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ADMINS Unified Community

MB-630 HVMA Customer Maintenance & Queries

Heritage Village Master Association — Miscellaneous Billing

1 Customer Maintenance

The Customer Maintenance screen serves as the main
source for capturing information about a particular

condominium unit.

While the Customer Query screens look similar, they
do not permit data entry.

To open the Customer Maintenance screen from the menu,

choose:

Miscellaneous Billing P Maintenance P Customer Maintenance

The Customer
Maintenance interface
includes eight tabs,
allowing users to
navigate through
different entry screens
(subscreens).

On the left side, there are
buttons available for
accessing additional
subscreens.

Each subscreen is
described in the
following sections.

18 October 2024

Misc Billing
Maintenance E3 Customer Maintenance
Billing > Generate ACH/EFT Prenotes
tolmime ’ Create a Lease
Y Create a Resale
Reports >
Tables >
Cueries >
Exports
Module Maintenance >
Interfaces/Imports >
Site Specific >

Help Reference Library

Goto...

Actions

X Add Cust

L Search

9 Reports.

Ticklers.

PRG Invoices

Custom Fields

Field Logs

Bank Question

== [HVMA] 10000-Customer Maintenance - x
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
BSOS e+ EU 0 @ L
Customer Maintenance
Cust No
Name 1 [DAVID JONES Phane 1 (203) 599-1616 Bxt 0000 Typ - Cell
Name 2 ILKE MESMITH Phane 2 1203} 595-1212 Bxt 0000 Typ H Home
Street# 1000R
Street  HERITAGE VILLAGE Bill Delivery OPrint  @Email () None
Line 2 E-mail Addr  hand@adnins .con
City OUTHEURY St £T  Zip Pedgs—0000
1 Customer 2 Qwners. 3 Residents 4 Leases. 5 ReSales B Attachment (21) 7 Bill History & Trx History
Mailing Address Same as Unit Address
Class Type |EEILINTRV HOUSE >
Name 1 [DAVID JONES
Mame 2 JMIKE NESMITH Condo# Bo
Line1 M000A HERTTAGE WILLAGE
Line2 | Occupancy (® Occupied (OJVacant () Flipper
Line3 |
Line4 [ Demand Date Aftorney Date
City [BOUTHELRY st BT Zip [06485-0000 In-House Collection Foreclosure Date
Country  [ISA
EFTBank Transfer ~ (OMNo @ Yes Update EFT
Bank Name MOMKEE MATIOMAL BANK Edit Notes.
Routing#  1111-1111-1 CLOSING 9/3/14
Account? 1010101010
Type Checking Savinas
Pre-Mote o Pre-Note Sent Date
Active Lkup up

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.1 1 Customer Screen #10000

The customer tab on the customer maintenance entry screen is the default view. The area in pink is for the
owner address; the area in green is for the Mailing Address. The mailing address is editable only if the

[0 Same as Unit Address checkbox is unchecked. The following list refers to the numbered blue boxes in the
image below.

== [HVMA] 10000-Customer Maintenance | - =
File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax  Motor Excise  Misc Billing  Systern  Favorites  Help
G E e+ fH Q o= N
Customer Maintenance
Goto... —
Actions Name1 [JOHN LEMNON hone 1 (203) 777-1717 Ext jpooo Typ [
MName 2 OKO OMHO hone 2 (203) 777-1818 Ext FiOOO Typ ,_
Street# 10018
XA G .treet HERITAGE WILLAGE Bill Dgllvery (O Print (O Email  (® None
ine 2 E-mail Addr |
T City SOUTHBURY 5t 'T Zip 56488—0000
- Balance Pre-Pay: 0.00 Invoices: 309.00 Total: 309.00 No Lease Expiration - Life Tenant
a 1 Customer 2 Owners 3 Residents 4 Leases 5 ReSales § Attachment (21} 7 Bill History 8 Trx History
L Search ailing Address [] Same as Unit Address
Class Type [BERK-1 -
e ame 1 [JOHH LEHHON
ame 2 [fOKON ONO ondo# Bo
ine1 THE DAKOTA
Line2 Occupancy (8 Occupied ()Vacant () Flipper
Line3
Lined Demand Date Aftorney Date
UEER city W YORK st i Zip [10292-0000 In-House Collection Foreclosure Date
) Country JISA a
n
& iz EFT Bank Transfer @®MNo (OYes Update EFT
Field Logs Bank Name Edit Notes ﬂ
Bank Question ;Rcocuollunng; closing 6/29/09 se serv for winter addr
8 -
Pre-Mote Pre-Mote Sent Date
Active Lkup uUp
Figure 1 The Customer Maintenance screen explained
This message shows the
Balance amount calculation custNo
' ) Mame 1 [SEAM LEMMOM
(Invoices — Prepay = Total) if Name2 [fOKO OMO
a balance is due. Street¥  LOO1E
Street HERITAGE WILLAGE
Line 2 |
City ISOUTHELRY st BT Zip R4BB-0000
|Balance Pre-Pay: 0.00 Invoices: 5,052.00 Total: 5,052.00 |

N
[Balance Pre-Pay: 0.00 Invoices: 5,052.00 Total: 5,052.00 |

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 45
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ADMINS Unified Community MB-630 HVMA Customer Maintenance & Queries
Heritage Village Master Association — Miscellaneous Billing

e If there is a lease, the

expiration date is shown. If there Phone 1 (5037 7775511 Ext 5600 T [

is no lease, there will not be a Phone 2 0003 000-0000 Ext o000 Tvp [
message for lease expiration. olf Bill Delivery (JPrint  ()Email (@ None o
there is a Resale in progress, a E-mail Addr |

message will be shown.

|Current Lease ends 31-Aug-2025

In-Progress Resale
In-Progress Lease

See section below for examples of

N

these messages.

Current Lease ends 31-Aug-2025 In-Progress Resale

This row of buttons
allows easy navigation to

In-Progress Lease

sub-screens (each is
1 Customer 2 Owners 3 Residents 4 Leases

5 ReSales B Attachment (31) 7 Bill History 8 Trx History.

described in a section below).

Buttons for Ticklers (reminders), Program Invoices, Custom
Fields, Field Logs on the left side.

Ticklers

PRG Invoices

Custom Fields

Field Logs

Bank Question

Condo number field (1 to 24) is used Class Type  |BERK-1

for resale and condo documentation sent Condo# Bo

to attorneys and agents.
Oco -

|

Condo#

Dem

po

Lacant () Flipper

Attarney Date

In-House Collection Foreclosure Date

Class Type |BERK-1

E Custom dates enable condo# [0
entry of demand, in-house
collection, attorney, and

Occupancy (@ Occupied (O vacant (O Flipper

foreclosure dates. Demand Date Aftorney Date
In-House Collection Foreclosure Date
N

Demand Date | Attorney Date |
In-House Collection | Foreclosure Date |

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Note: Altering the Name 1 or
Name 2 field triggers updates
(in addition to the EFT-related
question if the owner is on
EFT). If the

M Same as Unit Address box
is checked it will update
Mailing Name 1 with Name 1.
Additionally, the system will
synchronize this change with
Owner Name 1 in the Owners
tab.

The same process applies for
Name 2. If there are more
than two owners, manually
update the relevant
information in the Owners
tab.

Heritage Village Master Association — Miscellaneous Billing 18 October 2024
This section has a ® No or
®Yes radio button — if ® Yes
is selected, the [Update EFT]
button will be available to EFT Bank Transfer @NG l:::l"l'rES Update EFT
enter data for EFT fields. x\\
Bap=—-
Read MB~620 HVMA EFT ~|EFT Bank Transfer @No () Yes
Transfer Information in the A =
Help Reference Library for ALLoUn
details. Type
Pre-Mote Fre-Maote Sent Date

If the owner is changed, the system will prompt to turn off the EFT for
the New Owner.

i [HVMA] 10000-Customer Maintenance X

Change in Owner

Turn off current EFT for New Owner O Yes ®No

Lookup Cancel Clear All

® No - will leave EFT information as is (default)

® Yes — will set EFT radiobutton to N and clear out all EFT
information

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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E For general notes, click
the Edit Notes button to
launch a notes editor.

Always enter new ones at

Heritage Village Master Association — Miscellaneous Billing 18 October 2024
sing 6/29/09 se serv for winter addr
dit General Motes for Customer 10018 O X
File Edit View Insert Format Help

the top so the most
recent entries are visible.

2| 2|
- [z < B|ls|ule|[E =|=] =

! R

D= 2 #| |

|'I"|mes Mew Roman (Westem)

g---u--l_-1---|,_--2

L-.losing 6/29/09 se serv for winter addr

For Help, press Fi Ln1, Coll CAP [N
u This is a button to access
the Bank Questionnaire Bank Question
screen. See more
information in the “Bank IW st HERTTAGE VTLLAGE B Daiery OO —
g—ueStionnaire X el = Sn.u:,:‘;uyk:vo.oo Invoices: A,GAB.DDSt 1Eon|: f;ABO.E;SBMOO Resa close n 100204 :2333{222 ﬁ::::
Document” in the Help 2 Involce
2 Ticklers 3PRG Inv (1) 4 Custom Fields 5 Field Logs (32)
Reference Library. ﬁ e — —_—
[F3-Sep—2024 [16:05:16 [THERESA [AHS |[AHERTISAWE MORTGAGE No Trwoice issued upon recuest [000000-0 o fo hvoce
[23-Bep-2024 [15:14:33 [THERESA ICARM [CARRIMGTON MORTGAGE 0B5026-0
‘ 00300 :00 [CONVERT 0000000
[ _ |
10 L Search
.Search button has four
options for locating a 1: By Primary Location
customer or condominium & By Street and Number
. 3: By Customer Mame
unit. 4: By Mailing Address Name
Use the Find button tO B By Primary Location X
|Ocate text at the beglnn|ng Primary Address Mame Enrolled In Status Tof
. 1000 HERTTAGE VILLAGE 1i STEPHEM STILLS Active 2
of a Pr|mary Address. To 1000E HERTTAGE WILLAGE 1000 Active
1001 HERTTAGE VILLAGE 1001A Active
1001E HERITAGE VILLAGE 1001E  SEAN LENNOM fctive
search for text anywhere 1002A HERTTAGE VILLAGE 10024 o
L. . 10028 HERITAGE VILLAGE 1002R Active
within the primary address,
use the | 3earch htton. Find = Search Cancel = Help Eof
= Property o , Inc. No unauthorized use, distribution or reproduction permitted. age70
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18 October 2024

i B By Street and Number X
Use the |_Find putton to
I h b . . Strest Street#  Unit Address Nanie Status | Tof
ocate text at the beginning 2B SAIL HAREDLR TR 340R 340 28 SATL HAREOLR TR Active =
CASTLEWOON TR B B CASTLEWOND TR Activs
Of a Street Add ress. To GRAND AVE SUITE 492 864 864 GRAND AVE SUITE 492 Active
HERITARE WILLAGE 10008 10008 HERITAGE WILLAGE STEPHEM STILLS Active
HERITARE WILLAGE 1000B 1000E HERITAGE WILLAGE Active
search for text anywhere HERITAGE VILLAGE 1001A 1001A HERITAGE VILLAGE —_— fctive
- HERITRCE VILLAEE DUz iulp HERITACE Ve st L Fetive
within the street addl’eSS, use HERITAGE WILLAGE 1007 10070 HERITAGE YILLAGE  1007A fctive v
the Search button IT‘ Find Search | Cancel Help Eof
Use the | Find button to 7 By Cltomer Neme x
locate text at the beginning Hame Unit Address Status | Tof
Fctive A
3160 HERITAGE WILLAGE.LLC 216D 3160 HERITAGE YILLAGE Active
Of a CUStomer Name TO =5 WALLEY VIEW. LLC 11E 11E HERITAGE VILLAGE Active
=5 VALLEY VIEW. LLC BEE 86E HERITAGE VILLAGE Active
search for text anywhere 357E HERITAGE WILLAGE. LLC 257E 3978 HERITAGE WILLAGE Active
SR8 HERTTARE WTILAGE 11T ERER FAAA HERTTARE WTI | AGE Firt.ive

within the Customer Name,
use the Search hytton.

Find

Search | | Cancel Help Eof

Use the | Find pytton to i By Mailing Address Name

locate text at the beginning Nane Custh  Unit Ackiress
of a Mailing Address Name. 150 HEELTAE YILLAE

111E 111B HERITAGE VILLAGE

To search for text anywhere G26M  526A HERITAGE VILLAGE

Status Tof

Actiue
it e
cLive
Active
Active 9

within the Mailing Address

Find

Search| Cancel Help Eof

Name, use the [Search hytton.

The reports button displays a drop down list from which a
selection can be made to run a report. All the reports are
described in detail in section 1.9 below.

Customer Profile
Mailing List

Bill History

Trx History

Trx Surmnmary

Program List
Customner Statement
Customer Email List
Customer EFT Report
Customer EFT Changes
Invoice Delivery Type List

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.1.1 Lease Notations on the Customer Maintenance 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 Maintenance 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

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.1.3 Mailing Address and Contact Information

Heritage Village Master Association — Miscellaneous Billing

18 October 2024

If the mailing address is
the same as the service

Provide the mailing address and contact details for this customer. The
mailing address is where all correspondence will be sent.

address, check the

. B &g e » 0 &
M Same as Unit
Address checkbox and P o —
the unit address will be Actons E‘::g’} TKE NESHITH
brought in a8 Cust st ;ggg?aaa VILLAGE
. Line 2
City EoUTHEORY

Checking the & Same
as Unit Address box
disables data entry in
the mailing address

== [HVMA] 10000-Customer Maintenance

bile Edit Ledgers PurchaseUrders AccountsPayable HumanResources Budget Collections Tax Motor Excise Misc Billing

L Search

”"‘“”’“l Mailing Address

- X
System Favorites  Help
i

Qo= &

Customer Maintenance

Phone 1
Phone 2

(203 555-1616 Ed PO0O Tye £ Cell

A
0 JONES
(203 555-1212 Exd OO Tyre H Home

Bill Delivery () Print @ Email None

E-mail Addr  foandBacnins ,com I

St T Zip [pE4=8-0000

In-Progress Resale

Bill Delivery (O Print @ Email
1 Customer

20winers 3 Residents 4 Leases 5 ReSales

E-mail Addr band@adnins.com

|maiing Agaress Same as Unit Address |

Class Type ‘EUUNTRV HOUSE

Same as Unit Address ﬁ

Occupancy @ Occupied (O Vacant

Line2 | OFlipper

fields.

Lines |

Line4 [

Ramand Date

Attorney Date
- — Ing T

At any time, the mailing
address of the
Customer can be

If the Same as Unit Address M checkbox is checked and the

service address and mailing addresses are now different,

uncheck the checkbox [ to permit data entry of the new mailing

updated. address.

Invoices may be emailed

Any further issued Invoices, Invoice Reprints and the Bill Inquiry
screen will display the new Mailing address.

during billing and not
printed. Click the E-mail Bill
M checkbox to indicate that

Bill Delivery () Print

E-mail Adar |

(® Email () MNone

the invoice will be emailed
and enter a valid E-mail
address

1.1.4 X Add Customer

This will be necessary only if units are added to the villa
addition of units is expected.

¥ Add Cust

To add new customers, click the
button located on the left-hand side of the screen, or
click on the [Actions] button and choose

[Add New] from the drop-down list.

A prompt to continue will be displayed and then a blank

customer screen is presented with the next sequential
customer number assigned.

All HVMA customers are set to ® None by default.

ge. Please notify support@admins.com in case the

B [HVMA] 10000-Customer Maintenance [theresa]

Add New Customer

Required: Enter New Customer Number |:|

Lookup Cancel Clear All

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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1.2 2 Owners Tab #10143

i = [HVMA] 10143-Cust Maint -0 Inf ti - *
The left side of the screen e T v oot T Motor s Wi ilng Sy Frwics Hel
is a list of the owners. To B S we s BS Q@ EL
update owner(s) Customer Maintenance - Owner Information
. . . . Goto... Custh
information, — first click on ronet o) 777-sB1 £ 0000 Tip

. . Name Phone 2 I Ext T
the line on the left side to sveew I 100t (000 poerenon B oen e
. . . Street HERITAGE VILLAGE Bill Delivery Print Email MNone
make it the active line, SAWOUNT | Lins 2 E-mail Adar
p— City SOUTHEURY St CT Zip  0B435-0000
then make Changes on the alange Pre-Pay: 0.00 Invoices: 309.00 Total: 309.00 No Lease Expiration - Life Tenant
right Side' 1 fustomer 2 0wners 3 Residents. 4 Leases S ReSales 5 Aftachment (21) 7 Bill History 8 Trx History
o e ¥ ==
Changes can be made to i f'érch OwnerName 70RO GFD
the Owner Name, Date of d E Resicent?  @¥es  OMNo
Birth, Phone, and Email. Daeofbi  FEFE-IE A oL
. '7, r ’7

Age is calculated from the e oo Ga0-o60 =¢ 660 T [
date of birth. Emal Address |
If no date of birth is
entered, the age will not Lkup v
be shown. Changing the Owner Name here will also change the “Name 1” at the top of the

screen.

Lists all unit owners.

Allows clearing owner data from the record. The clear button will never be available for Owner 1.
If Owner 2-5 have been entered and are no longer owners, use the clear button to clear out all information
on lines 2-5. Update Owner 1 with the new owners name

Indicates if the owner is a resident or not. Residents appear on the Residents tab; non-residents do not.

Note: /f the name on line 1 changes and | & [HymA] 10143- Customer Maintenance - Owner Information [theresa] st
the EFT flaq is M Yes, a will pop up
will ask if the current EFT should be
turned off for the new owner.

Change in Owner

Turn off current EFT for New Owner OYes @

Lookup Cancel Clear All

[9 Add Owner] will add a new line.
Enter the new owner name in the
Owner Name field on the right side of the screen. This will only be needed if there are more than five
individual owners for a unit.

[X Excel] — generates a report of all owners' information for this customer.
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1.3 3 Residents Tab #10140

The left side of the screen denoted with the Q is 3 To enter resident(s) information, — first click on the line

list of the residents and a Type indicator (O for in the left side to make it the active line, then make
Owner, T for Tenant). changes on the right side denoted with the e
== [HVMA] 10140-Customer Maintenance - Residents - x

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

B EE wWe»m TS O mFLU

Customer Maintenance - Residents

Goto...

CustNo
P Mame 1  SEAN LENNON Phone 1 (203} 777-5511 Typ 0000
Name2  ¥OKO OMO Phone 2 (000} 000-0000 Typ 0000
B Steett  1001B
Sh i i i mai one
i .reel HERITAGE VILLAGE EIHIDghvery Print Email MNon
Line 2 E-mail Addr
— City SOUTHBURY St CT Zip 06488-D000
B Balance Pre-Pay: 0.00 Invoices: 309.00 Total: 309.00 No Lease Expiration - Life Tenant
1 Customer 3R ts 5 ReSales B Attachment (21} 7 Bill History 8 Trx History
Line [Resident Name Type |Buttons e
2 VOKO OND 0
2] GEORGE HARRISOH ‘ T Delete Resident Name |GEORGE HARRISI
E_ Resident? (@) Yes COiNo Type () Owner (® Tenant n
Date of Birth jpd-Apr-1930 Age 94

ContactPhones  [(203) 264-3097 Ext o000 Typ [
0003 000-0000 Ext pooo Tyo [

Emall Address |

Lkup up

Changes can be made to the Name, Date of Birth, Phone, and Email. Age is calculated from the date of birth. If
no date of birth is entered, the age will not be shown.

The screen is described and explained below.

Lists all residents of the unit. This includes both Owners and/or Tenants.

if the tenant is no longer a resident of the property use the | Delete | button to remove their information.
Resident or not. Use the Yes/No radio buttons to change an owner from the resident to a non-resident.

Use the radio button to change the currently selected line resident from an Owner to a Tenant, and vice
versa.

[Add Resident] will add a new line. When adding a resident, the line number will begin at # 6. Both the
owner and resident tables share the same file; lines 1-5 are reserved for owners, while residents who are
not owners start from line # 6. If there is a Tenant, click Add Resident to add them here.

E [Excel] — creates an Excel® report of residents for this customer (to report on all residents for all
customers use the Reports menu). A sample is shown below.

—
ADMING
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1.3.1 Excel Report of Residents #10147

~  Customer_Residents_10147_7 - Excel

File Home Insert Page Layout Formulas Data Review View Help
07 ~ i Jfx v
A B C D E F G H | J K L M N N ~
1 Cust# Line Resident Name OIT Res DOB Age Phone_1 Ext Typ Phone 2 Ext Typ Email
2 1001B 1 SEAN LENNON 0O R (203) 777-5511
3 1001B 2 YOKO ONO O N 2181933 91
4
.
Mbcusresdx| + HE] »
Ready 5% Accessibility: Unavailable H H - ——t 140

1.4 4 Lease Tab (Summary Screen) #10141

ThlS screen dlSplayS == [HVMA] 10141-Customer Maintenance - Lease Informaticn

information about any File Edit Ledgers PurchaseOrders AccountsPayable HumenResources Budget Collections Tax MeotorExcise MiscBiling System Favorites Help
. B &8 we+m NG @ FL S

prior leases that have

Customer Maintenance - Lease Information

been issued for this S —
. Name 1 SEAN LENNON Phone1  (203) 777-85L1 Typ 0000
unit. 1 Name2 YOKD OMD Phone2  ¢000) 000-0000 Typ 0000
Street# 10018
— Street HERITAGE VILLAGE Bill Delivery Print Email None
852 Linez E-mail Addr
1 = city SOUTHEURY St CT Zip 0648E-0000
[9 Add Lease] Add Balance Pre-Pay:0.00 Invoices: 309.00 Total: 309.00 Current Lease ends 31-Aug-2025
or renew a lease. 1 Customer 20wners 3 Residents @ 5 ReSales 6 Attachment (22} 7 Bill History & Tr History
Refer to th e M B- [start End Name on Lease S Rent]Move In Move Out Notes [Buttons ]
—_— [01-Gop-2024 [31-Aug-2025 [Johnny Rotten ,000,00 [04-5op-2024 Thursdew, 19 Ssptenber, 2024 | dihots | Cancel || Defal
635 Create a Lease [0T-Jan2000 |15-5op-2024 [JOANTE MITCHELL LTFE TENART ...
process document
for details.

[X Excel] — Lists
information about
all leases that have
been issued for this
unit.

[Edit Note] For any additional information pertaining to this lease use the Edit Note button — always enter
new notes at the top so the latest entries are the most visible.

[Cancel] — cancel a lease if incorrect information was entered or if it's no longer valid. You can also set the
lease end date to yesterday, making it appear the lease ended.

[Detail] Display more details about the lease on the detail screen as shown in section Lease

1.4.1 Lease Detail

The information can be updated, except for the lease start date, which cannot be changed. If an incorrect
start date was used, cancel the current lease and create a new one with the correct date.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 45
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= [HVMA] 10141-Customer Maintenance - Lease Information - Bx
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax MotorExcise Misc Billing System Favorites Help
B S& me+m 3O
Use this button to Customer Maintenance - Lease Information Lease
Goto... .
CustNo [1001E
return to the |ease e Mame 1 SEAN LENNON Phone 1  (203) 777-5511 Typ 0000 Details
Mame 2 VOKOD 0ONO Phone 2 L0003 000-0000 Typ 0000
Street# 10018
summary screen. Srest  HERTTAGE YILLAGE Bill Delivery () Print () Email ) None
Line 2 E-mail Addr
X Excel City SOUTHBURY st cT Zip 06485-0000
= Balance Pre.Pay: 0.00 Invoices: 309.00 Total: 309.00 Current Lease ends 31-Aug-2025
You cannot page up,
1 Customer 2 0wners 3 Residents 4 Leases 5 ReSales B Attachment (22) 7 Bill History 8 Trx History
page down, or leave
H 9 Back to Summary
the customer from this g_p oo n Dt P
Lease End = 1 -Auz 2025 Move Qut Date
screen.
Monthly Rents  [5,000.,00 Leasing to Relative? OmNo  Oves
Relationship to Owner?  |Fan
Tenant 1 ohnny Rotten
H Tenant 2 oV CurrentiPrev Resident?  (OMNo (O Yes
Either select one of the i e ee, Unte
Phone# fp7eEEE1212
tabs (customer, Email pistolstukbard oo XEdtlole
. Thursday, 1% September, 2024 gatesting
Le F T it Add
owners, etc.) or click gase Form TenentAddress
back to the summary
screen. Lease DocumentEmailedto  supportBadnins,com 2
Lease Renewal Sent Date 19-Sep-2024
Lease Status (@) Active (O Cancelled Lease Renewal Fee Invoice QOO000-00 Y Go To Bill

Is the lease active or cancelled? An active lease is considered valid, whereas a canceled lease is merely
historical and does not confirm if there's a current lease for the unit. If incorrect information was entered,
cancel a lease and create a new one with the same start date. However, entering a new lease with the
same start date will be prevented if an active lease already exists with that date.

Lease Renewal Information:

The AUC version of the lease renewal form was sent to the owner on this date.
The lease renewal fee invoice number is shown here.

[X Excel] — Lists information about the current and any past lease.

1.4.2 Excel Report of Customer Leases #10148

L D ¥ Customer _Leases_10148 ! - Excel £ search @ " o
File  Home Insert Pagelayout Formulas Data Review View Help
A2 v Se custs ~
A B C D E F G H | J K L -
1 Monthly Move In Move Out NewLease LeaseFee Notes
2 |Cus# Lease Start Lease End Tenant 1 Tenant 2 Phone Email Rent Date Date SentDate  Invoie#
lLease Start
4 Thursday, 19 September, 2024 qatesting
3 10018 9172024 8/31/2025  Johnny Rotten Sid Vicious 9786551212 pistols@ukband.com 5,000.00 9/4/2024 9/19/2024  000000-00
LIFE TENANT...
4 1001B 1/1/2000 9/18/2024 JOANIE MITCHELL DAVID CROSBY 000000-00
5
6
7
8 |
Mbcusrentxl + ;4 >
Ready T Accessibility: Unavailable i) B - —————+ 130%

s Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 45



ADMINS Unified Community MB-630 HVMA Customer Maintenance & Queries
Heritage Village Master Association — Miscellaneous Billing 18 October 2024

1.5 5 Re-Sales #10142 (Summary screen)

This screen displays any in-progress or historical resales that have been recorded for this Unit.

= [HVMA] 10142-Customer Maintenance - Sales Informaticl - o
File Edit Ledgers Purchase Orders Accounts Payable Human Resources  Budget Collections Tax  Motor Excise  Misc Billing  Systern  Favorites  Help
B ESa mesnm PG mEFU L
Customer Maintenance - Sales Information
Goto... Cust No
— Mame1  DAVID JOMES Phone 1 (203} 5851616 Typ QOO0 C Cell
MName2 MIKE MESMITH Phone 2 {203 BB5-1212 Typ Q000 H Home
Street?  1000A
Street HERITAGE WILLAGE Bill Delivery Print Email None
8 Add Sale . "
Line 2 E-mail Addr  band@adn ins .con
— City SOUTHBURY St CT Zip 0sd38-0000 Resale closed on 01-Sep-2024
Buttons
. — . Details
1 Customer 2 0wners 3 Residents. l 7 Bill History & Trx History
5 "
Date Buyer Mame Resale Sent Closing Sent _—_'—'Pmtm!fﬁﬁ'ﬁﬁte Status IButtons I
19-Sep-2024 [TED LASSO 19-Sep-2024 |19-Sep-202d | 500,.000,00 (01-Sep-2024d @) Active OClosed (D)Mo Sale WP Sale ||
(04-5ep—2020 Stephen Stills [1.258,741,0 [04-50p-2020 | Active ® Closed (Mo Sale N
Active Closed No Sale \\
En Buttons
WIP Sale

Date the Resale process began.

Name of the buyer entered during the sale creation process.
Date when Resale Documents are sent.

Date when the closing documents are sent.

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

® Closed: Sale has reached closing date (manually change status to closed).

® No Sale: Sale did not go through.

E Button options: This button label will differ depending on the status of the sale. If the button label is:
[Detail]: In-progress resale process has been completed, closing documents issued, view details.

[WIP Sale]: Resale or closing documents incomplete, click the button to return to the work in process
screen.

—
ADMING
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1.5.1 Re-Sales #10142 (Detail)

Returns to the main sale screen.

Shows the date and time this sale record was created.

‘== [HVMA] 10142-Customer Maintenance - Sales Information - x
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax MotorExcise MiscBiling System Favorites Help

B S E e +w BEY Q @ @48 o

Customer Maintenance - Sales Information

Goto. Cust No

Mame 1 DAVID JOMES Phone 1 (203) 555-1616 Typ 0000 C Cell

Actions

MName2 MIKE MESMITH Phone 2 (203» §55-1212 Typ 0000 H Home
Street# 10008
Street HERITAGE VILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr  band@acming .com
City SOUTHEURY St CT  Zip 064E3-0000
X Excel
1 Customer 2 Owners 3 Residents 4 Leases 8 Attachment (23) 7 Bill History 8 Trx History
Return to Summary Buyer Information
Created on 0d-Sep-2020 12:d42:37 Buyer 1 Btephen Stills (203) 5R5-1111
Buyer 2 Neil Voung [(000) 000-0000

Close Date Dd-Sep—2020
Sale Price 1,.258,.741,0 Address 1

2]

Seller 1 Name
Seller 2 Name Email [
Residing (O Yes (O No QP (O Flipper

Seller Attorney [p0C0001L SELLER ATTORNEY
Seller RE Agent  [DO0OD0CC Aftorney [poG0000
RE Agent 000000

8 To mark a property as closed, set the Status here; go to Owners tab
Resale Sent on to update the owner name(s) with the new owner(s)
Closing Senton

g $/-_ Resala Brocessing Fee Invoice  000000-00
atus (O Active @ Cio®ed (Mo Sale Equity Fee Invoice  00OQ00-00

Lkup up

Date when Resale Documents are sent.

Shows the date, time, and email address when closing docs are sent.
E Current status:
® Active: Sale is in progress.
® Closed: Sale has reached closing date (manually change status to closed).

® No Sale: Sale did not go through.

Once the closing is complete, and the ® Closed box is checked, return to the Owner screen and update the
Owner Names with the new owners. This will impact the Customer record (see the image — the fields in pink
will be automatically updated when the owner fields are changed on the Owners Tab.)

E 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.

User said “Yes” to creating both invoices. User said “No” to creating Processing Fee invoice but
“Yes” to Equity.
Resale Processing Fee Invoice  193456-00 | Go o inveice Resale F'mcessipg Fee Invqice 000000-00 Mo Fee Irwoice
Equity Fee Invoice 12345700 Equity Fee Invoice 12345700 Go To Invoice
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User said “No” to creating both invoices.

Resale Processing Fee Invoice  Q0O0000-00 Mo Fee Inwvoice
Equity Fee Invoice  000000-00 Mo Equity Fee Inwoice

1.6 6 Attachments

18 October 2024

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

Resale Processing Fee Invoice  123456-00
Equity Fee Invaice

Go To Invoice
QOAO00-00 Mo Equity Fee Inwoice

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 (27) on the tab, it means there are 27 attachments associated with this
customer record. Attachments added by the system cannot be removed, but documents manually attached by

users can be deleted.

n To add an attachment,
use the Add

Attach ment button as = [HVMA] 10000-Customer Maintenance

outlined in the section
below.

B SE W+ »om

File Edit Ledgers Purchase Orders AccountsPayable HumanResources Budget Collections Tax Motor Excise Misc Billing
@ g

System  Favorites  Help

Customer Maintenance

Goto.

CustNo
Name 1
Name 2

1LO00B

WILLIAM I MILLER, IIT
& ELAINE S, MILLER
1000B

t HERITAGE VILLAGE

Filter by different
attachment types
using a dropdown

<TAdd Attach SOUTHBURY

Phone 1
Phone 2

€203 512-8924 Ext 0000 Typ
000} 000-0000 Ext 0000 Typ

Bill Delivery
E-mail Addr

Print Email None

St CT  Zip 0&488-0000

Original AUG Monthly HOA Fees on O1-Aug—

1 Customer 2 Owiners 3 Residents 4 Loases sresaies (|5 Attachment (27) ) Bil History 8 Trx History
menu. Attachment Filter STRRIEITEpTy 2
Seq® [Description Filename_Attachnents except HOA Honthly Invoices |03
1 |Originsl HOAFEES Special Inwoice Print SI_2023+Bank Ouestionnaire Documents
B [Orisinal FORFEES Gpecial Trwoice Print BT s0o3rE ] Artachments
. HOR Homthly Irwoices
When add i ng an B [originel HOAFEES Special Invoice Print ST 2023 Identity Attachments
& [Priinal WR 2023 Fonthly HOA Foss on 06 T_2023 Lease Attachnents
Other Attachments
. E [orisinl APR 2023 Fenthly HOA Fees on 03 SI_zo23
attachment, SpeCIfy E_[irieinal MY 2023 Fanthly AOA Fess on 02 T D0 o S ments
7 [orisinel JUN Monthly HOA Fees on O1-Jun- SI_2023H0RFEES0RL7 35 PIF
the type If the wrong F [rizinal JUL 2023 Fonthly HOA Fess on 03 C0ZZHORF EES02%49 L, FOF

Original SEP Monthly HOA Fees on O1-Sep-

type is chosen, this
button allows

Original OCT 2023 Monthly HOA Fees on 02
JCLOSING DOC /a3
FINE # 0647 - 10/17/23 - $200

151_2023HOAF EES032735 .PTIF

OCT CK B CLOSING RETURMED TO YARIO-SUSAH

[Orizinal NOV Monthly HOR Fees o

Original DEC Monthly HOA Fess q,

changing it.

CLOSING DOC 1271723

EFT JAN 24

048750 171196598 _10112023_10008 ELD,OdZﬁEAde V View ZEmal || D Remove | KChaTvee
File Location oo on
i 1X119698_10112023_1000B CLO_043145.pdf
Type: ReSale Documents (ReSale an ]
K Cha Tvpe

{Attachment Type: Re Sale Documents (ReSale an ]

Original JAN 2024 Monthly HOA Fees on 03

Entry User: BDAVIS

The attachment type
description will be
displayed when you

Entry Date: 11-Oct-2023
Entry Time: 10:23:31.46
Special Note:

hover over the
filename field.

1.6.1 Add Attachment Prompt

. T Add Attach
Click the

attached and specify the required attachment type.

button to show this prompt. Provide a required description of the document being

—
ADMING
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B [HYMA] 'IDdb-Customer Maintenance [theresa] x
Add Attachment
Required: Enter Description |Letler of Intent from the lender
Required: Enter Attachment Type |QTH|
B Attachment Types X
Code Description Tof

. Bank Luestionnaire Jocuments ~

EFT EFT Documents

IOT TIdentity Documents (Orivers. Birth Cert. Passport)
Cancel Clear All INV HOA Monthly Invoice
OTH Other Documents
REMNT Lease Documents

SALE ReSale Documents (ReSale and Closing Documents)

Find Search | Cancel Help Eof

Figure 2 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.

BNK  Bank Documents and Invoices

EFT Electronic Fund Transfer documents

IDT Identity Documents (Drivers licence etc)

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

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

SALE  Sale Documents

RENT Lease Documents

1.6.2 Add Attachment
Attach any relevant documents to the A— %
customer record, including € > v 2 [l« Agendss > 220 |0 [ Search202 »
correspondence. Orgarize Bt fokie - m @

B Vvideos A Name Date modified e ze

To do this, ensure a copy of the
document (scanned if there is no
electronic copy) is placed in a folder
permanently accessible to the server,
(currently the shared, mapped “G” drive
— the common area) then click the [Add
Attach] button. A windows dialog box
will appear; locate the document you
wish to attach.

Highlight the document and select
[Open] to attach.

‘s Local Disk (C:)
s pluto_data (D:)
s PLUTO_EXT (1}

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

= admhome (\phoenix\:

@) 20210105_Meeting.docx  1/5/2021 2:41 P}

Q=] 20210222_Meeting.docx

=] 20210308_Meeting.docx

=] 20210413_Meeting.docx 4

=| 20210520_Meeting.docx 5

Q 3/202

@1 20210512_Meeting.docx  5/12/2021 3:07 PM
[

[

=| 20210628_Meeting.docx

File name: | 20210105_Meeting.docx

Al files: *.*

Cancel

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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1.6.3 Email Attachment

Email an attached document to any valid email address. To do so, highlight the desired document and select the

18 October 2024

Email button on the right side of the screen. The following prompt will be displayed.

1 Customer 2 Owners 3 Residents. 4Leases

Attachment Filter [A11 Attachwents

[Sea® [Description [Filename

15 |original JUN 2024 Monthly HOR Fees on 08 |51 _2029HOAFEES054450 . FIF

B0 |Original JUL 2024 Monthly HOA Fees on 01 |51 _2024HOAF EES057200 ,PIF

BT |Original AOG 2024 Monthly HOA Fees on 11 [T _2024H0AF EES0596804 ,PIIF

[F2_ |Resale Packet sent 19-Sep-2024 [FESALE_1000A_20240313 ,ZTF

B |Closing Facket sent 19-Sep-2024 [FLOD0C_1000A_20240919 ,ZIF

B4 |Right of First Refusal Waiver - Signed [F905 Right of First Refusal.edf

7 [HVYMA] 10000-Customer Maintenance [theresa]

Sending Attachment via Email

Optional: Enter Contact Name ‘wﬂ,dy Tarantola

Optional: Enter Note \Hm is the scanned,signed waiver for the sale of unit 1000A

Optional: Enter Note [Please Iet me know that you have received it.

Required: Enter Email Address 1 @ ins.com

Loskp | [CoRT]_| cancel

Clear All

5 ReSales. B Attachment (24) 7 Bil History & Trx History.
[Buttons
V View ZEmail || DRemove || K ChaTvpe
o N P -
x
Email Attachment x

o Attachment has been sent
o

———«

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.

\Ei

E 'F J, ~ Miscellaneous Billing Attachment From 1000A... ,O - (]

File Message Help

@ Summarize

Miscellaneous Billing Attachment From 1000A

®We removed extra line breaks from this message.

[@]o[<]~] ]|

aucdev@admins.com <auc.do.nc ]
12:14 PM

To Theresa Campbell
Cc Theresa Campbell

E‘] 6908 Right of First Refusal.pdf 1 MB v

Start your reply all with: ‘ Received, thank you. | | | received it. Thank you! ‘ Received with thanks. | @Feedba(l-
E e R SR R R S SR IR R SRR SRR P
Dear Wendy Tarantola, 2

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: 6908 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 **

4

A
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1.6.4 View Attachment

You may view the document that is attached. Highlight the desired document and select the [V View] button on
the right side of the screen. The document will be displayed.

= [HVMA] 10000-Customer Maintenance [theresa] — x
File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax Motor Excise Misc Billing Systemn  Favorites Help

BRBRE S & e+ W Q @ ¢ 8

WILLIAM I MILLER,. III
Name2 & ELAIME S, MILLER
Street# 10008

HERITAGE VILLAGE

Phone 1 (2033 512-8924 B 0000 Typ
Phone 2 {0003 000-0000 BExt 0000 Typ

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

City SOUTHELRY St CT Zip 08485-0000

B Atiachment (26} 8Trx History

Attachment Filter |ReSalef’ClDSing Attachments

+ |Description [Filename -

[CLOSING DOC 9/22/23 UE4E75C1H119698_ 10112023 10008 CLO_043145.,pdf | vview || ZEmail || DRemove || K ChaTvpe
OCT CK @ CLOSING RETURNED TO YARIO-SUSAN 648750 1H119698_10252023_1000F LTR_043633,pdf
CLOSING DOC 12/1/23 648750 1H119698_12122023_1000F CLO_044880,pdf 7/

1.6.5 Remove Attachment

If the attaChment was | tcustomer | | 20wners | | 3Residents | | 4leases | | SReSales | | [SAftachment (24} 7BilHistory | | 8TncHistory |
not added by the system, Attachment Filter [ALL fttachments <
it can be removed To Seqs [Description Filename Buttons
: 15 [original JUN 2024 Monthly HOA Fess on 03 [ET_20240AF EE 5054950 . PIF
30 Jorizinal JUL 2024 Menthly HOA Fees on 01 [51_2029H0AF EES057200.,PIF
remove an attachment, 51 orizinal AUG 2024 Menthly HOA Fees on 11 [51_20240AF EES053504 . PIF
| h h 52 [Resalc Packet sent 19-Sep-2024 RESALE_1000A_20240919, 217
select the attachment 53 [losing Packet sent 19-5ep-2004 [CLAD0C_1000R_20240919, 21F
. 54 [Right of First Refusal Waiver - Signed 908 Right of First Refusal.pdf [Vview || ztmsi | DRomove J Kcnatves
and click the Remove S
|
button. | D Remove
unw—.’_ﬂJ..__.&J—h-—T’._..}’ - 2 e ,..--n-__,‘__'_,‘m__,.L
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This button will only
appear on attachments

18 October 2024

that were not added by

1 Customer 2 Owners. 3 Residents.

4 Leases

5 ReSales BAttachment (21) 7 Bill History

the system. For example,

8 Trx History

Attachment Filter |A11 Attachnents

in the screen capture

Seqs

Description

Filename

[puttons

1 [Driginal AUG 2024 Monthly HOR Fees on 11

51 _2024HORFEESDA0321 , PDF

V View Z Email

shown in Figure 3, the

highlighted attachment
does not have a Remove
button.

Figure 3 System-supplied attachments cannot be removed by the user

1.7 7 Bill History #10160

This screen will display all the bills that have been generated for this customer. To access this screen, click on the

T Bill History | hutton.

Use the [ o o black arrow keys or [Page Up] and [Page Down] 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
customer by pressing {Page

Down} or E 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] 10160-Customer Maintenance - Bill Histery

B &8 we+nm U Q @ FU

File Edit Ledgers PurchaseOrders Accounts Payable HumanResources Budget Collections Tax MotorExcise Misc Billing

Customer Maintenance - Bill History

- x

System  Favorites  Help

oot Custio

J— Name 1 JOHN LENNON
Name2 YOKO OND
Street? 1001

Street
Line 2

HERITAGE VILLAGE

Phone 1
Phong 2
Phone 3

Bill Delivery

{2033 777-1717 Ext 0000 Typ
{2033 777-1818 EX 0000 Typ
0003 000-0000 Ext 0000 Typ

MNone

Print Email

Balance Pre-Pay: 0.00 Invoices: 309.00 Total: 309.00 [iration - Life Tenant

5 Attachment 213/

1 Customer 20wners 3 Residents. 4Leases 5 ReSales 7 Bill History
| Invoices  [Title Charged| Paid| Refund| Adjust Balancelill D ———ToTE TR
Jim 013509-00 [PrePauneris [o1-F=r—2023 |15-Har
05550700 |G 2024 Morthly 503.00 500.00 503,00 |01 Az 2024 |15 fug | F
— 05720300 [JUL_2024 Manthly §09.00 §09.00 [01-JuL-2024 |15 Jul- V Go To Bil
054493-00 |J0N 2024 Monthly 509.00 509.00 [63-Jun-5024 [T7-Jun20zd ||
05175500 [AY 2024 Morthly 503,00 509,00 [p1-Mey-2024 |5 Mag2024 | |
Q Statement [045035-00 |FPR_2024 Manthly 509,00 5§09.00 [pe-Rer—202d [1ehpr—202d ||
04535500 [eR Monthly HOR 503.00 509.00 [pT-Mar—2024 |5 Har—2024 |||
043641-00 [FEB Manthly HOR 509.00 509.00 [p1-Fek-2024 [I5-Fer2024 ||
(040857-00 |JAH 2024 Morthly 509.00 509.00 [p1-Jan-5024 [15-Jan-2024 | |
03820700 |DEC Morthly HOR 503,00 509,00 [p1-Dec-5023 [15-Dec-2023 ||
035480-00 [NOV_Menthly HOR 509.00 509.00 [p1-Hov-2023 |15-Hov-2023 ||
0E27r3r 00 ET 023 Forthly 765.00 765.00 [pT-0ct-2023 [15-0et-2023 | |
030033-00 [SEP Menthly HOR 765.00 765.00 [01-Sep-2023 [15-Ger-2023 | |
027224-00 [FUG Monthly HOR 765.00 765.00 [p1-Aug-5023 |15-Aug-2023 | |
02445300 [T 2023 Ferthly 765,00 75,00 [p1-Jul-5023 [15-Jul-2023 | |
02173700 [JUN Menthly HOR 765.00 765.00 [p1-Jur-2023 |15 Jur-2023 ||
61500500 |7 2023 Forthly 65.00 765.00 [pT-F=y~2023 |15 Mag-2023 |
016241-00 [FPR 2023 Manthly 76500 765.00 [P1-Aer—2023 |15-Apr—2023
010858-00 |JAH 2023 FOA FEE 765.00 765.00 [p1-Jar-2023 |15-Jar-2023
00535400 [#PR 2023 Morthly 765,00 75,00 [p1-Her—2023 |15-Har—2023
More [00=277-00 [FEB 2023 Manthly 76500 765.00 [p1-Feh-2023 | 15-Fen-2023

Lkup -[ up
v
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1.7.1 Bill Payment Inquiry Screen #10205

“Drill down” to the Bill Payment screen for a particular bill by selecting the desired bill and clicking the 'V GoToBil
button located on the right as shown in the image in section 1.7 above.

This screen is for inquiry only; no data
entry can be done on this screen.

There are tabs at the top of the screen to
view [Detail Payment], [Transactions],
(Transaction) Trx Summary, and
Attachments.

The Attachments tab here
shows only bill history
attachments, e.g., system-
generated invoices, unlike
the Customer Maintenance

screen. It does not show files such as
closing documents, resale documents, or

EFTs.

1.7.2 History List #10672

Run a Customer Bill History Summary by clicking the History List button located on the left side of the screen.
This report displays the bills within the specified criteria.

The following prompt will appear:

18 October 2024

== [HVMA] 10203-Bill Payment

Goto,

Actions

Statement

Counter receipt

Goto Batch

- x
File Edit Ledgers Purchase Orders AccountsPayable HumanResowrces Budget Collections Tax MotorExcise MiscBilling System Favorites Help
B S8 e Q = &L o
Bill Payment Inquiry
Customer# X Search. Tendered Applied Total
Owner  JOHN LENNON
Address 10018 HERITAGE VILLAGE
No Lease Expiration - Life Tenant e
Balance  Pre-Pay: 0.00 Payment Date [[7~Sep—202d Amount Due
Invoices: 309.00 Allow Overpayment $309.00
il Payme Detail Payment Transactions QTrc Summary || 0 Aftachment (201
vaice= _[vear_[invoice Deseription in-prog Charges] Paid] Refuna] _Adjustmenty Balance] __ Panding
(01350900 [2999 Pre—Fagnents
(05980700 [P024 Al 2024 Monthly HOA Fees B09.00 | 500,00 309.00
(05720300 [2024 [JUL 2024 Monthly HOA Fees 509,00 | 809.00
(5445300 [F024 [JUN 2024 Monthly HOA Fees H05.00 | 609.00
(05175900 [2024 [MAY 2024 Monthly HOA Fees §09.00 | 809.00
[095038-00 [2024 [APR_202d Manthly HOA Fees 09,00 | 809,00
(09635800 [202 [MAR Menthly FOA Fees §09,00 | 809,00
[07354 100 [p024 FEB Manthly HOA Fees B09.00 | 60900
(0408700 [p024 |JAN 2024 Monthly HOA Fees B09.00 | 80900
(03820700 [P024 [DEC Monthly HOA Fees 509,00 | 809.00
Totals  7281.00  6372.00 305.00 309,00 Bal
Lkup up

—
ADMING
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B S8 we+m B Q @aFad.
Customer Mai - Bill History
Gete- Custho
arton Name1 STEFHEN STILLS Pone1  (203) SE5-1616 E 0000 Typ © Cell
[ Hame 2 PRone2  (203) S65-1212 Ext G000 TYE H Hone
Sweew 10008 PROne3 (000} 0000000 EXt G000 TYP
sl HERITAGE VILLAGE
Line 2 i nail > None

B Task 10672 Customer Bill History Summary
city B con
Customer Bill History Summary

Optional: Enter Bill Year Range  First Year: | Last Year: ]
1custd Optional: Enter Pragram Type s atsch Tex History
3 Hist > 7 = e [ete [~
ory List Aun 85 O preview O Print @ PDF O Excel
s LT M Printing use Duplex @ Yes O Mo
02a [05 17 Laokup Cancel Clear All
ECFE L —— e E—
@ Statement G 104535500 [HAR Ty HOR 715,00 715,00
(3024 [0436.30-00 [FEE Font Riaglion 718,00 719,00
[3024 [pa0004-00 AN 2024 Hon® 718.00 713.00
(2024 [336204-00 [BEC.Fonthly HOR 7i5.00 719,00
[2023 [035477-00 [0V Honthly HOR 5.0 19.00 i-fiov-aves
2023 |032734-00 |OCT 2023 Monthly % B79.00 101-0ct~2023
[2023 [030036-00 [SEF Monthly HOA B9, 00, 679,00 [01-Sep—2023
2023 [027221-00 JAUG Monthly HOA 679,00 ‘7‘300 j01-fug-2023
2023 [02d490-00 [JUL 9023 Honthly &79,00 BM e
023 [PUH Honthly FoR 73,56 75 10672-MBCUSBILHISSUM. REP Page 1
705 7 2023 Fonthly 575,00 X
[FPR_ 2023 Ronthly K SEX
[JAH 2023 HOR FEE K K
JPOSIG1-00 [FAF 2023 Menthla K K
hly 73 X on 20-Sep-2024
[F025a1-00 [oeC T 22 K K

Payments

See section 1.9.3 below for the example run as Excel.

1.7.3 Email History

To email the same report as that shown above, click on the Email History button.

B " Task 10674: Email Bill History for a Custormer x

Email Bill History for a Customer

Optional: Enter Bill Year Range First “Year: I:I Last Year: I:I
Optional: Enter Program Type I:I

Required: Enter Email Address |thc[gsa@admins.cﬂm |

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

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

Lookup Cancel Clear All
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1.8 8 TRX History #10161

The transaction history screen displays all the transactions that have taken place with the customer. This screen
is presented in Year order, with the most recent transactions at the top.

This screen is for inquiry only; no data

. == [HVMA] 10161-Customer Maintenance - Transaction History - x
entry can be done on this screen.
B SE wes»m BN Q m@FL
Customer Maintenance - Transaction History
This screen has a dynamic display column
Actions Name 1 JOHH LENNON Phone 1 (2033 777-1717 Ext 0000 Typ
. . . Name2  YOKO OND Phone2 (2033 777-1818 Ext 0000 Typ
on the right. Click on the Display button to e 1o ranes (o0 o000 . 0o00 T
Street  HERTTAGE VILLAGE
. . . Line2 Bill Delfivery ) Print () Email  © None
choose the desired information from the o cmany S a oo | e
Balance Pre-Pay: 0.00 Invoices: 309.00 Total: 309.00 No Lease Expiration - Life Tenant
lookup. :—-\
1 Customer 2Owners 3 Residents. 4Leases S ReSales & Atlachment (21) | 7 BilHistory 8 Trx History
Vear imveice# [pescription Tocbate] e Siher] Dispoy —Tran Code best T~
= = OHistory List | |p53 [059807-00 |AUG Manthly HOA Fess [01-Aug-2024 809,00 Billing
[ Display - Transaction Desc ~ sy LRI ot e TR
a ferthly es p2-Jul- - unter Teceipt
Bill AUG HDI"It.l"IlH HOA Fees=s [P0Z4 [057203-00 [JUL Monthly ADA Fess pi-Jul-2029 09,00 [Billirg Display - Tran Code Desc.
XEmallHistory | o 1554493-00 [JUN Fionthly FOA Fess o5-Jun—2024 509.00 [Counter receipt Display - Receipt #
i = [£024 [050495-00 [TUN Tionthly AOA Fess pa-Jur-2024 0500 [BLlling ieploy - Chec
Psy Cust# 1001B Bill# 05380700 o staement | |22 07500 AT Fonthly HOR Fees pe-fiau-202d 509.00 [Founter receipt E‘S::ai E:E(t;ame
- [£024 [051753-00 [FAY Tonthly HOA Fess pi-fiay-2024 509,00 [BLlling .
PEIH Cust# 1001F Bill# 057203-00 Check 0 [2024 |049036-00 |APR Manthly HOA Fess 5—fpr—2024 809,00 [Eounter receipt Wity = imdefmer
- [2024 [045035-00 [FPR Monthly HOR Fees p2-Apr—2024 09,00 [Eilling Display - Cash Amount
Bill JUL Monthl HOA Fees [P024 04535500 1R HOA Fees A-Har—2024 05,00 [Founter receipt
d D024 [046355-00 /AR HOA Fees T-Mar—2004 509,00 Billing i =i
PEIH Cust# 1001F Bill# 054493-00 Check O 2074 04364100 [FEB HOA Fees B eb2029 509,00 [Feunter veceipt Display - Check Date
[0054 [047641-00 [FER HOA Fe=s T-Fek-2024 99.00 [Billirg Display - Batch #
i (5054 [040857-00 [JAN Monthly HOA Fess [po-Jan-2024 §09.00 [Fountar receipt .
Bill JUM Monthly HOR Fees (5054 [040827-00 [JAN Monthly AOA Fess Pi-Jar-2024 809.00 [Billing E‘Sp:ay ; “:t'
; [F024 [035207-00 |DECHOA Fees 5-Dec-2023 B09.00 [Founter receipt Hr—yehigpegdas
PEIH Cust# 1001B Bill# 051759-00 Check 0O (024 [935207—00 |DEC_HOA Fees o023 609.00 [Billirg Display - User
- 202 [035450-00 [0V _HOA Fees {5-Nov—2023 0900 [Founter receipt Display - GL Batch
Bill MAY Monthly HOA Fees [023 [035480-00 [NOV_HOR F 1-Now=2023 609.00 E e
d - (2023 [032727~00 [acT Mum.h::SHUR Feme o0z 765.00 oureer receipt o
Fzuy Cust# 1001B Bill# 049028-00 Check O i
Display - Vendor
Eill APR Monthly HOA Fees Display - Voucher Dte
- Display - Transaction Desc
Fzuy Cust# 10018 Bill# 046358-00 Check O Diplay -ty Date
: Display - Pest Date
&ll ﬂqR HOA Fees Display - Voucher
= = — —

Display - Spec Invoice Desc

1.8.1 Dynamic Display Options

[ 1 customer | [ 2PRG invoices 3 Attachments 48l History 5Trx B Notes 7 Custom Fields 8 Field Loas (2) Ay = Were=iom
Display - Tran Code Desc.
[fear [Bill# Description Trx Date Charges| Payments| Other Display - Tran Code Desc [ A Dliplﬂy*F\EEEipt'F
[2022 [001605-01 [1-Trash & Recucle Thu [17-Mar-2021 161,00 MB - UNIBANK \ g
[P022 |001605-01 [1-Trash & Recucle Thu Po-Feb-2021 161,00 BILL \ Piay - Mhec
[2021 [001605-02 [2-Trash & Recycle Thu [014-5ep-2020 141,00 |@3 — UNTBANK \ Display - Check Name
[2021 |001605-02 [2-Trash & Recycle Thu P5-Aug-2020 141,00 BILL \ Display - Check Amount

Display - Cash Amount
Display - Other Amount
. . . Display - Check Date

The Display button over the last column on the screen is used to display Diplny - Bt
additional options on the screen. Click the button to select from the Display - Revenue Date
available options for display on the screen. Wl
Display - GL Batch
Display - GL Code
Display - GL Ref#/\ou#

7 Display - Vendor
I 1 Customer I 2 PRG Invoices |3 Attachments 4 Bill History | S Trx History L 6 Notes 7 Custom Fields | | B Field Le (2) Display - Voucher Date
fear |Bill# Description Trx Date Charges Payments| Othe Display - Deposit Date: A~ Display - Transaction Desc

5022 [001606-01 [I-Trash & Recgcle Thu |T7-Mar—2021 161.00 T6-Mar—2021 Display - Entry Date
5022 [001606-01 [I-Trash & Recycle Thu Po-Fob-2021 161.00 55-Feb-2021 Display - Post Dats
5021 [001605-02 [2-Trash & Recucle Thu p4-5ep-2020 41,00 08-5ep-2020 '

021 [001605-02 P-Trash & Recycle Thu Po-Aug-2020 141.00 P5-Auz—2020 [y =iy
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1.8.2 History List #10670

The History List prints the history of bills for a customer based on the criteria entered.

B Task 10670: Customer Transaction History Listing hed

Customer Transaction History listing

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

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

Optional: Enter Program Type l:l

Run as O preview O Printk - @ PDF O Excel
If Printing use Duplex @ ves (O No

Lookup - Cancel Clear All

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.

= Customer History 10670 THERESA[1]xml - Bxcel O search
File Home Insert  Page Layout Formulas Data  Review View Help
Q49 ~ i fx
B (o] D E F G H | J K L M N o P
1 Description Trx-Date Check# Check-Description Charges AdjustRefund Paymenis Balance Trx# User Batch GL Posting# Check Date Check# Post Date User
2 DEC HOAFees 01-Dec-2022 679.00 0.00 000 679.00 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 2531 EFT121221 73 01-Dec-2022 WENDY
4 BillHOAFees 01-Jan-2022 679.00 0.00 0.00 679.00 6,142 MBSPC337 337 11-Jan-2022 WENDY
5 |EFT Payment Processed on 11-Jan-2023 01-Jan-2023 0.00 0.00 67900 -679.00 8,722 EFT111232 338 11-Jan-2023 WENDY
6 Bill FEB Monthly HOA Fees 01-Feb-2023 679.00 0.00 000 67900 12,038 MBSPC593 593 06-Feb-2023 WENDY
7 |EFT Payment Processed on 06-Feb-2022 01-Feb-2022 0.00 0.00 670.00 -579.00 14,613 EFT26232 594 06-Feb-2022 WENDY
8 |Bill MAR Monthly HOA Fees 01-Mar-2022 679.00 0.00 0.00 679.00 17,956 MBSPC915 915 06-Mar-2022 WENDY
9 |EFT Payment Processed on 068-Mar-2023 01-Mar-2023 0.00 0.00 679.00 -679.00 20536 EFT36234 916 08-Mar-2023 WENDY
10 |Bill APR Monthly HOA Fees 01-Apr-2023 679.00 0.00 000 67900 24,266 MBSPC1278 1,278 03-Apr-2023 WENDY
11 |[EFT Payment Processed on 03-Apr-2023  01-Apr-2023 0.00 0.00 670.00 -579.00 26,846 EFT43235 1,279 03-Apr-2023 WENDY
12 | Bill MABMonthly HOAFRRS. s i ot Dlohte? e A A A OO0 000 0005798030330 MRSPRISTE M ASTA. peemmsasmetn 02-Hay 3 WENDY.
40 [Bill MAY Manthly HOAF. _s w1-May-£024 71900 O.uu Oud v vau0 100,316 MdsPCE 140 6,148 01-hay-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 0.00 719.00 107,950 MBSPCEE84 6,684 03-Jun-2024 AAUGER
43 |EFT Payment Processed on 03-Jun-2024 03-Jun-2024 0.00 0.00 719.00 -719.00 110,530 EFT632419 6,685 03-Jun-2024 AAUGER
44 |Bill JUL Monthly HOA Fees 01-Jul-2024 719.00 0.00 0.00 719.00 112,867 MBSPC7131 71 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 719.00 000 000 71900 118,936 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 121516 EFT7112421 295 11-Jul-2024  ANTHEA
48 Customer Total 14,659.00 0.00 14,659.00 0.00
1 =

1.8.3 Summary List #10671

The Summary List displays the bill history transactions for the customer in summary format based on the criteria
entered.

B 7 Task 10671: Transaction History Summary *

Transaction History Summary

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

Optional: Enter Program Type I:I

Run as O preview O Print - @ PDF O Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All
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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.

CustTrcHis_10671_THERESA[3].pdf - Adobe Acrobat Reader (64-bit)

File Edit View Sign Window Help

Home Tgols Customer_History_... CustTrxHis_10671_.. %

B QOO 23 M MO wm- 5 T B 24 WA

10671-MBCUSTRNHISSUM.REP Printed 20-Sep-2024 at 17:32:32 by THERESZ Page
Heritage Village ster Association
Transaction History Summary

Refunds Payments Description

Billing
ELECTRONIC FUNDS TRANSFER

Billin
ELECTRONIC FUNDS TRANSFER

Billing
ELECTRONIC FUNDS TRANSFER

Billing
ELECTRONIC FUNDS TRANSFER

1.9 Reports

== [HVMA] 10000-Customer Maintenance [theresa] L
File Edit Ledgers Purchase Orders AccountsPayable Human Resources Budget Collections Tax Mol
B SE wesm B Q@ FE b
Customer Maintenance"
Goto... Cust No L
Actions Name 1 W Phone 1
Name 2 IKE HESMITH Phone 2 '
Streety  [1000A '
e E‘meé HERITAGE VILLAGE 2\7\\ De‘\:;
Click the [9 Reports] button to select from a drop- bectecust| | OF AT SUET 2 [=5-0000 ,
down list of reports. Some of the reports are specific ,
. . - 3 Residents 4 leases 5ReSH
to the currently displayed unit; others are more Lo B e f
. . Mailing List et Address class Ty
general. If the report is available elsewhere and GD“’“" B —
. . . . . . Condo#
described in this document, a link is provided. B History ool
Trx Summary - Demanad
Ticklers Program List — st BT zip fedge-0000 In-House /|
— !
e Customer Statement
Susten Pede Customer Email List Usdte£57 b
Fedtoas Customer EFT Report MRz,
Bank Question T Changes CLOSIN; L
Inveice Delivery Type List 0
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1.9.1 Customer Profile #10023

Heritage Village Master Association — Miscellaneous Billing

18 October 2024

Choose Customer Profile to generate a brief report on the customer details for the current unit.

B 7 Task 10023: Customer Profile

MB Customer Profile

® PDF
) No

Run as ) preview O Print
If Printing use Duplex @ veg

Lookup Cancel

Clear All

x

Printed 23-Sep-2024 at 16:30:14 by TEERESA

[L0023-MBCUSERG. RER

Page 1

Enrolled Subscription Programs

No Enrolled Programs

Frogram Invoices

Program  Description Frequency

Date Last Billed

HOA Fees Monthly

01-Rug-2024

1.9.2 Mailing List #10687

This report is described in MB-440, Customer Reports in the Help Reference Library.

B 7 Task 10687: Customer Mailing List
Customer Mailing List
Select Status:

Include EFT Customers ® Al O Yes O No

Run as @ csy O Excel

Cancel

Lookup

® All O Only Active O Only Inactive

Clear All

*

If the report is run as .CSV for use in a mail merge, for example, the default location will be as shown below.
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== CSV Save File Name

Organize = Mew folder

~
+ [ Thic pC Mame

§ 3D Objects
[7] € on ADM-TCAMPBELL
[ Desktop
|£| Documents
* Downloads
J! Music
&= Pictures
m Videos
. Local Disk (C:)

- Datal (D)

- Datal (F) v £

Crystal_Logical_Setups
Crystal_Logical_Shortcuts
2 hrfrentlinehdr.csv

T~ <« AUC_Development » admhome » auc » SYMOD » Utl »

Search Utl

Date modified

csv

Tpe

File folder

File folder

File

File name: ‘ |

Save as type: | CSV files (*.csv)

 Hide Folders

Cancel

Save the file where you can access it for further processing.

If run as Exel, it will look like this:

18 October 2024

= = = [EnC .
(52 =) Cust_MalIlnngst_ 1]xml - Excel P search
File ~ Home Insert Pagelayout Formulas Data Review View Help
N12 v fx
A c D E F [ H 1 J K L ]
1 | Statement Name Statement Name 2 Address 1 Address 2 Address 3 Address 4 City State Zip Customer?  Customer Cla:EFT Comment
2_|STEPHEN STILLS 10004 HERITAGE VILLAGE SOUTHBURY CT 06488-0000  1000A CTRYHS Y CLOSING 973114
5 | SEAN LENNON YOKON ONO THE DAKOTA NEWYORK ~ NY 102020000 10018 BERK-1 Y closing 6/20109

1.9.3 Bill History #10672

This is the same report as shown in section History List #10672 above. The Excel version is shown below.
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File Home  Insert  Page Layout Formulas Data Review View Help
T3l v i fx

| A B G D E F G H J
1 |Customer#: 1000A
2 |Owner: STEPHEN STILLS
3 |Service_Address: 1000A HERITAGE VILLAGE
4
5 Year Bill# Program Charges Adjustments Refunds Payments Balance
6 2099 013506-00 Pre-Payments 0.00 0.00 0.00 0.00 0.00
7 [2024 065026-00 Bank Questionaires 85.00 0.00 0.00 0.00 85.00
8§ (2024 059804-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
9 2024 057200-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
10 2024 054490-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
11 2024 051756-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
12 2024 049035-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
13 [2024 046355-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
14 (2024 043638-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
15 [2024 040884-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
16 [2024 038204-00 HOA Fees 719.00 0.00 0.00 719.00 0.00
17 [2023 035477-00 HOA Fees T719.00 0.00 0.00 719.00 0.00
18 2023 032734-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
19 2023 030036-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
20 (2023 027221-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
21 (2023 024490-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
22 (2023 021734-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
23 (2023 019002-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
24 (2023 016238-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
25 2023 010855-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
26 [2023 005981-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
27 (2023 003274-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
28 (2023 002581-00 HOA Fees 679.00 0.00 0.00 679.00 0.00
29 14,744.00 0.00 0.00 14,659.00 85.00
30
31
32
33

< > Mbecusbilhissum +

1.9.4 Trx History #10670

Please see section 1.8.2 above for examples of the Transaction History Report.

1.9.5 Transaction Summary #10671

Please see section 1.8.3 above for examples of the Transaction Summary Report.

1.9.6 Program List #10113

Please refer to section 1.11.3 below for a description of this report.
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1.9.7 Customer Statement #10669

Fill in the prompt; enter an

email address and note(s)
if emailing the statement.

In general, this is run with
the following selection of:

®© Open Only
Exclude Credit Invoices- ® Yes
Print © Summary

Generating this report in
detail produces numerous
pages as it enumerates
every transaction
associated with that unit.

The statement will look
like this:

18 October 2024

" Task 10668: Customer Statement (From Customer Screen)
Customer Statement
Selection:

Exclude Credit Balance Invoices: () yvies @ No

Print O Summary ® Detail

@ All O Open Only O Current Month + Open O Current Month Only

Optional: Enter Email Address

Optional: Enter Email Note 1

Optional: Enter Email Note 3

Optional: Enter Email Note 2 ‘
Optional: Enter Email Note 4 ‘

Lookup Cancel

Clear All

CUSTOMER STATEMENT Page2of2
HERITAGE VILLAGE MASTER
ASEOCIATION , INC
465 HERITAGE RD. SUITE 1
SOUTHEURY, CT 06488
STEPHEN STILLS Statement Date: 23-Sep-2024
1000A HERITAGE VILLAGE Amount Due: $85.00
SOUTHBURY. CT 06488 Customer Mumber: 10004
Primary Address.  1000AHERITAGEVILLAGE
Transaction Adjustments/
Invoice# Description Date Charged Refunds Payments Balance Past Due
033204-00 DEC EFT Payment 01-Dec-2023 §719.00 -3715.00
040834-00  JAN Monthly HOA Fees 01-Jan-2024 §719.00 §719.00
04083400 JAN EFT Payment 01-Jan-2024 §719.00 -3715.00
043838-00 FEB HOAFees 01-Feb-2024 §719.00 §719.00
043838-00 FEB EFT Payment 01-Feb-2024 §719.00 -3715.00
043838-00 Adjustment by AAUGER 04-Mar-2024 $35.00 $35.00
043533-00 MB - CANCEL INVOICE by AAUGER 25-Mar-2024 -335.00 -335.00
0456355-00 MAR HOAFees 01-Mar-2024 §719.00 §719.00
0456355-00 MAR EFT Payment 01-Mar-2024 §719.00 -3715.00
043035-00 APR Monthly HOA Fees 02-Apr-2024 71300 3713.00
049035-00 APR EFT Payment 02-Apr-2024 §719.00 -3715.00
051756-00 MAY Monthly HOA Fess 01-May-2024 §719.00 §719.00
051756-00 MAY EFT Payment 01-May-2024 §719.00 -3715.00
054430-00 JUN Maonthly HOA Fees 03-Jun-2024 §719.00 §719.00
054430-00 JUMNEFT Payment 03-Jun-2024 §719.00 -3715.00
057200-00  JUL Monthly HOA Fees 01-Jul-2024 §719.00 §719.00
057200-00 JULEFT Payment 01-Jul-2024 §719.00 -3715.00
059804-00 AUG Monthly HOA Fees 01-Aug-2024 §719.00 §719.00
059804-00 AUG EFT Payment 01-Aug-2024 §719.00 -3715.00
085026-00  Bill 23-Sep-2024 $35.00 335.00
Balances as of: 23-3ep-2024 §14,744.00 §0.00 §14.559.00 $35.00 §0.00
PAY THIS AMOUNT : §85.00
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1.9.8 Customer Email List #10646

Run as O preview O Print
If Printing use Duplex @) veg

Lookup

B | Task 10646 Customers with Email Addresses

Customer with Email Addresses

) PDF

Select Status: @) Al O Only Active O Only Inactive
® Excel

Cancel Clear All

This report includes all Condo Units where the owners have provided an email address.

~  Customers WithEmail_10646_ THERESA[1]xml - Excel

18 October 2024

File Home

M33 w

A
Cust#
1000A
110B
123B
138A
14D
1898
2444
9 |281A
10 |28C
11 |34E
12 |389B
13 |395B
14 |404B
15 |449A
16 |470B
17 |496D
18 |537B
19 |557B
20 |381C
21 |387A
22 |647B
23 |6A
24 |76C
25 |844B
26 |B30A
27 |B91A
28 |922B

0o =3 b

Insert  Page Layout  Formulas

I

Oowner-Name
STEPHEN STILLS
GRAHAM NASH
DAVID CROSBY
DOM HENLEY
RINGO STALL
ERIC CLAPTON
TAYLOR SWIFT
TRAVIS KELCE
JOE STRUMMER
SID VICIOUS

PAUL MCCARTNEY
JAMES CORDEN
JOHN LENNON
GEORGE HARRISON
NEIL YOUNG

CASS ELLIOT
DEVAL PATRICK
TAYLOR SWIFT
TRAVIS KELCE
JOE STRUMMER
SID VICIOUS

PAUL MCCARTNEY
JAMES CORDEN
JOHN LENMON
GEORGE HARRISON
NEIL YOUNG

CASS ELLIOT

Grand Total # records : 27

All

Review  View Help

C

Service-Address

1000A HERITAGE VILLAGE
110B HERITAGE VILLAGE
123B HERITAGE VILLAGE
138A HERITAGE VILLAGE
14D HERITAGE VILLAGE
1898 HERITAGE VILLAGE
244A HERITAGE VILLAGE
281A HERITAGE VILLAGE
28C HERITAGE VILLAGE
34E HERITAGE VILLAGE
389B HERITAGE VILLAGE
3956 HERITAGE VILLAGE
404B HERITAGE VILLAGE
449A HERITAGE VILLAGE
470B HERITAGE VILLAGE
496D HERITAGE VILLAGE
537B HERITAGE VILLAGE
5578 HERITAGE VILLAGE
581C HERITAGE VILLAGE
587A HERITAGE VILLAGE
6478 HERITAGE VILLAGE
6A HERITAGE VILLAGE
76C HERITAGE VILLAGE
§44B HERITAGE VILLAGE
850A HERITAGE VILLAGE
891A HERITAGE VILLAGE
922B HERITAGE VILLAGE

Email Address

band@admins.com

.com

1gil.com

L.NET
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1.9.9 Customer EFT Report #10643
See MB-615 HVMA EFT Reports in the Miscellaneous Billing Help Reference Library for details.

B ' Task 10643: Custorner EFT List

Customer EFT List
Run as @ Excel

Lookup

Cancel

Clear All

x

3] 2~ S EFT Listing_10643_THERESA[1]xml - Excel

File Home Insert  Page Layout Formulas Data  Review View Help

18 October 2024

1.9.10 Customer EFT Changes #10644
See MB-615 HVMA EFT Reports in the Miscellaneous Billing Help Reference Library for details.

N19 v fx
A B Cc D E F
1 |Custé Owner-Name Primary-Address Class Amount Message
2 |1000A STEPHEN STILLS 1000A HERITAGE VILLAGE CTRY-HS 719.00 **PreNote
3 |1000B SONNY STILLS 1000B HERITAGE VILLAGE SHERMAN 723.00
4 [1001A GRAHAM NASH 1001A HERITAGE VILLAGE SHERMAN 723.00
5 |1001B DAVID CROSBY 1001B HERITAGE VILLAGE BERK-1 809.00
6 |1002A DON HENLEY 1002A HERITAGE VILLAGE CARRIAGE 586.00
7 |1003A RINGO STALL 1003A HERITAGE VILLAGE BERK-1 809.00
8 |1004A ERIC CLAPTON 1004A HERITAGE VILLAGE SHERMAN 723.00
9 |1005B TAYLOR SWIFT 10058 HERITAGE VILLAGE SHERMAN 723.00
10 |1007A TRAVIS KELCE 1007A HERITAGE VILLAGE CTRY-HS 719.00
11 |1007B JOE STRUMMER 10078 HERITAGE VILLAGE SHERMAN 723.00
12 |1008A SID VICIOUS 1008A HERITAGE VILLAGE BERK-1 809.00
13 |1008B PAUL MCCARTNEY 1008B HERITAGE VILLAGE SHERMAN 723.00
14 |1009A JAMES CORDEN 1009A HERITAGE VILLAGE CTRY-HS 719.00
15 |1009B JOHN LENNON 10098 HERITAGE VILLAGE BERK-1 809.00
16 |1010A GEORGE HARRISON 1010A HERITAGE VILLAGE SHERMAN 723.00
17 |[1011A NEIL YOUNG 1011A HERITAGE VILLAGE SHERMAN 72300
18 |1012A CASS ELLIOT 1012A HERITAGE VILLAGE BERK-1 809.00
1910128 DEVAL PATRICK 10128 HERITAGE VILLAGE SHERMAN 723.00
20 [1013A TAYLOR SWIFT 1013A HERITAGE VILLAGE CTRY-HS 719.00
2110148 TRAVIS KELCE 10148 HERITAGE VILLAGE CTRY-HS 719.00
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1.9.11 Invoice Delivery Type List #10647

18 October 2024

This report lists all customers who have chosen either Email or Print as their delivery type. Since HVMA does
not use these options, this report can verify they are not set accidentally.

B " Task 10647: Invoice Delivery Type List
Invoice Delivery Type List

Bill Delivery TyPe & Email O Print

Select Status: O All ® Only Active O Only Inactive

X

Run as O preview O Print - ® PDF O Excel
If Printing use Duplex @ ves (O No
Lookup Cancel Clear All
|lC‘EE"‘-MS".USBI'_DELV.REP Printed 23-5ep-2024 at 13:46:2 Page 1
Village Master Asso

Following Customers are set to receive Invoices delivered via Email

Cust# Owner-Name Service-Address Email Address

lo00a STEPHEN STILLS 1l000a HERITAGE VILLAGE band@admins.com

Selection Legend:

Grand Total # records: 1
Select Status: Active Only
=1 = - - . _

L 9 Customers_BillDelivery_10647_ - &

File Home Insert  Page Layout Formulas Data  Review \View Help

A2 v fx

A B C D
1 |Following Customers are set to receive Invoices delivered via Email
2 | |
3 |Cust# Owner-Name Service-Address Email Address
4 |1000A STEPHEN STILLS 1000A HERITAGE VILLAGE band@admins.com
5
5] Grand Total # records : 1
7
8 All
9
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1.10 Tickler Screen

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

18 October 2024

Miscellaneous Billing P Maintenance P Customer Maintenance

== [HVMA] 10000-Customer Maintenance - X
File Edit Ledgers PurchaseOrders AccountsPayable Human Resources Budget Collections Tax MotorExcise MiscBiling System Favorites Help
BESE e s EHQomE
Customer Maintenance
Gofo CustNo [ICERENN
i Name 1 ETEPHEN STILLS Phone 1 (203 555-1616 Ext oo Tye £ cell
fons. Name 2 Phone2  [(203y 555-1212 Ext 0000 Typ H  Home
Strest#  [oooA
X Add Cust Street HERITAGE VILLAGE Bill Delivery O Print @Email (O None
. H Line 2 E-mail Addr fpandBadmin ,con
The Customer Maintenance screen will look o oo w o | InProgressResale
Balance Pre-Pay:0.00 Invoices: 85.00 Total: 85.00
like this. Click on the [Ticklers] button.
e s — e Sess | yrwmeom | mmmuo | Smers
L Search Mailing Address Same as Unit Address
) . ) Glass Type [COUNTRY HOUSE v
N 1
If there are existing Tickler Notes, the onpors | e BTEPEEN STILES conten 5
. . Line1 ILOOOA HERLTAGE VILLAGE
number of notes will be shown in e e @Ocuped Olacant - OFigper
Ticklers. (2) Lined. Demand Date [ AtoneyDate |
S H city OUTHBURY st £ Zip [06485-0000 InHouse Collection [ ForeclosureDate |
parenthesis; this examples shows two |2 B
existing tickler notes. osonras || crporaser Ono @ves [ e
] Bank Name Edit Notes.
Bk auest (2 | Foarr 0990-0000-0 CLOSING 9/3/14
Type Checking Savings
Pre-Note Pre-Note Sent Date
Active Lkup up
1.10.1 Add a New Note
. 9 Add A Note
Click the . 5
= [AUC] 4149-View NDtes/TlckIerl - x
File Edit Ledgers PurchaseOrders Accounts Payasble Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBilling  System  Favorites  Hel,
button located on the 5 2 E s 5 b
] B S E e+ m i Q =L
left-hand side of the
View Notes/Tickler
screen. Golo IO Co2000-00 | Year 024
» Owner [DICKINSOM. ROEERT J + SANDRA J Balance as of 0d-Mar-2024 ¥ 118200
cation  [16 NASON 5T
ount 0023 -B5-B  -0000
This will add a note for IAddANQIE e oz ez —umn
Edit Note for Bill 002000-00 a X
File Edit View Insert Format Help
:em
. Date Time Entered | 1|z | =2 J ] %
current date and time. 00700700 TREEHTT =
[Couter New (Westem) = [0 = ml|ls|u|® g
— IR R R e e R I T
Use the | 0 Edit Note |
button to revise or
add to the note for
this record.
For Help, press F1 Ln1, Col1 NUM
Read Jext up
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The notes will appear
in chronological order,
with the most recent
note appearing at the
top of the screen.

1.10.2 Email Note

Email any note “on
demand” to any email
address to alert someone
to this action (this may be
done instead of orin
addition to the Remind?
Feature.)

Click the EmailNow| hutton to
access the prompts and
indicate to whom the email
will be sent.

In addition to the optional
Contact Name, there are
two optional lines of notes
available.

Enter the required email
address.

("

18 October 2024

Bil Payment

Detail Payment

Transactions. Q Trx Summary 0 Attachments

ZMLCs (4)

¥ ParcelAcct Notes

Remind Who?

Remind Sent [Buttons

. |THERESA &

THERESA

Entered By Note Remind? |Remind On?
second note created on March 4. [@N OY
[Fustoner phoned asking about a bl [N @Y [0d-Apr—2024 [THERESA

8 EditNote || 0 Email ||8 Delete

Ready Lkup up
File Edit Ledgers PurchaseOrders AccountsPayable Ficed Assets HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
B S& m+ +m = I
Ly Customer Maintenance
Selo CustNo  [50000211 Service Address
Name 1 BELLINGHAM EARLY CHILDHDOD PROGRAM
Actions
parcett - - name 2
Primary
Secondary Location# 338 Street# 333
Location Street  HARTFORD AVE Unit
onsaanoe | st Zip 00000-0000 | Line 2
Current Balance: 2,600.00 city BELLINGHAH St MR Zip 02013-0000
[Dte Urer Reming? _[Remind On? _[Remind Who? [Remind Sent_[Buttons
[05-Mar-2024 |THERESA S8l N @Y [06-Mar-2024 [THERESA 0 Edit Note { [EmailNow ) Delete
[05-Mar-202d [THERESA [ON @Y j05-Mar-2024 [THERESA ‘
{1 =
{ [Email Now
7 [AUC] 10000-Customer Maintenance [theresa] X
Sending via Email
Optional: Enter Contact Name ‘M,_ John Jones
Optional: Enter Note [This is a reminder that you asked for a paper bill this morning. ]
Optional: Enter Note [1am sending it in the postal mail this afternoon. |
Required: Enter Email Address [campbelltis9@gmail.com]| |
Lookup Cancel | | Clear All
Text

'F\{ " The Emailow pytton will not appear on the line until a note has been entered.

—
ADMING
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€ B 0 @ 8 0 @ m D >
The emall sent WI” IOOk |Ike thIS Miscellaneous Billing Note For Customer OOOOOZH‘ nba e B
based on the Settlngs on the screen. auc.do.not.reply@gmail.com The email subject field with the Customer Number | » ‘h

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.

1.10.3 Setup a Tickler
Set the “® Y” radio button in

18 October 2024

n.ones. } contact name entered on the prompt

T that you asked for a paper bil this morming

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

am sending it in the postal mail this aftencon

aie s moming. } the text of the note

sicmer a paper bill per their request via phon

s Bilking Customer 00000

11} reference to Customer Number

n reference to Miscellaneo

n 0611272024 } indicates that a reminder will be sent, and to whom

m generated

the “Remind?” column to =
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
enable entry in the “Remind B SE e = &
On?” and “Remind Who?” Customer Maintenance
Goto... CustNo B Service Address
Actions. Name 1
Parcel# - - name 2
Primary
Secondary Location# Street# 333
To mark a note to send a Locaton & 2p comoome || nee i
reminder in the future. fill in SAddA tiote Current Balance: 2,600.00 city St wA Zip 02019-0000
’
the ”Remind On?”' and 1 Customer 2 PRG Invoice (1) 3 Attachment (1) 4 Bill History 5 Tr History 6 NotelTicklers. 7 Custom Fieids. 8 Field Logs (1)
“u H ” £ ate ser ategory[Notes emind? |[Remind On? emin 07 [[Remind Sen ons
Remind Who?” fields. T L e e Faper Bill per thel ém (dg)v e v | | lgﬁmm Emailtiow]| Delete
[05-Har—2029 [THERESA [Custoner phoned asking for infornat [N @Y [05-Har-2024 [THERESA ]
|
. . I
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 |ANTHERA
”Remind Who?" fIEId O N ©Y 05-Mar-2024 [THERESA
7 [AUC) 10000-Customer Maintenance [theresa] X

When the Remind? radio
button is set to “®@ Y”, a
prompt for the required date
and username is presented.
Enter the date and username

Set DatefUser to Send Reminder to
Required: Enter Date to Send Reminder
Required: Enter a Username with valid email address |ANTHEA

06-Mar-2024)

‘ ‘anthea@admins.cnm

Clear All

(ool | ok

Cancel

and click ok,
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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 Error b4

To reset the date, set the “Remind?” field to “N” to clear out the
current fields and then reset it to “Y” to fill in the resulting prompt
(as above) with the new date and user.

o E700-Remind Date must be after date of note

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:

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 [_9K_], 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
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Reminder Real Estate Note From 2013 001002-00

Remind Sent — This field a“':df"%zfggi:?;f’m
will be populated by the support

vernight pr re with
ove g tp OCEd.U € t The taxpayer called today about applying for an exemption. She was not sure if they were
the date the reminder was eligible or not. Follow-up with taxpayer next week to see if she is all set now.

sent. This is a reminder for follow-up.

It was created 22-Aug-2013 by Kathy Coughlin (alternate)
The reminder email will Refer to Real Estate Bill @01002-80 Year 2013
look like this:

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

1.10.4 Delete a Line

lf a TICkIer NOte was added by 2024 Real Estate View Notes/Tickler
mIStakel dEIete the blank nOte On ;ﬂm DwBI‘l‘:: W Balanceas of  05-Mar—2024 ¢ 1182.43
. 9 DEIE.‘tE - Location  [16 NASON ST
each line entered, a button grasan ||| Accoum Pz e oo
arcel 0023 -65-B —0000
will be available. If deleting an entry e Ere e (e e e TS
that contains note text, the system =25t B, [FEFRGY |1 exsorl note srestad o Harch 4. %Nov erinsonr_Jrennainer fempsean_faton }
. . . [Dd—Har—2024 [15:19:31. [THERESA [Customer phoned asking about a bi [@N OY 8 Edit Note ugm
will ask for confirmation. o0:00:00. EGETILE [Ny —
‘ ‘ 9 DebteH
CY DELINQ ‘

[AUC] 10000-Customer Maintenance

o Mote not Empty, are you sure you want to Delete?

e
€5 [AUC] 10000-Customer Maintenance X

Click on to confirm deleting the note; click on to o Delete nate cancelled

cancel the deletion. The Note will remain and a message will be

displayed. Click on [ok ],

To return to the Customer Maintenance screen, click on the | 1Customer | tgh,

1.11 Recurring Program Invoices [PRG Invoices] #10001

Sometimes special invoices recur on a regular basis. This screen gives the ability to assign a Program Type to a
customer and specify the frequency of the recurring invoice. A customer can have multiple Programs assigned.
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= [HVMA] 10001-Customer Maintenance - Program Invoices [theresa] - X
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help
B &S wme+m EH 4 =mF UL
Custemer Maintenance - Program Invoices
Goto. Cust No
Actions Mame 1 STEPHEM STILLS Phone 1 (203 555-1616 Ext 0000 Typ C Cell
MName 2 Phone 2 (203 555-1212 Ext 0000 Typ H  Home
Street? 10007
Street HERITAGE WILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr - band@adnins ,con
City SOUTHBURY St CT Zip 08488-0000 In-Progress Resale

T Add Program

Q Program List

1 Customer 2 Ticklers 3 PRG Inv (1) 4 Custom Fields 5 Field Loas (30} 6 Bank Question

Line |Program Description 1 Parameter |2 Parameter ‘FRQ Start Date Stop Date Last Invoiced

1 HORFEES HOA Fees M 13-Hav-2020 01-Aug-2024

D Clear

Column Label How Used

Line Sequential number for added Programs
Program Program Type

Description Description of Program Type

1 Parameter 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 having to manually update

each individual invoice at time of billing. Use the Paramters 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

FRQ Frequency of recurring Invoice. This can be changed anytime. Use Lookup to see
available 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
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1.11.1 Add Program

18 October 2024

@ Progra

To add a program to a customer,

Customer Mair

)

CustNo [EEENEREE

Service Address
Name 1 TREE MUSKETEERS

Parcel® Name 2

Primary
Secondary
tion

Location# 93385
Street
Line 2
city

Streett 99,38
CHERITY ST #840 Unit#
St Zip  00000-0000

Current Balance: 600.00

Customer 2 PRG Invaice (1) 3 Attachment (1)

BOSTON St WA Zip 08831-0000

mList

4 Bill History 5 Trx History 6 Notes 7 Custom Fiekds & Field Logs (B)

line

click the [T Add Program] button:

[Program
[TRANSFORT

T Parameter

o A,

T Parameter
Grade §
:

[FRa_[sartoste
M

iop Date
TRANSPORTATION

ot invoiced
06-Aug-2021
;

[0T-Fay-2021 |
I 1

i

h AUC] 10001-Customer Maintenance - Program Invoices [theresa] X

Add Program Invoice

Required: Enter Program Type ||

q Enter Frequency Code

Required: Enter Start Date

0K Cancel Clear All

Field Name How Used

T

I

Program Type Enter the Program
program types

Frequency Code

Start Date Start Date of this P

1.11.2 Remove Program

Type to add to Customer. Use the Lookup button to see a list of all

Enter the frequency of ocurrence

rogram for the Customer

If a Program was added to a customer by mistake or the Customer should not receive this invoice anymore, then

click the [D Remove] button. However, once

longer be available. Set the Stop Date instea
customer

a customer has been issued an invoice, the remove button will no
d to prevent any further invoices from being issued to the

[AUC] 10001-Customer Maintenance - Program Invoices

o Remnowve Line# 1 for PILOT

Yes

.
Cancel Remove and leave program as is
for the customer

Remove Program from Customer
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1.11.3 Program List

B Task 10113: Customer Assigned Programs for Invoicing *

Customers Assigned Programs for Invoicing

Optional: Enter Customer Number l:l

Optional: Enter Department Group | | |

Optional: Enter Program Type | | |

Run as @ preview O Print OPDF O Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

Page 1

[L0113-MBCUSPRGLST.REP

l-Parameter Z-Parameter

B e A

—mm s g 7 g S R S PN s —=i =

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
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1.12 Custom Fields Tab (from Screen #10000)

18 October

2024

f [HVMA] 10000-Customer Maintenance - x
These fIEIds are USEd for File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites  Help
any type of information. BGE wmesm BH Q@ g

Customer Maintenance
Goto
1 1 Cust No
There are sections on this Prone 1 (ansy ss5-1616 B 0000 T € coll
Name 2 Phone 2 (203) 555-1212 Bt 0000 Typ H Home
screen that allow for Stectt  1000m
. Street HERITAGE VILLAGE Bill Delivery Print Email None
different types of Line 2 Emall A barwBadin.con
. . City SOUTHBURY St CT Zip 06488-0000 In-Progress Resale
|nfor‘mat|0n to be Stored. Balance Pre-Pay: 0.00 Invoices: 85.00 Total: 85.00
1 Customer 8 Ticklers (2) 2 PRG Invoic: 4 Custom Fields Fiekd Loas Bank Quest (2)
To return to the Customer - Search User Defined 30 Characters User Defined Dates
. . User Defined #1 User Defined #1
Maintenance screen, click User Defined #2 User Defined #2
9Reports User Defined #3 User Defined #3
on the 1 Customer tab User Defined #4 User Defined #4
User Defined #5 User Defined #5
User Defined #6
User Defined #7 User Defined Decimal 2 Places
User Defined #8 User Defined #1
User Defined #3 User Defined #2
User Defined #3
User Defined 80 Characters User Defined #4
User Defined #1 [ User Defined #5
User Defined #2 [
User Defined #3 [ User Defined Decimal 0 Places
User Defined #4 [ User Defined #1
User Defined #5 [ User Defined #2
User Defined #3 |
User Defined #4 |
User Defined #5 li
Active Lkup up
fi #

1.12.1 User Defined Labels Screen #10102
The description of these
. == [HVMA] 10102-User Defined Labels - =
flelds can be Changed by File Edit Ledgers Purchase Orders AccountsPayable HumanRescurces Budget Collections Tax Motor Excise MiscBilling  System  Faverites  Help

. . B S S e+ O A
using the User Defined S
Labels screen. To update User Defined Labels
Goto
the field labels, from the
Actions
menu, select:
Customer Custom Field Labels
User Defined 30 Characters User Defined Dates
User Defined #1 lser Defined #1 User Defined #1 ser Defined #1
H il User Defined #2 lser Defined #2 User Defined #2 ser Defined #2
Mlsc‘ Bllllng } MOdUIe User Defined #3 ser Tefined #3 User Defined #3 ser Defined #3
. User Defined #4 lser Defined #4 User Defined #4 ser Defined #d
Maintenance P User UserDefinea#s  [lssr DsFired #5 UserDefined#5  Ussr Defired #5
. User Defined #6 lzer Defined #6
Deflned Labe|S. User Defined #7 lzer Defirmed #7 User Defined Decimal 2 places
User Defined #3 lser Defined #8 UserDefined#1  User Defined #1
User Defined #9 lser Defined #3 UserDefined#2  User Defined #2
UserDefined #2  User Defined #3
User Defined 80 Characters UserDefined#4  User Defined #d
UserDefined#1  |lser Defined #1 UserDefined#5  User Defined #5
UserDefined#2  |lser Defined #2
UserDefined#2  |lser Defined #3 User Defined Decimal 0 places
UserDefined#4  |Jser Defined #4 UserDefined#1  lzer Defined #1
UserDefined#5  |lser Defined #5 UserDefined #2  lzer Defined #2
UserDefined #2  User Defined #3
UserDefined #4  User Defined #4
UserDefined #5  User Defined #5
EOF UP
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1.13 Field Logs #10900

This screen displays changes that have been made to the customer record in change date order.

18 October 2024

= [HVMA] 10900- Customer
n These columns show the

B S :g’ Moe o E
time and date of the

Maintenance - Field Logging
Q= &d .

Customer Maintenance - Field Logging

et Collections Tax Motor Excise Misc Billing  System  Favorites Help

- X

change. -
Achions MName1  STEPHEM STILLS Phone 1 (203) BE5-1616 BExt 0000 Typ C Cell
Name 2 Phone 2 (203 §55-1212 Ext 0000 Typ H Haome
Street? 1000A
Street Bill Del m one
The username of the et HERLTAGE YILLAGE i Delivery ) Prnt ®) Email ) Non

Line 2

E-mail Addr  band@acing .com

In-Progress Resale

. City SOUTHEURY St CT  Zip 0B8488-0000
person making the
change. E
1 Customer 8 Ticklers 3 PRG Inv (1) 4 Custom Fields 5 Field Logs 6 Bank Question
s Change Date  Time User Field From/To
o 19-Sep-2024 16302 THERESA Name 1 DAVID JONES

The field that was
changed.

STEPHEN STILLS

19—55;:—2:02 THERg Pr-Elag 3}
19-Sep—29P0 B 02 THERI BarfiEetunt Type  C

The first row shows the

19-5ep—2024 16102 THERESA
19-8ep-2024 16102 THERESA

19-5ep—2024 16302 THERESA

Bark Account,

ABA#

Bark Nane

111141141

MOHKEE NATIONAL BAHK

original text it was

PS04 (1

‘Where Changed
CUSOKN

CUSOWM
CUSOWN

CUSOLN

“changed from”; the
second row shows what
it was “changed to”.

This identifies where the change originated. In this example, CUSOWN

indicates that the change was made on the customer maintenance screen.

57 Task 10901: Field Logging Report - Customer Maintenance

E Click the Edit List button to display this
prompt. Optionally restrict the list to a

Field Logging - Customer Maintenance Edit List

Optional: Enter Customer Number |:|

Optional: Enter Date Range From: ‘ ‘Tu:‘
customer number, date range, or the user | opionat: restictto tis user | I
Who made the change_ Eort @® Customer# O Change User O Change Date
Run as O preview O Print. .~ @ PDF O Excel

If Printing use Duplex @vyes (O No

Select the desired sort order: Lo Gancel | [ Clear Al

®© Customer #, ® Change Users, or

© Change Date. Run the report as ® PDF or ®@Excel format.

10901-MBCUSMSTFLG.REP B Page 1

18-5ep-2024 16:02 THERESR Premote Flag old: 0 cusow
New

19-5ep-2024 16 HERESA Bank Account Type  Old: C CUSON
New:

16-3ep-2024 16:02 THERESA Bank Account old: 1010101010 cuson
New:

19 2 THERESR 2Bat ©old: 111111111 cusom
Ne:

18-3=p-2024 16:02 THERESR Bank Nane ONKEE NATIONAL BANK CUSOWN

7 rEERESZ Email old: cusTueD

on the

Figure 4 The Field Logging edit list run as PDF is shown

1 Customer

To return to the Customer
Maintenance screen, click

tab.
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1.14 Bank Questionnaires (Uniform Condominium Questionnaire)

Form 1076 or a Uniform Condominium Questionnaire is essential in real estate for financing condos or
townhouses within a homeowner’s association. It proves the project's compliance with lender requirements.
The Uniform Condominium Questionnaire gives a general snapshot of a condo association's financial, legal, and
property status.

The HVMA provides the Uniform Condominium Questionnaire (Form 1076) to banks and mortgage companies.
They track details such as the unit number, date/time/user, and the involved bank, along with noting whether a
fee was charged.

No fee is applied if the HYMA uses their own Form 1076. However, if a bank requires their specific questionnaire
form 1076 to be completed, the HYMA issues an invoice for processing costs.

Bank Quest (2}
To record that a bank has requested Form 1076, start by clicking on the button at the bottom left of

the Customer Maintenance screen for the Condo Unit referenced in the bank request. (If there is a number in
parentheses on the Bank Quest button, it indicates the number of questionnaires that have been issued for this
unit.)

Click here to record
that the bank has

== [HVMA] 10144-Customer Maintenance - Bank Questionnaires
File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax Motor Excise Misc Billing

B EE me+m & Q =@ @H W

System  Favorites Help

requested and received a
completed questionnaire.

Click here to generate
an Excel list of all bank
history for this Unit#.

If the user selects NO
when adding an invoice,
this message will appear;
otherwise, it will remain
blank.

H 5 9~ =

Customer Maintenance - Bank Questionnaires

el CustNo

Name 1
Actions.
me 2
et
eet
Line 2

City

8Add Inveice

X Excel

1 Customer

000
STEPHEN STILLS

1000A
HERITAGE VILLAGE

SOUTHBURY

2 Ticklers

St cT

3PRG Inv (1) 4 Custom Fields sﬂemm(anﬂ 6 Bank Question )

Phone 1
Phone 2

Bill Delivery

(2033 555-1616 Typ 0000
(2033 555-1212 Typ Q000
Print

Email None

E-mail Addr  band@adnins ,con

Zip 06488-0000

[Time By

[Bank

[Bank Name

Status

C Cell
H Home

In-Progress Resale

invoices_ |Buttons

[Created
[E3-Sep—2024 [16:05118 [THERESA

JFrS:

PMERTSAVE MORTGAGE

Mo Truoice iz=ued upon resuest

[E3-Sep—2024 [15:14 ¢33 [THERESA

ICARM

[CARRTMGTON MORTGAGE

[0E5026-0 | Go to Invoice

[OO0O0-0 ‘ ‘

100300300 |CONVERT

[QOO000-0

If an invoice was issued, clicking this button will take you to the bill detail
screen for that Unit#.

Custormer_BankHistory_10150_THERESA[1]xml - Ex...

P search

File Home Insert  Page Layout Formulas Data Review View Help
M17 ] fx v
A B C D E [E 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
~ v
Mbcusbnkhisxl + 4 »
Raadu TR Arcassibilite Lnavailahle i) [ M -+ 1403
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1.14.1 Issuing Invoices and Adding Banks

For issuing invoices and updating the customer bank history screen, refer to the help document in the Help
Reference Library titled "MB-645 HVMA Bank Questionnaire."

—
aaaaaa
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