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Heritage Village Masters Association (HVMA) Home Owners Association (HOA) Late Fee Processing. The HVMA HOA late fee 
process will select bills for any bill year for a Program and apply the late fee to the bills.  
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1 Run Report of Customer Outstanding Balances 
To get current balances to verify amounts before applying late fees, run the “#10683 Customer Outstanding Balances”.  

Misc Billing  Reports  Report Library  Collection Reports 

 

Figure 1 Running the #10683 Customer Outstanding Balances report for HOA fees 

Click the Edit button adjacent to service types and type in HOA or select it from the [Lookup]. Select either  PDF® or  

Excel® and then click . 

 

Figure 2 Customer Outstanding Balances run as PDF®  
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Table 1 The Customer Outstanding Balances Report Explained 

 Column Explanation 
A Customer# There is one customer number per unit; there can be multiple Invoices for that 

customer.  
B Customer-Name Customer unit and name 

C Primary-Address Address for the customer including the unit # 

1 Invoice# Each outstanding invoice is shown by invoice number 

2 Description The type of invoice – if there are outstanding monthly fees, the description will 
include the month i.e., 002614-00 DEC HOA Fees 

3 Charges The dollar amount billed for each invoice 

4 Payments Any payments made for the invoice 

5 Adjustments Adjustments to the invoice if any 

6 Refunds Refunds for each invoice if any 

7 Balance The current balance 

8 WIP-Charges Any work in process charges 

9 WIP-Payments Any work in process payments 

10 WIP-Adjust Any work in process adjustments 

11 WIP-Refund Any work in process refunds 

12 WIP-Balance The balance, considering any work in process 

 
 

2 Apply Late Fees to Bills 

 

From the pull-down menu, select: 

Misc Billing  Collections  Apply Late Fees  

The system displays the convenient steps menu to guide the process. 
 

 

Figure 3 Accessing the Apply Late Fees steps menu 
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2.1  Select Bills with Outstanding Balances  

Click [Select Bills with 
Outstanding Balances] to identify 
all bills with outstanding balances 
for the selected Program: 

 

− Run this for Program HOAFEES (new Bills).  

− Supply the Late Fee code, shown is FINCHG.  

− Enter the due date for the late fees. 

− Enter a minimum balance to be included 

The process will select invoices that have HOA outstanding 
balance only for the CURRENT MONTH and apply the late fee. 

 

 

 

Table 2 How to fill in the prompts when selecting bills with outstanding balances 

Prompt How Used Values 
Program Code Select the Program for which late fees will be issued HOAFEES  

Late Fee Code Service Type Code for Late Fees: FINCHG 

Late Fee Bill Date The process looks at all the outstanding HOA invoices. If the bill date 
is in the same month as the Late Fee Bill Date entered here and has a 
balance, then it will apply the late fee. 
 
Only the "current" month gets a late fee. Run the late fee process on 
or just after the 15th of each month. 
 
E.g., on Jan 15th run this process to find all the Jan HOA fees (bill date 
in January) and apply a late fee to bills that have an outstanding 
balance. 

MMDDYYYY or select 
from the lookup 

Minimum Balance Minimum Balance on due on the HOA Fees to apply late fee.  
E.g., you could opt to not add late fees for balances less than $5.00. 

Specify a dollar amount 
from .01 up 

 
If any bills meet the criteria, a report will be displayed on the screen of the selected bills: 
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Figure 4 #10239 Selected Bills to Apply Late Fee Edit List 

Table 3 Explanation of the columns on the Late Fee Edit List report 

Column Label Description 
Year The bill year 

Bill # The bill number from the original invoice 

Cust # The Customer number (the unit number of the property being billed) 

Service Address The address of the customer 

Mailing Address The mailing address for the invoice 

Balance  Current Balance on the Bill 

Fee Late Fee amount 

New Balance  Current balance plus late fee 

 

2.2  Maintain Work File  

 

Click the  
[Maintain Work File]  
step to review the bills 
that have been selected 
and remove any that 
should not have late fees 
applied by clicking the 
checkbox. 
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 “Sel” Check Box– if checked, the Bill will be included to receive a late fee, if unchecked, no late fee will be applied 

 Return to the steps menu 

 Select ALL Bills to receive late fees 

 Deselect ALL bills 

 Run a report or “edit list” of selected bills 

2.3  Edit List   

 

Click on the [Edit List] step to 
list all selected bills that will 
incur the late fee.  
 

 

This step must be completed for 
the last step to be available. 
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Figure 5 Edit List of Bills that will incur a late fee 

Table 4 Description of the columns on the edit list 

Column Label Description 

Program The program code for the delinquent bill 

Description The description from the program code 

Year The bill year 

Bill # The bill number from the original invoice 

Cust # The Customer number (the unit number of the property being billed) 

Service Address The address of the customer 

Mailing Address The mailing address name for the invoice 

Bill Date The date of the original bill date 

Due Date The date the original bill was due 

Balance  Current Balance on the Bill 

Fee Late Fee amount 

New Balance  Current balance plus late fee 

2.4 Print Statements of Account (Optional) 

 

After the edit list has 
been run this step and the 
last step will become 
available. This is an 
optional step where they 
can print statements of 
account for just those 
customers that are being 
issued with a late fee.  



 

ADMINS Unified Community MB–670 HVMA Late Fees Processing 

HVMA – Miscellaneous Billing 14 March 2024 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 13 

 

Run this step as many times as needed. Once the Apply 
Late Fees to Bills step is run, this step will no longer be 
available.  
 
A Statement for each customer for whom late fees were 
applied will be produced.  
 
See MB–230 Customer Statements in the Help Reference 
Library for information about Customer Statements. 

 

2.5  Apply Late Fees to Bills  

 

Click on the [Apply Late Fees to Bills] step.  

  
This step: 

General Ledger Report for the Finance Office (Tina/Regina):  

 

− Applies the late fee to the 

selected bills 

− Creates General Ledger 

transactions of the applied 

late fees 

− Issues a General Ledger 

report for Finance 

(Tina/Regina) for posting 

(sample shown at left) 

− Issues a Bill list of those 

bills that had a late fee 

applied to verify against 

the edit list 

Figure 6 #10241 Applied Late Fees General Ledger Posting Report 
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Figure 7 Report #10240 Apply Late Fees to Bills shows the fee amounts applied to each bill 

2.5.1 Remove Late Fees Applied in Error 

If any late fees were applied to an Invoice and need to be removed, adjust the bill to remove the late fee charge. See Help 
Reference Library MB-210 Adjustments and Transfers for instructions. 

3 Making Corrections 
Occasionally an error will be made when applying a late fee to a customer. A supervisor will issue a credit slip to Betsy. 
Betsy will process an adjustment to reverse the charges from the incorrect invoice/bill. 

Misc Billing  Queries  Customer Query  [4 Bill History] 

3.1 Create Adjustment Batch 

Adjustments must be entered in batches. From the menu, select: 

Misc. BillingCollections Adjustment Batch Entry. 

 

 

To create a new batch, click on Add Batch.  
 
Since HVMA allows B (Both), enter either an alphanumeric batch designator or leave the field blank for a system-
assigned number. ADMINS recommends allowing the system to assign the number.  
 
The Adjustment Batch screen will look like this: 
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3.2 Misc Bill Adjustment Batch Screen Entry 

 

1. Enter a Deposit Date 

2. Enter the amount of the charge 

to be reversed as a negative 

number 

3. Click on [3 Enter Adjust] button 

and select Adjustment Entry 

from the drop-down list 

 

 

3.3 Adjustment Entry Screen – Select the Customer # & Transaction Code 

1. Click on [8 Add by Cust #] button; use the  or  button to filter the selection 

2. The system presents the Bills by Customer # number lookup; select and click on  

3. The system immediately displays the list of Transaction Codes. Select ADJ for Adjustment and click on  
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3.4 Make & Accept the Adjustments & Return to the Batch Screen 

 

This example shows an adjustment for Servicom bills, but the late fees are adjusted in exactly the same way. 

 

3.5 Adjustment Batch Screen after Data Entry is Complete 

 

Click on the Submit Batch 
button to move the batch 
into a status to be posted. 
 

The system will produce a 
submission report, and the  
[6 Post Batch] button will be 
available (prior to this it was 
grayed out and could not be 
used.) 
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3.6 Post the Batch 

 

The posting report will be displayed on 
the screen. 
 

 

 

Click on the  button.  

 

 

The adjustment is complete and will show up on the Customer Query screen. 
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3.7 Bill Query Screen after Adjustment 

To verify the data is visible on the customer screen, from the menu, select:  

Misc Billing  Queries  Customer Query  [4 Bill History] 

 

Figure 8 The bill shows the adjustments 

 

3.8 Finance Posts the Adjustment Batch 

 


