Revenue — Miscellaneous Billing
MB-632 HVMA Condominium Documents Table Setup

The document provides detailed instructions for setting up various tables necessary for preparing condominium
documents such as lease, resale, and closing documents.

e Bill Form Setup: Instructions for accessing the bill form setup table are provided, along with details on
the lease/resale tab and insurance/budget tab, which include common details and specific sections for
lease and resale information. The lease section includes renewal fee details and effective dates, while
the resale section mentions possible changes in collection company's info or equity fee increases.

e Class Type Table: The types, descriptions, fee schedule, and status are maintained on this table.

e Condo # and Land Records: The document explains how the Condo# is applied to the customer record,
including the importance of volume and page numbers and the necessity of including specific
declarations in resale packets.

e Attorney/Agent Table: Details on storing attorney and real estate agent information.

e Bank/Mortgage Companies Requesting Form 1076 Questionnaires: This table is the repository for any
Banks that request Form 1076.

e Packet Contents The document also mentions what documents are included in lease and resale packets.
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ADMINS Unified Community MB-632 HVMA Condo Documents Table Setup
Heritage Village Master Association — Miscellaneous Billing 18 November 2024

There are several tables associated with the setup for preparing condominium documents such as lease and
resale and closing documents. To set up the tables follow the instructions below.

1 Bill Form Setup #10050

The bill form setup table includes tabs for lease / resale, and insurance and budget details. To access the bill
form setup table from the menu, select:

Miscellaneous Billing P Tables P Bill Form Setup.

Misc Billing

— " _ o)
Maintenance > == [HVMA] 10050-Bill Form Setup X
Billing 5 Fle Edit Ledgers Purchase Orders AccountsPayable HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
« + + » F TR

Collections > B SE n IR Q =@ Lo
Processing .
Reports > Bill Form Setup

Goto.
Tables > Program Type
Q > S Ty [+
ueries ervice Type At .

” Form Cae Lease Rersval Toomert

Exports Bill Cycle
Module Maintenance > 8l Print Sequence Table Associated Form BLEASE  ME Customer Lease Document
Interfaces/Imports Note Category Tzble

© st o Seal Location 5 NAUC_Ti=vel opnent Sadnhaneaus \F ORFG \61 bePLxhwl ogosnal L prg
Site Specific Class Type Table Invoice Title Leaze Processing Docunent

Help Reference Library Bill Form Setup 2 Edit List

Attorney/Agent Table 3 Copy Form S Invoica Te: 6 Invol jon 7 Lease/ReSale suranc

Attorney/Agent Search
Condo# and Land Records

Department Contact Information

gage Companies for Qi Company Name Heritage Village Master Association, Inc.
ContactName  [Tina Rudarf
Leckbox Upload Methods Address [E5 Heritaze Road. Suite 1 ContactPhone  [(203) 264-9644 X 151
—— AR Phone#
s Email Address  [brudorfBheritagevillagect. .com
city EQUTHELRY
State /Zip T [064B8-0000
Signature File [ \AUC_Production’adnhane "HVFA Condo_Tocs \Inages Rudar .prg 0 Add Signature:
Lease Document ReSale/Closing Document
Lease Renewal Fee 250,00 ReSale Fee 125,00
FeeEffective Date  February 2024 Equity Fee 3,000,00  Equity Effectve Date
Lease Doc- Page 1 Department Name Resale Doc - Page 1 Department Name
Froperty Records & VarLances Resale Doc - Page 2 Attention Name
Collection Company
Collection Contact
Go to Service Type Table to update fee amounts Collection Phane#
- Added %ENTDAT% By SENTUSR% Changed 26-Aug-2024 by ANTHEA Lkup up
8 Bill Forms X
Click on the Form Code field and select either LEASE or Forn Description Tot
=d Balances ~
f h I k d d CUSTSTMT Customer Statement
RESALE from the lookup, as needed. AT fastener St
HOAFEE HOA Fees
LEASE Lease Renewal Document

. . FESALE Resale Documents
The Lease/ReSale Tab will only be available for Forms types SUPIHY  Supplementsl Invoices

“LEASE” and “RESALE”. The Insurance/Budget Tab will only Click OK to selecta value .
be clickable for Form type “RESALE”.

Find Search | | Cancel Help Eof

1.1 Lease/ReSale Tab on the Bill Form Setup Table.

Below is the lease/resale tab. The details that appear in both the lease and resale closing documents are

highlighted in purple and numbered in the image.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 15
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1.1.1 Department Contact Information

18 November 2024

F= [HVMA] 10050-Bill Form Setup
B SE me+m 4 Q = &8

Bill Form Setup

File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tex MotorExcise MiscBilling System Favorites Help

These common details
include the Heritage
Village company name,
contact name, address,

city, state, zip code,
contact phone number,

Goto
Actens Farm Code Lease Renewal Document
Associated Form MELERSE ME Customer Lease Document
QR Seal Location D :\AUC_Desvel opment. \adnhone Yauc \FORMS 51 tePix\hulogosmal L .png

Invoice Title Leaze Processing Document.

2 Edit List

P — 5 Invoice Tex & Invoice Locations 7 Lease/ReSale

accounts receivable phone
number, email address.

Department Contact Information

Company Name Heritage Village Master Association, Inc, 1 H
i e This data will be used for
Address |65 Heritsge Road. Suits 1 Contact Phone  [(203) 264-9644 H 151
—— 1 the Lease and ReSale
Email Adaress  ftrudorfBheritagevillagect .con
City S0UTHBURY From Email ropertyrecordsiheritagevillagect .org
State / Zip ET pe48a-0000 dOCU ments.
Signature File  |D;%AUC_Product.ion‘adnhone \HYMA\Condo_Docs \Images \Rudorf . png 0 Add Signature.
Lease Document ReSale/Closing Document . .
There is also a signature
Lease Renewal Fee 250,00 ReSale Fee 125.00 . .
FeeEfiectue Date  Februmry 2024 Eaquity Fee 3,000,00  Equiy Effecive Date file, which can be updated
Lease Doc - Page 1 Depantment Name Resale Doc - Page 1 Department Name H i
Property Records s Variances Resale Doc - Page 2 Attention Name as rOIeS Wlthln the
Collection Company .
organization change
Caollection Contact
Go to Service Type Table o update fee amounts Collection Phone#
-- Added %ENTDAT By %ENTUSR% Changed 18-Nov-2024 by THERESA Lkup up

The "From Email" field is set to propertyrecords@heritagevillagect.org. When sending a lease, resale, or closing
packet, this address will appear as the sender. If changes are needed, make them in the Bill Form Setup table

before initiating a new Lease or ReSale.

1.1.2 Lease Section

The lease-specific details appear in the yellow

highlighted section numbered . This includes the
renewal fee (sourced from the service type table), its
effective date (February 2024), and the department
name on page one of the lease document.

The only likely changes are an increased fee and a
new effective date.

Lease Document

Lease Renewal Fee
Fee Effective Date

250,00
February 2024

Lease Doc- Page 1 Depariment Mame
Property Records 2 Variances

Go to Service Type Table to update fee amounts

—
ADMING
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The service type table, shown
here, is where fee amounts are
updated.

Select the year, always type 95,
and the LEASE program when
updating fees for a new lease.

1.1.3 Re Sale Section

This section will be editable on
the RESALE form code.

Make changes here to the
collection company
information or if the equity fee
increases leading to a new
effective date.

From the menu, select:

18 November 2024

Miscellaneous Billing P Tables P Service Type P [Bill Rates]

Type Program
% 'ERSE Lease Renewal Fee

1 Service 2 Bill Rates 3 Accounting

Year
5025

Service Type

4 Notes 5 Groups

Service Type  Description

Alternate

BillRate Charge Type Bill Form

FEE Fee to Register/Change Lease

250.0000 EASE

) Monthly (@ Flat Rate O Per Unit

INSF Returned Check Fee

35,0000 [@ Monthly () FlatRate () Per Unit |[LEASE

Form Code

Resals Docunents

Associated Form  MERESALE  ME Resale Documents

Seal Location

i AUC D=y e Lopnent sadnhonenaus F ORFGNG1 LePi <l ogosmall pig

Inveice Title Resale Documents

5 Invoice Tex 6 Invoice Locations 7 Leasc/ReSale

8 Insurance/Budaet

Department Contact Information

Company Name
ContactName
Address

Heritage Village Master Association. Inc,
HYHA
MES Heritage Road, Suite 1 Contact Phone

AR Phone#

(2033
(2032

264-9644 Option 5
264-9644 K 127

Email Address

rudarfBheri tagevillagect ,con

From Email

city
State /Zip

FSOUTHELRY
T [pe488-0000

ropertyrecords@heritagevillagect .org

Signature File

D AALC_Praduct i ontadnhone \HYMANCanda_Docs \Inages Mil Lbank prg

0Add Signature

Lease Document

Lease Renewal Fee
Fee Effective Date

250.00

Lease Doc- Page 1 Department Name

Go to Service Type Table to update fee amounts

ReSale Fee
Equity Fee

Resale Doc - Page 2 Attention Name

Collection Company

Collection Contact
Collection Phone#

ReSale/Closing Document

125,00

3,000,00 Equity Effective Date

E3-Apr-2024

Resale Doc- Page 1 Department Name Property Records

httn: Real Estate Documents

eldman,. Perlstein & Greene

lizabeth Dickens

(860} 677-2177 K 10

1.1.4 Enter Fee Amounts on the Service Type Table

The service type table, shown
here, is where fee amounts
are updated. Select the Year,
always type “95”, and the
Program Code “RESALE” when
setting fees for a ReSale.

From the menu, select:

Miscellaneous Billing » Tables P Service Type P [Bill Rates]

== [HVMA] 10004-Service Type

Service Type
Type Program
75 | RESALE ReSale Fees
1 Service 2 Bill Rates Accounting 4 Notes 5 Groups

Alternate
Service Type Description BillRate  Charge Type Bill Farm
EQUITY Ecuity Fes 2000,0000 | Monthly @) Flat Rate O Per Unit [RESALE ~
FEE Processing Fee 125,0000 [0 Monthly (@) Flat Rate () Per Unit [RESALE
INSF Feturned Check Fee 35,0000 [O) Monthly @) Flat Rate O Per Unit |[FESALE

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.2 Insurance/Budget Tab #10050 on the Bill Form Setup Table

These fields for file names
are designated for files
that are updated
infrequently or on an
annual basis.

These documents include
the Budget and Bylaws,
which are consistently
included as separate items
in any packet.

The only other individual
documents incorporated
into the packets are
declarations listed under
Condo# and Land Records,
determined by the
Condo# in the customer
record.

This screen automatically checks if files
have been relocated or renamed from

their original locations.

= [hvmal 10050-Bill Form Setup

File Edit Leagers PurchaseUrders Accounts Payable Humba Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help

B SE e+ &4 Q @B F8

Goto.

Actions

1Add Form

2 Edit List

3 Copy Form

Bill Form Setup

Form Code

Pesale Documents

Associated Form MERESALE  MB Resale Documents

Seal Location
Invoice Title

ID:\AUC_Devel opment. \adnhone \auc \FORMS \Si tePix \hvlogosnall .png

Resale Documents
7L 8

Budget Document File
ByLaw 1 Document File
ByLaw 2 Document File
Insurance Document File
Audit Document 1 File
Audit Document 2 File
Closing Yellow & Bank AutoPay | Add/Chanae Clear File

Insurance Company Name WST
Insurance Policy Start Date

Capital Expenditure in Excess of  $ 1,000 Medical Payment per Person s 5,000
Total Coverage Amount $ [455,291.837 Non-Owned Auto single Limit s 1,000,000
Earthquake/Flood Sublimit $ [ 10,000,000 Combined Limited Liability $[ 1,000,000
Hazard Deductable s 10,000 Fedelity Coverage $ [ 13,900,000
Body/Property Liability $ 1,000,000 Directors/Officers Liability $| 5,000,000
Personal/Advert Liability $ [ 1,000,000 Directors/Officers Deductable s 25,000

Fire Damage Legal Liability

Add/Change Clear File | 2023-24 Budget. ,pdf
Aga/Change Ciear File = HVF Bylauws (Revised 1-26-2021) .pdf
Add/Change Clear File | HVMA Bylaws (Revised 1-26-2021),pdf
Agd/Chanae Clear File | INS COVERAGE 2024 MASTER POLICY .pdf
Add/Change Clear File | HVF Audit Oct 2023 pdf

Add/Change Clear File | HVMA FS Oct 2023.pdf

Section 13 Audit Financal Date D1-Nov-2023

Pi-Nov-2023 EndDate [i-Nov-2024

H 100,000

Budget Document File
ByLaw 1 Document File
ByLaw 2 Document File
Insurance Document File

AddiChange | | ClearFile | 2023-24 Budget,pdf
AddiChanae | | ClearFile | HVF Bulaws (Revised 1-26-2021).pdf
AddiChange | | ClearFie | HVMA Bulaws (Revised 1-26-2021).pdf
AddiChange | | ClearFile | INS COVERAGE 2024 MASTER POLICY ,pdf
Audit Document 1 File AddiChanae | | ClearFile | HVF fudit Oct 2023 .pdf

Audit Document 2 File AddiChange | | ClearFile | HVMA FS Oct 2023,pdf

Closing Yellow & Bank AutoPay | AddiChange ClearFile  Closing¥ellow,pef ERROR - File Moved

If any document references a file that no longer exists at the
specified location or under the same name it was "linked," an error
message will appear. Users can hover over the file name to see its
intended location and then either restore the file, relink it, or clear
the reference to exclude it from the resale/closing packets.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2 Class Type Table #10062

To access the Class

18 November 2024

Type table, from the menu, select:

Misc Billing » Tables P Class Type

= [HVMA] 10062-Class Type Table
The Va“d C|aSS Types are: File Edit Ledgers Purchase Orders Accounts Payable HumanRes MExcise MiscBilling System  Favorites  Help
' L G 8 Mo 2 = N
BERK-1, CARRIAGE, CTRY- = '
HS, ETHAN, FRANKLIN,
HAWTHORNE, HERITAGE, Goto... Class Type Table
MARK TWAIN, NEW T
ENGLAN DER, SHERMAN, Class Description Fee Schedule|Status -
BERK—1 509,00 [ictive
VILLAGER, WINTHROP. 1Add New CARRIAGE CARRIAGE 556,00 [Active
2 Dot CTRY—HS COUNTRY HOLSE 719,00 [Active
- elete ETHAN ETHAN £36,00 [Active
The types, descriptions, — FRENKLIN FRENKLIN £70.00 [Active
fee schedule, and Status 3 Edit List FARTHORHE FARTHORNE £92.00 [ictive
L. FERTTAGE FERTTAGE 34,00 [Active
are maintained on the < customer Rot MARK THAIN AR THATH £52,00 [ctive
R MEW ENGLANDER  |NEW EMGLAMDER £79.00 [Active
Class Type Table. SHERMAN SHERMAN 723,00 [Active
VILLAGER VILLAGER 728,00 [Active
INTHROP FINTHROP B92,00 [Active
2.1 Add a New Class Type
To add a new Class Type (e.g., if the village 7 [HVMA] 10062-Class Type Table [theress] x

expands and new class types are needed), click

onthe | “™" putton. Fill in the required new

Class Type and Description.

Here the “LONGFELLOW” class

Add Class Type

Required: Enter New Class Type | ONGFELLOW

Required: Enter Description [ENTER UP TO 40 CHARACTERS OF DESCRIPTION|

Lookup Cancel Clear All

type was added. Enter up to 40
characters for the required

description. The new Class Type
will be added to the list (the list

Class Type Table

Class Description Fee Schedule|Status ~
isin alphabetical order)_ LONGFELLOW ENTER UF TO 40 CHARACTERS OF DESCRIFTION WE
MARK THAIN MARK THATH 652,00 [Active
NEW ENGLAMDER  [MEW ENGLANDER 679,00 [Active
Enter the Fee Schedule amount [SHERMAN SHERMAM 723,00 [Active
VILLAGER VILLAGER 728,00 [Active
on the screen. HINTHROP HINTHROP £52.00 [Active
—
= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 15
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2.2 Delete a Class Type

[HVMA] 10062-Class Type Table

To Delete an existing class (for example, if a new class was added o 5 .
o you really want to remaove this record?

. 2 Delete
but there was a typo), click on the button.
Yes
[HYMA] 10062-Class Type Table Pt
If you try to delete a class that is in use on any customer 9 Class Type cannot be deleted as its in use on 1 or more
record, the system will pop up this message and will customer records

disallow the deletion.

2.3 Edit List #10063

LP:“:ES*MS:LS:YP.REP Page 1
Heritage Village Master Association
Class Type Report

Class Type Description Fee Schedule

3 Edit List

Click on the button to
produce a report that reflects
the data in the table:

*** Grand Total *** # Records: 12

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 15
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2.4 Customer Reports #10066

Click on the Customer Reports button and
select ©® Summary to produce a consise list
of the Programs for which each class is used.
The example here is Run as @ PDF.

B Task 10066: Customers By Class Type x
Customers By Class Type
Include Stopped Programs () ves @ No

Brintiepoiiass @ Summary O Detail

Runas @ pDF O Excel

Lookup Cancel Clear All

Click on the Customer Reports button and
select ® Detail to produce a list of the
Customers and Programs for which each
class is used. The example here is Run as
®©Excel.

B Task 10066: Customers By Class Type x
Customers By Class Type

Include Stopped Programs O Yes ® No

Brintiepoiiass C Summary @ Detail

Runas OpDF @ Excel

Lookup Cancel Clear All

18 November 2024

10066-MBCUSBYCLS.REP Page 1
Heritage Village Master Association
Customers By Class Type
Class # customer Pay Amount ACH Amount
Program: HOA Fees
00 199,014.0
Q0
.00
a0
00
.00
.00
.00
ENGLANDER 0o
SHERMAN a0
a0
.00
Total For Program HOAFEES
Non ACH Pays 736 507,210.00
ACH Pays 1,844 1,270,415.00
Total 2,380 1,777,625.00
Selection Legend:
Select Stopped Programs: N
Detail or Summary: S
THERESA[3]xml - Excel P search
Fle  Home nsert Pagelayout Formulas Data Review View Help
12525 v fr
A B c D E F G
1 _|Program Class Customer Primary_Address Owner Pay_Amount ACH-EFT_Amt
|2487|HOA Fees SHERMAN 9838 9838 HERITAGE VILLAGE s 723.00
|2496 HOA Fees SHERMAN 9088 908B HERITAGE VILLAGE s 723.00
2497 HOA Fees SHERMAN 9998 9998 HERITAGE VILLAGE 723.00
2498 HOA Fees SHERMAN 99A Q0A HERITAGE VILLAGE  reesmesmsmmrtsesamsaessrartee 723.00
12499 Total Class SHERMAN: 509 108,450.00 259,557.00
[2500
|2501|HOA Fees VILLAGER 108A 108A HERITAGE VILLAGE *ttssssssstsssbisitacttniiis 728.00
[2502|HOA Fees  VILLAGER 154A 154A HERITAGE VILLAGE 728.00
|2503|HOA Fees VILLAGER 204A 204A HERITAGE VILLAGE *tstssssssessrsmmsissmsssasanns 728.00
2504 HOA Fees  VILLAGER 2248 2248 HERITAGE VILLAGE 728.00
2505 HOA Fees VILLAGER 2548 254E HERITAGE VILLAGE 728.00
[2506 HOA Fees VILLAGER 28 2B HERITAGE VILLAGE 728.00
2507 HOA Fees VILLAGER 32A 32A HERITAGE VILLAGE  reesmsmesmsmmstsssamseemsrarte 728.00
12508 HOA Fees VILLAGER 1A 3514 HERITAGE VILLAGE *ettsssssnissssssmssssistss 728.00
[2515 Total Class VILLAGER: 14 2,912.00
12516
[2517HOA Fees  WINTHROP 1019A  1019A HERITAGE VILLAGE 692.00
[2518|HOA Fees WINTHROP 1037A  1037A HERITAGE VILLAGE mosemsmsmmemsmssrrssessrresss 692.00
[2519HOA Fees WINTHROP 1037D  1037D HERITAGE VILLAGE 692.00
2620 HOA Fees  WINTHROP 1041C  1041C HERITAGE VILLAGE 692.00
[0521/HOA Fees WINTHROP ~ 1042A 10424 HERITAGE VILLAGE "esmssmsmsssrssssssssissss 692.00
[2522|HOA Fees  WINTHROP 624A 624A HERITAGE VILLAGE 692.00
[0523|HOA Fees WINTHROP 624D 624D HERITAGE VILLAGE mrmmrmmsmmmsrsrssersesssrss 692.00
[2524|HOA Fees  WINTHROP 664A 664A HERITAGE VILLAGE ** =] 692.00
Mbcusbycls +

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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3 Condo # and Land Records #10185

Here’s a snippet of the customer maintenance screen
with the Condo# field highlighted for reference.

This table lists all the condo numbers and

their unit numbers, a|0ng With the volume T Customer 20uners 2 Residents £Lesses € ReSales & Aftachments 7 Bil istory & Tre istory
Mailing Address Same as Unit Address

and page numbers for each.

The Volume and Page refer to
the property's county
recording used in resale and
closing documents. Each
Condo# has specific
Declarations that must be
included in any resale packet.

The “declarations” column
includes a | ResaleDocs | phytton
that links to the resale
documents for each Condo #.

Each of the 2580 units in the
complex has an assigned
Condo#. These numbers are
shown in the Unit # column
of the table. For example,
Condo# 02 covers units 43
through 83.

Class Type

Name 1

Name 2 Condo# oo
Line1
Line2 Occupancy Occupied acant Flipper
Line3
Line4. Demand Date [ Atoney Date —
City st [ zip [36600-0000 In-House Collection [ ForeclosureDate [
Country
== [HVMA] 10185-Condo# and Land Records - x
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
B & e s @
Condo# and Land Records
Gote.
Actions.
CN# |Unit # Volume Page |~ foeciarstions
10-42 q rr AL Resa\eDncjl
02 |[43-83 6 344 V\
a2 T T
[05_|160-173,179-210 EH [7o=71
1 Excel os_[p11-239 %2 37460 foec
[07 [PA0-254,263-279 B3 P9d—357 \ ReSale Docs
(03 Z80-321,385-390 E2) [490-555
(09 |Ze5-262,592-417 56 ‘Ei
0 [22-375 56 565
T [15-438 Ed 612
15 |435-45% E1d B
13 459535 o1 52
T4 |536-569 102 K]
15 [570-603 104 [50
& [60d-654 FEE] [710
17 [682-711,1016-1039, 117 020
18 |r20-765 106 }Ea
19 |766-805 [553 [879
[F0_5e0-1015 116 ﬁa
FL 509959 R EEE]
B2 5507 113 707
5 |poe-ama 130 %6
[F4_|1-9,656-680, 1040-1042 121 1074-1148
L

Click on the desired CN#, then click the | ResaleDocs [pytton to see the
screen shown in the image in section 3.1 below. It lists all the
associated documents needed for the resale packet for a given condo
number.

—
ADMING
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3.1 Condo # Re Sale Declarations Documents #10187

When sending out a
resale packet, it must
contain the
declarations for the
specific condo number
being sold.

For instance, condo# 02
corresponds to
customer# 43 through

=1hvmal 10187-Condo# ReSale Declarations Documents

File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B &SE8 wme+m & =
Condo# ReSale Declarations Documents
Goto.
Actions Fondot fe3
Seq#|Description Filename

1 Summary 1 [Condo #2 Condo 2 Declaration,pdf
e 2 |Anendment #1 Amencment Condo 2 Declaration,pdf

3 |Anendnent. &2 2Amendnent Condo 2 Declaration.pdf

83. If customer 53A is
selling, the packet
should include any
documents related to
that condo number
from this screen.

T ]
S R

This includes documents specific to a condo number, such as bylaws,
declarations, or amendments.

4 Attorneys and Real Estate Agents

Misc Billing
Maintenance >
Billing >
Collections »
Processing
Reports >
Tables > Program Type
Queries > Service Type
Exports EBill Cycle

Module Maintenance Bill Print Sequence Table

Interfaces/Imports Mote Category Table

Site Specific Class Type Table

Help Reference Library EBill Form Setup

Attomey/Agent Table
Attorney/Agent Search
Condo# and Land Records

gage Companies for O)

Lockbox Upload Methods

Zip Code

This table has information
about attorneys and real estate
agents for resale and closing
documents. Add the
representatives of buyers and
sellers here. It stores details like
addresses, phone numbers, and
other pertinent information.

— , — 3
= [HVMA] 10072-Attorney/Agent Table *
Hle tat Leagers Purchase Urders AccountsFayable Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help
B S8 e+ m ¥ Q & &4 o
Attorney/Agent Table
Goto.
o | Atomeyngent  HAGEAE
4 Add New 1 Entn 2 Attachments 3 Histot
£ Search Name [UDV_TAVIS
Additional Name EMAH_REALTY
R Address 1 12 PICNIC PARKHAT
Address 2
Address 3
7 Edi List Address 4
= Address §
Zip Code 6101-0000
City HARTFORD State T
Contact Name I0HN HARRIS
Phone 1# (203) 665-1313 000 [
Phone 2# 10007 000-0000 006 [
Email Address THARRT SBADMING , COM
Send Condo Docs viaEmail (JYas @ No
0 Edit Hotes [No text available
Entered:
30-Sep-2024
THERESA
Changed:
30-Sep-2024
THERESA
-- Added 30-5ep-2024 By THERESA Changed 30-5ep-2024 by THERESA Status: Attorney/Agent Active Lkup EOF UP

There are three tabs on this screen, Entry, Attachments, and

History. Each is described in the sections below.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4.1 [Entry] Tab #10072

E= [HVMA] 10072- Attormey/Agent Table - x
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
B SGE me»m P (ORI
Attorney/Agent Table
Goto.
. Attorney/Agent
This tab holds contact information on the e
4 Add New - .
attorney or real estate agent, including e I
. Additional Name econd name
the”‘ name, address' and notes. epeete Address 1 EL EAST FIFTY-SEVENTH STREET
Address 2 [T O
Address 3 OUNT ¥
Address 4 TATE
7 Bt List Address 5 BORCIIGH
J J Zip Code i
Enter all Buyer’s Agents, Buyer’s o e — T 1
7 J
Contact Name enedict Cumberbatch
Attorneys, Seller’s Agents, and Seller’s gomact i S T —
Phone 2 # (617) 987-65d1 CE
Attorneys here.
Email Address [ElenaBadnins .con
Send Condo Docs viaEmail (OYes @ No
0 Edit Notes. No text available
Entered:
23-Aug-2024
F
ey
29-Aug-2024
THERESA
- Added 23-Aug-2024 By ANTHEA Changed 29-Aug-2024 by THERESA Status: Attorney/Agent Active Lkup up

411 Add a New Attorney or Real Estate Agent

‘ Attorney/Agent DO0D007F
[Add New] increments
1 Entry 2 Attachments
the # by one and —

Name | presents a blank screen,

Additional Name ’7

Address 1 [

fdress ] | ready for data entry. The

4 Add New Address 3 [ F Id H b Id

Use the button to Adress 4 \ lelds In bold are

Address 5 [ . o
enter data for a new Agent or Zip Code 3000-0900 required. Fill in

City [ State | . . .
Attorney. information as available.

Contact Name |

Phone 1# (000 00-0000  oooo |

Phone 2 # [(oo0y oo0-o000 joood [

Email Address [

Send Condo Docs via Email Yes No

0 Edit Notes No text available

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 15
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4.1.2 Search for an Existing Attorney or Agent in the Database

= [HVMA] 10072-Attorney/Agent Table [theresa]
File Edit Ledgers Purchase Orders Accoun

B S E W+ +m W B Ea

ayable Human Resources Budget Collections Tax Motor Excise

Attorney/Agent Table

T By Nam%
2 By Address story

3 By Telephone

Goto...

AttorneyiAgent
Actions. VIAG

To search for an Attorney or

Q dd New

Agent, click on the 5 Search
button and search by Name,
Address, or Telephone

[SELLER ATTORNEY
[second niame

number. o eyNme M .
Name Code: Address City Stat. Zip Status Tof
Buuers Attormey 0000003 75 LITTLETON ROAD BOSTOM C"‘:de(.’F :]D %PI to the first
L Search Buuers RE Agent Q000004 1 BUYERS RE AGENT AVE LOWELL recoriinitheliley
Or use the bUtton Dee Febba 0000007
’ . Jason Stone Q000005 34 HERITAGE BOULEVARD NEHTOKM CT  0ed70-0000 A
. | f JUDY DAVIS 0000006 12 PICHIC PARKWAY HARTFORD CT  06101-0000 A
SELLER ATTORMEY 0000001 51 EAST FIFTY-SEVENTH STREET SOUTHBURY CT  06488-0000 A
See section Sbe—O\N or Seller RE fAgent Q000002 1 SELLER RE AGENT ST HARTFORD CT  0B483-0000 A
details.

v

Find Search| Cancel Help Eof

4.1.3 Delete an Attorney or Agent

[HVMA] 10072-Attorney/Agent Table
. 6 Delete

To delete an attorney or agent, click on . The system

will pop up this confirmation prompt. To delete the attorney o Delete this Attorney/Agent and Attachments. Are you sure?

or agent, click on yes. To cancel and leave the attorney/agent

record as is, click on no. e

4.2 Attachments

= [HVMA] 10073-Attorney/Agent Attachments ) ) - 8 x
Attorney/Agent Attachments
The attachments tab will contain the resale and — pr———
closing documents associated with interactions o= 1o (LEARGS
. . o T S Femame Touttons
involving these attorneys or real estate agents.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 15
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4.3 History

The history tab records any customer or condo unit transactions with the agent or attorney, displaying relevant
customer information.

5 Attorney / Agent Search Screen

To access this featue, from the men, select:

Misc Billing
Mainte > H il
Misc. Billing P Tables P Attorney/Agent Search
Billing >
Cellections »
Processing == [HVHIA] 10075 Attormey/Agent Search [theresa]
Rapnrts > File Edit Ledgers Purchase Orders AccountsPayable HumanResources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
Woe o ] H
= > TS el RS el
Queries > Service Type Attorney/Agent Search
Exports Bill Cycle st Name Keyword [
Module Maintenance Bill Print Sequence Table Actons Address Keyword |
Interfaces/Imports Note Category Table Co T AiomeviAgent Name S Aaabonal tiame “Agaress 1 Sow “oi] ~
H 9 Entry 0001 SELLER ATTORMEY econd name 51 ERST FIFTY-SEVENTH STRE [SOUTHBURY
Site Specific Class Type Table 00002 [Geller FE Agent =cond nare 1 SELLER R& AGENT ST HARTFORD
0000003 [Bugers Attorney Law offices of Gould and Gou [75 LITTLETON ROAD [BOSTON
HE\p Reference Llhrary Bill Form Setup 00004 [Buyers RE Agent Febba 1 BUYERS RE AGENT AVE LOWELL
Attomey/Agent Table
AttomeyngentSearch ‘ ——— - — = - T ———
Condo# and Land Records
Bank/Mortgage Companies for Questionnaires This screen allows for a search through all records by Full or

Lockbox Upload Methods

partial name or address of an Attorney or Real Estate Agent for
either the buyers or the sellers.

Zip Code

. . . 5 Search
Another way to access this screen is via the button on

the Attorney/Agent table described in section 4.1 above.

Type a name keyword or and

= [HVMAL}D?S-AﬂmeﬁAgent Search [theresa] — X
H File Edit Ledgers PurchaseOrders AccountsPayable Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
Address keyword and hit e o e R
er?ter. If the name is found, it J———
will be brought to the top of & Name Keyword —
. = Address Keyword | \
the dlsplay = 1 Code 2Altomney/Agent Name
@m‘ﬁ“ i =4 Enter a name or address keyword in one of
Confirm that it is the correct 0001 ocers FE Fame =7 these fields and click on enter. If the keyword
000005 [Jason Stone [Stone . . .
attorney, and click on the T v ‘ym is foundc it will appear at the top of the
senv | to open the - 1 screen. Click the Entry button to go to the
Attorney/Agent Table screen record on the Attorney/Agent Table.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 15



ADMINS Unified Community MB-632 HVMA Condo Documents Table Setup
Heritage Village Master Association — Miscellaneous Billing 18 November 2024

. Enter a name or address keyword in one of these fields and hit
If there is no match to the If the keyword is not found, it will show the blank screen. Go to
keyword, return to the the Agent/Attorney Table to add the new name(s).
Attorney/Agent Table screen —

Attorney/Agent Search

4 Add N
and use the ™ to

create a new Attorney or Name Keyword

Address Keyword

Age nt' 1 Code 2 AttorneviAaent Name 3 Additional Name 4 Address 1 5 Citv. =003
0000000

|

|

EIHVMA] 10072 Attomey/Agent Table [theresa] — A ES
File Edt Ledgers PurchaseOrders AccountsPayeble HumanResources Budget Collections Tax Motor Excise MiscBiling System Favorites Help

BSE me+m EY Q@

Attorney/Agent Table
Goto..
Ao Attorney/Agent
— S
Select the Entry button to edit the —
Name uers FE fzent
Addrional Name Dee Febba
current Attorney/Agent. Make P Address | A
Address 2 Il BUVERS RE RGENT AVE
Address 3 ITY
changes as needed.
Address 5 ROUTH
Zip Code D54E5-0000
City OWELL State iR
Contact Name [eorge Sherba
Phone 1 # [652) 679-3214  pooo [
Phone 2 # [000) 000-6000  pood [

Email Address I
Send Condo Docs via Email

0 Edi Notes No text available

—— » » . - P it it B ’ P

6 Bank/Mortgage Company Table #10067

[== (HVMA] 10067-Bank/Mortgage Companies for Questionnaires [theress] - o X
File Edit Ledgers 3y R Budget Collections Tax MotorExcise MiscBilling System Favorites  Help
B SE we+sm BY Q@ Fud .
Misc Billing
- @ i (o]
Maintenance > 9ag P for &
oo
Billing >
Actora
Collections >
Processi
foeeng Bank Code SHER
Reports >
Tables > Program Type 1420 Bank
Queries > Senvice Type 2eatia Name [AMERTPRISE MORTGAGE
Exports Bill Cycle
Meodule Maintenance Bill Print Sequence Table
Interfaces/Imports Note Category Table
Site Specific Class Type Table Address 1 |
Help Reference Library Bill Form Setup Adaress2 [
Address 3 |
Attorney/Agent Table Zip Code  [DOOO0-0000
Attorney/Agent Search City |
Condo# and Land Records State [
Bank/Mortgage Companies for Questionnaires
Lockbox Upload Methods
Zip Code
- Added 24-Sep-2024 By THERESA Changed by Status: Bank Active [ up

This table #10067 tracks which banks or mortgage companies have asked HVMA to fill out a questionnaire (Form
1076). At present, only the Bank Code and Name fields are required. More information on this screen is found in
MB-645 HVMA Bank Questionnaire in the Help Reference Library.
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7 Included in Each Packet

This lists the components of each packet generated from the lease or resale of a unit.

7.1 Lease
1. Lease document generated by Crystal Reports.
7.2 Resale
1. Resale docs generated by Crystal Reports.
2. Insurance coverage document (file name and location found on Bill form Table Insurance/Budget Tab).
3. Budget Document (file name and location found on Bill form Table Insurance/Budget Tab.
4. Bylaw documents 1 & 2 (file name and location found on Bill form Table Insurance/Budget Tab). These
are general to all units being sold
5. Declarations/Other Documents — this is dependent on the Condot# assigned to the customer. (filename
and locations found on Condo# and Land Record Table.)
6. Two Audit Reports.

7.3 Closing Documents

P wnNe

Closing documents created by Crystal.

Yellow (original Page #2) — should be shown on the screen for data entry.

Bank page (original Page #3) — can be included since no AUC data is needed.

Closing Waiver document generated by Crystal (right of first refusal - now part of the closing documents
in Crystal).

They can optionally include pages #2, #3, #4, and #6 from above through the pre-set forms tab on the
create a resale screen. Declarations are only included in the resale packet.

—
aaaaaa
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