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OWNERS CONTACTS
Add Owner, Business, or Individual
Add Individual to Business or Owner
Search/View/Edit/Info Sheet
Owner Information Sheet
Linking Property to Owner
Adding Owner Vehicles
ROPERTY MANAGEMENT
Add Property
Edit Property
Transferring/Refinance Property
Lien Processing
Subordination (Advance Billing)
INANCE
Add Invoice
Auto Invoicing
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Enter Bill
View/Edit Bill
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. PROGRAM SETUP/ADMINISTRATIVE

NOTE: Quick Reference Guide is still in DRAFT status, check www.mymemberdata.com for updates

a) LOG IN:

The file that opens the program is C:\HOAmanager\HOA.mde. Open this file to load the log on form.

NOTE: You can create a shortcut to this file on the desktop

The default User ID is: Admin, type this in the user id field and press enter on your keyboard.
The default Password is: Super, type this in the password field and press enter, the Main Menu will load.

NOTE: Neither the user ID or password is case sensitive

After Logging in you can also go to Org Info/Program Setup, then check the box to Enable Auto Log In, this will
provide a button off to the side of the Log On form that you click to immediately open the program with full rights.
This feature should ONLY be used with a Single User on a Single PC configuration.

At the Main Menu, Contacts should be added first, you can use the Add Contact/Member Button to add
contacts or you can click Businesses to add your business contacts (If a member be sure to click the Member
checkbox for that contact). You can close when adding businesses is complete and repeat with individuals by
click the Individuals button. Note with individuals you can also affiliate them with the Businesses entered.

Once you have your contacts entered, you can move on to the Setup Checklist, form the Main Menu, click the
Org/Program Setup located in the upper right

b) SETUP:

Organization Info; enter the information for your organization

Setup Checklist
Financial Ledgers-Enter information for each Bank/Investment Account, Close when done.
Account Setup, Enter Accounts Desired. Close when done.
Account Item Setup, Enter Accounts ltems (Sub Accounts) Desired. Close when done.
Owner Dues Setup, Enter Annual Dues and Descriptions. Close when done.
Other Fees Setup, Enter other Fees and Accounts, Close when done
Owner Setup, Enter Owner Info (Last Invoiced Most critical), Close when done.
Employee User Setup, Enter Employees/Volunteers and user name. Close when done.
Owner Categories, Enter Categories, Close when done.
Meetings Setup, Enter your information, Close when done.
Invoice Message List, Enter messages, Close when done.
Inventory Setup, Enter Inventory info, Click Add New for 2”d, etc. Close when done
Equipment Setup, Enter Equipment info, Click Add New for 2" etc. Close when done.

Close to return to the Main Menu.

c) Data Backup:

The most important file in the program is SpSolData.mdb, this file should be copied to another media such as a
flash drive, external hard drive, another computer or you can zip and email to someone. All other files can be
replaced with no loss of data. For a single User program the location of this file will be C:\SpSol folder.

On the log on form is also an automated backup program to zip and upload your data file to PSTcorp’s secure
fto server. In a network environment with multiple users, all users MUST be logged out of the program prior to
doing a backup. Click Exit, Open Backup Data Utility, then Click Backup Now.

NOTE: There is a small annual fee to activate this feature, For Clients who utilize the autoweb update feature,
this is included in that fee. Visit www.mymemberdata.com for current pricing.




d) Administrative:

Administration, A definition for each command is presented here

Employee List, for add/edit employees, set security, log training classes.

Maintain Business Categories, Define Categories for assignment to Owners/Contacts.
Maintain Business Types, User defined for assignment to Owners/Contacts

Maintain Classification, User defined for assignment to Owners/Contacts

Maintain Comm Categories, User defined to assign to Owner/Contact Communication Log
Calendar of Events, Set Upcoming events for printing a report.

Boards/Committees, Add/Edit committees, assign Owners/contacts to the committee.
County Tax Rates, Used for setting variations of sales tax between counties

Maintain SIC Codes, Some Standard Industry Codes (Can be ser as Business Categories).
Task Types, Define the task type for assignment when creating new tasks

View Sales Reps, Add/Edit Sales Reps for assignment to Owners/Prospects

Pay Commissions Pay commissions to Sales Reps (Setup in Accounts).

Paid Commissions, View Paid Commissions to date.

Inventory Locations, Enter locations where inventory items are kept.

Software/Manuals List Maintain a list/location and assignment for any type of media.
Invoice Messages, Enter Invoice messages that can be inserted into Invoices.

Maintain Projects, Add/Edit projects, can also be assigned to tasks.

Networking Events List, Add/Edit Networking events, set price.

Training Class Category, Add/Edit Training Categories for assignment to Training Class List
Training Class List, Add/Edit any training classes taken by employees.

Equipment Status Equipment Status (broke, operational, etc.) for assignment to equipment.



OWNERS/CONTACTS

a) Add Owner:

Add New Owner, Enter data (Create Invoice if desired), Close when done.

a-1) Add Business/Individual (owner):

Master Contact List
Quick Add, Enter Contact Info, Be sure to select Contact Type. Close when done.

NOTE: You may also click details to enter other information-On the detail page important info such as
dues, dues description and Next Invoice Due should be entered.

b) Add Individual to Business or Owner:

3 ways:

Master Contact list, Using Sort or Find (Cntrl-F), find and select the Individual Desired
Details, In the affiliated to field, select the business or Owner to add individual as a contact.
Close and Close to return to the main menu.

OR

Other Contacts, then Individual, then Show Results

Find the individual desired, then click Non-Owner Ind. Detail

In the affiliated field, select the business or Owner to add individual as a contact
Close to return to the main menu

OR For adding contacts to Owners only (Released 4/1/04)

Find and select the Owner desired.

Owner Detail, then select the Contacts Tab

Add Contact, Select the individual from the selection box, and then Continue.
Close to return to the Main Menu

c) Search/View/Edit:

Search, Select a Category AND/OR enter a keyword
Show Results, Any matches to your criteria will then be displayed.
Detail, You may view or edit the information

OR For a General Search)

Search, then click General, Enter what you are looking for
Show Results, The Master Contact list will appear with any matching records. Matches will be found
for Name, Address, City, State, Zip, Phone, and email

For example, entering Sam will find any records that have Sam in any of the fields mentioned above
including any names with Sam or any Streets or Cities with Sam.



d) Information Sheet:

After Finding and selecting a Owner or non-Owner you can view an information sheet

Information Sheet, You may now print, email (Right Click and select Send To) or fax (if you have a fax
program setup as an alternate printer), click Close to return to the Main Menu.

OR Following a Search

Information Sheet
Option to preview the Record Selected (Single) or All Matches Found

e) Linking Property to Owner

This procedure assumes all properties have been added, See Section Ill, Property Management

Also, once properties have been set, the Link between Owners and Properties is automatically handled via the
Transfer Property function, See Section Ill-d

Find the owner desired, then double click
Owner Detail-Go to the properties/vehicles tab
Using the property description drop down, select the property for this owner. You can now click the button

Property Detail o view or edit the fields for that property
Close to return to the main menu

OR

Properites
Find the property desired, then double click
Using the Owner Name Drop down find and select the owner for this property. You can now click the button

Owner Detail fo view/edit owner information.
Close to return to the main menu

f) Adding Owner Vehicles

Find the owner desired, then double click
Owner Detail-Go to the properties/vehicles tab

Simply add the Vehicles for that owner In the Vehicles list.



lll. PROPERTY MANAGEMENT

a) Add Property:

Properties, Click the add record icon in the lower left or scroll down to the last record.

b) Edit Property:

Properties, Sort as desired or use Control-F to find the property and select. Close when done.

NOTE: You may also double click details to enter other information-On the detail page important info
such as dues, dues description and Next Invoice Due should be entered.

c) Transfer Property:

Find the owner desired who has sold their property(s), then double click

Go to the Property Vehicle Tab

If all properties listed are being transferred to the new owner, simply click Transfer Property and be sure to
select transfer all properties checkbox

Select the new owners name and the percent they are buying

Select the closing agent

Select the HOA/POA transfer/Refi Fee, select the account from your chart of accounts

Select the options desired for any current invoices and items to add to the invoice to be created.

This process will transfer either the selected property or all properties. Depending on options selected it will add
the new owner to your owner list and create an invoice for any fees based on the selections.

NOTE: If all or part of the fees from transferring or refinancing are paid by the closing agent or another 3" party,
this is recorded when receiving the payment.

Clicking Cancel will void the transfer if started

Once all options desired are selected and data entered, click the Close and Process the transfer of the
property(s).



d) Lien Processing:

Lien Processing, The program will review all owners and determine their status,
They are either:

e A candidate for a lien (based on organization setup info)
e Alien has already been applied
e A candidate to release the lien (All Current/Late/Lien fees have been paid)

There are also 3 MS Word letters the user can edit, they are:

e First Lien notice letter
o Final Notice letter and Lien Filing Notice
e Release Lien Letter

For printing the first letter, the program will take all listed owners that no lien applied but have the
applied lien box checked AND have no date in the 1% letter field.

For printing the lien filing letter, the program will take all listed owners that have no lien applied but
have the applied lien box checked AND have a date in the 1* letter field indicating that letter was sent.

For printing the release lien letter, the program will take all listed owners that have a lien applied, the
release lien box is checked AND there is no date in the release lien date field.

After reviewing and selecting which owners apply to which scenario the process is to FIRST print the

letters desired. The program will TEMPORARILY update the dates. In order to SAVE this information
You must click the Continue lien process button in the lower left.

e) Subordination Agreements (Advance Billing):

Go to Properties, find the property that has a subordination agreement and double click the description

Check the box named subordination, then complete the fields for number of years to advance bill and the
amount of the current balance that will trigger the program to add this billing to the next cycle of invoicing.

OR
Find the owner desired on the main menu, then double click

Go to the Property/Vehicle Tab and select the property that has a subordination agreement, click Property Detail
and fill in the information as detailed above.

NOTE: All billings for subordination agreements are automatic with Auto Dues Invoicing. The responsibility of
the user is to simply check the box along with years to bill and the re-bill threshold limit.



IV. FINANCE

a) Add Invoice:

Finance,
Add/Edit Invoice, Select Customer Name, then enter items and amounts. Close when done.

b) Auto Invoicing:

Finance, Then enter the number of days forward, Any Owner with a due date less than the date
calculated will automatically have an invoice created based on their dues and options. Be sure to also
select the account to assign for Ownership renewals.

This routine has built in error checking, it will first list any owners missing critical information in order for
this function to create invoices. The error type is shown along with what is missing such as Dues
amount, Dues Description and Next Invoice Due Date. These errors can be corrected with this form
before continuing.

The user will then have an option view who will have an invoice created prior to actually creating the
invoicies.

c) Print Invoice(s):

There are 2 ways to print invoices: Single or Batch

Single:

Batch:

Finance

Open/Closed Invoices, Find and select the invoice desired.

Print Selected Invoice, Select a message to display on the invoice (default is none)
OK, The invoice will appear in a preview mode, click Print on the toolbar.

Finance

Print Invoices (Batch), Select the date invoices were created or select Print All open invoices
Click Continue if a date was selected.

The invoices will appear in a preview mode, click Print on the toolbar.

OR

Finance

Print Invoices (By Date Due), Select a message to display on the invoice (default is none)
OK

Enter From Date, then press Enter

Enter To Date, then press Enter

The invoices will appear in a preview mode, click Print on the toolbar.



d) View/Edit/Delete Invoices:

4 ways:

1) From Ledger (Credit Cards Only)

Finance
View Registers; Select the Register the Payment was applied to.
Find and Select the transaction associated with the invoice (use name or date it was received)

To View, click View Split Details, You can change the account item only. Click Close to return
to the Register.

To Delete, click Void Transaction, Select Delete Invoice Payment (The invoice will revert

back to an open invoice) OR Delete Entire Invoice. Click Close to return to the Finance
Menu.

2) From Make Deposits

NOTE: If the invoice was paid with a check or cash AND has already been deposited, you must first go to the
register, locate the grouped deposit that included the payment and click the void transaction on the grouped
deposit. All payments in that deposit will then return to the Make Deposits Form.

To help you locate when the invoice was deposited, Go to Open/Closed invoices, click on View Paid
Invoices, Find the invoice and note the date it was deposited (Last column).

Finance
Make deposits; Select the Register the Payment was applied to.
Find and Select the transaction associated with the invoice (use name or date it was received)

To View, click View Split Details, You can change the account item only. Click Close to return
to the Make Deposits form.

To Delete, click Void Deposit, Select Delete Invoice Payment (The invoice will revert back to
an open invoice) OR Delete Entire Invoice. Click Close to return to the Finance Menu.

3) From Open/Closed Invoice

Finance
Open/Closed Invoice, Click in a field that you know identifies the invoice (i.e. number, customer) and
then use the A-Z sort or find functions of access to locate the invoice.

For Invoices Still Open

Invoice Detail, You can change the account item only. Click Close to return to Open Invoices.
To Delete, click Delete Invoice. Click Close to return to the Finance Menu.

For Invoices Paid

View Paid Invoices, Click in a field that you know identifies the invoice (i.e. number, customer)
and then use the A-Z sort or find functions of access to locate the invoice

NOTE: If the invoice was paid AND has already been deposited (There will be a date in the
deposit date field, last column, you must first go to the register, locate the grouped deposit that
included the payment and click the void transaction on the grouped deposit.

Invoice Details, You can change the account item only. Click Close to return to Paid

Invoices.
To Delete, click Delete Invoice. Click Close to return to Open Invoices.
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4) From Add/Edit Invoice
Finance
Add/Edit Invoice, Click in a field that you know identifies the invoice (i.e. number, customer) and then
use the A-Z sort or find functions of access to locate the invoice. Edit the invoice as desired.

NOTE: To delete an item, select the record selector box FOR THAT ITEM (square gray box to the left of
the account). There will be an arrow in the box indicating the record is selected.

To Delete, click Delete Invoice. Click Close fo return to the Finance Menu.

e) Receive Payments:

Finance

Open/Closed Invoices, Find and select the invoice to apply a payment

Receive Payments, Enter the date paid, amount, payment type and check #/ approval code

After entering the amount, the program will check the amount paid against what is due, if any special fees are
still outstanding it will prompt you whether you want to apply any of the payment to the special fee, if yes, click
the checkbox, if no, simply continue.

The program will then load the payment distribution form showing the individual account items for that invoice,
you must apply the correct amount received shown at the top to the desired account items. Click Close to return
and complete the receive payment transaction.

Close, fo return to the Open invoices form
Receive another payment or click Close to return to the Finance Menu.

f) Late Fee Processing:

Finance
Open/Closed Invoices,

Click Process Late Fee.

The program will look at the parameters entered for organization info and review all open invoices based on
days late and for those that match the criteria add a Late Fee item to those invoices..

It is the responsibility of the user to know when to click the Process Late Fee.

Close, to return to the Open invoices form
Close to return to the Main Menu.

Enter Bill:

Finance,
Enter Bill, Select Pay to Name, Reference # (i.e. their invoice #) then enter items and amounts.
Close when done.

NOTE: You may also enter bills and payments directly into the registers provided there are no split details to
record. For example, you may enter the phone company bill directly into the register since the entire payment
will be assigned to the telephone expense account. Check number should be set to print if you are utilizing the
program to print your checks. An example of when not to use direct entry for bill payments would be a credit
card since the money paid may be applied to more than one expense account and in this case the Enter Bill/Pay
Bill functions should be used.
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h) View/Edit/Delete Bill:

3 ways:
1) From Ledger
Finance
View Registers; Select the Register the bill was paid from.
Find and Select the transaction associated with the bill (use name or date it was issued)
To View, click View Split Details, You can change the account item only. Click Close to return
to the Register.

To Delete, click Void Transaction, Select Delete Bill Payment (The bill will revert back to a bill
to be paid) OR Delete Entire Bill. Click Close to return to the Finance Menu.

2) From Pay Bill
Finance
Pay Bills, Click in a field that you know identifies the bill (i.e. number, customer) and then use the A-Z
sort or find functions of access to locate the bill.
To Edit
Bill Detail, Edit as desired. Click Close to return to Pay Bills form.
To Delete
To Delete, click Delete Bill. Click Close to return to the Finance Menu.

3) From Enter Bill

Enter Bill, Click in a field that you know identifies the bill (i.e. number, customer) and then use the A-Z
sort or find functions of access to locate the invoice. Edit the bill as desired.

NOTE: To delete an item and not the entire bill, select the record selector box FOR THAT ITEM (square
gray box to the left of the account). There will be an arrow in the box indicating the record is selected.
Then click Delete Bill Item

To Delete, click Delete Bill. Click Close to return to the Finance Menu.
i) Pay Bill:

Finance
Pay Bill; Select the Register the bill was paid from

NOTE: If there are no bills to pay for this register, the program will provide a message there are no bills
to pay, click OK.

Click the Check Box labeled “Pay Bill”. Note the program provides a balance of the register along with a

sum of bills to pay. Checking pay bill automatically enters this bill into the register as a to print bill.
Close fo return to the Finance Menu
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i) Print Check:

2 ways:

1) From Print Check(s)

Finance
Print Check(s), Select the Register the bill was paid from

NOTE: If there are no checks to print for this register, the program will provide a message there are no
bills to pay, click OK.

The program provides you with the next check number to print, if incorrect enter the correct check
number then click Continue.

Click the Check Box labeled “Print Check ONLY for those checks you want to print”.
Click Print Checks.
Click Close to return to the finance menu.

NOTE: Check numbers are automatically updated in the selected register. To delete a check to print,
click the Delete Check to Print. The record will then return to the Pay Bills function and is removed
from the register.

1) From Registers

Finance
View Registers; Select the Register the bill was paid from

Find and select the check number to print.

Click Create Check, a check will load in preview form
Click Print

Close fo return to the register

Close to return to the Finance Menu.

k) Deposit Money:

Finance
Make Deposits
Select the register to make deposits to, click Continue

Check the Deposit Checkbox to indicate this income will be deposited; repeat for each payment to be
deposited.

NOTE: Each time the deposit box is checked, it will update the amount to be deposited. This function
groups the payments so the deposit in the register will match the bank statement for reconciling.

If a payment was assigned to be deposited to the wrong register, you can also re-assign the register on
this form. The last column is a selection box that you can use to re-assign the register for a payment.

Close to return to the Finance Menu

1) View Registers (Ledgers):

Finance
View Registers; Select the Register the bill was paid from
Close to return to the Finance Menu
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m) Reconcile Accounts:

NOTE: Prior to Reconcile, note any interest income or bank service charges on the bank statement. Go
to View Registers and enter 2 direct entry transactions, 1 credit for interest and 1 debit for bank service
charges. These will appear in the reconcile form to be checked off as cleared.

Finance
Reconcile; Select the Register the bill was paid from
Enter the Period Ending Date and the Ending balance as provided on your bank statement

Check off all debits (checks) that appear on your statement including the entries made for interest and
bank service charges.
Check off all deposits that appear on your statement

NOTE: If there is a debit or credit on your bank statement not listed in the reconcile form, this MUST be
resolved. Close out of reconcile and correct the missing transaction.

If the register reconciles, the Difference Field at the bottom will be ZERO ($0.00), If not, resolve the
discrepancy or let the program make an adjustment of this amount in the register.

Click Reconcile
Click Continue, a reconcile report will print.

n) Create/View Budgets:

Finance

Create/View Budgets

Create Budge, enter a year for the budget, Actual expenditures will initially be ZERO for current and
last year, these numbers will be updated by clicking close, then Budget Detail.

NOTE: You may create several budgets for the same year by entering 2004A for one and 2004B for
another. This can be an aid to comparing 2 or more budgets by adjusting numbers and having a tool to
aid in the approval of a budget. Once approved all variations of the budget for that year may be deleted
except the approved one.

Enter comments and budget amounts for each income and expense account,

Click Close to return to budget summaries form
Close to return to finance.

d) Log Employee Hours:

Finance/Admin/Support,
Log Employee Hours, enter Employee Name, Account, Date and Hours worked, click the Pay
checkbox if these hours are to be paid via the create paychecks function.

Note: The paid checkbox indicates these hours have been paid on a previous paycheck.
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h) Paychecks:

Finance/Admin/Support,

Payroll Check Request; check the box for each employee to pay, the list will contain any HOURLY
employees and hours logged (step g above); All SALARIED employee hours will be zero. The salary
type is set on the employee detail form

Once selected, click the review/create paycheck, the paycheck data will load (Fed.
Withholding Taxes are automatically calculated). You may edit these values if desired (i.e., you
do not subscribe to tax table updates).

Create Paychecks

NOTE: Paychecks will appear in Checks to Print.

p) Tax Liabilities:

Finance
Pay Tax Liabilities; check the box for each liability to pay
Pay Selected Liabilities

NOTE: Liability Payments will appear in Checks to Print and with a pay to as set on the Finance Menu
for Fed, State, Local, FICA, and unemployment tax.

q) Sales Tax:

Finance

Pay Sales Tax; enter a date to pay sales tax thru (excludes sales tax for sales after this date)
Continue, if no tax due, click OK to the message.

Pay Tax, Sales Tax Payments will appear in Checks to Print and with a pay to as set on the Finance
Menu for Sales Tax Pay to.

NOTE: You may also print a report of sales tax payables by clicking Report

Close to return to the Finance Menu
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V. MAJOR EVENTS

a) Major Events: Add Event:

Owner Detail (Any owner, it does not matter), Go to the Events Tab

Setup New Event

Add New Event, Enter year, description, pricing and options for this event.

Event Options Setup, enter income and expense accounts, sale items and user defined yes/no event
options.

Close to return to Events List

Close to return to Events Main Menu

NOTE: You can save time by copying a current or past event by selecting that event (See next section
b), then clicking Copy this Event as a new Event. This will create a duplicate event in the events list
for selection with the words ---COPIED following the event description. Open this event for editing,
change the fields that make the event unique like year, date, pricing etc. and remove the words
“COPIED” from the description.

b) Major Events: View/Edit Event:

Events
Add/Edit Event
Select the event desired and edit as desired, click OK

NOTE: Once the event is displayed for editing, you may also view the following reports: Attendee List;
Payment Summary Report; Description Summary Report or view Event Spreadsheet Counts.

Event Additional Fees and Options Setup, edit as desired
Close to return to Events List
Close to return to Menu

NOTE: It is recommended to NOT change pricing after registration has started, if you do so, each
participant registered to date will need to be updated.

c) Major Events: Add Participant

See Section ll.a for adding a contact

d) Major Events: Register Participant:

Find and Select the Participant Desired, double click their name to open the contact detail form, then
click Events Tab

Register for an event, select the event desired (NOTE: you cannot register the same person twice for
an event), then click OK

NOTE: If the Participant is a Business and will be bringing Attendees, use the Add/View Attendees fo
record their names.

Step 2: Options/Payments/Credits, Note the Registration Fee is automatically calculated

Enter quantities of additional options to purchase IF APPLICABLE as defined in the Event Options
Setup as well as any Yes/No options and quantities.

Receive Payment/Create Check (Credit), Enter date paid, amount and payment type, then Close

OR

Finish-Enter New/Edit Registration
Close to return to the Contact Detail Form
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e) Major Event: Edit Participant:

Events

Add/Edit Event Select the event desired

View Participant List, Find and Select the Participant to edit

Preview Registration/Receive Payment, Edit the registration options as desired
Step 2: Options/Payments/Credits, Edit additional Options as required
Receive Payment/Create Check (Credit),

NOTE: You can also view the participant’s detail page, go to the events tab, select the event to be
edited and click the View Registration/Receive Payment

If balance due is >0, Enter date paid, amount and payment type, then Close.

If balance due is <0 after edit, the program will create a refund check for this amount made payable to
the participant and will appear in the Print Checks function within the Finance Menu.

OR

Finish-Enter New/Edit Registration
Close to return to the Event Participant List, close to return to the main menu

f) Major Event: Receive Payments:

Find and Select the Participant Desired, double click their name to open the contact detail form, then
click Events Tab

Select the event desired, then click View Registration/Receive Payment

Step 2: Options/Payments/Credits,

Receive Payment/Create Check (Credit), Enter date paid, amount and payment type, then Close.
Finish-Enter New/Edit Registration

Close fo return to the Event Participant List, close to return to the main menu

NOTE: You can also click Events, then Add/Edit Event, select the event desired, click View
Participants, find the participant and click View Registration/Receive Payment

d) Meeting: Add Event:

Networking Event

Event List, Enter the information for the networking event (description, account, cost, etc.) Itis
recommended to leave Process all payments manually and Process Payments on Close event
checkboxes to OFF. Payments are then received as entered. If you do not use the finance section of
the program, turn the Process all payments manually to ON.

Close, and then close again to return to the Main Menu

NOTE: Networking Event Add can also be done from the Administration Menu and the System Setup
checklist, see Section |.
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h) Meeting: Register Attendee:

Networking Event, Select the Networking Event
Select the date of the event

NOTE: If the date does not appear then enter the date, this indicates you are registering the FIRST
attendee.

Continue
Select the Attendee Name, Enter qty to attend and payment if received (See next section)
Close to return to the main menu

NOTE: Once an event has closed (Paid is equal to Billed) it is moved to Archive. Once an event has
moved to archives, when first starting a new event but a different date, use the Copy Last List button
and edit the list for the new event (saves data entry time assuming 50-75% of attendees for a particular
event are repeats.

i) Meeting: Receive Payments:

Networking Event, Select the Networking Event
Select the date of the event

Continue
Find and Select the Attendee Name, Enter Payment Type (if payments are setup to be processes here,
cash and checks go to the make deposits form and credit card payments go to the selected Register

NOTE: Only Owners may select a payment of Invoice. If Advance Pay is selected, the Owner must

have a balance in their advance pay account to cover the cost of the event. See Owner Detail, History
Tab. Selecting a payment type of Free will set billed and paid to ZERO
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VI. BOARDS/COMMITTEES
a) Create:

Administration

Boards and Committees, Enter the name and other information for the board
Close to Return to the Main Menu

b) Add Board Committee Owner:

Administration

Boards and Committees, Find and Select the Board or Committee desired
View/Add Owners, Select the name to add and enter other information as desired
Close to Return to the Board/Committee List

Close to return to the Main Menu

NOTE: If the name does not appear, you must add the person in the Master contacts list, be sure to set
the contact type to Individual.
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VIl. REPORTS/EXPORT/BROADCAST
a) Reports:

Reports

Master Report List, Turn the Check ox to OFF for those reports you do not want
Close fo return to the Reports Menu.

Select the Report from the selection box based on the report type you want

Click Preview

Close to return to the Reports Menu or Print to Print the report.

NOTE: Several Reports are based on criteria you select, i.e. date ranges. Also more reports can be
found in the Merge/Export/Preview function (Next Section).

b) Merge/Export/Preview:

NOTE: This section contains many reports and functions; it also contains a list of files entered by the
user that will open those files with a click of the mouse. The files can be Excel, word, PowerPoint, efc.

Merge/Export/Preview, say OK fo the message about hyperlinks

1) Select on of 15 options in the yellow box
2) Next select 1 of the following 6 options based on the selection done in Step 1:

Preview Report
Information Sheet
Mailing Labels
Broadcast email
Broadcast Fax
Export to Excel

NOTES: It is recommended to Preview a report after your selection in step one to screen the data and
make sure it is what you want

When selecting the Publishing Directory Option in Step 1, this also creates an Access file on your local
drive that can be used to link to your website for easy updating of Owner information.

Exporting to Excel will open the exported file in Excel.

The next 2 sections will outline Broadcast email and Fax

c) Broadcast email/fax

When selecting Broadcast email or fax, a table is created called tbiIBroadcast. This is the table to merge
word documents to and then use the merge to email function within MS Word. The tbiBroadcast file
contains the email and fax number for those individuals selected in step one of Merge/Export/Preview
(Previous Section)

WinFax 10.0 or greater is required for broadcast Fax and must me setup by creating a phonebook in win
fax that is linked to tbIBroadcast.
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VIIl. INQUIRIES
a) Add:

Inquiry Entry
Add New Entry, Enter the information associated with the inquiry
Close to return to the Main Menu

b) Call-In:

Inquiry Entry

Log Call-ins, Enter the information associated from the call in Log
Close fo return to the Inquiry Form

Close to return to the Main Menu

NOTES: It is recommended to keep a paper log for call-ins, and then periodically log these into the
program

There are also several reports you can run from the Inquiry and you can export these to excel.
There are also links to Inquiry Categories that allow the user to define these selections.

c) Walk-in

Inquiry Entry

Log Walk-Ins, Enter the information associated from the Walk-In Log
Close fo return to the Inquiry Form

Close to return to the Main Menu

NOTES: It is recommended to keep a paper log for Walk-Ins, then periodically log these into the

program there are also several reports you can run from the Inquiry and you can export these to excel.
There are also links to Inquiry Categories that allow the user to define these selections.
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IX. TASK MANAGEMENT
a) Add Task:

Tasks
Enter New Task, Enter data related to the task, Note that you can:

Assign a task to a board/committee
Assign a task to a Major Event (After entry and set via Task Detail)
Repeat a task periodically; See Auto Create Tasks in the next section.

Close fo return to the task list

Refresh Data fo see the task just created, to assign to an event, select the task just created and click Task
Detail/Data Entry.

Close fo return to the Main Menu

b) Auto Create Tasks

Tasks
Create PM and Repeat Tasks Due, This function will automatically create open tasks based on PM tasks and
Repeat Tasks due within the next 30 days. They will appear on the open tasks list.

c) Edit Task

Tasks, Find and select the task desired

Task Detail/Data Entry, Enter data related to the task
Close to return to the task list

Close to return to the Main Menu

d) Complete Task:

Tasks, Find and select the task desired

Task Detail/Data Entry, Enter date closed, closed by and then set the closed checkbox to ON
Close to return to the task list

Close to return to the Main Menu
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X. INVENTORY
a) Add:

Inventory

Add New, Enter the data for the inventory item
Close to return to the inventory screen list
Close to return to the Main Menu

b) Edit:

Inventory, Find and Select the inventory item desired
Item Detail, Edit the information desired

Close fo return to the inventory screen list

Close fo return to the Main Menu

c) Find

NOTES: Primary and Secondary Keywords can be assigned to inventory items to aid in finding them on
the master inventory list. A primary keyword may be battery with a secondary keyword of 9 volt.

Inventory, Select a Primary Keyword, all matching records are displayed,

Select a Secondary Keyword (Associated with Primary) and the list can be further limited
Item Detail, Edit the information desired

Close fo return to the inventory screen list

Close to return to the Main Menu
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Xl. EQUIPMENT/LOCATIONS

Add:

Equipment

Add New, Enter the data for the equipment or Location
Close fo return to the master equipment list

Close fo return to the Main Menu

Edit:

Equipment, Find and Select the Equipment/Location desired
Equipment Detail, Edit the information desired

Close to return to the master equipment list

Close fo return to the Main Menu

b) Preventive Maintenance Tasks:

Equipment, Find and Select the Location/Location desired

Equipment Detail,

Attach PM’s/Cals, IF the list is blank click Add New Master Listing; Enter the Preventive Maintenance
Task (i.e. Change Qil) Click Close.

Find and select the PM task to add

Attach to Equipment, Enter the detail data for this PM as it relates to the Equipment/Location Selected

NOTES: This PM task will automatically be created within 30 days of its next due date (determined by
date last done and frequency in days).

Close fo return to the Equipment/location detail
Close to return to the master equipment list
Close to return to the Main Menu

c) Spare Parts:

Equipment, Find and Select the Equipment/Location desired

Equipment Detail,

Attach Spares, IF the list is blank click Add New Item, Enter the Inventory Detail (i.e. Battery) Click
Close.

Find and select the spare part from inventory to add

Attach to Equipment, Click OK to the message the item has been attached

Close to return to the Equipment/location detail

Close to return to the master equipment list

Close fo return to the Main Menu

24



Product Code: HOA/POA Manager

HOA/POA Manager user materials were designed for HOA/POA Manager software running on
an IBM compatible personal computer with Microsoft Access 2000, 2002 (XP), 2003 or 2007. The
software was designed to run standalone or in a multiple user configuration on a network.

This User Guide was designed and developed by Ron Oimoen of BAAC., PO Box 1718, Tavares,
Florida, 32778.

These materials, including the User Guide, data diskettes, and any class exercise handouts or portion
thereof, may not be reproduced or transferred to any other media, electronic or otherwise, in any form,
without written permission of BAAC, Inc..

Product names mentioned in this document are the registered trademarks of their respective
organizations.

While BAAC, Inc. is committed to the accuracy and quality of its products and curriculum, all

materials are provided without any warranty whatsoever, including, but not limited to, the implied
warranties of merchantability or fitness for a particular purpose.
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