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Communications

“Communications” is a new menu choice on the TOPS File menu bar. From here, you can
setup the mass email function in TOPS which can be used for communicating with owners,
vendors or community officers. We call this new service TOPS iMail. When considering
all the costs involved with using the US Postal Service for communications, using email
offers alow-cost, very efficient way to communicate with owners, officers and vendors.
Not only can you save the cost of postage, but the cost of stationary, envelopes and staff
time to stuff envelopes and then take them to the mail box. Plus, emailed communication
is instantaneous whereas traditional mail can take days to be received.

While TOPS iMail is a subscription service, the potential savings far outweigh the monthly
costs. TOPSiMail can be used to send genera notices, letters and correspondence,
delinquency letters, CCR violation letters and Bills/Statements. Rather than print owner
mailing labels, you can elect to email as an alternative. Beyond use with homeowners, it
can aso be used for communicating with vendors to solicit bids or just daily issues.
Wherever you need to send something to a group of owners or vendors, TOPS iMalil is
there to save you time and expense.

Communication History

To keep track of the communications with owners and vendors, a community-wide
Communication History is maintained. It shows all the communications with owners and
vendors by date along with adescription of what was sent. The history is updated for both
printed and emailed communications. Attachments sent are also stored in the history. The
Communication History will be invaluable as proof that communications were sent to an
owner if adispute should ever arise. Thisis particularly important with emailed
communication because emails are a newer form of mail that does not have established
legal case history when used for required notices.

The Communication History is kept for the entire community with drill-down capability
showing al the recipientsincluded in the mailing. It isalso kept for individua owners and
vendors where it can be viewed from the Owner Maintain or Vendor Maintain screens.
That way, you can easily view all the communications with a particular owner or vendor.

Community Mail History

Another benefit of the Communication History is, it can provide you with a history of all
the mass mailings, whether printed or emailed, done for a community for arange of dates.
As mailings are done, the user check marks a “Bill to Community” box. From the mail
History, you can view/print all the mailings that were check marked “Bill to Community”.
The report will assist with billing communities for mailing costs. This history will be
helpful to management companies so they can recover al out-of-pocket postage, printing
and mailing expenses due from a community.

The mail History will be expanded in the future to include per item costs and bundling
other additional costs to provide afull billing mechanism for the management company. It
will aso give the option to automatically create an AP Bill in each community payable to
the management company to minimize recurring entry of monthly management invoices.



So the new Communication suite with mass email adds alot of valuable functionality to
your TOPS system. But in order to use it, there are some setup steps and other things that
you need to understand so you can get the maximum benefit from this powerful feature.

Maintain Owners

So you understand how everything ties together, we will briefly describe the new multiple
owner email addresses and related owner functions which are used by the Communications
system. The Maintain Owners screen has changed so that you can store multiple email
addresses for each owner record. Y ou can indicate which email addresses to use for
different types of communication.

A complete Communication History is kept for each owner. So no matter whether you
choose to print/send acommunication by mail or use email, thereis a history for each
owner showing the date, time, description and whether it was printed or emailed. This can
be handy for proving that a communication was sent if challenged by an owner.

The new owner screen looks like this:

Maintain Owners

0D - Maintain owners XX -Sample Condominium

|<4>>|+f:aa$¢lj#ﬂ%"ﬁﬁ-§:&

: Fl x
Add Property History | Charges Letters| Motes | D:é Flags ggsn:;; CCR | Wur.Ord|  Print

Select PropertyF4 - Browse Multiple Owners
Account #F3)] 100 ot At e 100 | Record Type |—0wner (oo
Strest [ 100 Easy Street
Status
Street Address (F2) | MameSearch (F5) | S I Netes: [i0
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i [ Hold Action
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il ey L | gl Settled Date: 03A200  Move Out:
2nd Chvener | |
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Notice under the Contact I nfo heading there are new buttons next to the E-Mail line
where previously the owner email address was displayed.

Mairtain Click the M aintain button to show the email addresses for this owner.
Y ou can change or add new addresses from the Maintain screen.

If you clicked the M aintain button, you will see the owner email screen:

Owner Emails




@_')' Owner Email Addresses

Ray & Nancy Simon [Current Owner] Account #: 100
100 Easy Street Lot/Umit $#: 100
This Perzon Haz "Opted-In" to Receive Email [ |‘ ] [ ‘ ] l ' ] ’ ’l I
- -F-'ril.'nary i Ei.enerai - .Letterxéc Bi-ll-x-éc |
Email Email Address t ailings Motices Statements
i, sUpportiEtopszoft com
¥ zimonzez 1 00@Egmail. com ] I
Primary Email The main email address for this person. There can only be 1 Primary email,

General Mailings  Uszed for general corespondence and announcements.
Letters & Motices Uszed for official letkers and notices, ke delinguency and CCER letters.
Bills & Statements Used for invoices that bill the owner for a balance due.

+ || @

Add Mew Delete

LS

Thiz Person Has "Opted-in” ta Recieve Emal - Checkmark this option to activate email
communication for this owner. If checked, then using TOPS iMail, you can
send emails for various types of communication to this owner.

Email Addresses: 2

There are severa important email functions on this screen.

| N | | ‘ | | ' | |'I | Click the browse arrow buttons to stay on the owner email
screen but move to the next home or backwards to the previous home. This can
be handy when updating or correcting owner emails for several homes.

Primary — Thisisthe main email address for thisowner. It should be the email address
used for most types of communication. Although you can enter additional email
addresses and send any type of communications to this address as well.

Note: There can beonly 1 Primary email address per owner record.

Email Address— enter the owner’s email address here. There can be multiple email
addresses for each owner record.

General Mailings— The default email addressto use for general communications, such
as, the oneto be used in place of aprinted mailing label. An example might be,
amailing announcing the pool hours for the summer.

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

Bills& Statements— The default email address to use for emailing Bills & Statements to
an owner. This givesyou an easy, low cost way to send Bills & Statements.




Whenever you do amass email using TOPS iMail, you have the option to select any of
the above 3 email address “types” to use for that particular email. So you always have
complete control over which email address to use for each mailing.

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

+ Click the Add New button to add another email address for this owner. You
sadnen | Wil be positioned at the first available line where you can enter the email
address and check which types of communications should be emailed to this
address.

Q Click to highlight the email address you wish to delete, then click the Delete

button. It will permanently delete the owner email address.
Delete

&u Click the Done button to exit back to the Maintain Owner screen. Any

changes you made to owner emails will automatically be saved.
Daone

sy | Click the View button to see the Communication History for this owner.

The History shows ALL communications for this owner, both printed and
emailed. For more information on viewing an owner’s Communication
History, see Maintain Owners in the Owner Database manuals.

Zend Click the Send button to open your default email system, or TOPS iMail
If you have subscribed to it, and send a quick email to this owner.

This completes the quick instructions for working with the new, multiple email addresses
for owners. Now we will turn back to continuing the manual section on the new
Communications menu.




Communications Menu
This new menu choice is located on the File menu bar at the top of the screen.

) TOPS v4.0 XX - Sample Condominium Current Period: 04012007 - 04/30/2007
File Edit “iew Setup Administration Utilities  Customize .ﬁ.utcumat termet  Window Help

This menu choice is where you can work with the mass email and access the complete
Communication History for each community. We’ll cover all the functions on the
Communications menu next.

Activate TOPS iMail

Before you can begin to use the TOPS iMail system, you must activate it. When you first
click on the new “Communications” menu choice, you will only see this menu option:

Cormmmunicakinns

Activate TOPS iMail

Cammunications History

Click the Activate TOPS iM ail menu choice.

Y ou will seethe Activation screen:
Activate TOPSiMail

r 5
£ Activate TOPS iMail |
New TOPS iMail Contact TOPS Software
Send email in place of letters! Send Email Reguest Status
Creates communication billing report! Tall Fres 800-760-8566 Active
Automatically builds communication history! Daily Usage: 22 of 50
; / Menthly Usage: 56 of 100
Saves time, saves resources, saves money! Bandwidth Usage: 2 MB
Integrates into all communication aspects of TOPS!
Activate TOPS IMail L
Client 1D TEAM321
Company System Client To Verify Database
Select Plan | Basic l.|
Daily Max Emails per day
Manthly Max Emails per month
Max Attachment Size kB per attachment
Max Bandwidth / Month MB per month
Price 5 per month
Contact Info
Mame [
Email [
Phane [
Billing Info
" Credit Card  Direct Debit ]
E Dlliscicss itk Hhia Dhrairt DKL fusen el Eot it 4o [RADLOROATES Ml 34 TRDS Srliuics iaiHa sernis o o-shsek fno tha: 7

By default, it will show the “Basic” plan which is FREE!




Sdect Plan

Use the down browse arrow =] to select any of the 4 plans which
include:

e Basic-free

e Silver - optional cost

e Gold - optional cost

e Platinum — optional cost

Each plan has email limits per day and per month. When you select the
plan, you will see the limits automatically filled into these fields:

Daily Max — the total daily number of outgoing emails alowed under
your TOPS iMail plan. When it hitsthislimit, it will stop
sending outgoing emails until the next day—unless you
upgrade to the next higher plan.

Monthly Max — the total monthly number of outgoing emails allowed
under your TOPS iMail plan. When it hitsthislimit, it will
stop sending outgoing emails until the next month—unless you
upgrade to the next higher plan.

Max Attachment Size - because of bandwith usage limits, we must
limit the size of Attachments sent with emails. Thisline shows
you the attachment size limit under your TOPS iMail plan.

You will receive awarning if your attachment exceeds this size
S0 you can make adjustments, if necessary.

Max Bandwith/M onth — because of bandwith usage limits with our
email provider, each customer can only use a certain amount of
bandwith each month when sending emails with attachments.
This line shows you the bandwith [imit allowed under your
TOPSiMail plan. If you exceed that bandwith limit, TOPS
reserves the right to pass on additional bandwith chargesto
you.

Price — The monthly cost for the TOPS iMail plan you select. Even for
the “Free” plan, you still must enter payment information,
either a credit card or bank debit authorization as shown
below.

At anytime, you can go to the TOPS iMail Manager on the
Communications Menu to view any pending or held email batches.
This screen will always show you how many emails have been sent
daily/monthly and how many outgoing emails can still be sent before
hitting your limit.

Y ou can always change your TOPS iMail plan by calling your TOPS
Account Exec at TOPS Sales 800-760-9966.

Contact Info

We need to know who the main contact is for any questions or issues
with TOPS iMail. Please complete the following 3 simple info fields:

Name — The person’s name we should contact about TOPS iMail.
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about TOPS iMail.

about TOPS iMail.
Y ou must complete these 3 fields.

Email — The person’s email address we should use to contact them

Phone — The person’s email address we should use to contact them

Billing Info

If you scroll down the Activation page, you will see these additional datafieldsto

complete your payment info:

Payment Info for Activation
¥l Activate TOPS iMail i ] |
New TOPS iMail Contact TOPS Software

Send email in place of letters! Send Email Request Status

Saves money on postage, printing, stationary and time! Toll Free 800-760-3366 N Avatead

Automatically builds communication history!

Creates communication billing report! 3 Q?;:ru?y

Integrates into all communication aspects of TOPS!

@TOPS Please click Theck My Status’ above to complete activation.
Phane | -
Billing Info

& Credit Card " Direct Debit
Card Type |visa Ea|
Card Number |
Expiration IJan 'I |201U 'I
Authorization Code I
Name on Card |
Address _
City, State & Zip | | |
¥ | have read and agree to the Terms and Conditions
| Activate Account l Cancel |
Y ou have 2 payment options:
e Credit Card
e Direct Debit

Once you make your payment selection, proceed to fill in the information required to

complete the payment section.

To finish activating your TOPS iMail account, you must click to accept the Terms and

Conditions.

¥ | have read and agree to the Terms and Conditions

Make sure thisis check marked to continue. Y ou may click on the Terms and

Conditions link to read the policies and Service Agreement for TOPS iMail.

| Activate Account | | Click the Activate Account button once all the information on the

activation screen is compl eted.




Cancel | Click the Cancel button to exit this screen without saving any
information entered.

Setup

Once you have activated TOPS iMail, your Communications menu will change and look
like the one below:

Communications M enu

Comrunicakions

Caonfigure TOPS iMail »
Compose TOPS itail

Cammunications History
Email Address Search

TOPS iMail Manager

Before you can use the Mass Email, first you must complete two setup steps.

Configure TOPS | Click the Configure TOPSiMail menu selection to setup the
iMail required info to use TOPS iMail.

When you click Configure TOPS iMail, you will see the following screen:

Configure TOPS iMail Managernenk Company Setkings
Ilser Settings & Preferences

There are two items of setup that need to be configured:
e Management Company Settings
e User Settings & Preferences

Each of these configuration steps are explained below.

M anagement Whether you are a management company managing multiple
Company Settings | communities or a self-managed community, thisis where you
define general settings such as your Reply To email address and
Returned Mail email address to use with the Mass Email.

The Management Company Settings looks like this:

Management Company Settings




& Management Company Email Settings

Other Settings

My Client ID: TOPSP400 [] Send "Retuned Mail" To Different Mailbox
“Reply To™ Account Settings "Returned Mail” Account Settings
Email &ddress | Email &ddress i

Abwayz Zip Email Attachments [recommended)
[ Use TOPS itail for all outgoing Emails

The Email Address That Wil be Uzed When a Recipient Repliez to an Email Sent From TOPS ik ail.

Ernail Address

21

Activation Center

@ ‘ Thiz Field is Required ‘ ‘i ‘ ‘ Em

Uzage

Complete the screen as follows:

“Reply To”
Account Settings

Here is where you would enter the general Reply To email address
for use with the Mass Email.

Email Address— Usualy, thisisthe general Email Address for
your organization. This becomes one of the Reply To options
whenever you are sending aMass Email.

Send ‘Returned
Mail’ to Different
Address

Checkmark this box if you wish any “bounced” or returned mail to
go to adifferent email address other than the Reply To address.

For example, you might want to setup a special mailbox for
returned mail so you can either keep track of it or contact the owner
or vendor to update your records for the correct email address.

This is an option which could be skipped if you don’t wish to use it.
But if you want Returned Mail to go to adifferent Reply To
address, then fill in these fields.

Returned Mail Account Settings

If you checkmark this box, then the following fields become active:
Email Address— the Email Address for the Returned Mail to be
received into in your current email system. You might need to

setup that address in your default email system (Ex. — Outlook® or
Outlook Express®, etc) so thereisamailbox for the returned mail.

Always Zip Email
Attachments

By default, this box is checked. To save time and bandwith usage
(speed delivery) we recommend that all attachments be zipped into
acompressed format.

If you checkmark this box, then TOPS iMail will automatically
compress email attachments to reduce the size of the attachment. A
standard “zip” format is used so the recipient should be able to

10




simply open the email, click on the attachment and it will open
automatically in areadable format.

Use TOPSiMail
for all outgoing
Emails

Checkmark this box to always use the TOPS iMail system when
sending out emails. The benefit of using TOPS iMail, rather then
your own company email system, isthe Communication History is
updated when TOPS iMail is used whereas it isNOT updated when
your company email isused. We have no way of capturing the
necessary info from your company email to record it in the
Communication History.

Note: TOPSiMail isasubscription based email service, thereisa
cost associated with its use.

A completed screen would look like this:

M anagement Company Settings

& Management Company Email Settings

My Client ID: TOPSP400 Send "Returned Mail" To Different Mailbos
“Reply To™ Account Settings "Returned Mail” Account Settings
Emnail Address | mail@HOAMgmt | Email Address [bounce@HOAMgmt
Other Settings

Alwayzs Zip Emall Attachments [recommended)
Uge TOPS iMail for all outgoing Emailz

(2

Achivation Center

2 HE

|lzage ok Exit

The above example shows the Management Company Email Settings with the “Returned
Mail” area completed. Again, this is an option which could be skipped if you don’t wish

to useit.
( Once you have completed the Management Company Email settings,
) click the OK button to save the changes and exit.
0K
EXIT Click the Exit button to close the screen without saving any changes.
E zit
. Click the Activation Center button if you have not previously
ﬁﬂ activated TOPS iMail. If you have activated it, then you will seea
Activation Center | | screen like this letting you know the service is aready activated:

11




& Activate TOPS iMail

New TOPS iMail Contact TOPS Software

Send email in place of letters! Send Emall Aequest Status

Saves money on postage, printing, stationary and time! Toll Free 800-760-5365 A
Automatically builds communication history! Daily Usage: 0 of 2500

e S Monthly Usage: 40 of 26000
Creates communication billing report! Bancwidh Us=ge. 11 ME

Integrates into all communication aspects of TOPS!

@TOPS

TOPS iMail Already Active

TOPS iMail has already been activated for your account. If you have questions, want to change billing methods. upgrade
downgrade, or cancel your plan please contact the TOPS Software sales team: sales@topssoft.com (800}-760-3366

Current Plan Gold
2500 emails/day
25000 emails/manth
Attachment max - 100 kB
Bandwidth max - 2500 MB

If you have activated the TOPS iMail service, but wish to make
changes to your plan, please contact TOPS Sales Dept at 800-760-
9966. Y ou cannot make plan changes without speaking with your
TOPS Sales representative.

|Jzage

Click the Usage button to view how many emails have been sent today
and this month along with your bandwith usage:

&) Email Usage Information [E|

Client ID: W1111

Craily Uzage: 0 of 500
Morthly Uzage: 286 of 2000
Bandwidth Jzage: 1.57 MB

Click the Exit button to close the Usage screen.

12




User Settings &
Preferences

Click this menu choice under Configuration to setup individual
user email settings.

When you click User Settings & Preferences, you will see this screen:

User Settings & Preferences

) User Email Settings

User: Jim Davis

by Email &iddress | TREE

Always Zip Email Attackments [recommended)

HOAMgmt. com)
Usze Thiz Emall Addresz az My "Reply To" Address

by Email ddress

'our Primary "Woark, Email Address.

This Fickl is Requied ‘ Q H

Exit

Initially, the email address displayed on this screen is from the Users & Password setup
under Administration, but you can change it here if needed.

My Email Address

The email address for this TOPS user.

When sending a mass email using TOPS iMail, you can select
to use the email address entered here for each TOPS user for
the “Reply To” or use a different “Reply To” email address.

Use This Email
Address as My ‘Reply
To’ Address

Checkmark this box [¥| to make the email address displayed
above the default to use whenever you are sending TOPS
iMails to owners or vendors. If you do NOT check this box,
then you will have to enter a Reply To address for each mass
email you send using TOPS iMail.

Always Zip Email
Attachments

Checkmark this box 1¥| to compress email attachmentsinto a
zipfileso it takes up less space. Thiswill speed up sending
emails with attachments because it uses less internet bandwith.
With zipped attachments, normally the recipient just needs to
click on the attachment to unzip it into areadable format.

‘ ; Click the OK button to save any changes made to the User
Email Settings screen.
0K
Click the Exit button to close the User Email Settings screen
without saving any changes. It will leave the info “as is”.
E xit
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Using TOPS iMail

Once the setup is complete, there are a number of places throughout TOPS Professional
where you can use TOPS iMail as an dternative to printed mail. TOPSiMail can be used
in place of mailing labels for owner mailings, in place of printed form letters (including
delinquency letters and CCR violation letters) and also for sending Bills/Statements.
Generaly, wherever you can print something to send to an owner, you also now have the
option of using mass email as an alternative.

Y ou must subscribe to the TOPS iMail servicein order to use the mass email capabilities
in TOPS Professional.

Mass Emailing

Compose TOPSiMail | Thisisonly one place you can use TOPS iMail to send a mass
email to owners. As mentioned above, generally, wherever
you can print something to send to an owner, you aso have the
option of using TOPS iMail as an alternative.

To send amass email to some or al owners or vendorsin this
community, click the Compose TOPS iMail selection on the
Communications Menu.

When you choose Compose TOPS iMail a screen will open for writing the email and
selecting the recipients:

Compose Email
R < 2 X
Send Open Save Atkach Speliing Usage Discard
Fecipients E+ Add] & Clear Attachments

000000
2.0

=

Priarity: Momnal 'v; [] Returm Receipt
Feply T v [ Mark az Bilable

Subject:

||TimesNewRUman |E| 1z |z| ﬁ'ay' B I US A=} A“|§ =

1 o 1,
E |l |

I=]

[<]

& Currertt User: Jim Stevens 5 New TOPS iMail

We’ll cover each of the functions on the Compose Email screen.

Select Recipients

Click the Add button to select who should receive this mass email. It will

14




open the Recipients screen:

Select Recipients

fs Select Recipients

XX - Sample Condominium
Filkers
Search Field :. :. Show Only People with Email Addresses Filter Person Type ;ELmanl‘D-\:vner > |
SearchFor | Show Only People Opted-In to Receive Emails
Mame Type Address Account # Lat/nit #  General Emails
n Jennifer Lance Current Owher 200 Easy Strest lancelot e
[ |Jeff Stevens Current Owner 300 Easy Street 300 300 jstevens239Eaal.. .
F | Bill Smith .Eurrent Owner . 800 Easy Street . 500 . 500 . BillSmith48Egmail...
O ;F!a_l,l & Mancy Simon .Eurrent Owner . 100 Eas_l,; Street . 100 . 100 . www.support@top...
] .W'arren Carter . Current Owner . B00 Easy Street . BOO . BO0 . carterpilz@aal.com
|l : George Berube . Current Owher . 700 Easy Strest . oo . 700 . bemubehockeyEtn...
F iJimm_l,l & Jane Bowl . Current Owner . 800 Easy Street . 800 . 800 . \i.mmyianebowl@c...
E] .Nan.c:.y Garner .Eurrent Cwner . 950 Eas_l,; Street . 950 . 950 . nancyg@21 2zoft..
[ | Many Jones Current Owner 810 Diamond Avenue 210 20 jonespi@comcast. ..
|l : Gil & Gail Ciawn . Current Dwner . 820 Diiamond Avenue . 820 . 820 . Gzquaredizigmail....
F : MelBens . Current Owner . 830 Diamond Avenue . 830 . 830 . getthebens@aol.c...
O ;Herb Score .Eurrent Owner . BE0 Diamond Avenue . 860 . 860 . whatsthescore@ag. .,
[ Select Al I [D Clear Al ] [ Proceed ] I Cancel I
Owner Count: 60 Filkered Count: 12 | Selected Count: 0

By default, it will show all Current Owners that have ‘Opted In’ to receive
email from the community.

Search Field — By default, it will just display the Current Ownersin Street
Address order from lowest to highest number beginning with the first
street in the community. If you want to display the Current Owners
in adifferent order, click the down browse arrow /| next to Search
Field. You will see abrowse box with these search orders:

¢5Select Field: w

<Select Figld:
Mame
Address
Account #
Lot/ nit #

Simply click on any of these search orders to change the display
order, then select your email recipients.

Search For — If you click the Search Field above, then the Search For field
becomes active where you can select a particular person as a
recipient. Depending on the Search Field selected, you canjump to a
particular Name, Street Address, Account # or Lot/Unit # as an
alternative to browsing through the entire list to select the recipient.

Show Only People with Emaill Addreszes

This box is checked by default. Thelist of recipients shown on the
screen will only include those people who have email addresses on
filein TOPS. Uncheck it to show ALL people.
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Show Only People Opted-n to Receive Emailz

This box is checked by default. Thelist of recipients shown on the
screen will only include those people who have “Opted In” to
receiving email from the community. Generally, those are the
ONLY people you should send emailsto using TOPS iMail.
Uncheck it to show ALL people.

Filter Person Type— By default, it will display the Current Owners. If you
wish to send emails to other owner types or vendors, click the down
browse arrow | next to Filter Person Type. You will see abrowse
box with these Person Types:

Current Dwrer w
ol Ly

Previous Dwner
Renter ¢/ Tenant
Developer

Y endar

Simply click on any of these Person Types to change the persons
displayed on the screen. Y ou can then select your email recipients.

Click the Reset Filters button to return the Search Field and

Filter Person Type back to the defaults, which is simply all
the Current Owners with email addresses on filein TOPS.

Click the Select All button to select all the persons displayed
on the screen as recipients of this email.

[1 Cearfl]  Glick the Clear All button to delete al the recipients so you

can start the selection over again.

figgcd Click the Proceed button after selecting the Recipients to
return to the Compose Email screen where you can continue
with the next steps for sending a mass email.

Cancel

Click the Cancel button to exit from the Select Recipients
screen without proceeding with the mass email.

If you clicked the Proceed button on the Select Recipients screen, you will return to the
email screen ready to complete the mass mail. It will look like this:

Recipients Selected—Compose Email
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l‘i New TOPS iMail™ Sample Candominitm

Y N A - N~ I "< IO ..

Send Open Save Attach Speling Usage Discard

Recipients [12] i+ Add] ° Clear Attachments

"Herh Scare'' <whatsthescorei@gmail coms o I['L [

"Mel Bens" < getthebens@aol com: Q i:==

"Gil & Gail Down" <Gequared@gmail. coms> @ li

"Mary Jones'" < jonespEBoomcast.net @

"Dib & Betty Jones" ¢jeffh@topssoft coms [~}

"Fay & Mancy Simon" <simonsez@anl.com: [~ jlv

Priarity: :“t;l.ormal. |v| [] Retum Receipt

Reply Ta; | !v| [T Mark as Billable

Subject:

| rmestewroman ][tz (] A~-%-B I USAnA|[Sl===E£]] B
[A]
]

& Currertt User: Jim Stevens =1 New TOPS iMail

Now you are ready to complete the remaining fields on the Compose TOPS iMail screen
and type in the message you wish to send.

Click the Clear button to erase al the email Recipients previously
selected. You can then start over selecting Recipients.
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Attachments

Click the Attachments button to attach documents or formsto this
email, they will show in the Attachments box.

Attachments

Architectural Reguest Form
Architectural Guidelines

This box will show you the name of any Attachments to the email
you are getting ready to send. Y ou can have multiple Attachments to
each email that will be received by each recipient.

For more details on Attachments, see the Attachment section below.

Priority

You can set aPriority level for thisemail. By default, the Priority
level isNormal, but you can click the down browse arrow | to view
the other choices:

Maormal — w

M armal

If you select the “High” priority, the recipient will see the email
marked as a high in their email inbox.

Return Receipt

Checkmark this box to request a Return Receipt from the recipient.
If the recipient allowsit, the Return Receipt will be sent back to the
Reply To address in the email.

Reply To

The Reply To will default to the email address from the User Settings
& Preferences above. Y ou can select another Reply To email
addresses from the Management Company Settings by clicking on the
down browse arrow ~/. Y ou can aso manually enter adifferent
Reply To addressif you wish.

Mark as
Billable

Checkmark this box if the email should be charged to the community
as an expense owed to the management company. You can print a
Communication Summary Report showing all the Bill To
Community mailings for amonth whether it was printed or emailed
communication which can backup a reimbursement payment from
each community.

Subject

Like any email, you can enter a brief summary description letting the
recipient know what the email is about. The Subject of every mass
email is stored in the Communication History for each owner or
vendor.

Font Toolbar

Y ou can put effectsinto the body text of the email. Notice thistool
bar above the email body:
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e[ @

Much like aword processor, through the font toolbar you can change the font style for the
body text, the point size, the text color, italics, underlining, text alignment, number lists,
bullets, and editing tools like cut and paste.

Tool Tips: When you run the cursor over one of the symbols on this toolbar, atool tip
pops-up to explain the function.

||TimesNewRoman [« /12 [v] A-%-B I US AR AH|§

Email Body Thisiswhere you can type the complete message you wish to send to
the email recipients. It worksjust like any normal email. You can
type a complete, free form email with any message you wish.

Using the font toolbar above, you can “dress-up” the email body with
different effects to make it more appealing to read. Simple highlight
the body text, then use the effects from the font tool bar.

Once you have completed typing the body of the email, we suggest
you click the Spelling button to have your email “proofed” before
sending it.

A completed owner email would look like this:
Completed Email

= New Email - Sample Condominium

i N O T < A < N < A .

Send Open Save Attach Spelling Usage Discard

Recipients [12) [-'- Add] QEIear Attachments

"Herb Score" <whatsthegcoref@gmail, com: Q Lo Architectural Recpuest Form
Apchitectural Ghoidelines

"tel Benz" <getthebens@anl, com:
"Gl % Gal Down'' <G squaredi@gmail. com:>

"Mary Jones" <jonesyi@icomeast.net:

0/0/0 0|

"Mancy Garner' <nancyg@21 2zoftware, com:

Priarity: Mormal — w [] Retumn Receipt
Feply Te: | Jimd@HOAM gt com | (] Mark a Bilable
Subject: | annual Clean-up Day — April 25th 10 &M

I|TimesNewR0man |E| 12 |Z| A*ay' B I U-S A A A||| H |:1_l

Sfith spring coming, again this vear we are organizing a Clean-up Day bo make our community look beautiful, It will be Saturday, April 24th starting at 10
A, Wwie will meet at the pool. Evervone should bring black trash bags and ties for the clean-up of the common areas, Rakes and shovels would also be
appreciated,

=
iz o
= a—

Come on everyone, please come ouk and make this our most successful dean-up day ever!

Jim Dravis
Community Manager

& Current User: Jim Davis = Mew Email

Now we will discuss each of the button functions on the Compose Email screen.

@ Click the Send button once you have composed the email, selected the
recipients and added attachments, if any. This places the email into the

Y outgoing mail que where it will be sent by the TOPS iMail system.

Y ou will see this message confirming your emails have been placed in

the outgoing mail que:
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\%{) Email Has Been Added to the Queue.

Click the OK button to clear the message.
Drafts & Templates
@ Click the Open button to retrieve saved Email Templates or Drafts.

Qpen

Open Saved Emails

@ Open Email |Z“EIEI

Select a Draft ko Open

Marne Modified Date

= |F'.r|r|ual Clean-up Day — April 25th 10 4M 4I6/2010 4145 PM

| Maintenance Committes Meeting Thursday &, | 4)6/2010 5:53 PM (=]

2l
®) [ Draft O B Template

By default, it shows saved Drafts. But you can simply click the radio
button next to Templates to see any saved templ ates.

Double click on the saved email you wish to Open.

Click the Exit button to exit without selecting a saved

email.

=

Save

Click the Save button to save the email on the screen as either a Template
or aDraft. You will seethis screen:

Save Email
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@ Save Email

Save s
) & Draft Drafts will be discarded once they are sent.
O E:; Template Templates persist until deleted & can be sent multiple times.

Marme

(%) MNew :nnnuaI-E[éan—up Dhay -- Ap.;i-l 25£H 10 AM
() Existing
Accessibilicy
(%) Private Only Accessible by Me
) Public Accessible by Al Users

\ 2

Save

=

Discard

Save As - Y ou have two options here:

Draft — Saves the email with ALL the information as displayed
INCLUDING the Recipients. Once you Send a Draft, the email is
deleted from the Save folder so you cannot use it again.

Template — Saves the email with the selected Recipients, Subject,
Body Text and Reply To fields. You can re-use atemplate over
and over. It isnot deleted when sent, like a Draft, it staysin the
Save folder until you deleteit. If the Recipients change, smply
click the Clear Recipients button on the Compose Email screen,
then select the new Recipients.

Name - There are two options here:

New - By default, it displays the Subject line of the email, but you can
type over that to change the name if you wish.

Existing — If you opened a Saved email, you can make changesto it,
then Saveit in place of the original under the same name. This
will overwrite the original with the changed email.

Accessibility - There are two options here:

Private — Only the current user who created the email can Open it,
make changesto it, Save it and Send the email.

Public — Any user who has access to this community can Open the
email, make changesto it, Save the changes or Send the email.

Click the Save button to Save a Draft or Template.

Click the Discard button to delete the email showing on the
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| screen—either a Draft or a Template.

Attach Files
E Y ou can Attach any file or document to an email. There can be multiple
attachments aswell. Click the Attachment button to open abrowse
CHEE screen where you can select afile(s) or document(s) to attach to the

outgoing email.
The browse screen looks like this:

Attachment Browse

Loak im: | I TOPS2000 v 3 ? i Ev
y I GN [CTHEXEDLL ICIRPOR]
u:} ot [C)Forts [C)sE0E)
My Recent | [C08 [CT1EBORD 1508
Cocuments ICIACOB] |CGLOB) ) TEMPDIR.
= ILSJACTRPTZ CHELP |5) THEMES
L_% ILIAPOE] [CHTML TIPS
Desktap -;3AROBJ -;jLABas ';ﬂTOPSWORK
|JBudgetWoarkFile |[LIMASTER IJUBOE]
CICOMTROLS CmcoBa CUTILCE]
HH; IC)CoUPONS ChoooBa [E)vEDLL
R f.%‘lCROBJ f.?PF\LM_OS f.?'ﬂsmnXAPI
iCICRYaTAL CIPan IC)'Wo0oR]
I=3Cuskam [CTIPDA_MET e
" [E ILIDOSPAN [CIPOCKET_PC @ 321contact
- [CDOTHET [CPROB] [%) aE20LL.DLL
tdy Camputer
>
‘(.__’] File name: b
. X
tly Metwark, Files of type: v Cancel

When you locate the file or document to attach, ssmply click on the Open
button. The attachment you select will show on the Compose Email
screen within the Attachment box.

Hint: We recommend sending Portable Document Format (PDF)
attachments wherever possible rather than a Word® document or
Excel® spreadsheet. With Word® or Excel®, the recipient must
have these applicationsin order to open the attachment, plus, the
recipient could make changes to what you send. If you send
attachments in PDF format, the PDF viewer iswidely available
and free. The recipient cannot change a PDF attachment.

Using Spell Checker

e

spelling

The Spell Checker is constantly working as you type the email. If it
thinks you have misspelled aword in either the Subject or email body, it
will underlineit with awavy red line. However, as a double check, you
can aso click the Spelling button to check the Subject and body of the
email once you are done writing the email. If amisspelling is detected, it
will highlight the word so you can correct it.

Hint: To add a misspelled word to the dictionary, right click on

the word the Spell Checker has highlighted, then click the menu
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choice— Add to Dictionary.

To check the entire body of the email, click on the Spelling button. If the
Spell Checker finds a misspelling, it will pop-up a screen as follows:

Spell Checker
%/ Spelling
Mak in Dickionary: recomend
Change to;
Suggestions: recommend | tonore | | tgnorean |
recommends
reconmmenced | Change | | Changeal |
recommended
| oadd |
| options... | | cancel |

When Spell Checker finds a misspelling (a word not in it’s dictionary) it
will display the word and give you choices on how to handleit. The
choices include:

e Change To - Displays what the Spell Checker thinksisthe
correct word from its dictionary.

e Suggestions— Language suggestions on similar words or
variations on the correct spelling.

e Ignore— Click this button to accept the word as you spelled it
in the email body.

e IgnoreAll — Click this button to ignore any highlighted words
in the email body that Spell Checker cannot match in its
dictionary.

e Change - Click this button to change the misspelled word to
the one displayed on the Change To line.

e ChangeAll — Click this button to change al highlighted,
misspelled words to the proposed ones from the Spell Checker
dictionary.

e Add - Click the Add button to add the misspelled word to the
dictionary. It will then accept the word as you spelled it and not
seeit asamisspelling in the future.

e UndoLast - Click to undo the last spelling change in this email
if desired.
e Cancel — Click Cancel to exit the Spell Checker.

e Options— Click Optionsto view Spell Checker features. The
Options screen looks like this:

Spell Checker Options

23




% Spelling Options

J Spelling |

General options

ABC Ignore words in UPPERCASE
Ignore words in MixeDcoASe
Ignore words with numbers
[I1gnore repeated words
Ignore e-mails
Ignore weh sites

Edit custonn dictionary

v #dd, change o rermove words From your customn dictionary,
ABC

[ Edit...

International dictionarias

ABC Choose which dickionary ko use when checking vour spelling,
' 9 R —
Language:  English {United States) [>]

[ (8] 4 [ cancel |

The Spell Checker isasimple, yet powerful, tool to make sure any
misspellings or typos are caught before you send mass emails.

TOPSiMail Usage

2

Usage

Click the Usage button to see how many emails have been sent out this
period. There are daily and monthly limits on outgoing email depending
on the TOPS iMail plan selected.

TOPSiMail Usage

@ Email Usage Information E|

Client ID: Wii11

Draily Uzage: 9 of 500
Fanthly U zage: 295 of 2000
Bandwidth Lzage: 1.66 MB

Y ou can always upgrade to a higher plan by contacting TOPS Sales Dept
at 800-760-9966.

Click the Exit button to return to the Compose email screen.
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Discard Email

X

Discard

Click the Discard button to permanently delete the email showing on the
screen without sending it.

This completes the Setup and Use of the TOPS Mass Email. Next we will discuss the
Communication History.
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Communications History

Through this menu choice, you can view all the communications with owners and vendors
in acommunity whether it was printed or emailed. It stores a complete history of all
communications whenever you do a mailing, form letter or bill/statement.

Mass mailings are automatically captured in the Communications History, even when
printing mailing labels. The only communications not captured in the History are
individual emailsto owners or vendors sent through your existing email system (Outlook®
, Outlook Express®, etc.). Email communications are not captured in the History unless
you elect to use the TOPS iMail service to send them.

The Communications History has filtering capability so you can drill down into a
particular mailing. You can a so rearrange the columns showing on the screen to
customize it to better fit your purposes and save that view so you can use it again.

Having a Communication History for each community will help protect you from claims
that an owner or vendor never got a particular mailing. Thisis particularly important with
emailed communications so you can prove an email was sent.

Click Communications History from the Communications menu to see the history:

Community Communications History

) Communication Histo ry

XX - Sample Condominium

¥Yiew Options Export Options MNavigation
Auvailable Wiews | <Default Views [+]| [E] Evport to Excel )
)| @ ot [ 2 |[ 727 |[ cm
B [ | -~ )
v ; @ Dalate Records Refrezh Isage Exit
‘Drag a column header here to group by that column
C;ategorv . Created Description Sent By Billa... |Recard C... Postal C... Email Co...
3 SRR ETT I 4612010 |Maintenance Committes Mesking... | Jim Davis 0
[ CCR Letter 41612010 |CCR Vicltion Lettes [ 3im D Mo | 1] 0 1
General Mailing | 3/26/2010 | Annual Clean-up Day -- April 25t | Jim Davis Mo 14 o 14
General Mailing | 3§26/2010 |Pool Opening Date -- Saturday M... | Jim Davis o 14 a 14

The Communication History shows ALL the outgoing mailings for the community in
chronological order starting with the most recent and going backwards to the ol dest.

Notice the [ next to each mailing. To view the details of that mailing, including the
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Recipients, simply click on the plus + sign. It will open the details below like this:

Mailing Recipient Detail
'@' Communications History B@

XX - Sample Condominium

¥iew Options Export Options Mavigation

Available Wiews | <Default View:> [¥] B Esport to Excel {q z ,z] @ e
E W Update | |@ Delste Fiecords Refrezh Fieports Usage E it

Drag a column header here to group by that column

(]

Category Description Printed Emailed
TE‘ General Mailing

Drag a column header here to group by that column lﬂ

2 | Recipient Mame Summary i Subject | Processed Skatus Attachments?

¥ |Herb Score Pool Opening Dat.., Pool Opening Date -- Saturd...  3/26/2010 Sent
| Mel Bens Pool Opening Dat... Pool Opening Date -- Saturd...  3f26/2010 Sent
I Gil & Gail Down Pool Opening Dat... Pool Opening Date -- Saturd...  3{26/2010 Sent =
I Mary Jones Paoaol Opening Dat... Pool Opening Date -- Saturd...  3f26/2010 Sent
|| Dib & Betty Jones Pool Opening Dat... Pool Opening Date -- Saturd...  3f26/2010 Sent
|| Mancy Garner Pool Opening Dat... Pool Opening Date -- Saturd...  3/26/2010 Sent
i Jireiree & Jane Bowl Paoaol Opening Dat... Pool Opening Date -- Saturd...  3f26/2010 Sent =
B George Berube Pool Opening Dat... Pool Opening Date -- Saturd...  3f26/2010 Sent
|| Warren Carker Pool Opening Dat.., Pool Opening Date -- Saturd,.,  3/26/2010 Sent
| Ray & Mancy Siman Paoal Opening Dat... Pool Opening Date -- Saturd...  3f26/2010 Sent =]
|| it itk Pl Minenina Mat Poal Cfinenina Mate -- Saboed 30RO Sent |z| E|

When the History is expanded showing the recipients, click the [= next to the mailing
summary line to return to the summary view.

When in the expanded view, double clicking on an individual recipient will open the
details of the mailing, such as, the email sent to that person.

Sample Owner Email from History

# Pool Opening Date -- Saturday May 29th B@
EE el
Fi A
. R 2 X
Send Open Save Attach Speling Usage Discard
Recipients (1) |4k 4dd | & Clear Attachments
"tel Bens" <getthebens@anl comx [~ Y Fool Rules
ol
e
<
@~
Pricrity: E.Normal v| [] Return Feceipt Sent
[ . Created 3/26/2010 at 4:19 Phd
Rieply To: | Jimd@HOAM grat vl [] Mark as Billable Sent 262010 at 421 PH
Subject  pool Opening Date -- Saturday May 25th
||TimesNewRoman |ZI 12 |E| éva?' B I U S A A A|||= = = = %E §E||| Ij_]

| The Pool will be opening on the above date. Please take a moment to review the attached Pool Rules, The pool hours will remain the same From past
YEars:

Monday - Friday 12 noon - 7 PM
“Weekends/Holidays 11 AM - 7PM

Paool Passes will be distributed to all eligible residents the 2nd weekend of May. FPlease come to the pool between 10 AM and 2 PM to pick up wour
passes, Only those homes with maintenance fees paid through May are eligible ko receive pool passes,

&, Current User: Jim Smith B Sent 3/26/2010 at 4:21 PM
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Click the Exit button to return to the History view.

Now we’ll return to the Communication History summary screen:

Community Communication History

& Communications Histo ry

XX - Sample Condominium

Available Views

Yiew Options Export Options Mavigation
<Diefault Yiew = [+] B Export to Excel {1 . =
(0 Eipants el ) = | || =
v Updat= | | @ Delste Records Refresh Reports Uszage Exit

Drag a column header here to group by that column

Created Cateqory Description Sent By Billable Printed

6/z010 General Mailing IMaintenance Committee Meeting - Th.. | Jim Smith

4/6/2010  General Mailing test Jirn Srnith Ma a 1 1
] af26/2010 General Mailing Annual Clean-up Day -- April 25kh 10.., Jim Smith ] 1] 14 14

3/26/2010 General Mailing Paol Opening Date -- Saturday May ... Jim Smith Ma a 14 14

We’ll review the rest of the functions on thiS screen.

View Options

Available
Views

This opens to the “Default View” which is normally the view most TOPS
users would find most useful. However, the History screen has an advanced
“drag & drop” capability meaning you can move around the columns and
add new columns not displayed on the “Default View” to create a custom
view, then save that view under a name you assign so you can call up that
view again in the future.

Select View

Notice the down browse arrow ) next to the “Available Views” heading.

When you click this, al the available views will open including any custom
views that have been created:

Category sork |
|' Wiew Narme - | Description | Last Modified | Public? |
<Defaulk Yigw = False
| Mew Default View 5/25/2010 £:29:51 PM False
- Sent By Sort Shaows the cammunications history by the emplovee wh. .. 5/26/2010 6:46:53 PM False
|
|

Simply double click to load any of the available History views shown. |f
thisisthe first time you are opened the Available Views, you might only
see the “Default View” which is always there.
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Customize View

You can take the “Default View” or any existing view and customize it into
anew, custom History view. There are two ways you can create custom
History views. Y ou can make change to the following:

e Sort Order
e Column Order

Sort Order
To change the sort order, let’s start with the default view:

Default View

Drag a column header heg to group by that column

| Bl abale: | Printed Emailed

Created = Category Descripkion | Sent By
b (E 32602010 General Maling Pool Cpening Date - Saturday May ... | Jim Smith
W 3i26/2010  General Malling Annds| Clean-up Day -- April 25th 1., Jim Smich Mo 1] 14 14
B [ 4f6fz010 General Maling test TJim Srnith M 1} 1 1
] 462010 General Mailling MaintenanceN ommittee Meeting - T...  Jim Smith Mo 1} 4 4

AN
Notice the area above the grid where it says — \

“Drag a column header here to group by that column”

To change the History view showing on the screen, simply drag a column
heading up above the grid using the mouse and “drop” it there like this:

Drag &col here to group by that column

| | Created = | Cakegory | DESCr\ption\ Sent By I§|| Eillable | Printed Ermnailed Records
I

< [SentByA | )

Category Description Printed Emailed
SEntBme-. 5m|th(4) SR s —— S e e —
4/6/2010 General Mailing Maintenance Commitkee Meeting - Thursday.., Mo o 4 4
[ 4Y6/2010 General Mailing kest Mo o 1 1
. zeneral Mailing Annual Clean-up Day -- April 25th 10 AM Mo u] 14 14
. General Mailing Pool Opening Date -- Saturday May 29th iG] 1] 14 14

The “Sént By” column is dragged to the customize area above the grid,
which then changes the sort order so the History is now organized by the
person who sent out the mailing.

Column Order
To change the column order displayed on the screen, let’s start with the

default view:
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Default View

Drag a column header here to group by that column
Created = Categary Description | Sent By | Eillable | Printed Emailed Total
3 El 3;26,|’ZUIU | Pool Opening Date - Saturdasy N o 4
©3fzef2010  General Maling Annual Clean-up Day -- April 25th 1., Jim Smith Mo 1] 14 14
[ 4f6/2010  General Maling test Jim Smith Mo 1] 1 1
o 4fafz010 General Mailing Maintenance Committee Meeting - T...  Jim Smith Mo a 4 4
To change the column order showing on the screen, smply position the
H H 173 99 :
mouse over it, click the mouse button to “grab” it, then move it to the
column position you wish like this:
Drag a column header here to group by that column
|' | Created‘-%-&ta% | Description | Sent By I§|| Billable | Printed ‘ Emailed | Total ‘
= — —\/
P 6 9 LY 99
Now the first column is “Sent By’ and that becomes the main “sort
column.
|Wheader here to group by that column
Sent By + | Created Category Description Billable: Emailed Printed Total
4fgf2010 g_ggngr_?!ul_ﬂil_l_l_lj_g________ Maintenance Cormmittee Meeting - Th... (Mo 1
. [# Tirn Smith 46iz010 General Mailing test Mo 1 1] 1
. i Sroith 3l26{2010  General Mailing Annual Clean-up Day -- April 25th 10... Mo 14 o 14
. [ i Smich 3i26{2010  General Mailing Pool Opening Date -- Saturday May ... Mo 14 o 14

As you can see, the “Sent By” is now the first column and the “Created” has
been moved over to the 2™ column position.

Being able to customize your views of the History, then save a custom view
to use again makes this a very powerful tool that you will find many uses
for as you work with the Communication History.

Full Expand — Shows all the recipients under each mailing for the entire
history.

Full Collapse — Reverts al the mailings to a summary view.

Choose Columns to Show/Hide — Drag History columns to this box to
hide them so they no longer show on the History screen.

P e

Imﬂiﬁﬁ

Click the New button to create a History view different from the default
view using the drag and drop customizing features shown above.

When you create a new History view, you will see this screen:
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Wiew Mame |

Wiew Description

Lazt Modified
Accessibility (%) Private [Dnly Accessible by Me)

() Public [Accessible by All Users)

[ Save I[ Cancel ]

View Name - You must complete the View Name field. Thiswill bethe
saved view format.

View Description — an optional field where you can enter afuller
description of this saved History view.

Accessibility — There are two choices here:
e Private— meansonly you as a TOPS user, can select this saved
History view.
e Public — means any TOPS user, can select this saved History
view and useit.
Save — Click the Save button to save the History view.
Cance — Click the Cancel button to exit without saving the History view.

Click the Update button to make changes to the currently displayed View
Name or the other information about this view. If you click the Update
button, you will see this screen:

Wiew Mame Sent By Sart

Wiew Dezcription | Shows the cnmmunic;;t-iansmﬁiét-nly bythe empTﬁyee wiho
zent it
Lagt Modified

Accezsibility (3} Private [Dnlp &ccessible by Me)

(3 Public [Accessible by &l Uzers)

[ Save ][ Cancel ]

Y ou can make changes to the custom History View information here.
Save — Click the Save button to save the History view changes.
Cancd — Click the Cancel button to exit without saving any changes.

Click the Delete button to make del ete the currently displayed custom
History View. Using Delete will completely erase it so this View does not
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exist. You will seethis confirming message:

Confirm Delete -
@ Delete View "Cateqgary sart” 7

[ es ] [ Mo J

Y es— Proceeds to delete the selected History View.
No — Exits from the delete function leaving the History View “as is”.

Export Options

The Communications History can export the current History view
directly into Excel®. To export the current History view into Excel,

simply click on the Export to Excel button.

Whatever History view is showing on the screen will be exported to Excel® when you
click this button. Excel® will open showing the exact same History data like this:

Excel Export
B3 Microsoft Excel - Summary_5 27 2010

'@j File  Edit Wew Insert Format Tools Data  Mindow  Help
IR NN e R e [T Tl ) EiTahoma -5 | B 1g_|§§|$ % 5 [® @ 3= 5 3
LA D o) 2 ) s s ke )
Al = A& Created
e ¢ (o] E ] F G[ H [I[J[ K JL[M[ N [ o [ P [ @ [ R [ 8=
1 [ created | category | Description SentBy  |Bilable | Printed| Emaikd| Takal| =
| : Maintenance Committes Meeking - - F | |
2 |4f&fzo10 ;Genera\ Mailing | Thu e, £l 150 7 P Jim Smith Mo 0: 4. 4E
3 |Hej2010 General Maling |test |Jim Smith 1Mo o) 1 1
4 |3f26f2010  General Maling iinnLIg]Gean “0p D3y - Apfil 25t Jim Smith Mo al 14 14|
5 [s1zsiz010 | General Maiing | b Gpering Date = Satirday Hay JlmSmlth o ol 14 14
B |
7
8 | i
B
10— : L
€ ¢ 5 ih\sheet / s 3
Ready LM

From here, you can work with the report and make changes just like with any normal
Exce® spreadsheet Be sure to save the spreadsheet before closing Excel®.

If there are exported Excel® spreadsheets aready for this community,
you will see the file selector under the Export to Excel button.

Click the down browse arrow [~/ to open up alist of the exported files:

Mame Modified

@] Summary_5_£7_Z010,%L5 5272010 4:45 PM

X

Simply double click the Excel® symbol next to the export file you
wish to open.
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Click the Delete symbol @ next to the export file to deleteit.

Navigation

Click the Recor ds button to expand the Communications History to show
all the recipients of the communications. It will show al the details of the
communications like this:

Record View

@_:' Communications Records

XX - Sample Condominium

Yiew Options Export Options Mavigation
Available Views | <Default Yiew s |E| E_j Expart to Excal % = '% @
v lpoa © Dl Histary H;r:sh Feports Usage Exxit
Drag a column header here to group by that column L]
Created Recipient Mame | Summary | Subject Processed Attachments? [
» [3f26/2010 Jennifer Lance Pool Opening Date | Pool Opening Date | General Mailing 0
M 3j26/2010 1 Jeff Stevens Paool Opening Date  Pool Opening Date  General Mailing  3f26/2010 Sent
] 3/ze/z010 Jenny Craig Pool Opening Date Pool Opening Date General Mailing  3/26/2010 Sent
] 3j26/2010 Eill Smith Paool Opening Date  Pool Opening Date  General Mailing  3/26/2010 Sent
M 3f26/2010 Ray & Mancy Simon Pool Opening Date  Pool Opening Date General Mailing  3/26/2010 Sent
™ 31262010 ‘Warren Carker Pool Opening Date  Pool Opening Date General Mailing  3/26/2010 Sent
|| 3f26/2010 George Berube Pool Opening Date  Pool Opening Date  General Mailing  3f26/2010 Sent =
™ 3j26/2010 Jirnrny: & Jane Bowl Pool Opening Date  Pool Opening Date General Mailing  3/26/2010 Sent
N Sf26/z010 Mancy Garner Pool Opening Date  Pool Opening Date General Mailing  3f26/2010 Sent
M 3j26/2010 Dib & Betty Jones Paool Opening Date  Pool Opening Date  General Mailing  3f26/2010 Sent
] 3/ze/z010 Mary Jones Pool Opening Date Pool Opening Date General Mailing  3/26/2010 Sent
] 3f26/2010 il & Gail Down Paool Opening Date  Pool Opening Date  General Mailing  3f26/2010 Sent
M 3f26/2010 Mel Bens Pool Opening Date  Pool Opening Date General Mailing  3/26/2010 Sent
) 31262010 Herb Score Pool Opening Date  Pool Opening Date General Mailing  3/26/2010 Sent L

- ¥

Current User: Jim Smith | Yiewing 15 Records

Notice there are more columns of information including the Status and
whether, for emails, there were any Attachments.

Click the History button to return to the normal Communications History
view.

~5.
R
Refrezh

Click the Refresh button to update the information showing on the
Communications History. For example, if you have a batch of emailsin the
mail que that are being processed and you might want to Refresh the
History to check on the status.

Clicking Refresh will always give you the most up-to-date view of the
Communications History for acommunity.

R epaorts

Click the Reports button to get a Communications Summary report for this
community. You can print the report for adate range. The
Communications Summary report gives you these 3 “Include” options:

e All Communications
e Bill to Community Only
e Not Billed to Community Only

With the “Bill to Community” report option, it should help management
companies make sure they recover their mailing expense.
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Click the Usage button to see the usage of TOPS iMail, not printed
communications.

& Email Lisage Information @

Client ID: W1111

Craily Uzage; 9 of 500
 anthly |zage; 295 of 2000
Bandwidth Uzage: 1.66 MB

It shows the usage both for today and for this month and let you know
where you are compared to the TOPS iMail plan limits you selected.

Click the Exit button to return to the Communication History screen.

E wit

Click Exit to return to the Communications Menu.




Email Address Search

Use this handy search to find the owner that goes with an email address. Enter a complete
email address or any part of it to find matching owner records. Thisisaglobal search,
meaning, it will search the email address across ALL communities.

Click the Email Address Search on the Communications Menu. Y ou will seethe search
screen:

Email Address Search

Show Community List Find Email Address: ||

Enter an Email Addres: Above to Begin Searching

|_ Open I l Exit

Show Commurity List ] Bu default, the Search Email Addressisglobal. Click the Show
Community List button if you wish to search for email addresses for
only one particular community or just a group of communities. It
will open a community browse list like this:

Community List

[ Hide Community List_l

Search Selected Communities

03 Countryzide Cam....

B |212sstwaelnt.. |
-MI: -MI: Feal Investm...
' | POCOND RANC... |
|srz | stering RarehH.. |
EEREETTT
‘Tw | TOPS WEBSITES |
-KP{ -Sample Condami... E

[ Select Al ] [D Clear &l ]

< | E || EE|E | E
s
1
—

Select All — Thisisthe default when you open the Community List.
It will automatically search for an email address globally
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across ALL communities.

Clear All — click this button to clear the checkmarks next to each
community. You can then click to check those
communities you wish to search for an owner’s email

address.
Find Email Type the owner email address or any portion of it to find any
Address matching owners.
After typing the owners email address, click the Sear ch button.
The search results will look like this:
_ Sear ch Results
| & Global Email Search =ik
Find Email Address: | simonsez | i Search. |
Search Complete - 1 Matches Found
Comm. Ermail ddress Lazt Mame Mame Aot # Lot # Type
[ Open J[ Eat |

To select the owner, simply double click on them or if they are highlighted, then click the
Open button.

When you select an owner from the Email Address Search, it will take you to the Maintain
Owner screen for that owner:

Maintain Owner
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Q0D - Maintain owners. XX"-Sample Condominium

|"{">|-I-ﬁi@$¢:ﬁl*#—‘%“i'ﬁ"£"&

: 1 Fl | o
2dd | Property| History | Charges| Letters| Motes| [y | Flags Ele”'s’:{e: CCR | Uie.0nd|  Print

— Select PropertyF4 - Browse - Multiple Owners

Accourt #(F3) 100 ;ILcit MInitFe) 100 _ﬂ Becari Tybs o i‘_ﬂm
Street | 100 Essy Street 1L
Status
Strest sddress (F2) | Wame Search (FS) | e [ o Notes: o
g Se.lect 6wner 1 Collectior: ]— .iJ J
C ; d [~ Hold Action
8] ay & Mancy Simon SO e
wner | Ray ) | L SatiedDate:. 1091298 Moveout |
2nd Cvener ]
- Alt. Mailing Addr. - | - Contact Info.
H Wiork Al
Address 1 |[12100 Taft Street s s
|301-5551212 | 202-222-3322 | 301-8811212
Address 2 | o : -
J [ Unlisted [ Unlisted [ Unlisted
City | Rockville
e Fax 7-8899 [ Disable Web Interface?
State [MD Zip code| 20888 [ 6782 Carvier|

[ Use At [ Forsign Sddr [ 2nd Al Addr E-Mail  Maintin J e I Send I

"r-.ﬂnrt. CD.W __tJ

Owrner 1 of 1 far thiz home

- |
B 0K | QCancell } Deletei ¥ Clo=e

From here, you can access any information about this owner.

If you wish to change the owner’s email address, click the Maintain button. Y ou will then
see that owner’s email addresses:

Owner Email Addresses

'@' Owner Email Addresses

Ray & Nancy Simon [Current Owner] Account #: 100

100 Eazy Street Lot/Unit #: 100

Thiz Perzon Haz "Opted-n' to Receive Email E E [E @
[ Primary i General Letters f Billz &

Email Email Address M ailings Matices Statements
i, sUpporkiEtopzzoft. com
1 simonzez 100&gmail. com L I
Primary Email The main email address for thiz person. There can only be 1 Primary email.

General Mailings  Used for general correspondence and announcements,
Letters & Notices Used for official letters and notices, like delinquency and CCER letters.
Bills & Statements Uzed for invoices that bill the awner for & balance due.

+|[© €

Add Mew Delete Done

Email Addresses: 2

Click Doneto return to the Maintain Owner screen.
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TOPS iMail Manager

Thisis actually the outgoing TOPS iMail que for emailsthat are in the process of being
sent. Asemails are sent out, they disappear from the outgoing mail que. Only pending
email batches that have not been sent show on this screen. If the screen is empty, there are
no email batches pending.

The TOPS iMail Manager is global, meaning, it shows ALL pending email batches from
ALL communities. You can tell the TOPS iMail Manager to send out a particular pending
batch before other outgoing batches using the Send Now button. We’ll explain the options
with the TOPS iMail Manager below.

When you click the TOPSiMail Manager menu choice, you will see the mail que:
Mail Que

"= TOPS Mail Manager

Mame Email address Date Sent |

[El Community: £ (Emails: 5)
[=] Batch: test (Emails: 1)
B Batch: Maintenance Committee Meeting - Thursday, April 15th 7 PM {(Emails: 4)

Jenrifer Lance lancelob@tidewater .com 4712010
™ Fay Simon supporti@topssoft.com 452010
B Watren Carter carterpillaifacl cor 47732010
: Haney Camer tabeygi@ 2] 2eoftware com 44742010
Ed?:ihi:?? 100 @ Q } ‘ ® ‘
I Pun at Startup Send Mow Refresh Delete E st

Notice the mail que shows the pending, outgoing emails grouped by community, then the
email batch(s) under that community. Y ou can further drill down into the individual
recipients within each batch. Use the plus button [ to expand to see the recipients or the
minus button =] to collapse back to just summary info.

Next, we’ll cover the other options showing on the TOPS iMail Manager screen.

Click Send Now to immediately begin sending a select email batch before
ﬁ'ﬂ any other pending email batch or to select one recipient and send that email
Send Now | | immediately.

o Click the Refresh button to see the current status of the mail que.

Fefresh

_ Click the Delete button to delete a selected email batch or a particular
’) recipient. However, if you click Delete for an outgoing batch and some of
Delete the emailsin that batch have already been sent, there is no way to retrieve
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the sent emails and delete them—it will only delete the emails still left in
the batch that have not been already sent.

E xit

Click the Exit button to exit from the TOPS iMail Manager.

Run at
Startup

Notice this checkbox at the bottom of the TOPS iMail Manager screen:

| Run at Startup

Check marking this box means you want the TOPS iMail Manager to run
whenever you workstation isturned on. Since it can take some time to send
outgoing email batches, it is probably a good idea to checkmark this option
so that pending emails continue to be sent out as long was your computer is
turned on—regardless of whether TOPS is active or not.

Recommend: Always checkmark this box

This concludes the manual section on the TOPS iMail Manager. It also concludes the
manual section on the TOPS Communications suite.
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