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ADMINS Unified Community

MB-631 HVMA Customer Queries

Heritage Village Master Association — Miscellaneous Billing

1 Customer Queries

15 October 2024

Misc Blling Customer Query screens resemble the Customer Maintenance
Maintenance >
Billng R screens, but they do not allow data entry. To access the query
Collections > screens, from the menu, select:
Processing
Reports > Miscellaneous Billing » Queries P Customer Query
Tables ¥
Queries ¥ Bill Locater
Exports Bill Payment
Module Maintenance ¥ Detail Payment
Interfaces/Imports > Transactions
Site Specific > Transaction Summary
Help Reference Library Batch Query
Customer Query

Users Account Security Inquiry

1.1 Customer Query Screen #10170

The Customer Query screen allows access to all the other customer information via the tabs or the buttons but
is read only and does not allow data entry. The owner & unit data is shown in pink; the mailing address is in

green. The numbered sections 1-9 are explained below.

= [HVMA] 10170-Customer Query
File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax  MotorExcise  Misc Billing  System  Favorites  Help

BESE mesm B Q@D

Customer Query

Goto.

Cust No
Actions MName 1  STEPHEN STILLS Phone 1 (203 555-1616 Ext 0000 Typ C Cell
MName 2 Phone 2 (2033 555-1212 Exdt 0000 Typ H Howme
Street? 10008
Street HERITAGE VILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr - band@adwnins com
A City SOUTHBLRY St CT  Zip 06483-0000 In-Progress Resale

Balance Pre-Pay: 0.00 Invoices: 85.00 Total: 85.00 n

0 q
1Customer | | 2 Owners " 3Residents | 4leases | | GSReSales | GAftachment(26) | 7BilHstory |

8 Trx History |

o Renorts Mailing Address Same as Unit Address
epor Class Type  CTRY-HS
MName 1 STEPHEN STILLS
Mame 2 B Condo#
Line1 1000A HERITAGE VILLAGE
Line2 Occupancy Occupied Vacant Flipper
Line3
— . Lined Demand Date Attorney Date
icklers (1) city SOUTHELRY St CT  Zip 064B2-0000 In-House Collection [ ForeclosureDate [
Count
PRG Inv (1) ountry  USA
e EFT Bank Transfer No Yes
Bank Name View Notes E |
Routing#®  0000-0000-0 CLOSING 14
Bank Quest @) uccounts  Hn000000
E Type Checking Savings
Pre-Mote Pre-Note Sent Date
Active
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Heritage Village Master Association — Miscellaneous Billing 15 October 2024
Cust No
. . Mame1 STEPHEN STILLS
n This message in red shows the Balance Name 2

amount calculation (Invoices — Prepay = Total) e L

) ) Street HERITAGE WILLAGE

if a balance is due. Line 2
City SOUTHBURY St CT Zip —0000

If there is a lease, the expiration date is shown
(see section 1.1.1 below). If there is no lease,
there will not be a message for lease
expiration. If there is a Resale in progress, a
message will be shown (see section 1.1.2
below).

B This row of @
buttons allows

Balance Pre-Pay:0.00 Invoices: 85.00 Total: 85.00

Phane 1 {203 5E5-1616 Ext 0000 Typ C Cell
Phaone 2 (2033 555-1212 Exd 0000 Typ H Home E
Bill Delivery Print Email Mone

E-mail Addr  bandBadnins ,con

In-Progress Resale

8 Trx History

6 Attachment (30)

easy navigation

(each is described =
in ion :

Ticklers (2)
] PRG Inv (1)
These buttons will go to the Query screens for Ticklers (reminders), Program
Invoices, Custom Fields, and Field Logs (each is described in a section below). Custom Fields

Field Logs (30)
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E The Condo number field (1 to 24) is used for resale

15 October 2024

To access the Class Type table, from the menu,
select:

and condo documentation sent to attorneys and

agents. The Occupancy fields provide the type of unit

and how it is being used (Occupied, Vacant, or
Flipper).

Class Type LCTRY-HS

Condo#

Occupancy Occupied Vacant Flipper

The valid Class Types are: BERK-1, CARRIAGE, CTRY-HS,
ETHAN, FRANKLIN, HAWTHORNE, HERITAGE, MARK

TWAIN, NEW ENGLANDER, SHERMAN, VILLAGER,

WINTHROP. The types, descriptions, fee schedule, and

Status are maintained on the Class Type Table.

E Custom dates display demand, in-house
collection, attorney, and foreclosure dates.

Since Bank, Routing number, and Account number is
sensitive data, it will be masked. If the unit owner
has not set up EFT transfers, no information will be

displayed here.

E For general notes, always enter new ones at the

top so the most recent entries are visible.

Misc Billing P Tables P Class Type

A snippet is shown here:

[ [HVMA] 10062-Class Type Table
B SE e »m

= OE

Goto.

Class Type Table

Actions

File Edit Ledgers PurchaseOrders AccountsPayable HumanRes NExcise MiscBilling System Favorites Help

Class Description Fee
wkk—l 803,00 [Active
1Ada New CARRIAGE [CPRRTAGE 586.00 [fotive
CTRT—H5 [COUNTRY HOUSE 719,00 [pctive
2Deete ETHAN ETHAN 26,00 [fctive
FRANKLIN [FRANKLIN 570,00 [pctive
3 Eat List HARTHORNE [FEHTHORIE 552,00 [fctive
HERTTAGE FERTTAGE 534,00 [pctive
HARK_THAT [FERI_THATH GE2.00 [pctive
 Customer Rot NEW ENGLANDER _|NEW ENGLANDER 79,00 [Active
SHERFA [SFERHAN 73,00 [pctive
VILLAGER VILLAGER 728,00 [pctive
HINTHROP HIRTHROP £92.00 [pctive

Demand Date Attorney Date
In-House Collection Foreclosure Date

—
——

EFT Bank Transfer Mo Yes

Bank Mame

Routing®  0000-0000-0
ACCOUNER  HHRRHHRHE
Type Checking Savings

Pre-MNote Pre-Mote Sent Date

View Notes

CLOSING 9/3/14

E This is a button to access the Bank Questionnaire screen. See more information in the
“MB-645 HVMA Bank Questionnaire Document” in the Help Reference Library.

Bank Question
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1.1.1 Lease Notations on the Customer Query Screen

If the lease expired within the last 90 days this
message is displayed in red.

Phone 1 {960} 555-1212 Ext 00O Typ [
Phone 2 (860} 555-1212 Ext jpooo Typ [

Bill Delivery (O Print () Email (@ None
E-mail Addr |

Lease expired on 31-Jul-2024

If the lease expires within the next 30 days this
message will be displayed in red.

Phone 1 (203 555-1212 Ext 0000 Typ £ Cell
Phone 2 (0003 000—0000 Ext pooo Ty [

Bill Delivery (O Print (CJEmail @ None
E-mail Addr |

Current Lease will expire on 30-Sep-2024

The "In-Progress Lease" message is displayed in
blue on any customer that has an in-progress lease
(even if they do not have any previous leases).

It is independent of any other lease message.

If the current lease ends at least one month after
today, this message is displayed in blue.

Phone 1 (9147 5551212 Ext jpooo Twp [
Phone 2 (2037 555-1212 Ext 0000 Typ B Business

Bill Delivery (O Print (O Email (@ None
E-mail Addr |

Current Lease ends 01-Nov-2025

If the lease expired more than three months ago,
this message is displayed in blue.

Fhone 1 (203) 555-1212  Ext 000 Typ [
Fhone 2 (203 555-1212 Ext jpooo Typ [

Bill Delivery (O Print (_JEmail  (® Mone
E-mail Addr |

Last Lease Expired more than 3 months ago

Phone 1 (360)555-1212 Ext joooo Typ [
Phone 2 {3603555-1212 Ext joooo Typ [

Bill Delivery () Print (O Email (@ MNone
E-mail Addr |

Last Lease Expired more than 3 months ago  In-Progress Lease

1.1.2 Resale Notation on the Customer Query Screen

If there is a resale in progress, and the closing date is

known, the message will be displayed in blue.

The "In-progress Resale" message will be displayed
even if the closing date is not known. It is independent

of the resale closing message.

Phone 1 (D03} 267-4925 Ext 000 Typ [
Fhone 2 (0003 000-0000 Ext Qo000 Typ [

Bill Delivery (CJPrint  (JEmail (@ None
E-mail Addr |
Resale closing on 01-Oct-2024

In-Progress Resale
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1.2 Owners Query Screen #10177

The Owners Query screen is read-only and does not allow data entry. The numbers on the image correspond

to the numbers in the list that follows.

= [HVMA] 10177-Customer Query - Owners

FllE  EOIT  LEAQErs PUFChase Urders Accounts ayaoie  Human Resources  Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

G wme s TH G o= F U

Customer Query - Owners

Goto...

Cust No
P Mame 1 STEPHEW STILLS Phone 1 (203) 555-1616 BExt 0000 Typ C Cell
Mame 2 Phone 2 (203 555-1212 BExt Q000 Typ H Home
Street? 1000/
Street HERITAGE WILLA Bill Delivery Print Email None
Line 2 E-mail Addr - band@adming .com
Eoe City SOUTHBURY St CT Zip 08483-0000 In-Progress Resale

Balance Pre-Pay: 0.00 Invoices: 85.00 Total: 85.00

—-0Ox

1 Customer 2 Owners 3 Residents 4 | eases 5 ReSales & Attachment (26} 7 Bill History 8 Trx History
Line |Owner Name
1 STEPHEM STILLS
2 Owner Name STEPHEM STILLS
K
< Resident? Yes Nao
: 1
Date of Birth 15-May-1959 Age 65
Contact Phones (203} 585-1616 Ext 0000 Typ C Cell
(2033 555-1212 Ext Q000 Typ H Home
Email Address bandzingerBachins,com
n . . Line [Owner Mame
Lists all unit owners. T ETEFFEN STTE
2
K
i
ta]
Indicates if the owner is a resident or not. Residents QuwnerMame  STEFHEN STILLS
appear on the Residents tab; non-residents do not. Resident? Yes No
Date of Birth 15-May—1959 Age 65
Contact Phones (203} 555-1616 Ext 0000 Typ C Cell
{203 555-1212 Ext 0000 Typ H Home
Email Address handsingerFadning ,com
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B—Click = to instantly produce a report of all owners' information for this customer. The columns on
the Excel Report are: Cust#, Line, Name, O/T, Resident, DOB, Age, Phone_1, Ext, Typ, Phone_2, Ext, Typ,

and Email.
A B B D E F G H | 1 K L W N
1 |Cust# Line Name oT Resident DOB Age Phone 1 Ext Typ Phone 2 Ext Typ Email
2 10018 1 SEAN LENNON Owner Yes (203) 777-5511
3 10018 2 YOKO ONO Owner No 2181933 91
4
B8 the street address of the unit. This block of Custio | N
. . . Name 1 STEPHEM STILLS
information is the same on the Customer, Name 2
. Street® 10007
Owner, Resident, Leases, ReSales, and otreet  HERTTAGE VILLAGE
Attachment screens. Line 2 _
City SOUTHBLRY St T Zip 08488-0000
Balance Pre-Pay: 0.00 Invoices: 804.00 Total: 804.00
The Residents Query screen read-only and does not allow data entry.
== [HVMA] 10178-Customer Query - Residents [theresa] — e
File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
GE Werm BHQ@mED
Customer Query - Residents
Goto... Cust No 0
J— Mame 1  STEPHEM STILLS Fhone 1 {203 555-1616 Typ QOO0 C Cell
Name 2 Phone 2 (203} 5E5-1212 Typ 0000 H Home
Street# 1000/
B Street HERITAGE VILLAGE Bill Delivery Print Email MNone
Line 2 E-mail Addr  band@admins ,com
—— City SOUTHBURY St CT Zip 06483-0000 In-Progress Resale
Balance Pre-Pay: 0.00 Invoices: 804.00 Total: 804.00 In-Progress Lease
1 Customer 2 Owners 4 Leases 5 ReSales 5 Attachment (31} 7 Bill History & Trx History
Line |Resident Name Type
1 STEPHEN STILLS 0 [ — #
1] FETER TORK T Resident Nafflie  STEPHEN STILLS
G MICKEY DOLEMZ T
Resident? Yes Mo Type Owner Tenant
Diate of Birth 15-May-15959 Age 65
ContactPhones  (203) 555-1616 Ext 0000 Typ C Cell
{2033 BE5-1212 BExt 0000 Typ H  Home
Email Address handsinger@admning , com
Lkup up
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m
1 . . . . |||Line Resident Name Type
. Lists all unit residents. The type of resident can |l rerrET s -
be “O” for Owner, and “T” for Tenant. ([E—PETER TORK T
(7~ JFICKEY DOLENZ T
I
This provides detail on the currently selected
resident in the list. Residents appear on the PSS
Residents tab; non-residents do not. The Type Residant? Ves N Type © Owner et
can be either Owner or Tenant. This section Date ofBith  15-May~1959 Age €5
shows the date of birth, the age (is computed ContactPhones {203} E55-1616 Ext 0000 Typ € Cell
. . — Ext T
based on the DoB), and contact information (205> SREIEIE B 0000 T W Hone
When prOVIded Email Address bhandsinger@adming , comn

—CIick =t instantly produce a report of all owners' information for this customer. The columns on
the Excel Report are: Cust#, Line, Name, O/T, Resident, DOB, Age, Phone_1, Ext, Typ, Phone_2, Ext, Typ,
and Email. This report contains personal information such as Date of Birth, Phone number and Email
address; as such, consider not emailing this report.

File Home  Insert  Page Layout  Formulas  Data  Review View Help
P20 v S
A B C D E F G H | J K L M N

1 |Cust# Line Name OIT Resident DOB Age Phone 1 Ext Typ Phone_2 Ext Typ Email
2 |1000A 1 STEPHEN STILLS Owner Yes 5/15/1959 65 (203) 555-1616 C  (203) 555-1212 H  bandsinger@admins.com
3 |1000A 6 PETER TORK Tenant Yes
4 |1000A 7 MICKEY DOLENZ Tenant Yes
[
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1.4 Leases Query Summary Screen #10179

The Leases Query is read-only and does not allow data entry.

= [HVMA] 10179-Customer Query - Leases - oo
hile kdit Ledgers Purchase Urders Accounts Payable Human Reseurces Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
B ESE me+m @ Q =\ E L A
Customer Query - Leases
Goto... Cust No
- MName 1  SEAH LENHOM Phone 1 {203» 777-5511 Typ 0000
Name 2  ¥OKO ONO Phone 2 (0003 QO0-0000 Typ 0000
Street?  1001B
Street HERITAGE WILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr
o] City SOUTHBURY St CT Zip 06485-0000 In-Progress Resale
Balance Pre-Pay: 0.00 Invoices: 309.00 Total: 309.00 Current Lease ends 31-Aug-2025
1 Customer 2 Owners 3 Residents 4 Leases 5 ReSales B Attachment (22 7 Bill History 8 Trx History
Start End Name on Lease 5 Rent|Move In Move Out MNotes |Buttons ‘
01-Sep-202d (31-Aug—2025 [Johnny Rotten 5, 000,00 [0d-Sep-2024 Thursday,. 19 September. 2024 gatesti \iew Note| Detai
01-Jan—2000 18-5Sep—2024 |JORNIE MITCHELL LIFE TEMANT, ..
View Mote for Lease Starting 01-Sep-2024 *** Read Only O X The [V|eW Note]
File Edit View Insett Format Help button will opena
Y
O|&|d| SR sl &|el@-] text window to
(Courier New (Westem) =l Blru|@|[= =[5 = allow viewing all
_g"""""""'z""'""""'1"" A S W notes for a condo
Thursday, 19 September, 2024 gatesting| unit. The text

window is Read
Only — no notes can
be entered here.

For Help, press F1 Ln 1, Col 39 M

5 9~ % Customer_Leases_10148 THERESA[3]xml - Excel 2 search 2
The

File Home Insert  Page Layout Formulas Data Review View Help [X EXCE']

017 ~d X H
# report will
A B Cc D E F G H | J K L
1 Monthly Move In  Move OutNew Lease Lease Fee Notes Iook I|ke
2 |Cust# Lease_Start Lease End Tenant 1 Tenant_2 Phene Email Rent Date Date Sent Date |nvoie#
3 |1001B 12/1/2025 12/31/29099 9/30/2024  000000-00 this
r qatesting .
4 (1001B 9/1/2024 8/31/2025 Johnny Rotten  Sid Vicious 978555121z pistols@ukband con 5,000.00 9/4/2024 9/19/2024 000000-00
LIFE TENANT

5 |1001B 1/1/2000 9/18/2024 JOANIE MITCHEL DAVID CROSBY 000000-00
6

The fields on the Excel report are: Cust#, Lease_Start, Lease_End, Tenant_1, Tenant_2,
Phone, Email, Monthly Rent, Move In Date, Move Out Date, New Lease Sent Date, Lease
Fee Invoie#, Notes
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1.4.1 Lease Detail Query Screen

= [HVMA] 10179-Customer Query - Leases - ox
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B &SE e »mnm | O L

Customer Query - Leases

Goto.

CustNo  [1001B

Actions Name 1  SEAN LENNON Phone 1 (203) 777-5511 Typ 0000
Name2  ¥OKD OND Phone 2 (0003 0Q0-0000 Typ QOO0
Street? 1001B
Street HERITAGE WILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr
X Excel City SOUTHBLURY St CT Zip 0sd85-0000 Resale closing on 01-Dec-2024
Balance Pre-Pay: 0.00 Invoices: 309.00 Total: 309.00 No Lease Expiration - Life Tenant In-Progress Lease
BThe Detall bUttOﬂ 1 Customer 2 Owners 3 Residents 4 Leases 5 ReSales. B Attachment (26) 7 Bill History 8 Trx History l

9 Back to Summary

will bring you to

Lease Start Move In Date 04-Sep—2024
th is q uery screen Lease End Wove Out Date
Monthly Rents  5,000,00 Leasing to Relative? No Yes
fOf the Selected e Relationship to Owner?  fan
Tenant 1 Johnny Rotten
|eaS€. Tenant 2 Sid ¥icious CurrentPrev Resident? No Yes
IfYes, Unit#
Phone# 9785551212
Email pistolsBukband ,com X View Note Q
Thursday, 19 tember, 2024 gatesting
Lease Form Tenant Address
Lease Document Emailedto  supportBadnine . con
Lease Renewal Sent Date 19-Sep-2024
Lease Status Active Cancelled Lease Renewal Fee Invoice 000000-00 Go To B
oUse this button to return to the lease summary screen. 8 Back o Summary

9 The left side of the screen provides the Lease Start & End Date, tziz E*fd“ ep_zozq

the monthly rental dollar amount, the Tenant names, Phone
number, and email address, along with a mailing address for

Manthly Rents 5,000,000

the tenant Tenant 1 Johnny Rotten
. Tenant 2 Sid Vicious
The lease status will show as either ® Active or ® Cancelled. Phones 2765551212
Email pistolsEukband , com

An active lease is considered valid, whereas a canceled lease is
merely historical and does not confirm if there is a current
lease for the unit.

Lease Form Tenant Address

Lease Document Emailed to supportBadning , com

Lease Status Active Cancelled
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GThe right section of the screen shows the Move
In & Move Out Dates, the Relationship to the
owner if leasing to a relative, and an indication
if the leaseholder is a current or previous
resident.

QThe Notes are available to view from here as
well; it works the same way as is detailed
above.

15 October 2024

Move In Date (d—Sep—202d

Maove Out Date G
Leasing to Relative? Mo Yes

Relationship to Owner?  fan

Current/Prev Resident? Mo Yes
IfYes, Unit#

X View Note

Thursday, 1% September, 2024 gatesting

Lease Renewal Sent Date
Lease Renewal Fee Invoice

15-Sep-2024
QO00O0-00 Y Go To Bill

@
=1
o

1.5 Resales Summary Query Screen # 10180

The Sales Query screen is for viewing only and does not permit data entry. This screen shows past resales that

have been documented for this Unit.

= [HVMA] 10180-Customer Query - Sales

[

S E e »m ¥ Q =2 &8 .

File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

Customer Query - Sales

Goto...
Cust No
P Mame 1  SEAN LENMON Phone 1 {2033 777-5511 Typ 0000
Name2  YOKO ONOD Phone 2 {0003 0O0-0000 Typ 0000
Street# 1001EB
Street HERITAGE VILLAGE Bill Delivery Print Email MNone
Line 2 E-mail Addr
X Excel City SOUTHBURY St CT Zip 0B488-0000 Resale closing on 01-Dec-2024
Balance Pre-Pay: 0.00 Invoices: 1,118.00 Total: 1,118.00 No Lease Expiration - Life Tenant In-Progress Lease
1 Customer 2 0wners 3 Residents B Attachment (27} 7 Bill History 8 Trx History
Date Buyer Name Resale Sent Closing Sent Price|Closing Date  |Status Buttons
20-Sep-2024 20-Sep-2024 Closed No Sale Details
19-Sep-2024 20-Sep—-2024 [30-Sep-2024 | 999,999,000 |01-Tec—-2024 Closed No Sale ]
Closed Mo Sale

i

5 68

Lkup up

n Date the Resale process began.

Name of the buyer entered during the sale creation process.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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B Date when Resale Documents are sent.

n Date when the closing documents are sent.

E Current status:
® Active: Sale is in progress.

15 October 2024

® Closed: Sale has reached closing date and the user manually changed status to closed.

® No Sale: Sale did not go through.

1.5.1 ReSales Detail Query Screen #10180

= [HVMA] 10180-Customer Query - Sales [theresa]

E The [DetalIS] button File Edit Ledgers PurchaseOrders AccountsPayable Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help

will bring you to this BSS «erm S QmFd

query screen:

Customer Query - Sales

€ CustNo
Name 1 SEAN LENMNON
Name2  v¥OKD OMD
Street?  1001B

Street HERITAGE VILLAGE
Line 2

City SOUTHBURY St CT

Actions.

X Excel

1 Customer 2 Owners 3 Residents

Balance Pre-Pay: 0.00 Invoices: 1,118.00 Total: 1,118.00

Phone 1 (203) 777-9911 Typ Q00O
Phone 2 000} 0000000 Typ Q00O

Bill Delivery Print Email
E-mail Addr
Zip  06488-0000

4 Leases B Attachment (27}

None

No Lease Expiration - Life Tenant

In-Progress Lease

7 Bil History 8 Trx History.

Return to Summary

Createdon  13-Sep-2024 14:43:38 e

Close Date 01-Tlec—2024
Sale Price 999,993,000

Seller 1 Name  SEAN LENMON
Seller2Name  VOKON OND

Seller Attorney QO0QOOL SELLER ATTORMEY
Seller RE Agent 0000004 Buyers RE Agent

Buyer Information

Buyer 1
Buyer 2
Address 1
2
Email
Residing Yes No PIT

Attorney 0000000
RE Agent  Q000Q00

(000 OO0-0Q00
(000} OOO-0QO0

Flipper 0

Tenants
Resale Senton 30-Sep-2024 16341107  sellerladnins,con
Closing Senton 30-Sep-202d 16166102 =sellerfadnins,com
Resale Processing Fee Invoice Q00000-00 Go to Invoice
Status Active Closed No Sale Equity Fee Invoice 000000-00
Q 9 Back to Summary Use this button to return to the list of historical and in progress sales transactions.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Created on 19-Sep-2024 14137115

eDispIayed on the left side of the screen are the Dates, Sales

Close Date 01-0ct-2024

SalePrice  555,555,00 Price, Seller Name(s), the Attorney and Real Estate Agent for
Seller 1 Name  STEPHEN STILLS the Seller, along with the dates and recipients of the packets.
Seller 2 Mame 9

Seller Attorney 0000005 Jason Stone | Status Active Closed No Sale |

Seller RE Agent Q000006 JUDY DAVIS

If the status is © Active, the
transaction is still in progress. If @ Closed, the sale is
complete. If ® No Sale, the transaction was cancelled and

Resale Senton 30-Sep-2024 13349339 AMTHEARADMINS ,COM no fu rther aCtlon was taken
Closing Sent on 30-5ep-2024 15:04:03  ANTHEREADMING.COM
Status Active Closed Mo Sale

Buyer Information G . . 1 H H

] e e P On the right side of the screen, you'll find the Buyer details,
uyer -

Buer 2 JORNIE SHITH (0002 000-000 such as their name(s), address at the time of purchase,

Address 1 77 PARK STREET

) o e et phone numbers, and email.

Email JAMESEADMING , COM e
Residing Yes No PIT Flipper

The “Residing” identifies the buyer as a (®Yes), full time

Ryt pooogas asere Autornes resident, (®No) non resident, (® P/T) part time resident, or
Tenanls (® Flipper), a buyer that will not reside in the unit but will
resell it.
Resale Processing Fee Invoice Q00000-00 Go to Invoice

Equity Fee Invaice Q00O00-00

®Here, you will find the invoices for the Resale Processing Fee and Equity Fee displayed and linked. If the
user opts out of generating these invoices during the resale packet creation process, the information will

be presented on screen as depicted in the images below, instead of providing a button to link to the
record.

i O . . .
User said “Yes” to creating both invoices. User said “No” to creating Processing Fee invoice but

“Yes” to Equity.

Resale Processing Fee Invoice  123456-00 | Go To Invoice Resale Processing Fee Invoice  Q00000-00 Mo Fee Inwoice
Equity Fee Invoice  123457-00 Equity Fee Invoice  123457-00 Go To Invoice

User said “Yes” to Processing Fee but “No” to Equity

e . L
User said “No” to creating both invoices. Fee Invoice.

Reszale Processing Fee Invoice  Q00000-00 Mo Fee Irnwoice

Resale Processing Fee Invoice  123456-00 Go To Invoice
Equity Fee Invoice  Q00000-00 Mo Esguity Fee Irwoice

Equity Fee Invoice  QOOOQ0-00 Mo Equity Fee Invoice

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 33
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X Excel eThe Excel report will have columns for Cust#, Closing Date, Sale Price, Status, Resale

Send_Date, Closing Sent_Date, Seller Name_1, Seller Name_2, Seller Attorney, Seller
RE_Agent, Buyer Name_1, Buyer Name_2, Buyer Address_1, Buyer Address_2, Buyer Phone,

Buyer Email, Residing, Tenant, Status, Buyer Attorney, and the Buyer RE_Agent. It will look
like this:

[xE] -~ = Customer Sales_10149_THERESA[Z].xml - Excel P Search

File Home Insert  Page layout Formulas Data Review View Help

Y26 v i Je
A B C D E F G H | J K L M N o P Q R S T U
1 Closing  Sale Resale Closing Seller Seller Seller Seller Buyer Buyer  Buyer Buyer Buyer Buyer Buyer Buyer
2 |Cust# Date Price Status Send Date Sent Date Name 1 Name 2 Attorney RE Agent Name 1 Name 2 Address 1 Address 2 Phone Email Residing Tenant Status Atforney RE Agent
3 10028 Active  10/1/2024 STEPHEN STILLS N/A Not answered Active
4 [1002B 6M5/2017 Closed BILL & MELINDA GATES (555) 555-1212 Not answered Closed
5

1.6 Attachments Query Screen #10171

This query screen allows

== [HVMA] 10171-Customer Query - Attachments [theresa] o x tt h . d t
File Edit Ledgers Purchase Orders AccountsPayable Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help attac Ing new documen SI
B SE ke o Q @i a . i
S using the Add Attach button
Customer Query - Attachments : : :
o as described in the section
CustNo
Name 1 STEPHEN STILLS Phone! (203} BEB-1615 Ext 0000 Tve © Cell
Actons Name 2 Phone2 (203 B55-1212 Ext 0000 TR H Homs M
Sreet 10008
Street HERITAGE YILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr  pancladnins .con
City SOUTHBURY St T Zip 064858-0000 In_Progress Resale H
TAddAZCh | Balance PrePay:0.00 Invoices: 85.00 Total: 85.00 Users can Only mOdIfy

1 Custe 20 3 Residents 4L 5 ReSal B Aftachi t (26) 7 Bill Histc B8 7Trx Hist attaChments they have
AttachmentFilter [A11 Attachmerts ] added- If they add an

2q® |Deseription [Filename [Buttans
riginal HOAFEES Special Inwoice Print [ET_2053H0RF EES00001 PO Y View ZEmal attaChment on the CUStomer
Original HOAFEES Special Tnwoice Print |51 _2023H0RFEESO 10855 , FDF

POriginal HOAFEES Special Invoice Print |51 _2023H0RFEE SO0 2274  PDF m a i nte n a n Ce atta Ch m e nt

5
i
=
[z
@ Priginal MAR 2023 Monthly HOA Fees on 0& |51 _2023H0RFEESOOS981 PDF
=
E
7
B

[Orizinal APR 2023 Monthly HOA Fees on 03 [51_2023H0RF EES0 L6230 . FIF r] it r1

[Original MAY 2023 Monthly HOA Fees on 02 |51 _2023H0RFEESO 19002, PIF Screen’ t ey ca n ed It It t ere'
[Original JUN Monthly HOA Fees on 01-Jun— |51 _2023H0AFEESO21734 ,PTF
Driginal JUL 2023 Monthly HOA Fees on O3 |51 _2023H0AFEES024490 , PTF
El Driginal AUG Monthly HOA Fees on 01-Aug— |51 _2023H0RFEESO27221 . PTF
10 [oriziral SEP Morthly HOA Fees on 01-Gep—
I Prieinal OCT 2023 Monthly HOA Fees on 02
12 [rieinal MOV Monthly HOA Fees on 08-Nov—
13 [orizinal DEC Morthly HOA Fees on 01-Deo—
14 [orizinal JAN 2024 Monthly HOA Fees on 03

|51 _202ZHORFEESO30036 , PDF
|51 _2023H0RFEESO327.34 . FIF
|51 _2023H0RFEESC364 77, PDF

M Attachments added by the

|51 _2024H0RFEESO40554 . PIF

15 [Original FEB Monthly HOA Fees on 01-Feb— |51 _2024H0RFEES043638, PIF b d
16 [Original MAR Monthly HOA Fees on 01-Mar— |51 _2024H0RFEES046355, PIF SyStem can nOt e remove ’
17 [Original APR 2024 Monthly HOA Fees on 02 |51 _2024HOFFEES043035, PIF

18 [Original MAY 2024 Monthly HOA Fees on OL |51 _2024H0FFEES0S 1756 .POF but docu mentS manua I |y

attached by users can be
deleted.

1.6.1 Attachments

If there are any attachments, their count appears in parenthesis (within a "badge" on the Attachment button)

Battachment (27} For instance, if you see a (26) on the tab, it means there are 26 attachments associated with this
customer record.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 33
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n To add an attachment,
use the Add
Attachment button as
outlined in the section
below.

Filter by different
attachment types
using a dropdown
menu.

B Specify the type. If the
wrong type is chosen,
this button allows
changing it.

15 October 2024

Goto.

== [HYMA] 10171-Customer Query - Attachments
File Edit Ledgers PurchaseOrders AccountsPayable Human Resources Budget Collections Tax Motor Excise  Misc Billing

B ESE e »m

= -

System  Favorites  Help

Customer Query - Attachments

Actions.

CustNo fiooom
Name 1 STEPHEN STILLS
Name 2
Street®  1000A

Strest  HERITAGE VILLAGE
Line 2
city SOLTHBURY

1 Customer 20wners

Phone 1
Phone 2

Bill Delivery

(203} 555-1616 EXt 0000 Typ C Cell
(203} 555-1212 Bt 0000 Typ H Hone

None

Print Email

E-mail Addr bandBadnins .con

St CT  Zip 08488-0000

Balance Pre-Pay: 0.00 Invoices: 1,523.00 Total: 1,523.00

3 Residents. 4 Leases

sresaks 5 Attachment (38) History

In-Progress Lease

& Trx History

Attachment Filter | TRy

Seq®
37
E3
B
34

[Description [Filename
[Bill History Report as of 04-0ct-2029 [Tr<Hist] Rtbachments except EUR Mﬂn'chlu Invoicss
[Bill History Report as of 04-Oct-2024 BILIASED S cvent. Docamonts

[Bill History Report as of 04-Oct-2024

[TrHiStSEFT Attackments

[Bill History Report as of 04-0ct-2024

Original MOV 2024 Monthly HOR Fees on 04

[TrxHist[HOA Monthly Invoices
BT _Z0aqileentity Attachnents

Lease Attachnents

[Flosing Packet sent 03-Dot-2024

BCT 2024 Monthly HOA Fees on 01-Oct-2024

[Fesale Facket sent 01-Oct-2029

[RESALE_L1000A_20241001 , ZIF

FLODOC_1Gther Attachnents
[ET_2024HR=Sale/Closing Attachnents

[Flosing Packet sent 30-Sep-2024

[CLOD0C_1000A_20240930 . ZTF

Resale Packet sert. 30-Sep-2024

[RESALE_1000A_20240930 . ZTF

[TC.C5V

7 [attachment From the auery screen
[B6_ [riginal Bank OQuestionnaire Processing F
£

[Fill History Report as of 20-Gep-2024

[BiLIHi=t_L1000A_202409201640 ,POF

Right of Firet Refusal Maiver - Signed

EI_QOQABRNKDOEEOZE L PIF

EI0E Right of First Refusal.pdf

[losing Packet sent 19-Sep-2024 T e
Resale Packet sert 19-Gep-2024 o

[Drizinal AUG 2024 Monthly HOA Fess on 1T

[Briginal JUL 2024 Honthly HOA Fees on 0L o —

Enty Time: 12102440
spatai o

VView (| zEmai ) Dnemwe( K Chq Type D
1

ﬂ The hovertext provides more information when you hover the cursor over
the filename field.

E Email an attachment to any valid email address.

1.6.1.1 Filter by Attachment Type

The attachments are
assigned a Type when they
are created — the System-
created attachment types
are:

INV
RENT
SALE

Attachment Filter

=

ot HOA Monthly Tnwod

Addreszz Charges
All Attachments
Fttachments &

EFT Attachments

ot HOA Monthly ITnwoi
Barnk Guestionnaire Documents
Delinguent Documents

HOA Monthly Invoices
Identity Attachments

Lease Attachments

Other Attachments
FeSale/Closing Attachments

Ce:=s

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.6.1.2 Add Attachment Prompt

) T Add Attach
Click the

button to show this prompt.
Provide a required description of the document being
attached and specify the required attachment type.

15 October 2024

B [HYMA] 10171-Customer Query - Attachments [theresa]
Add Attachment

Required: Enter Description |

Required: Enter Atachment Type l:l

Lookup Cancel Clear All

B Attachment Types

Code Description

! A 4
Bark Guestionnaire Documents
Telingquent Documents

EFT Documents

Identity Documents {Drivers. Birth Cert, Passport?
HOA Manthly Invoice

Other Documents

Lease Documents

ReSale Documents (ReSale and Closzing Documents)

| 0K | Find Search | | Cancel Help Eof

Figure 1 The attachment prompt has a lookup from which the type can be selected

Enter a description for the document, up to forty characters. Choose an attachment type from the lookup or
manually enter it. Here are the valid attachment types.

Other Types (use this type for user-supplied documents that do not fit in to the other types)

ADR  Address Changes

BNK  Bank Documents and Invoices

DELQ Delinquent Documents

EFT Electronic Fund Transfer documents

IDT Identity Documents (Drivers license etc)

INV Monthly HOA Invoices (do not use this type for user attachments)
OTH

RENT Lease Documents

SALE  Sale Documents

nAttach any relevant documents to
the customer record, including
correspondence.

To do this, place a file (scanned
copy if there is no electronic copy)
in a folder permanently accessible
to the server, (currently the
shared, mapped “G” drive — the
common area) then click the [Add

== Open

« vi 4
Organize v New folder
B videos (o
‘s Local Disk (C:)

s pluto_data (D:)

s PLUTO_EXT (1)

== auc_production (\\plut
== admhome (\\pluto\auc
== ceres_d (\\ceres) (Q:)

= admhome (\phoenix\i

File name:

« Agendas >

2021 v 0

Name Date modified Type Size

@15 20210105_Meeting.docx  1/5/2021 2
@15 20210222_Meeting.docx
015 20210308_Meeting.docx
@5 20210413_Meeting.docx  4/13/202

@] 20210512_Meeting.docx  5/12/2021 3:07 PM
%) 20210520_Meeting.docx  5/20/2
M%) 20210628 Meeting.docx  6/28/2021%:32AM M ft Word Document

20210105_Meeting.docx v | | Allfiles: *.* v

Cancel

Attach] button. A windows dialog
box will appear; locate the
document you wish to attach.

Highlight the document and select
[Open] to attach.

Avoid attaching files from the local PC, as they
may not always be available. To ensure that
attachments remain available, use only
network drives specified by the local IT
department. If in doubt, ask

support@admins.com for assistance.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.6.1.3 View Attachment

15 October 2024

== [HVMA] 10000- Custorner Maintenance [theresa]

BRSE W+ ER Q@B FU

inl

Name 1 WILLIAM I MILLER, III
Name2 & ELAIME S, MILLER
Street#  1000E

HERITAGE WILLAGE

You may view the document

that is attached. Highlight the
desired document and select
the [ v¥view | button on the

City SOUTHEUR'Y St CT Zip 08485-0000

File Edit Ledgers Purchase Orders Accounts Payable HumanResources Budget Collections Tex Motor Excise MiscBilling System  Favorites Help

Phone 1 (203) 512-8924 Ext 0000 Typ
Phone 2 (000) 000-0000 Ext 0000 Typ

Bill Delivery ) Print
E-mail Addr

Attachments

right side of the screen. The i pEsale/tissing

document will be displayed.

) Email  © None

8 Trx History.

|Deseription Filename

CLOSING DOC 9722723 |UE4B75C 11 19658_10112023_1000B CLO_043145.p0F | v View ZEmai_]| D Remove || K Cha Type
OCT CK @ CLOSING RETURNED 10 YARLO-SUSAN |UE4S75C 11 19658_10252023_1000B LTR_043633, pif

CLOSING DOC 12/1/2% UE4S75C 11 19698_12122023_1000B CLD_044880, pof 7

1.6.1.4 Email Attachment

|
—_— S . e — =

EmaiI an attached document to any e ikt e

B [HVMA] 10171-Customer Query - Attachments

valid email address. To do so, highlight Optional: Enter Contact Name  [iheresa

Optional: Enter Note |hErE is the signed waiver you requested

the desired document and select the

Optional: Enter Note |p|ease let me know if you need anything further on this

zemai_| hutton on the right side of the | required: Enter Email address [ihercoa@admins.com

screen. The following prompt will be
displayed.

Cancel

Clear All

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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The email will look like this:

The FROM and CC addresses are from
the user who initiated the email. The
email address used is from their User

Profile.

This information is from the contact
name and note information entered on

the prompt.

Just below that is the description and the

filename of the attachment.

This email closing signature is
generated from the AUC system. It
contains the customer number and
Condo Unit type and the date of the

email.

1.6.1.5 Remove Attachment

If the attachment was
not added by the system,
it can be removed. To
remove an attachment,
select the attachment
and click the | DRemove
button. This button will
only appear on
attachments that were

not added by the system.

For example, in the
screen capture shown in
Figure 2, the highlighted
attachment does not
have a | Dremove hytton.

15 October 2024

@& & TloE

Miscellaneous Billing Attachment From 1000A... jel - O X

File Message Help

@ Summarize

Miscellaneous Billing Attachment From 1000A

. G| =
aucdev@admins.com <auc.do.nc @]9 %
To Theresa Campbell 12:14 PM
Cc Theresa Campbell
(i) we removed extra line breaks from this message.
m 690B Right of First Refusal.pdf 1TMB
Start your reply all with: | Received, thank you. ‘ ‘ I received it. Thank you! ‘ ‘ Received with thanks. '(D Feedback
5“ [ SR R SR R R B A R NN IR R IR RIE IR P
a

Dear Wendy Tarantola,

Here is the scanned,signed waiver for the sale of unit 1000A Please let me know that you have received it.

Miscellaneous Billing attachment Right of First Refusal Waiver - Signed
Filename: 690B Right of First Refusal.pdf

Thank you
Theresa

1000A,24

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

v
4 >
1 Customer 2 Owiners 3 Residents 4 Leases 5 ReSales B Attachment (24) 7 Bil History 8 Trx History
Attachment Filter (311 Attachments v|
Seq# [Description Filename Buttons
13 |Original JUN 2024 Monthly HOA Fees on 03 I5T_2024HDAFEES054430 ,PTF
20 [Original JUL 2024 Monthly HOA Fess on 01 151 _2024HDAFEES057200 ,PTF
21 [Original AUG 2024 Monthly HOA Fess on 11 I51_2024HDAFEES0553804 ,PTF
22 [Resals Packet sent 19-Sep-2024 RESALE_1000A_20240919 . ZTP
22 [Closing Packet sent 19-Sep—2024 [ELODOC_1000A_20240919 ,ZIP
24 |Right of First Refusal Haiver — Cigred E90E Right of First Refusal.pdd  View ZEmal D Remove ] K ChaTvoe
[
| D Remove
1 Customer 2 Owners. 3 Residents 4 Leases 5 ReSales B Attachment (21) 7 Bil History 8 Trx History
AttachmentFilter |Al1 Attachments v|
Seq® |Description Filename [Buttons
@1  |Original AUG 2024 Monthly HOA Fees on 11 5I_2024HOAFEESOE0321 PIF V View Z Email

Figure 2 System-supplied attachments cannot be removed by the user

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.6.1.6 Change the Type of Attachment

Attachment type is
selected when adding an
attachment. If the
selection made is not
correct, change it here
using the [KchaTvwee | hytton.
This button will not be
available for system-
created attachments.

15 October 2024

= [HVMA] 10171-Customer Query - Attachments

1 Customer 2 Qwners. 3 Residents.

4 Leases

8 Trx History

sres{_ B Attachment (38) s

Attachment Filter [ALL Attackments

Seq= [Description [Filename [Buttans

27 [attachment From the auery screen rc.csv

€ [Original Bark Questionneire Processing T [5T_2024EANKR0E5026 . I

25 [Pill History Report as of 20-Sep-2024 [Fil1Hi=t_1000A_202409201640 . FIF

24 [690E Right of First Refusal .pof V View Z Email D Remove (| K Cha Type.
3 [Closing Packst sent 19-Sep—2024 T

0 |Resale Packst sent 19-Sep-2024 DAAUC_| i 1do_f In Docs|6908 Right of First Ref

1 [Original AUG 2024 Monthly HOA Fees on 11 usal.pdf

|}§0 [Original JUL 2024 Monthly HOA Fees on 01

| Entry User: THERESA

Entry Date: 20-Sep-2024
Entry Time: 12:10:21.40

Special Note:

1.7 Bill History Query Screen #10172

This screen is read only; no data entry is allowed on this screen. This screen will display all the bills that have

been generated for this customer. To access this screen, click on the | 7Biltistary | hutton. Use the w

Page Page
Up Down
black arrow keys or . and . on the keyboard to display the list of bills.

The Bill History columns from left to right are Year, Invoice, Title, $ amount Charged, the $ amount Paid, Refund
amounts, Adjustment amounts, the Balance, Bill Date, and Due Date.

The screen image is shown below, with additional information about the controls on the screen.

Shows the Balance amount
calculation
(Invoices — Prepay = Total)

The More notation indicates
that there is more data that
can be displayed for this

Page

. Down
customer by pressing

or B from the toolbar to
display the additional
records.

Use the W GoTaBil hytton to
display the Bill Payment
Inquiry screen for the
selected Condo. See below.

= [HVMA] 10172-Customer Query - Bill History - b
File Edit Ledgers PurchaseOrders AccountsPayable Human Resources Budget Collections Tax Motor Bxcise MiscBiling System Favorites Help
B SE we»m BY Q@ FL
Customer Query - Bill History
ot CustNo [
ctone Name 1 STEPHEN STILLS Phone1 {203} E55-1616 EX 0000 TYP T Cell
Name 2 Phone?  {203; E55-1212 Xt 0000 TYP H Hame
Streett 10008 Phone3 {0003 000-0000 EX Q000 Typ
Strest  HERITAGE VILLAGE
Line 2 Bill Delivery Print Email None
city SOUTHBLRY SUCT__Zip 06456-0000 | E-mallAQOr bandBadnins.con
Balance Pre-Pay: .00 Invoices: 1,523.00_Total: 1,523.00 In-Progress Lease
1 Customer 2 Owners 3 Residents. 4 Leases S ReSales B Attachment (34} 7 Bill History. 8 Trx History
[fear [invoices[ritie Charged] Pad Refund Adjus] Balancelsil Date puvate |GO TO
8 History Lt o559 [043506-00 Pre-Fanents [01-Far—2023 [15-Har—20
5 (2024 [065626-00 [Bark_fuestiornai B5.00 5500 [23-5ep2024 [i7-0ct202 \/ (30 To Bill
OEmailtistory | 5554 [570005-00 N0V 2024 Morthly 715.00 715.00 [o1-Hoy 2024 [15-Hov—208t
(6024 [759804-06 UG 2024 Flonthly 715.00 715.06 [0L-Pug2024 |15-Aug 2024
(6024 [757200-06 [JUL 2024 Fonthly 715.00 713.00 [01-Jul 2024 [15-Jul 2024
@ Statement 5554 [654450-00 [JUN 2024 Fonthly 715.00 715.50 [03-Jun-2024 [T7-Jun-2024
(6024 [751756-00 [ieY 2024 Flonthly 715.00 713.00 |01 Hau-2024 |15-Hay 2024
(2024 [049035-00 [°PR 2024 Forthly 719.00 719.00 [02-Arp 2024 [16-Aer—2024
[P024 |046355-00 AR Fonthly HOA 719.00 719.00 [0Lar—2024 |15-Har—2024
(2024 [043635-00 JEE Fonthly FOR 719.00 719.00 [0L-Fob-2024 |15-Fcb-2024
(2024 [040584-00 [JAN 2024 Forthly 719.00 719.00 [01-Jan-2024 |15-Jan-2024
[P024 |038204-00 |DEC Fonthly HOA 719.00 719.00 [0 Tlec-2023 [15-Te-2023
(2024 026406-00 |OCT 2024 Forthly 719.00 719,00 [01-0ct-2024 | 15-0t 2024
[2023 [035477-00 N0V Fonthly HOA 719.00 719.00 [0L-Hlov—2023 [15-Hov—2023
[P023 [032734-00 |pCT 2023 Forthly 679.00 679.00 [01-0ct-2023 [15-0ct 2023
[2023 [030035-00 |SEP Fonthly HOR 679.00 679.00 [01-Gop-2023 [15-Gop-2023
[2023 [027221-00 JAUR Fonthly FOA 679.00 679.00 [01-Aug~2023 [15-Aug 2023
(2023 [024490-00 [JUL_2023 Ferthly 679,00 €79.00 [01-Ju1 2023 [16-Jul-2023
(2023 [02L734-00 [J0N Fenthly HOA €79.00 €79.00 |01~ Jun-2023 |16~ Jun-2023
(2023 [019002-00 [#AY_2023 Ferthly 679,00 679,00 |01y 2023 |16 May~2023
More |F=E=—mpr s fery 73,00 ©73.00 [0LApr—2023 [15-Apr—2023 v

—
ADMING
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ADMINS Unified Community MB-631 HVMA Customer Queries

Heritage Village Master Association — Miscellaneous Billing 15 October 2024

1.7.1 Bill Payment Inquiry Screen #10205

== [HVMA] 10205-Bill Payment - x
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
B S8 e Q = &L o
Bill Payment Inquiry
B Goto Customer# X Search Tendered Applied Total
" . . . Owner JOHN LEMNON C: ——
The V Go To Bil button W||| dISp|ay the Bl“ Actons Address  1001B HERITAGE VILLAGE
No Lease Expiration - Life Tenant G | —
Payment Inquiry screen as shown in P ==
. Invoices: 309.00 Allow Overpayment $ 309.00
the Image Bill Pa N Detail Payment Transactions Q Trx Summary 0 Attachment (20}
Invoices [fear |Invoice Description In-Prog Charges| Paid Refund| Adjustments| Balance| Pending|
[013509-00 [2999 [Pre—Paunents
H H H H . [059807-00 [2024 [AUG 2024 Monthly HOA Fess 809.00 500,00 309.00
Th Is Screen IS for Inqulry Only’ no data [057203-00 [2024 [JUL 2024 Monthly HOA Fees 809,00 B03.00
[054433-00 [2024 [JUN 2024 Monthly HOR Fees B09.00 803.00
H [051759-00 [2024 MAY 2024 Monthly HOA Fees 809,00 809,00
entry can be done on th IS screen. e [04a0358-00 [2024 |BFR 2024 Monthly HOA Fees 209,00 809,00
04625800 [2024 [MAR Monthly HOA Fees 809,00 809.00
[042641-00 [2024 [FEE Monthly HOA Fees 809,00 809.00
[040857-00 [2024 [JAN 2024 Monthly HOA Fess 809.00 809.00
There are tabs at the top of the screen | -
to view [Detail Payment], :
[Transactions], [Q Trx Summary], and
[0 Attachments].
Cancel Faymen
Totals 7281.00 637200 309,00 309,00 Bal
Lkup wp

B The Attachments tab available on the Bill History Inquiry screen shows only bill history
. attachments, e.g., system-generated invoices, unlike the Customer Maintenance screen. It does
i not show files such as closing documents, resale documents, or EFTs.

1.7.2 History List #10672

To generate a Customer Bill
History Summary, click the

9 History List

button on the left
side of the screen.

A prompt will appear; if you
wish, you can enter a Bill
Year Range and/or a Program
type to narrow down the list.

Page 1

RT & MARY WHERLIN as of 16114135 on 20-Sep-2024
ERITAGE VTLLAGE

This report shows the bills
that meet your specified
criteria.

s Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 20 of 33



ADMINS Unified Community

MB-631 HVMA Customer Queries

Heritage Village Master Association — Miscellaneous Billing

15 October 2024

1.7.3 Email History #10674

To email the Bill History for a
Customer, click on the

X Email History

button.

Fill in the required email
address, and any other
prompts as needed.

The email attachment will
look like this—note that the
report can span multiple
pages; the Customer Total
will be shown on the last

page:

B Task 10674: Email Bill History for a Customer x
Email Bill History for a Customer

Optional: Enter Bill Year Range

First Year: l:l Last Year:l:l
L

|lheresa@admins.cnm |

Optional: Enter Program Type

Required: Enter Email Address

Optional: Enter Email Note |Here is the bill history you requested. |

Attach a copy of this Bill History Report to Customer? @ ves O No

Cancel

Lookup Clear All

STEPHEN STILLS

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community MB-631 HVMA Customer Queries
Heritage Village Master Association — Miscellaneous Billing 15 October 2024

1.8 Transaction History Query Screen #10173

The Customer Query _ == [HVMA] 10173-Customer Query - Transaction History [theress] - x
. . File Edit Ledgers Purchass Orders AccountsPayable Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
Transaction History screen B ESE me+m @Y G mEd
IS read—only and does not Customer Query - Transaction History
Goto...
allow data entry. e
e Name1 STEPHEN STILLS Phone 1 (203) 555-1616 Ext 0000 Typ C Cell
Name 2 Phone2  (203) 555-1212 Ext 0000 Ty H Hame
h h Street# 10007 Phone3  ¢000) 000-0000 Ext 0000 Typ
T tran tion histor Street  HERITAGE VILLAGE
€ ansactio sto y Line 2 Bill Delivery Print Email None
: city SOLTHRRY St CT Zip 084B3-0000 | E-mail Adr bandiadnins,con
screen dlsplays a” the Balance Pre-Pay: 0.00 Invoices: 85.00 Total: 85.00
transactions that have —3
. ‘1 Customer 2 0wners 3 Residents. 4 Leases 5 ReSales B Attachment (27)| 7 Bill History 8 Trx History
taken place with the ]
Vear |(Invoices Description Trx Date| Charges| Payments| Other| Display - Tran Code Desc. ~
customer 9 Histery LUt o0 [0RED26-00 [Bark Ousstioraire [es |25 Dep 2024 5,00 Billirg
. 2024 [DEa004 00 A Mortihly HOA Fess D1 Aus 2024 713,00 Billirg
U Summary Ust 50 T0ESE04-00 [BUG EFT Paunent T-Aue—2008 719.00 [ELECTRONIE FUNIG TRANGFER
2024 [DRr200 00 [T EFT Pagnent, T Iul 20 719.00 FLECTRONIE FUNIG TRANGTER

This screen is presented in X Emai Hitory

057200-00 |JUL Monthly HOA Fees O1-Jul-2024 713.00 Billing

. DE4430 00 [JON 7T Panert 3 Jur 2028 719,00 ELECTRONIE FUNIG TRANGTER
Year Order, with the most 05449000 |JUN Monthly HOR Fess  03-Ju—2024 719,00 Billirg
. ez zd 051756-00 [FAY EFT Pagnent T-Mag—2024 719.00 ELECTRONIC FUNDS TRANSFER
recent transactions at the DET756-00 AT Morthly HOA Fess PI-Moy-2024 718,00 Eilling
D45035-00 [FFR Monthly HOA Fees Po-fpr—2024 715,00 Fillirg
top 345035-00 [FFR EFT Faunent Z-Apr-2024 719,00 ELECTROMIE FUNDG TRANGFER
. D43535-00 [k Fees PE-Har-2024 5.0 MB_— CANCEL TRVOICE
04363500 [NSF Fees d-Mar—2024 .00 Rjustnent
OAETEE-00 AR EFT Fagnent T-Har—2024 719,00 ELECTRONIC FUNES TRANGFER
. . . . D4ETEE-00 AR HOR Fees T-Har 2024 719,00 Eillirg
ThlS screen iIs for nquiry 043636-00 [FEE EFT Pagnent T-Feb-2054 715,00 ELECTRONIC FUNDS TRANSFER
543630-00 [FEB HOR Fees T-Feb2024 719,00 Fillirg
only,' no data entry can be DAOEEA-00 [1AN EFT Pagnent T-Jan2028 719,00 ELECTRONIC FUNDS TRANGFER
. DAOERA-00 |1AN Morthly HOR Fess P1-Jan2024 719,00 Elllr\g
03020400 [TEC_HOR Fees TTiec—2023 719,00 Billirg
done on this screen. 30204 00 [IEC_EFT Pagnert, TTiec 2023 719,00 [ELECTRONIC FUNDGS TRAMSTER v

Lkup up

This screen has a dynamic display column on the right. Click on the Display button to choose the desired
information from the lookup.

1 Customer 2 Owmers 3 Residents. 4 Leases 5 ReSales B Attachment (38)| 7 Bill Historv. ‘ 8 Trx History

Invoice¥  [Description Trx Date] Charges| Payments| Other] Dispiay - Tran Coge Desc. ]
070005-00 [NOW Monthly HOA Fees [D1-Now-2024 719,00 [Billing ‘
026406-00 [OCT Monthly HOA Fees 01-Oct-202d 719,00 [Billing L

M ~
|
‘ 3
OF50E6-00 [Bank Uusstionaire Fes P3-Gon 2084 .00 Billing \ Display - Transaction
1
|
| |

059804-00 [AUG Monthly HOA Fees 01-Auz-2024 719,00 [Billing
059804-00 |AUG EFT Paynent. 1-Aug-2024 719.00 ‘ELEETRDNIE FUNDS TRANSFER
0&57200-00 [JUL EFT Pagnent 1-Jul -2024 719,00 ‘ELEETEDNIE FUNDS TRANSFER

Display - Tran Code Desc.

Display - Receipt #

Display - Check #
Display - Check Name

Display - Check Amount
Display - Cash Amount

Display - Other Amount
1 Customer 2 Owners 5 ReSales B Attachment (38) 7 Bill History 8 Trx History
Check Date

Display -
[fear |invoice® Description Display - Batch # Payments| Other] Display - Deposit Date ~
[E624 07000500 OV Menthly HOR Display - Revenue Date o 2024
[P024 [026406-00 JOCT Monthly HOA [p1-Oct-2024
(029 06502500 [Bark._Lusstlonadr Display - Deposit Date [F5Ger—202a
(7024 05380400 JAUG Monthly HOA Display - User [pI-Auz-2024
[E624 05550400 JAG EFT_Pagnent Display - GL Batch 713.00 [PT-Aug-2029
(024 [057200-00 [JUL EFT Payment 719,00 [pI-Jul-z024
Display - GL Code

Display - GL Ref#/Vous
Display - Vendor

Display - Voucher Date
Display - Transaction Desc
Display - Entry Date
Display - Post Date
Display - Voucher

Display - Spec Invoice Desc

—
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ADMINS Unified Community

MB-631 HVMA Customer Queries

Heritage Village Master Association — Miscellaneous Billing

1.8.1 History List #10670

The History List prints the history of bills for a

customer based on the criteria entered.

Optionally select a Bill Year Range, Date
Range, and/or a Program Type to filter the
content or leave the prompts blank and
display all.

This example was Run as © Excel.

15 October 2024

B " Task 10670: Customer Transaction History Listing

Customer Transaction History listing

Optional: Enter Bill Year Range From Year: | |To Year:| |

Optional: Enter Date Range From: | |To:|

Optional: Enter Program Type I:I

Run as O preview O Printk - OPDF @ Excel
If Printing use Duplex @ ‘vyes (O No

Lookup - Cancel Clear All

~  Customer_History_10670_THERESA[1]xml - Bxcel /O Search
File Home Insert  Page layout Formulas Data Review View Help
Q49 v i fr
B c D E F G H | 4 K L M N (] P

1 |Description Trx-Date Check# Check-Description Charges AdjustRefund Payments Balance Trx# User Batch GL Posting# Check Date Check# Post Date User
2 |DEC HOAFees 01-Dec-2022 679.00 0.00 0.00 &79.00 1 MBSPC72 72 01-Dec-2022 WENDY
3 |EFT Payment Processed on 01-Dec-2022 01-Dec-2022 0.00 0.00 679.00 -679.00 2581 EFT121221 73 01-Dec-2022 WENDY
4 |Bill HOA Fees 01-Jan-2023 679.00 0.00 0.00 679.00 6142 MBSPC227 337 11-Jan-2022 WENDY
5 |EFT Payment Processed on 11-Jan-2023 01-Jan-2023 0.00 0.00 679.00 -679.00 8722 EFT111232 338 11-Jan-2022 WENDY
6 |Bill FEB Monthly HOA Fees 01-Feb-2023 679.00 0.00 000 679.00 12038 MBSPC593 593 06-Feb-2023 WENDY
7 |EFT Payment Processed on 06-Feb-2023 01-Feb-2023 0.00 0.00 679.00 -679.00 14618 EFT26233 594 06-Feb-2023 WENDY
8 |Bill MAR Monthly HOA Fees 01-Mar-2023 679.00 0.00 0.00 679.00 17956 MBESPCO15 915 06-Mar-2022 WENDY
9 |EFT Payment Processed on 06-Mar-2023 01-Mar-2023 0.00 0.00 679.00 -679.00 20,536 EFT236234 916 06-Mar-2022 WENDY
10 |Bill APR Monthly HOA Fees 01-Apr-2023 679.00 0.00 000 679.00 24266 MBSPC1278 1278 03-Apr-2023 WENDY
11 |EFT Payment Processed on 03-Apr-2023  01-Apr-2023 0.00 0.00 679.00 -G79.00 26846 EFT43235 1279 EIS-Apr—?EI?B“ WENDY
12 |Bill MARMonthly HOAFAAS. e e s sl . A A e 7900 000 000, G7980..30330.MRRPGIST M 1525 o 02-May-3"" WENDY, .
40 |Bill MAY Monthly HOAF. .5 w1-May- 2024 719.00 O.uu Gud  + 1200 100,316 M3SPCE 146 b, 148 01-May-202- ... GER
41 |EFT Payment Processed on 01-May-2024 01-May-2024 0.00 0.00 719.00 -719.00 104,496 EFT512418 6,149 01-May-2024 AAUGER
42 |Bill JUN Monthly HOA Fees 03-Jun-2024 719.00 0.00 0.00 719.00 107950 MBESPCH684 6,684 03-Jun-2024 AAUGER
43 |EFT Payment Processed on 03-Jun-2024 03-Jun-2024 0.00 0.00 718.00 -719.00 110,530 EFT6E32419 6,685 03-Jun-2024 AAUGER
44 |Bill JUL Monthly HOA Fees 01-Jul-2024 719.00 0.00 0.00 719.00 113867 MBSPC7131 7131 01-Jul-2024 AAUGER
45 |EFT Payment Processed on 01-Jul-2024  01-Jul-2024 0.00 0.00 719.00 -719.00 116,447 EFT712420 7132 01-Jul-2024 AAUGER
46 |Bill AUG Monthly HOA Fees 01-Aug-2024 719.00 0.00 0.00 719.00 118936 MBSPC294 294 11-Jul-2024  ANTHEA
47 |EFT Payment Processed on 11-Jul-2024 01-Aug-2024 0.00 0.00 719.00 -719.00 121,516 EFT7 112421 295 11-Jul-2024  ANTHEA
48 Customer Total 14,659.00 0.00 14,659.00 0.00

1 —

.
1.8.2 Summary List #10671
B Task 10671: Transaction History Summary X

Optionally select a Bill Year Range
and/or a Program Type to drill down on
the content or leave the prompts blank
and display all.

Transaction History Summary

Optional: Enter Bill Year Range From Year: D To Year: l:l
Optional: Enter Program Type I:I

Run as ) preview O Print - ®@ PDF O Excel
If Printing use Duplex @ ves (O No
Lookup Cancel Clear All

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

MB-631 HVMA Customer Queries

Heritage Village Master Association — Miscellaneous Billing

15 October 2024

CustTicHis_10671_THERESA[3]. pdf - Adobe Acrobat Reader (64-bit)
File Edit View Sign Window Help
Home

Tgcls Customer_History._...

OB QA 2

CustTreHis_10671_.. %

[ @; O ® w

10671-MBCUSTRNHISSUM. REP Printed

The Summary List displays
the bill history transactions

for the customer in summary

format based on the criteria

q
ELECTRONIC FUNDS TRAN:

entered. )

Billing
ELECTRONIC FUNDS TRAN

01-Feb-
01-Feb-

Billing
ELECTRONIC FUNDS TRAN

01-Mar-2r

01-Mar-2r

Billing
ELECTRONIC FUNDS TRAN

1.8.3 Email Transaction History for a Customer

This button functions identically to the one described in section 1.7.3 above.

1.9 Tickler Query Screen #10174

To access the Bill Notes/Tickler Screen, from the menu select:

Miscellaneous Billing P Queries P Customer Query »

Ticklers (2)

== [HVMA] 10170-Customer Query - x
Fie EGT Ledgers purchase Urders Accounts bayable Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
B SE e sw @S Q@ @Ey o
Customer Query
The Customer Query Y pre—
. . . Name 1  STEPHEM STILLS Phone1 {203} 555-1616 EX 0000 Tvp C Cell
screen will look like this. Actens Name 2 Phone2  (203) B55-1212 EX 0000 YD H Hone
Street?  1000A
Street HERITAGE YILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr  band@adnins.con
P City SOUTHELRY St CT Zip 064E8-0000
If there are eX|5t|ng L Search Balance Pre-Pay: 0.00 Invoices: 1,523.00 Total: 1,523.00 In-Progress Lease
Tickler Notes, the -
- 1 Customer 2 Owners. 3 Residents 4 Leases 5 ReSales. B Attachment (39} 7 Bill History 8 Trx History
number Of nOtes WI” be [ Mailing Address Same as Unit Address
) . 9 Repor Class Type CTRY-HS
shown in parenthesis; Neme { STEFHEN SITLLS
Name 2 Condo# 20
i Linel  1000A HERITAGE VILLAGE
thls example Shows tWO Line2 Occupancy Occupied Vacant Flipper
. e . Line3
(2) existing tickler notes. Lined - S—
City SOUTHBURY St CT  Zip 084B8-0000 In-House Collection Foreclosure Date
. Ticklers (2) ey (|~ S
Click on the
Custom Fields o Yos
button. et
ield Logs. Ticklers (2) View Notes
Bank Quest (2) 000-0 CLOSING 9/3/14
Type Checking Savings
Pre-Note Pre-Note Sent Date
Active Lkup up

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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= [HVMA] 10174- Customer Query - Notes [theresa] - o X
File Edit Ledgers PurchaseOrders AccountsPayable Human Resources Budget Collections Tax MotorExcise MiscBiling System Favorites Help
B SGa e +m & = S
Customer Query - Notes
Reminder notes may be o yso oo
Name 1  STEPHEN STILLS Phone 1 1203 555-1616 Ext 0000 Typ C Cell
Acti
added from thIS Tickler ons Name 2 Phone2 (203 555-1212 Ext 0000 Typ H Home
Street# 1000A
. . Street HERITAGE YILLAGE Bill Delivery Print Email None
Query Screen. EXIStIng Line 2 E-mail Addr  panciacnins .con
City SOUTHEURY St cr Zip  06498-0000 In-Progress Resale
9Add A Note
: Balance PrePay: 0.00 Invoices: 85.00 Total: 85.00
notes can be edited
’
emailed' Or‘ deleted fr‘om 1 Customer 2 Ticklers. 3 PRG Invoices 4 Custom Fields. 5 Field Loas 6 Bank Question
:
. Date User Notes Remind? Remind On? Remind Who? [Remind Sent [Buttons
[ I I 1
th|s screen. |23-5er—2024 |THERESA |o_note added Fron guery scresn 10174
|25-5er—2024 |THERESA Eh [29-Ser—2024 [THERESA (| 0Edit Note | Email Now Dw
[COMVERT N Y
Text
1.9.1 Add a New Note
= [AUC] 4149-View Notes/Tickler| - %
e Edi  Ledgers Purchase Orders  Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help
B S8 mesm TN Q @@FuU
. 9 Add ANote
CIICk the View Notes/Tickler
Goto - 3
button located on the - e
- Owner IICKINSOM,. ROBERT J + SANDRA 1 Balance as of 04-Mar-2024 ¥ 1182,00
. cation  [16 NASON ST
left-hand side of the o
9Add ANgte Jica pim——ms
Screen. Edit Note for Bill 002000-00 a x
= File Edit View Insert Format Help
e N ol @il 1) Jolel-| 8]
This will add a note for AL oo tew (omer I =] »lejulel[= 2= =
N\ I R
. . . ~
this bill with the :
current date and time.
Use the | 0 Edit Note
button to revise or
add to the note for
thls reco rd' For Help, press F1 Ln1, Col 1 NUM
Ready Text up
The notes will appear
H H Bill Payment Detail Payment Transactions Q Trx Summary 0 Attachments ZWLCs (4) Y Parcel/Acct Notes. Ti
in chronological order, ‘ |
. Date Time Entered By MNote Remind?  |Remind On? Remind Who? (Remind Sent |Buttnn§ ‘
W|th the most recent 15333156, [THEREGA i second note created on Harch 4. [@N O Eraie el
0d-Mar-2024 (1519231, [THERESA Custouer phomed asking about a bi N @Y [0d-Apr-2024 [THERESA ‘
i I | | | |
note appearing at the ‘ ‘ | | |
top of the screen. cesty T v

—
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1.9.1.1 Set Up a Tickler (an emailed reminder)
Set the “® Y” radio button in

15 October 2024

the “Remind?” column to
enable entry in the “Remind
On?” and “Remind Who?”

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets

B GE M W

Human Resources  Budget Collections Tax Motor Excise  Misc Billing  System  Favorites Help

Customer Maintenance

Goto

CustNo [ Service Address

columns. ' Hame 1
Actons Parcel? - - name 2

Primary

Secondary Location# Street# 338

Location Street Unit#
TO ma rk a nOte to Send a BETITs City St Zip 00000-0000 Line 2

o Current Balance: 2,600.00 city St MR Zip 02013-0000

reminder in the future, fill in
the “Remind On?”, and

1 Customer 2PRG Invoice (1) 3Aftachment (1)

4 Bill History @ Field Loas (1)

§ Trx History 6 Note/Ticklers. 7 Custom Fields.

“Remind Who?” fields. — . b
05=-Mar-2024 [THERESA [Customer phoned asking for informat ON @V 05=-Mar-2024 [THERESA ]
|
. . |
Any username with a valid
email address in the AUC Remind? [Remind On? |Remind Who?
system can be entered in the [ON @Y [06-Mar-2024 |[ANTHER
“Remind Who?” field O N ©Y 05-Mar—-2024 [THERESA
When the Remind? radio 7 [AUC] 10000-Customer Maintenance [theresa] X
button is set to ”@ Y"’ a Set DatefUser to Send Reminder to
. Required: Enter Date to Send Reminder
prompt for the reqUIred date Required: Enter a Username with valid email address |ANTHEA ‘ ‘anthea@admins.cnm
and username is presented.
Enter the date and username
and click OK Cancel Clear All
Remind On? — The date the reminder is to be sent. It will be sent
the evening of this date. Resetting the date in the future will
resend the message on the date entered. Check Evor »
To reset the date, set the “Remind?” field to “N” to clear out the
. . & e . . o E700-Remind Date must be after date of note
current fields and then reset it to “Y” to fill in the resulting prompt
(as above) with the new date and user.
The “Remind On?” date cannot be before the date the note is
created. If a date that is prior to the note date is created, the
following message will pop up:
= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 26 of 33



ADMINS Unified Community MB-631 HVMA Customer Queries

Heritage Village Master Association — Miscellaneous Billing 15 October 2024

Remind Who? — Displays the user to whom this reminder is to be
sent.

Enter the username or select | Leckup | tg display a list of
usernames. The list will only display usernames associated [AUC] 10000-Customer Maintenance ®
with an email address on the User Profile.

The username must have a valid email address and be a o F138-Invalid Email Address Format
valid user in the system. If the username is valid but does

not contain an email address, the message will pop up:

Click on , then select a user (use the lookup) with a valid
email address to whom the reminder will be sent.

If the username does not exist, this message will pop up:

Click on , then select a valid user to whom the [AUC] 10000-Customer Maintenance [theresa] X
reminder will be sent.

@ Invalid format: LMOCQRE: Value does not exist

Remind Sent — This field Reminder Real Estate Note From 2013 001002-00
will be populated by the aucdev@admins.com

. . Tue 8/27/2013 2:04 AM
overnight procedure with support

the date the reminder ) ) )
The taxpayer called today about applying for an exemption. She was not sure if they were
was sent. eligible or not. Follow-up with taxpayer next week to see if she is all set now.

This is a reminder for follow-up.

The reminder email will It was created 22-Aug-2813 by Kathy Coughlin (alternate)
look like this; the body of Refer to Real Estate Bill @01602-80 Year 2813

the email will include the

note text:

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **
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1.9.2 Email Note

Email any note “on demand” to

15 October 2024

any email address to alert
someone to this action (this may )

Egam....uy : P

Customer Maintenance

be done instead of or in addition oo cumme fooocers S
to the Remind? Feature.) = e
:-:am si Zip 00000-0000 \Snln-s; AR e o
T Current Balance: 2,600.00 oty BELLINGHH SUMR Zip CE019-0000
Click the Emailtow| bytton to = T e e e
access the prompts and indicate — e [ Gy
to whom the email will be sent. : — <
{| Email Now J
1 W [AUC] 10000-Custornes x
.. . Sending via Email
In addition to the optional g faees
- Optional: Enter Note This is a reminder that you asked for a paper bill this moring.
Contact Na me, there al’e tWO Optional: Enter Note: 1 am sending it in the postal mail this afternoon.
. . . Required: Enter Email Address [campbellt] 89@gmail.com|
optional lines of notes available. ) et
A Lonkup Cancel  Clear All
Enter the required email address.
&
f\{ The EmailNew| bhytton will not appear on the line until a note has been entered.

. . . . « B 0 ®© 5 0 @& m D >

The email sent will look like this
. Miscell Billing Note For Cust 00000217 nbax x Ed
based on the settings on the screen. eeleneous Bing Tote Tor muetomer L. s
7 *

If the Remind? field is set to set to
“N” it will display “The note is not
set to remind.”

If “Y” the message will display:

This note is set to remind
The reminder will be sent to THERESA.

The email subject field with the Customer Number

auc.do.not.reply@gmail.com

semuones. } contact name entered on the prompt

reminder that you asked for a paper bill this moming

} the note text as entered on the [Email Now] prompt

it in the postal mail th

e s meming. } the text of the note
1 } reference to Customer Number

In reference to Miscellaneous Billing Customer ¢

2024 } indicates that a reminder will be sent, and to whom

Thank yo

it reply to this email message as it was syst
ADMINS Unified Comi
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1.9.3 Delete a Line

If a Tickler Note was added by
mistake, delete the blank note. On
each line entered, a | % Delete | putton
will be available.

15 October 2024

= [HYMA] 10174-Customer Query - Notes [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
B &S we»m EYH Q@ BFL N
Customer Query - Notes
oot custio
P Name 1 STEPHEN STILLS Phone 1 {203y BE5-1616 BX 0000 Typ C© Cell
Name 2 Phone 2 (203) 555-1212 Bxt 0000 Typ H Home
Street# 10008
Street HERITAGE VWILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr - banci@achire . con
opasanae || S SOUTHBURY St CT  Zip 06488-0000 In-Progress Resale
Balance Pre-Pay: 0.00 Invoices;#523.00 Total: 1,523.00 In-Progress Lease
A Customer 3 PRG voices 4 Custom Filds S Fild Loas & Bank Cuestion
bte Teer fistes Remind? _[Remind On? _[Remind Wha? [Remind Sent _[Button
[04-0ct—202d [THERESA [riday. 4 October, 2024 tc test note from cu N QY 0 Edit Note | Email Now(_ Delete
[23-Sep—2024 [THERESA |a note added from suery screen 10174 NOY
[23-Sep-2024 [THERESA Edited from cuery screen, Check on the statu N @Y [23-Sep-2024 [THERESA /
I ,_R\
‘ (_Delete

If deleting an entry that contains note text, the system will ask for

confirmation.

[HVIMA] 10174-Customer Query - Notes
o MNote not Empty, are you sure you want to Delete?

Yes

Click on to confirm

deleting the note; click on

to cancel the deletion.

The Note will remain, and a
message will be displayed. Click

on[ ok 1]

To return to the Customer Query screen, click on the tab.

1.10 Recurring Program Invoices [PRG Inv] #10176

[AUC] 10000-Customer Maintenance X

o Delete note cancelled

No data may be entered or changed on this screen. For more information about Special Invoices see the MB-320
Special Invoice Billing document in the Help Reference Library.

Some Special invoices are :[H‘..‘h'.&!‘Ei"é—Cu'.!cmﬂCur"_« Program Invoices [theresa] -0 X
. File 'Fdit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help
regularly recurring. BBE weom S5O mELd g
Cust Query - Prog |
i R Custio GO —
This screen shows a Name1 SIEPEN STILLS Prone1  (203) $85-1616 Ext 0000 T € Cell
. EOUNE Name 2 Phone2  (203) €55-1212 Ex 0000 TYD H Home
Streed 0008
Program Type assigned to :.,‘ oo cao s
a customer and the oo sumar S eT 2 064880000 e In-Progress Resale
. . Balance Pre-Pay: 0.00 Invoices: 85.00 Total: 85.00
frequency of the invoices. Qi
1 Customer 8 Tickders (2) IPRG v (1) 4 Custom Fields § Field Logs (30) & Bank Question
line Program [Desaiption 1 Parameter [2Parameter [fRQ_ [stat Date [Stop Date Last Invoiced
Each customer can have TS pon Fees ; TR o 1202
. |
multiple Programs — f f
assigned.
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Column Label How Used

Line Sequential number for added Programs
Program Program Type

Description Description of Program Type

15 October 2024

Enter up to 40 characters. To customize these programs to a specific student/Grade or
Location or any other values that are specific to this program occurance without

1 Parameter

having to manually update each individual invoice at time of billing. Use the

Parameters on this screen in combination with the parameter feature on Forms table.

See MB-320 Section 1.2 in the help reference library.

2 Parameter Enter up to 40 characters

Frequency of recurring Invoice. This can be changed anytime. Use Lookup to see available

FRQ .

frequencies.
Start Date Start Date of recurring invoice. No invoice will be issued for this customer prior to this date
Stop Date Stop Date. No Invoices will be issued to the Customer after this date.

Last Invoiced Date the invoice was last issued

1.10.1 Program List

Produce a I|St of the B Task 10113: Customer Assigned Programs for Inveicing *
programs aSSigned to Customers Assigned Programs for Invoicing
. Optional: Enter C b
customers. To produce a list : (I
X Optional: Enter Department Group | | ‘
for a single customer, enter Optional: Enter Program Type | I
their customer number. To
produce a list for a sing]e R”“_ag‘.@PreviewO Print OPDF O Excel
If Printing use Duplex @ ves (O No
program, enter the program. e Cancel Cloar Al
\_ 0113-MBCUSPRGLST.REP - village - Page 1
. e e
, . P S o e
Figure 3 This list shows the customers and programs
NOTE - the next invoice date is an approximate date calculated using the last
invoice date and the frequency of the program assigned to the cusomer; if the last
invoice date has not been set it will use the start date and calculate forward from
there
= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 30 of 33
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1.11 Custom Fields Query Screen #10170

15 October 2024

The Custom Fields Query screen is read-only and does not allow data entry.

These fields are used for any type of
information.

There are sections on this screen
that allow for different types of
information to be stored.

To return to the Customer Query
screen, click on the | TCustomer | t3h,
The description of these fields can
be changed by
the super-user on
the User Defined
Labels screen. To
update the field
labels, from the
menu, select:

W/

== [HVMA] 10170-Customer Query

File kdit Ledgers Purchase Urders Accounts aysble Human Resources Budget

B EE me + m & Q&2 g8

- [-] X

Collections  Tax  Motor Excise  Mise Billing  System  Favorites  Help

User Defined #5
User Defined #7
User Defined #8
User Defined #9

User Defined 80 Characters
User Defined #1
User Defined #2
User Defined #3
User Defined #
User Defined #5

Active

Customer Query
— cusino  EEEEE
s Name1 STEPHEN STILLS Phone1 (203} 5551616 Ed 0000 Typ € Cell
Name 2 Phone 2 (203} S55-1212 Ext 0000 Typ H Home
Streetd 10000
Street HERITAGE VILLAGE Bill Dedvery M3
Ling 2 E-maill ASSr  bancadeins com
city SOUTHBURY St LT Zp 08488-0000 In-Progress Resale
Balance Pre-Pay: 0.00 Invoices: 85.00 Total: 85.00
1 Customer 8 Tickers (2) 3PRG Inv (1) 4CustomPeids | | 5FieldLoos (30)|  Bank Quest (7)
i User Defined 30 Characters User Denined Dates
User Defined #1 User Defned #1
User Defined #2 User Defned #2
 Statmmt User Defined #3 User Defined #3
UsgerDefined #4 User Defned #4
User Defined #5 User Defined #5
9 Reports.

User Defined Decimal 2 Places
User Defined 81
User Defined #2
User Defined 53
User Defined #4
User Defned &5

User Defined Decimal 0 Places
User Defined #1
User Defined 52
User Defined #3
User Defned 54
User Defined #5

Liup up

Misc. Billing » Module Maintenance P User Defined Labels

1.12 Field Logging Query Screen #10175

This screen displays changes that have been made to the customer record in change date order. The Field
Logging Query screen is read-only and does not allow data entry.

n These columns show the
time and date of the
change.

Goto.

Actions

The username of the
person making the
change.

9 Edit List

B The field that was
changed.

ﬂ The first row shows the
original text it was
“changed from”; the
second row shows what
it was “changed to”.

== [HVMA] 10175-Customer Query - Field Logs [theresa]

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

B SE me +m ¥ Q B &8

- Field Logs

Customer Query
Cust No
Mame1  STEPHEN STILLS
Name 2
Street# 1000A
Street HERITAGE VILLAGE
Line 2
city SOUTHELRY St T Zip 06488-0000

Balance Pre-Pay: 0.00 Invoices: 1,523.00 Total: 1,523.00

4 Custom Fields 5 Field Loas. 6 Bank Question

Phone 1 {203y 555-1616 Bxt 0000 Typ C Cell
Phone 2 (203} 555-1212 Bt 0000 Typ H Home
Bill Delivery Print Email None

E-mail Addr - band@adnins ,con

In-Progress Lease

1 Customer 8 Ticklers (3) 3PRG hv (1}
Change Date  Time User Field FromiTo ‘Where Changed
01-0ct-2024 143109 ANTHER EFT ¥ CUSTUPD
M
01-0ct.-2024 14307 ANTHER E-Mail Bill Chkbox E CUSTUPD
L
19-Sep-2 02 THERE! Name 1 DAYID JOMES CUSORN
STEPHEN STILLS 4
19-Sep-20. 202 THERE! Prenote Flag Q CUSORN
19-Sep-2024 16:02 THERESA Bank Account Type C CUSORN
19-8ep-2024 16302 THERESA Bank Account ptitinacy CUSORN
HHHMHHRH
19-5ep-2024 16:02 THERESA ABA# 111111111 CUSORN
19-5ep-2024 16:02 THERESA Bark Name MONKEE MATIONAL BANK CUSORN
_ Y v e ma s b o ” - " m
Lot - & & ol s - “USTUPTLA e
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E This identifies where the change
originated. In this example, CUSOWN
indicates that the change was made on
the Customer Maintenance Owners
tab.

B Click the Edit List button to display this
prompt. Optionally restrict the list to a
customer number, date range, or the
user who made the change.

Select the desired sort order:
® Customer #, ® Change Users, or
® Change Date.

15 October 2024

7 Task 10901: Field Logging Report - Customer Maintenance X
Field Logging - Customer Maintenance Edit List

Optional: Enter Customer Number D

Optional: Enter Date Range From: | |To: |

Optional: Restrict to this User ‘ ‘ ‘

Sort:

@® Customer# O Change User O Change Date

Run as O preview O Print~ @ PDF O Excel
If Printing use Duplex @ ves () MNo
Lookup Cancel Clear All

Run the report as ® PDF or ®Excel format.

10901-MBCUSMSTFLG.REP Fage
L, -
- here
[ - -
19- HERESR Prenote Flag old: 0 CcusowN
) To return to the
L
to-sop-a024 1602 saese SRSV S P p Customer Query screen,
i 1 Customer
19-Sep-2024 16:02 THERESA Bank Account old: 1010101010 CUSOWN C||Ck on the
tab.
19- 2 THERESA ABR# cld: 111111111 CUSOWN
15-sep-2028 16:02 TamRESA Bank ame o1a: woweez warzon. a2 cusoms
17-sep-2024 08:57 ThErEsa - o
New: band@admins.com

Figure 4 The Field Logging edit list run as PDF is shown
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1.13 Bank Questionnaire (Form 1076) Query Screen #10181

The Bank Questionnaire
Query Screen is for
viewing purposes only and
does not permit data
entry.

Form 1076, also known as
the “Uniform
Condominium
Questionnaire”, is used in
real estate to secure
financing for condos or
townhouses within a
homeowner’s association.

It demonstrates that the
project meets the lender's
criteria.

15 Octo

ber 2024

== [HVMA] 10181-Customer Query - Bank Questionnaries

FilE CON LEGGET FUICNASEUFGE’ ACCOUNIS Fayabie muman nesources ouaget Collections Tax  Motor Excise MiscBilling System Favorites Help

@égma—-.mt‘,‘ﬁw(imbjm

Customer Query - Bank Questionnaries

Goto. Cust No

Name 1
Name 2
Street#
Street
Line 2
City

STEPHEM STILLS
Actions.

1000A
HERITAGE VILLAGE

f— SOUTHBURY

Phane 1
Phane 2

(203) 555-1616 Typ 0000
(203) 555-1212 Typ 0000

Bill Delivery
E-mail Addr  band@adnins .com

St CT Zip 06488-0000

Email

C Cell
H Home

None

In-Progress Resale

1 Customer 2 Ticklers 3 PRG Inv (1) 4 Custom Fields. S Field Loas (30) 6 Bank Question
Feated [Time By [Bank (Bank Name Status Invoices Buttons
Z5Sep-2024 [15:14:53 [THEREGA, [EARH [CARRINGTON HORTGAGE (0650250 | Go to voice
[00:00:00 [CONWERT (0000600
Liup uP

1.13.1 Bank Questionnaire Excel Report

X Excel

Click the

button to produce a report detailing all bank questionnaires provided for the selected

customer. If the customer was not issued an invoice because the bank utilized the standard HVYMA form 1076,
this will be indicated in the Status column. Otherwise, if an invoice exists, the invoice number will be displayed
in the Invoice# column.

] 9~ = Customer_BankHistory_10150_THERESA[1]xml - Ex... £ Ssearch @ - O
File Home Insert  Page Layout Formulas Data Review View Help
M17 v i fx v
A B © D E F G H | &
1 |Unit# Created Time By Bank Bank_Name Status Invoice#
2 [1000A 9/23/2024 16:05:18 THERESA AMS AMERISAVE MORTGAGE No Invoice issued upon request 000000-00
3 |1000A 9/23/2024 15:14:33 THERESA CARM CARRINGTON MORTGAGE 065026-00
4
5
1
18
an v
Mbcusbnkhisx| + 4 »
Raad % & reacsihilibe Lnavailahls ==z [E]l M -+ 12
—
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