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About Owner Database

The Owner Database module is the cornerstone module of the TOPS Professional™

system and is where the homes and owners are stored for each community. Use Maintain

Owner to make corrections to owner names, change mailing address, owner telephone
numbers, e-mail address changes other information stored for the homes and Owners.
Through the Property Info button on Maintain Owners, you can change the information
about the home itself, like the Account #, Lot/Unit #, Street Address, Legal Description,

etc. From the Owner menu, you can also generate owner reports, mailing labels, and form

letters for the Owner Database module.

The Owner Database is included when you purchase TOPS as part of the “Basic System”.

To access the Owner Database module and its features, click the Owner button on the
TOPS Professional™ toolbar. You will see the Owner Database menu:

Mairtah ‘ Repats ‘ Maling Labels I Fom Letters ‘ [fficers ‘ (iraup Dwners hortgage Co Poal Pass

Use the Owner Database module to perform the following:

Maintain - maintain homes, owners and related information. Also, handle home
resales here.

Reports - print various reports in many sort orders.

Mailings - print several label formats for both laser and dot matrix printers. Create
an owner file for export into other applications. E mail owners as an alternative to
mailing labels.

Form Letters - create letter templates or special forms with mail merge capabilities
to send to owners, either printed letters or e mailed.

Officers - setup and maintain Community Officers and committees. Print reports and
mailing labels. E mail officers here as well.

Group Owners - owners who own more than one home in the community. Generate
consolidated bills and labels for Owner Groups.

Mortgage Companies - set up and maintain Mortgage Companies for tracking.

Pool Pass — track facility memberships and print passes. This is an option which
must be purchased separately; it is not included with Owner Database in the basic
cost of the software.

Control Info — maintain general community information, such as, return address for
bills and coupons, location of the community, etc.

Contiol fo



Owner Toolbar
Here is the typical Maintain Owner screen:

Maintain Owner

4 OD - Maintain owners XX - Sample Condominium %]
o .
A 4/ p/Pl *|2| 2|8 e Dol # e & X &
#dd | Property| History | harges| Letters| Motes| pDarg | Flags | Bem®r | ceR | WiOnd| Frint
Select PropertyF4 - Browse Multiple Owners
Accourt #(F3) ¥ |Lot nitcFe) ¥ Record Type | |
Street |
Status
Street Address (F2) | Mame Search (F5) ‘ Balance: Notes:
Select Owner Collection: |_ ;I
[ Hold Action
Crperer | | ﬂl
Seftled Date: Move Out:
2ne Owener | |
Alt. Mailing Addr. Contact Info.
H Wyork Al
Address 1 | | ome | il |
Address 2
| [ Unlisted [ Unlisted [ Unlisted
City
Fax [ Dizakle web Interface?
State Fip Cndel | Carrier|
[~ Use At [ Foreign Ador [ 2nd AR Addr E-Mail  Maindain ‘ Wieniy | Send ‘
Mart. Co.| 000 il E oK | OCanceIl j Deletel *Close
Osvner of for this home

Notice the toolbar at the top of the Maintain Owner screen:

* | @25 g|alel ¥ £ | RS

Add | Property| History| Charges| Letters| Motes| poy | Flags | BUP®C | CoR | WirheOrd|  Print

Use the toolbar buttons on the Maintain owners screen to access the following
information for an owner:

e Add - add an owner to this home or, if no home has been selected, you can
add both a new home and new owner using the Add button.

e Property Information — this is the fixed information about a home
regardless of who owns it. The fixed information includes the Account #,
Lot/Unit #, Street Address, Ownership Percent (if condo), Legal
Description, Zip Code, and more.

e History - The charge and payment history for this owner. This is one of
several places you could go to see the owner’s account balance.

e Charges — See the Charge Tables setup for this community and
activate/deactivate recurring charges for this home.




Letters — Use this option to print or email customized letters with the
owner’s information inserted into it. Form Letters are letter templates that
use mail merge codes to insert owner specific information into a letter.

Notes — Enter unlimited notes about a home or owner. Each note is date
and time stamped as you enter it.

Flex data — Customize the data being tracked about the owners using Flex
Data. You name the field label and define the data type you wish to track,
and then enter the appropriate “Flex Data” for each home. The data can
be searched and reports printed as needed.

Flags — These are a series of checkboxes that set control flags for this
owner, such as, does this owner get bills/statements, mailing labels, pays
by direct debit, etc.

Owner resale — Use this option to handle transfers of ownership from a
previous owner to a new owner. You can split the owner charge and
payment history between owners as you add the new owner.

CCR - if you own the CCR Enforcement module, click this button to
view/maintain the CCR records for this home. If you do not own the CCR
Enforcement module, clicking this button will not do anything.

Work Order - if you own the Work Order module, click this button to
view/maintain any Work Orders records for this home. If you do not own
the Work Order module, clicking this button will not do anything.

Print — click this button to print an Owner Profile Report which includes
all the information about this one home. The Owner Profile Report can be
printed for the entire community from the Owner Reports menu, but this
button will print the information for just the selected home.



Maintain Owners

To access the Maintain Owners screen, click the Maintain tab. Then select a home using
either the:

Account #
Lot/Unit #

Street Address
Owner Last Name

Once you have selected the home, you will see the Maintain Owner screen:

Maintain Owner

= OD - Maintain owners XX - Sample Condominium

* & 2 $ ¢ 0 8 #F ¥ R R NS
Add Property | History | Charges| Letters | HNotes D:txa Flags Egsnaelre CCR | Wik.Ord|  Print

< 4 PP

Select PropertyFd - Browse Mutltiple Owners
Account #(F3) 100 Lot nitcFe) 100 | Record Type |Owmer  |001
Street | 100 Essy Street
Status
Street Address (F2) | Mame Search (F5) | Balance: oo Motes: WO
Select Owner Callection: |_ ;I
i [~ Hold Action
Cr Ray & Mancy Simon SIMOM
wner | Ray y | 1] Seftled Date: | 091200 Moveout |
2nd Onvvnier | |
Alt. Mailing Addr. Contact Info.
Address 1 [ 12100 Taft Strest Hame ik A
| 3015551212 | 2022223322 | 30188141212
Address 2 | - - -
[~ Unlisted [~ Unlisted [~ Unlisted
City Rockville
Fax 301-667-5599 | Dizahble Web Interface?
State MD  Zip Code| 20885 -| 6789 Carrier |
v Use &t [ Foreign &ddr [ 2nd &t Addr E-Mail  Maintain | Wigw ‘ send |
tdort. Ca.| 006 g Roosevet Times Mortgage Z o |0Cancel "_jl:lele‘te o Cloze

Cwwner 1 of 1 for this home

Use the Maintain owners screen to view current owner information, to make changes to
owner information, do an owner resale, add a new home and owner not previously added
during the Setup process, and view or change any of the information about the home
and/or owners.

The following explains the owner data displayed on the Owner Maintain screen:

‘ |‘ ‘ > >| Use the Ar_rovx_/ buttons to move from home to home staying on the

Owner Maintain screen or jump to the LAST/FIRST home. The arrow
navigation can be handy when you want to review/change the Owner
Info for a several homes at a time.




Owner Data

Account # (F3)

The account number used to identify this home, if any. The Account # is
entered into the Property screen since it is fixed information about the
home. It is only displayed here for your reference and convenience; it
cannot be changed on this screen, only by clicking on the “Property”
button on the toolbar.

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

Lot/Unit # (F6)

The lot/unit number used to identify this home, if any. The Account # is
entered into the Property screen since it is fixed information about the
home. It is only displayed here for your reference and convenience; it
cannot be changed on this screen, only by clicking on the “Property”
button on the toolbar.

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

Street

Displays the Street Address of this home. The Street Address is entered
into the Property screen since it is fixed information about the home. It
is only displayed here for your reference and convenience; it cannot be
changed on this screen, only by clicking on the “Property” button on the
toolbar.

Street Address (F2)

Click this button to select a home using the address. You will then see
the selector screen for selecting the home:

XX - Sample Cond... [= |[B]X]

Bank Street

i 0D - Maintain owners

Street Mame

Address # ’7
I'\\ Enter Address

Bank Street - Unit
Diamond Avenue

Eacy Street | | here or use
10001

Suereme Court 10002 « ﬁ browse area to
10005 select home

10006
10004
10013

ﬂ 10015 ﬂ

o T |Q-:ance||

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.

Select the street name then address #

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

Mame Search (FS)

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




A 0D - Select Owner/Property by Owner Name

Last Hame “—M
Owner Name | Enter Last
Name, and
then click
Search

[
* - Second Home Owner g
oK | QCancell

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

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

Owner

The “Primary” owner of this home. The owner names can be formatted
however you wish, however, the way you enter them here is how they
will be formatted on letters, statements, coupons and reports. Typically,
you would enter them just like you would address a letter:

Ex. John & Mary Smith
You may correct the owner names here, if needed, by simply typing the
correct names into the Owner field.

Last Name — Type the owners Last Name in this separate field. It is the
name that is used for name searches and last name sorting by TOPS.

2"4 Owner

If there is a secondary owner of this home, you may enter it here.
Ideally, this would be used for an owner situation where a home is
owned by two individuals who are NOT husband and wife or where the
spouse has a different last name.

Last Name — Like the Primary Owner above, type the secondary owners
Last Name in this separate field. It is the name that is used for name
searches and last name sorting throughout the software.

]

Click the paper clip to add an Attachment to an Owner. An attachment
could be any digital image, like a scanned letter. There are specific
instructions for adding an attachment elsewhere in the Owner Help.

Alt. Mailing
Address

If this owner has a mailing address OTHER than the address of this
home, you may enter it here. You can then send letters, mailing labels,
coupons, statements and notices to the owner at this Alternate Mailing
Address.

Note: If the community has a web site with AtHomeNet, also called a
TOPS Community Web Site, then owners can change their Alternate
Mailing Address on the Address Book page of the web site and this
change will update the Alternate Mailing Address fields in TOPS when




the web site syncs the information to TOPS.

[w Usze &k

If you enter an Alt Mailing Address, make sure you checkmark this box.
If this is not check marked, all correspondence will be sent to the
property address rather than the Alternate Mailing Address.

| Foreign &Addr

Checkmark this box to change the format of the Alternate Mailing
Address to it will accommodate a foreign address. You may then enter
the foreign address as it needs to be formatted.

[ 2nd Al Addr

Checkmark this box if there is a second Alternate Mailing Address where
correspondence needs to be sent for this home. Perhaps the Owner has
another residence or has a property manager or relative overseeing this
home, use the second Alternate Mailing Address to store this
information. You can then choose which addresses get the
correspondence from the community.

If you checkmark this box, a second Alternate Mailing Address screen

pops-up as follows:
x... . [EIX)

= 0D - Maintain owners

Alt. Mailing Addr. 2 [ Eoreign
Address 1 |
Address 2 |
City |
State I_ Zip | | Carrier

Send
[ Mailing Labelz

[~ Special Formz
[ BillziStatements

BCIearl e |@c.ance||

Enter the mailing address. Be sure to checkmark the appropriate boxes
to send correspondence to this address as well.

Mart. Co. 000 |

Sometimes, it is required to notify the Mortgage Companies if an owner
is delinquent or if there are proposed changes to community legal
documents. This gives you a method for tracking the Mortgage
Companies for each home.

If you wish to track the Mortgage Company for a home, you can use the

down browse arrow 3 to browse the list of Mortgage Companies.
You can add the Mortgage Companies under the tab of the same name on
the Owner Database menu.

Multiple Owners

If there is more than one owner record for a home, for example, there
might be a Previous Owner, a Renter or third owner of the home, it will
indicate here whether multiple owners exist and let you select one of the




other owner records for this home:
Mukiple Owners

Record Type | Crivmer | oo Select (F7)

Click on the Select button or use the F7 key to open up a browser
window to select one of the other owner records for this home.

Status

The Status box looks like this:

Status
Balance: aa Mates: MO
Collection: E;I |Sec:n:-ndWarning

[ Hold Action

Seftled Date; 094200 Move Out:

This box covers important pieces of information about the owner.
Balance — Shows the balance owed by this owner, if any.

Notes — If owner notes exist for this home, it will say YES. If no Notes
have been entered, it will say NO.

Collection — If this owner is delinquent and has had a collection action
taken, this will show the current action in from the collection
process.

Hold Action — Checkmark this box to stop this owner from having any
further collection action taken. That means no other notices or
letters will be sent until this is unchecked. It “freezes” this owner
at whatever step they are at in the collection process. You might
checkmark “Hold Action” if this owner has been referred to an
attorney for collection of the delinquent balance.

Settled Date — The date this Owner purchased the home. This would be
the date they began to owe a maintenance fee to the community. It
can be left blank if unknown.

Move Out Date — The date this Owner sold the home to another party.

If the Owner Resale function is used for changes in ownership, both the
Settled Date and Move Out Date are filled in automatically.

Contact Info

The Contact Info is where you can enter phone numbers and the e-mail
address(s) for this owner. It looks like this:




Contact Info.

Home: ok Alt.
|301-555-1212 | 202-222-3322 | 301-881-1212
™ Uniisted ™ Unlisted [ Unlisted
Fax | 301-B67-8833 [ Dizasble Web Interface?
E-Mail  Mairtain | Wi | Send |

Home — Enter the home phone number for the owner, if known.

Work — Enter the work phone number for the owner, if known.

Alt — Enter an alternate work or home number, if known.

Fax — Enter a fax phone number, if known.

Disable Web Interface? — Checkmark this box if the community has a

TOPS Community Web Site and this owner does NOT want their
contact information displayed on the web site.

E-Mail — Here you can show existing e mail addresses for this owner.
You can change or add new addresses from the Maintain screen.
Once setup, you then have the option to e-mail the owner certain
information elsewhere in TOPS as described in the Owner
Communications — E Mail section below.

Owner Communi

cations — E Mail

hairtain

If you clicked the Maintain e mail button, you will see the owner e mail
screen:

Owner E Mails




'@' XX - Sample Condominium - Maintain Emails

Ray & Nancy Simon [Current Owner] Account #: 100
100 Easy Street Lot/Unit #: 100
[ Funoptin | | Ful'Dptou | @ @ [E @
Primnary . General Letters & Billz & Sync o
Ernail Email Address I ailingz Motices Statements AtHaormeh et
zimonzez@anl.com
] RN Simarni@gmail. com [ 1 1
Primary Email The main email address for thiz person. There can anly be 1 Primary email.
General Mailings |Jzed for general conespondence and announcements.
Letters & Notices |Jzed for official letters and notices, like delinquency and CCER letters.
Billz & Statements sed for invoices that Bill the cwner for a balance due.
Sync to AtHomeMet  Thizs Community iz currently nat configured az an AtHomeM et webzite,
Add Wew Delete Dane
Emnail Addresses: 2

Each owner record can have an unlimited number of e mail addresses
and each can be marked to receive e mailed communications. If any of
the individual columns are check marked, TOPS will assume the owner
has “Opted-In” to receive email for this category of mailing.

Click the “Full Opt-In” button to check mark ALL the
columns (categories) of mailings for ALL email address on file
for this home. If checked, then you can send e mails for various
types of communication for this owner.

Click the “Full Opt-Out” button to uncheck ALL the
columns (categories) of mailings so this owner no longer
receives ANY emails from the community.

| N | | ‘ | | ’ | | N | Click the browse arrow buttons to stay on the
owner e mail screen but move to the next home or backwards to
the previous home. This can be handy when updating or
correcting owner e mails for several homes.

Primary — This is the main e mail address for this owner record. It
should be the e mail address used for most types of
communication. Although you can enter additional e mail
addresses and send any of the 3 types of communications to this
address as well.

Note: There can be only 1 Primary e mail address for each
owner record.
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Email Address — enter the owner’s e mail address here. There can be
multiple e mail addresses for each owner record.

General Mailings — The default e mail address to use for general
communications, such as, the one to be used in place of a
printed mailing label. An example might be, a mailing
announcing the pool hours for the summer.

Letters & Notices — The default e mail address for sending official
notifications like ones required in the community’s legal
documents. If you wish to use e mail to send letters,
Delinquency Letters and Violation Letters would be sent to this
e mail address. Likewise, it could be used for sending
notification about the annual meeting or annual budgets.

Bills & Statements — The default e mail address to use for e mailing
Bills & Statements to an owner. This gives you an easy, low
cost way to send Bills & Statements to owners.

Sync To AtHomeNet — If checked, then any changes to the email
address stored here will be uploaded to the owner’s Address
Book on their AtHomeNet community web site.

Likewise, if owners change their email address on the Address
Book page of the AtHomeNet community web site, that change
will flow back into TOPS to update the email addresses on file.
Owners can also “Opt-In” to receive emails from the community
on the Address Book page of their community web site.

Whenever you do a mass e mail, you have the option to select any of the
above 3 e mail addresses to use for that particular e mail. So you always
have complete control over which e mail address to use for each mailing.

Likewise, a complete Communication History is kept for each owner so
you have a record of what was sent showing the date, time, description
and whether it was printed or e mailed.

+ Click the Add New button to add another e mail address for

this owner. You will be p05|t_|oned at the first avallaple line
where you can enter the e mail address and check which
types of communications are e mailed to this address.

° Click to highlight the e mail address you wish to delete,
then click the Delete button. It will permanently delete the
Delete owner e mail address.

&ﬂ Click the Done button to exit back to the Maintain Owner
screen. Any changes you made to owner e mails will
Done automatically be saved.

Wiy

Returning back to the Owner maintain screen, click the View button to

11




see the Communication History for this owner.

Owner Communication Histor
& Communications Records g@@

XX - Sample Condominium Filter:"Ray Mancy Simon - 100 Easy Street’
Yiew Options Export Options Navigation
Available Yiews | <Default View: (] Eﬂ Export to Excel 5
= B fomoren])| i || 2 [ || ==
v History Refresh Feports Usage Exit
Drag a column header here to group by that column
Created | Recipient Name | Summary Category | Delivery Me, ., | Processed ‘ Skatus | Attachments? ‘
b | 8212010
| sfzfz010 Feay & Mancy Simon 06 - First ACC Wial, CCR&R Letter Printed sizjzo10 Sent %
41572010 Ray & Mancy Simaon 01 - Lake Motice Delinguency Letter  Emailed 415/2010 Queued LY
512010 Ry & MNancy Simon Annual Mesting Notice Mailing Label Printed 36312010 Sent
3fzefz010 Ry & Mancy Simon Poaol Opening Date -- General Maiing Emailed S/z6f2010 Sent

Current User: Jim Davis | Filker: "Ray Mancy Simon - 100 Easy Street” | Viewing 10 Records

This shows ALL the communications with this owner whether printed or
e mailed. If the communications was a letter, whether it was printed or e
mailed, or if it was an e mail with an attachment, simply click on the
paper clip icon % to see exactly what was sent to the owner.

See the Communications user manual for more information on how to
customize the Communication History views and the other button
functions on the Owner Communication History screen.

Send

Click the Send button to open your default e mail system, either TOPS

iMail if you subscribe to it or your regular e mail system, and send a
quick e mail to this owner.

If you have not subscribed to TOPS iMail, you will see this reminder
message:

€ send Email X

® TOPS iMail

Send this email through TOPS ik ail and have TOPS record it in the Communications
History. [recommended)

[ hways use TOPS Mail and don't ask me again.

O My Email Client
Send this email thraugh My Email Client and do not have TOPS record it.

| send || comcel |

Note: Only e mails sent using TOPS iMail are recorded in the Owner
Communication History. This message is reminding you that if you use

something other than TOPS iMail to send owner e mail, there will be no
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entry in the Owner Communication History for this e mail.

You must make a selection here. The default is TOPS iMail, but you
may change it to My Email Client if you wish to use your e mail system
with Outlook®, Outlook Express®, etc. rather than TOPS iMail.

If you are using TOPS iMail, you will see the Compose E Mail screen:
Sending with TOPS iMail

¥4 Sample Condominium E@El
=@ ‘ i - O I = R i R .
Send Open Save Attach Speling Usage Discard
Recipients [2] [+ Add] [G E\ear] Attachments
“Ray & Mancy Simon" <RNSimon&Egmail. com o~
“Ray & Mancy Simon <gimonsez@anl.com> o
@
@
e
e ~

Prioiity: | Nomnal v [[] Retum Receipt
Fleply To: | HOAMGMT @topssoft com <hamt. Reply v | [] Mark as Billable

I <ripl= Condarminiun)

[[[mestenramn ][z ~|A-%-B 1 USAnA|E===E & B

=]

Acurrent User: Jim Smith £ Mew TOPS iMail

Notice the e mail addresses for this owner are already filled in. You may
then complete the Subject line and enter a body text for this e mail. If
you have an attachment to send, simply click in the Attachment box to
open a standard Windows® browser so you can select the file to attach to
this email.

For more information on the Compose E Mail screen, see the
Communications user manual which explains the Compose E Mail
screen in detail.

You can change any of the Owner information from the Owner Maintain screen.
Likewise, you can look-up other information about the home and owner, such as, their
payment history, recurring charges, flag settings, etc. The Owner Maintain screen is a
portal through which you can view and maintain all the information about a home and its
owner(s). You can also use it to send letters and emails to the owner.

13




Property Information Screen Overview

Property Information is the fixed information about the home regardless of who owns it.
This includes the street address, account #, lot/unit #, zip code and other data. You may

change any of the information stored here as needed. For example, if the Street Address
is incorrect and needs to be changed, you would do it through the Property button on the
Owner Maintain screen.

i)

Property

Select the home first, then, from the Owner Maintain screen, click
the Property button.

You will see the Property Info screen for the home you selected:

Property Info

< 0D - Maintain Property

AR 1 gl

Record #: 5}

Account # im ﬂl
Lat § Unit 100
Street Address 100

Street Mame | Easy Street ;I
Unit ID Section [o01
Here you swill enter any additonal property information.
Lat, Block, Section | 100, Block A, Section 1
MIA |

Group Owwner? i} hi Group # ;l

Square Footage IW GIL Cost Center | 100
Azzezzed Yalue | Ratio 0. 002255000
City |Rackvile ~|

State MD -

Tip+d+Carrisr Route 20886 -[1212 -] cold

'3De|e1e oo |@Cancel|

We will discuss each data field displayed on this screen.

Data Fields

Account #

This is a unique number used to identify this home. It can contain
alpha letters and numbers. You can use the Account # to select the
home. Also, reports can be printed in Account # order. While it
can be left blank, but we recommend that you use it as the main
identifier of each home. You cannot use the same Account # over
again within the same community.

Maximum — 12 digits

Lot/Unit #

This is a 2™ unique number that can be used to identify this home.
It can contain alpha letters and numbers. You can use the Lot/Unit
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# to select the home. Also, reports can be printed in Lot/Unit #
order. For Condominiums, it can be used for the Unit #. It can be
left blank if not needed. You cannot use the same Lot/Unit # over
again within the same community.

Maximum — 10 digits

Street Address

The street address number for this home. It can contain alpha
characters. This is the address number you would use if addressing
a piece of US Mail to this home.

You can use the Street Address # to select the home. Also, reports
can be printed in Street Address # order. It can be left blank if not
needed, but we recommend that you enter that actual Street Address
# for the home. You cannot use the same Street Address # on the
same Street over again within the same community.

Maximum — 12 digits

Street Name

The street name where this home is located. Notice the Down

Browse Arrow X . Click this to open up the Street Name selector.
The Street Name selector looks like this:

4 0D - Select Street E@@

Street Mame
ank Street -
Diamonc Avenues :‘
Easy Street
Supreme Court

|~
Edlit Street Mame | § o1 | QCancell

You can change;?/ﬁreet Name the home is located on, or, edit the

Street Name to cefrect it. To correct the Street Name, click on the
Edit Street Name button.

Unit ID

If you check marked “Use Apartment #” in the Owner Control
Info, then the Unit ID field will be active. You can enter a Unit #
or Apartment # in this field. So if this is a Condominium which
uses Unit #’s or Apartment #’s as part of the Street Address, then
this is stored here.

Example — 10400 Bank Street Unit 301

Section/Building

If you activated Section or Building tracking in the Owner Control
Info, then the Section or Building (depending on which you
selected) will be active. You can enter the Section # or Building #
that this home is part of in this field. You can then sort reports
based on the Section # or Building #.

Legal Description

You can track the legal description of the home, such as, “Lot,
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Block, Section”, or “Plat Book #” in this field. You don’t have to
enter anything in this field, it can be left blank of not needed. The
Legal Description name you see displayed on the screen is entered
in the Owner Control Info.

Legal Description
2

A continuation of the Legal Description from Legal Description 1
above. You don’t have to enter anything in this field, it can be left
blank of not needed. The Legal Description name you see
displayed on the screen is entered in the Owner Control Info.

Group Owner?

If there are owners that own multiple homes in this community, the
Group Owner feature will allow you to print consolidated Bills and
Statements for the homes. You can also eliminate printing
duplicate mailing labels for every home owned by the Group
Owner. The default answer is NO, which means, this home is NOT
part of an Owner Group.

If you answer YES, to this question, it will allow you to select a

Group Owner # using the * Down Browse Arrow. It will open the
Group Owner selector:

4 0D - Multi-property owners ... g@@

Owner Groups

Group Crvner Mame

Fay Simon 1 -

=
e 2o | 2 o | QCancml
You can Add a new Group Owner on the fly if you do not see the

Group Owner that goes with this home. More on Group Owners
under this heading elsewhere in the help files.

Square Footage

Generally, this is only used for Condominiums. The maintenance
fee might be based on the Square Footage of each home. If so,
you can activate a Recurring Charge Table where the Square
Footage is used as the basis of calculating the charge to the homes.
If needed, enter the Square Footage here. If not needed, you may
leave it blank.

G/L Cost Center

Sometimes it is necessary to track the community’s income and
expenses broken down by section or building. If so, the G/L Cost
Center that represents the section or building can be entered here.
If you use the G/L Cost Center, then the income charged to this
home can pick up this cost center so that, you have your income
broken down by cost center. For more info on cost center
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accounting, see the Appendix titled Using Cost Centers.

If you do not need cost center accounting for your homes, just leave
this blank.

Assessed Value

You can enter an assessment value here if needed. Some
communities use a value from the legal documents or an assessed
property tax value as the basis for calculating the maintenance fee.
If so, you can activate a Recurring Charge Table where the
Assessed Value is used as the basis for calculating the charge to the
homes. If not needed, you may leave it blank.

Ratio

Generally, this is only used for Condominiums. It is the Ratio of
Ownership, also called the Percentage of Ownership, of this home
in the Condominium.

The maintenance fee paid by each home might be based on the
Ratio of Ownership. If so, you can activate a Recurring Charge
Table where the Ratio of Ownership is used as the basis of
calculating the charge to the homes. If needed, enter the Ratio of
Ownership here. If not needed, you may leave it blank.

City

The default City is the main one defined in the Owner Control Info
when you setup the community. However, if a community spans
over into another City, you can enter a separate City here or, if you
setup additional default Cities in the Owner Control Info, you can
open up a browse window to select a different City, State and Zip
Code for this home.

If you click on the down browse *| arrow next to the City, you
will see a browse window where you can select any default City
that is setup in the Owner Control Info for this community:

Rockville |

If you select another default City, it will automatically update the
State and Zip Code fields using the State and Zip Code that goes
with this City.

State

The default State is the main one defined in the Owner Control Info
when you setup the community. However, if a community spans
over into another State, you can enter a separate State here or, if
you setup additional default Cities, States and Zip Codes in the
Owner Control Info, you can open up a browse window to select a
different City, State and Zip Code for this home like described
above under City.

Zip + 4 + Carrier
Route

Because, in theory, each home can end up with a unique Zip Code
+ Four + Carrier Route, under current postal guidelines, we have
allowed for the storing of this information here for each home in a
community. It defaults to the Zip Code + Four from the Owner
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Control Info, but you may change it here for a home if needed.

If you setup additional default Cities, States and Zip Codes in the
Owner Control Info, you can open up a browse window to select a
different City, State and Zip Code for this home like described
above under City.

The Zip Code + Four + Carrier Route is used whenever anything
is addressed for sending to this home.

Navigation

You may change any of the information in the Property Info by clicking on the field, then
typing the new information.

‘ H 4 ) P Use the Arrow buttons to move from home to home staying on the
Property Info screen or jump to the LAST/FIRST home. The arrow
navigation can be handy when you want to review/change the
Property Info for a several homes at a time.
oy The Search button lets you select a particular home in the

Search

community and jump to the Property Info screen for that home.

L }Dele’ce

Delete — Subject to the warning Note below, you may delete a
home and the related Owner information by clicking the Delete
button at the bottom of the Property Info screen.

Note — You cannot delete a home that has Owner Payment
History attached to it. This is a safeguard to protect the integrity
of the accounting system. If you deleted a home with charge and
payment history, previous accounting reports would be made
invalid because a home which was part of the community and
had accounting transactions has now disappeared.

OK - Click this button to accept any changes made and exit from
the Property Info screen.

il

Cancel — Click this button to scratch any changes entered on the
Property Info screen.
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History Screen Overview

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.

@

Histary

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:

# 0D - Maintain owners

Owner Payment Histor

01 41 107
01 M0e07
01 007
241 107
201 107
02507
207
031 107
3207
041 107
h403m07

Unit ID: 100

Status: 30 - Second Warning
Ray & Hancy Simon Start Date: IM
Payments Check # Dep. Date| Code - Description Balance Due
1 Special Assess 5000 14000 -
140.00 2190 010407 A1 Maintenance Fee (90.00) 0.00
1 Special Aszess (50.00)
APPLY CHARGES 441 haintenance Fee q0.00 90.00
1 Special Assess 2000 140,00
140.00 2203 020307 a1 Maintenance Fee (90.00) D.DDJ
1 Special Aszess (50.007)
APPLY CHARGES 41 Maintenance Fee 90.00 90.00
90.00 2216 030207 Al haintenance Fee (90.00% 0.00
APPLY CHARGES a1 haintenance Fee 40.00 20.00
90.00 2233 040307 A1 Maintenance Fee (90.00) D.Dﬂﬂ
H‘i‘:;";i,'yl & Fint | 9% Closel

a® Eal. |

XX - Sample Condominium

We will discuss each data field displayed on this screen.

Data Fields

Unit ID

Depending on the defaults for this community, the Account #, Lot/Unit
# or Street Address of the home will be displayed so you are reminded
which home is being displayed. Also, the Owners Name is 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 always 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.

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 be in
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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
Histories in 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 a

Check # has not 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. This is the date you will see an Owner Cash Receipt
transaction in the community’s general ledger.

Code

TOPS keeps track of owner balances by a 2 digit Charge Code. Every
charge or payment transaction in an Owner’s Payment History has
Charge Codes attached to it. It shows how much of a charge 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

This is the 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:

sf2 Bal.l

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

Owner Balance Summary

‘As Of Date | 04/01/07

Prepaid Balanc 0.00

A1 Mairtenance Fee a0 .Dﬂi‘

TOTAL a0.00

xclosel

I
By changing the “As Of 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.

Emazil
Hi=tory

E-mail History — Click this button to e-mail the Owner’s Payment
History to either the owner or another party. If you have not
subscribed to TOPS iMail®, you will this reminder screen:

&) Send Email X

C TOPS iMail

Send thiz emai through TOPS itMail and hawve TOPS record it in the Communications
Higtom. [recommended)

[] always use TOPS iMail and don't ask me again.

@ My Email Client
Send thiz email through My Email Clent and do not have TOPS record it

[] #ways use My Email Client and don't ask me again.

| Send || Cancel |

This message is letting you know that your internal email program
from your computer will be used to send the payment history to this
owner. If so, then the owner’s communication history will not be
updated for this e mail.

If you subscribe to TOPS iMail®, you will not see the reminder notice
above. Instead, it will open TOPS iMail with the owner’s email
address(s) already filled in, ready to send. All emails sent using TOPS
iMail® will be recorded in the owner’s communication history.

The email will be addressed to the owner if their email address was
entered in the Owner Maintain screen. If not or if you wish to email it
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to another email address, you will need to type the email address into
the To line at the top.

Email Owner Payment Histor
¥l Owner Account Activity from Sample Condominium Q@@

B B B M 2 X
Send Cpen Save Attach speling Usags Discard
Recipients (2] [ _Add | (@ Clear Atiachments
"Fiay t Nancy Simort” cFiNSimon @gmal.comy FEIEEERT
“Riap & Nancy Simen" ¢simansez@acl com> e

e

e

@

ov
Prioity. | Nomal |+ [ Retun Receipt

Fieply To: | HOAMGMT @topssoft com <Mamt. Reply: [] Mark as Billable

Bl iner Account Activity fi Condominium|
[|[mestenronan o)1z GJA-%-B I UsARA|[gl===E] B
Owmner Account Activity for 100 Easy Street attached

&, Current User: Jim smith B3 New TOPS iMail

The Owner’s Payment History will be an attachment to this email. It
is sent in a plain text format which can be opened by any word
processor or by Windows Notepad®.

& Fﬁml Print — Click this button to print the Owner’s Payment History report.

The report will include all charge and payment transactions on file for
this owner. It is in a simple enough format that you could send it to
the owner for them to review.

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

The Recurring Charges that this home is to be charged each period from the Charge
Tables. Activate or deactivate charges for the home by selecting the Charge Table and
then the Charge Category. This screen controls what each owner is charged, therefore, it
is important to understand how to the Recurring Charges work for the Owners.

There can be a total of 10 Recurring Charges Tables within a community. Separately,
there can be a number of Misc. Charges which can also be setup to be recurring.
Depending on the charge method selected when a Charge Table was setup, you can select

which Charge Category is the correct one for each owner so that they get charged the
right amount each period.

% Click the Charges button to see the Recurring Charges this owner is
Charges setup to be charged. You can activate/deactivate charges for the owner
from this screen.

You will see the Recurring Charges for this owner displayed like this:

Recurring Charges

= 0D - Recurring Charges

AR LA

UnitID: 100
Owner: Ray & Hancy Simon

Catg. | Sch. Charge Table MName Charge Description
E g A1 Maintenance Fee M Townhome gooo [
1 g C1  Special Azsess M Single Family soon [

2 o |@n:ance||

In this example, the owner is setup for 2 Recurring Charges. But in each community,
there can be up to 10 Recurring Charges. In addition, an owner may be charged
numerous Misc. Charges, which can be setup as recurring or one-time using the Batch
Adjustment function in AR.

We will discuss each data field displayed on this screen.

Data Fields

Category There can be numerous Charge Categories in each Recurring Charge
Table. Depending on how a Recurring Charge is to be handled, you
can enter the recurring Charge Category that is the amount this home
should be charged each period.
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Entering the Charge Category here is how you activate/deactivate a
particular Recurring Charge for an owner.

Schedule

The 2 digit Charge Code for each active Recurring Charge Table in this
community.

Charge Table
Name

The name of the Recurring Charge Table. The names can be changed
at any time through the Charge Tables themselves (Community Setup,
AR & Owner Setup).

Frequency

The Frequency of each Recurring Charge. The Frequency is entered
through the Charge Tables themselves (Community Setup, AR &
Owner Setup). Recurring Charges can have these Frequencies:

M = Monthly

B = Bi-Monthly (every other month)
Q = Quarterly

S = Semi-Annually

A = Annually

Charge
Description

This is actually the Charge Category Description. It is entered in
each Charge Table when a Recurring Charge is setup. Where there are
multiple Charge Categories in a Charge Table, it should describe
something that would identify this Charge Category.

Example — 2 Bedroom/2 Bath
- Or -
Monticello model

Amount

The Amount of the Recurring Charge that should be charged to this
owner. The Amount is from the Charge Table, but may be a calculated
amount depending on the charge method selected when the Charge
Table was setup.

Debit

If the owner has elected to pay this Recurring Charge by Direct Debit,
then make sure there is a checkmark in this column next to each
Recurring Charge to be paid by Direct Debit. Separately, you must
enter the owner’s bank info under the “Flags” button on the Owner
Maintain screen to complete the setup of paying for a Recurring Charge
by Direct Debit.

Screen Navigation

KRI3

Use the Arrow buttons to move from home to home staying on the
Recurring Charge screen or jump to the LAST/FIRST home. The
arrow navigation can be handy when you want to review/change
charge table categories for a several homeowners at a time.
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Search

The Search button lets you select a particular home in the community
and jump to the Recurring Charge screen for that home.

The OK button saves any changes to the Recurring Charges for the
Owner. You will exit to the Maintain Owners screen.

(Z)Cancel

Hin

The Cancel button scratches any changes made to the Recurring
Charges for the Owner. You will exit to the Maintain Owners screen.
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Letters

Open the Form Letter program here to select and print/email or send electronic mail
through SouthData’s Signature Mail® system. Each letter is customized for the owner
though the use of owner merge codes. Form Letters are letter templates that use merge
codes to insert owner information into the letter resulting in a letter 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 also 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 all owners. Form Letters are a powerful and flexible tool that
you can use in a variety of ways. Please consult Form Letters elsewhere in this manual
for a further explanation of how to create Form Letters and use the Merge Codes.

Collection & Violation Letters

If you print/email letters email or send electronic mail through SouthData’s Signature
Mail® system through Owner Maintain, you will NOT have as complete a history of the
letters like you would using Collection Action (AR Module) for collection letters or
Violation Action (CCR Module) to print/email violation letters. Therefore, we do NOT
recommend printing/emailing these letters from the Letter button on the Owner screen.

For purposes of explaining Form Letters here, we will just cover the steps to print/email a
Form Letter for the owner that was selected on the Owner Maintain screen. There are
only a few steps involved to print an owner letter.

@ Click the Letters button to select and print a letter for this Owner.
Letters

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

Select Form Letter
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@' XX - Select Letter le
| -

01 - Late Motice

02 - First Warning

03 - Second Warning

04 - Final Warning =
05 - Legal Action

06 - First ACC Viol.

07 - Second ACC Vial,

08 - Final ACC Vial.

09 - ACC Approval

Mew Letter

Open Letter

[

Hf;?,:?e 10 - ACC Disapproval
11-
= 12-
Delete 13-
Letters 14 -
15 -
Ml ([T
Cloze 17 -
1R _ v

Using the mouse, highlight the Form Letter you wish to print for this owner.

If the letter does not exist, you can setup a letter “on-the-fly” by typing the 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; this will 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
B

EEE

@ 0¢ - Form Letter: 12 - Welcome Letter,

Fle Edt Insert Format

i [ | e Merge cop

| Default Delvery:

T

| [@Msperate Letters | 12 - Welcome Letter has changed J

izl

«COMMUNITY REPORT NAME>»
«COMMUNITY ADDRESS LINE 1»
«COMMUNITY ADDRESS LINE 2»
«COMMUNITY CITY-STATE-ZIP»

«COMMPHONE #»

«TODAY'S DATE <FULL>»

«OWNER'S NAME»

«2ND OWNER'S NAME »
«MAILING ADDRESS LINE 1»
«MAILING ADDRESS LINE 2»
«MAILING CITY-STATE-ZIP»

Re: «PROP.STREET ADDRESS»

Welcome to «COMMUNITY DISPLAY NAME». We're gladto have you asa new owner
inour community. YWe thought this would be a good time to explain to you some of your
rights and responsibilities since your home is part of a community association. Y our
home is located in the « COMMUNITY REPORT NAME», which is organized as a
Condominium

Since your homes is part of a Condominium, you pay a monthly maintenance fee to

«COMMUNITY REPORT NAME®. Inreturn, the community association maintains the
cammon areas and community amenities, such as the playgrounds and parking lots

The monthly payment for your home is «A1 CHARGE AMT » and is due on the 1st day
of each month. Y our will be receiving a payment book in the mail, but for your records,
pavments shatild be mailed o L
1A e s | | o | 0% (5 ———— (%

7] start CEBGY*ao@e [§ >

Delivery Methods — select from the following options:

27




Default Delivery: |Email -

Prink

Ermail

Print and Ermail

Zertified Mail

‘Certified Mail + Firsk Class
First Class Mail

Print - to print the letter for this owner, simply click on the print menu choice, then click
on the Generate button. You can then select the printer and the letter will print with the
community and owner information inserted into it like a custom letter. The owner

communication history will be updated for this owner letter.

Email — to email the letter to this owner, simply click on the email menu choice, then
click the Generate button. If you use TOPS iMail®, once you click on Send, the letter
will be sent attached to an email and the owner communication will be updated for this
emailed letter.

If you do not use TOPS iMail®, then the emailing functions will be inactive.

Remember - If you make changes to the letter template while it is open, be sure to Save
the changes. You can Save changes by clicking the Disk [ button or click File, then
Save Letter.

That’s how easy it is to print/email or electronically send a custom letter for the selected
owner. See the Form Letter section later in the Owner Database manual for more
detailed information on creating and sending Form Letters.
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Owner Notes

Owner Notes are a place you can record any information about a home or owner. This
could include such things as emergency contact info, vehicles, key codes, etc. Owner
Notes are always date and time stamped so you know when they were created.

You can store an unlimited number of Owner Notes per home. The Notes can be printed
on certain Owner Reports by answering the question — “Print Owner Notes?”” when
completing the Owner Report options. See the section titled Reports for more
information.

0l Click the Notes button to type a new Owner Note or view the Notes
Motes already on file for this Owner.

Through this button on the Owner Maintain screen, you can enter, view and delete Notes
about the owner or the home.

You will see a blank Owner Notes ready to add a new note:

New Owner Notes

' SY - Maintain Notes

Date: 042305

E xil

|‘ ‘ ’ ’l * Add | E aK |0Cancell "_3De|ete| ¥ Close

Navigate the Owner Notes screen like this:

4 4 P Pp| | Use the arrows to scroll through all the Notes for the selected Owner.

d A Click the Add button to enter a new Owner Note.

2 o Click the OK button when you have added or changed an Owner Note,
then want to save the note.

@cancel Click the Cancel button to scratch the changes made on the Owner
Notes screen.

j Delete Click the Delete button to permanently remove the select Owner Note.

o Clos: Click the Close button to exit the Owner Note.
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A sample completed Owner Note would look like this:

Owner Notes

it SY - Maintain Motes

Date: 04023103 Time: 1612
Ray Simon's brother Herb Simaon will ke living st the home for the next 3 months, We assigned parking space
2201 for his use |

! Close

H ‘ ’ ’l & MdlB o |06ance|| D petete

Save Note

Click OK to save the note and clear the screen, so you are ready to enter or change the
Owner Notes for this same home.

Change Homes

Click Close to exit the Owner Notes for this home. You could then select another home
within Owner Maintain to enter or change Owner Notes for that home.

Printing Owner Notes

Owner Notes may be printed as an option on a number of Owner Reports. When printing
a report, you will be asked if you wish to print the Owner Notes. If you answer Yes, all
the Owner Notes will be printed on the report below the listing for the home.
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Flex Data

The Unlimited Flex Data feature enables you to add an unlimited number of custom data
fields to your TOPS Professional™ Owner databases that are unique to your business
needs. You define the field types and names of your Unlimited Flex Data fields for each
community.

The Unlimited Flex Data feature provides the option to: Define Fields, Arrange Fields
by Categories, Search Flex Data, Save, Edit, Delete, Export and Print lists based on Flex
Data fields you select for your output. Currently you may create five types of data fields
and within some types you have options to further define how the data will display. The
types are: Text, Number, Date, Checkbox and List. Refer to the Unlimited Flex Data User
Guide for detailed instruction on how to create and manage Flex Data Fields.
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Flags

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.

¥

Flags

Click the Flags button to see the settings for this Owner.

The owner Flags looks like this:

Control Flags

11 0D - Owner, Options g@@
IR

Unit ID: 100
Owner: Ray & Mancy Simon

Control Flags
[ iAccelerated Assessment:
[ Hold Delinguency Matice
[ Hold Payment
v BillziStatements:
v Mailing Labels
v Special Forms
IV Direct Debit ¥ |

#Z on |QCance||

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

Accelerated
Assessments

This is 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 owners to 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 here in
the owner Flags. The Accelerated Assessments is a self-maintaining
system, meaning, you typically do NOT need to either checkmark or
uncheck this box in the owner Flags. TOPS Professional will take
care of everything for you.
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Accelerated Assessments are covering in more detail in the Accounts
Receivable manual.

Hold
Delinguency
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 is in attorney collection action, the attorney may instruct
you not to accept any direct payments from the delinquent owner,
check marking this box will help to prevent this.

There is a further benefit of check marking this box. 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
Bills/Statements and Coupons for this home. Where there are
multiple owners of a home or renters, this gives you the ability to
pick and choose who receives the Bills/Statements and payment
coupons.

Mailing Labels

Checkmark if this owner is the one who should received Mailing
Labels for this home. Where there are multiple owners of a home or
renters, this gives you the ability to pick and choose who receives the
mailings from the community.

Special Forms

If you used the Form Letter program to create a special form, like a
customized bill, which you wish to send to some or all owners in 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 Direct
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 complete the Direct Debit setup for an owner:

Direct Debit Setup
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# OD - Direct Debit Info

Adlded Tested Lazt Dehit

Bank Information

Bank IO 222344324
Accourt # |23243245234532453
Accourt Type (¥ Checking  { Savings

'ymearl i |®c:ance||

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. This information is stored in TOPS
with data encryption to prevent identity theft.

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. This information is encrypted in
TOPS to prevent identity theft. You only see the Account # displayed fully when
you first enter it. Thereafter, you will only see the last 4 digits of the 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, and
Last Debit. These fields are updated automatically by TOPS as you work with the Direct
Debit system. The information is displayed here in case you need it.

g Clear Use the Clear button to erase the owner’s bank info.

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

‘ |4 4 p p| |Use the Arrow buttons to move from home to home staying on the

Flags screen or jump to the LAST/FIRST home. The arrow navigation
can be handy when you want to review/change Flags for a several
homeowners at a time.

4 The Search button lets you select a particular home in the community
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.

The Cancel button scratches any changes made to the Flags for the
Owner. You will exit to the Maintain Owners screen.

GCan el

34




Owner Resales

If a home has been sold to another party, handle the sale here. This function will move
the current owner to a Previous Owner, and then prompt you to enter the name of the new
Owner. TOPS will keep track of both the new owner and the previous owner for you.
The payment history can be split between the parties as of the resale date to keep the

history accurate between the previous and new owners.

Warning — ALWAYS use the Owner Resale function when a home sells from one party to
another. It will correctly keep the history of charges and payments for the Previous
Owner and the new Owner. NEVER simply change the owner name. Doing so will cause
problems in many areas. Most importantly, it will distort the history of ownership of this
home and the tracking of the responsible party for past charge and payment history.

Owner Resale Screen

-
Qwner
Rezale

of a home.

Click the Owner Resale button to start the process of handling a sale

The Owner Resale screen looks like this:

Owner Resale

XX - Sample Condominium

! OD - Owner, resales

Unit ID: 500
Current Owner:  Bill Smith

plit History by Resale Date

Chk # Dep. Date

APPLY CYARGES
48058 /020307
APPLA CHARGES
h2E  O50607
APPLY CHARGES
4340 040807

Mairtenance Fes
Maintenance Fee
Mairtenance Fee
haintenance Fee
Mairtenance Fee

Mairtenance Fee

Description

Type: Owner 001

Etory Goes with Previous Owwnet
ory Stays with Mew Owener

Amourit
90.00
(90,007
90.00
(90.00)
a0.00
(90.00)

&% Eal. | o | @ Cance

Balanc

22 Due
a0.00 -
000
a0.00
000
a0.00

D.Dﬂﬂ

We’ll explain hoy/[o %mlete the options on this screen to start the resale process.

Data Fields// /

Resale Date /

4
Enter the Resale Date which is the date the home sold from the
previous owner to the new owner. You must enter a Resale Date.

7
Payment
History

Ideally, you want the charge and payment history kept with the
responsible owner for the period they owned the home. TOPS gives
you three options to keep the payment history with the appropriate

owner:
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e Split History by Resale Date — takes all the transactions
PRIOR to the split date and keeps them with the Previous
Owner. Any transactions in the payment history dated from
the split date FORWARD are attached to the New Owner. See
next section to Manually Split History.

e History Goes with the Previous Owner — all payment
history transactions are kept with the Previous Owner. The
New Owner starts out with no transactions on their payment
history.

e History Stays with New Owner — all payment history
transactions stay with the New Owner of the home.

These options will automatically handle the payment history between
the Previous and New Owners. Checkmark one of the above options
to handle the payment history between owners.

Manually Split
History

The goal with a resale is to accurately keep the charge and payment
history between the Previous and New Owners of a home for the
period that each has owned the home.

{1 OD - Owner resales XX - Sample Condominium
Unit ID: 500
Current Owner: Bill Smith Type: Owner 001
Resale Options
Resale Date: | 0202607 + Split History by Resale Date

™ History Goes with Previous Owner

" History Stays with Meww Owwner

Chk # Dep Date Code  Yea Description
APPLY CHARGES

4505 020307 A1 Maintenance Fee (90,007 000
APPLY CHARGES A1 higintenance Fee Q0,00 a0.00

Maintenance Fee

48256 030607 A1 Maintenance Fee (90,000 0.00
APPLY CHARGES A1 Maintenance Fee a0.00 90.00
4540 040507 A1 Maintenance Fee (90,000 0.00 «

s gal |B K |0Cancel|

Using the m\ouse, single click on the transaction where you wish to
split the transactions between Previous and New Owners. A blue
highlight bar appears on that transaction. Click on a different
transaction to move the highlight bar.
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41 0D - Owner resales

XX - Sample Condominium

Unit 1D: 500
Current Owner:  Bill Smith Type: Owner 001
Resale Options
Resale Date: | 022807 (* Spit Histary by Resale Date

™ History Goes with Previous Owner
" History Stays with Mewy Owner

Place highlite bar on first transaction for Hew owner

Payments Chk# Dep. Date Code  Yes Description Balance Dug
APPLY CHARGES Maintenance Fee 90.00

020307 an.on 4803 020307 A Maintenance Fee [90.00) 0.00
0301 07 | APPLY CHARGES Al Maintenance Fee 90.00 90.00
030607 90.00 4828 030607 A1 Maintenance Fee (90.00) 0.00
0401 507 APPLY CHARGES A1 Maintenance Fee 90.00 a0.00
040507 a0.00 4540 040807 A1 Maintenance Fee [80.00) 0 Dﬂj

* Bal. | 2 ox | oCancell

Move the bar to highlight the transaction where you want to split the
payment history. Double Click on the blue highlight bar to split the
transactions at this point.

' OD - Owner resales

XX - Sample Condominium

Unit ID:

500

Current Owner: Bill Smith

Resale Options

Resale Date: | 02/26/07

Type: Owner

" Spiit History by Resale Date
" History Goes with Previous Owngr
" History Stays with Meww Ouvner

Place highlite bar on first transaction for Hew owner

Chk # Dep. Date

Amaurt Balance Due

o0l

0zm107 APPLY CHARGES A1 Maintenance Fee a0.00 000 -

020307 9000 4308 020307 Mairtenance Fee (90,00 oo
************** Split Hereg tastatas

050107 ALY CHARGES Maintenance Fee 90,00 0,00

030607 90.00 4828 030607 A1 Mairtenance Fee (90,00 oo

040107 APPLY CHARGES A1 Maintenance Fee Q000 QD.DDj

& Bal. | 2 ox | OCance\l

If the manual split of the payment history looks correct between the
owners, click OK to proceed.

1 gal

Click the Balance button to view the breakdown of the Balance Due
by Charge Code.

2 oow

Click the OK button to proceed to the next screen of the Owner
Resale.

@) Cancel

Click Cancel to start over again.

You will see the screen to verify the split of the owner balances between Previous and

New Owners:

Verify Balances
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' OD - Owner resales

XX - Sample Condominium

EEX

New Owner

Prepaid Balance 0.00

21 Mairtenance Fee

TOTAL

Previous Owner

Prepaid Balance 0.00

Maintenance Fee

a0.00- TOTAL a0.00

& ok | 00ance||

i eal | f2 ok |0Cance||

If it looks correct, click OK to proceed.
If the balances do not look correct between the parties, click Cancel to try again.

Owner Resale - Add New Owner

The last step in the Owner Resale process is to add the New Owner. You will see this

screen for adding the Owner:

“f 0D - Owner, resales

Add New Owner

XX - Sample Condominium

Home: 500
Select the Type of Cvwner
record you are adding.
The default is CWNERS but
wou may add Renters, Prev
Crvners or Developers.

h

-l

Add Mew Owner screen 3 of 3

Owners Setup
Here you will enter the owener's information.

Clazsification

Sort Mame

Crvner's Mame |
2nd hlame | |
Alternate Addr |

|
|city =l
State l_ FipCode 1 Catrier

™ Use Aternate Address [~ 2nd Afternate Address

Settlemnt Date | 0272807 hore Qo

Phone [ Unlisted
Wyiork [ Unlisted
Al # [ Unlisted

Fax

E-hail |

All fields in red are required.

Next | QCancell

Proceed to add the new owner record.
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5 0D - Owner resales

XX - Sample Condominium

LER

Home: 500
The E-MAIL address far
the Crener. This is not
currently used by TOPS
hut weill have uses in
future releases.

h

il

Add Mew Cwvner screen 3 of 5

All fields in red are required.

Owners Setup
Here you will erter the owwner's information.

Clazsification  |Qwyner - Sort Mame
Croener's Mame | Drave Hydrant | HYDRAMT
2nd Mame | |

Alterriate Addr |

|
City Ral!
State l_ IipCode E Carrier

[ Usze aternate Address [ Znd Sfternate Address

Settlemnt Date | 0272807 Mowe Out

Phone [301-222-1111 [ Uniisted
Wiork [2022224111 [ Uniisted
At # [70322241111 [ Uniisted!
Fax ’7

E-Mail | davehi@yahoo .com|

Hext [ | QCance||

Click Next to proceed.

Recurring

= OD - Recurring Charges

Owner Charges

oy

Search

4 < »| P

Unit ID: 100

COX

IT;I A1 Maintenance Fee

[1 %] o

Special Assess

Charge Description
M Townhome aopo W
M Single Family s0.00 [

L |0Cancel|

Make sure you have the Recurring Charges setup correctly for the New Owner. Click

OK to proceed.

Upon completion of adding the New Owner record, you will see this Recap screen:

Recap Screen
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4 0D - Owner resales XX - Sample Condominium |:||§|[g|
New Owner Info

ou have added nevy Property and Owwner information for

Address 500 Essy Street
Account# =00

Lot/ Unit =00

Owner Dave Hydrant
2nd Owner
Alt Addr
Add Mewy Owener screen S of S
PREREERRRRSSSSESS « Backl 4 Finish

This just verifies that you have completed the steps for handling the Resale. Click the

Finish button to exit. You will return to the Owner Maintain screen showing the New
Owner you just added.

This completes the steps for handling Owner Resales.
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Owner CCR Records Overview

From the Owner Maintain screen, you can open a window to see all the CCR Records on
file for a home. The CCR Records can be any type: approved architectural changes,
violations, pending requests or disapproved requests. You can open any CCR Records,
view the details, make changes or even add a new CCR Record for the home.

You must own the CCR Module, an optional module in TOPS, in order to use this
function on the Owner Maintain screen. If you do not own the CCR Module, the CCR
button will be grayed out and will not do anything if clicked.

& Click the CCR button to see any CCR records for this home. You
must own the CCR Module (an optional module) in order to see the
CCR records for this home.

CCR

The CCR Records screen looks like this:
Owner CCR Records

4 CCR Records for XX - Sample Condominium

* 1% ' J) EXIT
Add New Record Select This Record Delete This Record Exit CCR Records
b M| & Fecodtiom

Select Property Yiewing Dptions

Account # [ 100 4| Lotnit 100 & % View All Records

Address |1 00 Easy Street

" ¥iew Open Records

Search  ShestAddiess Owner Mame | Renter Mame | Clear | ¢ View Closed Records
Owner Information
Ovwiner |Ha}' and M ancy Siman |SIMDN |ﬁ Search ALL CCR Records
2nd Owner | | - =
Select a property for creating or viewing
CCR Records.

# | Create Date | Code | Summary | Active | Type Motes | Attachs

1 1415/2007  COL  Paint color YES  “iolation - -

2 8/29/2007 ‘FEE Woad Deck on back of home YES  Approved

If there are any CCR Records entered in the CCR Module for this home, they will be
displayed.

Notice that you can add new CCR Records, Delete CCR Records or open any of the
existing CCR Records to view/maintain them.

For more information about working with the CCR Records, see the manual section for
the CCR Module.

Click the Exit button when you wish to return to the Owner Maintain
Exit CCR Records screen.
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Work Orders

From the Owner Maintain screen, you can open a window to see any Work Orders on file
for a home. This would only show Work Orders for jobs involving this home, not
common area Work Orders. You can open a Work Order, view the details, make changes
or even add a new Work Order for the home.

You must own the Work Order Module, an optional module in TOPS, in order to use this
function on the Owner Maintain screen. If you do not own the Work Order Module, the
Work Order button will be grayed out and will not do anything if clicked.

R Click the Work Order button to see any Work Orders for this home.
You must own the Work Order Module (an optional module) in order
to see the Work Orders for this home.

k. Ord

The Work Order screen looks like this:

Owner Work Orders

“ WO - Search Work Orders by Home

Search
+ Show All'Work Orders

" Show OPEM Work Orders
" Show CLOSED work Orders

Address
100 Easy Strest

Wi # | Surmrnary | Created | Active | Closed |
1 Foof needs repair from stom 034742007 WES
3 Fix Ppthole in drivewsay O7/28/2007  WES

I
If there are any Work Orders entered in the Work Order Module for this home, they will
be displayed.
Notice that you can add new Work Orders, Delete Work Orders or open any of the
existing Work Orders to view/maintain them.
For more information about working with Work Orders, see the manual section for the
Work Order Module.

Click the Exit button when you wish to return to the Owner Maintain
— screen.
E xit
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Print

From the Owner Maintain screen, you can print a report showing ALL the information on
file for the home and owner. It is the same as the Owner Profile Report on the Owner
Reports menu, only just for the selected home. If you keep a folder for each home in the
community, being able to print an updated report every time key owner information
changes can be handy.

iy Frie Click the Print button to print the Owner Profile Report for the
J selected home.

The Print Options screen looks like this:

Print Options Screen

=it Print Reports

Unit Owner Profile Report
Print To:
« {Prinier
" Screen
" File
" Email
" Community Weh Site

Settings & Frint |

% Portrait ™ Landscape
C /|
[ Use Classic Repart Mode M

Select from these print options:
Print To:

Printer — creates a printed report

Screen — displays the report on the screen rather than printing it to paper

File — creates a file which can be saved to a location on your computer

E-mail — generates a PDF file for the owner reports. It then uses the default e-
mail system (Outlook, Outlook Express, etc) to e-mail the report to an e-mail
address in your address book.

e Community Web Site — generates a PDF file that can be uploaded to a web site.

Settings:

e Portrait — self-explanatory

e Landscape — self-explanatory

e Use Classic Report Mode — TOPS Professional™ features redesigned reports
and a new report engine. If you prefer the older report style, just checkmark this
box. However, we recommend leaving this unchecked because the new report
style has more options available within the report.

& Frie Click the Print button to proceed with the report options selected.

@Cance Click the Cancel button to exit from printing a report.
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Add Owner Attachment

Attachments can be any document or digital image you wish to store for an Owner. It
might be a scanned letter received from the Owner. It might be a picture of the home.
Literally, it can be ANYTHING. Think of the Attachments like an electronic filing
cabinet for information relating to each home and owner.

M aintain . | Select Maintain from the Owner Database menu.

Start at the Owner Maintain screen:

#t 0D - Maintain owners XX - Sample Condominium E|@|PZ|
{4 PPl *|2/2senjal v & x &
#dd | Propetty| History| Charges| Letters| Motes| ity | Flags | Rere’ | CoR | Wik.Ord)  Prine
Select PropertyFd - Browse Multiple Owners
Account #(F3) 100 d|Lat Anit(Fe) 100 #| Record Type | Owner |00
Street | 100 Essy Street
Status
Street Address (F2) | Mame Search (FS) | Balance: o0 Motes: [NO
Select Owner Callseiem |— il
i [~ Hold Action
ol Fay & Mancy Simon St
e [z ! | k Settled Date: 091200 Move Out:

2nd Chvnier | |
ARl. Mailing Addr. Contact Info.

Address1 | 12100 Taft Street / Home ork At

| 3015551212 | 2022223322 |301-881-1212
Address 2 | . . .
[ Urlisted [ Unfisted [ Unfisted
City Rockyille
Fax 301-667-8899 | Disable Weh Interface?
State MO Zip Code| 20888 -| 6789 Carpier |
¥ Uss Al [ Foreign Addr [ 2fd At Addr E-hlail  Maintain | Wil ‘ S |

fort. Co.| 006 ;I Roozevel Times Martgage
Qwyner 1 of 1 for this home

E oK |0Cancel

') Delete

W Close

m Click the paper élip icon to open up the Attachments.

You will see the screen for adding or maintaining the Attachments for this Owner:
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4 Attachment Control for 100 Easy Street (Ray & Nancy Simon)

iew: [Largelcons  w @@ Filter: [<als -

Add Attachment

Al far this Unit

P Click the Add Attachment button to select an attachment which is

Add Attachment

already somewhere on your computer or computer network.

A browser window will open up so you can navigate on your computer or network to

locate the Attachment.

Open

Lock in: |[D My Documents

x| e @k E-

)X

7 B custom
@ @ Cuskomer
My Recent [Chcyber
Documents [5)00Labs
T |Dealers
(D) Deep Creek Lake
Desktop [T Dept Meetings
(D05 TOPS

_,_j (T Employees

B Execukive Letters
@ Executive Team
@ Expense Reports

ty Documents

|C)Fack Sheets
)Fax

|C)Financial Statements

I)Flarida Office
@Gate Security
@Get Docs Mow
C)Goals
Sihelp

Shally

_L‘j)-g [C)EZines QueporT
typ Camputer ‘_ | 2
. File name: | [ ﬂl
by Net.work Files of ype: | ﬂ %
Places ™ Open as read-only

When you have found the Attachment, simply click on it to select it. Then click either
Open or Save depending on the prompt your version of Windows® gives you.

Whatever the document or image names you select to Attach to a home, they will show

on the Attachments screen like this:
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< Attachment Control for 500 Easy Street (Bill Smith)

900 Direct
Letter 1-1...

Yiew Selected ﬂ

Ficture
002 jpg

B

Ficture
003.jpa

Al for this Unit

Click on the Attachment to open or view it. Delete it by clicking to highlight it, and then
click the Remove button.
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Select Home & Owner

TOPS gives you several ways to select a Home and Owner depending on which method

is convenient for you. The way a home is selected is based on the default "preferred
access mode" specified in the Owner Control Info. But you can change to any of the
ways to select a home "on the fly" as follows:

e Account Number
e Lot/Unit Number
e Street Address

e Name Search

e Browse Arrows

To select a home, start at a blank Owner Maintain screen:
Owner Maintain

0D - Maintain owners XX - Sample Condominium

s 2 $ e(0 @ »#

~ Flex
Property | HistOPP—~Charges| Letters| MNotes| pgp | Flags Egjls-l:lre

& R =

CCR | Wrk.Ord  Print

Add

o€t Propernyr4 - Browse

#F3) ;ILot nit(F&Y ;|

Multiple Owners

Record Type l_

Status
Street Addﬁss (F21 Mame Search (F3) | Balance: Mates:
Select Owner Callection: |— ;I
[ Hold Action
Ovvner @
| l | _I Settled Date: tlovee Ot
2nd Owwnier | |
ARt. Mailing Adqdr. Contact Info.
H Wik Al
Address 1 | I | ome | o |
Address 2
| [ Unlisted [ Unlisted [ Unlisted

City
Fax

ip Code - Carrier

[~ Usp At [ Foreign Addr [ 2nd Al Addr

Mort. Co.[000 |

Crvnier of

State

far thiz hatme

[ Dizsble web Interface?

E-mimil  Maintsin | R | Send |

E aK |0Cancel

'} Deletel “ Close

This is the area used to select the home and owner. Selecting the home and owner works

the same way throughout TOPS. We’ll cover each available method in turn.

Account #
If using Account # to select the home, make sure the cursor is
positioned in the Account # selection box:

Account #(F3) | il

Type account number or click Browse *| o select the account
number for the home. Alternatively, you may use the F3 special
function key at the top of your keyboard.
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If you use the Browse ¥ button, you will see the owner browse screen:

Account # Browse

ﬁ 0D - Browse Account # - General

BEX

Account #

Owner Name

100
200
300
400
500
600
700
200
a10
220
830

Ray & Mancy Simon
Jennifer Lance
Jeff Stevens
Jenny Craig

Bill Smith

Warren Carter
George Berube
Jimmy & Jane Bowl
Mary Jones
Gil & Gail Down
el Bens

E oK |®Cance||

-

|

Use the mouse to double click on the owner record you wish or click to highlight the

owner, and then click OK.

Lot/Unit #

Select the home at the upper left part of the Owner Maintain screen.
If using Lot/Unit # to select the home, make sure the cursor is
positioned in the Lot/Unit # selection box:

Lot /Unit(F§] ;|

Type Lot/Unit # or click Browse *| o select the account number
for the home. Alternatively, you may use the F6 special function
key at the top of your keyboard.

If you use the Browse ¥ button, you will see the owner browse screen:

Lot/Unit # Browse

<4 0D - Select Unit/Lot #

MEX]

Unit/Lat

Owner Name

100
200
300
400
500
800
700
200
210
820
830

Ray & Mancy Simon
Jennifer Lance
Jeff Stevens
Jenny Craig

Bill Smith

Warren Carter
George Berube
Jimmmy & Jane Bowl
Mary Jones

Gil & Gail Down
el Bens

2 oo | % Closel

-

|

Use the mouse to double click on the owner record you wish or click to highlight the

owner, and then click OK.
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Street Address

If using Street Address to select the home, click that box on the
owner selection area:
Street Address (F2)

Alternatively, you may use the F2 special function key at the top of
your keyboard.

You will see the

First, select the Street Name. Then either type the Add'ress # (and Unit #, if any) or
browse the addresses displayed below the address # entry box using the scroll bar till you
find the correct address # on the street.

Street Address selector:
Street Address Selector

€% 0D - Maintain owners XX - Sample Cond... g@
jarmond Avenug
Street Name Address #
Bank Street - U
nr
(Diamond Avenus
Easy Street ik LT
10 -
?"re“’e court j Scroll bar

|

Select the street name then address #

QCancell

Name Search

If using Name Search to select the home, click that box on the owner
selection area:
Mame Search (F5)

Alternatively, you may use the F5 special function key at the top of
your keyboard.

You will see the Name Search screen:

Owner Name Search

<4 0D - Select Owner/Property by Owner Name E]@
Last Hame | | Search
Owner Name Account #

=l
# - Second Home Owner E oK | QCancell

You are ready to select a home and owner by the Owner’s Last Name.
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Enter the Owner Last Name or the beginning letters of it like this:

Last Name | sC '

Click the Search button to find matching names.

You will see the matching owner names listed.

Owner Name Search
<4 0D - Select Owner/Property by Owner Name E]@

Last Name | SC Search

Owner Name Account #

Herb SFore (H) 860 i‘

Wichael Scott (H) 600

i
# - Second Home Owner E oK @c;anml

Double click the Owner Name you wish to select or highlight it with a single click, then
click the OK button.

14/ < NI Browse Arrows are another way you can select a home.. Use the_
arrow buttons on the toolbar to move through the owner information

and display the first record, previous record, next record, or last

record on file.

This can be a handy way to view Owners records if you are looking

to change certain info.

You can use the Browse Arrows to move from home to home on

several screens related to Owner Maintain. Browse Arrows can be

found in:

e Owner Maintain

e Property Info

e Recurring Charges
e Flex Data

e Owner Flags

e CCR Records
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Alternate Mailing Address

If the owner does not live at the home within the community or wants mail sent to
another address, enter/maintain the address here. If the owner lives at the home and
wants community mail sent to the home, leave the Alternate Address fields blank.

Each owner record can have up to 2 alternate mailing addresses. Additionally, the
alternate mailing address can be formatted to accommodate foreign addresses. If the Use
Alt. Check box is selected, the alternate mailing address is used for mailing labels,
correspondence, and bills for the owner.

Community Web Sites

If the community has a TOPS Community Web Site (hosted by AtHomeNet), then
owners may update their Alternate Mailing Address through the Address Book page of
the web site and this change will flow back into TOPS the next time the two systems sync
with each other, provided that the “Disable Web Interface” checkbox is unchecked on the
Owner Maintain screen.

Alternate Mailing Addresses are stored in the owner record, like this:

Owner Maintain

XX - Sample Condominium

|<"’I#fﬁ§$¢ﬁﬂl"*f‘*‘
fdd | Property| History| Charges| Letters| Notes| Do | Flags | CUMer

Data Resale

A OD - Maintain owners

&R -

CCR | Wirk.Ord  Print

Select PropertyF4 - Browse

Account #(F3) 100 ;ILut Mnit(F &) 100 ﬂ

Multiple Owners

Record Type | Cwner a1

Street | 100 Easy Street
Status
Street Address (F2) | Matne Search (FS) | Balance: on Mates: [MNO
Select Owner el Y
| | g [~ Hold Action
o Ray & Mancy Simon SO
et Y ¥ —I Settled Date: 081200 Move Out:
2ned Crenier | |
AH. Mailir T. Contact Info.
Hdress1 [ 12100 Tatt Street Home wiork Al
|301-555-1212  |202-222-3322  |301-881-1212
Address 2 | - - -
[~ Unlisted [~ Urlisted [ Unlisted

Rockwile
[MD Zip Code| 20888 -| 6789 Carrier

[v Usze At [ Foreign Addr [ 2nd A A

City

3M-B67-8893 [ Dizable Web Interface?

Send |

Fax
State

E-Mail Maintain‘ Wiewy ‘

Mort. Co.| 006 ;l Roosgvel Times Mortgage
Owner 1 of 1 forthis home

I
The Alternate Mailing Address is stored here.

.Z 0K | @Cancell '3De|e‘te| 'Close

Data Fields

v Use &l To use the Alternate Mailing Address, you must check the box titled

“Use Alt”. If you do not checkmark this box, TOPS will continue to
send all correspondence and bills/statement to the home address.
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[ Foreign At CHECKMARK THIS BOX IF THE ALTERNATE ADDRESS IS IN A
FOREIGN COUNTRY. IT WILL THEN CHANGE THE ALTERNATE
ADDRESS FIELDS TO ACCOMMODATE A FOREIGN ADDRESS.

If the Foreign Address box is checked, it changes the Alternate Address like this:

Al Mailing Aclcr.
Address 1 |

Adddress 2 |

Address 3 |

State | Zip Code|

Carrier|
[~ 2nd Att. Addr

Enter the Foreign Address in the 3 address lines given.

[ 2nd At Addr If an owner has a 2" Alternate Address, checkmark this box. This
can be handy if the owner has another home for a portion of the year or
has a property manager looking after the home who needs to be copied
on all correspondence and bills/statements.

If the 2" Alternate Address is check marked, it opens up another Alternate Address
screen:

2" Alternate Address

i OD - Maintain owners X... g@g|

Alt. Mailing Addr. 2 B ?;9 g
Address 1 |
Address 2 |

City
State l_ Fip | | Catrier
Send

[ Mailing Lakbelz [ Special Formsz
[ BillziStatements

ktlearl o S |®Cance||

Notice in addition to the address there are checkboxes for:
e Mailing Labels
¢ Bills/Statements
e Special Forms

THIS ALLOWS YOU TO CONTROL YOUR MAILING EXPENSES BY SELECTING WHICH
ADDRESSES ARE TO BE INCLUDED WHEN THERE ARE MAILINGS TO THE
COMMUNITY.
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Multiple Owners

Recognizing that there can be more than one owner of a home, TOPS allows for multiple

owner records for each home. There can be multiple owner records to fully track the
ownership of a home. In addition to the current owner(s), TOPS will keep track of
Previous Owners if the Owner Resale function on the Owner Maintain screen is used.
Also, renters can be added where the home is a rental property. Finally,
Builder/Developer owned homes can also be tracked.

TOPS uses these owner classifications to track the different owner record types:
(H) = Current owner
(P) = Previous owner
(R) = Renter
(V) = Developer

If there are multiple owner records for a home, it will look like this:
Owner Maintain — Multiple Owners

XX - Sample Condominium

|4<”|+ma$¢#f@tkd

Add Froperty | History | Charges| Letters B Wit .Ord|  Print

“§ OD - Maintain owners

Select PropertyFd - Browse

Account #F3) 850 ichd Unit(FE) 850 il

Street

Multiple Owners

Record Type | Owner o1

Select (F7)

| 530 Diamond Avenue

Status
Street Address (F2) ‘ Mame Search (FS) ‘ Balance: ] Motez: [MO
Select Owner Collection: [ ;I

[ Hold &ction

Onvner

| Micky Mouse

[ mMoUsE

0]

,m Ml Cout: ,—

£l Drate:

2nd Owvner |

AR. Mailing Addr.

Address 1| 500 Disney Gourt

Address 2 |

City Orlando

Cwvner 1 of 2 faor this hom

ontact Info.
Hame

Work Al

| 407-555-3744
[ Unlisted

[ Unlisted

Fax [ DigableWeb Interface?

[~ Unlisted

State FL Zip Code| 33332 -| Cartiey
[~ Use At [ Foreign Addr [ 2 E-Mail  Maintsin | Mgy ‘ Send ‘
Brt. Co.| 000 |

B o | @Cancell '} Deletel ® Close

L3

N\

/

Notice the Multiple Owners areas of the Owner Maintain screen.

Select (FT) |

The Select (F7) button only displays when there is more than one
Owner Record for a home.
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Once you click the Select (F7) button, you will see a browse screen showing all the
owner records for this home.

& 0D - Select Owner mEx|

Owners
Owner/Resident Name Category
Wicky Mouse (Owner 001} -
Henry Hull (Prev Owner 001}

=
e |@c:ance||

Double Click to select the owner record or single click to highlight, and then click the
OK button.

A sample of a Previous Owner record would look like this:
Previous Owner Record

! OD - Maintain owners XX - Sample Condominium E|r§|rg|

|‘<>>-ﬁ€3§$ﬂﬂ?fi‘iﬁ‘ﬂ"&j
fdd | Fropenty| History | Gharges| Letters| Metes| Doy | Flags | Rer®C| CoR | wikOrd)  Print
Select Propertyr4 - Browse Mukiple Owners
Accourt #(F3) 850 & |Lot AnitiFi) 850 &| Record Type |Prev Owne | 001 Select (F7)
Street | 50 Diamand Avenue
Status
Street Address (F2) ‘ Mame Search (F5) ‘ Balance: oo Motes: WO
Select Owner Callection: |_ il
- @ [ Hold &ction
Oravner | Henry Hull | HULL 0] cetteete, |19 Move ot [03B0Z
2ndd Cuvner | |
Alt. Mailing Addr. Contact Info.
Hi Wark Alt.
Address1 | 13110 Eaton Street ome o
adress2 | | [714-200.5555 |
ress
[ Unlisted [ Unlisted [ Unlisted
City Chicago
Fax [~ Dizable web Interface?
State L Zip Code| 3333 | Cartier |
IV Use &t [~ Foreign Addr [ 2nd Att. Addr E-ail  Maintain | i ‘ EEL ‘
Mort. Co.| D00 ll B oK | el:ancell '3De|e‘te| !Close
Cwwner 2 of 2 far this home

Like any Owner Record, you can change any of the information on file for a secondary
OWnNer or previous owner.

For more information on Multiple Owners, see the sections titled:

Husband & Wife
Previous Owners
Add Renters
Add Owners
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Husband & Wife

Because a Husband and Wife is the most common situation for multiple owners of a
home, we’ll cover the recommended way to handle them.

Current Owners

Husband & Wife

We recommend entering both the husband and wife names in the
first owner name field like this:

Owner |k3iI&GaiIDuwn |DDWN

2nd Owner | |

If the spouse has a different last name, the 2" Owner field can be
used.

Separate Owners
If 2 separate owners own the home, they can be entered like this:

Owner | MelBens | BENS

2nd Owner | Donna James |JAME5

If each owner has a different mailing address, then you would need
to add a new owner record on a new owner screen to enter the 2™
owner record with a different mailing address.
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Previous Owners

TOPS will track multiple Previous Owners for a home. It is important to keep the correct
owner with the payment history that goes with that owner for the period the home is
owned by them. Never just change the owners name when a home sells to a new owner,
instead use the Owner Resale function on the Owner Maintain screen.

Using Owner Resale, the change in ownership is handled for you easily and correctly.
See Owner Resale for detailed instructions on handling a resale.

A previous owner record looks like this:
Previous Owner Record

<t 0D - Maintain owners XX - Sample Condominium E|E|E|

|<<>’|+ﬂg$¢ﬂgf%‘”£‘;’i’§

Add Property | History | Charges  Letters | Hotes DETIE Flags E:Isn:Ire CCR | Wrk.Ord|  Print

Select PropertyFd - Browse

Account #F3) G50 ng AInit(FE) 850 g

Street | 550 Dismand Avenue

Staty
Street Address (F2) | Mame Search (FS5) ‘ Balance: | Motes: MO
Select Owner Callction: |— ﬂ
- 0 [™ Hold Action
Cravner | Henry Hull | HULL 0] Coffied Date: | 081389 Move Out | 030602
2nd Cwvner | |
Al. Mailing Addr. Contact Info.
H Wyiork Al
Address1 | 13110 Eaton Street ome b
sdress 2 | | |714-220.5555 |
FESS
[ Unlisted [ Unlizted [ Unlizted
City Chicago
Fax [~ Dizahle Web Interface?
State L Zip Code| 33332 -| Carrier |
[ Use &ft [~ Foreign Addr [ 2nd Aft. Acdr E-hizil  Maintain ‘ iy | Send ‘
Mort. Co.| 000 ;I B oK | Qcan.ml ') Demel W% Close

Owrner 2 of 2 farthis home
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Renters

In addition to Owners, Previous Owners and Builder/Developers, TOPS can track
Renters of a home. Renters are one of the four Owner Classifications types for owner
records.

M aintain . | Select Maintain from the Owner Database menu.

To add a Renter record, first select the home.

Owner Maintain

=11 0D - Maintain owners XX - Sample Condominium E|E|§|

4/ p/pl| *|2]2s|enjalw s o x &

sdd | Property| History | Charges| Letters| Motes| DS | Flags | SMSC | cog | wideOrd|  Price

Select PropertyF4 - Browse Multiple Owners
Sccourt #(F3) 300 Lot AInit(FE] 300 ¥ Record Type | Owmer | 001
Street | 300 Easy Strest
Status
Strest Address (F2) | Mame Search (F3) | Balance: oo Motes: [MO
Select Dwner Collection: |— ﬂ
i [ Hald Action
Jeff Stevens STEWENS
owner | | O eme  [M0700 woveout [
2nd Crwvner | |
Alt. Mailing Addr. Contact Info.
PR— | Hame Wiark Al
Adckess3 | |301-889-4598 | |
ress
[~ Unlisted [~ Unlisted [~ Unlisted
City
Fax [v Dizghble e Interface?
State 4] Code| | Carrier|
[~ Use &t [ Foreign Addr [~ 2nd &1, Addr E-Mail  Maintzin ‘ Wiew | Send ‘
Mart. Co. ;I E Ok | OCanceI j Deletel t Cloze
Owner 1 of 1 far this home

Start at the current owner record.

% Click the Add button located at the upper left corner of the Owner
#dd Maintain screen to add a Renter record.

You will see the Owner Selector:

& SY - Select Owner =Joed
Select Owner
Owner/Resident Name Category
Jeff Stevens (Owner 001} ﬁ
=
+ Ji'\\“:ldl E oK IOCancell
d A Click the Add button to proceed with adding a Renter record.
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You will see the screen to add a new owner record:

Add Owner Record

@ 0D - Maintain owners

XX - Sample Condominium

BEX]

Home: 300

Select the Type of Owner
record you are adding.
The default iz OVWNERS but
you may add Renters, Prev
Owners or Developers.

~ Here you wil entgy
Classificatio!

Owners Setup
agmation.

Sort Name

Owner's Namg

2nd Name

Alternate Addr

Add New Owner screen 3 of 5

[ ZinCode|

Carrierl

Mowve Out I

[~ Unlisted
[~ Unlisted
[~ Unlisted

All fields in red are required.

‘ Backl Hext ’ | @ Cancel

Notice the default Owner Classification is “Owner”. Click on the down browse 3 to
select other Owner Classifications.

You will see the other Owner Classifications to select from.

Owner j
Owner ﬁ

} ner [

< Renter )

To add a Renter record, click on the Renter class.

Proceed to enter the renter’s information on this screen:

Add Renter Record

@ 0D - Maintain owners

XX - Sample Condominium

BEX

Home: 300

Owners Setup

Select the Type of Owner
record you are adding.
The default is OWNERS but
vou may add Renters, Prev
Owners or Developers.

r~ Here you will enter the owner's information.

Classification

j Sort Name

Renter's Nams

Znd Name

Alternate Addr

A

ol

Add New Owner screen 3 of 5

ey

State

|_ ZipCode|

[~ Use Alternate Address [~ 2nd Atternate Address

| Carrierl

Lease End I

Lease Start
Fhone [~ Unlisted
Work [~ Unlisted
Al # [ Unlisted
Fax
E-Mail
All fields in red are required. 4 Back | test P | Oca““'l
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We’ll discuss the key information that needs to be entered.

Renters Name

Enter the name of the renter. To make it more generic, you
could enter “Resident”. The Renters Name is required.

Sort Name

Enter the renters Last Name. If you enter “Resident” for the
Renters Name, enter “Resident” in the Sort Name field. The
Sort Name is required to do name searches and also for sorting
alphabetically on reports.

Alternate Address

Usually this is not needed for a Renter because the Renter
would live at the home in the community.

Lease Start

Enter the starting date of the lease, if known.

Lease End

Enter the ending date of the lease, if known.

Contact Info

Enter the Renter’s phone #’s and e-mail, if known.

A completed Renter record might look like this:

Renter Record

@ 0D - Maintain owners

BE[X]

O - Sample Condominium

Home: 300

Owners Setup
Here you will enter the owner's information.

Clazsification |Renter - Sort Name
Renters Name | Fred Mertz | MERTZ
2nd Name | |
Alternate Addr |
3\ |
cey =
State l_ Ziande| |
[~ Use Alternate Address [~ 2nd Atternate Address
[ 0301108 Lease End | 0z/28/06
[301-8521212 [ Unlisted
[ I unisted
[ I unisted
Ii

E-Mail [

Carrierl

Leazse Start
Phone
Work

Al #

Fax

Add New Owner screen 3 of 5

“ Back I Next B¢ | (F)Cancel

All fields in red are required.

Once you have completed entering the Renter’s information, click the
Next button.

You will see the Add Owner Record confirmation screen:

Confirmation
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& 0D - Maintain owners XX - Sample Condominium M|[=] <

New Owner Info
ou have added new Property and Owner information for

Address 300 Eazy Street
Account # 200

Lot/ Unit 300

Owner Fred Mertz
2nd Owner

Alt Addr

Add New Owner screen 5 of 5

_ Beginning Balance ‘ Backl Mext E “Hnishi ’

This confirms the completion of adding the Renter record.

If everything looks OK, click the Finish button to exit from the
confirmation screen. If you need to make corrections, click the Back
button.
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Collection Action

Taking Collection Action is usually done through the Accounts Receivable (AR)

module. Under the AR
owners and sending the

module, there is an automated system for finding delinquent
appropriate letters and notices. But sometimes you need to

manually freeze the Collection Action or change the step of the Collection Action for a
particular owner. You can do this on the Maintain Owner screen as well as on some
screens in the AR module.

b dintain

Select Maintain from the Owner Database menu.

Then select the home where you wish to change the collection action step. It will look

like this:

it OD - Maintain owners

Owner Maintain

XX - Sample Condominium

|“”|+ﬁﬁ§.$¢ﬂﬁﬂ'%‘*‘ﬁ"&d

Select PropertyF4 - Browse Multiple Owners

Account #(F3) 10008 & Lot dnit(FE) 10008 &| Record Type |Owner 001

n FI o
Add Property | History | Charges| Letters  Hotes Daetxa Flags E;ul;:lre CCR | e Ord  Print

Street | 10008 Bark Str

Street Address (F2) | Mame Search (F3) |

eet

Select Owner

Balance: 25.00 Motes: IH
" ,E;I Attorney Action

[~ Hold Action

Cener | ok & Mary Clark | CLARK ol

2ngd Cwvniet |

Alt. Mailing Adqdr.

Contact Info.

Ardress 1 |

/ Home: Wiork Alt.
|301-d451212 | [

Address 2 |

Mart. Co.[000 ¥

City
State | Zipcode )

[ Use Ak [ Forsk

Owener 1 of 1 fop iz home

[ Unlisted [ Unlisted [ Unlisted
Fax [ Disable \Web Interface?
Carrier
Acdor [ 2nd At Addr E-mail  Mairtzin | e | sz |

E oK | @Cancel "_}Deletel “Close

Vd

Notice the Status area of the Owner screen. This area shows the Balance Due from this
Owner as well as the step in the Collection Action that was last taken.

Collection

Notice the down browse arrow ¥l Click the arrow to see
the collection steps from the Collection Action Table for
this community.

Select the step from the

Collection Action Table where you wish to place this Owner:

Collection Action Steps
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< OD - Select Action E”E|[‘SZ|

Description
10]  Late Notice -
20 First Wwiarning ﬂ
30 Secand Warning
40 Final Warning

a0 Attorney Action
21 Lien

I
o |@Cancel|

Just double click on the step or single click, and then click OK.

You will see the step you select displayed in the Maintain Owner screen:
Maintain Owner — Collection Action

< OD. - Maintain owners XX - Sample Condominium

COX

Collection: E g Lien

™ Hold Action

1252089 Move

Select Owner

owener | lohn & Mary Clark | cLaRK 0|

2nel O ner | |

AHl. Mailing Addr.
\Work

|< < » >| * @ 2 3 e 0 @ F
Add Property | History | Charges| Letters| Motes D;Ia Flags Egg;g
Select PropertyF4 - Browse Muktiiple Owners
Accourt #F3) 10008 & |Lot Anit(FE) 10008 | Fima) Tgie
Street | 10009 Bark Strest
atus
Street Address (F2) | Mame Search (F5) Balance: 21500 Motes: W)

g R &

CCR | Vurk.Ord|  Print

Alt.

Address 1 |

|301-4451212 | |

Address 2 |
City
State | Zip Code| ]

[™ Usze &t [ Foreign Addr

Ind At A ddr E-Mzil  Maintain ‘ Wiewy ‘

[ Unlisted [ Unlisted [ Unlisted

Fax [ Disahle Web Irterface?

Send ‘

Mart. Co.[000 |

E K | OCanceIl j Deletel “ Closze

Cwvner 1 of 1 for this home

" 7 o ) : .
In addition to manually placing an Owner at a particular Collection Action step, you can

also checkmark the Hold Action to freeze them at this step, if you wish.
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Hold Collection Action

A “hold” stops collection letters from automatically being printed for this owner and

"freezes" them at whatever Collection Action step they are currently in. Then, no notices

or letters will be sent. The owner will stay at this Action level and not be stepped through
any further categories from the Collection Action Table. You might want to do this when
an owner is in legal action with an attorney and you no longer wish to send the owner any

Collection Letters.

When taking Collection Action in the A/R module, you will see all the owners listed who

have a "hold" on taking further action. You can then elect to remove the hold, if you

wish, so that letters are sent about the delinquent balances owed. See Collection Action in

the A/R module help for more information.

A “hold” can be put on an Owner’s collection action in several places within TOPS. This

shows how to put a “hold” into the Owner record from the Owner Maintain screen.

M aintain . | Select Maintain from the Owner Database menu.

Select the home where you wish to place a “hold” on the Collection Action.
Owner Maintain

At 0D - Maintain owners XX - Sample Condominium

|“”|+ﬁa$¢ﬂﬁw%ﬂ@-}té

Cwner

Axdd Property | History | Charges| Letters| Hotes EI:TJ; Flags | Rocale

Select PropertyFd - Browse Multiple Owners
Aocount #(F3) 10008 ¥ Lot Anit(FE) 10008 | Record Type | Owner | 001
Street | 10009 Bank Strest
Status
Street Address (F2) | Mame Search (F3) | Balance: 21500 Mates: MO
Select Owner CellRETE i
Cwner | Jahn & Mary Clark | cLARK 0| T
2ne Cravenier | | .
Alt. Mailing Addr.
Address 1 | Viork Al
addess2 | | 3014459212 | |
ress
[ Unlisted [~ Unlisted [~ Unlisted
City
Fax [~ Disable Web Interface?
State Zip Cods | -|
[~ Use &t [ Foreign st [ 2nd Af. Addr E-Msil  Maintain | izw | e |

Mort. Co | 000 4|

Owner 1 of 1 for thjz

E oK | @Cancell '3Delete| ‘ Clase

CCR | Wine.Ord  Print

e
Notice the Status area of the Owner screen. This area shows the Balance Due from this

Owner as well as the step in the Collection Action that was last taken.

[ Hold Action Click on the Hold Action checkbox to place a “Hold” on the

the “Hold”, just un-check this box.
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Hold Payments

Sometimes when a delinquent owner is referred to the attorney for legal action, the
attorney will instruct you not to accept any further payments from the delinquent owners.
In this case, you can place a “Hold” on accepting payments. A “Hold” on the payments
means you will be warned when trying to enter a cash receipt for this owner. The
warning will be given in both the A/R — Owner Cash Receipts system and also in Global
Functions — Scan Payments. You can override this “Hold” if necessary.

Another benefit of placing a "Hold" payment on a delinquent owner is that TOPS can
generate a Hold Payment File that can be uploaded to your bank if payments are received
through a bank lockbox system. The bank can then take this file and use it to not accept a
delinquent owner’s payment received into the bank lockbox system.

A “hold” can be put on an Owner’s collection action in several places within TOPS. This
manual section just shows how to put a “hold” directly into the Owner record from the
Owner Maintain screen.

Mairitain .| Select Maintain from the Owner Database menu.

Then select the home where you wish to place a “Hold Payment”. It will look like this:
Owner Maintain

< OD - Maintain owners XX - Sample Condominium
s o X
|‘ ‘ ’ ’l | ® 23 $| ¢ 0O :_P' HORIR| &
Add | Property| History| Charges| Letters| Motes| Lo puner | ok || Print
Select Propernyr4 - Browse Multiple Owners
Sccount #(F3) 10008 & |Lot Anit(Fe) 10008 | Record Type o
Street | 10009 Bank Strest
Status
Street Address (F2) | Mame Search (F3) | Balance: 2500 Mates: [MNO
Select Owner Collectiop’ E;I Atiorney Action
0 v H I
John & Mary Clark CLARK N
Owner | Jahn & Mary Clar | 0] 122009 Moveout |
2nd Cwvner | |
Alt. Mailing Addr. ‘ontact Info.
At ddress 1 | Hame otk A
addvess 2 | | 304451212 | [
Fress
[ Unlisted [ Unlisted [ Unlisted
City
Fax [ Disakle \Wek Interface?
State Zip Cc-de| | Carrier|
[~ Use At [ Foreign Addr [ 2nd Ak, Sécr E-tdail  Mairtain | Wig | Send |
Mort. Co.| 000 ;I B oK | @Cancell '_}Deletel *Close
Cwener 1 of 1 for this home
/
7
T Click on the Flags button.

Flag=

You will see the Owner Flags screen:
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Owner Flags

< 0D - Owner Options g@
4 4 p>|2
Unit ID: 10009

Owner: John & Mary Clark

Control Flags

—Hoid Deling 0Emey Nuhof-':"d
[~ Hold Payment
Billz/Statement=

[V Mailing Labels
|v Special Forms
[~ Direct Debil ;|

e T |OCanceI|

/

| Hold Payment

Click on the Hold Payment checkbox to block payments from
being accepted. If you wish to remove the “Hold”, just un-check
this box.
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Add New Owner Record

There can be multiple owner records kept for each home in the community. TOPS can
keep track of multiple Current Owners, Previous Owners, Renters or Builder/Developers
for each home. At any time, you can select a home, and then add another owner record.

Depending on what you wish to do, there are two ways to add Owner Records:

Add Owner Record
If you wish to Add a New Owner Record to an existing home, go to Maintain
Owner, select the home, and then click on the Add button.

Add Home & Owner
If you wish to Add a New Home and Owner, go to Maintain Owner, then click the
Add button WITHOUT selecting a home.

See the Add Home & Owner section for more details.

M aintain . | Select Maintain from the Owner Database menu.

To add a new Owner Record to an existing home, first select the home.

Owner Maintain

=f 0D - Maintain owners XX - Sample Condominium

| @ @ $| ¢ 0@ F ¥ & X S

" Fl .
Add | Proparty| History| charges| Letters| Motes| b | Flags | oW | cog | e Ord|  Price

4 4 PP

Resale

Select PropertyF4d - Browse Multiple Owners
Account #(F3) 300 ;lLot MUnit(FE) 300 ;| Fiemar) Te |70Wner |_nu1
Strest | 300 Essy Street
Status
Street Address (F2) ‘ Mame Search (F3) | Balance: oo Motes: [MNO
Select Owner Callection: |— ﬂ

| | 0 [ Hald Action

(8] Jetf Stevens STEWENS
et 0 Settled Date: 040700 hMave Out:
2nd Owner | |
Ak. Mailing Addr. Contact Info.
H Wiork Aft.
Address 1 | ome o
aderess2 | | 301-989-4598 | |
ress
[ Unlisted [ Unlisted [ Unlisted
City
Fax [v Dizakle Web Interface?

State Fip Codel —| Carrier|

[~ Use At [ Foreign &ddr [ 2nd Alt. Addr E-Mail  Maintain | iz | S |

Mort. Co, *|

E aK | @Cancell } Deletel W Close

Cwener 1 of 1 for this home

& Click the Add button located at the top left part of the screen to add
£ an Owner Record to this home.
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You will see the Owner Selector:
& SY - Select Owner M=%

Select OQwner

Owner/Rezident Name Category
Jeff Stevens (Owner 001} ﬂ

[

L ] ﬂu:ldl 2 ok | @cance

e A | Click the Add button to proceed with adding an Owner Record.

You will see the screen to add a new owner record:
Add Owner Record

<% 0D - Maintain owners 23 - Sample Condominium g@
Home: 300 Owners Setup
Select the Type of Owner Here ynu. WI||.BI'It : € OWNEr's | : mation.
record you are adding. Classification\ L0 ; Sort Hame
The default i= OWNERS but Owner's Nam |
you may add Renters, Prev 2nd Name | |
Owners or Developers.
Alternate AAdr |
o |
State Zian-del | Carrierl

Alternate Address [~ 2nd Alternate Address

emntDate | Move Out

[ [ Uunisted
| I unisted
| T Unisted

Add New Owner screen 3 of 5

| fields in red are required. 4 Ba"kl Nest | | 03"""“"

Notice the default Owner Classification is “Owner”. Click on the down browse k4 to

select other Owner Classifications.

You will see the other Owner Classifications to select from.

|Dwner j

Prewious Owner
Renter W

Click on the Owner Classification for the record type you are adding. For our example,
we will add another Current Owner to the home, so we will take the default of Owner.

Proceed to enter the new owner’s information on this screen:

Owner Setup Screen
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ﬁ 0D - Maintain owners

2 - Sample Condominium

=%

Home: 300

Select the Type of Owner
record you are adding.
The default is OWNERS but
you may add Renters, Prev
Owners or Developers.

A

-

S

Add Mew Owner screen 3 of 5

Owners Setup
Here you will enter the owner's information.

Classification |

Sort Name

Owner's Nﬂm&|

2Znd Name |

Alernate Addr |

|
City =l

State [ ZipCode]

| Ca rrier|

[~ Use Alternate Address [~ 2nd Alternate Address

SefflemntDate |

Phone ,7
Work ,7
Al # r
Fax ’7

Mowve Out li
[ Unlisted
[ Unlisted
[ Unlizted

E-Mail |

All fields in red are required.

“ Bach

MNext [ | QCanceIl

We’ll discuss the key information that needs to be entered.

Owners Name

Enter the name of the owner the way you want to address them in
correspondence or on bills/statements. The Owners Name is

required.
Sort Name Enter the owner’s Last Name. The Sort Name is required to do
name searches and also for sorting alphabetically on reports.
Alternate If this owner has an Alternate Mailing Address, enter it here so
Address you can send correspondence and bills/statements to this second

owner, if needed. You can select whether to include this second
owner record for correspondence and bill/statements through the
checkboxes on the Owner Flags screen for this owner record.

Settlement Date

Enter the date the home was purchased, if known. You may leave
this blank.

Move Out Date

This is filled in automatically when the home is sold. Leave it
BLANK for now unless you are entering a Renter Record, in
which case, the field name will display — Lease End Date.

Contact Info

Enter the Owner’s phone #’s and e-mail, if known.

A completed second Owner Record might look like this:

New Owner Record
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@ 0D - Maintain owners

X - Sample Condominium

l=Jojes

Home: 300

Owners Setup

 Here you will enter the owner's information.

Ohwener vI

Classification

03/M8/02

Sort Name
Owners Name | James Bond BOND
2nd Name
Alternate Addr | 21300 Brink Parkway
II:i‘ty' j Gaithersburg
State [WD ZinCode| 20875 | Carriei|

[~ Use Alternate Address [~ 2nd Alternate Address

Settlemnt Dats Mowve Out I
Phone (3018551212 [~ Unlisted
Work (2026861212 [ Uniisted
Ab # [ I unlisted
Fax

E-Mail | bond@msn.net

Add New Owner screen 3 of 5
All fields in red are required. 4 Back | Nexr Jp | @ Cancel

button.

Once you have completed entering the Owner’s information, click the Next

You will see the Add Owner Record confirmation screen:

Confirmation

ﬁ 0D - Maintain owners

XX - Sample Condominium

=¥

Add New Owner screen S of 5

New Owner Info
“ou have added new Property and Owner information for

Address 300 Easy Street

Account # 300
Lot/ Unit 300

Owner James Bond
2nd Owner
Alt Addr 21300 Brink Parkway

Gaithersburg MO 20879

‘ Backl Mext

Beginning Balance

=

This confirms the completion of adding the new Owner record.

button.

If everything looks OK, click the Finish button to exit from the
confirmation screen. If you need to make corrections, click the Back
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Add New Home & Owner

You can add a new home and owner at any time. Normally, if setting up a new
community, you would add the new home and owner using the community Setup wizard.
The community Setup wizard is found on the Setup menu on the toolbar at the top of the
screen.

To add new home that does not already exist, click on the Add New button without
selecting a home—in other words, the Maintain Owner screen should be BLANK. You
will automatically go to the Add Property screen where you may add the home and then
proceed to add the owner.

b ainkain . | Select Maintain from the Owner Database menu.

To add a new home and owner to a community, start at the Maintain Owner screen:
Maintain Owner - Blank

4 0D - Maintain owners XX - Sample Condominium
4| 4| p| P SRR
Property  History | Charges| Letters) MNotes D:txa Flags Egjggll;a CCR | Wrke.Ord]  Print
Select PropertyF4 - Browse Multiple Owners
Sccount #(F3) ;ILU’[ MInit(FE) ﬁ Pl Toee li l_
Street |
Status
Street Address (F2) | Mame Search (F5) | Balance: Motes:
Select Owner Collection: |— il
| | a [ Hald Action
Crivner
_I Seftled Date: Move Out:
2nd Owvner | |
Alt. Mailing Adddr. Contact Info.
Address 1 | | Hame | \Wiark | Al
Al 2
ress | [ Unlisted [~ Unlisted [ Unlisted
Cit
¥ Fax [ Dizable YWeb Interface?
State 4] Cnde| -| Carrier|
[ Use alt [ Foreign Addr [ 2nd Att, Addr E-Mail  Mairtain ‘ Wigw | Send |
Mort. Co.[000 | | | ’ |
0K Cancel| ° 4 Dalete Cloze
Chwner of for thiz home E 0 j ‘
£ Click the Add button to add a new home and owner to this
#ad community.

You will see the first screen for adding the home:
Property Setup Data Fields
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i1 0D - Add properties XX - Sample Condominium

Property Setup

Enter the Street Address # of the home. Ex. - 21T00. It can be a
combination of s and letters. This is the Address of the home
in the Community--not an Alt. Address. Do HOT enter the Apt Zhere

Browse Homes

To add & newy Home and Cuwener, enter the information below .
Property Info

Street Address ’7
Street Name | ;'
Accourt # ’7
Lot / Unit [

Add Mewy Orwvner screen 1 of 5

——— " o Basi | Next [ | @ Cancel

Complete these fields:

Street Address The house number for this home. It can be alpha-numeric.

Street Name Select the Street using the down browse arrow | . You will

see all the Street Names already entered. If necessary, you can
add a new Street Name on the fly.

Account # The Account # used to identify this home. Account #’s can be
alpha-numeric. You can skip the Account # if not needed.
Lot/Unit # Enter the Lot # or Unit #, if any. Lot/Unit #’s can be alpha-
numeric. You can skip the Lot/Unit # if not needed.
Next P | Click Next to continue adding the home and owner.

Continue on to the 2" screen of adding the new home and owner:

Add Home — Screen 2
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Add properties

Add Mewy Owwner screen 2 of 5

XX - Sample Condominium

Property Setup

21350

The "Legal Description™ for the home, if any. An example might

he "Lot, Block, Section”. May be left blank if unsure.

Property Info (continued}
Loat, Block, Section
[

Group Owenet’?
Square Footage
Azzessed Yalle
GiL Cost Center
Rstio

City
State
Tip+4+Carrier Foute

—
i

Group # ;l
Section ’—

|Rackvile

MWD hd

|z0888 -|1212 -|

All fields in red are required. 4| Backl Next [ | OCancell

Complete these fields:

Legal Description 1

Enter the legal description of the home, if any. In our
example above, the Legal Description is defined as “Lot,
Block, Section”. You define the Legal Description headings
in the Owner Control Info.

Legal Description 2

A continuation of the description from Legal Description 1
above.

Group Owner

If this home is part of an Owner Group, answer Yes here.
Otherwise, accept the default of No. An Owner Group is
multiple homes owned by the same party.

Group #

If you answered Yes to Group Owner, then you can select an
existing Owner Group that this home belongs to. Use the

down browse arrow 3 to view and select the Owner
Group.

Square Footage

If you wish to track the Square Footage of this home, which
you might want to do if this is a Condominium, enter it here.
You can use the Square Footage to base recurring charges on
in the Charge Tables.

Building/Section #

If you activated the Building/Section tracking in the Owner
Control Info, then enter the Section or Building # for this
home here. You can print certain Owner reports and AR
reports sorted by Building/Section # if you wish.

Assessed Value

Some communities base their maintenance fees on a stated
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unit value. If you wish to track the Assessed Value of this
home, enter it here. You can use the Assessed Value to base
recurring charges on in the Charge Tables.

GL Cost Center

TOPS has the ability to breakdown income and expenses
using a GL Cost Center. This can be handy if you need to
keep track of the income by Section or by Building. Each
Section or Building can have its own Cost Center. Using
Cost Centers, you could generate financial statements for just
a particular Section or Building. See the Appendix titled
Cost Centers for more information.

Ratio

The Ratio of ownership is also called Percentage of
Ownership for Condominiums and Co-Ops. Itis the
fractional share, expressed as a decimal, which this unit owns
in the entire complex. The Ratio can be used to calculate the
amount of a Recurring Charge in the Charge Tables. If not
needed, you can skip the Ratio.

City

The default City is the main one defined in the Owner
Control Info when you setup the community.

State

The default State is the main one defined in the Owner
Control Info when you setup the community

Zip Code

The Zip Code + Four + Carrier Route for this home. The
default Zip Code for the community is stored in the Owner
Control Info. This Zip Code will automatically be entered
here, but if you need to change it, overtype the default with
the correct Zip Code for this home. This can be handy if
there is more than one Zip Code for the homes in your
community.

S | After entering the information for the new home on the 2™ screen, click

the Next button to proceed with adding the owner information.

Next, you will see the screen for adding the new owner:

Add Owner Record
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ﬁ 0D - Maintain owners

X - Sample Condominium

M= X

Home: 300

Select the Type of Owner
record you are adding.
The default i= OWNERS but
you may add Renters, Prev
Owners or Developers.

A

Owners Setup
Here you will enter the owner's information.

Classification

-

S

Sort Name
Owners Nﬂl‘l‘l&l |
2Znd Name | |
Alternate Addr |
|
City =l
State l_ Zipﬂndel | Carrierl
[ Use Atternate Address [~ 2nd Alternate Address
Settlemnt Date Mowve Out

Phone [~ Unlisted
Work [~ Unlisted
Al # [ Unlisted

Add Mew Owner screen 3 of 5

Fax
E-Mail |
All fields in red are required. 4 Back | Nexr P | @ Canesl

We’ll discuss the key information that needs to be entered.

Owners Name

Enter the name of the owner the way you want to address them
in correspondence or on bills/statements. The Owners Name
is required.

Sort Name

Enter the owner’s Last Name. The Sort Name is required to
do name searches and also for sorting alphabetically on
reports.

Alternate Address

If this owner has an Alternate Mailing Address, enter it here
S0 you can send correspondence and bills/statements to this
second owner, if needed. You can select whether to include
this second owner record for correspondence and
bill/statements through the checkboxes on the Owner Flags
screen for this owner record.

Settlement Date

Enter the date the home was purchased, if known. You may
leave this blank.

Move Out Date

This is filled in automatically when the home is sold. Leave it
BLANK for now unless you are entering a Renter Record, in
which case, the field name will display — Lease End Date.

Contact Info

Enter the Owner’s phone #’s and e-mail, if known.

A completed new Owner Record might look like this:

New Owner Record
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< OD - Maintain owners XX - Sample Condominium M|==

Home: 300 Owners Setup
r Here you wil enter the owner's information.

Classification |Qwner 'I 3ort Name

COwner's Name | James Bond BOND

2nd Name
Alternate Addr | 21300 Brink Parkway

Icrry j Gaithersburg
State MD ZipCode| 20879 | Carrier|
[~ Use Alternate Address [ 2nd Atternate Address

Settlemnt Date | 03/16/02 Move Out I

Phone 301-555-1212 [ Unlisted
Work (2028861212 [ Unlisted
Al # I uniistes
Fax —
E-Mail | ibond@msn.net
Add New Owner screen 3 of 5
e . " * All fields in red are required. 4 vack | vt P | @cancel

Once you have completed entering the Owner’s information, click the Next button.

You will see the Add Owner record confirmation screen:

Confirmation
< 0D - Maintain owners XX - Sample Condominium (=Jo&d

New Owner Info
You have added new Property and Owner information for

Address 300 Easy Street

Account # 300

Lot / Unjt 300

Owner James Bond

2nd Owner

Alt Addr 21300 Brink Parkway
Gaithersburg WD 2087%

Add Mew Owner screen 5 of &

N
—————————— Beginning Balance o Back | Mext o HnLW

This confirms the completion of adding the new Owner record.

If everything looks OK, click the Finish button to exit from the
confirmation screen. If you need to make corrections, click the Back
button.
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Delete Home & Owner

You can delete a home and all the owner records if necessary. However, you CANNOT
delete a home and owner where payment history records exist. This safeguard exists to
prevent you from affecting the accounting integrity of the software. If a home had
charges and payments in the payment history, then the General Ledger also received
these transactions and they were reported on past financial statements for the community.
Deleting the home and owner might affect the audit trail of charges and payments for this
community.

In order to delete a home and owner, you must first waive any balance due so the home is
has a zero balance. Next, you would have to erase any payment history records. As a
safeguard, we will not discuss how to erase payment history records here; it is covered
elsewhere in these manuals.

M aintain Select Maintain from the Owner Database menu.

Select the home you wish to delete:
Maintain Owner

0D - Maintain owners XX - Sample Condominium

|4"’|+ﬁa$¢ﬂgf%ﬂ@&d

Property /History | Charges| Letters| Motes| pgp | Flags Egls.laelre CCR | Wine.Ord|  Print

Select Propertyr4 - Browse Multiple Owners

Account #F3) 12200 Lot n.lyf(Fs) 12200 | Record Type | Owner | 001

Street | 12200 Supreme Court
Status
Street Address (F2) Mame Search (F3) | Balance: o0 Mates: MO
Select Owner Collection: |_ ;I
I 0 [ Hold Action
ack & Jill Todd ToDD
owner | / | O eiowe  [WEEREz wowow |
2nd Orwvner | |
AR. Mailing Addr. Contact Info.
address 1 | / Haome Wiark Al
address2 | | 301-555-6789  |201-099-8876 |
FEss
[ Unlisted [~ Unlisted [~ Unlisted
City
Fax [ Disable Web Interface?
State in Code| —| Carrier|
[~ e &t [ Foreign Addr [ 2nd AR, Addr E-Mail  Maintain | Yz | EEL |
LiEnERE 000 l .z oK | QCanceIl "_3Delete| ‘Close

for this home

Owwner 1 of

Notice the Property button at the top of the screen.

42 Click on the Property button.

Property

You will then see the Property Info screen:
Property Info
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' OD - Maintain Property

4 4 PPl 2

B=1ES

Recard # 27

Account # I—m
Lot 4 Unit [ 1zz00 ol
Street Address IW
Street Mame | Supreme Court ﬂ
Uit 1D Section |
Here yau will erter any additonal propetty infarmatian.
Lat, Block, Section |
e, |

Group Crvvnery Mo - Group # i'
Souare Footage L Cost Center

Aszezzed Value | Ratio 0.
Tip+4+Carrier Route | 20888 -[1212 -|

o |@|:ance||

- }
Notice the Delete button.

j Delml Click the Delete button to proceed with deleting this home and owner
' completely from this community.

As a safeguard, you will see this confirming message:

0D - DELETE PROPERTY

] E O ko delete the propertyfowners?
L3

Yes [a |

You must click Yes to proceed.
Once you click Yes, the home and owner(s) will be deleted permanently.

Again, you CANNOT delete a home and owner where payment histories exist. You can
only delete a home and owner where there is no payment history records existing.
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Delete Owner Record

You can Delete an owner record for a home if needed. Perhaps you wish to delete a
Renter or a secondary owner record; you can do that in a few easy steps. However, you
CANNOT delete an owner where payment history records exist. This safeguard exists to
prevent you from affecting the accounting integrity of the software. If an owner had
charges and payments in the payment history, then the General Ledger also received
these transactions and they were reported on past financial statements for the community.
Deleting the owner might affect the audit trail of charges and payments for this
community.

In order to delete an owner with payment history records, you must first waive any
balance due so the home is has a zero balance. Next, you would have to erase any
payment history records. As a safeguard, we will not discuss how to erase payment
history records here; it is covered elsewhere in these manuals.

M aintain . | Select Maintain from the Owner Database menu.

Select the owner record you wish to delete:

Maintain Owner

4 0D - Maintain owners XX - Sample Condominium

|<"’|+fﬁ@$¢ﬁl$f%‘*‘§?kd

Clwrier

Add Property| History | Charges| Letters| Motes Datla Flags | go-q.

CCR | Wirk.Ord  Print

Select PropertyF4 - Browse Multiple Owners
Account #(F3) 12200 ;ILut Mnit(F &) 12200 ﬂ Fiema) Tae |70Wner I_Dm
Street | 12200 Supreme Court
Status
Street Address (F2) | Matme Search (FS) | Balance: oo Mates: MO
Select Owner Collection: '_ ;l
[~ Hold Action
Owvner | Dack & Jil Todd | TODD |

Settled Date: 0B/2502  Move Out:

2ned Crenier | |

Al. Mailing Addr. Contact Info.
PR — | Home Work Alt.
acidress2 | | 301-5556789 | 201-990-8876 |
Fress
[ Unlisted [ Unlisted [ Unlizted
City
Fanx [~ Dizable Web Interface?
State Zip Code - Carrier
[~ Use At [~ Foreign Addr [~ 2nd Al Addr E-Mail  Mairtain ‘ g ‘ Send |
bort. Co.[ 000 & | f

Owener 1 of 1 far this home

| ) Dele‘tel Cloze
N Z

Notice the Delete button at the bottom of the screen.

_jnelm Click the Delete button to proceed with deleting this owner completely from
' this community. The home will still be there; just the owner record will be
deleted.
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As a safeguard, you will see this confirming message:

SY - TOPS MESSAGE

‘z’./ OF to delete the owner 7

-

fes | Mo |

You must click Yes to proceed.

Once you click Yes, the owner will be deleted permanently.

Again, you CANNOT delete an owner where payment histories exist. You can only
delete an owner where there is no payment history records existing.
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Street Names

The Street Names are setup as you add homes and owners to the community. As you add
a new home, you are adding the Street Names at the same time. That’s how you link a
home with a Street Address—you add the house # to the Street to complete the Street
Address of the home. These are the Streets within the community; you do not need to
add streets for owners with an alternate mailing address who do not live in the
community.

Having a Street Name file has a number of advantages which are:
e |t standardizes the spelling of the Street Name so it is correctly entered
everywhere it is used.
e Asyou add a new home & owner, you do not have to enter the Street Name over
and over again saving time and avoiding misspellings.
e [tallows TOPS to present the owner data to you in an organized way by Street
Address.

Here’s how you can maintain the Street Name file:

- : | Select Maintain from the Owner Database menu.

You will see the Maintain Owner screen:
Maintain Owners

< OD. - Maintain owners XX - Sample Condominium

|“”|+iﬁ§$¢ﬂ?f%ﬂﬁﬂé
fdd | Froperty| History | Charges| Letters| Metes| pog | Flags | Bomel| CCR | ik.Ond|  Print
Select PropertyF4 - Browse Muktiiple Owners
Accourt #(F3) ;ILCd Unit(FE) ;I Record Type ’7 ’_
Street |
Status
Street Address (F2) | Mame Search (F3) ‘ Balance: MNotes:
Select Owner Callection: |— g
| | ﬂl [~ Hold &ction
Ot
Setftled Date: Maove Cut:
2nd Oravner | |
AHl. Mailing Addr. Contact Info.
H Wiark Alt.
Address 1 | | ome | o |
Address 2
| [ Unlisted [ Unlizted [ Unlisted
Cit
y Fax [ Dizahle Web Irterface?
State Zip Code| —| Carrier|
[~ Use Al [~ Foreign Addr [ 2nd &t Scdr E-htail  Mairtain ‘ g ‘ Send ‘
. B, 01 g Z 0K | QCanceIl "_3Delete| ‘Close
Owier of far this home

Select ANY home & Owner in the community.

Once you have selected a home & owner, you are ready to click on the Property button:
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Select Property Info

1 OD - Maintain owners

XX -Sample Condominium

2 3

istory | Charges

)

Property

+*

Pad

4| 4| P| Dl

Select PropertyF4 - Browse

Account #(F3) 510 gLD‘t MnitfFeE) 10 ;|

Street
Mame Search (F5) ‘

/

| &10 Diamond Avenue

Street Addrezs (F2)

Select Owner

| JorES

Owener | ‘ary Jones ﬂl

2nd Owvener |

Alt. Mailing Addr.
Address 1 |
Address 2 |

City
State

—| Carrierl
[ Use gt [ Foreign Addr [ 2nd A8, Addr

Mort. Co 000 |

Covmer 1 of 1 this hotme

EIBX

¢ O @ F 5 & | &
Letters| Motss| b | Fiags | BUMSC | ceR | wekeond| Prine

Multiple Owners

Record Type | Owner [u[u}}

Status
Balance: oo Maotes: WO
Collection: |— ;I
[ Hold &ction
Settled Date: 100188 Move Out:
Contact Info.
Haome otk Al
|301-555-2314 | |
[~ Unlisted [ Unlisted [ Unlisted
Fax v Dizsble Wb Interface?
E-bdmil  Maintain ‘ Wig ‘ Send ‘

b | OCanceIl '} Deletel * Close

Click on the Prop')erty button.

The Property Info looks like this:

Property

Info

! OD. - Maintain Property

l | Search

Record & 20
Accourt #
Lat / Unit

Unit 1T

Here you will g

City
State

Street Address 81

Street Mame

Square Footage

Aszeszed Value |

Zip+d+Carrier Route

Diamond Avenue

Section | OO
et any additonal property information.
| 10, Black C, Section 3

Mo

—

-

|Rockvile
MD
|20888 -[121

-

oo |@Cance||

Notice the Street Name field and the down browse arrow % next to it..
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#| Click the down browse arrow to open up the Street File.

You will see the Street Name file:

Street Names
= OD - Select Street E”E|E|

Street MName
Bank Street -
Diamond Avenue :‘
Easzy Street
SUpreme Court

||

Edlit Street Name oK | @Cancell

Highlight the Street Name you wish to change.

et strest wame | | CHICK the Edit Street Name button to bring up the edit screen.

You will see the Edit Street Name window:
Edit Street Name

4 OD - Edit Street Mame

Street Name: [iamond Circle

Hew Hame: |Diamaond Cir |

L | @l:ance||

Type the correction to the Street Name.

After making the correction to the Street Name, press the tab key.
Edit Street Name

“ 0D - Edit Street Name

Street Hame: [iamond Avenue

Hew Hame: |Diamond Circle

L I@Cancell

You will see the change you made displayed like above.

2 o | Click the OK button to proceed.
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As a final safeguard before the Street Name change is made, you will see this
confirmation message:

SY - TOPS MESSAGE

‘{) Ok to conkinue?

-

Notice the default answer is NO to prevent you from accidentally changing the Street
Name if you did not wish to do so.

Ves Click the Yes button to proceed with the Street Name change.

You will see the Street Names displayed with the changes you made:

Review Street Name Change

4 OD - Select Street E|@|E|

Street Mame
Bank Strest -
Diamond Circle :‘
Easy Street

Zupreme Court

[
. gL |Qcance||

Edit Street Mame

Make sure the Street Names are correct before proceeding.

2 o Click the OK button to accept the changes and exit from the Street Names

e | il

@canee| | Click the Cancel button to not accept the changes to the Street Names file.
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Section/Phase Number

Using Section or Phase Numbers in the owner database allows you to group homes and
owners by an area. Section # tracking can be handy where a community is divided up by
section with each section providing a different level of service and, therefore, paying a
different maintenance fee amount. It can also be used for Building # tracking. Phase # is
similar to Section #, but it can be used for tracking groups of homes that are deeded into a
growing community by the developer by parcel. Either option works the same way; it is
just a matter of using the correct semantics for your situation.

To use Section or Phase Number tracking, you will have to activate it in the Owner
Control Info. Once activated there, you can imbed the Section or Phase # in the Property
Info record for each home.

When a community has Section or Phase Number tracking turned on, then most of the
Owner Reports and many of the AR reports can be sorted by these numbers, meaning, it
will group homes by the Section or Phase Number.

Section/Phase Activation

Control Irfo . | To activate Section/Phase #’s, first click on the Owner Control
Info, click this menu tab on the Owner Database menu.

You will see the Owner Control Info:

Owner Control Info

< OD - Owner Control XX - S5ample Condomini... g@g|

Return Payment Info

Community Marme | Sample Condaminium

Addrezs Line 1 | 20010 Diamand Drive

Address Ling 2 |

City, State | Reckyille | WD

Phaone Mumber m

Iip +4 + CR |20888 -[1212 -| Lockbox Address
Location of Homes Options

Default City | Rockyille

[~ Use Apartment #

20388 -|1212
Maone v Preferred Access

Section Phase

Legal Descrigion , Block, Section (" Strest Address
Legal Descrigtion 2 | f* Accournt Mumber
(" Lot Mumber

Add More CityrState |

Website Address

pdste Property Zip Cofie & oo | @Cancell

|
Notice the field labeled Sectioﬁ Phase.
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g Click the down browse arrow on the Section Phase field.

You will see the choices to use for activating the Section/Phase # tracking:

Mone -
~ection Y
Phase

Choose either Section or Phase by double clicking on it.

Now that you made a selection, you will see it in the Owner Control Info:

Owner Control Info

i OD - Owner Control XX - Sample Condomini... ['._|E|P§|

Return Payment Info

Community Mame | Sample Condominium

Address Line 1 | 2001 0 Diamaond Drive

Addrezs Line 2 |

City, State | Rockvile | D

Phone Mumkber 301-555-1212

Iip+4+CR | neaE - | 122 - | Lockbox Address
Location of Homes Options

Detault City |Hu:u:kw||e [~ Use Apsrimert #

State i 555 - 1212

Section Phaze Section - Preferred Access

Legal Description 1 |%, Block, Section (™ Street Address

Legal Description 2 f* Account Mumber

|;Add hiore ity atate | £ Let Mumber

Website Address

Updsteroperty Tip Code ‘ 2?2 | @ can cell

/

Notice that Section is now the choice. You are ready to use the Section # with the homes
which will be the next area covered.
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Activating the Section/Phase tracking in the Owner Control Info is the first step to using
it with the homes. We will now cover the steps to make it work with the homes and
owners. You must imbed the Section/Phase # into each home to complete the activation.

et Select Maintain from the Owner Database menu.

You will see the Maintain Owner screen:

Maintain Owners

= OD - Maintain owners XX - Sample Condominium E|E|E|

J\’ S0A0) 1
|‘<>>*ﬁ§$ﬂﬂ?ffﬁkd
Add Property | History | Charges| Letters| Hotes D:é: Flags Egsn:;; CCR | Wrc.Ord  Print
Select PropertyF4 - Browse Multiple Owners
Aocourt #(F3) & |Lot AnitiFE) | RecordType | |
Street |
Status
Street Addresz (F2) | Maime Search (F3) | Balance: Motes:
Select Owner Callection: [ g
| | ﬂ' [~ Hald Action
Owvner
Seftled Date: Mo Out:
2nd Craenier | |
Alt. Mailing Addr. Contact Info.
Hi Wiark Al
Address 1 | | ome | o |
Address 2
| [ Unlizted [ Unlizted [ Unlisted
City
Fax [ Dizatle Wek Interface?
State Tip Code - Carrier
[ Use At I Foreign Addr [ 2nd Al Addr E-Mail  Maintain | iz | S |
hart. Co.| D00 ;I E oK | OCanceIl 3 Deletel tCIose
Cwner of for this home

Select the first home & owner where you wish to enter a Building/Section/Phase number.

Once you have selected a home & owner, you are ready to click on the Property button:

Maintain Owner
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! 0D - Maintain owners

XX - sarmple Condominium

Select PropertyF4 - Browse

sccourt #F3) 500 !ILU’[ nitfFe) £00 g

Street | 600 Easy Street
| Mame Search (F5) |

0]

Street Address (F2)

Select Owner

et | wiarren Carter / [ CARTER

2ngd Cwvniet | |

Alt. Mailing Adqdr.

Address 1 | /
Address 2 |
City
State l_ TipfCode l— —l— Carrier l—

[~ Use Al [ Foreign &ddr [ 2nd A%, Ader

Mort. Co.[000 ]

Owener 1 of 2 fhr this home

B9=)E9

EINDERNEEEEERERE
Add Property / History | Charges| Letters | Motes D:txa Flags Eg“s.lslre CCR | Wirke.Ord  Print

Multiple Owners

Record Type | Owner 001 Select (F7)

Status
Balance: 0o Maotes: (MO
Collection: l_ ;I
[~ Hold Action
Settled Date: 050558 Move Out:
Contact Info.
Home Wiark Al
|301-887-1133 | [
[ Unlisted [ Unlisted [ Unlisted
Fax [v Disable \Web Interface?
E-tdail  Maintain | ey | Send |
E ok | oCanceI ':jDeIetel “Close

. /
Notice the Property button.

()

Property

Click on the Property button.

The Property Info looks like this:

% 0D - Maintain Property

Strest
it 1D

T,

j, Deletel

Here you will erter any additonal geeferty infor st
Lat, Block, Section

Group Owwner’

fzzezzed Yalue

Zip+4+Carrier Route

4 <4 PPl
Search
Record# 7
Accourt # I—m @
Lot 4 Unit [ &m0 U
Street Address Iiﬁtltl

Mame: | Easy Street

gl Block &, Section 1

-

Mo Group # ;I
1,300 L Cost Center | 100

| Ratio 0. 002450000
|20888 -[1212 -|

B2 oo |®Cancell

Notice the Sectioﬁ field.
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Go ahead and enter the Section or Phase # this home is part of. It must be a 3 digit
numeric, alpha characters are not allowed. Press the Tab key to record the Section/Phase
# or click the OK button.

~ff OD - Maintain Property Z E|[z|

4 4 PPl 2

Recard #: T
Account # ai il ﬂl
Lot § Uit E00

Street Address [={lH]

StreetMame | Easy Street
Lnit 1T Section | 001

Here yau will erter any additonal property inhsagsation.
Lat, Block, Section | GO0, Block &, Section 1
e, |
Group Crvvnery Mo - Group # I—il
Souare Footage IW L Cost Center | 100
Azzeszed Value | Fatic ¢, 002430000
Tip+4+Carrier Route | 20888 -[1212 -|

'3j,|:|e|ete| L |@cance||

The Section/Phase # you entered will be displayed on the screen. Make sure it is correct
before proceeding.

2 o | Click the OK button to save the change to the Property Info.

Proceed to enter the Section/Phase # for each home. For your convenience, you can use

the browse arrows EE@ to move from home to home within the Property Info
screen entering the Section/Phase #.

88




Cost Centers

Cost Centers are 3 digit numbers that can be setup in the General Ledger to breakout
income or expenses by section, phase or building. If activated, Cost Centers can be used
by the AR module to breakout homeowner income. The Cost Center can be stored in the
Property Record for each home where the AR module will use it to split out income and
cash receipts using the Cost Center. Income is kept separated by the Cost Centers and is
passed to the GL using the Cost Centers if this is activated.

In order to use this feature with the owner charges and payments, you must first have
defined the Cost Center under GL — Chart of Accounts. Once the Cost Center has been
defined there, you can imbed the Cost Center into the Property Info for each home. That
way, TOPS can keep track of the owners’ income and payments using this Cost Center.

Follow these steps to imbed the Cost Center in the Property Info for each home.
Normally, you would do this using the Setup wizard when you initially entered the homes
and owners for the community. But these instructions will show you how to do it from
the Maintain Owner.

M aintain Select Maintain from the Owner Database menu.

Then select the home you wish to work with:
Maintain Owner

0D - Maintain owners XX - Sample Condominium

|“"|*fﬁ§$¢ﬂ?f%ﬂﬁ"}?-ﬁ
Fdd Property | History | Charges| Letters | Hotas D:tg Flags g:’g:{e CCR | wrk.Ond|  Print
Select PropertyF4 - Browise Multiple Owners
Account #(F3) 600 Lot ’U”%EJ &00 ;I Record Type | Owwner oo Select (F7)
Street | 600 Easy Street
Status
Street Address (F2) Mame Search (F3) | Balance: oo Motes: MO
Select Dwner Collection: |— g
g [~ Hold Action
O VWarren Carter CARTER
ner | / ] 0 Ceftled Date: | 090589 Mave Out
2nd Crwvnier | |
Al Mailing Addr. Contact Info.
H Whiork Al
Address 1 | / ome o
address2 | EZECEIEER| |
ress
[~ Unlisted [~ Unlisted [~ Unlisted
City
Faix [v Disakle Web Interface?
State Zi| Code| | Carrier|
[~ Usefstt [~ Foreign Scdr [ 2nd Att. Addr E-tail  Maintain | Wigsiy | Send |
Mort. Ca.| OO0 ;I E oK | @Cancell ) Deletel 'Close
Owenet 1 of 2 t thiz haome

Notice the Property button at the top of the screen.
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42 Click on the Property button.

Property

You will see the Property Info for this home:

Property Info

“{ OD - Maintain Property

AR L3144

Record #: 7

Street Address

Account # ai il
Lt f Unit g0

Go0

=13

0]

Init

Lat, Block, Section
(S

Group Chener?
Souare Footage
Aszessed Walue

Zip+4+Carrier Route

:_. Deletel

Street Mame | Easy Strest

Here you will erter any additonal property information.

¥
ZSection Iﬁ

| 600, Block &, Section 1

|

Mo -
1,300

|

BETE [ 1212 -

G
Ratio . [uli]
|

L |@l:ance||

Notice the G/L Cost Center field.

Simply enter the correct GL Cost Center for this home. The complete screen with the

Cost Center entered will look like this:
Cost Center Active
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! 0D - Maintain Property :

B
AR 4P

Fecord # 31

Account # EE ﬂl
Lot § Unit A150
Street Address A150

StreetMame | Supreme Court 3

Unit I Section

Here you will enter any additonal property information.

Lat, Black, Section |

M, |

Group Cuner? Mo - CHTnp &

Square Footage [ L Cost Center | 100
Aszessed value Ii Fatio 0.

City [Rockvile ~|

State WD -

Fip+4+Carrier Route | 20886 - 1212 -|

':jDeIetel i |Ql:ance||

Click the OK button to save this change and return to Maintain Owners.

If you are making this change for all the homes in a community, you might want to use
the browse arrows at the top of the screen to go from home-to-home.
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Owner Flags

“Flags” are control settings for various owner options, such as, the ability to select which
owners of a home have mailing labels and bills printed. It gives you the chance to control
some of the important items related to each owner record. We’ll cover each one
individually.

Accelerated Assessments

This is 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 owners to pay. In communities that allow for
monthly, quarterly or semi-annually payments, if an owner is delinquent, the legal
documents may allow you to 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
unpaid maintenance fee.

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

Accelerated Assessments are covering in more detail in the Accounts Receivable manual.
We’ll just explain here how you can see if the Accelerated Assessments flag is active or
not through the Owner Maintain—owner Flags.

M aintain . | Select Maintain from the Owner Database menu.

You will see the Maintain Owner screen:

Maintain Owners
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*f OD - Maintain owners

* @ 2| 3

44 >Pr

Select PropertyF4 - Browse

Account #F3) ilLot UnitcFE) il

Street |

Street Address (F2) ‘ Mame Search (F5) ‘

Select Owner

0]

Cravrier | |

2ndd Cuvner | |

Alt. Mailing Addr.

Address 1 |
Address 2 |
City l—
State l_ Zip Code| | Carrierl

[ Usze Alt [ Foreign Acdr [ 2nd Alt. Addr

Mot Co (000 |

Ot of for this hatme

XX - Sample Condominium

A=1E3
e | 0 @ ¥ | & X &
Per | Fags | BUer | cep | wikom| Prine

Add Property | History | Charges| Letters Motes

Multiple Owiners

Record Type l_

Status

Balance: Ii Motes: I_

Collection: |_ ;l

[ Hold &ction

Settledd Date: Mlcwee Cut:

Contact Info.
Harme Work Al

[ Unlisted [ Unlisted [ Unlisted

Fax [~ Dizable web Interface?

E-hdail faintain | “iew ‘ Send ‘

B 0K | el:ancell 'j Dele‘tel ! Close

Select the first home where you wish to check if Accelerated Assessments are active.

Once you have selected a home & owner, you are ready to click on the Flags button:

Maintain Owner

§ OD - Maintain owners

Select PropertyFd - Browse

Account #F3) 400 ;||_ut UnitFE) 400 ;|

Street | 400 Easy Strest

Strest Address (F2) ‘ Mame Search (F3) |

Select Owner

Crvner | Denny Craig | CRAIG [

2nd Owvner | |

Al Mailing Addr.
Address 1 | 11300 E. Lake Drive
Address 2 |
cty  [Chicagn
State (L Zip Code|s01g
[T Use &t [ Fopéion &ddr [ 2nd &1, Addr

Mot Co 000 |

Owner 1 of 1

| Carrierl

far s hame

XX - Sample Condominium

4| 4| | Pl| 212125
Add Property | History | Charges Letters| MNotes

=
&| x| =

e O b g
S CCR | Wrk.Ond  Print

Multiple Ownerz

Recard Tyg W W
Status
Bafance litltl Motes: IW
Callection: ﬁ;l W
[ Hold &ction
Settled Date: 031802 Move Out:
Contact Info.
Home Wark Al
|847999-4512  |sa7-222.3381 |
[ Unlisted [ Unlisted [ Unlisted

Fax [~ Dizable Web Interface?

E_hil Mairrtain‘ Vg ‘ Send |

e | OCancell '3Delete W Close

Click on the Flag/s button.

You will see the Owner Flags for the owner you selected:
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Owner Flags

' 0D - Gwner Options

44> Pl

Unit ID: 400
Owner: Jenny Craig

[ Hold Paryment
v BillziStatements
v Mailing Labels
v Special Forms
[~ Direct Debit |

2 oox |®Cancel|

A check mark here usually means the owner is in collection action for a delinquent
balance and that the Assessments or Maintenance Fees have been added for all remaining
periods through the end of the current year (like loan acceleration when in default).

Normally, this check mark is activated automatically for you when you add the
Accelerated balance through an Add/Waive expense adjustment. Check marking the box
here WITHOUT adding an Accelerated balance to the owner's account will have no
effect--it will automatically be unchecked the next time you Apply Charges in this
community.

You can uncheck this box if the Accelerated balance has been waived for an owner and
no Accelerated balance any longer exists. Otherwise, we recommend not changing this
box. When the last Accelerated balance is earned at the end of the year, the system will
automatically deselect this box as you apply charges.
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Bills/Statements Flag

This controls whether an owner gets invoices, statements and coupons for this home. If
there are multiple owners of a home, you can select which one gets the billing notices.

Uncheck this box if this owner is NOT to receive the invoices, statements and coupons
for this home, such as a Renter.

M aintain . | Select Maintain from the Owner Database menu.

You will see the Maintain Owner screen:
Maintain Owners

4 0D - Maintain owners XX - Sample Condominium EJ@|E|

N .
|“>>|'ﬁ@g$ﬂﬂgf%ﬂﬁ‘ﬁ'ﬁ
fdd | Property| History| Charges| Letters| Motes| Do | Flags | SO0 | com | WO Print
Select Propertyrd - Browse Multiple Owners
Account #(F3) ;ILut Anit(FE) ;| P Tfae ,7 l_
Street |
Status
Street Address (F2) | Mame Search (Fa) | Balance: Mates:
Select Owner Callection: |_ il
| | m [ Hold Action
Crvner
Settled Date: Morve Out:
2nd Owvner | |
Alt. Mailing Addr. Contact Info.
Hi Wiark Al
Address 1 | | nme | ar |
Address 2
| [~ Unlisted [~ Unlisted [~ Unlisted
City
Fax [ Digable Web Interface?
State Zip Code| -| Carrier|
[ Use At [ Foreign Adde [~ 2nd &1, &l E-tail  Mairtain | Wiga | Send |
i, et | W il B oK | @Cancell 'jneletel * Close
Cwrier of for this home

Select the first home where you wish to check the Bills/Statements setting.

Once you have selected a home & owner, you are ready to click on the Flags button:
Maintain Owner
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{ 0D - Maintain owners XX - Sample Condominium E”E|E|

' ' ' = #
‘ . FlI
| | Add Property| History | Charges Letters| Motes = 3

e | coR | Wikord|  Print

Select PropertyFd - Browse Multiple Owner:
Account #(F3) 400 Lot AnitcFE) a0 #| P Toee/ || O [ao1
Street | 400 Essy Street
Street Address (F2) | Mame Search (F5) ‘

. [ Mates: Juo
Collection: [10 #| [Late notice

[ Hold &ction

Settied Date: 031902 Move Out:

Select Owner

Crvrier | Benny craig | craiG
2nd Owner | |

Alt. Mailing Addr. Contact Info.
Address1 | 11500 E. Lake Drive / Hame otk Al
Address2 | |647-000-4512  [s47-2223341 |
Fress
[ Unlisted [ Unlisted [ Unlisted
City Chicago
Fax I Disahle Web Interface?
State L Zip Code| G40Z -| Cartier |
[~ Use Al [ Phreign Addr [ 2nd Alt. Addr E-Msil  Maintain ‘ Wiy ‘ Seme] ‘

Mort. Co.[000 |

Cwvrer 1 of 1

B i}y | OCanceIl j Dele‘tel t Close

this hotme

Click on the Flags button.

You will see the Owner Flags for the owner you selected:

Owner Flags

= 0D - Owner Options E"E|gl
4 4 PPl 2
Unit ID: 400

Owner: Jenny Craig

Control Flags
| itccelerated Azsessment
[ Hold Delinguency Hafice
old Paymert
[v Billz/Statements
vtdailing Labe
[v Specisl Forms

[ Direct Dekit ;|

/ . |OCanceI|

A check mark here means this owner gets the Bills/Statements and Coupons for this
home. Where there are multiple owners of a home, this lets you pick and choose which
ones get the bills from the community.
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Mailing Labels Flag

You have control over which owner records have mailing labels printed. If there are
multiple owners of a home, this gives you control in selecting which ones get the mailing
labels. Uncheck this box if you do NOT want this owner to have a mailing label printed.

To check or change this setting, do the following:

M aintain . | Select Maintain from the Owner Database menu.

You will see the Maintain Owner screen:

Maintain Owners

=4 OD - Maintain owners XX - Sample Condominium E|@|g|
s .
|<‘>}|'ﬁ@§$ﬂﬂgfﬁﬁ'ﬁ‘}td
Add | Property| History | Charges| Letters| Motes| [ | Flags | perel| CCR | Wik.Ord|  Print
Select PropertyF4 - Browse Multiple Owners
Account #(F3) gLo’c Mnit(FE) ﬂ Record Type
Street |
Status
Street Addrezs (F2) | Matne Search (F5) | Balance: Motes:
Select Owner Collection: |_ ;I
| | ﬂl ™ Hold Action
Cwvner
Settled Date: Mave Cut:
2ned Cwwner | |
Alt. Mailing Addr. Contact Info.
Aoress 1 | | Hotme | Wiark | Al
Address 2
| [ Unlisted [ Unlizted [ Unlisted
City
Fax [ Dizahle wieb Interface?
State Fip Code| | Carrier|
[~ Use At [~ Foreign Addr [ 2nd Alt. Addr E-Mail  Msintain | Wigv | Send |
Mort. Co.j 000 ;I E aK, | QCancell ') Deletel W Close
Cwvner of for this home

Select the first home where you wish to check the Mailing Labels setting.

Once you have selected a home & owner, you are ready to click on the Flags button:

Maintain Owner
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*f OD - Maintain owners

44 >Pr

Select PropertyF4 - Browse

Account #F3) 400 ilLot UnitcFE) 400 il

XX - Sample Condominium

| BB 5 @

Add Property | History | Charges| Letters

Multiple Owiner:

Strest | 400 Easy Street

Street Address (F2)

‘ Mame Search (F5) ‘

Select Owner

O | !.Ienn\,n' Craig

| CRAIG

2ndd Cuvner |

Collection:

Settled Date:

(=13
| x| =

CCR | Wurk.Ord|  Print

5]

Motes

Lyuner

Fle:
Datd Flezale

Owvner W

[ Motes: [NO
[0 | [Lste rotice

[ Hold &ction

IM Mo Cout: ,—

Mort. Co. 000 |

COywner 1 of 1

Alt. Mailing Addr. Contact Info.
H Wiork A,
Address1 | 11500 E. Lake Drive / ome o
adress2 | |547-999-4512  |B47-222.3341 |
ress
[ Unlisted [ Unlisted [ Unlisted
City Chicago
Fax ™ Disable Web Interface?
State L Zip Code| Bpfe | Cartier |
[ Use alt [~ Forsion Addr [ 2nd Att. Addr E-ail  Maintain | i ‘ EEL ‘

B 0K | el:ancell 'j Dele‘tel ! Close

Click on the Flags button.

You will see the Owner Flags for the owner you selected:

Owner Flags

= 0D - Gwner Options

ARILdLd

o

Search

CEX

Unit ID: 400
Owner: Jenny Craig

Control Flags

|— Hold Pg ert
¥ BillstStatements
[v Mailing Labels

[ Direct Dekit ;|

/

v ihccelerated Assessmert:
[~ Hold Delinguency Motice

. |0|:ance||

A check mark here means this owner gets the Mailing Labels for this home. Where
there are multiple owners for a home, this lets you pick and choose which ones get the
mailings from the community.
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Special Forms Flag

If you use Form Letters to print letters or specially designed forms—Iike a custom bill or
voting proxy, a check mark here means this owner will have that Form Letter printed for

them. If there are multiple owners of a home, this gives you control in selecting which
ones get a letter or special form. Uncheck this box if you do NOT want this owner to

have a special Form Letter printed.

Maintain . | Select Maintain from the Owner Database menu.

You will see the Maintain Owner screen:

Maintain Owners

“fl DD - Maintain owners XX - Sample Condominium

4 PP

Select PropertyF4 - Browse

* @ 3 $ e 08 F ¢ R X &

B |
£dd | Property| History | Charges| Letters| Motes| &5 | Flags

Cuner

poner | CCR | ine.Ord|  Prine

Multiple Owners

Accourt #(F3) |t amitcFe) *| Record Tyee | |

Street |

Status

Strest Address (F2) ‘ Matne Search (F3) ‘ Balance: Motes:

Select Owner

Collection: |— ;l I—

[ Hald Action

Cravner Lm
| | —I Seftled Date: tovee Out:
2nd Crwener | |
Alt. Mailing A«dr. Contact Info.
Address 1 | | Haome | Wark | Al
Addrezs 2
| [ Unlisted [~ Unlisted [~ Unlisted
City
Fax [ Dizable Web Interface?
State Zip Code| | Carrier|
[ Use &t [ Foreign Addr [ 2nd At Addr E-Mail  Mairtin | Wigsi ‘ Send ‘
Mort. Co.| 000 ;I B 0K | QCancell '3De|e‘te| !Close
Orovner af far thiz home

Select the first home where you wish to check the Special Forms setting.

Once you have selected a home & owner, you are ready to click on the Flags button:

Maintain Owner
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! OD - Maintain owners XX - Sample Condominium E”E|g|

e scu|
|‘ < ’ } * @ @ $|e| 0 h R R| S
Add | Property| History | Charges| Letters| Motes| [ puner | GoR | WikOnd  Print
Select Propertyr4 - Browse Mukiple Ownerpz
Accourt #(F3) 400 & |Lot AnitiF) 400 ¥| Record Tyge |Owner | 001
Strest | 400 Easy Street
Status,
Street Address (F2) ‘ Mame Search (F5) ‘ Bdlance: oo Motes: WO
Select Dwner Collection: [0 | [Lste rotice
I 2 [ Hold Action
o) znry Crai CRAIG 4
i @iy | £l Settied Date: 031902 Move Cut:
2nd Qwvnier | |
Alt. Mailing Addr. Contact Info.
H WWark At
Address1 | 11500 E. Lake Drive / ome o
adress2 | |547-999-4512  |B47-222.3341 |
Fress
[ Unlisted [ Unlisted [ Unlisted
City Chicago
Fau [~ Disahle Wweb Irterface?
State L Zip Code| BpA0E | Cartier |
[ Use alt [ Foreion Addr [ 2nd Att. Addr E-ail  Maintain | i ‘ EEL ‘
Mort. Co.| D00 ;I E oK | el:ancell "_iDelgel !Close
Oywrner 1 of

Click on the Flags button.

You will see the Owner Flags for the owner you selected:

Owner Flags

= 0D - Gwner Options E"E|El
4 4P P2
Unit ID: 400

Owner: Jenny Craig

Control Flags
| itccelerated Azsessment
[ Hold Delinquency Hatice
[ Hold Payment
v BilziStatements

v Mailing Labels

[v Special Forms

/ . |0|:ance||

A check mark here means this owner gets any Form Letters or Special Forms for this
home. Where there are multiple owners, you can pick and choose which ones get these
mailings from the community.
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Direct Debit Flag

TOPS has the ability to handle Direct Debit as a method for Owners to pay recurring
fees, like the Maintenance Fee. TOPS will actually generate the required NACHA
formatted file ready for you to upload to our bank. Direct Debit processing is done
through the Global > Direct Debit module, however, the bank information for the
homeowners must be entered through the Maintain Owners function.

To activate Direct Debit as the method of paying Maintenance Fees and Assessments,
you must turn on this function for the homeowner and enter the bank information. You
will need a copy of a check from the owner to enter this information correctly.

To check or change this setting, do the following:

Maintain .| Select Maintain from the Owner Database menu.

You will see the Maintain Owner screen:
Maintain Owners

! 0D - Maintain owners XX - Sample Condominium

|‘{”I-ﬁﬁﬁa$ﬂﬂﬁf%‘f‘ﬁ‘ki

) Fl .
#dd | Property| History| charges| Letters| Motes| P25 | Flags Eg’g:lre CCR | Wide.Ord|  Prirt

Select PropertyF4 - Browse Multiple Owners
Account #F3) ;ILG’[ AUnit(FE) ﬂ Fiomar Togae ,7 l_
Street |
Status
Street Address (F2) | Mame Search (FS) | Balance: Motes:
Select Dwner Collection: |— ﬂ
| | m [ Hald Action
Crener
Settled Date: howe Cut:
2nd Crwvner | |
Alt. Mailing Addr. Contact Info.
Adress 1 | | Hame | Wiark | Al
Address 2
| [~ Unlisted [~ Unlisted [~ Unlisted
City
Fax [ Dizable YWeb Interface?
State 4] Code| | Carrier|
[~ Use &k [ Foreign Addr [~ 2nd A1, Addr E-Mail  Maintsin ‘ Wiew | Send ‘
Mert. Co. | 000 ;I E 0K | QCanceI '3Delete| !Close
Crhner of far this home

Select the first home where you wish to check or change the Direct Debit settings.

Once you have selected a home & owner, you are ready to click on the Flags button:
Maintain Owner
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< 0D - Maintain owners XX - Sample Condominium E|@|Fg|

' ' ' o= o
‘ . il
| I Add Property | History | Charges Letters| Motes D:t

Select Propertyr4 - Browse Multiple Owner
Accourt #F3) 100 |Lot AInit(FE) 100 #| FiemEa Tom [o01
Street | 100 Easy Street
Street Address (F2) | Mame Search (F5) | oo Motes: MO

Collectio-n: l_ g l—

[ Hold Action

Select Owner

o Rary & Mancy Siman SO
e [Rey i | Settled Date: 09A200  Mave Out:
2nd Cwvner | |
AR, Mailing Addr. Contact Info.
H Wik Al
Address 1 |12100 Taft Street / one o
|301-855-1212 | 2022223322 |3m1-mm1-1212
Address 2 | - - -
[ Unlisted [ Unlisted [ Urlisted
City Rockville
Fax 301-B67-3339 [ Dizable weh Interface?
State MO Zip Code| 20896 -| 6789 Carrier |
W Use Al [~ Epfeign Addr [~ 2nd Al Adcr E-bail  Maintain ‘ Wiew | Send ‘
Mort. Co. | 006 ;I Roozgdelt Times Mortgage E o |®CameI '3Delete|'C|OSE

Cwener 1 of 1 il

Click on the Flags button.

You will see the Owner Flags for the owner you selected:

Owner Flags

0D - Owner Options E|@|Pg|

ARILAL4 P

Unit ID: 100
Owner: Ray & MNancy Simon

Control Flags
[ dccelerated Aszessment!
[~ Hold Delinguency Motice
[ Hold Payment
[v Bills!=tatemants

[v Mailing Labels

If this owner has elected to pay their maintenance fee by Direct 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 complete the Direct Debit setup for an owner:

Direct Debit Setup
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< 0D - Direct Dehit Info

Addded Tested Last Dehit

Bank Information

Bank 10 2225344324
Acoount # |23243245234532453
Account Type o Checking " Savings

BCIearl 3 oo |@c.ance||

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. This information is stored in TOPS
with data encryption to prevent identity theft.

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. This information is encrypted in
TOPS to prevent identity theft. You only see the Account # displayed fully when
you first enter it. Thereafter, you will only see the last 4 digits of the 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, and
Last Debit. These fields are updated automatically by TOPS as you work with the
Direct Debit system. The information is displayed here in case you need it.

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

is Clear

P 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.
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Owner Reports--Overview

A number of reports are built in to the Owner Database to provide you with maximum
results from your data. The reports show the Owner data in different ways depending on
your needs. The reports can be printed in various orders, can include multiple owner
types, and can be printed for an entire community or parts of a community.

e Owners Summary Report - This shows the basic owner information for of each
home in a brief format. It is the report normally given to community officers
when they want a listing of the owners. The contents of the report and sort order
are based on the options selected on the Owner Reports Menu screen.

e Telephone Directory - This report prints a phone directory listing of the owners.
If an owner has the unlisted box check marked for their telephone numbers, their
numbers will not be printed on this report. The contents of the report and sort
order are based on the options selected on the Owner Reports Menu screen.

e Standard Owners Report - This report shows much of the information on file
for the owners. The contents of the report and sort order are based on the options
selected on the Owner Reports Menu screen.

e Single Spaced Owners Report - For large communities with many owners, this
is the most compact owner report available. It limits the information printed to
just one line per home for most owners. The contents of the report and sort order
are based on the options selected on the Owner Reports Menu screen.

e Annual Meeting w/Signature - This prints a sign-in report to be used when
processing owners into the Annual Meeting. It has the option to start a new page
with each letter of the alphabet if printed in owner name order. An asterisk (*)
next to the owners name on the report means there is a balance due which may
make the owner ineligible to vote at the meeting. The contents of the report and
sort order are based on the options selected on the Owner Reports Menu screen.

e Annual Meeting w/Delinquent Balance - This report is used to screen owners
who have a balance due and are not eligible to vote at the Annual Meeting. It
shows the amount of the balance due so that owners may pay to be able to
participate in the Annual Meeting. The contents of the report and sort order are
based on the options selected on the Owner Reports Menu screen.

e Owner/Mortgage report - This report shows the Mortgage Company for each
home in the community if this information has been setup in the owner database.
The contents of the report and sort order are based on the options selected on the
Owner Reports Menu screen.

e Flex Data Report - In each community you may define fields of customized data
to be tracked for the owners. An example might be Parking Space #'s. This report
lists the homes with the Flex Data. The contents of the report and sort order are
based on the options selected on the Owner Reports Menu screen.
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Owner Profile - This report shows ALL the information being stored for the
homes and the owners in a community. It is a long report, which has the option of
printing one page per home. The contents of the report and sort order are based on
the options selected on the Owner Reports Menu screen.

Owner Group Report - Owner groups are defined where an owner owns more
than one home in the community and you want the ability of maintaining the
contact info in just one place for all the homes. With owner groups you also have
the option of printing consolidated mailing label, invoices and statements. The
Owner Group Report is sorted based on the order selected on the Owner
Reports menu.

Settled Property Report - This report can be used to verify the number of settled
homes in the community both currently and for any date in the past. It is handy
for getting the count used for expenses that vary by settled home in a growing
community, like trash removal and management fees. The Settled Property
Report prints a separate report for each user-defined period.

Owner Resale Report - This report can be used to find homes that have settled
for a range of dates you enter. You can base the report on the Settlement Date or
the Processing Date (the date the resale function was done in TOPS). The report
shows the new owner, previous owner, settlement date and processed date. This
report shows the details of each home sold for the range of dates selected.
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Print Owner Reports

No matter which report you wish to print, the method used to print the report is similar
between reports, although some reports have special report options. We will cover the
common steps involved with printing any of the owner reports. If there are unique
options for certain owner reports, we will explain them at the end of this manual section.

Selecting Report Options

Reports To access the Owner Reports menu, click the Reports tab.

You will see the Owner Reports menu:
Owner Reports

< 0D - Owner Reports Menu XX - Sample Condominium e @@
Print Reports Current Period: 04/01/07 to 04/20/07
Select Report Print Order Print for
" Owvners Summarv Repart; ™ Strest Address & Al Homes
(" Telephone Directory
f* pccount Mumber ~
" Standard Owners Report ) Range of Homes
) (™ LotiUrit Mumber
(" Single Spaced COywners Report ~  Section/Building
" Annual Meeting wiSionature (" Cwner Last Name
" Annual Meeting w.Dely Bal (" Property Mumber
" Dwner ! Mortage Report
{~ Flex Data Report Include _
™ Owener Profile o CUW_EI'lt Crvner [ Previous Cwner
™ Cwvner Group Report [ ResidentiTenart v Developer
(" Settled Property Report
(™ Cwners Resale Report Enter Report Date | 061303

= F‘rintl ‘cmel

Click to select the Owner Report you wish to print.

Print Order Select from one of the following orders for the report:

e Street Address: Prints the report in street address order.

e Account Number: Prints the report in account number order.
e Lot/Unit Number: Prints the report by lot/unit number order.

e Owner Last Name: Prints the report alphabetically by owner
last name.

e Property Number: Prints using the TOPS assigned property
number. This number is used by TOPS to keep track of each
home regardless of the Street Address, Account # or Lot/Unit #.

Include Select the Owner Types you wish to include on the report. Select
from:
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Include
Iv Current Crwener [ Previous Cwner

[~ Residert/Tenant [v Developer

Notice the Current Owner and Developer are the pre-selected
choices for most reports. You can accept this default or click to check
or uncheck the Owner Types to include on the report.

Print For You have the option to print the report for the entire community or
selected portions of the community. Choices are:
Print for
* Al Homes
" Range of Homes

" Zection/Building

Click to select the portions of the community to print this report for.

e All Homes — click this to print a report for the entire community.

e Range of Homes — Select this option to enter a beginning and
ending range of homes. You can use Account #, Lot/Unit#,
Owner Last Name or the TOPS assigned Property ID. It will
default to the Preferred Access Method defined in the Owner
Control Info.

4 0D - Select by the Rang... g@@

Starting Property

Account # | ;l

Ending Property

Account # ;l

=5 Frintl QCancell

Enter the begging range and ending range. Use the down browse
arrow *| to open up a browser window to help you select the
beginning or ending home in the range. Then click Print to
continue.

e Section/Building — You can print a report for individual
Sections/Phases or Buildings, or, you can print the report for all
Section/Buildings with all the homes grouped by
Section/Building.
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= OD - Select Se... E@@

01 | " allSections

noz
Double chk sections
003
ﬂ toinclude.

Double click in the brows}e window to select an individual
Section/Phase or Building. If you want the entire réport organized
by Building/Section/Phase number then click the option for All
Sections. Click the OK button to continue.

Report Date The date is important on any Owner Reports that show owner
balances, like the Annual Meeting w/Delinquent Balance. It is used as
the calculation date for determining if the owner owes money. For
other reports, like the Telephone Directory, it is merely the date
printed on the report so you know when the report was generated.

Enter the date as: 031507 for March 15, 2007. Do not enter any
slashes (/) between the dates.

Select Print Options

& Frint | After making print option selections on the Print Owner Report menu,
Click the Print button to proceed.

Special Report Options — after clicking on the Print button above, if the Owner Report
has any special options, you will see pop-ups giving you the options available.

Owner Reports with Special Report Option are:
e Owner Summary Report
e Standard Owner Report
e Telephone Directory
e Annual Meeting w/Signature
e Owner Profile Report
e Group Owner Report
e Settled Property Report
e Owner Resale Report

See the section titled Special Report Options at the end of the Owner Reports manual
section for more information on these options.

If there are no Special Report Options for the Owner Report you selected, you will see
the print menu:

Print Menu
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< Print Reports

Print Owner Summary Report

Print To:
" {Prirter:

(" Screen
" File

" Email

" Community Wiekh Site

Settings

o Portrait

[ Use Clazsic Report Mode

4y Print

" Land=zcape

(#) Cancel

This is the standard Print Menu you will see throughout TOPS. Select from one of these

print options.

Printer Checkmark this option to get a printed report.

Screen Checkmark this option to display the report on the screen rather than
print it. As it is displayed, you still have the option to print it to
paper.

File Print the report to a file where you can re-print it later or open up in

Save As

D

My Recent
Documents

=

Desktop

,

My Documents

%

My Computer

3

My Metwark,
Flaces

a different application, like Excel®. When you pick this option, you
will see this screen:

Print to File
ey
Save in: | |) Report_PDF j &= B3
T [2-5-2008]2.pdf
T [2-5-2008].pdf
T [4-15-2008]. pdf
? Check Register [3-31-2006].PDF
T Income Statement]11-23-2007] . pdf
File name: F'rint Owner Summary Report[6-13-2008 j Save |
Saveastyps  |PDF Document (*pdi) =] Cancel

File Name — you can accept the default file name displayed or
change it to a different file name.

Save as Type — By default, it will have PDF (Portable Document
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Format) selected but you can select from any of this file formats:

|PDF Document * pdf) |

PDF Document [, pdf]
Eucel [".xlz)
HTHL Document [F ktml]
Rich Test [.rtf]

Al files [%.%)

You have the choice of saving the file to any of these formats:

e PDF — The normal format to attach a report to an e-mail
Excel — Puts the report into a standard Excel® file.
HTML — Use to make the report part of a web page
Rich Text — Use with a report writer, like Word®.

All Files — Not a file type that can be used for saving. Just lists all
the files in the chosen folders.

Save

Click the Save button to save the File Name, location and File Type.

This completes the general Owner Reports manual section. The following page
explains the Special Report Options available on some Owner Reports.

Special Report Options

Certain Owner Reports have unique report options not available on all
Owner Reports. If there are unique report options for the Owner Report
you selected, you will see them after you click the Print button above.

The following are the Special Report Options available as an option for
each Owner Report:
Owner Summary Report — Owner Notes
If owner notes exist in the Owner record, they will print under the
listing of the home on the report.

Print Owner Notes
SY - TOPS MESSAGE [0

Standard Owners Report - Owner Notes

If owner notes exist in the Owner record, they will print under the
listing of the home on the report.
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Print Owner Notes
SY - TOPS MESSAGE [0

Calculation Basis
Maintenance Fees can be calculated using different basis. You
can enter the amount of the Maintenance Fee directly into a
Charge Table or, you can have TOPS calculate the amount for
you if the charge is based on one of the following:

Select Calculation Basis

Report Option

* Ratio
" Square Foaot

Eunl

Assessed Value — if the Maintenance Fee is based off the Assessed
Value of each home stored in the Property Info, check this option to
the calculation basis prints for the home.

Ratio — if the Maintenance Fee is based off the Percentage
Ownership (ratio) of each home to the total community, check this
option to the calculation basis prints for the home.

Square Foot — if the Maintenance Fee is based off the Square
Footage of each home stored in the Property Info, check this option
to the calculation basis prints for the home.

Click OK to proceed.

Owner Profile Report

If owner notes exist in the Owner record, they will print under the
listing of the home on the report.

Print Owner Notes
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SY - TOPS MESSAGE

‘y Prink Cwuner Mote 7

\‘_t
Yes | Mo |

Telephone Directory

- Exclude Unlisted Numbers
Does not print owners with checkmarks on the Unlisted Phone
Numbers in the Owner record.

Exclude Unlisted?

SY - TOPS MESSAGE

\:{') Exclude Cwners with Unlisted Mumbers?

Annual Meeting w/Signature

- Mark Delinquent Owners
Prints an asterisk (*) next to each owner that owes an amount
“as of” the date of the report.

5Y - TOPS MESSAGE

\__?\/ Mark Delinguent Cwners?

Yes o

Click Yes to have this option.

Group Owner Report

- Select Group Order
Select from one of two possible orders for printing the report.

Select Order

% 0D - Group Owner Re... rz|

(™ By Group Mame

[ Print Detail

. |@|:ance||
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Select either:

e Group Number

e Group Name (alphabetic)
Click OK to proceed.

Settled Property Report

- Settlement Dates
Enter up to 12 dates to have the system give you a count of the
settled homes on each of the dates.

Settled Property Report
{1 OD - Settled Prop. Report E][E|E|

This program will produce s summary report showing the

numker of settled homes in this community as the Cut-off

Dates entered belowe. Press ENTER on a blank date to
terminate Cut-off Date input and begin processing.

7.
.
9.
10.
11.
12.

T

£ 1T

Pn nt 0 Can cell

Enter only those dates you wish. In a growing community, this
is handy for checking whether the correct amounts were paid for
management fees, trash pickup, etc.

Click Print to proceed.

Resale Report
- Resale Report
Select the option the system will use to find and list the resales.

Resale Dates

1 OD - Resale R... EI@|E|

Based On

™ {Frocessing Date;

f»  Settlement Date

Date Ranges

From
Ta

<& Prirt | @n:ancell
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Find the homes where there have been resales based on either:

e Processing Date — the Date the resale was actually
performed in TOPS.

e Settlement Date — the Date the home actually sold from one
party to another.

e Date Ranges — after making the order selection, then enter
the beginning and ending dates. Only those homes that
match the report criteria will be included in the report. If
you do not use the Owner Resale function on the Maintain
Owner screen, then this report will not work for you.

Click Print to proceed.
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Mailings

You can either email owners directly here or print mailing labels with a variety of
options. You can select which owners to print labels for as well as the label type. TOPS
lets you select from a many standard label sizes. You may also print envelopes directly
as long as your printer supports this option. Another option is the ability to generate an
export file with the owners’ names and mailing addresses.

Email

You may email owners the information that would otherwise be mailed to save both
time and the expense of doing a physical mailing. Because you might not have
email addresses for all owners or not all owners have “opted in” to get emails from
the community, we give you these options:

e  Print Labels only
e  Email Only
e  Email & Print Labels for those owners with no email address

Note - You must subscribe to TOPS iMail to be able to email owners in place of
printing mailing labels. Your internal email system cannot handle sending bulk
email such as, emailing hundreds of owners at one time. See the TOPS
Communication manual for more information on TOPS iMail and why you need it.

Communication History

Regardless of whether mailing labels are printed or owners are sent emails from the
Mailings screen, the owner communication history is updated for every type of
“mailing” you do here. You can mark each mailing as “Bill to Community”, then
print a report for a range of dates that summarizes the mailings done in a community
S0 you can easily recover your expenses.

The options for Mailings are designed to let you easily create emails to owners who have
“opted in” or print mailing labels where needed. This gives you control over your
delivery method and also your postage and supplies expense. Follow these instructions to
do Mailings.

b ailings Click the Mailing Labels tab on the Owner Database menu.

Select Labels or Email

You will see the Owner Mailing Labels menu:
Define Mailing Options
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&) Mailings for XX - Sample Condominium

@ Print Mailing

C Send Emails
C % Print Mailing

Job Description

What would you like to do?

Print Mailing Labels, Envelopes, or Expart Labels to a file.
Send personalized emails with atkachments tao individuals in the Community that have opted-in to receive emails.

Send personalized emails with atkachments tao individuals in the Community that have opted-in to receive emails.
In addition, labels may be printed For individuals that have opted-out and do nok wish to receive emails,

Print Mailing Labels 6/21/2011 6:18 PM

New Mailings Task [¥#] Mark as Billable ‘ « H » H E‘ ‘

Labels

Labels & Send Emails

Biack. Text Exit

= Logged on as User: Jim Smith

]

We’ll cover the options on this screen.

Print Mailing
Labels

Through this choice, you can print from a variety of Mailing
Label formats, print directly on envelopes (as long as your
printer can handle it) or generate an export file with owners
names and addresses.

Print Mailing Labels is the default choice.

Send Emails

Send an email to owners who have “opted in” to receive email
communications from the community. If an owner has not
“opted in” they will be skipped and no email sent and no
mailing label printed.

Print Mailing Send an email to owners who have “opted in” to receive email
Labels & Send communications from the community, then print mailing labels
Emails for those owners who have not “opted in” or where no email
address exists.
Recommend: Always use this choice if you want to send a
notice to the entire community so that each owner will receive
the mailing, whether emailed or by regular mail.
Description Because of the Communication History that is kept for each

owner and the community as a whole, a Description of this
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mailing MUST be entered here. It only needs to be a few words
that tells anyone looking at the history why this mailing was
sent.

Mark as Billable Checkmark ¥l Matk as Bilable jf the mailing should be billed to the
community. It will then record the mailing in the community’s
communication history as “billable”. You can print a report for
a range of dates for just the “billable” mailings to backup the
reimbursement, if any, from the community.

* Click the Next button to proceed with the mailing options
selected.
Mexk
m Click the Exit button to exit from the Mailings program without
proceeding.
Exit

Mailing Labels

If you clicked the Next button above and mailing labels were part of the Mail options
selected on the previous screen, you will see the Mailing Label options:

Mailing Labels

)] Mailings for XX - Sample Condominium

Please Select Print Options

‘Nat seeing a label vou want? Lek TOPS Technical Support know so we may include it in the Fubure! 0 |
Paper Cptions Options
Paper Type Mailing Labels v [] replace Resident Mame
Select Paper Avery 5160 (1" x 2 58" b
Starting Row Pow 1 o [] tnclude Preferred Access Key

Use P by Bdd
Starting Colurmn Column 1 w L1 use Property ress

[] second alkernate addresses
Labels print down then across

[] use cuskom Fant [ 1nclude Second Owner Mames

Group by Carrier Route

Mumber of Copies |1 *

-

% Print Options [+] Mark as Eillable ‘ « H » H E ‘

Back, et Exit

& Logged an as User: Jim Smith Z]
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We’ll describe each mailing label option showing on this screen below.

Paper Type

Here you can select which kind of general mailing label type
you will be using.

Select Paper Type

Click the down browse arrow ™ to select which kind of output
you will be using for mailing labels:

Envelopes
‘E:-:pn:urt ko File

e Mailing Labels - The default is “Mailing Labels”
which will work on any standard laser or ink jet printer.
These would be separate sheets of labels.

Like most modern software applications, TOPS no
longer supports dot matrix label printing, however, if
you have a dot matrix printer, try using the export file
functions to get a print file that will work with a dot
matrix printer.

e Envelopes — You can print the owners name and address
directly on envelopes as long as your printer can handle
the envelope feeding. If you pick this option, you can
then select from a standard #10 or #9 envelope.

e Export to File — if you select the Export option, you
will see two choices:

- CSV Export — creates a file with the owners name
and mailing address in the CSV format, which will
natively work with Excel as well as other
applications.

- Alpha Graphics Export — creates a file with the
owners name and mailing address ready to send to
Alpha Graphics if you use them for mailings.

There are other export options available as well when
you reach the last screen of mailing labels.

Use the arrow key to move down the list or use the mouse to
click on the print option you wish.

Select Paper

Here you can select which specific mailing label you will be
using for printing mailing labels.

Select Paper Type

Click the down browse arrow * to select which kind of label
you wish. Depending on the Paper Type selected above, you
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have a choice of different standard Avery® labels. For a laser
printer, the label choices are:

dvery 5160 (1" x 2 5/8")
dvery 5261 (1" x 4™
Avery 5262 (1 103" 4™

The default is Avery® #5160—the most common label used on
laser printers.

Carrier Route Sorting

Because space is too limited on Avery 5160 labels, you do
not have the option to do Carrier Route Sorting with this
label type. To do Carrier Route Sorting, choose either the
Avery 5261 or Avery 5262 labels.

Starting Position

For laser labels, you can select the starting row and column to
use a mailing label sheet that has labels missing from previous
mailings:

Starking Row R 1 A
Starting Colurmn Zolumn 1 v

The default is “Row 17, “Column 1” which means it will start
with the first label on the sheet. This assumes, of course, that
the label sheet is full and has no missing labels.

Use Custom Font

Checkmark this option if you wish to change the font on the
labels/envelope options selected. If checked, you will see these
options appear:

Cuskom Fonk
Arial [v] A A sSeze: 90 4

Changing these settings may cause the Label's text
ko grow oukside of the Label's boundaries,

You can customize the following:
Font — Select which font using the down browse arrow.

Bold — Select BOLD by clicking on the bold # button.

Italics — Select ITALICS by clicking on the italic A button.
Font Size — Select the numerical point size of the font.

Be aware that changing Fonts and Font Size may cause your
mailing labels to overflow the size of the mailing label itself.

Options

Starting at the top right side of the screen, you will see these
further mailing label options:
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Replace Resident Name — checkmark this box and then enter
the name you wish to use in place of the actual owners name on
the mailing. For example, you could replace the actual owner
name with the general term “Resident”. That way, the mailing
will be delivered to the home no matter who the registered
owner is with the US Post Office.

Include Preferred Access Key - The address key shows the
Community ID and a home identifier on the label so, if the label
is going to an Alternate Mailing Address, you can tell which
home the label is printed for. A label with the Address Key will

look like this:
(o )
ANCY Simon

12100 Taft Street
Rackyille MO 20555-6759

XX is the Community ID. 100 is the Account # for this home.

Use Property Address - If checked, this option will print the
Street Address of the home on the label rather than the Alternate
Mailing Address. This can be handy if you are sending a notice
about something that affects the actual residents of the
community—Ilike street repaving or cleaning.

Second Alternate Addresses — print a label for those owners
who have a 2™ Alternate Address in the owner record. The 2™
Alternate Address might be used to include a property manager
in community mailings who is maintaining the home or if the
homeowner has a secondary residence.

Include Second Owner Names — If there are 2" owners on file
for some homes in this community, do you want to print their
name on the mailing labels too? US Postal regulations do not
allow more than a 5 line address, so if you select to “Include
Second Owner Names” it will print their name on the label too
as long as it will fit within the 5 address line limit.

Group by Carrier Route — If you have captured the Zip Code
+ Four + Carrier Route in the Property Info for each home, you
can print mailing labels in a presorted order to get lower postage
rates on mailings. Checkmark this option to print labels or
envelopes in a presorted order by Zip Code + Four + Carrier
Route.

Note: The Carrier Route option is not available for Avery
#5160 labels because the label is too small to allow the
formatting required by the US Postal Service. This option is
available for any of the larger label sizes.
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Number of Copies | By default, it will print 1 label or envelope per home. If you
wish to print multiple labels/envelopes you can increase the
number to the desired copies using the Up/Down arrows.

* Click the Next button to proceed with the mailing options
selected.

Mexk

« Click the Back button to go back to the first screen where you
can change options, if needed. Any options selected on this

Back second screen will be saved when you return to this screen.

m Click the Exit button to exit from the Mailings program without
proceeding.

Exit

Email Options

If you clicked the Next button to proceed and emailing is part of the options selected on
the first screen, you will see this screen that gives you options to email owners rather than
print Mailing Labels:

EMail Options

)] Mailings for XX - Sample Condominium

Please Provide the Email Settings

|TOF‘S iMail sends individual emails to each recipient, 0 |
Friority: MNarmal LY Attachments:
Reply To: HOAMGMT@topssoft.cam <Mgmt, Reply = | »

] Return Receipt Include Unsubscribe Message
Subject: Sample Condominium - Important Motice
Deat {@Owneriame},
This is an important notice regarding {@PropertyAddress),

Thank You!

Ciick Eo inzert Freids: {@0OwnerName} {@Propertyaddress}

@ Email Options [#] Mark as Eillable ‘ ﬁ H * H E ‘

Back. Text Exit

& Logged on as User: Jim Smith

The following explains the email options on this screen:
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Priority

You can set the Priority delivery for this owner email. The priority
will be displayed in MOST personal email systems, but not all. So
setting the Priority here may not work for emails sent to some
OWners.

Use the down browse arrow ¥ to select from the choices. The
choices are:
e Low — tells the recipient the message is not that important

e Normal — tells the recipient the message is of regular
importance. This is the default setting.

e High — tell the recipient the message is a HIGH priority and
they should read it immediately. In most email systems, it
would show an exclamation mark (!) next to the email.

Reply To

Use the down browse arrow ™ to select which Reply To address to
use.

e General Company Reply to Email Address - The default
is the general Reply To email address from the
Management Company Info under Configure TOPS
iMail®.

e User Reply to Email Address - You can select your email
address defined in User Settings & Preferences under
Configure TOPS iMail®.

e Bounce Email — You can also select the “Bounce” email
address from the Management Company Info under
Configure TOPS iMail®. This will use the address where
returned emails are dumped as the Reply To address for this
email.

Return Receipt

Check mark here to have a Return Receipt sent to you once the
owner opens the email. Of course, the owner can elect NOT to
send the Return Receipt, so if you do not get a Return Receipt, it
does not mean the owner did not get and read the email.

Include Check mark here to include a message to the owner giving them
Unsubscribe the ability to Unsubscribe to future community emails. If they
Message unsubscribe, it will update the owner email settings in Owner

Maintain so they will not receive future community emails.
Subject The default Subject will say:

“Community Name — Important Notice”
You can type any subject you wish into this field, however, to
encourage the owner to open and read it, we recommend using the
name of the community in the subject line.
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Body

The Body text looks like this:
Dear {@0wnerMame},

This is an impartant notice regarding {@Propertyaddress},

Thank you!

It will automatically insert each owners name into the email Body
if you leave the “Dear {@OwnerName}”.

If will also default to the message:
“This 1s an important notice regarding {(@PropertyAddress}”
where the street address of the home will be inserted.

You can accept the default message or type your own message as
needed. However, there must be something typed in the Body field
or you cannot proceed with emailing owners.

Attachment

You can attach a file or document to this owner email if you wish.
For example, if you are sending out an Annual Meeting Proxy or
new community Rules & Regulations. Every email recipient will
get this email with the Attachment.

If there are no Attachments for an email, when you click into the
Attachments box, it will open the Windows® file browser:

72X
Laak. in: | [} Deskiop j L] £ EE-
v Documents icia Davis Resume Dec
Y )y D t ) Alicia Davis R Dec 20
\_\ﬁ _é My Computer @ Complete Management Sol
My Recent  (8dmy Network Places EFor_3eff_20100802
Documents E Adobe Reader 9 -_ generic quankity limit Forrn
7:‘_% g AnyTime Organizer %GoToMeeting
554 Dell Support: Center GoToWebinar
Deskiop 5E Investor's Toolkit 5 B HealthHistaryForm
. B Investor's Toolkit 5 Manual @Microsoft Office Excel 2007
_,—/- @ Mogzilla Thunderbird @Microsoﬂ: Office Word 200
G0 Morton 360 £ oDOB] - Files
by D I
B BEBEIENS |€_-D Morton Security Scan 44 OnPoint Survey
- e
- ﬂ QuickTime Player [z Cutlook Express
!
9‘-' g‘ Roxio Creator Home @ RE_ Lead looking For reser
Ity Computer ¢ >
“_} File: narne: | j Open |
B
My Metwork,  Files of pe: | ﬂ Cancel

Pl
aees [” Dpen as read-only

From here locate the attachment, then double click to select it.

If there are Attachments already in the email, you can right click
the mouse button to open the Attachment menu:
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Aktach. ..

Open This Attachment

Remove Selected Attachment

Remove All Aktachments

Click on any menu selection to select it.

Recommend: Attach Portable Document File (PDF) instead of a
Word® document or Excel® spreadsheet. The recipient would
need to have Word® or Excel® in order to open and read the
attachment. Anyone can open and read a PDF file—the reader is
widely available and is FREE.

Email Merge
Codes

There are 2 Merge Codes you can insert into owner emails:

o {@OwnerName} — Inserts the Owner’s Name into the
email body

o {@PropertyAddress} — Inserts the Owner’s Street Address
into the email body

These merge codes only work in the Body of the email, not the
Subject line.

* Click the Next button to proceed with the email options selected.
Mexk
‘ Click the Back button to go back to the previous screen where you
can change options, if needed. Any options selected on this screen
Back will be saved when you return to this screen.
m Click the Exit button to exit from the Mailings program without
proceeding.
E:xit

Select Recipients

Whether you are printing Mailing Labels or Emailing owners, you must select the
Recipients of the mailing. Once you click the Next button, you will see the screen for
selecting the Recipients of the Mailing:

Select Recipients
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)] Mailings for XX - Sample Condominium

Select the Recipients of this Mailing

Order By |F\.cc0unt ® 2z | Include

On-Site Owners

Select Recipients
Off-Sike Owners

Process Far! |.b.|| Homes n |
[] rerters | Tenants

[] pevelopers

[] consolidate Group Cwners

Select Recipients [¥] Mark as Eilable ‘ ﬁ H * H E‘ ‘

Back Mext Exit

& Logged on as User: Jim Smith

This screen helps you control the order in which labels print and which owners have
labels printed.

Order By Select the print order that best suits your needs. Use the down
browse arrow * to select from:

e Street Address

e Account #

e Lot/Unit#

e Sort Name (Last Name)
e Zip Code

Select the order you wish for the mailing.

Process For Select the homes you wish to include in this mailing. Use the
down browse arrow ¥ to select from:

e All Homes — will do a mailing that includes every home
in the community.

e Range of Homes — type in the starting / ending range of
homes or use down browse arrow [/ to open the homes
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selector.
Start i

b
b

End [

e Section / Building — if you select this option, you will
see the Sections / Buildings that are defined for this
community:

[[] 000 {Ma Section | Building #)
[ oot
[ ooz
[ ooz

Checkmark the Section / Buildings to include. The
Section / Building number must be coded into the
Property Info for each home in order to use this as a
mailings option.

Use Checkmark ALL or UnCheck All buttons to make
selecting the Section / Building easier.

e Selected Homes — If you want to do a mailing to
individually selected homes, you will see the homes

selector:
Account # Legal Mame Twpe
n Ray & Mancy Simon
[] 10001 Diane Sawver R
|:| 10001 Dib & Betty Jones H
[]|1o002 Joe & June Smith H
[]|1o00s Rick & May Day H
[]| 10008 Eob & Beth Mays H
[]| 10008 Dick. Smokhers R
11 1nnna Tnhn 2 Marw Clark H
Fi Filker ALl "

Checkmark which homes to include in the mailing or use
the filter to start typing to narrow your search. You can
filter by Account #, Lot/Unit # or Owner Name.

Make the selection for which homes to include in this mailing
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from the options shown above.

Include

Checkmark which owner types to include in the mailing. The
available owner types are:

e On-Site Owners — owners who live in the community

e Off-Site Owners — owners with an Alternate Mailing
Address

e Renter/ Tenants

e Developers

You can check or uncheck any of these owner types to include
or exclude from the mailing.

Consolidate Group
Owners

If you use the Owner Groups for owners who own more than
one home in the community, check marking this option will
give you one mailing label for all the homes that are part of an
Owner Group. If you do not check mark this option, then
mailing labels will be printed for every home whether part of an
Owner Group or not.

' Click the Next button to proceed with the mailing options
selected.

Mexk

‘ Click the Back button to go back to the previous screen where
you can change options, if needed. Any options selected on this

Back screen will be saved when you return to this screen.

m Click the Exit button to exit from the Mailings program without
proceeding.

Exit

Mailings Task Review

The final screen where you can verify your job depends on whether you are just printing
Mailing Labels, sending Emails or doing a combination. Depending on the mailings job,
when you click Next you will go to one or the other “Preview” screens.

We will cover each “Preview” screen so you understand the information it shows.

Labels and Email

If your mailings job included BOTH Mailing Labels and Emails, you will go to the
Mailings Task Review screen where you can see the pending job:

Mailings Task Review
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L) Mailings for XX - Sample Condominium

Mailings Task Review | Labels Preview | Email Recipients

= E Print Mailing Labels & Send Emails
+ Labels to Print: 15

* Emails to Send: 17
» Description: Print Mailing Labels & Send Emails 6/28/2011 5:01 PM

» This Mailings Task is Eillable
=] Label Settings
*  Print Order: Account #
» Paper Type: Mailing Labels
» Select Paper: Awvery 5160 {1"x 2 5/8")
* Starting Row 1
» Starting Column: 1
» Include Second Qwner Mames
=2 Email Settings
» Subject: Sample Condominium - Important Motice
» Reply To; HOAMGMT @bopssoft, com
» Return Receipt; False
»  Priority; Mormal
=& Selection Settings
*  on-Sike Cwners
*  Off-Site Owners
=7 Additional Filkers

 mde Lo AW o

Process

% Mailings Task Ready! Mark as Billable ‘ « ‘

Back

bl

Exit

& L0aged on as User: Jim Smith

Here you can review the details of the Mailings job to make sure it is correct before final
processing. Notice the screen shows the number of Mailing Labels to print and the
number of Emails that will be sent. The job is still pending, you must click the Process

button to proceed.
We’ll review each of the other menu tabs on this screen.

J Labels Presiew l

Labels that are ready to print.
Labels Preview

If your job included just printing Mailing Labels you will see
the Labels Preview so you can review the pending Mailing

128




)] Mailings for XX - Sample Condominium

Mailings Task Review | Labels Preview |Email Recipients

|N0t seeing a particular Owner? Ensure their Flags - = Mailing Labels is checked, o |
= Export Options H 4 1loft | M
Fs
Jog & June Smith Michael Scott |%|
100402 Bank Street GO0 Easy Street
Rodkville, MD 20855 1212 Rockyille, MD 20855 1212
Rick|s May Day Jerry Katz
10005 Bank Street 840 Diamond Avenue
Rockyille, MD 20855 1212 Rockyille, MD 20855 1212
-
Kl | ] | »ll
Page 1 of 1 \ =@ E e O——®
@ Mailihgs Task Ready! Mark as Billable - I E
Back Process Exit

£ loggedon as ‘Jser: Jirn Smith |

You can dlick the Back button here if you wish to go back to
change mailing label options.

Warning:| Clicking the Process button will start printing the
mailing lalpels AND start emailing the Owners. But sure you
want to prgceed before clicking the Process button.

Export Options — Notice this button above the labels. This
gives you ability to export owners names and mailing addresses
in a variety of file formats. See the heading “Export Mailing
Label File” below for more information on this option.

Email Recipients

If your job included just sending Emails to owners you will see
the Email Recipients where it lists the owners who will receive
the email from the community.

Email Recipients
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)] Mailings for XX - Sample Condominium

Mailings Task Review | Labels Preview | Email Recipients

|A single owner may have mulkiple email addresses setup to receive emails,

Include | Lask Name Mame Email Address L

sens

BERLEE George Berube

getthebens

berubehockey@tnet.com

BOND James Bond jbond@msn. net

BOWL Jirnrmy & Jane Bowl jimmyjanebowl@comeast, com

CARTER ‘Warren Carter carterpills@anl.com

CRAIG Jenny Craig jennyloss@comcast.net

DO Gil & Gail Down Gsguared@gmail, com

GARMER, Mancy Garner nancyg@2 1 2software, com

HULL Heniry Hull HEMRYHULLSS@Y AHO O, COM

JOMES Dib & Betty Jones DibBetJonesi@anl . com

JOMES Mary Jones jonesy@conmcask, net

LANCE Jennifer Lance lancelot@tidewater . com

SCORE Herb Score whatsthescore@gmail.com

15EEEEEEEEEEE

b

[EM

Exit

STRACIN Dz B Rlamew Sirann

cirnmmeaamanl Farn

4-‘

Back Process

@ Mailings Task Ready!

Mark as Billable ‘

z Logged on as User: Jim Smith

This shows a list of the owners who have “Opted-In” to receive
email from the community. Notice you can uncheck owners if
you wish to skip sending them this email.

Warning: Clicking the Process button will start printing the
mailing labels AND start emailing the Owners. But sure you
want to proceed before clicking the Process button.

Process

If the job preview looks good, click the Process button to
proceed with actually doing the mailing as shown in the Job
Preview.

Warning: Clicking the Process button will start printing the
mailing labels AND start emailing the Owners. But sure you
want to proceed before clicking the Process button.

ﬁ Click the Back button to go back to the previous screens where
you can change options, if needed. Any options selected on this
Back screen will be saved when you return to this screen.
Click the Exit button to exit from the Mailings program without
m proceeding.
Exit

Export Mailing Label

File

e Export Options

v

From the Labels Preview screen you can export owner name
and address info into various formats. This can be handy when
you wish to give just the owner mailing addresses to an outside

party.
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Labels Preview

@' Mailings for XX - Sample Condominium |’._||’E|[z|
Mailings Task Review | Labels Preview |Email Recipisnts
|Notﬁlﬂg.a.n@lar Owner? Ensure their Flags -:= Mailing Labels is checked. 0 |
|ep Export Options ~) [ 4 1 of1 p M
Fs
Joe & June Smith hichael Scott |%|
10002 Bank Street GO0 Easy Street
Rockyille, MD 20555 1212 Rockyille, MD 20555 1212
Rick & May Day Jerry Katz
10005 Bank Street 540 Diamond Avenue
Rockyille, MD 20855 1212 Rockyille, MD 20835 1212
-
Kl i | » A
Page 1 of 1 = @ E o O——®
@ Mailings Task Ready! Mark as Billable h I E
Back Process Exit
3 Logged on as User: Jim Smith — [RERERERREEEE

Use the down browse arrow - to select the file format you wish
to export the owner name and mailing address into:

Available File Formats

Prepared report, ., |

Adobe Acrobat...
| Rich Text file...
HTML File. ..
MHT Ffile (web-archive). ..
¥ML (Excel) table, ..
Excel 2007 file. ..

(=] (] (%]

Microsaft Word 2007 File. ..
PowerPaint 2007 file...
CpenCffice Calc, ..
OpenCffice Writer. ..
Micrasaft %P5 File. ..

5 file. ..

CEF table... |
Text File/Matrix Printer. ..

Image file. ..

Once you select the export file format, you will see another
screen where, depending on the file format selected, you will
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see other options for the export file

Export File Options

Export to HTML
Page range

= Al

{:} Current page

X]

() Pages: |

Options
Wysiveyg
Pictures
Sub-folder
MNavigaktar
[] single page
|:| Layers

] open after export

Enter page numbers andfor page ranges,
separated by commas, For example, 1,3,5-12

| ok

H Cancel ]

Click OK to proceed or Cancel to exit.

The last step in the File Export is to name the file and the

location where you wish to save the file.
File Location

Save As E
Savein: | (3 TOPS2000 “ Of
Y I _GM [CIEXEDLL [CIPROEB]
I 23 o0 [ Forks [CIRPOR]
My Recent (01 [le:lelh] [2)5E0E)
Documents | 508 [CHGELoR] (CsvoRl
= I ACOE] [CHHELR [CTEMP
L ICIACTRPTZ [CHTML [ TempData
Desktop [)APCED (D IMEX [ THEMES
I3 ARDED [CIMASTER TIPS
. |5 BudgetWorkFile [CHMCOBI [CITOPSTEMP
___j I CONTROLS [CH000E] (I TOPSWORK
My Documsnts IC3ICROBD [CHPALM_OS [CIUB0E]
ICICRYSTAL [CPAM [CUTILOED
} I Cuskom [C)PDA_MET [CIVEDLL
5}}; [CIDOSPAN [C)PDATEMP [CWOOoED
] ICADOTHET [CPOCKET_PC [
tdy Computer
$ | >
- File name: hd | I Save l
MyMetwork  Saveastype: | HTML file [“him) v [ cancel |
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Notice the default file name is the mailing label selected under
Paper Type on the 2" screen. You can overtype this name and
save the Export File under any name you wish. You can also
select the File Location using a standard Windows© browser.

Summary

Mailings is designed to give you control over general mailings to owners. You can
choose your method for each mailing, whether it is billable to the community or not and
the output that best serves your purposes.

Every mailing is recorded in the Communication History. It can be viewed on an owner-
by-owner basis through Maintain Owner or community-wide through the Communication
menu. Keeping a detailed Communication History showing each mailing made to an
owner should help dispel any disputes that arise where an owner says they never received
the mailing.

This completes the Mailings manual section.
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Form Letters

Form Letters are templates that use merge codes to insert owner information into the
letter resulting in a letter 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 also merge codes for
community info and the management company, where applicable. Letters can either be
printed and sent to owners, emailed to owners as email attachments, or sent to SouthData
electronically for Certified, Certified + First Class or just standard First Class Mail
delivery.

Form Letters can also be used to create ballots, billing statements or any form you can
think of to send owners. Form Letters are a powerful and flexible tool that you can use in
a variety of ways. Whenever you print, email or use SouthData to electronically send a
Form Letter, it automatically updates the owner Communication History . You can mark
any mailing through Form Letters as one that you “Bill to Community” so you can
recover your mailing expense.

Word® Compatibility

The TOPS Form Letters use the standard Word® document format. All the Form Letters
in TOPS are stored with the .DOC extension. That means you may easily import letters
and other documents created in Word®. Likewise, you may take a letter created in Form
Letter and open it in Word® to make changes or do further formatting. The only thing
you cannot do in Word® is make any changes to our TOPS Merge Codes. You can only
work with the TOPS Merge Codes inside of the TOPS Form Letter program itself.

Collection & Violation Letters

If you generate collection letters through the Letters button on the Owner Maintain
screen or through the general Form Letter program, you will NOT have a full history of
the letters like you would using Collection Action (AR Module) for collection letters.
Therefore, we do NOT recommend generating these letters from the Owner Maintain
screen or anywhere else in the Owner module. Instead, use Collection Action (AR
Module) so the owner records are properly updated for the collection actions taken.

CCR Violation letters containing CCR Merge Codes cannot be printed through the
Letters button on the Owner Maintain screen or through the general Form Letter
program. Letters containing CCR Merge Codes may only be printed when a CCR record
is opened or through Violation Action (CCR Module) so a proper history of violation
letters is kept in each CCR record.

Certified Mail

TOPS interfaces with SouthData’s SignatureMail™ and CertMail™ systems so you can
electronically generate First Class or Certified Letters wherever you use TOPS Form
Letters. This service will save you significant time and effort since you can do a mailing
right from your desk without needing to print the letter, copy it, stuff envelopes, or take it
to the Post Office. You can do Certified Mail without having to manually fill out forms.
Through SignatureMail™ and CertMail™, you can see the status of any mailings and
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also get back the Certified Mail receipt after it is delivered—all electronically so you no
longer need to keep paper copies in the file—another big time savings.

To use SouthData’s SignatureMail/CertMail™ system to automate the printing and
delivery of owner mail, you will need to configure the SignatureMail/CertMail™®
interface and also setup an account with SouthData. You can setup the account at:

http://www.southdata.com/

Or go to Communications on the TOPS Professional File Menu, then select “Configure
Mail Service”. From here there is a link named “Not registered? Sign Up”. Detailed
instructions for configuring the SignatureMail/CertMail™® interface and setting up a
SouthData account are included later in this manual section under the heading
“Configuring Mail Service”.

Form Letter Instructions
We’ll discuss setting up letter templates and using Form Letters.

= Click the Form Letter button to work with letter templates for this
community.

Ferm ar

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

Select Form Letter

) %% - Select Lettar El
- Late Motice -~
L D2 - First Warming
HawLaaw 03 - Second Warning
- 04 - Final Waming
05 - Legal Action
Opan Latier 06 - First ACC Wiol
07 - Second ACC Vial
08 - Final ACC Vial
C 09 - ACC Approval
nLgue. 10 - ACC Disapprowal
11-
12
Delets 13-
Ltttz 14 -
15 -
| i
Clags 17 =
10 . w

We’ll cover each of the buttons on this screen.

Button Menu

| Click this button to Add a New Letter. We’ll discuss how to add a new form letter
Moot under the Add Letter heading below.
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Click this button to Open a highlighted letter.

(4]
ipesns Lt

Click this button to Rename a letter. Simply click to highlight the letter, then click

nﬁm the Rename button.
Please enter a new name for letter # 01
| ok || cance |
The existing letter name will be displayed. Type a new letter name.
Click the OK button to save the new letter name.
Click the Cancel button to exit without saving any changes.
2 Click this button to Delete a highlighted letter. As a safeguard, you will see this

I:;d!!!
Letters

confirming message:

Q This Action Cannok be Undone!

Are You Sure You Wish to Delete Letter 11 - Lien Letter 7

L oves || m |

To delete a letter, you must click on the YES button.
Click the NO button to exit without deleting the letter.

L=

=

Click this button to Close the Form Letter menu and return to where you opened
Form Letter.

Now we will go into detail on each major function of Form Letter.

Add Letter

[ +]
How Letten

To create a new letter, click the Add Letter button.

Fleace enber & name for nev letter 3§ 11

Lien Letter

[ ok || conce |

Simply type a name for the new letter.
Click the OK button to save the letter name and proceed.
Click the Cancel button to exit without adding a new letter.
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The letter text entry screen looks like this:
Letter Text Entry

&) XX - Form Letter: 11 - Lien Lefter

Fle  Edit Insert Format
@ Generate Letters | ) m | Merge Codes | Default Delivery:  Print + [] Convert to Table | 11 - Lien Letter saved
Neemal] v il v 1z ~|B 7 U|E|=E = =|i=E=iE [0z - | T
2 2 i+ 5 ud U
L ' '_.F' | ' o e P e [ I .‘__.
L RN T T S R

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.

Working With Form Letters

We’ll start with the File toolbar at the top of the Form Letter screen:

File Edt Insert Format

File When you click on File, you will see this drop down menu:

Generate Letters

Mew Letter
Open Letker

Save Letker

Import Letter

Print Page Example

Letter Setkings. ..

Behavior Settings. ..

Exit
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Generate Letters — click this menu choice to create the selected letter. This is the
first step to create an owner letter regardless of whether you will print, email or have
SouthData handle the delivery. When you select Generate, you will see the
following screen to select your recipients:

Generate Letters

) select Recipients g@@
Prirg Order
Prirt Order e
Select Racipients
Process For: Al Hofres -

[ Inchsde Additional Current Cwsners

Frocapoing for A Homeas” wil ganarada a lelter
o F LT R

] 8 Cancel

Notice you can select the print order and recipients:
Print Order — select either:

e Account#

e Lot/Unit#

e Street Address
e Sort Name

e Zip Code

Select Recipients — select who to send the letter to from these options:
All Homes

Range of Homes

Section/Building

Selected Homes

Include Additional Current Owners — check here to generate letters for
secondary owners.

New Letter — click this menu choice to add a new letter for this community. You
will then type the letter name, then go to a blank letter template where you can begin
writing the letter.

Fleate enter & name for new letter 3# 11

Lier Letbar

ok | [ cancel
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Open Letter — click this menu choice to select an existing form letter in this
community.

Save Letter — click this menu choice to save changes to an open form letter.

Print Page Example — prints an exact copy of the form letter you have open but
without owner information from the merge codes. You might use this to check the
letter spacing and merge codes to make sure they are correct.

Letter Settings — lets you control the page setup for this letter. From here you can
select paper size, margins and other options with the formatting of the letter. You
will see this screen:

Letter Settings

Page Setup for 11 - Lien Letter x

Faper ‘afidth B8.50 -~ [ Allowe Mubtiple Letters Per Page
Papear Haight 11.00 - [] Restrct Ermailing this Letter
[ Showe Table Grd Lines
Page .aigins
050 =

-

050 2 50 2

050 =

l 0K ]l Cancel ]

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.

Page Width/Height — here is where you tell Form Letter the size of the paper
you wish to print the letter on. The default is standard 8 %2 X 11 inches. You
can define larger paper or landscape mode by changing the width and height.

Page Margins — the default is .50 inches (1/2 half inch) on all sides. You may
increase or decrease each of the margins as you wish.

[ fllow Multiple Letters Per Page . . )
Checkmark this option if you want to create

a template that has multiple forms on a page, like a 3 per page Late Notice. You
can then use this further option to specify how many forms are on a page.
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Typically, you would divide the page into 2 or 3 sections in order to have
enough room for the verbiage and the Merge Codes that customize the form for
each owner.

[ Restict Emaling this Letter o mark this option if this letter must be printed

and cannot be emailed to an owner. Perhaps it is a collection letter that, by law,
must be sent by First Class Mail. .

[] Show Table Grid Lines - Checkmark this option if you have a table inserted into
the letter and want to have the table grid lines printed.

OK - click this button to save the Settings and return to the open Form Letter.
As an alternative, you can also click on the E box at the top right corner of the
screen to exit from the Page Setup screen.

Cancel — click this button to scratch any changes made to the Letter Settings
and exit from the screen. The Letter Settings will revert to their previous
settings.

Behavior Settings — globally sets some parameters for generation of form letters.
That means these settings will apply to ALL form letters in ALL communities.
When you click this menu item, you will see this screen:

Genedal Seltngs | CCER Settings

Usa these sattings to help refire the: behuavios of Fonm Letber for pour
Company’s needs.  These seltings are global and apply to all Form Letbess
i all Communities

(= Always Replace Blank [Community Address Line 2] With
[Community City-State-Zip]

Thiz setting wall enable Foem Letter ko menge the vahae for [Commumily
City-State-Zip] into the [Community Sddress Line 2] wien [Community
Address Lime 2] iz blank or emply.

El Firesenve Line Spacing

Thiz zatting wall force Fom Letier by prezarve ine spacing when
meige Code values ace blank o emply. With this setting lurned on,
Farm Letter helps ensune the letter does not emove blank bnes

[[] Remowe Empiy Lines at the End of Letters

Thiz setting will force Form Leler bo remove arg emply nes at the
erud of Fodmn letbers 1o help reduce the number of possible blank
pages when lethers ae processed

| Save ] l Cancel ]

General Settings — these apply to ALL form letters generated in TOPS.

Always Replace Blank <<Community Address Line 2>> with
<<Community City-State-Zip>> — by default, this is check marked. It will
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make sure there is no blank line left in a printed form letter if the Merge Code
for Community Address Line 2 is not needed and contains blank information.

Preserve Line Spacing — by default this is unchecked. If checked, it will insert
a blank line in place of a Merge Code that contains no information because the
field it pulls information from in TOPS is blank. You might need this blank line
in order to keep the proper spacing of the form letter.

Remove Empty Lines at the End of Letters — By check marking this setting,
if there are empty lines at the end of a form letter that would generate a blank
page, this would ignore those lines so the blank page is not generated.

CCR Settings — clicking this tab displays settings that only apply to form letters that
contain CC&R Merge Codes. The CC&R Settings screen looks like this:

General Settngs | CCAR Settngs

Imnagps Scalmg

J

Current resolution: 800

Reschdion: can ramge from 100 ko 300 piosls

[ Save | [ Cancel |

Image Scaling — this setting is used when inserting pictures into CC&R
letters. The higher the pixels, the better the picture image printed in the
letters. However, the higher the pixels the slower the printing speed and the
more space the letter takes to store.

You can set the scale from 100 to 800 pixels using the slide bar:

J
Save — Saves the Behavior Settings.

Cancel — scratches the changes made to the Behavior Settings and exits the user
back to Form Letter.
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Edit

When you click on Edit, you will see this drop down menu:

Edit_|
Unda
Redo

gl Cut

Capy
Paste

Select All
Date Plus X Days...

3% sSpell Check...
a8 Spell Check Options. ..

Undo — rolls back changes made to the form letter displayed on the screen while
editing the letter in this session. If you save or close the letter, the Undo function
will no longer be able to rollback changes made.

Redo — inserts changes back into the form letter that were undone through use of the
Undo menu choice.

Cut — removes the highlighted letter text. It will then be available on the clipboard
to be inserted elsewhere until the next time the Cut or Copy function is used which
then overwrites anything stored on the clipboard.

Copy — stores a copy of the highlighted letter text on the clipboard to be inserted
elsewhere until the next time the Cut of Copy function is used which then overwrites
anything stored on the clipboard.

Paste — takes what is stored on the clipboard and inserts it into the letter where the
cursor is positioned.

Select All — selects the entire letter to allow the user to either Cut or Copy it. This
could be used to copy an existing letter to a new form letter that will have
substantially the same wording and merge codes.

Date Plus X Days — you will see this screen for entering the + days:

Date Plus & Days 1 k- X

[ 0k H Cancel ]

This specifies the number of days for the Merge Code titled <<DATE PLUS X
DAY S>> that can be useful for giving owners a grace period to send payment or
resolve a CC&R violation.

This merge code is found under the Miscellaneous merge code category and look
like this:

142




Miscotaneoss
Sort within Categoey: (%) Classic Qider () Alphabatical Onder
Merge Code

«TODATS DATE>

«DATE PLUS K DAYS=

Spell Check — the TOPS Form Letter contains a full featured spell check to catch
errors in spelling and punctuation. As you type or as it displays the letter on the
screen the spell checker is always reviewing the text for misspellings. It underlines
any potential misspelling with a wavy red line like this:

recrods,

When you click the Spell Check on the Edit menu it opens the full spell checker that
looks for misspellings.

Spell Check

Spelling 3
Mot i Dichonanes:
Wocording to our recrods, you are now thiny days or more A [ Ignore Ornce ]
past due in payment of the Assessments owed to
<COMMUNITY REPORT NAME>. [ tongear |
[ Add IoDictionary |
W
Suggestions:
| Changs J
IBCIREE
| Change Al |
Suggestons Dictionan: | DIC_en_US.dic W
Optiogs.. [ Coce |

You have these options with each highlighted word that the spell checker thinks is
misspelled:

Ignore Once — ignores the highlighted word this time only.

Ignore All —ignored each use of the highlighted word in the letter text.

Add to Dictionary — adds the highlighted word to the dictionary. This is handy
when you want to add slang or a term you have coined that is not in a standard

dictionary.

Change — click this button to change the highlighted word to the suggested
correction word.

Change All — click this button to change the highlighted word to the suggested
correction word throughout the letter displayed on the screen.

The Options button on Spell Check lets you configure how Spell

143




Check works. When you click the Options button, you will see this screen:

Spell Check Options

Genesal Settings | Dictionasies
[#] Igreee words in UFPERCASE | &y
[#] Igrore words that contain pumbsers

[ Igricre Interniet addresses
[#] Ignoe E-Mal addiesses

[#] Flag repeated words

[#] lgrioe uppercase and lowercas

Oirike when wond begn iz upper v

By default, all these options are check marked. We suggest leaving these
options in their default state so that the spell checker will not flag as
misspellings each of the items listed under options.

Spell Check Options — this Edit menu choice opens the same Options as above.

General Settings — We suggest leaving these options in their default state so
that spell checker will not flag as misspellings each of the items listed.

Options
General Seftings | Dictionasies
[#] Igneee words n UFPERCASE |4
[#] Ignese words that contain pumbers

[ Igrire Interriet addresses
[#] Ignoe E-Mal addiesses

[#] Flag repeated wands

[#] lgnese uppercase and lowercase

X

Oiriby when word begn i upper %

Dictionaries — this menu tab tells spell checker what online dictionaries to use.

Dictionaries Used

144




£

Options
General Seftings | Dactionass

[#) DIC_or_U5 dic
[<] IC_CUSTOM_en_US Ind

You could add your own dictionary to this list or add special words into the
existing dictionaries through the User Dictionaries button. If you click the
User Dictionaries, you will see this screen with several buttons:

User Defined Dictionar

LUiser ictionaries El
Uz Drictionanss:
DIC_CUSTOM_en_LIS5.ted E it weord Bst..

Edit word list — change spellings of words in the dictionary.

New — add another dictionary to the ones that already exist. Spell checker will
use all the dictionaries on file when reviewing letter texts and highlighting
possible misspellings.

Add — add a word to the existing dictionary.
Remove — delete a word from an existing dictionary.

This completes the instructions for the Edit menu under Form Letter.

Insert

When you click on Insert, you will see this drop down menu:

Insert

Page Header

Page Fooker

Merge Code
Pane Break.

Irmage Options. ..

Table Options., ..
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Page Header — inserts a header at the top of the page. The header is then included
on each page of the form letter. Typical uses of a header are to include a logo or
return mail address at the top of each letter.

Header

Page Footer — inserts a footer at the bottom of the page. The footer is then included
on each page of the form letter. Typical uses of a footer are to include a page # or
standard reference, like the letter name or data path on each letter.

Footer \

Merge Code — there are hundreds of merge codes available in TOPS. There is a
merge code for almost every piece of data stored in TOPS concerning the owners
and the community in general.

Click this menu choice to insert a Merge Code at the cursor position in the form
letter. The Merge Code browser pops-up for selecting the Merge Code to insert.

Merge Codes List

<Al Cabegoriess e x
Sl wathin Calwgoey: (=) Clazsic Oeder (O Alphabetical Dader
Meige Code ~

SHMANAGEMENT CO. MAME s

SAAHAGEMENT CO. COMTACT»
HAHAGEMENT CO. COMFLETE ADDRESS»
<EHAGEMENT CO. ADDRESS LINE 12
SAAHAGEMENT COU ADDRESS LINE 2»
HANAGEMENT CO. OITY's

HENAGEMENT COL STATES
HANAGEMENT COL 1P

MAHAGEMENT COL FHONE 1=
SHAHAGEMENT CO. PHOME 25
HEHAGEMENT COL P& 1w

«MAHAGEMENT CO. FAK 2»
<MAHAGEMENT CO. EMAIL 15
AHAGEMENT CO. EMAIL 2%

FROFERTY MANAGER HAMEs
FROFERTY MANAGER SIGHATURE »
SROFERTY MANAGER EMAILs w

It defaults to showing All Categories of Merge Codes, but you can narrow the list by
selecting one of these categories:
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Merge Code Categories
e Management Company
e Community Fact Sheet
e Community
e Owner
e Owner Financial
e Charge Tables
e Miscellaneous Charges
e Flex Data
e CC&R
e Miscellaneous

Double click on the Merge Code you wish to insert it into the Form Letter. See the
Merge Code section below for more details on Merge Codes in Form Letters.

Page Break — click this Insert Menu option to insert a page break where the cursor
is positioned in the Form Letter.

Image Options — click this Insert Menu option to insert an image or picture in the
Form Letter. You can then browse to select the image to insert.

Table Options — click this Insert Menu option to insert a table in the Form Letter.
Tables are a great way to organize data into orderly rows and columns. When you
click Tables you will see this settings screen:

Insert Table
Insert Table b4
# of Columns: 2 =
# of Rowes: 3 B
[ Inisert ] [ Close ]

Row Cokamn

Delete Selected Table

Set the # of Columns and the # of Rows for the Table, then click the Insert button.
It will insert the table at the cursor position with the number of columns and rows
you specified.
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A table is a grid of rows and columns which looks like this:

Each “cell” in the table can be separately controlled with different fonts, justification
and tab stops.

Table Options:

Once a table is created, you can click on it to make changes. It will show with the
Table Options active:

Table Dptions

Add Rows / Columns:

BEFORE currently selected row / colurnn w
Add | Row || Colmn |
Remone: | FRiows | ] Cobumn ]

l Delete Selected Table ]

Inserting/Deleting Rows/Columns

You can insert additional rows or columns or delete rows or columns through the
Table Options area.

Column - A column is a vertical set of cells in the table.
Row — A row is a horizontal set of cells in the table.

Add Rows/Columns

You have 2 choices for where to insert additional rows or columns:
e Before currently selected row / column
e After currently selection row / column

Position the cursor where you want to insert a row or column based on the
above choice, then click either Row or Column to insert a new one into the
table.

Delete Rows/Columns

Simply position the cursor in the row or column you wish to Delete, then
click either Row or Column to delete it.

Note: You cannot delete a Row or Column that has Merge Codes init. You
must delete the Merge Codes first, then you can delete the Row or Column.

Delete Selected Table

To delete a table entirely, first position the cursor in the table, then click the
Delete Selected Table button.
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Note: You cannot delete a Table that has Merge Codes in it. You must
delete the Merge Codes first, the you can delete the table itself.

This completes the instructions for the Insert menu under Form Letter.

Format

When you click on Format, you will see this drop down menu:
Farmat
Fixed Length
Hide Field

Fonk...
Font Color...
Highlight Color,..

Diate Formats »

Fixed Length Field — click this menu choice to fix the position of a Merge 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 balances in a form 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 a column like this:

Merge Code w/o Fixed Length w/Fixed Length
<<(FL)ALl Balance Due>> 250.00 250.00
<<(FL)Late Fee Due>> 15.00 15.00
<<(FL)Othr Chrg>> 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)Owmer's Name == Maintenance < <(FL)Al Balance Due =
<< (FL)Mafling Address Line | = LateFees < <(FL)Late Fee Due2»

< <({FLMaling Address Line 2> Other < < FLyCahr Chrg > >

< & (FLMatling Citv-State-Zipeode == TOTAL DUE< <(FL)TOT AMT DUE>

Fixed Length Fields can be used to keep either a LEFT or RIGHT alignment of
Merge Code data. For better control of the alignment, we recommend inserting a
table into the letter. See the section on Convert to Table below.

Hide Field — click this menu choice to hide a Merge 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.
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Font — click this menu choice to select a Font for the form letter text:

Select Fonts

Font El
A Stee: _I:IK
1
Symbal = 7 = Carcal
Tahoma g
Tahoma Small Cap g
Tempus Sans ITC 10
v

Attributes Pogition

CIMomal  [Jitshe @® Nomal

Bod [ ]Shikeout O Supeesciipt

Uridedlirang withot " () Subscript
Color

Text Text Background:

mox ST

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.

Attributes — sets the text font with the following effects:

e Normal
e Bold

e ltalics

e Strikeout

e Underlining

Font Color — click this menu choice to change the color of the text for the
highlighted text or for background color.

Text or Text Background
Select from among these colors:

The color you select will change the text based on the cursor position within
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the form letter or for highlighted text. Click the OK button to complete the
change.

Click the Other button to see more color choices or to select a
custom color for text or backgrounds. The color selector is displayed.

Basic colors:

BT HEENN
H mMENFEEN
ENNEEEEE
EfNEEEEEN

EEEEEEEN
AmEEmTE

Cuszbomn colors
I
Fr T rrrrr

[ Diefine Custom Colods > ]
[ ok [ cence |

Select a special color or define a custom color, then click OK.

Highlight Color — You can highlight text in the form letter with color to make it
stand out. Once you have highlighted the text, click Highlight Color on the Format
menu. You will see the color selector:

Color EWEJ
Basic colors:

BT HEENN
H mMENFEEN
ENNEEEEE
ENEEEEEN

EEEEEEEN
L el I

Cussbomn cobors
I
T rrrrr

[ Define Custom Colods > ]
[ ok || cancal |

Select the color to highlight text of use the Define Custom Colors option.

Date Formats — when inserting a date merge code into a letter, you have the
following options for how the date is presented in the letter:
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MDD Y - excample: 0972812012
MMDDYY - example: 09)28/12

Full - example: September 28, 2012

Long - example: Friday, September 28, 2012
Month - example: September

Month (Mumber) - example: 9

Day - example: Friday

Day (Mumber) - example: 28

Year - example: 2012

Simply click the date format you wish from this list of options.

This completes the instructions for the Format menu under Form Letter.

Steps for Producing Form Letters

Although there are many features and options when creating form letters, the steps for generating
an owner form letter are very easy:

Select Letter

Generate Letter

Select Recipients
Select Delivery Method

o~ DD

Process Letters

This next section on Form Letters discusses steps 2 — 5.

Notice the second row of Form Letter functions:

@1 Generate Letters

Eﬂ [FE| Merge Codes | Defaulk Delivery:  Prink » [ ] Corrvert to Table

We’ll review what each of these functions does.

Q) Generate Letters

The Generate Letters function is the first step in sending a form letter to
owners. Once you click Generate Letters, you then will select the Recipients.
Once you select who you want the letter sent to (the Recipients), the letters are
created in a pending file. You will see the letters listed on the screen for each
Recipient. You can browse to check the letters if you wish.

Once the letters are created, you can then select the Delivery Method. The
final step is to click Process. This actually completes the creation of the letters
and updates the Communication History for the owners that received the

letter.

When you click Generate Letters, you will see this screen for selecting the
options for this batch of Form Letters:

Generate Form Letters
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) select Recipients E|@]E]

Prink Ordar

Print Cudler Beeount B w
Select Reopients
Process For: | &l Homes w

[[] inchude additional Current Owners

Processing foc Ml Homeas' wif ganarate a lalter for af Primary Currand Homeamnars, Checking
noice aff adafonal Corrant Homeomindrs on Eha propart

(14 h Cancel I

Notice you can select the Print Order and Select Recipients.

Print Order — select from these choices:
e Account #
Lot/Unit #
Street Address
Owner Name (uses the Sort Name)
Zip Code (for bulk mail discounts)

Select Recipients — select who gets letters from these choices:
e All Homes
¢ Range of Homes (select the starting and ending homes)
e Section/Building (select the Section or Building)
o Selected Homes (individually select homes)

[ Include Additional Current Owners v o) can checkmark this option to generate
letters for additional owners, like secondary owner records, in addition to the
Primary Owner.

OK — click this button to proceed with Generate Letters.
Cancel — click this button to exit from Generate Letters.

After clicking OK, you will see this screen showing it is Generating Letters
according to the options you selected:
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One Moment Please...

@ To Ps Generating Form Letters

Once TOPS is done Generating Letters, it will display the letter and recipient list like this:

‘.:" TOPS Predessienal XX - Sample Candembnlium

Letters Generated

Corrent Period: D400 0 - 041301010

fip (& ven jehp Adwmtremn Gt Cntonde Atoeate (o bbemel Widoe tep B

BT Proview Leties

Name of Form

othed | Firt srdEnal w [t [ aboPunt Hasdcooy Letter Generated et Frem K
|
.
B Sk };J.Ecphl'.'ud.nm
- = 20910 Enameond Drive
S Sandde
Sack b 1 Todd Racknlle, MD 283 4321
55102
~First Wamning Lstvar—
October 0L 2012
Jee & Juse Sk
10002 Bank Street
Facknlle MD 703E3-1712
Fe: 10002 Bank Stredt
Do Joe & baree Srreth
Avoriing to o records, o are now terty days or moe past dos o payment af the Armsmments owed 22
Sarrele Chedarmemien The sl doe ae of she sberee dute w 1745 00 &
] ¥

Notice it shows the first letter generated in a preview display. It also shows the following:

Rgcipients List — shows the list of recipients according to the Delivery Method.
Delivery Method — organizes the recipients into tab according to the Delivery Methods.

In the example shown above, it will print this form letter for a group of recipients and create an
email with the letter attached for those owners who have “Opted-In” to receive email using TOPS

iMail®.

[ Bilable - Checkmark the Billable option if this letter is a reimbursable expense to the
management company. The number of letters generated will be recorded in the community’s
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Communication History is “Billable” so it can be included on a printed report showing all the
Billable communications for a range of dates.

[] &lsaPrint Hardeory  checkmark the Also Print Hardcopy option to print a letter that was emailed
or sent electronically to SouthData through their SignatureMail™ system. You can then take the
hardcopy and send it or file it.

Use this button to open the Form Letter Selector where you can select
another letter. If there have been changes made to the open Form Letter, it
will prompt you to save the changes before it closes the letter.

= Use this button to Save changes made to the open Form Letter.

i | Merge Codes Use this button to open the Merge Code Selector. It will look like this:
Merge Code List

<Al Calegones: -

x

Sl wathin Cabegeey (%) Classie Dedes () Alphabstical Deder
Merge Code: =
[ MANAGEMENTCOMAMEs |
MAHAGEMENT CO, COMTACT»
SAHAGEMENT CO. COMPLETE ADDRESS>
HAHAGEMEMT CO. ADDRESS LINE 12
MENAGEMENT CD. ADDRESS LINE 2»
ENAGEMEMT CO. CITY»
MAHAGEMENT CD, STATE»
SMANAGEMENT CO, 2Ps
SMAHAGEMEMT CO, PHOME 1
SAHAGEMEMT OO, PHOME 2»
SMBHAGEMEMNT CO, FAX 1
BHAGEMEMT OO, FAk 2»
EHAGEMENT CO. EMEIL 13
AHAGEMENT CO. EMAIL 2=
FROPERTY MAMAGER MAME»
FROPERTY MAMAGER SIGMATURE
FROPERTY MANAGER EMAILs 3

Mo

Clicking on a merge code will insert it into the Form Letter at the cursor
position. Read more about Merge Codes later in this manual section.

Default Delivery: Use this button to select the Default Delivery method for this Form Letter.
This can be very handy when you wish a letter to be sent by Certified Mail or
one of the other delivery methods available. Choose from among these
Default Delivery methods.

e Print—will always print this letter for all owners selected.

e Email — will email this letter if an owner has “Opted-In” to receive
email.

e Print & Email — will print this letter for those owners who have NOT
“Opted-In” to receive email and email those owners who have “Opted-

2

In”.
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e Certified Mail — generates an electronic mail file that uploads to
SouthData’s SignatureMail™® mailing system. You must have a
SouthData account setup for each community where you wish to use
this service.

e Certifed Mail + First Class — generates an electronic mail file that
uploads to SouthData’s SignatureMail™® mailing system. SouthData
will then send this letter by certified mail with another copy of the
letter sent by standard, first class mail. You must have a SouthData
account setup for each community where you wish to use this service.
Instructions for configuring the SignatureMail™® interface and
creating a new SouthData account are included at the end of this
manual section.

¢ First Class Mail — generates an electronic file that uploads to
SouthData’s SignatureMail™® mailing system. SouthData will then
send this letter to the owners by standard, first class mail. You must
have a SouthData account setup for each community where you wish
to use this service.

Select the Default Delivery method for this letter. When you Generate
Letters as described below, it will use this Delivery method for each of the
Form Letters selected.

[7] Convert to Table

The Convert to Table button automatically inserts a table into the form letter.
Using a table lets you set the alignment for each column in the table. This can
be handy if you wish to left align some lines in the letter, while right aligning,
say, a column of owner balances due that are on the same lines in the form
letter.

Highlight text in the form letter or Merge Codes, such as a balance
breakdown, where you wish to control the left and right alignment. Click the
Convert to Table button. It will insert a table with the number of columns
based on the tab settings in the highlighted area.

=

Process All Letters

Click the Process All Letters button to proceed with creating the letter output
— either printing, emailing or sending to SouthData through their
SignatureMail™ system. Until you click Process All Letters and complete
printing or sending the letters, the owner’s Communication History is not
updated for these letters.

=]
(+]

Mnrg_etters

Click the More Letters button to select additional form letters to generate. It
will take you back to the Form Letter Selector:

Select Another Letter
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. £ |01 - Late MNotice =
] 02 - First Warning
New Letter 03 - Second Warning
—— 04 - Final Waming
035 - Legal Action
et 08 - First ACC Viol.
07 - Second ACC Viol,
08 - Final ACC Vial
L) 09 - ACC Approval
el 10 - ACC Disapproval
—— 11 - Lien Letter
] [12-
a2 |[E1s-
LD E [14-
— || B |15-
|3
Close |17 -
18 bt

Select the additional Form Letter to generate and proceed through the same
steps as described above. It will then add these additional letters to the ones
already generated so you can Process them all at the same time.

bl

Cloze All Previews

Click the Close All Previews button to exit from Form Letter without
processing the Form Letter for the owners listed. You will then see this
warning message:

Confirm Close X

@ Do ou wish bo Exit Without Processing?

[ Yes ] [ Mo ]

Yes — answer Yes if you wish to exit without doing the letter processing. It
will leave the owners as pending if you wish to come back to finish processing
these letters.

No — answer No if you wish to proceed with processing the letters.

Printing Letters

For printed letters, when you click “Process All Letters”, you will see the printer selection:

Printer Selection
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Print E| E|

Prirter

(YIS | F Photosmait D5100 series

Status:  Ready
Type: HP Photoemart D5100 zenies
Whete:  USEODN

Comment:
Prirkt range Copeas

= Al Mumbes of copies: 1 :_
|

ok || Canca |

It will show the default printer for your computer, but you can select a different printer if you have
others available.

OK — click OK to proceed with the letter printing to the selected printer. When it is done printing
the letters, it will update the Communication History for those owners.

Cancel — click Cancel to exit from the letter printing. The letters will still be generated, but will
not update the Communication History for those owners until they are Processed.

Emailing Letters

If emailing a Form Letter to owners, you will see the Email tab and below it a list of those owners
who will be receiving the emailed letter.

Emailed Letters

BT Peeview Letters

Logsl Lo
- [T a— Emal w [ Elabie [ ko Pt Handeopy [eaeepy —— 4
[ e
P

i kene 1ol iS5 B M - |

<COMMURITY REPORT BAMEs

SCOMMURITY ADDRESS LINE 1»

SCOMMURITY ADDRESS LINE 2

COMMURITY CITY-STATEZIPs
w0 MM FHOHE

= Firsn Warns g Leete--
«TODAYE DATE <FULL*

s0WHERS HAMEs

EMAILING ADDRESE LIHE Ls
sMAILING ADDRESS LINE 2»
EMAILING CIT¥-ETATE-ZIPs

Re «PROP STREET ALDRESSs
Dear IWHERS HAMEs

Acrcordieg o oo records, Foou are aow therty days of mofe padt dee = payment of the Assssnensy owred o
S TMMITHITY RFEORT HAMEs The tikal due e of the shoer date se aTOT AMT FAIFS &

Email Recipients — lists those owners who have “Opted-In” to receive an email with this Form
Letter attached.
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If you choose to email form letters to an owner(s), you will see the default email transmittal with
the form letter attached like this:

Email Transmittal

Pty [EErEl ~  Calegoy | Georeal Madngs
Feply Toe | Jimdi@BH MM gmt com <Users

| Retarn Becept

hede S grature
[ Igchedes Uinswbacebes

Email Options
Notice these email options at the top of the above screen:

Priority — the default is Normal, but you may also select Low or High.

Category — You can change the category if you wish using the down browse arrow. The choices
are:

e General Mailings

e Letters & Notices

e Bills & Statements

Depending on where you are working with Form Letter, it will apply what should be the correct
category. For example, if you are generating Form Letters through Collection Action on the AR
Menu, it will categorize the letters in the “Letters & Notices” category.

Reply To — use the down browse arrow to select a different return email address.

Subject — you may change the default to a Subject that more closely describes the Form Letter
being sent if you wish. Simply type over the Subject to change it.

[J Retun Recsipt - Checkmark if you wish to get a Return Receipt from the owner meaning they
acknowledge they got the email and opened it. The Return Receipt will be sent to the Reply To
address.

[ Include Signature - Checkmark if you wish to include your signature on the email transmittal.
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Your email signature comes from Communications > Configure TOPS iMail > User Settings
Preferences > Edit My Signature.

[ nclude Unsubscibe - oo mark if you wish to include a link for the owner to Unsubscribe to

receiving future Letters by email.

OK - click OK when the email transmittal is setup the way you wish. The Form Letter will be
generated for each owner and attached to this email transmittal. The Communication History will
be updated for these owners.

Cancel — click Cancel to erase any changes made to the email transmittal. It will exit you from
the email transmittal screen. It will not update the Communication History for these owners until
the emails are processed.

Certified & Electronic Mail

TOPS offers the ability to generate Certified and First Class Mail electronically through
SouthData’s SignatureMail™ and CertMail™ system. This has many time saving advantages,
such as, eliminating the need to fill out certified mail forms, take mail to the Post Office, file
hardcopy letters in the Owner’s file, and attach delivery receipts to filed hardcopy letters.

In order to send Certified and First Class Mail electronically through SouthData, each community
will need a SouthData customer account #. You can setup the account at:

http://www.southdata.com/

Use the “Getting Started” menu choice on their home page to setup the required account. Detailed
instructions for configuring the SignatureMail™ and CertMail™ interface and creating a new
SouthData account are included at the end of this manual section.

To send any letter Certified or First Class Mail using SouthData’s Signature/CertMail™ system,
start in the Form Letter you want to send Certified and follow these steps:

Delivery Method

Click the Delivery Method button with the Form Letter open you wish to send Certified or by
SouthData First Class mail. You will see these Delivery options:

Default Delivery: |Email |-
Prink
Ermnail
Print and Email These 3 use
Certified Mail SouthData to

‘Cerkified Mail + Firsk Class
First Class Mail

handle printing
and mailing

Select one of these Delivery options:

e Certified Mail — sends the letter through the Post Office using Certified Mail with a return
receipt. You will get the return receipt electronically from SouthData when the mail is
delivered to complete the proof of delivery.
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e Certified Mail + First Class — sends the letter as above but also sends a second copy of
the letter by First Class Mail through the Post Office. This makes sure that, if the owner
refuses to sign the Certified Mail receipt when delivered, that you have also delivered the
letter by regular first class mail which should proved delivery.

e First Class Mail — sends the letter by regular First Class Mail through the Post Office.

In each of the cases above where you are using SouthData to send the mail to an owner, you are
electronically transmitting a copy of the letter exactly as is looks with the owner information filled
in through the Merge Codes so each letter is complete. If you have letterhead in the letter header,
the letterhead will be included. SouthData will then print each letter EXACTLY as received and
send by one of the 3 delivery options above.

Generate Letters

Once you have selected the Delivery option, the next step is to click the Generate Letters button.
This step actually produces each letter. You will see this screen for selecting the print order and
also which owners get the letter.

Generate Form Letters

) Select Recipents

Prink Order

Port Quder Ao B e
Sedact Regipients
Frogess For: £ Home=s b

7] Include Addtional Curnent Cseners

[ ox [ conce |

Select the Print Order, then select the Recipients. If these are Collection Letters in the AR Module
or Violation Letters from the CCR Module and you are using the automatic actions in these
modules, you will not need to select the Recipients, they will be found for you as you categorize
the owners into the action steps.

Once the Form Letter has been generated, you will see this screen showing the results:

Pending Letters
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...........
108 ovw v L G

NOTICK OF INTENTION 1O CREATE A LEN

Notice it lists the Recipients on the left side next to the Form Letter. This is so you can review the
list to make sure it is complete.

There are some options above the Form Letter that should be noted:

Delivery Method | Cedtifisd Mail + First Class v: [] Billable [ ] Print Hardeopy [ Printin Color [ Duplex

Billable — checkmark this box if this mailing is going to be billed to the community. It will then
be recorded in the Communication History as “Billable” so you can print a report to back-up
charging the community for the mailing.

Print Hardcopy — checkmark this box if you wish to print a copy of the letter in-house even
though you are sending it to SouthData for printing and mailing.

Print in Color — checkmark this box if you wish SouthData to print this letter in color, such as, if
your have colored letternead. There is an extra charge from SouthData for color printing.

Duplex — checkmark this box if your letter has multiple pages for each owner and you wish
SouthData to print the letters back-to-back so it saves on the printing charges.

Process All Letters

The final step after selecting the Recipients and the Delivery Method is to “Process” the Form
Letter.

-,
Ml Click the Process All Letter button.

As it is processing the letters and getting them ready to transmit to SouthData, you will see this
message:

Letters Processing

€

Letters are Being Processed in the System Tray,
‘Would You Like to Process More Letbers?

Lves J[ w |
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If you want to select another letter to either print, email or send through SouthData, then answer
Yes. If you are done with generating letters, answer No.

Lastly, you will see this confirming message showing that your Form Letter job is complete and
sent to SouthData for printing and mailing:

Job Complete

Processing Form Letters
@ I 0 Ps Letter Processing Complete!

Lettes Delkvery Method Processing Status
11 - Lien Letter Certified Mai + First Class

When the Status is Done, click the Close button to clear this message and exit the job QUE..
This completes the steps for sending a printing and mailing job to SouthData.

Merge Code Overview

Notice the Merge Codes button | #Meree Sedes | ot the top of the Form Letter screen below the File
toolbar. 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 open like this:

Merge Code List

| <Al Categories> o X
Sout within Category: (®) Classic Order () Alphabetical Order
Meige Code ~

<MANAGEMENT CO. HAME>
«MANAGEMENT CO. CONTACT»

<MANAGEMENT CO. COMPLETE ADDRESS

MANAGEMENT CO. ADDRESS LINE 1»

«MANAGEMENT CO, ADDRESS LINE 2»

MANAGEMENT CO. CITY»

«MANAGEMENT CO. STATE»

MANAGEMENT CO. ZIPs

MANAGEMENT CO. PHONE 1»

MANAGEMENT CO. PHONE 2»

MANAGEMENT CO, FAX 1»

«MANAGEMENT CO. FAX 2»

MANAGEMENT CO. EMAIL 15

MANAGEMENT CO. EMAIL 25

PROPERTY MAMAGE i NAMES

«PROPERTY MAMAGER SIGNATURE»

<FROFERTY MAMAGER EMAILs 3
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Locate the Merge Code you wish to insert. There are two ways to locate a Merge Code:

Search
Use the Search Merge Code function at the bottom of the Merge Code list. Simply start typing
what merge code you are looking for to narrow the list of results like this:

O g *
Sod within Category: (%) ClassicOrder () Alphabetical Oider

'Hufgal.‘.nch

WHER MAMENMEAILING ADDRESSs
OWNER'S NAME»
| 2D OWNER'S MAME >
| OWHER EMAILS
«0'WMER PERCENT =

Merge Code Categories
Use the Merge Code categories option to help you narrow your search:

¥

| <Al Categories:

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 a form letter, use the down browse arrow * to

open up the Merge Code Categories like this:

<l Categones:

[ >

<ol Categories:
t anagement Comparmy
Cormmunity Fact Sheet
oty

Dwrer

Dwner Financial
Charge Tables

Mizcellaneous Charges il

I

The following is a complete list of the Merge Code Categories:
e Management Company
e Community Fact Sheet
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e Community

e Owner

e Owner Financial

e Charge Tables

e Miscellaneous Charges
e Flex Data

e CC&R

e Miscellaneous

Select the Merge Code Category to see just those Merge Codes to select from.
The Merge Codes inserted into letter templates are bracketed abbreviations of the Merge Code
name, like this:

Owners Name <<Owner's Name>>

See the example below showing how Merge Codes are inserted into Form Letter templates.

Inserting Merge Codes
Merge Codes are inserted into the Form Letter at the cursor position like this:

Inserting Merge Codes

Fle Edt Insert Format  Help

= []Convertto Table | 11 - Lien Letter has changed |

i [d Generate Letters [ [ | 1 Merge Codes | Default Delivery:  prin

Adiel -1 ~|B rulE]|= =
0

! S B . . ° . L . i | [ 4 (U

==t |00z v | 9 @

«TQDAY'S DATE <FULL>»

o SOWNER NAMEIMAILING ADDRESS»

Qviner v| X
SortwihinCatzgory: @ Classic Order 7 Alphabetical Order

Merge Cod: ~
«0WNER NAMEAMAILING ADDRESS >

SOWNER'S NAME:

«2ND OWNER'S NAME>

aMAILING ADDRESS LINE 1»

«MAILING ADDRESS LINE 2»

MAILING CITY STATE ZIP,

SOWNR HOME FHa

«OWNR WORK PH»

SALT. PHONE #s

SOWNER EMAIL:

<WEB USER NAME»

AWEB FASSWORDs

«PROP. STREET ADDRESS»

«PROPERTY CITY-STATEZIP»

«FROF ACCT He

«PROPLOT #=

«PAY DATE» ~

<Seaich Merge Codes>

v

11 | a3 ] | [ Mo | 100% (=) ——F—— (+)

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:
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Owners Name/Mailing Address <<Owner's Name\Mailing Address>>

Merge Code Effects
You can have Merge Codes print with the same effects as the regular letter text. The means you

can have Merge Codes print with these effects:
e Font Size & Style
e Bold
e Italics
e Alignment (left, center, right, justified)

We’ll list all the available Merge Codes in detail below.
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Collection Letter--Template

wCOMMUNIT ¥ EEPORT N AME
COMMUNITY ADDFESS LINE Ls
COMMUNITY ADDFESS LINE 2
o OMMUNITY CITY-5 TATE-ZIR:
«COMM FHOME &

--FIRST WARNING LETTER--

#TODAYE DATE =FULL=x

#WHEERS M AWE:

M ATIING ADDREESS LIMEL:
<MATIIHG ADDEESS LIMEZ:
M ATTING CITY -3 TATE-ZIR:

Fe: «PROP. STEEET ADDEEIS:
Dear « 0 WHER'S HAME:

Aecoring to oar reccrds, you are now oty days or more past due m payrrent of the
Lssessments cwred to SCOMMUNITY EEPOET HAME:, The total due, a5 of the above
date, 5 «TOT AT DUE:.

4 Late Mobee was sent to yo1 previoasly incase yon had ove dooke d makmes payrvert to the
Comtunanty, Hoar we nust request that you make movediate payimernt of the dove arot.

The Conmmmnity's kgal dooure mts [Declaration of Covenarts |, wlich yor azresd to abide
byrwhen you parchase d your home, e quives prompt payrment of fsse s memts or the
Comrnrn by has the anthesity to enforce collecton throuzh varions legal means mehding
filing a Len agamst your howre . We do notw sh fo take collection action but your
combiued delav m paying the & sses ment may force us to doso.

fther & a ©oson that vou are withholding paymernt orif vou are expere wemg some
finane 1l hardship, please contact our office shove to dsouss the matter. If yon do not make
mme diate payiment or cortact cur office to dscuss the matter, we will folloar the collec tion
procedure approved by <COMMITHITY FEPORT HAME:.

We nrge yoi1 o make fiall payive rt inenediately or cortact this office to avedd farher
collechon achon

Smrew by,

Lizent for
oOMMUNITY EEPORT NAME:
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Collection Letter--Printed

Sample Condominium
20010 Diamond Dyive
Bockwille MDD 20888-1212
301-555-1212

—FIEST WARENING LETTER--

Tame 29, 2009
Tenmy Craiz

11500 E. Lake Drive
Chicage IL 60105

B 400 Easy Strest

Deear Jenny Craig:

According to our records, you are now thirty days or moTe past due in payment of the Assessments owed o
Sampls Condominium The total due, as of the above date, i 3190040,

A Late Motice was sent to you previously in case you had overlooked making payment to the Conmmumity.
Mow we must request that you make mmediate paryment of the sbove amount.

The Commumity's legal docoments (Declaration of Covenanis), which youn agreed to abide by when yon
purchased your home, requirss prompt payment of Asseccments or the Commmmity has the authoriny to
enforce collection throngh varions legal means inchiding filing 3 Lien against your home. We do not wish to
take collecton action but your contimied delsy in paving the Assessment may force us to do so.

If thers iz a reason that you are withholding payment or if you are expensncing some financial hardship,
pleaze contact our office abowve to discuss the mamer. If you do not make immediste payment or contact our
office to discuss the matter, we will follow the collection procedurs approved by Sample Condomininm,

We nrge vou to make full payment immediately or contact this office to avoid further collacton action.

Sincersly,

Agent for
Sample Condomimum

We’ll list all the Merge Codes by category starting on the next page.
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Merge Codes

Management Company

These Merge Codes pull information from the Management Company File:

Management Company Info

| " Mgmt. Company Informat x|
Flease enbes information sbout pourn management company
Company Name |mel ompary |re
Contact Hame [Presiciers
Addrezs [Line 1) |13|;-:|1 H 102nd Street
Address [Line 2] |'S'-Hc1III
Cay/State /20 [Proerer [tz =] [es003
Fhore (1) B0Z-333-2888 Fax [1) 8027770308
Fhore 2] G544 Fax (2] BI7-939.6581
Emad Addiess (1) [ana@commuritymmanagemari com
Emad Addrets (2 [she@commrdymanagemed com
Topes Customer 10~ TEAM321 | ‘
Done | Concel
Description Merge code Sample
Management Co. Name <<MANAGEMENT CO. NAME>> Management Company Inc.
Management Co. Contact <<MANAGEMENT CO. CONTACT>> President
Management Co. Complete <<MANAGEMENT CO. COMPLETE 12001 N 102" Street
Address ADDRESS>> Suite 100
Phoenix, AZ 85003
Management Co. Address Line 1 | <<MANAGEMENT CO. ADDRESS 12001 N 102" Street
LINE 1>>
Management Co. Address Line 2 | <<MANAGEMENT CO. ADDRESS Suite 100
LINE 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
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Community Fact Sheet

These Merge Codes pull information from the Community Fact Sheet file:

Community Fact Sheet

.J:Ig
Gonaral Locaton & Access Burerdes Legal T Insusance T Conliachor: T Special Inko T Anorey
CCR - Circle Community Ranch
Associshon Type POl - MoBofHomee[600 o omas d
[renc. of Homess Uit [SrtharMHm: Dev. O £ 0
Drevelopment Complete? [ Tc -I Drater Tmronnd vt b Aicsciation [, 7500 Pantak: a
Monihly Meeting Date [1:I Tusadlay of every month
Fil Altackenenits: 0 E
Froperty Mansge
Heme (1o Manager Homa # [507.608. 755 Cel# [enzamaceas (o
Bomd Presdert
Heme (5o Smith
Week 8 [0z 12222 Home Blerg zooeess  ColB [apssseter el cpasracs (e
AN Coniact :
o 8 Home 1 Cal it | letl % 4
Cormmon Auna Resporihity 'what Astecistion Faes Covet
Tok Lot ;I (Common fires Mantenarce ;I
Pescd G et Fepan
L) o P onfeeaty
;l -
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.c
om

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

Community Access Info

<<COMMUNITY ACCESS
INFORMATION>>

Type 1234 on the security key pad

Late Payment Policy

<<LATE PAYMENT POLICY>>

Payments received after the 15" are
subject to a 10% Late Fee.
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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 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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Community

These Merge Codes pull information from the Community File and Owner Control File:

Community File

£ SY - Community Setup Information

The name you see when you select this C ity. it canbe a
short or abbreviated name.
This Community Hame is HOT used on any printed reports.

Community ID [7(;(—
Cotnmundy Natme | Bample Condominaum
Communty Report Nama l Sampile Condominium
Owner Maling/Otsplay Name I Sample Conclorminium
Communty Maling Adcress
AddressLine1 | 20010 Diamond Drive
Address Line 2 I
Cly | Rockvise
State [MD~ Zp+a| 20838 4321 Phone 25551212

Taxpayer D 52.9399393

Comemunity Data Path [xX\

All fields in red are required. - Next B ] QCanch

Description

Merge code Sample

Community ID

<<COMMUNITY ID>> Cco1

Community Report Name

<<COMMUNITY REPORT NAME>> Circle Community Ranch HOA

Community Display Name

<<COMMUNITY DISPLAY 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 City-State-Zip Code

<<COMMUNITY CITY-STATE-ZIP>> 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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10D - Owner Control

XX - Sample Condomini... | [01)X]

Return Payment Info
Communty Name | Sample Condomirium
Address Line 1 [ 20010 Diamond Drbve
Bddress Line 2 | -
City, State | Rockyvilie [wo ' 0D - Lockbox Address
Fheorse: Mumber HH-555-1212
Ip+d+CR 20888 -[1:12 - Lockbox Addrss " |
L‘;::t“;“m‘ — options — ~al L [ Fst State Bark
i o
[~ Uze Apartment &
Stale Mp  Ip[0ees -[1212 Address T o Box 111
Saction Phase hone - Preforred Access “City [Frocivite StateMD
Legal Description 1 [ Lot, Block, Section " Street Address ‘Tpsarck  fosss -fizz
. . 2
Legal Description 2 | Lot
Webzite Address * - Required Fields # = | D
|
Update Property Tip Code 2 o | @cane

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 20888-1212

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 -1212 (from
Owner Control File)

Community Web Site

<<COMMUNITY WEB SITE>>

Address for community website
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owner

These Merge Codes pull information from the Property & Owner data:

Owner Info
rche Community Rand =10/ %
|<I‘l’»”+aasougw#kxml¢
234 | Propeny| History | Charges| Lattees| Motes| iy | Page | BTl cor |we Pree
Select Property, F4 - Browse Multiple Owners
Account #(F3) 1001 ﬂLMNrﬂIFG:l 001 $| RecordType [Owner  [001
Street | 122 Happy Vatey Road -
tatus
SweetAddress (F2) |  mameSearch¥5) ||| pawnce oo Notes: N0
- I~ Hokd Action
v R 9 8 compue [ wewow [
2nd Owner | |
Alt. Mailing Addr. Contact Info.
Work AR
:::; : [eo2-111a111 [e022222222  [602-333.3333
= r— [ Uniisted I~ Unisted I~ Unisted
e BT Fax [ [ Disable Web nterface?
[~ Use AR~ Forelgn Addr[™ 2nd AR Addr E-Mal | ssmen@cox net P
Mort. Co. [000 $
Owner 1 oY_Jt for this home 2 o lQmej 10.““}’00"]
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 Email Address <<OWNER EMAIL>> johnsmith45@aol.com
TOPS Web Site User Name <<WEB USER NAME>> Johnjsmith45
TOPS Web Site Password <<WEB PASSWORD>> 10johnsy10
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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
Owner’s Last Payment Date <<PAY DATE>> 04/05/07
Property Assessed Value <<PROP. ASSESSED VALUE>> $265,000
Property GL Cost Center <<PROPERTY G/L COST CENTER>> 200

Last Recurring Charge Date <<LAST ASSESSMENT DATE>> 04/01/07
Percent of Ownership <<OWNER PERCENT>> .0147

Legal Description 1

<<LEGAL DESCRIPTION 1>>

Plat Book 7, Section 8, Lot 001

Legal Description 2

<<LEGAL DESCRIPTION 2>>

Optional

Building\Section\Phase #

<<SEC#>>

5

List All Outstanding CC&R
Violations

<<OUTSTANDING CCR VIOLATIONS
ALL>>

Lists them all in a letter
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Owner Financial

These Merge Codes calculate owner balance breakdowns from the payment history files:

Owner Balances

Prepar Balance 0.00
Bal Due:
Al Maintenance Fee 180.00 =
0 Late Feas 1::|_DEJ
TOTAL 150.00
Description Merge code
Itemized Balances - Not <<ITEMIZED BALANCES-NOT | Itemizes the owner balances but
Including Prepaid INCLUDING PREPAID>> excludes any Prepaid Credit balance.
Itemized Balances - <<ITEMIZED BALANCES- Itemizes the owner balances but
Including Prepaid INCLUDING PREPAID>> includes any Prepaid Credit balance.
Al Balance Due - simple <<Al DUE>> 7\ | These 4 codes are designed to be used
together for a simple owner balance
Late Fee Due - simple <<LATE FEE DUE>> breakdown
Total Other Charges Due — <<OTHER CHARGES
simple (this code calculates the (SIMPLE).>> >
difference between the TOTAL
AMOUNT DUE and the Al & Late Fee
balances)
TOTAL AMOUNT DUE <<TOT AMT DUE>> Inserts the total amount due by an owner.
This merge code can be used to total the

_/ | balances for the “A1 DUE+LATE FEE
DUE+OTHER CHG” or it can be used alone
to simply plug the total due from an owner.

Prepaid (Credit) Balance

<<PREPAID (CREDIT) AMT>>

Totals All ltemized Balances
Into a Total Due

<<TOTAL ITEMIZED.>> Totals All ltemized Balances Into a
Total Due

A “plug” figure to make sure
your itemized balances add
to the Total Due merge code

<<OTHER CHARGES (PLUS
DIFFERENCE)>>

Place a + sign after any Merge Code that pulls an owner balance or charge amount to activate the
accumulator so that you can calculate a total due using the following Sub-Total levels. There are 8 Sub-
Total levels available so you can construct the breakdowns of owner balances and total them however you
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wish.

1st subtotal of +'s

<<15T SUBTOT +>>

2nd subtotal of +'s

<<2ND' SUBTOT +>>

3" subtotal of +'s

<<3RP SUBTOT +>>

4" subtotal of +'s

<<4™ SUBTOT +>>

5" subtotal of +'s

<<5™ SUBTOT +>>

6™ subtotal of +'s

<<6'™™" SUBTOT +>>

7" subtotal of +'s

<<7™ SUBTOT +>>

8" subtotal of +'s

<<8™ SUBTOT +>>

Used with the Subtotals below to make sure
the Merge Codes itemizing owner balances
added to the TOTAL OF SUBTOTALS below.

Example —

<<Al DUE>>+ 60.00
<<C1 DUE>>+ 25.00
<<C3 DUE>>+ 30.00
<<MISC CHG. (01)>>+ 6.00
<<MISC CHG. (04)>>+ 3.85
<<MISC CHG. (05)>>+ 125.00
<<OTHER CHGS (PLUS DIFF>> 13.00

<<TOT ALL SUB>> 259.85

Totals of All Subtotals 1 — 8 or
any merge codes with a + that
are NOT in a Subtotal

<<TOT ALL SUBS>>

Totals all the +’s or all the Subtotal levels 1 —
8.
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Charge Tables

These Merge Codes pull information from the Charge Tables:

Charge Tables

‘¢ AR - Maintain Charge Tables

CB)X)

XX - Sample Condominium

E‘é".  Sawe |‘ ‘ ’ ’l l.l-im: l:lnr D:&u : T
| The name of this Charge Table, Ex - Maintenance Fees,
Table # [a1 Ttle | Maintenance Fee Frequency |Manthly -
Date of Last Application Fee [050107  Calculation Method |t Doliar Amount =
Date of Last Late Fee [04n607  LateFeeMetnod |Fist Doler Amount -

Gl Income Account

I B30 iﬁg Aszessment ncome
I 130 Iﬁg Azzezsments Recalyvabbs
r hum of Charge Catgs | 3

Gl Recefyabls Account

[ Catg | Descripon | AMOUNT | LATEFEE _

M Duplex E0.00 5.00 20.00

02 Townhome 90.00 6.00 140.00

03 Piggybacks 155.00 B.00 155.00

04

0s

08

o7 j

Accounting Method
o Al red fields are required & o | Qc;nw| ‘clwl
Description Merge code Sample

Al Balance Due

<<Al BALANCE DUE>>

Accumulated total for owner Al charge

Al Charge Table Name

<<Al 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

<<C1l CHARGE DESC>>

C1 Charge Table Amount

<<C1l CHARGE AMT>>

C1 Late Fee Charge

<<C1 LATE FEE AMT>>
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C2 Balance Due

<<C2 BALANCE DUE>>

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>>
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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>>

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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Miscellaneous Charges

These Merge Codes pull information from the Misc. Charges Table:

! SY - New community setup

Misc. Charges Table

XX - 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 GL

02

|ate Fees
NSF charges
Admin. Fees
Interest

Attorney Fees

All fields in red are required

£240-000
1340-000
6280-000
1380-000
6380-000
1380-000
£380-000
1390-000
6350-000
1350-000

Late Fee Income

Late Fees Receivable

Owner Admin. Fees income

Owner Admin. Fees Receiv.

Owner Admin. Fees income

Owner Admin. Fees Receiv.

Owner interest Income

Owner Interest Receiv.

Legal Fees Reimbursement

Legal Fees Receivable :]

Accounting Method: ACCRUAL

e | PO 4 ok nere | @cuned
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 60.

Note: Will only show the Misc. Charge Codes that are active in a community.
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Flex Data

These Merge Codes pull information from the Flex Data Fields that are defined for each
community:

Flex Data
1) Owner Flex Data: XX - Sample Condominium
File
“4 “ ‘ “ > ‘[’l ‘l Q ‘ Owner:  Fay_Nancy Simon [Owner) Account: 100
Address: 100 Eazy Stest Lotilmnit- 100
Defaudt | Oiher
Paking Space i
Emerg Contact

‘H
[ AR ’ all~|o i X ]
Define Fields Advange Repaorts Find Save Claze
First Flex Data Field Data <<FLEX 1:(TEXT) FLEX 1 NAME Inserts the flex data

into a form letter

Second Flex Data Field Data | <<FLEX 2:(TEXT) FLEX 2 NAME | Inserts the flex data
into a form letter

Third Flex Data Field Data <<FLEX 3:(TEXT) FLEX 3 NAME | Inserts the flex data
into a form letter

Continues the above pattern for each Flex Data field you define. With the new Unlimited Flex Data Fields,
you can have as many Flex Data Fields setup as you wish in each community.

Note: Will only show the Flex Data Fields that are setup (defined) in a community.
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CCR Data

These Merge Codes pull information from the CCR Codes and owner CCR Records:

CCR Codes
“1 CCR Codes for COR - Circle Commiunity Ranch =) x|
- “ | s
Add Hew Lopy Codes Update Becods Delete Ext
‘"’ Record 4 of 19 TSy
i+ General
CCH Code Diefandt Summay Desciphion
|Lw E IHm £ Uger Drofined
Cite CCR Asticles:
iche: 8.2, “E ach Owenes of & Lot Shell be iespongible for the Maintenance of iz Lot, and al buldngs, =
Retidenons, landbcagmg of othet Improvements stusted theeson... Al grast, bedgat, thiube, vines snd plarti o »
~ Dafaull CCR
Deladed Descrption Use Ax Deloults For: [ COR Rscords [ Hand Held Diganizess
|I-t¢rrya¢t = |
|
uchion Heeded Ta Reschvs Vielsbon [Flecohe By Uge COR Asticls ot Dastaded Dagery
|thma'-tun_w.r!.wd = |
Action |Adter 7 | Admin. Hotice B4
Level | Days | Fees Vinlation Action Template e
1 0] $0.00 (158 Leiter 23 Fust Violstion
F 10 | §50.00 |50 - |rdsl Fire 24 Second Viol
3 10 | § 100,00 | 100 - 12t Add Fine 25 Thard Vick 100
] 10 | § 250000 | 250 - 2rd Add Fire 25 Final Wil
5

CCR Records

M1 LR Records for CCR - Cirdle Commumity Ranch

* | 0| @ u‘-@
_BodMew | Gave | Cancel | Moes | Allachmens

Recwdtizorz 1] 4| b | M| 123 Hopoy Valtey Rosd

- OPEN & Recor is Active
Rocodle [rommn 3] Cesedse [wroas | O B 2
Irngit Prachue

Summary Dozt [Mowng ¥ Show Pictures

...EI

Detadod Dste.  [bom gracs, 5]

Insert CCR
Aaticle

HAction Headed 10 [Pl mar d
R Vicky ) YO

[ 3 [

Netinmpecion [E25/2009  Lestinpection [ISAS/2003 | PriHesdlemer | ViewAction Table |
Achions
Newt Action [E/2572009 [0 - Initial Fine - 24:Secand Vial, §[ 350,00
Lt fuction Fhs:m ﬁ:m.z_a-r..uwm

Description Merge code Explanation
CCR Creation Date <<CCR CREATION DATE>>
CCR Request Date <<CCR REQUEST DATE>>
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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>>

C CR Respond by Date for ACC Request

<<CCR RESPOND BY. DATE>>

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 Article Cited

<<CCR ARTICLE CITED>>

CCR Photo Image

<<CCR RECORD'S IMAGE>>

CCR # Days Level 1

<<CCR # DAYS LVL1>>

CCR # Days Level 2

<<CCR # DAYS LVL2>>

CCR # Days Level 3

<<CCR # DAYS LVL3>>

CCR # Days Level 4

<<CCR # DAYS LVL4>>

CCR # Days Level 5

<<CCR # DAYS LVL5>>

CCR # Days Level 6

<<CCR # DAYS LVL6>>

CCR # Days Level 7

<<CCR # DAYS LVL7>>

CCR # Days Level 8

<<CCR # DAYS LVL8>>

CCR # Days Level 9

<<CCR # DAYS LVL9>>

CCR # Days Level 10

<<CCR # DAYS LVL10>>

CPS Coordinates

<<CCR GPS COORDINATES>>

This is captured if you
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Data CPS Coordinates are Captured <<CCR GPS CAPTURE DATE>> US‘T I_OPS Gol! to enter
violations

Outstanding CCR Violations - ALL Open <<OUTSTANDING CCR VIOLATIONS
List all open violations - ALL>>
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Miscellaneous

These Merge Codes let you format dates in Form Letters:

Misc. Merge Codes

| Miscellansous

Sord within Categonr:. (5) Classic Order () Alphabseticsl Ordes

< Seavch Mangs Coces>

W

Description

Merge code

Sample

Today’s Date (Full)

<<TODAY’S DATE>>

May 15, 2012

When you insert the <<TODAY’S DATE>> Merge Code in a letter, you can then right click on the
<<TODAY'’S DATE>> Merge Code in the latter to select any of the following date formats.

MDD Y - example: 10J12)2012
MMJDDSYY - example: 1012012

Full - example; October 12, 2012

Long - example: Friday, Ockober 12, 2012
Manth - example: Octaober

Month {Murnber) - example: 10

Day - example: Friday

Day (Mumber) - example: 12

‘Year - example: 2012

Simply click on any of these date formats to have the date printed in the selected format.

Date (MM/DD/YY)

<<DATE PLUS X DAYS>>

05/15/09
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Configuring Mail Service

If you wish to use SouthData’s SignatureMail™ or CertMail™ systems to send Certified,
Certified + First Class Mail or just standard First Class Mail, you must first complete
some setup steps. Follow these steps to complete the setup:

Configure Mail Service

In TOPS, go to the Communications menu on the File toolbar. You will see the

Communications menu:

» Configure Ilail Service

Configure TOPS ikMail r
Compose TOPS iMail

Cormrnunications Hiskory
Email Address Search

TOPS iMail Manager

Select Configure Mail Service from this menu.

You will see the Configuration menu:

Configuration Menu

ﬂ'l Configure SouthData CertMail

i hew Credentiss iew Mstory [

Mo credentials have been configured.

Please select <New Credentials> te configure credentials.

If you see the message:
No credentials have been configured.

Please select <New Credential> to configure credentials.
It means TOPS has detected that this community needs to create a SouthData account in

188




order to use the SignatureMail/CertMail system to send electronic mail. You must start
the setup by clicking on the New Credentials button.

Click the New Credentials button.

Mew Credentials

You will see the screen for completing the setup in TOPS:

Configure Mail Service

f;'_:' Configure Mail Services

Save Cradentish: Cancel

Sersice Prowders

Hame:

Softweme Key Passwoed:
Uzes IDx Coorifim Passweond:
Rehun Adders: | Community Sddiess b

Fiockyille, MD 2088847321

] Privs Cokee
& Credentisk: NOT Valdated ] Privt Douplex

O - Bawigeon Estates
] |08 - Adparwe Mesdows HOA
[ | 5R2 - Steding Rlarch Homeovmeds Associstion
[C] | SRZ - Sierna Fadge
[ |3 - Sampie Condomrass

This is where you are activating the SouthData SignatureMail™ and also their
CertMail™ interface in TOPS. This makes it so you can easily forward any Form Letter
generated in TOPS to SouthData for printing and sending through SignatureMail™ or
CertMail™..

Service Provider | At this time, the only Service Provider that TOPS can interface with
to send Certified, Certified + First Class Mail or just standard First
Class Mail is SouthData through their SignatureMail/CertMail™
system.

Accept the default of:
SouthData - SignatureMail

Follow these instructions to get setup with SouthData so you can
use their Signature/CertMail™ system.

Existing SouthData Account

If you have an account with SouthData already, then you simply need to complete the
fields on the screen.

Name — the name of your organization. If a management company, then enter the
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management company name. You need to enter organization name to help
SouthData identify your print jobs.

Software Key — here you enter your existing SouthData customer account #.

User ID — enter a login ID that you wish to use to access SouthData’s
Signature/CertMail™ system. This User ID is used when you transmit print jobs to
SouthData or when you wish to download Certified Mail Receipts back into TOPS.

Password — enter a Password to use with the User ID to complete the login into
SouthData’s system.

Confirm Password — enter the Password a second time to make sure you entered it
correctly.

Return Address — enter an address, either the community’s or the management
company, to use for any returned mail sent by SouthData. This Return Address will
be printed on each envelope sent by SouthData.

Print Options
Although you can set this print options for each Form Letter as you generate them, for
your convenience, you can set the defaults you typically want to use here.

Print in Color — checkmark this box if you wish SouthData to print letters in color,
such as, if your have colored letterhead. There is an extra charge from SouthData for
color printing.

Duplex — checkmark this box if a letter has multiple pages for each owner and you
wish SouthData to print the letters back-to-back so it saves on the printing charges.

Select Communities

You will see a list of communities like this:

1 Comemuriy

O |02 - Alpine Meadows HOA

[0 =R2 - Stering Ranch Homeownars Azzocistion
[ | SRZ - Sienna Ridge

O = - Sample Condominium

Checkmark which communities you wish to activate SouthData’s Signature/CertMail™
services for. If you are a management company, you only need to register your
management company, not each community. SouthData will bill each community
separately for mailing services using the TOPS Community ID.

@ When you have completed the screen, click the Save Credentials
Save Credetiske button. This will save your information and also “Validate” that you
have an account with SouthData. If it cannot Validate your account,
you will receive a message. That means that the Software Key does
not match a valid SouthData account # for your organization.
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Setup SouthData Account

No SouthData Account
If you need to setup a new SouthData account, starting on the screen below:

Configure Mail Service

rf Configure Mail Services

A AR A

Sarvn Credentisls Cancel

Servica Providerr I PR oL Hot Regtered? Sagn Up )
L

Softwarn Koy Passwond

User 1D Confiom Panmwosd

Fehan dddert: | Commurdy Addes:
Samgle Condomuim

20010 Damond Deive

Reckwnile, MD FOBES-4321

M - Bidgdor Etated

08 - Alpine Mesdows HOA

] SR - Shaiing Flanch Homsowris Associstion
SRZ - Sienna Rirdge

1 Samghe Condommmm

T
Notice this link on the above screen. Click the “Not Registered? Sign Up” link. Then
complete the customer registration screens on SouthData’s web site as follows:

Welcome Page

SouthData - sorens i

MWMW‘Q

Mailing letters has never been easier!

SethOmta, Int. and TOPS Seltwace buve Teamad vp 1o provide you the bastof
Mv‘d‘i TOPS Seftware's sant sehatien
m-muuu-u-m-wmmmu.
mmmmmcnm-m-sm
e printed and s sded vahoot the seed w&:-mhumu
Wowr does 1t veark? 3 T 'T'" 1]
M”.mwmu‘mmomum miauter you WA‘- e | Ll
will receive 4 amail ywu“n‘nlmunmlo* hohsta
Infs date TOPS spplication, you'll be raady to go.
up toduy and sran 3 24t your Sighatwre Mad and Corvfied Mail
imone diately,

€ sar Sales Team for & me-sbligation quete »

L B | e e | Pebvay ey | ...._.m.. Sasreren S Tep————
s © Shqprtrvpasyediisio

Click the “Create an account now” link.
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When you click the “Create an account now” link you will see the next page for setting
up a SouthData account #.

Setup SouthData Account — Page 1
SouthData

Crganization Name:

Software Used: [Select your softwace tyze v

Organization Name — enter the name of your organization here.
Organization Type — use the drop down list to select the one that best fits.
Software Used — use the drop down list until you find TOPS Software

P
Click the Next button to proceed.

Proceed to the next page.

Setup SouthData Account — Page 2
SouthData

Bing $commg Nefworkng

o

Addmss Inlomlalhn
ur address information
Bllllnq Address:
Company: ASC Management Inc
Attenuon: ']

Box
Oty
State:| (Please Select) v
2ip
DMy Mailing Address is afferent than my Biing Acdress

CIMy Shipping Addrass ts different than my Biling Address

Complete your billing address info:
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Attention — the name of the person on your staff that bills should be addressed to.
Street/PO Box — enter the first line of your billing address

City — enter your city.

State — enter your state.

Zip — enter your zip code. There is room for the + Four code if you know it.

T Mext |
Click the Next button to proceed.

Proceed to the next page.

Setup SouthData Account — Page 3

Beyond Billing
ecure Client Login |

Contact Information

Please fil out the followng contact nformation for the account administrator. Al proofs and ather
COMEspandnce will bi 28t 1o the SEcount Soministrator by default, but the SEcount Sdministrates wil
be a9 L0 CrEate MW USEr ACCOUNTS and 5SIgN the CoMEspOndence 0 be sent 10 other users,

If you hawe any other additional contact infeemation, please use the additional informartion fonm on the .
néxt page to supply it Communicate
& Bill the
Account Administrator Smart Ww,rl
First Name:
Last Name
Tithe: Sulect Tatle !
Emal

Fhigre: Ext:

Account inlermation
Your pasiwand mudt 51 the Followen] feguarsmen s
& MUt nat CONLER YOUT NaD, UEMams, oF OIGanization name
» Must be at least & characters long
» Muit have the folliwng charscter types:
© Uppercate Latters
* Lawercase Latiers
* Humerals
« Gpecusl Charac e

UiseriD:
Fassword
Confirrmn:

« Gther information
Swinthboard:
Fax

Call our Soles Team for an

g b | Yite Map | Privacy Poboy

Account Administrator — this is the person on your staff who is authorized to as the
SouthData contact and who also can make changes to your SouthData account.

First Name
Last Name
Title

Email Address
Phone #
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Login Info — for the Account Administrator
User ID

Password

Confirm Password

Other Info
Switchboard
Fax

g
Click the Next button to proceed.

Proceed to the next page.

Setup SouthData Account — Page 4
tlh_Da,ta; ) y Beyond Billing

Scanning

50

Communicate
& Bill the
Smart Wayl

How did you hear about SouthData?
Checkmark any that apply

Anticipated Volume — this information is for coupon or statement printing. We suggest
just entering the total number of homes under management.

Primary Lockbox — if you use a bank lockbox system, use the drop down to select
your bank.

Additional Information — enter any special information you wish to notify
SouthData about.

g
Click the Next button to proceed.
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Proceed to the next page.
Setup SouthData Account — Page 5

SouthData

NNOVA v S N
Biling * Sconning * Networking

—~—
e S v .
P
0 Minkmwum Run Charge
t Ary, NC
¢ I A3AN0N 10 the cost of the Goods and Sarvices
Ise Tax apply to oll orders from chents with offices in that
change without Notio
tharges for Qoods and services ordered b
300.00 per order must be paks In sdvance
Limited Warranty v

EIBy dicking the Agree button, you agree to these terms and condi

e

Call our Sales Team for & no-obligation quo

Log In | Site Map | Privacy Pelicy | Termae of tee

This is the Terms and Conditions of service page. You MUST click “I Agree” in order
to complete setting-up the SouthData account.

ﬁ Click the “l Agree” button to complete setting-up your SouthData account.

Once you click “I Agree”, you will see the final page showing that you have completed
setting-up a SouthData account.

Setup Complete

SouthData, SR

Billing * Sconning * Networking Sales Taarm for  mo-oblgation quete ot 000.549.4722

GETTING STARTED

Welcome to SouthData!

You have successfully created a new account with SouthData. Your new chent number is 8238. To access your new SouthData
account using the UserlD and password you provided. An emad has been sent to you from customerservice®southdatoe.com
cont&ning your chent and logn mformation

An account representative will contact you shortly to setup an appointment to leam about the many features avadsble to you on
SouthData.com,. You can 40 visit our help section and watch video tutonals on how 1o place orders

1f you have any Guestions, please don't hesitate 10 contact Customer Service at customerservice@southdata.com or by callng 1«
800-549-4722, Plaase inciude your chent number when making any nquees about your account

Login to SouthDats.com

Call our Sales Team for o no-obligation quote at 500.549,4722.

Log T | Site seap | Privacy Policy | Terms of Use

This page confirms that you have completed the set-up. It also gives you your new
SouthData client number.

195



Confirming Email

A confirming email will be sent to the Account Administrator with your SouthData client
number and login ID. You will need to enter this information into TOPS on the
Configure Mail Services screen below:

Configure Mail Services

"? Configure Mail Services

Senace Provider: BTG TR L

Soltware Keyr Passvecnd
Wiz 0D Conifam Password
Fetur Adcbees: | Comrdy Sl b
Sample Condommium
20010 Dvismond Drive
Rockyille, MD 20880-4321
]l Prirk Colow

Crederntials MOT Valdated ]l Prirk Dupien

N - Bsdigesoe € shalg

SH2 - Sterfing F anch Momesovweners Aspociation
SAZ - Sierria Ridge

&
O
| |
[ |08 - Adpres Meadows HOA
|
O
[0 e - Sample Contorrimmen

Follow the instructions under “Existing SouthData Account” to enter the information
from the confirming email into the fields above.

The ends the manual section on Form Letters
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Officers

Officers include the Board of Directors and may, at your option, also include
Committees. In addition to storing the officer’s name, address and phone number
information, their position and term of office can also be tracked. Reports and mailing
labels may be printed for the officers.

The Officer tracking system uses Officer Classifications to let you categorize the
Officers. A Classification is nothing more than a grouping you name, and then add the
Officers or Committee Members into for tracking purposes. It gives you a way to
organize the Officers and Committee Members.

Use the Maintain Officers screen to perform the following options:
¢ View or change officer information
e Define officer classifications
e Add a new officers
e Delete an officer classification
e Delete an officer

Officers Click the Officers tab on the Owner Database menu.

View/Change Officers

To maintain existing Officer records, first select the Officer Classification.
Select Officer Class

Select Classification

aty Officer Categories

1 :anrd of Directors -

2 Committee Chairs :‘

3

4

g

5

7

g

: =]
hsaupl E oK |tCIose|

Double Click on the Officer Class to open it up.

You will see the Officer selection screen:
Select Officer Record
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XX - Sample Condomrnium

* 9 @4

0D Maintain Officers

< <> Pl *

Officer Catg. i #| Board of Directors

Prirt
Delete Reports

Officer Info.

Officer # (!l )

Officer Mame |

Browese Cwners

Saort Mame

Property Addr.|

Mailing Address

Address 1 |

Address 2 |

City State|  Zip =

Contact Info.

Phone #'s:

ork

Home

Fax Cell

Tile

|
E-Mail |
|
|

Term Expires

% Close

e Addl 2 oo | @ cancl

B Enil |

Notice the down browse arrow %l. Click on this arrow to select from the Officers in this
class.

You will see the Select Officer screen:
Select Officer

0D - Yiew Officer members b...

Officers

Mame

==l

Officer #

1| Ray & Mancy Simaon -
2 Bill Smith

3 Mary Jones

4 Glen Johnson

5 Mary Clark

=l
L |®l:ancel|

Double click to select an Officer or highlight them with a single click, then click OK.

The Officer record you selected will be displayed:
Officer Record
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|‘ ‘ ’ ’l ; De%te R‘ﬁs ‘L%Ii

Officer Catg. i Board of Directors

fficer Info.

Officer # 2 Browse Owners

Officer Mame |:8i|| Smith Sart Mame |ShITH
Property Addr.|5IZIEI Eazy Street

Mailing Address
Address 1 [500 Easy Strest

Addrezs 2 |
City |R|:|ckville State MO Fip [20888 - 3314
Contact Info.

Wark Haotme Fax Cell
Phone#s:  [703-sss1zz  [301-zzzi1 | |301-777-5585
E-ail |hi||sm'rth21 [@peeps.com
Title: |Treasurer

Term Expires |N|:Nember 2009

b Emaill T |ta|:an-:e|

You can change any of the information on the Officers screen. However, if you change it
here, it will NOT write the changes back to the Owner record if the Officer is a
homeowner.

¥ Close

The following is a brief description of the fields on the Officers screen.

| 4| < b Use the browse arrows to move from Officer record to Officer
record within this Class.

dh A Click the Add button to add an Officer record to the selected
Officer Class you are currently in.

) oelee Click the Delete button to delete the Officer record displayed on the
screen. It will have no effect unless you have selected an Officer
record.

& Click the Print Reports button to print an Officers report. You do

RETIE not need to select an Officer record to print a report.

Click the Print Labels button to print mailing labels for Officers.

LSEE'-?; You do not need to select an Officer record to print labels.
Officer # Assigned automatically be the program as you add new officer

records. You cannot change the Officer #.

Browse Cwners Used to select a homeowner when adding a new officer record.
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Officer Name

The full name of the Officer.

Sort Name

The Last Name of the Officer. It can be used to select the Officer.

Property Address

The Address of the home owned by the Officer if they are a
homeowner. If not a homeowner, you may skip this field.

Mailing Address

The address for mailing notices and correspondence to this Officer.
Enter the Address along with the City, State and Zip Code.

Contact Info

Enter the phone #’s and e-mail address for this Officer.

Title

The Officers Title, if any, for the position held.

Term Expiration

The Month and Year the Officers Term Expires, if known. If
entered, it gives you a way to track the expiration of Officers terms.
The Term Expiration prints on the Officers Report.

& oo Click Email to open an e-mail, and then send it to the Officer on
: the screen. It will use your default e-mail service to send the e-
mail.
2 o Click OK to save and changes and exit this Officer record.
@cance Click Cancel to erase any changes made to this Officer record and
exit.
%o Click Close to exit from the Officers.
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Define Officer Classification

Officer “Classes” gives you a way to organize the officers into categories, such as, Board
Members and Committees. You must define the Officer classes before you can add an
Officer record into them.

Define Officer Classification
You will see the Officer Class selection screen. If this is the first time you are opening
the Officers file, you must define the Officer Classes.

Officer Classes

oo - m h B W bk

E
' 2 ok |tC|ose|

Notice the Setup button at the bottom of the screen.

—

’Smpl Click the Setup button to define the first Officer Classification.

You will see the Officer Setup screen:

Define Officer Classes

'3De|ete e |OCance||

The cursor will be positioned in the first Class field highlighted in blue. Type the name
of the first Classification of Officers you wish to track, such as “Board of Directors”.
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The first class name will look like this:

Define Officer Classes

0D Maintain Officers

Define Classifications

|Eloard of Directors

W 4a — mom A L R

':3Delete| L T |OCanceI|

To move to the next line to continue Defining Officer Classes, press the Tab key.

The cursor will move to the next line ready for the next Class:

Define Officer Classes

Maintain Officers

Define Classifications

|F_Ioard of Directors

w oo~ o e L

':3Dele‘te| 2 o |QCance||

Define the next Class, if desired, or stop and exit.
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In our example, we defined two classifications:

Define Officer Classes

Define Classifications

|Eloard of Directors

|C0mmi‘t'tee Chairs

(== I TR R T T

'_}Dele‘te . g |®Cance||

Once you are done defining the Officer Classes, Click the OK button.

@ o | | Click the OK button to save the Officer Classifications you defined.

@:Cancel Click the Cancel button to exit the Officer Classifications without saving any
categories you defined.

Q) vetee Click the Delete button to delete an Officer Classifications you defined. If you
entered Officers into this Class, they will be deleted as well.

Once Officer Classes are defined, you are ready to add Officer records into them.
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Add New Officer

Once you have defined the Officer Classifications, you are ready to enter the Officers
information into them.

Follow these steps to Add a New Officer:

Start at the Select Class screen:

Select Officer Class

Select Classification

aty Officer Categories

1 :Elnard of Directors -

2 Committee Chairs :‘

3

4

3

3

7

g

: -
‘Setupl B 0K |‘Close|

To add a new officer into a class, simply double click on the name of the class.

You will see a blank screen for adding an Officer:
Add Officer Record

0D Maintain Officers XX - Sample Condominiam

ARl RARAR

Officer Catg. [ %| Board of Directors

Officer Info.
Officer MName | Sort Naime

Property Addr.|

Mailing Address

Address 1 |

Address 2 |

City sae|  ze[ [

Contact Info.
Wik Home Fan Cell

Phone #'z: | | | |
E-Mil [
Title [

Term Expires

You must click the Add button in order to add a new Officer Record.

%) Addl Z o | @rcancel

®K Close

e s | Click the Add button to add a new Officer record.
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You will see a blank screen for adding an Officer:
Add Officer Record

P00 Maintain Otficers XX - Sample Condominiim

4P 22 EE

Officer Catg. i Board of Directors
Officer Info.

Ofticer # ’1— Browse Cnwners

Officer Name | f Sort Mame
Froperty Addr.|

Mailing Address /

Address 1 | /

Address 2 |

City stae|  zZe] ]

Contact Info.
iork Home Fan Cell

Phone #'s:

I

E-Msil [ /
I
I

Title /
B Euail | 2 oo | OCancell ® Closel
7

Notice the Browse Owners button. If the Officer is a homeowner in the community,
click this button to select the owner rather than type in the name and address.

Term Expires

You will see the Owner Selector so you can select the Officer from the owner database.
Owner Selector

0D Maintain Officers XX - Sample Condominitm

Street | *| Adarz E 4

R

You can select the owner by:

(v Address  ( Account# ( Lotdni #
" Cwvner Mame " Property #

e Street Address

e Account#

e Lot/Unit#

e Owner Last Name

e Property Record #
Go ahead and select the Officer from the owner database.
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If you selected the Officer from the owner database, it will complete all the fields with
information from the owner record except for “Title” and “Term Expired”. You must
enter this information manually. A completed owner record will look like this:

Make corrections if needed. Click OK to save the Officer info.

4| 4| DPI| (3|2 &

Officer Catg. Ji
Officer Info.

Officer # 1

Board of Directors

Browse Owners

Oftficer Mame |Ray & Mancy Simon Sart Mame [SIihoh

Property Addr.|1 00 Eazy Strest

Mailing Address
Address 1 [100 Easy Street

Addreszs 2 |
City Rockvile State|MD  Zip[20888 -[1212
Contact Info.

Work Home Fa Cell
Fhone #'s:  [p0z222-3322 [sor-sss-1212 [301eeT-asss |
E-Miail |WWW.suppor‘t@topssoﬂ.com
Title [presivert

Term Expires |N0vember 2010

ek Emaill o QCancell R Close

Click OK to save the Officer record. You can then add another Officer using

oK

E_ the same method.

@cance| | Click Cancel to clear the screen without saving the Officer record.
% cies=| | Click Close to exit from the Officer record screen.
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Deleting an Officer

Deleting an Officer record permanently removes that record. You might need to do this
if the person is no longer an Officer. If the Officer is also a homeowner, deleting their
Officers record will have no effect on their homeowner record.

Follow these steps to Delete an Officer:

First, you must select the Officer Classifications. Start at the Select Class screen:

Select Officer Class

sty Officer Catecories

1 :Enard of Directors -
2 Committee Chairs ﬂ
3

4

4

B

7

g

° |

’Setupl E Ok |tClose|

Simply double click on the name of the class to select that class.

You will see a blank Officer screen:
Blank Officer Record

Maintain/Officers XX - Sample Condominiam

|< ‘ ) )l pt nle:ljete Rﬁ;s Eg‘i

Officer Catg. [ %| Board of Directors

Officer Info.
Officer Name Sort Name

Property Addr.|

Mailing Addre
Address 1

Address 2
State l_ Zip -

City
Wik Home Fan Cell
Phyfne #¥'s: | | | |

il [
Title [

Term Expires
L3 Emaill o dd | b S | @rcancel

You must Browse the Officers in the class to select the one to delete. To do this, click the
down browse 3 arrow. It will open up the Officer selection screen.

Contict Info.

%K Close
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You will see the Select Officer screen:

Select Officer Record

=i 0D - View Officer members b EHE|E|
Officers

Matme

Ray Simon -
Mary Jones

Jenny Craig

Sarah Barnes
Christine Wyhitman

r_h.t.mm—'-:..:'

[

o |0Cance||

then click the OK button.

Double click on the Officer you wish to delete or single click to highlight the Officer, and

The Officer record you selected will be displayed.
Officer Record

4 0D - Maintain Officers XX - Sample Condominium

4P X2z &

Pririt Pririt
Reports|  Labels
Officer Catg. |1 Board Mempers
Officer Info.

Orfficer # B

Browvse Owners

Officer Mame [Christing Whitmar/

Property Addr.|1 2204 Supreme/Lourt
Mailing Address

Sddress 1 [12204 Su;yéme Court

Sart Mame bNHITMAN

Address 2 |
City Rockoyfle State D Zip[20m88 -fiz2
Contact Info.

Home Fax Cell
Phone #'s: y03-1 831111 301-333-1245 |
E-hiail [
Title: |Member at Large
Term Expires |November 2008

B oK | QCanceI

W Cloze

record displayed on the screen.

Notice the Deléte button at the top of the screen. Click this button to delete the Officer
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As a safeguard, you will see this confirming message displayed on the screen:

SY - TOPS MESSAGE [%|

2 w
2 to delete the officer?

\_l
Yes | Mo |

The default answer is NO to prevent you from accidentally deleting the Officer record.
You must click the YES button to proceed with deleting the Officer record.

This completes the instructions for deleting an Officer record.
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Deleting an Officer Class

You might want to delete and Officer Class to re-organize the Officer types you are
tracking. For example, you may decide you no longer wish to keep track of Committee
members. When you delete an Officer Class, then all officer records that are in that
category are also deleted. You do NOT need to delete each Officer record from a Class
before deleting the Class itself.

If you just wish to rename the category, simply type a new description of the category
rather than delete it. You can change the description of the Officer Class by just typing
over it on the Setup Officer Class screen.

To Delete an Officer Class, first start at the Select Class screen:
Select Officer Class

Caty
1 Aoard of Directors ﬂ

Committee Chairs

=l
' i |tCIose|

Notice the Setup button at the bottom of this screen. Click on the Setup button.

You will see the Officer Class setup screen:
Officer Class Setup

% 0D - Maintain Officers o [=0[E9)

Define Classifications

|Eloard Mesmbiers

|C0mm'rﬂee Chairs

o o o mon e R

’ £ ok | @Cancel
\
Click on the Officer Class you wish to delete to highlight it. Then click on the Delete

button to proceed with deleting this class.
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As a safeguard, you will see this confirming message displayed on the screen:

S5Y - TOPS MESSAGE

\:;‘:/ Do you wank bo remove this caktegory ¥

Yes ‘ Mo |

The default answer is NO to prevent you from accidentally deleting the Officer Class.
You must click the YES button to proceed with deleting the Officer Class.

This completes the instructions for Deleting an Officer Class.
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Officer Reports

You can print an Officer Report showing the name, address, contact info, title and term
expiration for the Officers. This can be handy for having a contact sheet for the officers.
It also gives a report showing the term expiration when there are staggered elections of
Officers.

To print an Officer Report, you must select an Officer Classification. It doesn’t matter
which Class you select, you will have the option to include all Classes on the report later.
Start at the Select Officer Class, then select ANY Class:

Select Officer Class

1 :Enard of Directors i‘

Committes Chairs

2
3
4
5
]
7
5]
9

E
}saupl 2 ok |$C|ose|

Simply double click on the name of the class to select that class.

You will see a blank Officer screen:
Blank Officer Record

0D Marntain Officers:

PINNEE

Officer Catg. [ %| Board of Directors
Officer Info.

Pririt
Labels

Officer # "_ ;I Browy/e Owners

Officer Name | / Sort Name

Property Addr.|

Mailing Address /
Address 1 | /
Address 2 |
City # sae|  ze[ [
Contact Info. Whiar] Home Fan Cell
Phone #'s: | / | | |

E-hdsil
Title

Term Exfires

%K Close

) Addl b S | @rcancel

Notice the Print Reports button. Click the Print Reports button.

You will see a screen for selecting which Officer Classes to include on the Report:
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Select Officer Classes

=i 0D - Officer report E|E|g|

<]

1 |Eloard M/Bfﬁbers
2 |Ccm}wnﬁee Chairs

—

_|_|_|_|_|_|_(TI

@ Sel..n.ul *® CIr..".IIl £ Print

@Dca -:ell

Report Date — this will be used in the heading of the repart so you know when the report
was printed “as of”’. It will default to today’s date, but yoy can overtype it with any date
you wish.

All the Officer Classes will be selected with a checkmark ¥ . You must click to turn-off
the checkmarks for Officer Classes where you don’t wish to include on the Report.

g pine Click the Print button to proceed with printing the Officers Report.

@ el Click the Select All button to select all Officer Classes.

* crra Click the Clear All button to clear the selection of all Officer Classes.

@Cancel Click the Cancel button to exit from printing the Officers Report.
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Last, you can select to print the Officers Report to a printer, display it to the screen, or
create a File to store it.

Output Type

= Print Reports

0D - Officer report
Print To:

i File
Settings 2 Frint
* Portrait " Landscape
(@) Cancel

Normally with the Officers Report, you would want to print it, so you would probably
want the default selection of Printer.

Click the Print button to proceed with printing the Report. You will then see

il Pt the normal Windows® printer selection screen so you can direct the print job
wherever you wish.
@Cancs Click the Cancel button to exit from printing the Officers Report.

This completes the instructions for printing and Officers Report.
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Officer Mailing Labels

You can print mailing labels for Officers to assist when mailing things to the Officers,
such as reports and financial statements. Labels can be printed on many popular Avery
labels types. Further, you have the option to create an Officer export file that could be
used with another software application.

Global Officer Mailing Labels can also be printed on the Global Functions menu. This
allows for printing Officer Mailing Labels for more than one community at a time. See
the Global Function manual sections for instructions on printing Officer Labels for more
than one community.

To print Mailing Labels, you must first select an Officer Classification. It doesn’t matter
which Class you select, you will have the option to print Mailing Labels for all Classes
later. Start at the Select Officer Class, then select ANY Class:

Select Officer Class

1 Board of Directors ﬂ

Committes Chairs

E
bSetupl L |‘!C|ose|

Simply double click on the name of the class to select that class.

You will see a blank Officer screen:
Blank Officer Record
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DR 2(%)

Officer Catg. [i #| Board of Directors
Officer Info.
Officer # | ;l Browese Oung

Officer Name | / Sort Name |

Property Addr.|
Mailing Address

Address 1

Address 2 |
City state]  Zip -
Contact Info.
Wik Home Fan Cell
|

N

Phone #'s: | / | |

o T |OCanceI K Close

Notice the Print L'abels button. Click the Print Labels button.

You will see a screen for selecting which Officer Classes to print Mailing Labels for:
Select Officer Classes

i DD - Officer label E@@

Clagsification

1 |Board Members

2 |committee Chairs

3|
4|
5 |
B
7
8|
5

@ Sel..“.lll *® CIr.P.IIl & Frint | @)Can ell

All the Officer Classes will be selected with a checkmark ¥ . You must click to turn-off
the checkmarks for Officer Classes where you don’t wish to have Mailing Labels printed.

& i Click the Print button to proceed with printing Mailing Labels.
E Click the Select All button to select all Officer Classes.

J Click the Clear All button to clear the selection of all Officer Classes.
; Click the Cancel button to exit from printing Mailing Labels.
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When the Print button is clicked, you will then see the screen for selecting the Mailing
Label Type:

Select Label Type

4 oD - Labels [= |[B)[X]

Avery Labels

(" 5261 -
(7 4145 - 15HE" x 3152
(" 4146 -1 THE" x 4"
™ Export File

Starting Raowe # | 01

& Print | @u:ancell

Select the Label Type you wish. You also have the option to create an Export File which
can be used with another application.

& Frim Click the Print button to proceed with printing Mailing Labels.

@cnce Click the Cancel button to exit from printing Mailing Labels.

Last, you can either print Mailing Labels to a printer or display them to the screen.
Output Type

A Print Reports

00 - Officer label
Print To:

Settings &2 Frint

* Portrait i

@ Cancel

Normally with Mailing Labels, you would want to print them, so you would probably
always want the default selection of Printer.

& Frim Click the Print button to proceed with printing Mailing Labels. You will

then see the normal Windows® printer selection screen so you can direct the
print job wherever you wish.

@cancel Click the Cancel button to exit from printing Mailing Labels.

This completes the instructions for printing Officer Mailing Labels.
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Group Owners

Group Owners can be used where an owner owns more than one home within a

community and you wish to maintain the contact information in only one place for all the
homes in the group. If you change any of the information on file for a Group Owner, the
changes will be reflected for every home owned by the Group Owner in this community.

With group owners, you may also print consolidated mailing labels, bills and statements
rather than get a separate one printed for each home. This can be a handy way to work
with groups of homes owned by the same party—Iike a builder.

Group Owners can be maintained through the menu tab of the same name on the Owner
Database Menu. From there, you can add, change or delete Group Owners. You can also
add a new Group on-the-fly from the Property Info screen for a home that is part of a

group.

Add Group Owners

Group Dwners . | To maintain Group Owners, click this menu tab on the Owner

Database menu.

You will see the Group Owner screen:

Group Owners

' OD - Multi-property owners XX - Sample Condominium

Group Owner Info

Ovwvner Group # ;I e g | Sort Name | il
|

Ownier Mame
Address 1 | [ Foreign Country
Acdress 2 |
City
State [ @] - -
Phones: Haome Kk

[ Deling. Motice [ Mailing Lakel
Homes in Owner Group

Account #
[
[

|‘ ‘ ’. ’l F2 - Update Group Owner Info 2 o | @Cancell ".jDeIete

Address

¥ Cloze

We’ll cover each of the items on this screen.

k4

Click the down browse arrow to see all the existing Groups in this
community. This is how you select a Group Owner to
view/maintain the information on file.

e add

Click the Add button to create a new Group. Then complete the
fields on the screen.
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Group Owner Data Fields

Owner Group #

Automatically assigned by the software when a new Group is added.

Sort Name

The Last Name or Keyword Name to use for this owner. It is used
when doing owner lookups and for sorting reports alphabetically by
name. Itis arequired field.

Owner Name

The full Owner name, first and last, in the format you wish to use for
addressing mailing labels, letters, bills/statements and coupons to
this owner. Itis a required field.

Address 1

The first line of the mailing address for the Group Owner. Itisa
required field.

Foreign Address

Checkmark this box to change the formatting of the mailing address
to accommodate a foreign address.

Address 2 The second line of the mailing address for the Group Owner, if
needed. It may be left blank.

City The City part of the mailing address for this Group Owner. Itis a
required field.

State The State part of the mailing address for this Group Owner. Itis a
required field.

Zip Code Zip Code can handle Zip + Four + Carrier Route. The 5 digit Zip

Code is required.

Home Phone

The home phone of the Group Owner. It may be left blank.

Work Phone The work phone of the Group Owner. It may be left blank.

Deling. Notice Check mark Delinquency Notice if this Group Owner is to receive
delinquency correspondence about the homes in the Group when
Collection Action is taken.

Mailing Label Check mark if this Group Owner is to receive mailings from the

community when Mailing Labels are printed.

A completed Group Owner will look like this:

Group Owner
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i OD - Multi-property owners XX - Sample Condominium |Z||E|rg|

Group Owner Info

Cravner Group # 1 Sort Name |TOWSON

Owener MName |Towson Investments
Address 1 |51 04 Suncdovwn Road [ Foreign Country
Address 2 |

City Towyson
State Mo Zip [zoses - 5

Phones: Home: Work
[H05551212  [410-555-1111
[v Deling. Motice v Mailing Lakbel

Homes in Owner Group

Account # Add Home

A
ﬂ Delete Home
| < < ’ "l F2 - Update Group Owner Info 2 o |OCMQI| .;3&'“

The next step is to select the homes that are part of this Group.

* Close

2dd Home | Click the Add Home button.

You will then see the Owner Selector:

Owner Selector

4 0D - Multi-property owners XX - Sample Condominium

Account | il

Select By:
(" Address ¢ Accourt# O LotMnit &

|‘ < ’ }l B K |!Close| (™ Cwyner Name " Property #

You are ready to select the homes to include in the Group using either Account #,
Lot/Unit #, Street Address or Owner Last Name.

Go ahead and select the homes for this Group.

Here is a new Group with some homes in it:
Group Owner - Completed
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< OD - Multi-property owners XX - Sample Condominium

Group Owner Info

Owvner Group # 1 Sort Mame |TO‘INSON
Owyner Mame |Towson Investments
Address1 |51 04 Sundown Road [ Foreign Country

Homes in Owner Group

Address 2 |

City Toweson
State Mo Zip [20s8s - 2

Phones: Haome itk

[+10-555.1212 [a10-335-1110
v Deling. Motice v Mailing Label

500 Easy Street
530 Dismond Averue

|‘ ‘ ’ ’l F2 - Update Group Owner Info B o | Oc:ancell '3Delete

Address Accourt # A Home
300 4
aagﬂ Delete Home

W Cloze

Click OK to exit.

Screen Navigation

KEIDC

Use the Arrow buttons to move from group to group within the
community staying on the Group Owner - Maintain screen or jump to
the LAST/FIRST Group. The arrow navigation can be handy when
you want to review/change Groups.

The OK button saves any changes to Group Owner. The screen will
clear and you will be on a blank Group Owner screen.

@Cancel The Cancel button scratches any changes made to the Group Owner
showing on the screen.

j Delete The Delete button will permanently erase the Group Owner displayed

' on the screen.

* Close The Close button will exit you back to the Owner Database Menu.
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Delete Owner Group

When you delete a Group Owner, it removes the link between the Group and the homes
in the Group. This does not delete the homes from the community; it merely removes the
master Group Owner record that links all the homes in the Group together. After deleting
a Group, you can no longer maintain the owner information for the homes in the Group
through Group Owners; you must then maintain the owner information for each home
individually.

Make sure you want to delete the Group Owner before you proceed.

Group Owners 1 | To maintain Group Owners, click this menu tab on the Owner
Database menu.

You will see the Group Owner screen:
Group Owners

< 0D - Multi-property owners XX - Sample Condominium

Group Owner Info

Owvner Group # ;l o 2 | Sort Mame | g
|

Crvner Mame
Addres=s 1 | [ Foreign Courtry
Acldress 2 |
City
State Y I I
Phones: Haome ok

[ Deling. Motice [ Mailing Label

Homes in Owner Group
Address Account #
[~
=

> I 4
|‘ ‘ ’ ’l F2 - Update Group Owner Info 2 o |@Cance|| .} Deletel ® Close

You can now select the Group Owner to delete.

¥ Click the down browse arrow to see the existing Groups in this
community. Select the Group Owner by double clicking on it.
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You will see the selected Group Owner record:

Group Owner

~it 0D - Multi-property owners XX - Sample Condominium

Group Owner Info

Orvner Group # 1 Sort Mame |TOW'SON

Cravnier Name |Towson Inwestments:
Address 1 |51 04 Sundowen Roadd [ Foreign Country
Address 2 |

City Tiowys0on
State Mo zip [z0838 - -

Phones: Home Wik
[H10-5551212 4105851111
[ Deling. Motice [ Mailing Label

Homes in wner Group

Account # Acd Home
300 Easy Street 300 300 - |
530 Diamond AvenLe §30 &30 j Delete Home

Close

|‘ ‘ ’ ’l F2 - Update Group Owner Info 2 o | @c- c=e|| 'jDelete

Be sure you wish to Delete this Group record before proceeding. Notice the Delete button
at the bottom of the Group Owner screen.

j Delml Click the Delete button to permanently delete the selected Group.

As a final safeguard, you will see this warning:
Warning

SY - DELETE GROUP

' Delete the group and group owners.
[ K, ko continue?

Yes Mo ‘

Click Yes to delete the Group. Click No to exit without deleting the Group.
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Delete Homes from Owner Group

You can delete a home from a Group whenever you wish. This does not delete the home
from the community; rather, it just removes the link between the home and the Group
Owner. From the point you delete the home from the Group, you will need to maintain
the owner information individually for this home—it will not be updated for any changes
to the master Group Owner record.

Make sure you want to delete the Group Owner before you proceed.

Group Dwners

To Delete a home from a Group, click this menu tab on the Owner
Database menu.

You will see the Group Owner screen:

Group Owners

~ OD - Multi-property owners XX - Sample Condominium

Group Owner Info
Ovvner Group # ;I #dd | Sort Name | ;I

Crwner Name [
Address 1 | / [ Foreign Country
Address 2 |

Phones: e Ak

Homes in Owner Groyp

ml [

Deling. Motice [ Mailing Lakel

Account #

44 Pp

[ |
[ |

| F2 - Update Group Owner Info 2 o | @Cancell .} Delml & Close

Now select the Group Owner to delete.

#| Click the down browse arrow to see all the existing Groups in this

community. Select the Group Owner by double clicking on it.

Group Homes
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! OD - Multi-property owners XX - Sample Condominium

Group Owner Info

Owener Group # 1 Sort Matne |TO‘WSON

Owvner MName |Towson Investments
Adddress 1 |51 04 Sundown Rosd [ Fareign Country
Address 2 |

City Toweson
State Mo zip [zoses - -

Phones: Home Wiork
[+10-555.1212 [a10-335-1110
v Deling. Motice v Mailing Label

Homes in Owner Group

Address Account # Acid Home
500 Easy Street 300 300 4

10015 Bank Strest 10015 10015 ﬂ Delete Home
|‘ < ’ ’l F2 - Update Nroup Owner Info 2 o |0l:ance|| 'jl:lelete

You will see the homes in the Group dis\played in the box at the bottom of the screen.

! Close

Click on the home to highlight the home to Delete from the Group:

Homes in Owner Group

Address Accourt # Add Home
J0015 Bank Street 10015 10015 «

330 Diatnond Avenue a0 SSDﬂ Delete Home

Make sure the home to be Deleted from the Group is highlighted before proceeding.

Bl Mg | Click the Delete Home button to delete this home from the Group.
As soon as you click the Delete Home button, the highlighted
home will be removed from this Group.
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Mortgage Company

TOPS can track the Mortgage Companies that go with the homeowners. This can be
handy where you have the requirement in a community’s legal documents to notify the
Mortgage Companies when there are certain pending community actions, like amending

the Declaration or Bylaws.

Before you can link Mortgage Companies to homeowners, you must first add the
Mortgage Companies into the community. To do this, go to the Owner Database module,
then click the Mortgage Company tab on the Owner Database menu.

Mortgage Co. . | Click the Mortgage Company tab on the Owner Database menu.

You will see a blank Mortgage Company maintain screen like this:

Mortgage Company

i,

Mortgage Company #
Mortgage Company Name
Department

Attention

= OD - Mortgage companies

XX - Sample Condo... E@E|

3
|

Address |

< 4 PPl

City State Zip Code

=5 Frintl b T | @ Cancel

'jDeletel W Close

From here, you can add a new mortgage company of use the down browse arrow *|to

select an existing mortgage company.

e A | Click the Add butto_n to enter a new Mortgage Company. Then
complete the following fields:
Data Fields
Mortgage The system will assign this # for you automatically. It is how it keeps
Company # track of each Mortgage Company. There is nothing you need to do.
Mortgage Enter the Mortgage Company Name on this line.

Company Name

Department Enter a Department name, like “Mortgage Dept.”, if any. You may
leave this blank if not needed.

Attention You may enter a person’s name who receives any notices from the
community, if any. You may leave this blank if not needed.

Address The Street Address of the Mortgage Company.
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City/State/Zip The City, State and Zip Code (+ Four) for the Mortgage Company.

A complete Mortgage Company screen looks like this:
Add Mortgage Compan

< 0D - Mortgage companies XX - Sample Condo... QEJE|

Mortgage Company # 1
Mortgage Company Mame |Cnur|try Way Martage

Department |Mor‘tgage Loans
Attention |Stephanie Pearson
Address |SIII Bank “Yault Drive
City Betheszda State MDD Zip Code (20383

|‘ ‘ 2 ’l & rire | B2 o6 QCancell '3Delete|'€lose

2 o Accepts any changes made to the Mortgage Company displayed on the
| screen and saves it.

4[4[ ]»] | Use the Browse Arrows to move from Mortgage Company to Mortgage
Company.

& Frim Print a Mortgage Company report showing all the Mortgage Companies
on file for this community.

@Cunes Click Cancel to clear the screen and not save any changes made.

,} Dalete Click Delete to permanently erase the currently selected Mortgage
Company.

o Closs Click Close to exit back to this Owner Database menu.

See the section to Assign Mortgage Company for details on linking a Mortgage
Company to a homeowner.
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Assign Mortgage Company

Link a Mortgage Company to an Owner so that you know the Mortgage Companies for
each home. This can be important if the community’s legal documents require notifying
the Mortgage Company if the Owner is delinquent or if the community is proposing to
amend its legal documents.

Once you assign a Mortgage Company to an owner, you can then print an Owners Report
which shows the Mortgage Company for each home.

Maintain . | Select Maintain from the Owner Database menu.

To assign a Mortgage Company to an Owner, start at Maintain Owner, then select the
home:

Maintain Owners

4 0D - Maintain owners XX - Sample Condominium
-~ \
|‘<”|"'@§$ﬂﬂgfﬁﬂ@kd
#dd | Property| History| Charges| Letters| Wotes| pgn | Flags | garei| R | ik.Ord)  Prine
Select PropertyF4 - Browse Multiple Owners
Sccourt #(F3) 100 Lot minit(Fe) 100 ¥ Record Type | Owner | 001
Strest | 100 Easy Strest
Status
Street Address (F2) | Mame Search (F3) | Balance: oo Motez: [MO
Select Dwner Collection: |— ﬂ
i [~ Hald Action
Ray & Mancy Simon SIMON
Cwvner | b i | J Settled Date: 09200 Move Out: ’—
2nd Crwner | |
Alt. Mailing Addr. Contact Info.
Address 1 |12100 Taft Street Hame ark Al
|301-s551212 | 2022223322 |a01-g8141212
Address 2 | - - -
[~ Unlisted [~ Unlisted [ Unlisted
City Rockvile
Fax 301-B67-3333 [ Dizakle Weh Interface?
State MD Zip Cods| 20838 -| 6789 Carrier |
¥ Use &t [ Foreign Addr [~ 2nd &1, Addr E-Mail  Mairtain ‘ Wiew | Send ‘
Mort. Co. |

E [ul.8 | QCancell j Deletel ! Close

far this hame

Notice the Mortgage Company area of the Maintain Owners screen. Click the down
browse ¥ to open up a listing of the Mortgage Companies in this community.

It will open up the Mortgage Company Browse:

Browse Mortgage Companies
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ﬁ 0D - Maintain owners ... g@

# Mortgage Company
001 Any Home Mortgage Company i‘

002 Town & Country Mortgage
003 EZ Time Mortgage

004 Lincoln Mortgage

005 Washinton Durham Mortgage
008 Roosevel Times Mortgage
007 Banker Trust

=l
B oK |OCancel|

Double click to select the Mortgage Company to link with this home, or, single click to
highlight the Mortgage Company, and then click the OK button.

Once you select the Mortgage Company for the home, you will see it displayed on the
Maintain Owner screen.

Maintain Owner

il 0D - Maintain owners XX - Sample Condominium [Z|r§|g|

4 4| PPl 2|2 2 S| e O & » 5 & X &

Property| History | Charges| Letters| Motes| pgn | Flags ey CCR | rke.Ord  Print

Fezale
Select PropertyF4 - Browse Muktiple Owners
Account #F3) 100 4 [Lot Anit(Fe) 100 ¥| Record Type |Owmer 001
Street | 100 Easy Street
Status
Street Address (F2) ‘ Mame Search (F2) | Balance: oo Motes: [NO
Select Owner Callzziens ,_ il
@ [ Hold Action
O Fay & Mancy Simon SIMON
e |Ray Y | Ll Seftled Dater | 09200 Mave Out

2nd Crvvner | |

Alt. Mailing Addr. Contact Info.
H Wiork Alt.
Address 1 | 12100 Tat Street one o
| 3015551212 | 202-222-3322 | 30058141212
Address 2 | : ’ )
[~ Unlisted [~ Unlisted ™ Unlisted
City Rockyville
Fax 301-667-8333 | Dizable Web Interface?
Stete MD Zip Code| 20855 -| 6789 Carrier |
= Foreign Addr [ 2nd Al Addr E-Mail Maintain | Wiemy ‘ Send |

B ok | OCancell j Dele‘tel ! Close

Click the OK button to save the changes to the Owner and exit.

229




Pool Pass

Pool Pass is an optional module. It is located on the Owner Database menu because it
relates to the owners. The Pool Pass program allows you to maintain owner
memberships via a membership database, and ID generation with embedded digital
pictures. Use the Pool Pass module to manage membership data for facilities, such as:

e Swimming Pools
e Tennis Courts
e Golf Courses
o Fitness Facilities

You can print passes with member pictures, print member lists, track ages of children,
and identify delinquent owners who might not be eligible to use the recreation facilities.

If you purchased this optional module, it will be active and you will be able to use it. If
you click on this menu tab and nothing happens, it means you do NOT own the Pool Pass
add-on. You would need to contact the TOPS Sales Dept at 800-760-9966 to purchase
this module.
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Owner Control Info

The Owner Control Info contains default information about the community and owners
along with options for handling different things in the owner database. Normally, it is
setup using the community setup wizard on the Setup menu. But you can go back and
make changes to the Owner Control Info at any time.

The Owner Control Info stores such things as the default City, State and Zip Code for the
homes in the community—that way, you do not need to enter the City, State and Zip
Code for every home in the community. It also stores return mail addresses used when
sending bills and coupons to owners. Other important defaults are also stored in this file.

To access the Owner Control screen click the Control Info tab on the Owner Database
menu.

Cartral Info . | Select Control Info from the Owner Database menu.

You will see the Owner Control Info window:

Owner Control Info

“f! 0D - Owner, Control XX - Sample Condomini... g@@
Return Payment Info
Community MName | Sample Condominium
Addrezs Line 1 | 20010 Dismand Drive
Address Line 2 |
City, State [ Rockile [WD

Phane Number 301-555-1212

Tip+4+CR [20888 -[1212 - Lockbox Address

Location of Homes Options
Detault City | Rockeville
[~ Uze Spartment #
State L[] Lip | 20888 - |[1212
Section Phasze Section - Preferred Access
Legal Descrigtion 1 | Lat, Block, Section (™ Street Address
Legal Descrigtion 2 | (s Arcount Mumber

" Lot Mumber

Website Address

Update Property Zip Code - | @Cancell

We’ll discuss each item on this screen so you know how it is used.

Data Fields
Return Payment The general mailing address for owners to send payments. It is
Info used when printing Bills, Statements, Coupons and Mail Merge

Codes in Form Letters. There is a separate address for entering
a bank lockbox mailing address if needed in addition to this
general payment address.

You will enter the following information:
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Community Name — The name to make payments “Payable
To” which can be printed on Bills, Statements, Coupons and
Mail Merge Codes in Form Letters.

Address Line 1 — The first line of the community address for
sending payments which can be printed on Bills, Statements,
Coupons and Mail Merge Codes in Form Letters.

Address Line 2 — The second line of the community address for
sending payments. It may be skipped if not needed.

City, State — The City and State for sending payments.

Phone Number — The phone number to appear on Bills,
Statements and Coupons.

Zip Code — The Zip Code for sending payments. The Zip Code
can be formatted for the Zip + Four + Carrier Route if needed.

Lockbox Address

Click the Lockbox Address button to enter a different address
that you might be using for payments sent to a bank lockbox.
You can then select, when printing Bills, Statements and
Coupons, which mailing address you wish to use.

When you click on the Lockbox Address button, you will see fields to enter a separate
payment address other than the Return Payment Address on the main Owner Control

screen:

Lockbox Address

0D - Lockbox Address

*Community Maime |§ample Condaminium

*Address 1 |cio First State Bark

Address 2 P.0.Box 111

*City |Rockvi|le *Ttate (MD

. | Qc:ancell

Zp+4+CR [aomes -fizmz

* - Required Fields

You only need to enter a different Lockbox Address here if you wish to send Bills,
Coupons and Statements to a bank lockbox, but also, upon occasion, want payments
mailed to, say, your office address. You then have the choice of which address to print
on Bills, Statements and Coupons—the Return Payment Address or the Lockbox

Address.
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Location of Homes

By setting up the default City, State and Zip Code where the
homes are located in the Owner Control Info, you can use it as
the default when adding new homes into the community. That
way, you do not need to type the City, State and Zip Code over
and over again when adding new homes.

The default City, State and Zip Code is stored in the Property
Record for each home where it is used whenever addressing
correspondence or Bills, Statements, Coupons or Mail Merge
Codes in Form Letters to the owners at the home’s address.

City — The main City name where the community is actually
located. This becomes the default for every home in the
community.

State — The State where the community is actually located.
This becomes the default for every home in the community.

Zip Code — The main Zip Code for the homes in this
community. This becomes the default for every home in the
community.

Section/Phase

This gives you the ability to sort the homes in the community
by Section, Phase or Building. Certain owner reports can group
homes by a Section, Phase or Building. If you activate it, then
you will need to enter the Section, Phase or Building # into the
Property record for each home so you can use it.

You will see the choices to use for activating the Section/Phase
# tracking:

Choose either Section or Phase by double clicking on it.
There is not a choice for Building, but you can use Section to
accomplish the same result.

Legal Description 1

This is a label you can turn on in the Property record for each
home. It is completely optional; you can just leave it blank.
Typical uses are commonly Lot, Block, Section—which is the
actual legal address of the home on plat maps as approved by
the local jurisdiction.

The name entered here is totally free-form. It can be any label
name you wish. The Legal Description will show on certain
owner reports.

Legal Description 2

A second field which can be used to enter a description in the
Property record for each home.
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Use Apartment #

Notice this box on the screen:

[ Use Apartment #

Check this box to turn on the Apartment/Unit # which may be
needed in building where all the homes have the same Street
Address and need the apartment or unit # to differentiate the
homes.

If checked, then an address would be formatted like this:

25100 South Street, # 101A

Preferred Access

The default way you wish to select homes. This setting is used
in all modules. The internal audit trail reports, such as
Recurring Charges, use this order when printing.
Preferred Access
" Street Address
f* Account Mumber
" Lot Mumber

This field defaults to the access option selected for the
community. The choices are

e Street Address

e Account Number

e Lot/Unit Number.
This is a required field, you must use choose one of these

methods. You can always change “on-the-fly” to one of the
other methods when working with homes and owners.

Website Address

If the community has a TOPS web site, enter the www address
here. This can then be used by the TOPS web site interface
program so it knows the location of the community web site for
uploading of data.

Update Property Zip
Code

Update Property Zip Code

Use this button where the main default Zip Code for the
community has changed. It will go through the Property
records for every home and update the Zip Code stored there for
whatever is the main Zip Code under the Location of Homes
section of the Owner Control Info.

**Warning** - If you have other default City, State and Zip
Codes entered in the Property record for this community, do
NOT use this utility option. It will replace ALL the Zip Codes
in the Property records with the main default Zip Code under
the Location of Homes section of the Owner Control Info.

This completes the instructions for the Owner Control Info.
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Owner Database File Definitions

The following data files are available from the Owner Database (OD) File Utilities
option:

File Name Description

OWNCTL Owner Control Info

STREET Streets File

PROPFI Property File

OWNERS Owners File

MORTCO Mortgage Company File

ODNOTF Owner Note File

OWNPRP Group Owner File (Owner Property File)
OWNGRP Group Owner Browser (Owner Group File)

This is the last page of the Owner Database manual section.
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