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Form Letters

Form Letters are templates that use merge codes to insert owner information into the letter
resulting in aletter that looks like it was individually typed. In addition to the owner name and
address, there are merge codes for virtually ALL the data being tracked for an owner including
their current account balance. There are a'so merge codes for community info and the
management company, where applicable. 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 avariety of ways.
Whenever you print, email or use SouthDatato electronically send a Form Letter, it
automatically updates the owner Communication History . Y ou can mark any mailing through
Form Letters as one that you “Bill to Community” so you can recover your mailing expense.

Although there are many features and options when creating form |etters, the steps for generating
an owner form letter are very easy:

Select the Letter

Select the Recipients
Generate the Letter

Select the Delivery Method
5. Processthe Letters

A WD PRE

Therest of the manual section on Form Letters will cover all the features and options availablein
detail, but you should keep in mind these 5 simple steps for generating Form Letters for owners.

Collection & Violation Letters

If you generate collection letters through the L etters button on the Owner Maintain screen or
through the general Form Letter program, you will NOT have afull history of the letterslike you
would using Collection Action (AR Module) for collection letters. Therefore, we do NOT
recommend generating these | etters from the Owner Maintain screen or anywhere elsein 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 L etters 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 lettersis kept in each CCR record.

Certified Mail & Electronic 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 amailing right from your
desk without needing to print the letter, copy it, stuff envelopes, or take it to the Post Office.
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Y ou can do Certified Mail without having to manually fill out forms. Through SignatureMail™
and CertMail™, you can see the status of any mailings and also get back the Certified Mail
receipt after it is delivered—all electronically so you no longer need to keep paper copiesin 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/CertMall™® interface and a so setup
an account with SouthData. Y ou can setup the account at:

http://www.southdata.com/

Or go to Communications on the TOPS Professiona File Menu, then select “Configure Mail
Service”. From herethereisalink 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
WEe'll discuss setting up letter templates and using Form Letters.

= Click the Form L etter button to work with letter templates for this
community.

Ferm ar

You will seeall the Form Letter templates that exist in this community:
Select Form Letter

&) %% - Select Letter

4
02 - First Warming
Hoowt Laital 03 - Second Warning
= ; 04 - Finad Waminag
U5 - Lesgal Action
g 06 - First ACC Viol
07 - Second ACC Wil
0B - Final ACC Viol
Linbe! 08 - ACC Approvat
l ﬁf::‘ 10 - ACC Desapproval
e 11-
12-
Cieles 13-
Lesttwig 14 -
15-
il 16-
Chirin 17 -
1= b

We'll cover each of the buttons on this screen.

Button Menu




Click this button to Add a New L etter. We'll discuss how to add anew form letter
under the Add L etter heading below.

How Leftes

Click this button to Open a highlighted letter.

Dpen Letler

Click this button to Rename aletter. Simply click to highlight the letter, then click
aeae | | the Rename button.

Listhar

Please enter a new name for letter # 01

[ ok ][ Cancel ]

The existing letter name will be displayed. Type anew letter name.
Click the OK button to save the new letter name.

Click the Cancel button to exit without saving any changes.

Click this button to Delete a highlighted letter. As asafeguard, you will see this
Dl confirming message:

Letters

6 This fction Cannot be Undone!

Are You Sure You Wish bo Delate Letter 11 - Lien Letter 7

Lye J[ w |

To delete aletter, you must click on the Y ES button.
Click the NO button to exit without deleting the letter.

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

| | To create anew letter, click the Add L etter button.
(+)
Hew Letter

Please enter a name for new letbes § 11

Lier Letber

[ ok || cawel |

Simply type a name for the new |etter.
Click the OK button to save the letter name and proceed.




Click the Cancel button to exit without adding a new |etter.

If you clicked the OK button, you will see the new letter name displayed:

New L etter Name
) %% - Select Letier

’ 01 - Late Motice “
! [+ ] |02 - First Warning
Here Lolln |03 - Second Warming
| |04 - Final Waming
[ 05 - Legal Action
e 08 - First ACC Vial
2| |07 - Second ACC Vial
. | | DB - Final ACC Vil
ir= | 108 ACC Approvat
g 10 - ACC Disapproval
—
i 12-
Dot |13-
Lsteg HET®
[ 15+
Hl | |16-
Dioes [17-
| M 1= W

Double click the highlighted letter name or click the Open L etter button to proceed to the letter
text entry screen.

The letter text entry screen looks like this:
Letter Text Entry




'.'i'_:'!ll: FormLetter: 91 - Lion Lefer

Fle [ Dot Fomet
[ | 2 merge ot | Dofad Debvery:. Pk = | Gerecte etter | 11 - Lien Letter saved
Nomad] v - T = B F U .‘-I'I i W= s W v - | 0§
= o ; 4 ; 4
— i 1Y + - A i 19 i - -
Wl e el | | |

The Form Letter in TOPS works similar to many other word processors, particularly MS
Word®. We'll cover al the mgjor 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:

File
e Open Letker
El Save Letter

@_ Generate Letters

=l Prink Page Example

[#5 Letter Settings...
r'.:;. Behavior Setkings. ..

Exit

Open Letter —click this menu choice to select an existing form letter in this
community.

Save L etter — click this menu choice to save changes to an open form letter.
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Generate L etters—click this menu choice to take an existing letter you have
selected and print it for the owners you select on the following screen.

Generate L etters
60) Select Recipients =13
Pring Ordet
Piirt rder v
Select Recipients
Frocess For: ol Harmas e

[ Inchede Addtional Current Cwners

Frocessen fove. A Homes”™ nd ganarate o eiter for af Prmary Carrand Homagenass, Dhecking
fer bon sl inciucle A agdaitiona’ Corrant Aomagwnars on (e orondrty

o [ Concel |

Notice you can select the print order and recipients:

Print Order — select either:
Account #

Lot/Unit #

Street Address

Sort Name

Zip Code

Select Recipients — select who to send the letter to from these options:
e All Homes

e Range of Homes
e Section/Building
e Selected Homes

Select Additional Current Owners— check here to generate | etters for
secondary owners.

Print Page Example — prints an exact copy of the form letter you have open but
without owner information from the merge codes. Y ou 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 thisletter. From here you
can select paper size, margins and other options with the formatting of the letter.




Y ou will seethis screen:

L etter Settings

Fage Setup for 11 - Lien Letter X
Papet width B.50 i [[] Allow Muhiple Letters Per Page
Papar Heght (1700 |2 [] Restict Emailing ths Latter

[ Shaows Table Grd Lines
Pags Margns

050 =
050 = 050 =

050 =

| ok || 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 iswhere you tell Form Letter the size of the
paper you wish to print the letter on. The default is standard 82 X 11
inches. You can define larger paper or landscape mode by changing the
width and height.

Page M ar gins —the default is .50 inches (1/2 half inch) on all sides. You
may increase or decrease each of the margins as you wish.

Al Multiple Letters Per P : .
L] Al kipl Letters Per Page Checkmark this option if you want to

create atemplate 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 apage. Typicaly, you would divide the pageinto 2 or 3 sectionsin order
to have enough room for the verbiage and the Merge Codes that customize
the form for each owner.

[ Restict Emailing this Letter oo ark this option if this letter must be printed

and cannot be emailed to an owner. Perhapsit is acollection 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
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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. Asan aternative, 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 lettersin ALL communities.
When you click this menu item, you will seethis screen:

Genetal Seltngs | CCLRA Setting:

Use these sattings bo help refire the behavics of Fomm Letter o pouw
Compary’s needz. These seltingt are giobal and apply to ol Form Lettess
in all Comenurities

= Always Replace Blank [Community Address Line 2] With
= [Commumity City-State-Zip]

Thig setting wall enabie Form Letber to mesge the value for [Comruruty
City-State-Zip] into the [Commurdy Address Line 2] wien [Commury
Address Line 2] 12 blark o emply

D Preseive Line Spacing

Thig setting wall lorce Fom Letier to pesane ine spacing when
meiges code values are blank o emply. ‘With thiz selting turned on,
Form Letist halps arcune the ke does nol remove blank nes

[] Remove Empty Lines at the End of Letters

This setting wall focce Foim Letier bo remove any emply bnes ot the
erd of foam lettess 1o help reduce the rumbes of possible blank
pages when betbeds ae proceseed

[_ssve J[ Concel |

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, thisis check marked. It will
make sure thereis 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 thisis unchecked. If checked, it will
insert ablank line in place of a Merge Code that contains no information
because the field it pullsinformation from in TOPS is blank. Y ou might
need this blank linein order to keep the proper spacing of the form letter.
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Remove Empty Linesat the End of L etters— By check marking this
setting, if there are empty lines at the end of aform letter that would generate
ablank 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:

Genesal Setings | CLAR Selfings

Image Scalmng

el

Current resolution: E00

Resoktions can rangs from 100 to BOOD pieds

I mage Scaling — this setting is used when inserting picturesinto 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.

Y ou can set the scale from 100 to 800 pixels using the slide bar:

=

W

Save — Saves the Behavior Settings.

Cancel — scratches the changes made to the Behavior Settings and exits the user
back to Form Letter.

Edit

When you click on Edit, you will see this drop down menu:
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Lrida
Reda

P ':Ut
Copy
Paste

Select All
Drate Plus & Cays...

3 Spell Check...
e 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 el sewhere 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 insertsit into the | etter where
the cursor is positioned.

Select All — selects the entire letter to alow 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
substantialy the same wording and merge codes.

Date Plus X Days— you will seethis screen for entering the + days:

Y

Date Plug = Days 1 - X

[ ]9 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
likethis:

13




v X
Sort within Calegoy (%) Classic Ordes () Alphabatical Ordar
Menge Code

«TODAYTS DATEs

«DATE PLUIS ¥ DAYSs

Spell Check —the TOPS Form Letter contains afull featured spell check to catch
errorsin spelling and punctuation. Asyou type or asit displays the letter on the
screen the spell checker is aways reviewing the text for misspellings. It
underlines any potential misspelling with awavy red linelike 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 E
Mot m Dichonanss:
wccording to our recrods, you are now thity days or mare & l Ignore Onge J
past due in payment of the Assessments owed (o
«COMMUNITY REPORT NAME> [ tonoe st
- |  AddToDictionaty |
Suggestions
[ Changg |
TECIOEE
l Change Al |
Suggestions Dictongn: | DIC_an_ S, dic s
Options. | Cancel |

Y ou have these options with each highlighted word that the spell checker thinks
is misspelled:

I gnor e Once —ignores the highlighted word this time only.
Ignore All —ignored each use of the highlighted word in the | etter text.

Add to Dictionary — adds the highlighted word to the dictionary. Thisis
handy when you want to add slang or aterm you have coined that isnot 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 Check works. When you click the Options button, you will see this

14




screen:

Spell Check Options
(Iptions FE|
Gionetal Settings | Dictionasies
[¥] lgnces weoeds nUFPERCASE | A -
[#] Ignoes words that contain pumbers
[¥] Ignoee Intesnet addeesses
[#] lgnoes E-Mal addiesses
[#] Flag repeated words

[#] Ignoes uppercase and lowercase | Ok when word begn is upper

By default, al these options are check marked. We suggest |eaving these
optionsin 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 optionsin their default state so
that spell checker will not flag as misspellings each of the items listed.

Options E|

Geneial Settngs | Dichonaties

[#] lgrede words m UPPERCASE | up “
[#] lgrioee wonds that contam pumbsrs

[#] Ignees Interret addresces

[#] 1grioee E-Mal addiesses

[ Flag repeated words

[] g uppercsee and lowercase | Qray when word begin is upper

Dictionaries—this menu tab tells spell checker what online dictionariesto
use.

Dictionaries Used

15




fGeneral Seltngs Diictonans:

[#] DIC_en_iS dc
[] DIC_CUSTOM en_LIS bd

u_-.r.-r_ﬂima:

Y ou could add your own dictionary to thislist 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 Dictionary
User Dictionaries @

LUlzed Dicheonanes:
& DIC_CUSTOM en_ LI5S ted

Edit word list — change spellings of words in the dictionary.

New — add another dictionary to the ones that already exist. Spell checker
will use al the dictionaries on file when reviewing letter texts and
highlighting possible misspellings.

Add — add aword to the existing dictionary.
Remove — delete aword 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 Footer

Merge Code
Fane Break.

Irmage Options. ..

Table Options. ..

16




included on each page of the form letter. Typica uses of aheader areto include a
logo or return mail address at the top of each letter.

Header

Page Footer —inserts afooter at the bottom of the page. The footer isthen
included on each page of the form letter. Typical uses of afooter areto include a
page # or standard reference, like the letter name or data path on each letter.

S

Footer N

Mer ge Code — there are hundreds of merge codes availablein TOPS. Thereisa
merge code for amost 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

<4l Categoness - X

Sodt vathin Categosy &) Clazanc Deder () dlphabetica Quder
Moigs Codo ~
SMANAGEMENT CO CONTACT =

SAHAGEMENT CO. COMPLE TE ADDRESSS

SAANAGEMENT CO. ADDRESS LINE 12

SAMNAGEMENT CO. ADDRESS LIMNE 2»

SMANAGEMENT CO. O3TY's

SHANAGEMENT COL STATE=

SAANAGEMENT CO. Z5Ps

ANAGEMENT CO. FHONE 1=

SMAMAGEMENT CO. PHONE 2»

SAMNAGEMENT C10, FAx 1n

SAAMAGEMENT OO0, FAX 2s

JAAMAGEMENT COL EMAL 12

SAANAGEMENT CO. EMAIL 2»

FROPERTY MANAGER MAME »

SEOPERTY MAMNAGER SIGMATLIRE

SROPEATY MaMAGER EMAILS

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.

I mage 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 atable in the Form Letter.
Tables are a great way to organize datainto orderly rows and columns. When
you click Tables you will see this settings screen:

Insert Table
Insert Table b4
H of Columns: (2 =
H of Rowves; 3 B

Llnmt ]LCbse ]

Row Columin

Delete Selected Table

18




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.

A tableisagrid of rows and columns which looks like this:

Each “cell” in the table can be separately controlled with different fonts,
justification and tab stops.

Table Options:

Once atableis created, you can click on it to make changes. It will show with
the Table Options active:

T able Oplions

Add Rows / Cobamns:
BEFORE currently selected row / column w

ade | Row || Coumn |

FRemove | Fiow H Column |

| Delete Selected Table |

Inserting/Deleting Rows/Columns

Y ou can insert additional rows or columns or delete rows or columns through the
Table Options area.

Column - A column isavertica set of cellsin the table.
Row — A row isahorizonta set of cellsin the table.

Add Rows/Columns

Y ou 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 arow 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 Codesinit.
Y ou must delete the Merge Codes first, then you can delete the Row or

19




Column.

Delete Selected Table

To delete atable entirely, first position the cursor in the table, then click
the Delete Selected Table button.

Note: You cannot delete a Table that has Merge Codesinit. You must
delete the Merge Codes first, the you can delete the table itself.

This completes the instructions for the I nsert menu under Form Letter.

For mat

When you click on Format, you will see this drop down menu:
Format
Fixed Length
Hide Field

Fant...
Font Color...
Heghlight Calor. ..

Date Formats 3

Fixed Length Field — click this menu choice to fix the position of aMerge Code
field. Since Merge Codes can have data of varying lengths, making them a Fixed
Length Field lets you control the alignment of the Merge Code data.

For example, if you wish to itemize owner balancesin aform letter using
individually Merge Codes for each balance due, you would want to make them
Fixed Length Fields so the dollars and cents line up in acolumn like this:

Merge Code w/o Fixed L ength w/Fixed L ength
<<(FL)A1 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 placesand “FL” in front
of the normal Merge Code like this:

< < (FL)Owmner's Name = > Maintenance < <(FL)Al Balance Due> =
<< (FL)Mailing Address Line 1 »> LateFees < <(FL)Late FeeDue>>

< < (FL)Malmg Address Lne 2= Other << (FLYOuh Chig ==

< <(FL)Malng Crv-State-Fipeode == TOTAL DUE< <(FL)TOT AMT DUE=

Fixed Length Fields can be used to keep either aLEFT or RIGHT alignment of
Merge Code data.

Hide Field — click this menu choice to hide aMerge Code field so that it does not
print in the form letter. 1f the hidden field is a dollar amount, the amount in the

20




hidden field will still be included in a subtotal.

Font — click this menu choice to select a Font for the form letter text:

Sdlect Fonts
Font E|
Eork i
n
Symbol ~x 7 @& [ cencel |
Tahoma g
Tahoma Small Cap 9
T s Sans ITC 10
Tive: lowhoman LA B
Atk e Prasition
ClHomal [ itelic ) Nomnal
Bold ] Stike out ) Superscripl
Undeiring: | wihowt  » L Subsoipt
Colot
Text Text Backgiownd:
o Do

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 Boald

e |talics

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:
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The color you select will change the text based on the cursor position
within the form letter or for highlighted text. Click the OK button to
complete the change.

Click the Other button to see more color choices or to select a
custom color for text or backgrounds. The color selector is displayed.

Color E|E|
Basic colors:

Al bl )b
HEMMFEFNFEEN

BN ..
NP EEEEE.
EEEEEEEN
L L AN ol Im

Cushom colors;

HEEEEERERNRE
EFEEEEEEN
| Dafirve Custom Colors > |
[ ok ][ ceme |

Select a special color or define a custom color, then click OK.

Highlight Color — Y ou 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 seethe color selector:

Color E|g|
Bamic cobors:

ErTMErAENm
B MEFEEN
ENFEEEEN
EfEEEEEN
EEEEEEEE
L LN el I

Cushom colors:

REEEREERERE
BN EREEE RN
| Diadirwe Custiom Ciokods 35 [
[ ox [ comel |

Select the color to highlight text of use the Define Custom Colors option.

Date Formats — when inserting a date merge code into aletter, you have the
following options for how the date is presented in the | etter:
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FMDDYY Y - example: 092812012
MM/DDY - example: 09023012

Full - example: September 28, 2012

Long - example: Friday, September 28, 2012
Maonth - example: September

Month {Mumber) - example: 9

Day - example: Friday

Day (Mumbet) - example: 25

Year - example: 2012

Simply click the date format you wish from thislist of options.

This completes the instructions for the For mat menu under Form Letter.

Steps for Pr

oducing 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 the Letter

Select the Recipients
Generate the Letter

Select the Delivery Method
Process the Letters

a ~ w DN

This next section on Form Letters discusses steps 3 — 5.

Notice the second row of Form Letter functions:
" | m#)Merge Codes | Default Delivery: Print = | [l Generate Letters

WEe'll review what each of these functions does.

Use this button to open the Form L etter 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 | etter.

El

Use this button to Save changes made to the open Form Letter.

[7e | Merge Codes

Use this button to open the Merge Code Selector. It will look like this:
Merge Code List
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il Calegones: - X
(%) Clasme Oedae - () Alphabetical Dedar

Merge Code -~
«MAMAGEMENT CO. CONTACT»

«MAMAGEMENT CO. COMPLETE ADDRESS»

«MAHAGEMENT CO. ADDRESS LINE 1s

«MAMAGEMENT CO.ADDRESS LINE 2»

aMAMAGEMENT COU CITY

MAMAGEMENT CO. STATE

St veithin Category

«MANAGEMENT CO, 2Ps

«MANAGEMENT CO. FHONE 1s

«MEMAGEMENT CO. PHOME 2

«MOMAREMENT CO. Fild 1

«MAMAGEMENT CO. il 25

MAMAGEMENT CO. EMAIL 1

«MAMAGEMENT CO. EMAIL 2v

FROPERTY MANAGER NAME

FROPERTY MANAGER SIGHATURE s

FROPERTY MANAGER EMAIL> ~

Eprn

Clicking on amerge 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 aletter 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 thisletter for all owners selected.

e Email —will emall thisletter 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-In”.

e Certified Mail — generates an electronic mail file that uploads to
SouthData' s SignatureMail™® mailing system. Y ou 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
thisservice. Instructions for configuring the SignatureMail™®
interface and creating a new SouthData account are included at the
end of this manual section.

e First ClassMail — generates an electronic file that uploads to
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SouthData' s SignatureMail™® mailing system. SouthData will
then send this letter to the owners by standard, first classmail. You
must have a SouthData account setup for each community where
you wish to use this service.

Select the Default Delivery method for thisletter. When you Generate
L etters as described below, it will use this Delivery method for each of the
Form Letters selected.

@_ Generate Letters

The Generate L ettersfunction is the way |etters are printed or sent to
owners, based on the Delivery Method selected. Y ou will see this screen
for selecting the options for this batch of Form Letters:

Generate Form Letters

7 Select Recipients El@@

Prink Orer

Prink Dider Becount 8 -
Select Recpients
Process For: A1 Homes v

[[] Inclide Additional Curent Cwners

thir how mall incitare Al soafond! Corrand Homeamnars on [he ooty

[ ok ] [CEeed ]

Notice you can select the Print Order and Select Recipients.

Print Order — select from these choices:
e Account #
e Lot/Unit#
e Street Address
e Owner Name (uses the Sort Name)
e 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)
e Selected Homes (individually select homes)
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[] Incude Additional Current Owners You 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 L etters.
Cancd — click this button to exit from Generate L etters.

After clicking OK, you will see this screen showing it is Generating Letters
according to the options you selected:

@ TOPS Generating Form Letiers

Onme Moment Please..

Once TOPS is done Generating Letters, it will display the letter and recipient list like this:
L etters Generated

,f T0PS Prelesiesal X Sample Danderisius Carrant Pesbod: D4R FAND - 470010
Fie {3t Vew jetip Adwetvaton e (uiveoe Atoeaty (omeurmdtmg berel W b Bt

T Preview Letien

Name of Form

g L etter Generated AT
Prscen: b Lety >
4~ )
1 ‘r J
Moo Lanas tiema A
| ﬂ | | affa st
[T — et
L it & My Tl
MLSasb Kanple Comdanmem
e = T 10 Evameed Do
=
S L3 Teeld Paclonlie. D F3E 45011
e Wi PLTTT
Bt | P el
—First Warning Lstva—
Cwetoder 01 212
Jae & e Sk
10002 Bk Br=se
Fecionlle MT MEE2-1112
Ee 15002 Bk Sirest
Diear e & ute Srreth
Acceding o o ceconds, foa e now thrty dion-or more et doe = papeed of e Aceriaments tiwed 2
Sarwle Cordsremtes The weal dee we 1 the shrre date ot L1750 ™
£ ¥

Noatice it shows thefirst letter generated in a preview display. It also shows the following:
Recipients List —showsthelist of recipients according to the Delivery Method.
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Delivery M ethod — 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
TOPSiMal®.

[1 Bilable - Checkmark the Billable option if this letter is a reimbursable expense to the
management company. The number of |etters generated will be recorded in the community’s
Communication History is “Billable” so it can be included on a printed report showing al the
Billable communications for arange of dates.

[ #lsa Print Hardeory  checkmark the Also Print H ardcopy option to print aletter that was
emailed or sent electronically to SouthData through their SignatureMail™ system. Y ou can
then take the hardcopy and send it or file it.

Click the Process All L etter s button to proceed with creating the letter
* output — either printing, emailing or sending to SouthData through their
Process All Letters 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 |l etters.

= Click the More L etter s button to select additional form letters to generate.
) It will take you back to the Form Letter Selector:

More Lett
ore Letters Select Another L etter

01 - Late Nokce
-1 02 - First Wamning
TRbl Sl 03 - Second Warning
—
03 - Legal Action
Cipen Lattas 06 - First ACC Viol
07 - Second ACC Viaol
08 - Final ACC Viol
Lo 09 - ACC Approval
ol 10- ACC Disapproval
11 - Lien Letter
o 12-
Dielela 13-
Lo 1 [14-
= 15-
:El 16-
Close 17-
18 L

Select the additional Form Letter to generate and proceed through the same
steps as described above. It will then add these additional |etters to the ones
already generated so you can Process them all at the sametime.

Click the Close All Previews button to exit from Form Letter without
m processing the Form Letter for the ownerslisted. You will then see this
Cloze All Previews warni Nng message:
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Confirm Close

@ Do o Wish ta Exit ‘Without Processing?

[ Yes ] [ Mo J

Yes—answer Yesif 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 | etters.

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

Prdtar

Hame: HF Photosmait D51 00 sedes Propettes. .
Status:  Ready

Type: HP Photeemart 05100 zares

‘Whare:  USBOM

Commant:

Prink range

® Al 1

[ ox || cawe |

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 alist of those
owners who will be receiving the emailed letter.

Emailed Letters
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Re «FROP STREET ADDRESIs
Coear o 0WHERTT HAMES

Acrording s o reeeedy, o are now theny daye o peee padt e i payment of the Answsensy owed 1o
eCIMMITHITY RFECRT HAMFs  The trfal dus snaf the gere dete on o TOTT AMT F{IFa
i

STODAYE DATE <FULL»

Letter attached.

Email Recipients —lists those owners who have “Opted-In” to receive an email with this Form

with the form letter attached like this:

Email Transmittal

Prscsrity: [ ~ Colegons  Gereal Madegs
FAaph Teo | Jreck@H DM gmi coen <Uisers

If you choose to email form letters to an owner(s), you will see the default email transmittal

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 — Y ou can change the category if you wish using the down browse arrow. The
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choices are:
e Genera 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 lettersin 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 changeit.

[] Retun Receipt  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 Signatwre - Checkmark if you wish to include your signature on the email transmittal
Y our email signature comes from Communications > Configure TOPS iMail > User Settings
Preferences > Edit My Signature.

[ Include Unsubscibe - ooy mark if you wish to include alink 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 lettersin the Owner’ sfile, and attach delivery receipts to filed hardcopy |etters.

In order to send Certified and First Class Mail electronically through SouthData, each
community will need a SouthData customer account #. Y ou 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
anew SouthData account are included at the end of this manual section.
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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:

Ddlivery M ethod

Click the Delivery Method button with the Form Letter open you wish to send Certified or by
SouthData First Class mail. Y ou will see these Delivery options:

Default Delivery: |Emai |v

Prink
Email . These 3 use
Print and Emnail
(Certified Mail - SouthDatato
‘i_erkified Mail + Firsk Class handle pn nti ng
Firzt Cl il .

1e e T 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.

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 al'so delivered
the letter by regular first class mail which should proved delivery.

e First ClassMail —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 asis|ooks 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 isto click the Generate Letters
button. This step actually produces each letter. Y ou will seethis screen for selecting the print
order and also which owners get the letter.

Generate Form Letters
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&) setaci Reciphents

Print Crder
Punt Didier Account B bt
St Rnpisnts
Process Fort | Al Homes w

7] tnchode Addtional Curment Ovmers

Crovdsang for AF Hoanay sl genaeale i adter oy o Srmaty Cormond Haseonnar.  Chaolmng
i boy sl el @ saatoas T F

Al HNRANAIEET O I St

[ o ][ cowe |

Select the Print Order, then select the Recipients. If these are Collection Lettersin the AR
Module or Violation Letters from the CCR Module and you are using the automatic actionsin
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:

PendingLetters
| L e T T T

gk
i
T
a=m
sa

ERRRRERS

Notice it lists the Recipients on the | eft side next to the Form Letter. Thisis so you can review
thelist to make sure it is complete.

There are some options above the Form Letter that should be noted:
Delivery Method :I:eilifisd Mail + First Class v: [] Bilable [ ] 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 areport to back-
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up charging the community for the mailing.
Print Har dcopy — 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 thisbox if you wish SouthData to print this letter in color, such as,
if your have colored letterhead. 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 L etters

The final step after selecting the Recipients and the Delivery Method isto “Process’ the Form
Letter.

=
Click the Process All L etter button.

Asit is processing the letters and getting them ready to transmit to SouthData, you will seethis
message:

Letters Processing

€y Letters are Being Processed in the System Tray,

-
‘Woukd You Like to Process More Letbers?

Lves J[ to |

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
@ To Ps Letter Processing Complete!

Dekvery Method Fiocessmng Shatusz

17 - Lieri Lethes Certified Mal + 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.
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Merge Code Overview

Notice the Merge Codes button | # M8 Sedes | 5t the top of the Form Letter screen below the
File toolbar. Place the cursor where you wish to insert aMerge Code into the Form Letter, then
click the Merge Code button. The Merge Code browser will open like this:

Merge Code List

<Al Categodiess - X
St within Catagany: (%) Clagsic Ordet () Alphabeticsl Drdar
Mesge Code &

HANAGEMENT CO, NAME»

MANAGEMENT CO. CONTACT»
MANAGEMENT CO. COMPLETE ADDRESS»

MANAGEMENT CO. ADDRESS LINE 15

MANAGEMENT CO. ADDRESS LINE 2s

«MANAGEMENT CD. CITY»

MANAGEMENT CO. STATE»

MANAGEMENT CO. ZIP»

MANAGEMENT CO. PHOME 15

MANAGEMENT CO. PHONE 25

«HMANSGEMENT L0, Fidx 1

MANAGEMENT CO. FaX 25

MANAGEMENT CO. EMAIL 15

MANAGEMENT CO. EMAIL 2>

FROPERTY MANAGER NAME s

<FROPEATY MANAGER SIGNATURE»

FROPERTY MANAGER EMAILs .

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:




iuw v X
Sor within Categony: (%) Claasic Order ) Alphabeticad Oider
| Merge Code

«OWHER HAMENMAILING ADDRESS

| (DWHER'S NAME
| <2ND CTWHER'S MAME
| OWNER EMAILs

| {IWNEF PERCENT

Merge Code Categories

Use the Merge Code categories option to help you narrow your search:

| <l Categories: w |

By default, ALL Merge Codes are displayed. But to make them more manageable so you can
easily find the Merge Code you want to insert into aform letter, use the down browse arrow *
to open up the Merge Code Categories like this:

<4l Categories>

LAl Categariess:

M anagement Comparny
Comnunity Fact Sheet
Community

hwrner

hwner Financial
Charge Tables
Mizcelaneous Charges bl

|

I

The following is a complete list of the Merge Code Categories.
o Management Company
e Community Fact Sheet
e Community
o Owner
e Owner Financial
e Charge Tables
e Miscellaneous Charges
e Fex Data
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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, likethis:

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
(€0 Sl 8 e _______________________________________________________________________LEFNE

- e

Fargm Do [minall i by B | gl Sy By | sl

iyl e miEER|™ « 9@

5 !

-

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, likethis:

Owners Name/Mailing Address <<Owner's Name\Mailing Address>>

M er ge Code Effects

Y ou can have Merge Codes print with the same effects as the regular letter text. The meansyou
can have Merge Codes print with these effects:

e Font Size & Style

e Bold

e |talics

e Alignment (left, center, right, justified)
We'll list al the available Merge Codes in detail below.
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Collection Letter--Template

wCOMMUNIT ¥ EEPORT N AME
O MMUNITT ADDEESS LINE Ls
COMMUNITY ADDFESS LINE 2
o COMMUNITY CITY-5 TATE-ZIR:
«COMM FHONE #:.

--FIRST WARNING LETTER--

#TODAYE DATE =FULL=x

#OWHEERS M AWE:

M ATLING ADDEESS LIMEL:
<M ATIING ADDEESS LIMEZ:
M ATTIMG CITY -3 TATE-ZIF:

Fe: «PROP. STEEET ADDEEIS:
Dear « 0 WHER'S HAME:

Aecording to oar recceds, you are now oty days or more past due m payrrent of the
Assessments cwred to SCOMMUNITY EEPOET HAME:, The total due, a5 of the above
date, 5 «TOT AT DUEs.

4 Late Hobre was sent to yo1 previoasly incase yo1 had ove dooke d makmz payret to the
Commarity. Noar we nmst request that v make monediate payment of the dove amonrt.

The Conmmmnity's kgal doouve mts [Dechration of Covenards|, wlich yor agreed to abide
byrwhen you parchase d your home, e quives prompt payrment of fsse s memts or the
Corrrnrn by has the anthesity to enforce collecton throuzh varions legal means mehding
filine a Len agamst your hore . We do notw sh fo take collecton acton but yoor
combirued delay m paying the & sses ment may force us to doso.

fther 5 a ©oson that vou are withholding paymernt or if 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 you o make fiall payive rt inenediately or coedact this office to avodd farher
collecton achon

Smrem by,

Lizent for
o ONMMUNITY EEPORT HAME:
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Collection L etter--Printed

Sample Condominium
20010 Diamond Drive
Eocloville MDD 20888-1212
301-555-1212

-FIRST WARNING LETTER--

Tame 29 2004
Jenmy Craiz

11500 E. Lake Drive
Chicage IL 60105

Fe: 400 Easy Strest

Diear Jenny Craig:

According 1o our tecords, you are now thirty dsys or more past due in payment of the Assessments owed m
Sample Condominium  The total dus. as of the above date iz $190.00.

A Late Motice was sent to you previously in case vou had overlooked making pavment to the Comommity.
low we must request that yvou make mmediate payment of the shove amount.

The Commmumiry's lazal docoments (Dreclaraton of Covenanis). which yon agreed to sbide by when yon
purchased your home, requires promps payviment of Assescrnents or the Commmnity has the anthoriny to
exforce collection throush various legal means inchiding fling a Lien against your bome. We do not wish to
take collecton action but your continied delay in payving the Assessment may force s o do 5o

If thess iz a reason that youa are withholding payment or if you are expenencing some financial hardship,
please contact our office sbowve to discuss the maner. I you do not make immediste payvment or comact our
office to discuss the marter, we will follow the collacton procedurs approved by Sampls Condomininn

We urge you to make full payment nmmediately or contact this office to avoid further collection action

Sincersly,

Agent for
Sample Condommmum

We'll list al the Merge Codes by category starting on the next page.
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Merge Code List

Management Company

These Merge Codes pull information from the Management Company File:

Management Company Info

7 Hgmt. Company nfarmation X
Please enbes rémmahon about POLE IR SR

Compary Nome [Management Compary Inc

Contsct Mame [Fresidera

Aodeeflned] (12001 N 102nd Sired

Addresz [Line 2] |g._u.-_.1|3;|

iy / Stale / S |prw |,:,; :J im;

Phone [1] Bilz-a99.8850 Fax (1] BR-TTT e

Fhone (2) BOZ555-4444 Fax[2) M

Emad Addieas (1) [ni@commursymanagement com

Emnad Addies (21 |at.;.;ﬁla.;c¢rrm_-,fmagef.-\en Cioen

Tiops Customas ID: TEAM321 |

Dore Lancel
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

1 Compermmty Fact Sheet = p— = SR
e |
ImmImmIiﬂrmI Aaorey |
- ECA - Circle Community Rench
Associslion Typs P& = e N oy Hoome e Seltled Homes: 4
Diesc of Homes/Uindy Fir.;thHm-es Dev, Dwned 0
Drevalopmend Complate™ E-,{-; -i Dt Twroacd O s Asaecanlion [, 7000 R i o
Monghly Meefng Crote E1:|Tw.dwdrﬂwwﬂ'-
Fila Allachanents 0 _E_l
| |~ Propariy Manager -
Home 1o Manage Homa B [2r0- o rad Celd [eoemacen  (wpr
|- Bosd Preddert
Hame | {ouy Smihy
Miedk 8 e .22 HomeBlepoesss  ColB Enmsieser  FeEERoiice (w
Ak Contact
Name | ps|
Wk Hoea 1| Colli | Fa 4 v
| Common Area Responsbity What Association Faws Cover
Tok Lot _:J Common dies Manteance =]
Paal T heed Fegus
Lagfive) o painfsrlyy
1
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.

Screening/Orientation Policy

<<SCREENING/ORIENTATION

Prospective purchasers must meet
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POLICY>>

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

“# 8Y - Community Setup Information

B(=1c3)

The e you See wiven you select this Community. B can be a
short of alsbiavistad name.
This Commuinity Iame is B0T wsad on ainy primted [ epois,

Commirdy I [l
Commaunity Nams [ ‘;Smdem
Commurdy Feport Name | Sampile Condaminaem
Cramer Maiing:Dézplay biarme | Sameie Condomirium
Commirdy Malng Address
Address Line 1 | 20010 Deamond Crive
Address Lins 2 |
Cly | Rackvae
Stale [MD Zp+d|zome {4321 Phone#[sssa212
Tavpayer D | B2 Gt

Commurdy Cabs Path f}-:‘:l{'t

All fields in red are required.

Bl - |0

Description

Merge code

Sample

Community ID

<<COMMUNITY ID>>

co1

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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O - Lockbox Address

*Community Mame. [Sample Condominkm

‘Iped+CR  posss -p2z |

* - Requined Fields

[0 Fiest State Back
Po.Box 11
[Focive

rstatepi0

@ = [ocnd

50D - Owner Contral XX - Sample Condomin,.. |- |0 X |

Returm Payment Info
Comeurily Name | Sample Condominium
Addrezs Line 1 { 2001 0 Daamond Drive
Address Line 2 |
City, Staie [Feockvite W
Fsarss Musmiber 3015551212
Ip+d+CR [2u888 -[1212 - @-

Locathon of Homes Options \ , .
Duatmudt City [Rockae Fik . gacue
Bl wo  Ip[mems -[1n2 i Asdress 2
Section Phade Nore - Prefered Access iy

~ Strest Aodress
Legad Deseription 1 [ Lo, Block, Section =
Legal Descrition 2 | - w& Namber

Websie Addiess
|
Updats Property Zip Code 2 o | @cwes

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




owner

These Merge Codes pull information from the Property & Owner data:

Owner Info

|‘.‘”|iﬂﬂ5ﬁﬂ"ﬂ'"‘i’ﬂ"i
add | Propemy| bestory | Crarges| Loers| diores| EAT | miage | 2 cop e Prict
Seboct Pmﬂnr. F4 - Browse Multiple Owmners
Aecount $F3] 1201 |Lot AlntiFs) o Record Type [Owner 001
Strest [ 123 Hagpy Wakey Road = _
Status
Sweet Adoress (F2) | mame Searcn 75) | Balaics [ =oo0 betes: [ND
 Select Owner Comcton [ #] [
[~ Heid Acson
Owner | Saky Smin | s 1] T
2nd Qwner | |
Al Mailing Addr. Contact info.
Agaresa 1 | Home Wik AL
2 | [soz-n1t1i11 | [eozzzzmze  [602-333-3333
58 !— [~ Unisted [~ ynisted I Usisted
e —r— Fax [ [ Dusable Web weerface?
U Ak F Addr ™ 2nd AR Adde E-Mnd Ilmhgcnx naf m
Wort Co. [con %] ; [
Owner- 1 of 1 forthis home o | @an| B sy Rcion

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

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

Prepaid Balance 0.00
Bal Due:
A1 lMaintenance Fes 180.00 «|
01 Late Feas IQ.EEJ
TOTAL 180.00
Description Merge code

Itemized Balances - Not
Including Prepaid

<<ITEMIZED BALANCES-NOT
INCLUDING PREPAID>>

ltemizes the owner balances but
excludes any Prepaid Credit balance.

Itemized Balances -
Including Prepaid

<<ITEMIZED BALANCES-
INCLUDING PREPAID>>

Itemizes the owner balances but
includes any Prepaid Credit balance.

Al Balance Due - simple

<<Al DUE>>

Late Fee Due - simple

<<LATE FEE DUE>>

Total Other Charges Due -
simple (this code calculates the
difference between the TOTAL
AMOUNT DUE and the Al & Late Fee
balances)

<<OTHER CHARGES

(SIMPLE).>>

These 4 codes are designed to be used
together for a simple owner balance
breakdown

TOTAL AMOUNT DUE

<<TOT AMT DUE>>

J

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 Itemized Balances
Into a Total Due

<<TOTAL ITEMIZED.>>

Totals All Itemized 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

wish.
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1st subtotal of +'s

<<1°5T 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:

‘T AR - Maintain Charge Tables

Charge Tables

XX - Sample Condominium

4@6

| Sava

xu}u

CUkltier | Chear | Deelate |

4 4> Pl

| The name of this Charge Table. Ex - Mantenance Fees.

| Charge Tables

Table = !H Titles |HﬂmFu Fracuency |Ms:-rm',' 'rl
Date of Last Application Fee | 0501 07 Calculation Method [Flat Dobar Amourt -
Date of Last Late Fee OG4NEM7  LeteFeeMethod  [Flat Dokar Amount -

5310 'E__J Aszezsment Nocome

[ 130 __J Aszazzmants Recahabis
Mum of Chargs Catgs | 3

Gl Incoms Accourt
GiL Recatyabis Account

r

[ Calg | Descrigton | AMOUNT | LATEFEE m

o Duphx 50.00 500 90,00
02 Towninome 90,00 6.00 140.00 E
03 Pggybacks 15500 £.00) 155,00
04
05
0
or ﬂ
Accounting Method
o ps Al red fields are required & o | ac'wti ‘nw'l
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 <<C1 CHARGE DESC>>

C1 Charge Table Amount <<C1l CHARGE AMT>>

C1 Late Fee Charge <<C1 LATE FEE AMT>>

C2 Balance Due <<C2 BALANCE DUE>>
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C2 Charge Table Name

<<C2 CHARGE NAME>>

C2 Charge Description

<<C2 CHARGE DESC>>

C2 Charge Table Amount

<<C2 CHARGE AMT>>

C2 Late Fee Charge

<<C2 LATE FEE AMT>>

C3 Balance Due

<<C3 BALANCE DUE>>

C3 Charge Table Name

<<C3 CHARGE NAME>>

C3 Charge Description

<<C3 CHARGE DESC>>

C3 Charge Table Amount

<<C3 CHARGE AMT>>

C3 Late Fee Charge

<<C3 LATE FEE AMT>>

C4 Balance Due

<<C4 BALANCE DUE>>

C4 Charge Table Name

<<C4 CHARGE NAME>>

C4 Charge Description

<<C4 CHARGE DESC>>

C4 Charge Table Amount

<<C4 CHARGE AMT>>

C4 Late Fee Charge

<<C4 LATE FEE AMT>>

C5 Balance Due

<<C5 BALANCE DUE>>

C5 Charge Table Name

<<C5 CHARGE NAME>>

C5 Charge Description

<<C5 CHARGE DESC>>

C5 Charge Table Amount

<<C5 CHARGE AMT>>

C5 Late Fee Charge

<<C5 LATE FEE AMT>>

C6 Balance Due

<<C6 BALANCE DUE>>

C6 Charge Table Name

<<C6 CHARGE NAME>>

C6 Charge Description

<<C6 CHARGE DESC>>

C6 Charge Table Amount

<<C6 CHARGE AMT>>

C6 Late Fee Charge

<<C6 LATE FEE AMT>>

C7 Balance Due

<<C7 BALANCE DUE>>

C7 Charge Table Name

<<C7 CHARGE NAME>>

C7 Charge Description

<<C7 CHARGE DESC>>

C7 Charge Table Amount

<<C7 CHARGE AMT>>

C7 Late Fee Charge

<<C7 LATE FEE AMT>>

49




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:
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 2 from Chart of Accounts.

Charge

[ate Fees £340-000 Late Fee income

1340-000 Late Fees Recervable

6380-000 Owner Admin. Fees lncome

1380000 Owner Admin, Fess Receh.

6380000 Owner Admin. Fees incoms

1380-000 Owner Admin. Fees Recety.

6390-000 Owner interest iIncome

1380-000 Owner interest Recesv

6350-000 Legal Fees Reimbursement

1350-000 Legal Fees Receivablie _'J

“ SY - New community setup

02 NSF charges
02 Adman. Fees
04  Inlerest

05 Atiorney Fees

All fields in red are required Accounting Method: ACCRUAL

& | o 4 k| e p | @
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
User Defined 13 <<MISC CHG. (13)>> Balance Due
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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
&) Owner Flex Data: XX - Sample Condominium E”E]EJ
File
“< “ ‘ “ } ‘[’I Q‘ Owner:  Fay Nancy Simon [Owner) Account: 100
Address: 100 Eazy Streat LotiUnit- 100
Defadt | Dbt
PM Si:w:&lt
Emeng Cortact

oy
Find

©

Save

<5

Repots

H

Define Fields Aurangs

EAF3

First Flex Data Field Data <<FLEX 1:(TEXT) FLEX 1 NAME Inserts the flex data
into aform letter

Second Flex DataField Data | <<FLEX 2:(TEXT) FLEX 2 NAME | Insertsthe flex data
into aform letter

Third Flex Data Field Data <<FLEX 3:(TEXT) FLEX 3NAME | Insertsthe flex data
into aform 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
! O Codes for COM - Civcle Cnmmmonity R = i o ] 4 |
i3 Pew Save mm |Ll'pd-nﬂmmh| Deketo |
| 4 " P |Reco 4 at13 st |
| 1+ Genersl
| CCA Code Diedal Summaty Desomplion
| CABCCR s |
de B2, “Each Dwner of & Lot Shal be 1eaponbis for the Mainbenance of Fis Lol snd &l buldngs, ﬂ
l Feidenten, lirdic atwg of othes Inproverments shushed theneon. . A gass, I'ndwh.lhlb!- wvnes andiplirks ol s
I!I e R ...
| Dielted Deaciighion Use As Doloults For. [ COA flecords [ Hand Held Diganzes: |

|- |

Uz ECR Avicle a1 Distide] Dinsrghion | |

| Aition Heeded To Resohve Violstion [Fastive Byl

IFHMWMM 3‘ 5
Lowol | Doge |'Foma | Violation Action ._T'!!!‘!!
i 0 $.0.00 (19 Lemer 73 Fast Violahon
B 10| $5000 (50 - il Fre 24 Second Vil
3 10 [ 100.00 100 - 198 Add Fine 5 T hed Wick 100
] 10 [§ 250.00 {250 - Zred Add Fne 2% Fmal Vol
5
CCR Records
27 e R Recards Tor COR - Cleile Comuming - . ﬂ
* | 0| @ | 0 § & | 3
Aecedtizoz M 4P| M| mumwmmn

OPEN ~ Record is Active

Recod Tywe  [Voion 3] CrewsDae  [Ensa0s ||
CLF Code (W S.LE.I“"""'

ug] u
ingail Ptusn

Sammniy Dpsc. [Mowang ¥ Show Pictures
Delsled Dz [iiom graes = |
Inaent LR
i] >
| Achon Needad -
i~ b0 [Piet i you ward |
x|
Nestinpecton  [6/2572003  Lastinapechon [05572005 [ PaokHewt Leer | ViewAction Tatle |
Mest Action [E725/2009  [50 - Iitial Fanes - 24 Secand Vial [ s50.00
LaitAchon [S71572009  [1st Letier - 23 Fwal Violabion |
Description Merge code Explanation

CCR Creation Date

<<CCR CREATION DATE>>

CCR Request Date

<<CCR REQUEST DATE>>

CCR Close Date

<<CCR CLOSE DATE>>
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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>>

Data CPS Coordinates are Captured

<<CCR GPS CAPTURE DATE>>

This is captured if you
use TOPS Go! to enter
violations

Outstanding CCR Violations - ALL Open
List all open violations

<<OUTSTANDING CCR VIOLATIONS
- ALL>>
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Miscellaneous

These Merge Codes let you format dates in Form Letters:

Misc. Merge Codes

H .I v

Sl wathin Categany, (®) ClassicOrdes () Alphsbeticsl Qrdes
Meige Cods
<TOD B

<DATE PLUS X DAYSS

¢ Fmanch Marge Cochs:

X

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 - examples 1001212012
MM/DDYY - example: 10012012

Full - example: Ockober 12, 2012

Long - example: Friday, October 12, 2012
Month - example: October

Month (Mumber) - example: 10

Day - exarple: Friday

Day (Murmber) - 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 compl ete some setup
steps. Follow these steps to complete the setup:

Configure Mail Service

In TOPS, go to the Communications menu on the File toolbar. Y ou will seethe

Communications menu:

> Configure Ivlail Service

Configure TOPS iMail r
Compose TOPS iMail

Comrunications Hiskory
Email Address Search

TOPS iMail Manager

Select Configure Mail Service from this menu.

Y ou will see the Configuration menu:

Configuration Menu
& Configure SauthData Certiail

{ hew Credentiss e bstory

He credentials have been configured.

Please select <hNew Credentials> to configure credentials.

If you see the message:
No credentials have been configured.

Please select <New Credential> to configure credentials.

57




It means TOPS has detected that this community needs to create a SouthData account in 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

Y ou will seethe screen for completing the setup in TOPS:

Configure Mail Service

Lﬁ_’ Co nfiﬂurl Mail Services

Soltwans Key FPaaiveced:

Uper ID3; | Confrm Pastwoed

Retum Addrers Cormmumsty Addseay 1‘
Sample Condominium

20010 Dissmord Dirve
Rockyille, MD 200084321

L] Pt Gk
J_} Credentials NOT Vakdatad ] Pricd Dugles:

W |0 - Badgoon Esaten

] |05 - Adpres Mezacdows FOW

O =Rz Stedng Ranch Homemenets Association
] SRZ - Siena Ridoe

[ |3 - Sampls Condeomnmes

Thisiswhere you are activating the SouthData SignatureMail™ and also their CertMail™
interfacein TOPS. Thismakesit so you can easily forward any Form Letter generated in TOPS
to SouthDatafor printing and sending through SignatureMail™ or CertMail™..

Service Provider | At thistime, 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 aready, then you simply need to complete the fields on
the screen.

Name — the name of your organization. If a management company, then enter the
management company name. Y ou need to enter organization name to help SouthData
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identify your print jobs.
Softwar e K ey — here you enter your existing SouthData customer account #.

User 1D —enter alogin 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.

Passwor d — enter a Password to use with the User 1D to complete the login into
SouthData' s system.

Confirm Passwor d — 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 thisbox if you wish SouthDatato print lettersin color, such as,
if your have colored |etterhead. Thereis an extra charge from SouthData for color printing.

Duplex — checkmark this box if aletter has multiple pages for each owner and you wish
SouthDatato print the letters back-to-back so it saves on the printing charges.

Saelect Communities

You will seealist of communitieslike this:

] Commuriy

] |08 - Alpine Meadows HOA

] SAR2 . Stering Ranch Homeowsers Azsociation
[[] |SAZ - Sienna Ridge

] |3 - Sample Condorniram

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 button. This
Save Credentinls will save your information and also “Validate” that you have an account with
SouthData. If it cannot Validate your account, you will recelve a message.
That means that the Software Key does not match a valid SouthData account #
for your organization.

No SouthData Account
If you need to setup a new SouthData account, starting on the screen below:
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Configure Mail Service

&) Configure Mail Services

V) A A ol
.Y

Sh'tul:hﬂ'lﬂi_ Comenl m._g_amunh

Sofvice Pirewiort BV D TR Tl

Colvnte K

Lisen 1D

Fehen Adders | Comerardy Sadesn
gl Condommum
20010 Diamond Drve
Reckville, MD 70008-4321

[0 - Adpares Messchowe HOA
SA2 « Soedng Fanch Homeowrats Assocalion
I SHZ - Swenna Ridgs

| -5 ampde Cofcomrem

Notice thislink on the above screen. Click the “Not Reéistered? Sign Up” link. Then complete
the customer registration screens on SouthData' s web site as follows:

Setup SouthData Account

Welcome Page

Beyond Billing
e

il mar Nl s Vo e el e i WL L P22

Brer, ared TOPT Boltware baws Taemad wp T provide gos the bast of

Fauthliate. -

SESERIAETENE ) §TOPS
Fram >

demiﬂ-“m;‘:n.:dfflﬂulﬁr“ﬂ':h '-tr

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

SO'llthD&taj ' Beyond Billing

Hatwarking Call e adens g fuve -1 sl i i w8 88,3 #0. AT L.

coniact s - BTN

INMNOVATIY

Billing = Sca

""" CT SOLUTIONS =

wWirea glad that you want 10 do business with wi But bafore we can gt started, we first naed o
lmarn 3 Bttle mono about you

¥ou wil nded Lo complate the folowing formes with your chnt miormatetn m onder Lo reCenve your chint
nigrnar and loge informaton 1o SouthData, com.,

Communicate
& Bill the
Smart Wayl

To start tha now chent process, pleace il out al of the following basic information sbout youe
compary and prods the "Mext® button

cirganigation Indarmation
Crgarzabon Mams
Birgamizaticn Type! Salest veur enganmdatios Bype =

Software Used, | Seled your sofiwice Typd ”

Soushlirin i Her Jourme Wiy
e LY

Call our Sales Team for o no-obllgathon quate af SBHL549. 4722

g Bn | We Map | Privecy Pallcy | Te
e

Organization Name — enter the name of your organization here.
Organization Type — use the drop down list to select the one that best fits.
Softwar e Used — use the drop down list until you find TOPS Software

e
Click the Next button to proceed.

Proceed to the next page.
Setup SouthData Account — Page 2
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SouthData,

INNQ Y ATIVE

Biling » Sconning * Haiwcq'i:lnﬂ

Address Infarmatbon
Plaase il out your address informataon
Billing Address:

Cormpaarty: ABC Manadgarmsnt [ms

R AL iy
Shrest/PO Bon
Lty
State: (Plasia Salecy) "
Zip

LIy Mailieyg Aaddress s dfferent than my Balng address

CIMy Shipping Address 15 differant than my Bling address

gating quinli ol D00 54

Communicate
& Bill the
Smart Way!

Seawthllartn in ten Smarier Way
e Lo yte & Bell

Complete your billing address info:

Attention — the name of the person on your staff that bills should be addressed to.

Street/PO Box — enter thefirst line of your billing address
City —enter your city.

State — enter your state.

Zip —enter your zip code. Thereisroom for the + Four code if you know it.

e
Click the Next button to proceed.

Proceed to the next page.
Setup SouthData Account — Page 3
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SouthData

HHOYATLY

Billng » :-}r;mrﬁng . Neh'mﬂ.ng :

Cantact Informat lon

HMoase fil out the followng contact miformation for the account adminestrator. Al proofs and other
cormidpondancs wil Be oan] 10 the stcount sdministrator by dafed, but the Scoount BdminisErafor wil
D ADIE 10 CPRale MaW WLBT ACCOAUNLE and FSHIgN The COmMBRpondence to be S80 10 ather uiers

If you have any other addtional contact information, ploas Ui the addabonal informatsan form on the
nict page to supply it

Account Administrator
First Nams
Last hams
Tither Swbec] Tils v
Ernail
Fhone Ext

Accaunt Elarmation
Yt pastwond mutt B 1he Sollrweng fequraments
s MUt rOt CONLEN YOUF RN, USRTame, oF OIganization nams
® Must be at lnast B characters ong
® Mt have the followng character types
* Uppeicise Latiers
+ LOWOCaEE Lokiars
¢ Humerals
Specisl Characters

LieriC
Pasgward
wonfirm

&% Other information
Switdhibssard
Fax

Provioms

Call nur Solos Toam Fo quote of B0 S0 4

g B [ ke Mg | Priwacy Pubioy | Teey

Beyond Billing
“Secure Clisnt Lagin

2413 ' s
ol g Sallis Tearn for @ oo oodelingon B dpon b gl G008, 549,87 75

Communicate
& Bill the
Smart Way!

SourhDinta in Hon Smartas Way
16 Conmmmmmet ate & Hsl]

Account Administrator —thisisthe person on your staff who is authorized to as the SouthData

contact and who a so can make changes to your SouthData account.
First Name
Last Name
Title
Email Address
Phone #
Login Info —for the Account Administrator
User ID
Passwor d
Confirm Password

Other Info

Switchboard
Fax

[
Click the Next button to proceed.
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Proceed to the next page.
Setup SouthData Account — Page 4

SouthData, | E BT
!ﬁl;q;;r LScr;nrnng i‘vel‘mzmng i

W eti] : 1 i -

i Additicnal Information -y s
—E

How ikl yoan oo about SouthData?

Floass seect af that apply:

Ll 'Wong of mowuth or referral -
[ Tradeshow Communicate
[l sauthiats actount secutive contacted you & Bill “'I-B

O SauthData sample or product Smart Wurl
] Direct mad plecs from SouthiDats

LI Found win Saarch Enging | CRoste Sairch Engne * ;
L Adyertisement

Led from snobher websde

C Facebook

O Twitker Sowibllatn 1p fon Smniien Wag

gt o Commmgmerarn & Bl
Gther g

Plibaia @nrer STy COmimisnEE

Bleasiy wstlimale youwr antlcipated wolsnme for Ehe nosd 12 mondhs,

Coupon Volums: Silesl Veloms M
Sratament Volume: | Select Wolums

Frimany Lockboxs Beed Leckins d nesded -
addmonal nforrmation

Call our Salos Team for a no-obligation queole ol B00.549 4722,

Wi U | Bt g | Privscy Pabey | Do ol Bes | Soutsl

How did you hear about SouthData?
Checkmark any that apply

Anticipated Volume—thisinformation 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 specia information you wish to notify SouthData
about.

)
Click the Next button to proceed.

Proceed to the next page.




southData,

Setup SouthData Account —Page 5

[ElBy cheking tres Agres Button, pou sgnes b these termns snd condithong,

isapniiom m

Gall owr Balwy Toam for & no-obligadion quote of 800549
rivat ALK I

Log In | Win Sep | Priwecy Padicy | Teem of B |

Thisisthe Terms and Conditions of servicepage. You MUST click “I Agree” in order to

compl ete setting-up the SouthData account.

I M oy FIVE S0 L L I N
= Sconning = Networking Call mur ks Tmam For 2 re-aliigatinn ¢
—
£ ) w g —
-_,- -
Terms and Conditians Vi o
& Al grders are subject fo o §50 Mnimum, Run Charge b
s Orders are shipped FO8 Mownt Ay, MO -
= Postade and renunn shesprg &0 i adanion to e aosr oF the goods and JErnoes
proveded
« Nortn Carciing Safes and Use Tax appdy 1o o orders from chents with offices in that
state.
= Product spedfications are Subject to change without notice
® Payfrent terms are HET 15 065
w Chant SCoenTs respondiblity For all dhirged for Qoods and servces ordersd Dy amy
amplayes of the dhent orgardzabon
& Chent agrees B0 pay aff cosks relabed to the colection of past due balsnces on any
Sttt in (B ndme, l|'-.'|-.-.1-ﬁ;| BaE ol Brridled Bo, oollaiBiod agéndy fess, AlEGITEY
fees and court oskE
= PoSTas N excess of EI00C00 par order musE Be paid N adwano
Limstted WWarranty - Dol g P o Wy
i Crmwecrin K sl

m Click the“l Agree” button to complete setting-up your SouthData account.

Onceyou click “I Agree”, you will see the final page showing that you have completed setting-

up a SouthData account.
Setup Complete
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SOUthD&ta, Beyond Billing

IHHGNATIYE : hmi:hntth
m SEQI‘II'III'I-Q NEhN'[:fk"‘rg Ll amr Labam Tuans fur 4 powe ||L| e rrl-a.lllﬂ TR

Welcome to SouthData!

viou have successfilly created a nes account with SouthData. Your new clent number is 8238, To accoss your now SouthData
account using the UserlD and password you provided. &n emal has been sent Lo you from customerservioe®southdata.com
contarmg your chient and logem mfarmaton

An account represent toe wil contict you dhorthy ta setup an sppontment te lesm about the many festures awadsble 1o you on
SouthDate com, You con Mo visit our help section ed walch Vdeo teniss on how 10 place onfers

I o hye &fvy quidhond, plesss don't estate o contacl Cuslomss Service 50 cuslomersarvica@coutheats,onm oF by calng 1=
BO0-540-4722, Pease inchude your chEnt nuenbar when maling anmy Ogunes aboul your SCcoany

Login to SeuthData.com

Cal our Sabick Toam lor & no-obligatien quote af BH0549, 4722,

Lasg 1w | Side Map | Privacy Poley | Tersnos ol Bes wruhlata

This page confirms that you have completed the set-up. It also gives you your new SouthData
client number.

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

I‘i. Configure Mail Services

Mﬁﬂ# ﬁ Muﬁﬂ# g J
Sernce Frovder: | EEFTAITRERE T I i Reged) Sonll
e
Soltware Kay Pagpwond
Wl B0 Condem Pazswoid
FRetum Addeenr | Commurdy Adkiess »

Sample Contdommnium
20010 Dviamond Diive
Rochyille, MD 20880-4331
& Cradortials HOT Valdated L] Pk Dupleas
[ Commmiy
W {1 - Emigoon Ealaies
[ |68 - e Meadows HOA
[] | SR2 - Sasding R anch Momeovensr: Atsocission
[ |5AZ - Gierva Ridge
[ | %4 - Sarnple Concominam

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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