Detail From Delinquency Date - owners with a zero
balance “as of” the cutoff date will be summarized into a balance
forward. Any owner with a balance due “as of” the cutoff date will
have their history preserved back until the date they were last at a zero
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balance prior to the cutoff date. Thisisthe default option.

2 o Click the OK button to proceed with purging the owner payment history.
@Cancel Click Cancel to exit without proceeding with purging the owner payment
history.

If you click the OK button, you will see the printer selection screen:
Printer Selection

@ SY - Print Reports

Summarize Owner Balances

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

[~ Soreen
™ File

Settings &5 Frint

{* Portrait " Landscape

(Z)Cancel

Make your printer selection for the balance forward summary report.

& Fine Click Print to proceed with purging the owner payment history and
printing the balance forward summary report.

Click Cancel to exit without purging history or printing the report.

@) Cancel

This completes the instructions for Purge History.

It also completes the manual section for A/R Y ear End closing.
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