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The Community Setup Wizard

TOPSPROFESSIONAL™ jsafull-featured accounting package that may require extensive setup to preparefor entry of
existing community records. Our Community Setup Wizard is designed to walk you through the setup of acommunity in
avery simple, step-by-step manor. Nevertheless, you will want to set aside agood chunk of timefor this section, asyou
will need to enter all of your owners, accounts, and other existing records in this section.

The TOPS PROFESSIONAL™ Community Setup Wizard is modularized to allow you to access individual sections
even after setup is complete. Y ou may re-enter any part of setup for an existing community at any time without losing
data’. This ability allows you to spread setup time over anumber of days or even persons without recriminations.

The Community Setup Wizard steps look like this:

Add Mew Cammunity
General Ledger Setup
Owiner Data AJR Setup

Accounts Pavable Setup
Pavroll Setup 4
Farmula Dist, Setup

Y ou will need certain community information to complete the setup such as:

e Community Name

e Mailing Address

e TaxID

e Return Payment Address

o City, State, Zip Code where the community is located
e Chart of Accounts

e Community Bank Info

e Owner Recurring Charge Amounts

e Homeand Owner Info

e APVendors

Warning

—{ Before completing the community setup, make sure you consult with your accountant as to
accounting methods, chart of accounts, and bank information

Community Setup Wizard Page 2 of 44
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Browse the Sample Community

If thisis the first time that you are using TOPS PROFESS ONAL tm, you will probably want to browse the sample
community provided with the program. Thiswill give you the opportunity to discover the many incrediblefeaturesbuilt
into TOPS PROFESSIONAL tm. Follow the instructions below to open the Sample Condominium community:

Instructions Illustrations

1. Double click the TOPS PROFESSIONAL ™ icon to run

the program.
| v
If you are running TOPS PROFESS ONAL ™ as a 30-day demo, Tops

you will see a message containing the number of days left in
your evaluation copy.

2. Click Add New Community

User Name: | [¥ Remember he Select Existing Community

You may access the community setup wizard directly from this Password: [ —
screen by clicking the Add New Community button. However, 7 Depiay Tho umutat e, JFTDPGZN T
you may also access that wizard from the Setup option on the . th:e;:': s

menu bar later. « Maod Holp Quick? Prass the F1 key to access the holp knowladge base.

This startup screen will be available to you each time you open
TOPS PROFESS ONAL. If you wish to de-activate it, simply
check the box labeled ‘Do not display this screen in the future’.

3. Double click Sample Condominium, or click XX to r— &
= D[ Name [

highlight the community then click OK. TR SPECOOGHU

TOPS PROFESSONAL™ is shipped with the sample community
‘Showcase Condominium’, that can be used to learn about
TOPSPROFESSIONAL™. You can select that community or
click on the Add Community button to go straight to the
community setup wizard.

Over time, you may add many communities to the community
browser list. You may search for a specific community by name; e 2 | e,
simply click the Search by Name button in the community list

screen.

4. Once you have selected a community, you will seethe
primary interface of TOPS PROFESSIONAL ™.

Thiswindow displays the name of the community you
selected, aswell as buttons for each module purchased.

Y ou may select amodule from here by clicking on the m
appropriate button.

We recommend that you take the time to explore the sample
community and get familiar with the program interface.

Sample Condominium Page 3 of 44
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Add a New Community

Once you have explored the sample community, you are ready to begin adding your own community. Follow the
instructions below to begin the community setup wizard.

Note: Fields labeled in RED are REQUIRED and cannot be left blank.

Instructions Illustrations

1. From the primary screen, click Setup, Add New ) TOPS Professional 4.0 XX - Sample Cf

Community. File Edit  view Administraton  Ukilities
&dd Mew Commurnity
Note the available options in this menu. To make later changes General Ledger Sstup
to your community setup, click the appropriate option here. i Owner Data AR Setup
Although you can select the menu choices from this menu I Accounts Payable Setup
individually, you will automatically be taken through the steps to Payroll Setup »
setup the new community by the Setup Wizard. Formula Dist, Setup

‘Cnmmun'rtg-' I SR2| g ‘

If you enter a community 1D that already exists,

2. Enter aCommunity 1D and press <TAB>.

Thisisatwo or three digit code, under which the data files for TOPS PROFESSIONAL ™ will enter ‘edit’ mode. If

this community will be stored. The ID can be letters, numbers, you enter an 1D that does NOT exit, you will

or a combination of both. automatically be entered into ‘add community’
mode.

3. Enter the name of your community that will be stored in
TOPS PROFESSIONAL. (May be abbreviated) Commurity ame Sienna Ridge |
Press<TAB>.

4. Enter acommunity name to be displayed on al outgoing

reportS. ‘ Community Report Mame Sterling Ranch Homeowners Associstion

Press<TAB>.

5. Enter acommunity name to be displayed at the top of
the screen, aswell asin owner mailings such as form
letters and violation reports.

Cwvner MailingDizplay Name | Sterling Ranch HO&

Press <TAB>.
Community Mailing Lddress
Address Line 1 | Post Office Box 191185
6. Completethe addressinformation for your community, sddress Line2 |
i 5 - city EC
ess < >

prm ng TAB to navi gate the fldds. State TX  Zip+4| 75219 - Phone # | 214-520-009¢
7. Enter the phone number of the community.

Press<TAB>.

Type the number exactly as you wish it to be

Add a New Community Page 4 of 44
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Instructions

Illustrations

formatted (e.g. ‘(800)123-4567’)

8. Completethe Taxpayer 1D field, which will be used to
print 1099s and W2s.
Press<TAB>.

‘Taxpa\;er I | 752830275 ‘

9. Review and change, if necessary, the Community Data
Path. Press<TAB>.

This allows you to specify where you want the data files to be
stored for this community. The default will always be the drive
and directory path where the TOPS PROFESS ONAL™
program s located. You may overtype the drive letter and
directory path and specify a new location for any NEW
community.

‘Cummun‘rty Deta Path | R2) ‘

Warning: NEVER change the path on an existing
community or the programs will not find your
existing data files unless you move them to this new
location.

10. Review the entries for mistakes, and then click Next.

short or abbreviated name.

@ SY - Community Setup Information E@@

The name you see when you select this Community. it can be a

This Community Hame is HOT used on any printed reports.

Community [ SR2
Communtty Mame | Sienna Ridge
Comimunity Repart Mame | Sterling Ranch Homeawwners Associstion

- Community Mailing Address

Crvnier MalingDisplay Mame | Stetling Ranch HOA

Address Line 1 1 Post Office Box 191165

Address Line 2 ‘

ity [ales
State T Zip+4] 75219 - Phone # | 214-520-003¢

Taxpayer [D 75-2590275

Community Deta Peth | SR2

All fields in red are required.

The completed window should look like the image above.

11. Enter thereturn payment information and press
<TAB>.

Address Line 1 - The mailing address for the Return Payment
Address used on hills, statements, coupons, and collection
letters.

Address Line 2 - Continuation of above. May be skipped if not
needed.

City, Sate, ZIP - The info for bills, statements, coupons and
collection letters; includes Zip + four field.

Return Payment Address
Address Line 1 | cfo Highland Management

Acdress Ling 2 | Post Office Box 191185
City Dallaz
State T Zip+4| 75219 - Phone #| 214-520-0099

The second window contains the return mail address
for bills, statements and coupons as well asthe
default location where the homes are so you do not
need to enter this information when adding the
homes to the system later on.

Add a New Community
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Instructions

Illustrations

12. Enter the phone number for owner inquiries. Type the
number exactly as you wish it to be formatted (e.g.
“(800)123-4567")

Press<TAB>.

‘Phone #|214-520-0083

The phone number prints as part of the return mail
address on hills, statements, coupons, and collection
letters.

13. Enter the default City, State and Zip Codes for the
homes in the community.

Press<TAB>.

This must be the actual place where the homes are located.
TOPS PROFESI ONAL™ will use these defaults when
addressing bills, statements, coupons, collection letters, special
form letters, and mailing labels to ownersthat live in the
community.

Location of Homes

Default City Frisco

Default State TH

Default Zip Code | 75035 -

The Zip + Four entered here becomes the default
Zip + Four stored for each homein the property,
although you may enter a different Zip + Four +

Carrier Route for every home if you wish.

14. Select apreferred access key.
Press<TAB>.

The preferred access key defines the primary method to process
owner data including maintenance, cash receipts, balance
inquiries, etc. TOPS PROFESS ONAL™ will default to the
access method you prefer for this community.

Preferred Access Key
{* Street Address

" Account #
" Lot#

You can always switch the access method at the time
you are selecting a particular owner'sfilesif one of
the other access methods is more convenient at the
time.

15. Select a section phase.
Press<TAB>.

If your community has sections or buildings and you wish to
sort owner reports thisway, you can activate thisfield in the
property record for each home. You will then be able to enter a
section/building number for each home. If you wish to bypassiit,
leave it blank which means none.

Section Phase

|

You may choose building, section, phase, or none.

16. Define an apartment number option.

Press<TAB>.

Check this block if you want to activate an apartment number or
unit number for some or all homes in this community. You will
then be prompted to enter a number as part of the street address
for each home.

[~ Use Apartment #

If you leave this block unchecked, then you will not
see an apartment number as part of the street
address as you add homes to this community.

Add a New Community
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Instructions

Illustrations

17. Enter labels for any legal description fields

may enter thislegal description. It is used to store the
description, which then prints on certain owner reports.

User Guide

Legal Dezcription 1 |Plat Book #

When you add homes to TOPS PROFESSIONAL™, you have Lesal Deseription 2|

the chance to enter a legal description into the property record

for each home. An example might be plat book number. This If you do not want to use this capability, you can
activates a field in the property record for each home so you merely leave this field blank.

The legal description fields cannot be used to sort
reports for the community.

@ SY - Community Return Payme

18. Review the completed entries, and click Next.

nt Information

:Tl|e Address where Owner payments are to be sent. This canbe a
|PO Box or Street Address. Itis used for Owner Bills, Statements |
land payment Coupons.

Return Payment Address

Address Ling 1 |cro Highland Managsment

Address Line 2 |Post Office Box 191185

City E

State TX Ziped] 75219 o Phone ﬂj‘m‘
Lacation of Homes - 1 [ Preferred Access Key —
Defalt City rFrISt:u—‘ (= Strest Address
Detaut State 7% " mcourt #

Defaut Zip code [75035 [  Lat#

Section Phass = I~ Use Apartmenit #
Legal Description 1 |Plat Book #

Lewal Description 2

All fields in red are required. 4 Back @ Cancel

The completed window should look like the image above.

19. WARNING: If you see the warning screens (

community data.

Once thefiles are recreated for an existing communi

erased data.

are making changes to an existing community. Clicking
on the proceed button will completely erase any existing =]

datais erased and a backup is the only way to restore the

SY - TOPS MESSAGE

right), you

:.t/ R A Lo dats e

& SY - WARNING!

You are about fo Re-nitialize existing

data files. You will lose all the information
ty, all the on file for this Community if you Proceed.
Are you sure you wish to Proceed?

Cancel Proceed

20. Wait for the community files to be generated.

window.

Thefiles for this new community will be created so you can start
to enter information. You will see the processing message

@' SY - Report Status

Work Status

Jcreemng cominunity files, please wait

Add a New Community
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Instructions Illustrations

21. You may selectively copy community settings from any
existing community to another to help speed up the setup
process. Simply click Browse Community 1D to view
the community browser.

Click Next to begin the copying process. TOPS
PROFESSIONAL™ will copy the filesfor you,
completing the status column as it goes.

The sample community, XX, is set up with the most common
settings. Once you have selected a community in the browser,
that community will be the default setting for each field. Leave
afield blank if you wish to set up that section manually.

@ SY - Report Status

22. Asit copiesin the setup from an existing community, you
Work Status
will see this processing message showing you that it is [Copya EatwANy s Eses Wt T
actively working.

& SY - Add New Community Q@@

You have added new community - SRZ -Siehna Ridge

23. Congratulations! Y ou have completed setup of your new
community. Y ou may now click Next to proceed to G/L
setup, or click Finish to quit to the TOPS
PROFESSIONAL™ primary window.

We highly recommend continuing to the G/L setup for a more
complete community file.

Select HEXT to proceed with General Ledger setup or FINISHto Save and exit

If you previously setup user names and passwords under the administration menu, you can assign therights
to access this new community to one or more of the users, or user groups. You will see the assignment
window. Smply click the user or group name to assign them the rights to work with this community.

If auser isNOT given the rightsto a community, they will not see that community at all on the community
selection window. The community will be hidden from view to that user. Thisletsyou assign communitiesto
just those users that should have access to them.

If no security has been defined, you will not see the community assignment window at all.

Add a New Community Page 8 of 44
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General Ledger Setup

Whether you plan to use the General Ledger module or not, certain setup steps must be completed. Thisincludes setting
the fiscal year and adding at |east some key accounts into the chart of accounts.

Instructions

Illustrations

1. Click the down arrow to select the first month of your
fiscal year.

Press <TAB> and type the year you will begin tracking
records.

2011 ‘

‘ Erter the first period of the fizcal year.

TOPS PROFESS ONAL ™ will default to January
of the current year. You MUST enter a beginning
month and year.

2. Check the box if you wish to use three digit cost centers.

The cost center tracking systemis fully active across the owner
A/R system. Each home can be coded with a cost center to group
income by sections or buildings.

‘ ™ Are GIL Cost Centers Used?

Cost centers can be used for tracking income and
expenses broken out by department.

3. Define G/L account ranges, using the <TAB> key to move
from field to field.

Ranges are groups of account number's for organizing your Chart
of Accounts. By defining Ranges it will simplify the setup of your
Chart of Accounts and Financial Satement Layouts. After defining
Ranges, it will automatically create the typical Financial
Satement Layouts if you wish.

Define Chart of Account Ranges

Azsets Mo0d  to | 02939
Liahilitie:s 03000  to | 04939

[o5000 to [0s438
Members Eguity w ta ’m
Income: ,M ta ’m
[oro00 1o [oe8

Reserves

Expenses

If you copied the community settings from the
sample community earlier, the above numbers will
automatically be entered.

4. Review the completed entries, and click Next.

SRZ - Seneca Ridge

Azzets
Lizbilities
Reserves

Members Equity

Income

Expenzes

General Ledger Setup

Select the starting period for the Fiscal Year. This can be a month
or a Quarter. Use the down browse to select the period.

Enter the first period of the fiscal year.
I~ Are GIL Cost Centers Lised?

Define Chart of Account Ranges

All fields in red are required.

2011

(000 to [ozgss
A
FDSDT{D’W
(500 to [os98
Toeons o [cosEs
Wm]m

o Back | Newt QCancell

The completed window should ook like the image above.

Add a New Community
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Instructions

You can enter up to 9 expense ranges. If you have more than 9,
just make the last line the final range to the end of your chart of

Typethe Description of each expense range followed by
the beginning and ending account number range.

Use the <TAB> key to move fromfield to field on the
window.

Illustrations
Expense Account Range 07000 to 09999
Dites — [oseo0 o [osss
r— [ e

accounts (ex. 99999). That way, when you enter accounts into your

chart of accounts it will recognize the accounts as expenses and
give you the correct defaults on the entry window.

The expense account ranges are used to
automatically create the Income/Expense Statement
Report Layout.

6. Click CreateLayouts.

TOPSPROFESSIONAL™ can automatically create financial
statement layouts from the number ranges entered above. These 3
layouts will automatically be created as long as the Account
Ranges have been defined: Balance Sheet, Income/Expense
Satement, and Reserve Fund Satement.

Create Layouts

7. Check the boxesto select the desired default layouts.

@SV - Create G/ Layout

Change the layout names as desired.
Click OK to create the layouts.

Layout Name

I Befanice Shest [pstance snest

r Statement | Statement

I~ Reserve Statemert [reserve Statement

The layouts will be created and you will be returned to the expense
account range window.

8. Review the completed entries, and click Next.

SRZ - Seneca Ridge

to 09393
o | 07999

to | 03493
to | 03599
to | 03393
to | 08999
to | 09599
to | 08833

to | 09399

JEECECEEE

ta

Cancel

Define Expense Ranges i
You can breakdown EXPENSES on the Income Statement by entering |
a Description for each category of expense here. This will create an
Expense subtotal group if you let the system Create Layouts below.
I Expense Breskdown 1
Expense Account Range a7aan
General & Adminiztrative o7ooo
Community RoomBuilding 08000
Site Improvement 03500
4 Personnel Expense 05800
Litilties 08300
Maintznance 08000
Contract Services 039600
e Reserve Contributions 09900
e Creste Layouts o Back

Next

-

The completed window should look like the image

g

ove.

Add a New Community
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Chart of Accounts

There are certain accounts that must be part of the chart of accounts. These are accounts used by the general ledger,
A/R & owner collections, and accounts payable modules. Each of these five accounts needs to be set up in the chart of
accounts.

Instructions Illustrations

9. Click Add Acct. to add/change accountsin the chart of
accounts.

Enter Chart of Accounts

If you copied the community settings from the sample A Accounts to the Chart of Accourts o sl
community earlier, TOPS PROFESSI ONAL ™ will
automatically provide you with a chart of accounts. You may
still want to change the names or add your own accounts.

M SY - New community setup

RO

sccourt#  [1210 -[oon

10. Create anew account in the G/L. ¢ &

Type the account nhumber and description of the new

account. Description  [Cerlifioates of Depast
Click OK to create the new account. ettt |
Fin statsment type  |Balance sheet B
If necessary, change the account type, financial statement type, S T

Fund Type Opsrating ¥

parentheses control code (when the item value is negative),

Bsset Type sl =
and fund type. (These are set automatically based on the * B =
account number range set earlier). M @ 1 | @] Prad Wi

M SY - New community setup SRZ - ...

IR L[

11. Edit an existing account in the G/L

rior
Entry | fotuals

Click the down arrow next to the blank ‘account

number’ field to select the account you wish to edit. .

Description [certiticates of Depost - Resw

Make any desired changes to account name, type, AccountType  [assst
fU nd etC Fin statement type  |Balance shest >

Paren control code  |Enclose when credit >

Fund Type

The account number may not be altered, once created. To

} Asset Type [cash Ea|
change account numbers, delete the account, and re-add it
under the correct account number. Cost Center Tools 2 o | @ Cancel ‘:}Dela«el W close

12. Continue to add/edit G/L account numbers. Remember you MUST add these five accounts:

= Retained Earnings

= Cash - Bank Account

= Prepaid Adjustments

= Accelerated Assessments

= Accounts Payable Clearing

The accounts do not need to be named exactly as the example, but you must have equivalent account numbers for TOPS
PROFESS ONAL ™ to work properly.

Add a New Community Page 11 of 44
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Instructions

Illustrations

13. Click Budget Entry | &
budgeted accounts.

to enter budgets for

Generally, Budgets are only entered for Income and Expense
Accounts. The Budgets can be printed on the |ncome/Expense
Satement. TOPS gives you a spreadsheet like interface to
make it easy for you to enter the Budget. You have two choices
for entering Budgets:

= Enter Yearly Budgets - Enter the entire years
Budget in the “Total Yr”” column to have the computer
straight-line it (divide evenly by 12) for each period so
that each period is the SAME amount.
= Enter Period Budgets — Skip the “Total Yr”
column and arrow over to the months columns to enter
the budgets for each period manually.
Make surethe “Total Yr” column matches the approved
Budgets for each account.

You may enter Next Years Budget without affecting the Current
Years Budget.

M SY - Maintain Budgets

SRZ - Seneca.. Q@El

~ Select Budget Year

@ {Clirent Yoot © Newt Year

" Previous Year

Select GIL Accounts

" Select All G/L Accounts
@ Select GAL Accounts By Type

[~ Asset Accounts
[~ Lishility Accounts
[~ Enuity Accounts
¥ Income Accounts

¥ Expense Accounts

Iimprt 7
%umny & Export| S & ox | Woose

Typically, you want to enter Budgets for the Current
Year ( the default) but you can enter them for the
Previous Year and Next Year aswell. Budgetsare
usually only entered for Income and Expense Accounts.

Click OK to continue to enter Budgets.

[ il s i | (5]

Ao 0 s M Taad 1 [ ) i [ A
WeMOE mUW  mUW  EMm SN0 ENN X
SMDE s mwm mm S@ Ko
oiM0E  E R [l ]
R TN O T T

L T
T S T T T S
A mm wmw mn omo mn
ks s o [ o [
T T I T NPT P T J
a0 mm MW mm wm m

@

ot
14. Click Prior Actuals_#tuais| to enter any prior balances
into the necessary accounts.

These are the ending balances in the General Ledger for the
previous fiscal year. Prior actuals can be printed on the
financial statements as a comparison with the current year's
actuals. You can change any of the figures by picking the line
number or use this option: Clear & Reenter Periods — Clear
existing balances and enter the Prior Actual amounts for each
period over again.

M GL - Prior Actuals OEx
Account: 1210 - 000  Certificates of Deposit - Resv
Prior Vear Begining Balance
Last Year Balances:
1. January 8. August
2. February 9. September
3 March 10, Cctober
4. April 11, Navember
5. May 12, December
6. June 13,
7 duly
g ] 2 o | @

Keep these simple rules in mind when entering prior
actuals:

= |ncome - Enter with aminus (-) sign such as -

15. Click Print to view your completed chart of accounts.
Ensure the accounts are properly entered.

100
= Expenses - Enter as a positive number such as
100
=5
Prinit

Add a New Community
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Instructions Illustrations
16. Click Closeto return to the chart of accounts setup ®o
. ose
window.
X . ) Required Accounts
17. Complete the Reguired Accounts section with the ROR— T [ g e
accounts you defined in step 12. Cash - Bank Account oo - [ono
Prepaid Assessments IM - 0og
Click the View G/L Accounts button to select your accounts Accelerated Assessmerts 03330 - [000
from a brw ||g Accounts Payahle Clearing 03010 - | 000

18. Review the completed entries, and click Next.

M 5Y - New community setup SRZ - Seneca Ridge

r Required Accounts
Retained Earnings
Cash - Bank Account
Prepaid Azzessments
Accelerated Assessments

Accounts Pavable Clearing

Enter Chart of Accounts

Chart of Accounts Setup

| The account where IncomeExpense closes to at the end of the year.
This account should be in the EQUITY range of the Chart of Accounts.
You MUST enter an Account # here.

55510 - [oo0
[a1010 -[o0a
o330 - [on0-

Add Accourts ta the Chart of Accounts

All fields in red are required.
[T T 4 Backl Next [ | (@Cancel

“ew
oy GiL

o 2o

The completed window should look like the image above.

19. Congratulations! Y ou have completed the General
Ledger setup. Click Next to proceed to Accounts
Receivable setup, or Finish to stop now.

You may return to the G/L Setup any time you wish by selecting
it from the Community Setup menu. Also, all the information
entered through the G/L Setup windows can be changed,
deleted or added using the main General Ledger button.

XX - Sample Condominium

Click HEXT to continue with AR setup or FINISH to save and exit

Tl

Add a New Community
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Accounts Receivable Setup

You arenow ready to begin the Accounts Receivabl e setup process. Hereiswhere all of your owner info and recurring
owner charges are setup, so it isvital that you complete this section if you plan to be using the accounting portion of

your TOPS PROFESS ONAL ™ property management system.

Instructions Illustrations
1. If you plan to use abank Lockbox to automate the
community’s cash receipts, enter the bank assigned
. Bank Lockhox ID 52222-222
Bank L ockbox ID and, if needed, an Alt L ockbox ID
Al Lockhox ID 9959355550

(could be used for a Management Company ID). Press
<TAB>.

Up to a 13-digit code identifying this community for Electronic
Bank Lockbox interfacing.

We recommend leaving these fields blank (skipped)
unless you use bank lockboxing.

2. Click thedown arrow to select an accounting type,
either Accrua or Cash Accounting.
Press<TAB>.
= Accrual - recognizes income when due, regardless of
when payments are received
= Cash - recognizes income only when payments are
received.
What you select here will affect the Charge Tables and Misc.
Charges when you define them later in the setup.

Accrual or Cash Accounting | Accrual Accounting - ‘

Cash accounting is easier to understand for non-
accounting people while Accrual isa more accurate,
but sophisticated, way to handle the accounting.

TOPSrecommends Cash Accounting.

3. Enter thedollar amount of bounced check fees.
Press<TAB>.

When a payment adjustment is processed for a bounced check,
the owner's account will automatically be charged this fee
once the check is backed out.

NSF Default Fee | 2500

You may leave this field blank if it does not apply to this
community.

4. Enter the annual interest rate to be charged to
delinquent owners.
Press<TAB>.

Crovrer Interest Rate

15.000 %‘

If you do not charge interest, you may leave this field
blank.

5. Checkmark this box for arental community where you
wish to turn on Security Deposit, Vacancy Tracking and
Lease Expiration Reporting. Even if you do NOT
checkmark this box, you can still enter Renter records as
part of setting up the homes and owners later on, but
unless this box is checked, Renters cannot have
balances due.

v Activate Rental Accounting

Accounts Receivable Setup
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Instructions Illustrations
6. Click the down arrow to set the Default Bank ID.
Press<TAB>. Defaut Bank [1 %] First National Bank

Thisis the bank account where the cash receipts will be
deposited. It is automatically setup as Bank ID number 1 with
the name Bank # 1.

(for Deposts) ) )
1010 - 000 Cash Checking - Operating

You may change the Bank Name later in the setup.

7. Enter the default Prepaid Account Number.
Press<TAB>.

Thisisthe G/L Acct. number where owner overpayments
(called Pre-paids or Credits) are tracked. Under accrual
accounting, this would be a liability. Under cash accounting,
it would be an income account.

Dietault Prepaid Act. #PF) 3310 -| 000 g‘
Thisfield should automatically be filled in from the
required accounts. You may change it by browsing the
chart of accounts with the down arrow button.

8. Enter the default Accelerated Account Number.
Press<TAB>.

Thisisthe G/L Acct. number where TOPS PROFESS ONAL™
handles accelerated owner charges when delinquent owners
continually miss payments. Under accrual accounting, this
would be a liability. Under cash accounting, it would be an
income account.

Default Accelerated Act. # 3330 -\ 000 ;I‘
Thisfield should automatically befilled in from the
required accounts. You may change it by browsing the
Chart of Accounts with the down arrow button.

9. If Rental Accounting is checked, then you will need to
enter aGL Account # for tracking Renter Security
Deposits.

Thisisthe G/L Acct. number where TOPS PROFESSIONAL™
records renter security deposits. Under accrual accounting,
thiswould be a liability. Under cash accounting, it might be an
income account—although you should check with your
accountant for correct instructions.

Security Deposit Acct #(LS) 3330 -|000 g\

Use the down browse arrow to select the GL Account # or
to add a new Account to the Chart of Accounts.

10. Enter Aged Delinguency Report Days.
Press<TAB>.

Later, you can print delinquency reports based on the values
entered here. We recommend periods of 30, 60, and 90 days.

Aged Delingquency Report Days

# of Days in Column 1 30
# of Days in Column 2 1]
# of Days in Column 3 a0

Accounts Receivable Setup
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Instructions Illustrations

11. Checking the Y early Accounting box changes the way
owner balances are tracked. Each charge and payment
transaction then has a year appended to it. By tracking
owner charges this way, you can print reports showing r
an aging broken down by year. CurrentYear |

Yearly Accounting

If you checkmark Activate Yearly Account, then you will need to
enter the Current Year to give the AR Module a starting year to
append to all owner AR transactions.

12. Review the completed entries, and click Next.

M AR - Setup SRZ - Seneca Ridge
AR Control File

The ID used to identify this Community for Lockbox processing. This is also used for
_Leckbox coupon generation. May be left blank if uncertain.

Bank Lockbox ID ?222-222 Accrual or Cash Accounting |Accrual Accounting
Alt Lockbox D 5555555555
MSF Default Fes 25.00 Cvner Interest Rate 18.000 %

v Activate Rertal Accourting
Defautt Bank [0 [1 %] First National Bark
(for Deposits) § .
1010 - 000 Cash Checking - Operating
Drefault Prepaid ot #(PP) 3310 -{000 ;I Prepaid Owner Lssessments
Default Accelerated Act. # 3330 -| 000 ;I Accelersted Owner Assimts.
Security Deposit Acct #(LS) 3330 - 000 ’!I Accelerated Cwner Azsmis,

Aged Delingquency Report Days Yearly Accounting =
‘\ # of Davs in Column 1 30 [ ol i & e A BotTy
# of Days in Column 2 G0
. m Current Year

# of Days in Column 3

e " All fields in red are required 4 Backl S ’I @ cince

The completed window should look something like the image above.
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Charge Tables Setup

Chargetablesare used for setting up recurring chargesto the ownersaswell aslate fee amounts charged to delinquent
owners. Chargetables can be easily maintained and updated asthe charge amounts change. TOPSPROFESS ONAL ™
allows up to 10 charge tables for each community. Each charge table can contain up to 99 categories for different
amounts or levels of charges. Thisis handy where different sized units pay different amounts.

Instructions Illustrations

13. Note the name of your main chargetable.

The default name of the main charge table is A1, which is
automatically generated by the system. Subsequent tables will
be named C1 through C9.

14. Enter thetitle of your main charge table.
Press<TAB>.

‘ Title | ASSESEMENT

The default title should be ‘Assessments’, but you may choose
to name it differently, such as ‘Common Charges’,
‘Maintenance Fees’, or ‘Dues’.

15. Click the down arrow to select the frequency the ‘ Frequency |Morthly j‘
charges will be applied.
Press<TAB>.

Sdlect from Monthly, Semi-Annually, Bi-Monthly,
Quarterly, and Annually.

16. Enter the last date this charge was applied to the
owners in the community. Date of Last Application Fes | 070110 ‘
Press<TAB>.

Remember to enter datesin six digits without any
i.e. If charges are applied on the first of each month, thisfield characters between. e.g. 071500
should contain the first of this month.

17. Click the down arrow to select amethod for charges Calculation Wethoe |Flst Dollar Amourt =l

applied to the owners. Press <TAB>. = Total Amount X % Ownership - Takes the total
amount of the charge and spreads it based on the
percentage of ownership on record for each home.
There can only be one category, which should be the
total amount of the charge to be spread”.

= Enter Amount in Property Record - Usethisonly
when the number of charge amounts (levels) is too
many to fit in the 99 categories of the charge table™.

Choose from 5 different ways to handle the charge tables.

= Flat Dollar Amount - Creates a table with 99 categories to
store the charge amounts.

= % of Property Value - Thetable will store arateto be
multiplied by the assessed value of the home which is stored
in the property record’.

* Gives the option to round to the nearest dollar amount.
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Instructions Illustrations
= Sg. Ft. X Rate - The table will store arate to be multiplied
by the square footage of the home, which is stored in the
property record”
18. Enter the last date alate charge was applied to the
owners in the community. Date of Last Late Fee aTASH0 ‘

Press<TAB>.

i.e. if late fees are applied on the fifth of each month, thisfield
should contain the fifth of this month.

Remember to enter datesin six digits without any
charactersin between. e.g. 071500

19. Click the down arrow to select a calculation method for
late fees applied to the owners.
Press<TAB>.

Ll Flat Dollar Amount - $10.00

= Per cent of Unpaid Balance - 10%
If you are using the percentage method, enter the application
percentage rather than the annual percentage rate. (18%
annually = 1.5% monthly fee)

Late Fee Method | Flat Dollar Amount -]

You MUST select one of these options, even if there is
NO LATE FEE. The default option is Flat dollar
amount.

These amounts will be charged to delinquent owners
every time late fees are applied.

20. Enter the G/L account numbers for the Income and
Receivable accounts.
Press<TAB>.

If you chose the cash accounting method on the previous
screen, only the income option will be available here.

GlL Income Account 6310 ;l
GiL Receivable Account 1310 g

Click the down arrow to select from the chart of
accounts.

21. Enter the charge categories, pressing <TAB>. to
navigate between fields.

The minimum liability is the amount, which, if owed, will
trigger the late fee. If an owner owes LESS than this amount, a
late fee will NOT be charged.

AMOLNT LATE FEE hin Lisb Stop Date
01 Single Farily 50,00 1000 50,00 -
02 Townhouse 40.00 600 40.00
03 Conclominium 25.00 500 2500
04 Lot 1000 500 1000

You may add up to 99 charge categories.

" Avoid using this method if possible since it means you have to individually change the amounts for every home when the

assessment amounts change for a new year. The method you choose for this community will control the appearance of the
Assessment Table. By far, the most common method is Flat Dollar Amount.

Accounts Receivable Setup
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Instructions

Illustrations

22. Charge Type. Charge Table Al is the “Master” charge
table, meaning, it always contains ongoing charges for
Assessments and Maintenance Fees for the owners.
Therefore, the A1 Charge Tableis always a Continuing
Charge.

If you setup additional Charge Tables (C1-

C9), you can elected whether those additional Charge
Tables are Temporary, such as a specia assessment that
may only be levied against owners for 6 months. If itis
a Temporary Charge, then select that Charge Type. You
can then enter the Start and End Date for this owner
charge.

Charge Type
¥ This iz a Continuing Charge
e

A Continuing Charge, like the A1 Charge Table, has no
Sop Date. Any Charge Table, A1 or C1 - C9, can bea
Continuing Charge.

Charge Type
" Thiz iz & Continuing Charge

A Temporary Charge, Tables C1 — C9, can have a Sop
Date, meaning, once this date is reached, the owners will
no longer be charged.

The default is that each Charge Table is a Continuing
Charge.

23. Review the completed entries, and click Next.

& ar - Setup SR2 - Sterling Ranch HOA
A ) |‘ ) | x
Hew | gave | Cancel ‘ ’ Utilties

B
B ) E Charge Tables
Ch Delets

e | Print

Table = JF
Date of Last Application Fee | 07/0140
Date of Last Lats Fes oFfEin

Title | ASSESSMENT

Gl Incame Accourt 6310
1L Receivable Accourt 1310

Charge Type
iR

AMOLNT

Single

02 Townhouse 40.00 600
03 Concominium 25.00 5.00
04 Lot 10.00 5.00

| Use down arrow to browse Charge Tables or click + to Add a new Charge Table.

Freguency (Monthly il
Calculation Method |Flat Dollar Amount hd
Late Fee Method  [Flat Dalar Amount bl

ﬂ Assessment Income
!I Aszzessments Receivable

& This is a Continuing Charge

LATE FEE Min Liah

Mum of Charge Catgs

Stop Date

40.00
25.00
10000

i |

Accaunting Method: ACCRUAL
All red fields are required

03
Future charges | i Add o Back| Mewt p | @Cancel

The completed window should ook like the image above.

Accounts Receivable Setup
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Miscellaneous Charges

The miscellaneous chargesfileis a table, which contains the G/L account numbers from the chart of accounts, which
TOPS PROFESSIONAL™ will use for handling charges for such things as late fees, NSF Charges, attorney fees,
administration fees (collection action costs) and other miscellaneous (unscheduled) charges. A chargeis not active
unless an account number fromthe chart of accountsisassigned to it. Whilethereare a number of pre-defined charges,
you may also define up to seven user-defined miscellaneous charges here. These might be used for things such asa
move-in/move-out charge, resale package, lockout charge, etc.

Instructions Illustrations

24. Review predefined owner charges, and edit accounts | [os
as necessary.

G330
1330

Attorney Fees Legal Fees Reimbursemernt

Legal Fees Receivable

If you chose accrual accounting, it isvital that each charge
code contains two G/L accounts: an income (profit and
loss) and a receivable (asset) account number. Cash
accounting users need only select an income account
number.

To edit G/L account numbers:

1. Click on the G/L number you wish to edit
2. Backspace four times

3. Typethe new G/L number

4. Press<TAB>.

25. Click Add to add a new Misc. Charge Code & s

26.

Typein adescription of the charge code

pr TAB 12 Mave Iniout] |
ess<TAB>.

27. Click the down arrow to browse the chart of

accounts.

Cash Savings - Operating
Cash Savings - Reserves
Certificates of Deposit
CURRENT ASSETS:
Agsessments Receivable
Developer Azsmis. Receiv.
Special Assmts, Receiv.
Late Fees Receivable

28. Scroll down to find the appropriate account. Once
found, double click the account number to select it.

Press<TAB>.

You may not find an appropriate account number in the
chart of accounts. If you do not, you may add a new
account by clicking the Add New button in the G/L account
browser window.

Late Fees Receivable - Gp 001
Late Fees Receivable - Gp 002
Legal Fees Receivable

Misc. Owner Receivables
Owner Coll. Costs Receiv.
Owner Admin. Fees Receiv.
Owiner Interest Receiv

Special Aszeszments Rec,

oaz0 Recreation Pass Receiv. bt
[
t Add Newl o 0K X Cancel

Accounts Receivable Setup
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Instructions

Illustrations

29. Continue to add charge codes until all of the miscellaneous charges have been added. Review the completed

entries, and then click Next.

AR - Setup SR2 - Sterling Ranch HOA

01 LateFees 6340
1340
02 MSF charges 6330
1380
03 Admin. Fees B350
1380
04 Interest 6390
1390
05  Aftormey Fees B350
1350

All fields in red are required

rm——————— T ¥

Misc. OGwner Charges

| REQUIRED: Activate the charge by entering a LATE FEE Deseription & INCOME Acct. 2
| Use down arrow to select Account #from Chart of Accounts.

Lete Fee Income
Late Fees Receivable

Owner Admin. Fees Income

Qwvner Admin, Fees Receiv.

Qwvner Momin, Fees Income

Qwyner Aomin, Fees Receiv.

Qwener Interest Income
Qwenet Interest Receiv.
Legal Fees ReimbLrsement
Legal Fees Receivable

=

Accounting Method: ACCRUAL

4 BackI Next [ QCamll

The completed window should look like the image above
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Required GL Account Numbers

There are chargesthat must exist for TOPSPROFESS ONAL™ to properly handlethe Owners A/Rfunctions. You must
set up a chargetable, and assign G/L account number s fromthe chart of accountsfor each of the following lines inthe
table.

Code Charge Description Type Accrual Cash
01 Late Fees Income Income Income
Receivable | Asset ~Skip~
02 NSF Charge Income Income Income
Receivable | Asset ~Skip~
03 Admin Fees Income Liability” (or Income) | Liability” (or Income)
Receivable | Asset ~Skip~
04 Owner [nterest Income Income Income
Receivable | Asset ~Skip~
05 Attorney’s Fees Income Income (or Expense) Income (or Expense)
Receivable | Asset ~Skip~
06 Work Order Charges Income Income Income
Receivable | Asset ~Skip~
07 Misc. Owner Charges Income Income Income
Receivable | Asset ~Skip~
08 Specia Assessment Income Income Income
Receivable | Asset ~Skip~

* Make this a liability if you are a management company and you wish to receive the income from delinquency action charges
(Ex. automatic certified letter charges). Make this an income account if the community will receive the money from these
charges.
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Cash Application Table

The cash application table allows you to define, for this community, the order in which owner payments are to be
automatically applied by the cash receipts program, in the event an owner owes monies for morethan one chargetype.
The table will provide a consistent means of applying payments. You may override the proposed distribution of a
payment as you are entering payments.

Consider the Order of the Table
Y ou should give some consideration asto the order that paymentswill be applied. Ask yourself —“Do I want payments

applied first to 'Recurring Charges', then 'Late Fees', then 'Attorneys Fees'?” and so forth.

Recurring Charges First:

Applying owner payments to charge table balances first, then the remaining miscellaneous charges (including
late fees), is a more lenient order since it will help prevent late fees from being charged if an owner does not
pay the entire balance due on his account. Late fees are only charged on delinquent recurring charge balances,
not on miscellaneous charges due.

Recurring Charges Last:

Applying owner payments first to all the miscellaneous charges due, such as late fees, attorneys fees,
administrative fees, collection costs, etc., and then to assessments and optional charges last is a more strict
order, since it may compound the charging of late fees on previously applied late fees. This is because owner
payments will be applied to the miscellaneous charges due first, possibly leaving recurring charges still
outstanding the next time late fees are charged.

Selecting an Order

You must realize that any order you choose can create disputes with delinquent owners. You may
wish to check with the Board of Directors and request a board motion to establish the order of
payment application as a policy resolution.

Naturally, the courts are the final recourse to solve disputes over the method of payment application
but the consistency provided by this table may be the basis of a good defense in such a dispute.
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Charge Codes

You are ready to enter the charge codes in the order that payments are to be applied. You may enter eleven charge
codes in this table. If there are not enough lines for all of your charge codes, put the main ones in this table. When
posting owner cash receipts, TOPSPROFESSIONAL ™WILL apply payments against chargesthat are not defined in
thistable, but it will do so only after trying to satisfy the charge codesin thistablefirst. Asyou enter cash receipts, you
can distribute a payment to any active charge codes — not just the onesin this table.

The order of priority when distributing paymentsis: 01 = Highest, 11 = Lowest. Proceed to complete the table.

Instructions Illustrations

30. Click thedown arrow.

31. Double click the charge code you wish to be applied ) AR - Select Charge C... [2 |[E)[X]

FIRST.
Press<TAB>.

ASEESSMENT

01 *% |ate Fees

02 =% PSF charges
03 *% Admin. Fees
04 *% |nterest

05 =% Aftorney Fees
0& Work Order
ar Misc. Charges
05 *=%* Special Assmts. ﬂ

*% - pready Used & oK | OCanceII

32. Follow steps 30 and 31 until you have completed the
desired order.

You may set up to 11 charge codes. It is OK to have blank linesin
thistable if you do not use all 11 lines.

33. Review the completed entries, and click Next.

) AR - Setup SR2 - Sterling Ranch HOA [ [=1E3]
Cash Application Order
Here you will define the order in which the system

automatically applies cash receipts o the owner's accourt
Simply erter the 2 digit charge code in the order to be applied

oAl ASSESSMENT
0z M Late Fees

03 05 Attorney Fees
o4 02 MSF charges
05 03 Admin. Fees

05 04 Interest

or 08 Special Assmts.

I~ Apply Cash Receipts ONLY to Charge Codes Listed Above

[ ek Ty ASCOR Qrder

e et T

o add | @Upse o Back| Mext P | @ancel

The completed window should look like the image above
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Instructions

Illustrations

34. Congratulations! Y ou have completed the accounts
receivable setup. Click Next to proceed to community
setup, or Finish to stop now.

You may return to the A/R Setup any time you wish by selecting it
from the Community Setup menu.

&) SY - Add New Community

You have completed setting up A/R for:
SR2 - Sterling Ranch HOA

Click NEXT to add Owners or FINISH to save and exit

4 Back o Finish

Accounts Receivable Setup
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Adding Homes & Owners

You are now ready to add the Homes and Owners for this new community. Following the directions below, you may
begin to enter the information about the home, regardless of who ownsiit.

Instructions

Illustrations

1. Typethestreet address of ahome.
Press<TAB>.

Thisis a house number only! Do not enter the street name here.
You may enter numbersor lettersin thisfield.

Street Address | 1000

This should be the physical location of the home,
even if the owner lives elsewhere.

2. Enter the unit number of the home.
Press<TAB>.

Unit # | A101

If you did not check the ‘Use Apartment #’ box
earlier, this option will not be available.

3. Enter the street name on which the home is located. Press
<TAB>.

Earlier, you entered the city, state, and zip code of the
community. This address will automatically use that data.

You may enter up to 35 charactersin thisfield. Click the down
arrow to select an existing street in the community.

|Street Mame

3]

If you are adding a new street, you will see this
message:

| Sienna Ridge Drive

SY - TOPS MESSAGE

2

Adding Mew Street:
Sienna Ridge Drive

Click Yesto add the new street or No to re-enter or
select an existing street.

4. Enter the desired account number of the home'.
Press<TAB>.

If you do not wish to use street address to identify this home,
enter the desired account number here. This may be used as the
default method for accessing homeowner records.

Account # 01-1000 ‘

You may enter up to 12 charactersin thisfield.
Leave it blank if you wish to store owner records by
street address.

5. Enter the Lot or Unit number of the home™
Press<TAB>.

If you do not wish to use street address to identify this home,
enter the desired lot or unit number here. This may be used as the
default method for accessing homeowner records.

Lat £ Lirit

A1000 ‘

You may enter up to 10 charactersin thisfield.
Leave it blank if you wish to store owner records by
street address.

“ Do not use spaces when entering in this field. (OK — 12-345 or 12345, NO — 12 345)

Alphabetic characters will automatically be shifted to ‘ALL CAPS’.

Owners & Homes Setup
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Instructions Illustrations
6. Review the completed entries, and click Next.
&op - add properties SR2 - Sterling Ranch HOA
Property Setup
HEXT Continue with setup
BACK Previous screen
CANCEL Exit without saving changes
Brovwese Homes
To add a new Home and Owner, enter the information belowe
Property Info
Street Address 1000
Street Mame I Sienna Ricge Drive i‘
Accourt # 01-1000
Lot £ Unit 21000
Acd Mewe Owner screen 1 of &
aassssssess” gcénw|
The completed window should look like the image above
7. Enter the valuefor the first legal description.
Press<TAB>.
This applies to the two ‘legal description’ fields you had the Flat Book ¥
option of adding in the initial setup. If you did not use these
fields, skip to step 9.
8. Enter the value for the second legal description. Press
<TAB>.
UERS
This applies to the two ‘legal description’ fields you had the
option of adding in the initial setup. If you did not use these
fields, skip to step 9.
9. Click the down arrow to select YES or NO for group
owner. Press <TAB>. Group Owner? Yes v ‘
If the owner of this house owns a number of propertiesin the o )
community, and you wish to have group billing, reports and {f you selected “no in step 9, skip to step 1.
labels, select YES.
10. Click the down arrow to select the group number . Press

<TAB>.

You must first create owner groups before you may select from
them. Add the first property owned by a group owner, defining
them as a group owner. Later, when adding additional
properties owned by this owner, select them from this field.

Group # | 000001 |

Owners & Homes Setup
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Instructions Illustrations

11. Enter the squar e footage of the home.

< >
Press <TAB>. Scquare Footage 1,200 |

Thisis an optional field. The square footage may be used times
a cost rate as an alternative method for calculating recurring
charges using the charge tables.

You may enter up to seven charactersinto thisfield.

12. Enter the section number if this home is a part of a

section or building. Press <TAB>. If you wish to group the homes on reports by section,
building, or phase, enter the number.

13. Enter the assessed value of this home, if desired. Press

< >
TAB>. Azsessed Yalle 175,000.00 ‘

The assessed value, as determined by the state or local tax
assessor, may be used times a rate as an alternative method for
determining recurring charges.

You may enter up to ten charactersinto thisfield.

14. Enter the G/L cost center for this home.
Press<TAB>.

GiL Cost Certer [200 |

You now" have an opportunity to enter a department number, cost
center or neighborhood number for the home. Using cost centers, You may enter up to three charactersinto thisfield.
you can track owner income and receivables for sections of the
community, by department or by year.

15. Enter theratio of ownership. Press<TAB>.

Thisfield allows you to record the percentage (%) of ownership Fatio Im ‘
or voting shares for thishome. Normally, thisin only needed for
a condominium. This information will show on several owner You may enter up to nine digitsinto this field. It may
reports, including the annual meeting report. You can also use it be left blank if it does not apply to this community.
to spread a charge table amount across all homes in the
community.

16. E(r)l:rel; the Zip Code, Plus Four, and Carrier Route of the TiorarCanier Route = B |_‘

Notice that the default answer isthe zip code plus
four from the owner control. If thisis correct, you
may simply press <TAB> to accept it.

TOPS PROFESSIONAL™ will use this when addressing mailing
labels, hills, statements, and coupons unless thereis an alternate
mailing address for the owner of this home.

* This option will only appear if you answered yes to the question, ‘Are G/L Profit Centers Used? on page 9, when you did the
G/L setup. If you wish to use cost centers they must first be defined in the G/L Chart of Accounts by selecting General Ledger
from the setup menu option.
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Instructions Illustrations

For Owners with an Offsite Mailing Address you will be able to
enter the Zip Code + Four + Carrier Route as you set-up the
Owner information on the next window.

17. If thishomeis arental unit and you wish to activate

accounting, meaning, you wish to record rental income and

other charges for the tenant, then checkmark this box. It you leave this unchecked, you can still enter renter

recordsin addition to the owners, but you will not be
able to levy charges or enter payments for the renters.

18. Review the completed entries, and click Next.

) 0D - Add properties SR2 - Sterling Ranch HOA CEx
Property Setup
1000 Sienna Ridge Drive
HEXT Continuem\nrith setup: BACK Previous screen
| CANCEL Exit without saving changes
 Property Info {continued}

Plat Book #
A,

Group Owvner? Yes - Group # ] 000001 ﬂ
Square Footage 1,200 Builcling fuu)]
Azzessed Yalue 175,000.00

GiL Cost Center 200
Ratio 0. 002255000

Iip+d+Carrier Route 73035 -1 313 -1

[ Rertal Urit

All fields in red are required. o sack m QCancell

The completed window should look like the image above

Add Meww Owner screen 2of 5
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Enter Owner Information

You will now begin entering specific owner information for this home. Each home may contain up to four owner
classifications: owner, previous owner, renter, and developer. These classifications allow you to generate a property
history, tracking all activity involving this property.

Instructions Illustrations

19. Click the down arrow to select an owner classification.

Clssification [owner <
Press<TAB>.

You may select from these types: owner, previous
owner, renter, and developer. Recurring charges can
only be activated for owners and developers.

This code defines the type of owner record you are entering for
this home. From these codes, you can print selected reports that
include some or all of these owner classes.

COnvner's Marme | James & Donna Harrizon

20. Enter the name of the owner (or renter, previous owner, or
developer). Press<TAB>. You may enter up to thirty-five charactersinto this

field.
Thefirst and last name of the owner. This name is used for owner

reports, mailing labels, reports & notices, etc. If the owner isa If there is no owner name entered for this home, the

business, rather than an individual, type the business name in this system will not recognize this home as settled. No
field recurring charges will be calculated by the system

until an owner is added.

21. Enter the sort name for this owner class. Sort Mame
Press<TAB>. HARRISCHN
Thisis usually the last name of the owner. Thisfield is used by You may enter up to twenty characters into thisfield.
the system when doing name search functions and for printing Typed characters will automatically be upshifted to
reports by owner name. Enter a sort name for each owner. ‘ALL CAPS’.

22. Enter a second owner name. Press <TAB>.

. - 2nel Mame |
If the home is owned by two persons, this field may be used for
the 2nd owner name. It may also be used for the spouse name, but You may enter up to thirty-five charactersinto this
the 2nd name does NOT print on letters or mailing labels due to field. If desired, thisfield may be left blank.

space limitations.

23. Enter the sort name for the second owner.

Press<TAB>. ’7
Thisis usually the last name of the owner. Thisfield is used by
the system when doing name search functions and for printing
reports by owner name. Enter a sort name for each owner.

You may enter up to twenty charactersinto thisfield.
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Illustrations

24 Enter an alternate address for the owner.
Press <TAB>, enter the secondary address line, if needed,
and press <TAB>.

If the owner has an offsite mailing address (other than where the
home islocated), where all correspondence for the home isto be
sent, these fields are used.

Alternate Adcdr | 2401 Embassy Road

You may enter up to thirty charactersinto these
fields.

If the owners live in the community and want their
mail from the association sent there, do not enter
anything in these fields.

25. Enter the city, state, and zip code of the alternate address.
Press<TAB>.

|C'rty ﬂ | Plano
State [T ZinCode| 75067 2245 Carrier

You may enter up to twenty charactersinto the city
field, two in the state field, five, then four inthe zip
code fields and four in the Carrier field.

26. Click the checkbox to set the aternate address as the
default.

Check this box if there is an alternate address entered in the
fields above and you wish to use this address for mailing labels,
correspondence, and bills for this owner.

[ Use Atternate Address |

Leave the box blank if you wish to use the property
address (the address within the community).

27. Click the checkbox if you wish to add another alternate
address. Press <TAB>.

Check this box to enter a 2nd offsite address. (This might be the
address of an individual, working on behalf of the owner; it might
also be used if the owner has another address for part of the
year.) If this box is checked, you will be able to enter the 2nd
alternate address.

[ 2nd Atternate Address |

If you did not check this box, skip to step 29.

28. Complete the fields for the second alternate address,
pressing <TAB>. to navigate between the fields. When
done, click OK.

NEE

&op- Multi-property owners

Alt. Mailing Addr.2 [ £
Acdress 1 |
Address 2 ‘

State ’_ Zipl_-r]_ Carrier’_
If checked, the boxes for mailing labels, bills, statements, and T —
special forms mean that these items will be sent to this addressin et
addition to the alternate address on the first window. g e Z o | @ance
29. Enter the settlement date. Press <TAB>.
The date the current owner actually became the legal owner of | settlemrt Date | 03413410 |

the home. For a renter this can be the lease date. This
information is printed on owner reports. It can be useful when
you need to determine who owned a particular home during a
certain period.

Remember to enter dates in six digits without any
characters between: 031910.

Owners & Homes Setup
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Illustrations

30. Enter the primary phone number” of this owner. Press
<TAB>.

Typically, this field would store the home phone of the owner, but
may contain a business phone number, aswell. e.g. for a
developer or previous owner

Phane

713-555-1212 |

Phone numbers are not formatted by TOPS
PROFESS ONAL ™ so you may enter any value up
to thirteen characters.

31. Enter the work number” of this owner.
Press<TAB>.

Some mangers prefer to use thisfield to enter an extension of the
primary phone number.

Wark | 713-555-4444

Remember to format this field exactly as you wish it
to be displayed.

32. Enter an alternate number” for this owner.
Press<TAB>.

You may use this field to store an emergency contact number, or
a mobile phone, or pager number.

Al # | 713-555-67849

Consistency is the key to nice reports. Set a standard
for all phone numbers.

33. Enter afax number for this owner.
Press<TAB>.

|

‘ Faxx

34. Enter an e-mail address for this owner.
Press<TAB>.

| E-Mail | harrydonig@gmail.com |

35. Review the completed entries, and click Next.

Home: 1000 Sienna Ridge Drive

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

Classification  |Dwrier

=

Sort Mame

Addd Mew Owner screen 3 of &

Crvner's Mame | James & Donna Harrison J HARRISON
2nef Matne I ‘
Alternate Addr | 2401 Embassy Road

|
[eity = [Frano
State TX  ZpCode) 75067 | 2245 Carrleri

¥ Use Aternste Address [ 2nd Afternate Address

Settlemnt Date [ 03A 80 Mowe Cut
Fhone [713-8551212 " T wniisted
Wiork 7135554404 [ Unlisted
ar# [713.8558788 T Unlisten
Fax

E-Mail |harrydon@gman com

All fields in red are required.

The completed window should look like the image above

“If you (or the owners) do not wish to print this phone number on the telephone directory report, check the unlisted box to

suppress it.
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Enter Recurring Charges

Next, TOPSPROFESS ONAL ™will prompt you to enter recurring chargesfor thishome. Hereiswhere you will add
any charges that occur on a regular basis. Charge codes may be selected from the charge code table you created
earlier in the A/R setup.

Instructions Illustrations

36. Click the down arrow.

37. Double click the charge category for the first recurring

Sch.# A1 ASSESSMENT

charge. e

1| Single Family 50.00
Continue to select the appropriate Charge Category for each g Sfl:!l?iii :2 Eg
Charge Table that applies to this home until all recurring charges 4 Lot 10.00

are complete and look correct.

38. Check the debit checkbox if you wish to direct debit the
owner’s bank account for this charge.

39. Review the completed entries, and click Next.

Activate Recurting Charges for Owner

1000 Sienna Ridge Drive
James & Donna Harrison

]HEXI Continue with setup: BACK P
| Cata. [sen [ cha

1 L\ A1 ASSESS

1 i‘ C1  SPECIAL ASSMT

350 W

sl New Owner screen 4015

o @ el

The completed window should look like the image above

40. Congratulations! Y ou have completed the setup for one home.

New Owner Info

You have adeied new Property and Ovwner information for
Address 1000 Sierna Ricge Drive
Account# 01-1000
Lot/ Unit #1000
Owner James & Donna Harrison
2nd Owner
Alt Addr 2901 Embassy Road

Plano T TS067-2245

Beginning Balence o ek f et b vnmshl

If you wish to add beginning balances for this owner, click Beginning Balance. Otherwise, click Next to add
another home.

Go to step 41 to set a beginning balance, or return to step 1 to add another home.
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Beginning Owner Balances

The beginning balance function allows you to capture the beginning balances, both delinquent and credit, for homes
within the community.

Prerequisites

Before entering the beginning owner balances, you must have completed the setup of charge tables,
miscellaneous charges, and the cash application table, which are al part of the owner and A/R setup.

Information Needed

Y ou will need abreakdown of theindividual balances due from each owner so that you can load the amount of
recurring charges, late fees, attorneysfees, interest, miscellaneous expenses and any other outstanding balances.
This gives TOPS PROFESSIONAL™ a starting place for determining delinquency action and for preparing
delinquency reports.

No G/L Entries

No Cash Receipt Journal or General Ledger transactions are created by this program. Thisis not done because,
we assume with a new community that you will be loading G/L balances that include the beginning owner
balances. If this program generated G/L transactions, they would duplicate your beginning general ledger
balances.

Y ou only need to enter beginning balances for Owners that owe money or have credit balances as of the date
you are starting up this community. If they do not have a balance, you do not need to enter any beginning
balance.

Y ou may enter an aged breakdown of the balance if you wish, by entering separate dates on each beginning
balance. There isamaximum of 20 line items for loading beginning owner balances.
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Entering Beginning Balances

You can perform several functions with this section. They are: enter beginning owner balances, change beginning
owner balances, erase owner payment histories, and re-sequence payment histories by date. Each of these optionsis
covered below.

Instructions Illustrations

41. Click thedown arrow next to ‘code’.

Press<TAB>.
42. Double click the char ge code for the first beginning balance. Cade Description
. Al ASSESSMENT -
Press <TAB> twice. 01 Late Fees

02  MSF charges

03 Admin. Fees

04 Interest

05  Attorney Fees

08 work Order

07 Misc. Charges

03 Special Assmts. j

You may also type the charge code directly into the column.

43. Enter the date as of which you are capturing beginning balances.

Press<TAB>. Date

This is the effective date of the balance due entry, which is then used for

aging balances due throughout the software. Generally, this should be You MUST enter a date for each beginning
the LAST day of the period just before starting TOPS balance item.

PROFESSONAL™.

44, Enter the amount” of the beginning balance for this charge code.
Press<TAB>.

45, Enter the offset account number. Press<TAB>. b4

6310

This should have been entered automatically if you setup your accrual Cash accounting types need not worry about
accounting type as described previoudly. thisfidd.

" You can use a minus sign on the transaction if you need to enter a credit balance for a charge. Simply type this sign (-)
before entering the amount. If no minus sign is entered, it means it is a balance due rather than a credit balance.

Although you can enter a credit balance as described above, the preferred method is to enter it on the credit — prepaid line
at the bottom of the window. This creates a credit balance that the system will automatically apply against future charges.
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Instructions Illustrations
Entering Owner Credit Balances ntor Propaa pate: | I
46. Prepaid Owner Balances mean owners with beginning balances CoRd | ancrt |
that are credits rather than balances due.
You can enter the amount of the credit either as a general credit (PP
Charge Code) or earmark the credit so it only gets applied against a
particular Charge Code ( PP — Al would only apply the credit against |
future A1 Cha.l'ges) Total Prepaid: 0.00
Select the PP Charge Code where you wish to enter the Beginning Credit
Balance

Remember, you also have the option of entering the credit directly to a
Charge Code (like A1) with a minus (-) sign. But if you enter the credit
this way, the credit will show on Owner Balance Due reports rather than
on the Prepays Report. It’s not a problem as long as you understand the
way the credits are handled in TOPS Professional™.

For ownerswith a credit balance, select a Prepaid (PP) Charge Code:

PP — General Credit
PP-XX — The credit in only applied against future charges for the XX
Charge Code.

SELECT PREPAID

PP Auto Frepsid
PP-A1 ASSESSMENMT
PP-0 Late Fees
PP-02 NSF charges
PP-03  Admin. Fess
PP-04 Irterest

PP-05  Aftorney Fees
PP-06  whork Orcler
PP-O7 Misc. Charges

|

@ oo

47. Continue to add beginning balances, following steps 41-46. When you have completed the beginning balances

for this home, click OK.

Unit ID: 01-100¢
James & Donna Harrison

o
145000
30.00

Q7r31io
07i31410

o
ASSESSMENT
Late Fees

M om

[ Delete Histories

PP Credit - Prepaid

3 Select
Bp Cler &Pmnaud

180.00

6310
6340

=

Click Next and go to step 1 to add another home, or click Finish to complete community setup.

48. Checkmark the Delete Histories checkbox if you wish to wipe
out the existing owner history for this owner and enter new
Beginning Owner Balances.

If you are setting up a new community, you would most likely NOT want
to check this box. It would erase any payment history records on file for
this owner.

[~ Delete Histories
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Accounts Payable Setup

The accounts payable module is where you can enter invoicesto be paid, and write checks to pay the expenses of the
community. Before any invoices can be entered or checks printed, you must setup the A/P module. Although you can
perform the setup on the normal A/P menu, for your convenience the two steps are presented here as well.

The community setup wizard ends at entering homes & owners in the community setup section you just completed. It
does not take you through the A/P setup. You must return to the setup menu and click on A/P Setup.

Instructions Illustrations
1. Fromthe main TOPS PROFESSIONAL™ window, click Setup. AP Setup
Click Accounts Payable Setup.

= Control Info — configures the handling of the accounts payable %
functions and sets the default actions for A/P. For set up iy
instructions, click Control Info and continue to step 2. g

= Vendor —acompany or individual whom you are paying for Sl
goods or services, using the A/P system. For instructions, click ﬁ\
Vendors and continue to step 15. e

2. You must enter an AP Clearing Account # whether you plan to
do Cash or Accrual Accounting. Click the down arrow next to Account Mumber  [33010 - 000 ﬁ\
‘Account #’ to browse the Chart of Accounts.

3. Double click the primary account for accounts payable. Press
<TAB> twice.

Account 1 Description ~

03050000 Unearned Incame
03110-000 Employee Federal With

Thisisthe A/P clearing account. Typically a liability account, it is 03120000 Employes’s FICA,
. ’ 03130000 Emplovers FICA Pavable
required for standard A/P transactions.

4. Click the down arrow and select alocation to print the A/P check
number.
Press<TAB>.

Depending on the type of checks you ordered for use with the A/P
system, (do they have the check number preprinted on the check and
stub?) answer this question. You MUST select one of these options so
you know what check number the A/P system has assigned to a printed
check.
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5. Enter the last voucher number”.
Press<TAB>.

A Voucher is a numbering system designed so TOPS PROFESSIONAL™
can keep track of bills and manual checks. Snce vendor invoices tend to
use different invoice numbers, the voucher number gives the A/P system

a uniform way of tracking A/P transactions.

| Last Woucher # | |

Thisfield automatically stores the LAST
voucher number used by TOPS
PROFESS ONAL™. You may enter a new
voucher number or leave it blank.

6. Click the down arrow next to default cash. Detault Gash ’1_@01,010 el
Caszh Thecking - Operating
7. Double click the default bank account through which this I;lil
. . . . 1 Fist Mational Bank 1010 - 000
community will be processing transactions. Press <TAB>. 02 Suntrust 1020 - 000

8. Click thedown arrow and select a check format from the list.
Press<TAB>.

= With reference — prints the invoice reference field on the check
and the stub. This reference field is used to describe theinvoice
purpose.

= Without reference — prints the invoice reference field on the
check only.

= Dot Matrix version 1.0 — If you are using Real World 1.0
checks, select this option.

= MICR format — If you purchased the MICR printing interface
to print blank checks with magnetic ink, select this option.

= QuickBooks— If you are using QuickBooks compatible checks,
select this option.

= Many Others

Check Format:

GuickBooks j
Laser with reference ~
Dot mmitrs sweithiout reference

Dot mitrx weith reference

Dot mitrx Yer. 1.0
MICR formst

MICR: with referance
el =

Prodazter Laser

Profazter Dot Matrix
GuickBooks wi MICR

Legal Size MICR

Custom Check b

9. Click thedown arrow and select an accounting method for A/P.
Press<TAB>.

= Cash - Recognizes the expense from paying an invoice only
when the A/P check isissued. Up until an Invoiceis paid, no
expense for it isrecorded in the general ledger. However, you
can see the pending invoice when you do a vendor inquiry or
print the A/P open item report.

= Accrual - Recognizes the expense from an invoice as of the date
you specify when the invoice is ‘posted’ regardless of when the
check isissued to pay the invoice. The other side of theinvoice
expense distribution goes to the liability account A/P clearing.

Mccounting Method | Accrual j

“ We do not recommend that you change this number. However, if you do, understand that every time you add a new
voucher it will automatically increment from the last voucher number stored here.
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10. Click to select or deselect the checkbox labeled Print
community name on A/P checks’. Press <TAB>.

Depending on the checks you ordered you may already have the
community name preprinted on the checks. If so, leave the check box
blank.

v Print community name on &P checks|

11. Click to select or deselect the checkbox labeled ‘Print audit
trail reports’. Press <TAB>.

If you leave this field blank, you CANNOT reprint the A/P reports
themselves but you can still regenerate the audit trail using the G/L
source reprint report from the G/L print reports menu.

[~ Print awdit trail reports

You can elect to suppress the printing of
posting registers for bills, manual checks, and
adjustments.

12. Click if you wish to have the ability to enter a separate
description for each line item of expense distribution when
entering invoices to be paid.

[~ Customize AP reference by Distribution

13. Click to select or deselect the checkbox labeled ‘Warning for
vendor insurance expiration’.
Press<TAB>.

Check this box to activate the warning system. If you open an invoice for
a vendor whose expiration date is past the current date, you will see a
warning pop-up window. You may continue to enter and post invoices,
but you will know to contact the vendor to get updated policy info.

[ Warning for vendor insurance expirstion

Check the box to activate the warning system
or leave blank if you do not want to use this
feature.

14. Click to select or deselect the checkbox labeled ‘Use
distribution formulas’. Press <TAB>.

Check this box too if you want to setup formulas to distribute invoice
expenses to certain set expense accounts or cost centers. Thisfeatureis
primarily used by condominiums where expenses need to be distributed
across each building or in master associations where expenses are
distributed across sections of the community.

[ Usze distribution formulas

Check the box to activate this option or leave
it blank if you do not want to use it.

15. Click to make the invoice “Effective Date” today’s date when
you are entering invoices to be paid. The “Effective Date” is the
date the expense is recorded for an invoice if using Accrua
Accounting.

| [ Make Invoice Effective Date the Current Date

Accounts Payable Setup

Page 39 of 44




TOPS Professional Community Setup User Guide

Instructions Illustrations

16. Congratulations! Y ou have completed the control information for the accounts payable module. Review your
answer to ensure they are correct, and then click OK.

General

Acoount Mumber @;‘
Account Description C T abl
Print AP Check # On: [Both L]

Last Youcher # ,—_

Defaut Cash [T~ %! o110 - ooo

Cash Checking - Operating

Check Format: GuickBooks 51
Accounting Method | Accrual >

Printing — Options
IV Prirt comimurity rame on AP checks I Customize &P reference by Distribution
W Warning for vendor insurance expiration

[~ Use distribution formulzs
I Make Invoice Effective Date the Current Date

The completed window should ook like the image above.

I Print audi trail reports
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Vendors Setup

Avendor must exist in the system before a check can beissued or an A/P transaction can berecorded against them. Use
this section to add, change, and delete vendors, and to print a vendor list or labels. Through the vendor info you can
control whether a vendor getsa 1099. Furthermore, you can storethe default G/L account number used to charge off.

Vendors can be copied from an existing community to a new community using the express setup function (see Adding a
New Community). This saves time when setting up a new community, as you would only need to add the vendors that
are unique to that community.

Instructions Illustrations

17. Click Add New to add a new vendor. i Add

18. Typeavendor ID (up to 6 characters).

Press<TAB>. ‘ Vendor ID | apc ;l‘

Thisis a unique code used by the system to store the information for
this vendor. This field value must be unique to identify each vendor.

After six characters, the cursor will automatically

You may enter either an actual number or an alphabetic advance to the next field.
abbreviation of the Vendor's name.
19. Enter the name of the vendor.
“ ABC MAINTEMARCE

If the vendor name is an individual (instead of a business name),
enter the last name first, followed by a comma and a space, then the
first name. Thisis so the individual will be sorted alphabetically by
last name instead of first name, so you can locate him easily in your
files.

You may enter up to twenty-five charactersinto this
field. At least one character isrequired.

20. Checkmark if you are adding a “Global Vendor”. This
means you want the vendor to show-up in all communities.

An example of this would be a utility company or the management

company itself. By making a Global Vendor, you can change or
update the vendor info in any community which will then update that
vendor record everywhere it exists.

21. You can make a vendor “Inactive”, meaning, you no longer -
[ Insctive vendor

plan to process payments for the vendor.

Mail To
22. Enter the mailing addr ess of the vendor, pressing <TAB> to Address 1 [100 Main Strest
navigate the fields. Press <TAB>. Address 2 | Gathershurg, MD 20879
Enter the street address on one or two lines. Enter the city, state, Address 3 |
and zip code on a separate line. If you need only two lines, use lines

1and 2, leaving 3 blank.
You may enter up to twenty-five characters.
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23. Check the 1099 checkbox if this vendor receives a 1099 at
the end of the year. Press <TAB>.

Unincorporated companies or individuals who provide labor,
materials, goods, or services should get a 1099 for any payments
from the community. Expense reimbursements (mileage, supplies,
etc.) need not be reported on a 1099.

v 1099 1093 D | 221123417

If you check the checkbox, you will be prompted to
enter a Federal Tax ID (SSnumber) for this vendor.

24. Enter aType/Desc, if desired. Press <TAB>.

Enter any additional information or comments you wish to have on
file for this vendor, up to 25 characters.
e.g. Handyman or Lawn Contractor

‘ T\,fpe.lDesc.l Handyman

25. Enter adefault expense account for this vendor.
Press<TAB>.

Enter the default expense account number. It is an optional entry. If
you enter a G/L account number here, you can automatically
expense invoices from this vendor to this account at the time you
enter the purchases.

‘ Expenze Acct 09110-‘ ;I ‘

Click the down arrow to browse the chart of
accounts. Double click on the desired account
number to select it.

26. Enter the primary contact name for this vendor.
Press<TAB>.

|contact 1] il Jones

You may enter up to fifteen charactersinto this
field.

27. Enter the phone number for this vendor.
Press<TAB>.

This may be the main vendor phone number, or a number for the
primary contact.

|Phane #1[ 301 555 1212

You may enter up to twelve charactersinto this
field.

28 Enter the fax number for this vendor.
Press<TAB>.

EIEETIE

You may enter up to twelve charactersinto this
field.

29. Enter the secondary contact name for this vendor. Press
<TAB>.

Thisis a 2nd name of a person to contact at the vendor's site.

|contact 2]

You may enter up to fifteen charactersinto this
field.

30. Enter the second phone number for this vendor.
Press<TAB>.

|Ph0ne 22 | ‘

You may enter up to twelve charactersinto this

31. Enter the e-mail address for thisvendor. You may then
email Work Orders or other communications to the vendor.

field.
E-Mail Maintain
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PreSS <TAB>' Primary " .
Emal Email &ddiess Active
abcmaintprezi@anl.com

If there are multiple email addresses for a vendor, you can
checkmark which is the Primary and what other addresses are
Active. The Active email addresses can be used to send emails, such
as a Work Order, to a vendor.

The vendor email addressis unlimited as are the
number of email addresses you can store for each

vendor.

32. Click the down arrow and select an insurance type for this
vendor. Press<TAB>.

Thisfield is used with the insurance expiration warning. You can fill
in the information even if you are not using the warning system.

In=

urance Type

Choose firom Liability or Workman'’s Compensation.

33. Enter the name of the vendor’s insurance company. Press
<TAB>.

| Insurance Co | Any State Insurance

34. Enter the insurance expiration date. Press <TAB>.

Thisfield isrequired for the insurance expiration warning.

| Expire date 12731012 |

35. Enter the policy number of this vendor’s insurance policy.
Press<TAB>.

|Policy # [12763cA124 |

36. Check the checkbox to print one check per invoice for this
vendor. Press<TAB>.

This can be a handy feature if you want a separate check for each
invoice entered for this vendor. Utility bills are sometimes best
handled in this manner so payments are not applied to the wrong
customer account number by the vendor’s staff.

[~ Print 1 check per invoice

37. Click notes on the toolbar to add notes for this vendor, if
desired. Press<TAB>.

The notes field will display ‘Yes’ to inform you of any notes added
to this vendor record.

KINEE

2

Hist ory

PN
{ O
Print’

Motes: IE

38. Congratulations! Y ou have added a vendor to your community, and completed A/P setup. Review your answer to
ensure they are correct, and then click OK to add another vendor, or Close to finish setup.
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Instructions Illustrations
) AP - Vendors XX -Sample Condominium &”E|g|
|‘ ] ‘ ] ’ )l Prine_| Notes | Histoty |
Wendor ID | 45C ¥| [ 2BCMANTENANCE [~ Global Wendor [ Inactive vendor
Mail To- . Contacts
Address 1 [ 100 Main Sireet Cortact 1| Bil Jones Cortact 2|
301 5551212
Adress 2 | Gathersburg, WD 20879 Phone #1| Phone #2
Fa # 300 555-1111
Address 3 ]
E-hail tdairtain ‘ Wiewy | Send ‘
General . — Insurance
¥ 10939 109910 | 52-1123417 Inzurance Type | Liability o
Type.l'Desc:.I Handyman Insurance Co ] Any State Insurance
“Default .| Expire date 1 1203112 Policy # | 12763CA124
Berk [0 1 ¥ otot0-000 : : :
Experse Acct 05110- 000 g [ Prirt 1 check per invoice Motes: |ves

’) Dl etel W Cloze

s Add IE 0K I@Cancel

The completed window should ook like the image above.

Thiscompletesall the basic stepsfor new community setup. For more detailed information, read the manual sectionson
Owner Database, AR and AP modules.

Global Vendor Maintenance

As you leave the vendors window you will see the question: Make changes for all communities? If
you answer yes, it will add this vendor to ALL communities in TOPS PROFESSIONAL™. If you
accept the default answer of no, the change will only apply to this community.
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