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ADMINS provides a method for invoicing Homeowners Association (HOA) fees. The ADMINS installer has set up the 
Program and Forms required to create the Heritage Village Masters Association (HVMA) HOA Invoices.  
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1 Monthly HOA Billing Process 
To create invoices for the HOA fees, run the “Monthly HOA Billing Process” in the Miscellaneous Billing Module. From the 
menu, select: 

Misc Billing  Billing  Monthly HOA Billing 

 

 
 
 
The process is run via a convenient Monthly 
HOA Billing Steps Menu: 
  

Figure 1 Special Invoice Steps Menu 

1.1 Restart the Invoice Process 

 This step is optional and is used only if the process must be restarted. 

Use the top step to 
restart and discard any 
invoices in progress. The 
default for the “Are you 
sure?” radio button is 
“No”, so make sure to 
select the “Yes” radio 
button to restart. 

 

1.2 Customer EFT List 

 List all customers with EFT set up on their account. 

 
Uses the Class Type from 
each Customer record to get 
the current HOA fees from 
the Class Type table.  

The Grand Total here should match the Total on the special invoices report for EFTs. 
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1.3 Customer EFT Changes 

 ADMINS recommends that all EFT changes be tracked during the month.  

Run this step to get a list of all of 
the changes to EFT for the 
specified time period. Verify that 
all the tracked changes appear on 
the list. 

Enter a date range, usually the past 
month. (This shows a broader selection 

range to capture data for the 
documentation.) 

The list includes New, Stopped, and 
Bank Information changes to EFT. 

This image shows fictitious data to 
protect Unit Owner privacy. 

 

 

1.4 Build Monthly HOA Invoices  

 

Click [Build Monthly HOA Invoices] 
to display the Build Monthly HOA 
Invoices prompt.  
 
Program Type and Bill Date are 
required.  

 

  

Enter the program for the HOA monthly invoices “HOAFEES”. Once entered it will 
be retained so it does not have to be entered each time it is run. 
 
Enter the date these invoices will be issued e.g., 02012024 for 1st February 2024. 
 

Click  to create all the HOA invoices for this bill date. The invoice title, 
date, and line description are based on the data supplied in this step. 
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1.5 Special Invoice Register  

 Use this step to produce a report of all the special invoices. 

  

Select  PDF and click to display the Special Invoice Register Report. 

Under the “Message” column, the report lists the payment method (ACH/EFT 
Transfer), and if the customer invoice will be Printed, Emailed, or No Invoice will 
be printed. 
 

 

The register shows a count 
of invoices paid by ACH/EFT 
and the amount expected 
from the Bank. To get to the 
last page of the Report use 
the keyboard shortcut  

{Ctrl} + {End} to go to the 

last page.  
 
Print the totals page to 
verify the amounts. 
Verify that the ACH/EFT Pay 
Requests Total matches the 
Customer EFT List from 
section 1.2 above 
 
If any invoices are listed 
under “Invoices to Print” or 
“Invoices to Email” see 
section 3.2 below on how to 
correct the customer 
record. 

Figure 2 #10525 Special Invoice Register Report 
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1.6 Print Invoices  

 

This step will only be available if one or more customer(s) is set up to have an 
invoice printed each month. Currently no unit owners print invoices. If no 
customer exists that needs a printed invoice, this step will still be greyed out. 
Nothing needs to be done; continue to the next step.  
 
If there are customer invoices to print, they will be shown on the screen. Print 
them and continue to the next step. 
 

1.7 Email Invoices 

 

This step will be available only if one or more customers are set up to have an 
invoice emailed each month. Currently no unit owners are set up to receive 
emailed invoices. If no customer exists that needs an emailed invoice, this step 
will be greyed out. Nothing needs to be done; continue to the next step. 
 
If there are customer invoices to Email, they will be emailed. Continue to the 
next step. 

 

1.8 Generate ACH/EFT File  

 Click this step to generate the ACH/EFT file to be provided to the bank. 

 

Type the bank code or use  to find the bank code if not displayed. 

 

Click ; if there are no errors an Excel® report will display all ACH/EFT records that will be in the file to send to the 
bank. 
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1.8.1 ACH/EFT File Report 

 

The report displayed lists all 
the unit owners included in the 
EFT File. The total at the 
bottom of the report should 
match the Register and 
Customer EFT List.  
 
Go to the bottom of the report 
– verify that the amount here 
matches the amount in the 
Invoice Register. The legend in 
the report will supply the file 
location and file name. 

Figure 3 Totals and File Location at the bottom of the Generate ACH/EFT File report 

The filename includes “%d” which will be replaced with the date when the Generate ACH/EFT File step is run. For example, 
the current date is 20-Feb-2024; the file will be called: “CollectionsNewTown02202024.TXT”. 

1.8.2 View and Close the Export File 

When running the ACH/EFT step this message will pop-up: 

 is the default and the file will not be displayed, and the process will 
finish. 

 will display the ACH/EFT file on the screen but the process will not 
finish until the file is closed. Usually it is not necessary to view this file. 

 

If the ACH/EFT file is 
displayed on the 
screen, it will look like 
the sample in Figure 4: 
 
(always click “X” to 
close the export file to 
allow the process to 
run to completion.)  

Figure 4 Sample Export File  
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1.8.3 ACH/EFT Error Check Report 

 

If there are errors a report like 
this will be displayed and 
provide instructions on how to 
fix each error.  

 

Figure 5 Errors shown on report #10584 ACH Error Check 

1.8.4 ACH/EFT File Location 

The location of the File to send 
to the bank is located on the 
Bank Table and will be noted on 
the report as shown in Figure 3. 
Access the ACH/EFT file in this 
location for upload to the bank. 
This should be the “G” drive. 
  

Figure 6 Finding the ACH/EFT File 

Transfer this file to the bank using the instructions and credentials provided by the bank. 

1.9 Post Invoices  

 When all steps have been run, the [Post Invoices] step will be available.  

 

This will create the invoices in the Billing files to allow for payment.  
 
This step must be run to create the invoices. For all Customers that have been set 
up for EFT payments, it will process those payments against the new invoice.  
 

Click on the [Post Invoices] step. 
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Click  to have the system create the invoices and post the activity to 
the customer records. Several reports will be displayed.  
 
There are two reports to print and provide to the Finance Office (Regina). 
 

 

1.9.1 Report #10540 GL Posting Report 

The posting process will 
create a GL Posting report.  

Print out Report 10541 and 
give it to (Regina in) the 
Finance Office. This is the 
Account Receivable report for 
this month’s HOA Invoices. 
 

 

1.9.2 Report #10336 Payments Posted to Customer Invoices 

The posting process will 
create a payment batch 
for all EFT payments and 
post those payments 
against the new invoices.  
 
Report #10336 lists the 
Fiscal Year, Date, Batch #, 
Account Numbers, 
Account Description, 
Debits, and Credits and 
should be provided to the 
Finance Office (Regina). 
 

 

Print out report# 10336 and give it to (Regina in) the Finance Office.  This is the report of all EFT Payments processed for 
this month’s Invoices 
 
Once this posting is complete, the Monthly HOA Billing has finished, and payments can now be processed against this 
month’s invoices. 
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2 How to Update the Fee Schedule on the Class Type Table 
To access the Class Type table, from the menu, select: 

Misc Billing  Tables  Class Type Table 

 

The classes available are shown in 
the Class Type Table.  
 
To change the fee amount, click on 
the Fee Schedule field. Clear out 
the amount using 
{Spacebar}|{Enter}. Type the new 
amount. A Description can be 
changed the same way. 
 

 

Use the pushbuttons on the left side of the screen to:  

− Add New,  

− Delete,  

− run an Edit List, and generate a  

− Report of Customers for each class. 

 
The Edit List may be Run as  PDF 
or  Excel, and is a simple listing 
of the values on the screen.  
 
It shows the Class Type, 
Description, Fee Schedule, and the 
Status (Inactive or Active.) 
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The customer report is available in 
either  Summary or  Detail, 
and can include ( Yes) Stopped 
Programs. Click ( No) to not 
include stopped programs. 
 

 

This is the Excel output of the 
Customer report, in summary. This 
report shows the HOAFEES 
program, with a list of the Class, 
Count of each Class, the Total 
payment amount for each class, 
and the ACH-EFT Amount for each 
class.  
 
The selection Legend at the 
bottom of the report shows if 
Stopped Programs are included, 
and if the report was run in Detail 
(D) or Summary (S). 

 

The detail version run as PDF 
shows the Customer, (unit number), 
Primary Address, Owner Name 
(obscured here for privacy), Payment 
Amount, and ACH/EFT Amount. 
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The detail version run as Excel lists 
the units by Class, and shows the 
Program, Class, Customer, 
Primary Address, Owner Name 
(obscured here for privacy), Payment 
Amount, and ACH/EFT Amount.  
 
A total for each class is shown and 
a grand total is supplied at the 
bottom of the report. 
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3 FAQs 
Here are some things to look for if results are not expected. 

3.1 Customer EFT, Special Invoice Register, and EFT File Discrepancies 

What if the EFT Totals do not match between the Customer EFT List and the Special Invoice Register and Generate EFT 
File? 
 
The most likely cause is that a change was made to a customer’s EFT after the Customer EFT List was run. 
 

1. Run the Customer EFT Changes report and look for Adds, Stops, or changes dated in the last few days 
2. Run the Customer EFT List again and check against the Special Revenue Report 
3. If there is still an issue, please contact support@admins.com so we can help. 

3.2 Invoice Register shows Invoices to Email or Print–we don’t do that. 

What if the Invoice Register shows Invoices to Email or Print and we do not email or print invoices? 
 
Do not continue the Monthly HOA Billing until these have been corrected. To correct the issue, from the menu, go to: 

Misc Billing  Maintenance  Customer Maintenance 

 

Select the Bill Delivery Type of  Email or  
 Print depending on what was showing on the 
Special Invoice Register.  
 

 

Any customer who is set to receive an invoice via 
email will be listed in the report. 

 

mailto:support@admins.com
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To set the customer so 
that they will not receive 
an invoice via email, go 
to: 

 

 
 
Enter the Customer# into 
the Customer 
maintenance screen. 
 

Misc Billing  Maintenance  Customer Maintenance  

 

 
Set the Bill Delivery radio 
button to  None.  
 
 
Do so for all Customers 
listed on the Invoice 
Delivery Type Report.  
 
 

 

Run the Invoice Delivery Type Report again to confirm that there no customers have 

the Invoice Delivery Type set to “ Email”. Continue with the Monthly HOA Billing. 

Go back to the Monthly HOA Billing 
steps menu and Re-Run the Special 
Invoice Register. 

 

This will reset the delivery options for 
customers that were previously set to 
“Email” or “Print” back to “None”.  
 
This can be checked by using the 
keyboard shortcut  
{ Ctrl } + { End } to go to the last page 
of the report.  
 

The “Invoices to Print” and “Invoices to Email” should be blank 
as shown below.  

 

If not, return to the start of this correction process until the 
special invoice register shows blank for both. 

 


