Downloading TOPS Homeowner address files

Coupons
Statements
General Community Mailings
Violation & Collection Letters

TOPS has worked closely with Page Per Page to give you new, cost saving and
efficient options when using an outside printer for payment coupons, statements and
general community mailings including Violation and Collection letters.

Page Per Page offers these special services to TOPS® customers:

Coupons — payments coupons for the current year or the next year with the amount
due for each period. Your bank’s scan line can be printed on the coupons for use with
the bank’s lockbox system.

Statements - show current balances, including any past due balances, along with the
option to bill for future periods. Your bank’s scan line can be printed on the
statements for use with the bank’s lockbox system.

General Mailings —Page Per Page can handle the tedious work of sending mailings to
some or all owners in a community. Outsourcing the handling of communities’
mailings can be a tremendous time-saver for a management office. This is a new
option under Mailing Labels.

Violation & Collection Letters — Let Page Per Page print and mail your batched
Violation and Collection letters.

TOPS 321® does not actually print the coupons or statements; it generates a file
which is then sent to Page Per Page for printing and mailing. You can obtain a price
list from Page Per Page by going to their website, calling or emailing them.

Page Per Page

2535 W. Fairview Street, Suite 104
Chandler, AZ 85224
480.821.0985
info(@pageperpage.com
WWW.pageperpage.com

Instructions
The following are step-by-step instructions for generating the Page Per Page coupon,
statement and general mailing files.

Coupon Books: Section L.....oooiiiiiii Page 2
Statements: Section ..o, Page 9
General Mailing: Section IIL........coooiiiii Page 17
Collections & Violations: Section IV Page 24


mailto:info@pageperpage.com
http://www.google.com/url?q=http%3A%2F%2Fwww.pageperpage.com&sa=D&sntz=1&usg=AFQjCNHBo_vuE853tsygRStLnOynRlZJHA

wh=

Section I

Coupons Books

Follow the instructions below to generate a coupon book file for Page Per Page:

From the TOPS Main Menu, click on the AR Module.
Then click on Bills & Coupons.
Then click on Create Coupon File
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The following screen will be displayed. Fill in the fields per the instructions below.
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File Format: Choose AlphaGraphics or Page Per Page. Y our choice will
depend on which version of TOPS you are using,

Community ID: Bank ID — The ID assigned to your company by your bank (if
you are using a lock box service). This part of the field can be
left blank if you are not using a lock box bank.

DASH - This separates the Bank ID from the Association ID. If
you did not enter a Bank ID, the DASH is NOT required.
Association ID — The alpha numeric Community ID. This is a
mandatory element of this field.

Beginning Year: The year the Coupon books are to be processed. (e.g. 2010)
Beginning Month: The numeric value of the month you want coupon books to
begin

(e.g. 1 =January).
Beginning Due Date: The month, day and year for the first coupon (MMDDY'Y
format).
Number of Payments: The total number of payments. The Default is set to 12.



Grace Period:

Messages:

Return Payment Address:

Include Direct Debit Owners:

Include:

The number of days after which payment is considered late.

A two line message to be printed on each payment coupon.
Enter the message EXACTLY as it should be printed.

Using the pull down arrow, select one of the three options
Community Address
Lockbox Address
Other Address

Check this box if you want to create coupon books for owners
who have authorized payment using Direct Debit.

Check ALL appropriate boxes.
Current Owner (Default)
Resident / Tenant
Previous Owner
Developer (Default)

Sample of a completed CREATE COUPON BOOK screen

Click on the OK button.



Next, you will see the Select Charges Screen. Checkmark the Recurring Charges you want to
include in the coupon file.

(Image Not Available)

Click on the OK button

Next, you will see the Change Recurring Charge Amounts screen. Double click on the Yes to
enter the charge amounts for Next Year.

Click on the NEXT button

Next, you will see the Enter Changed Charge Amounts screen. Enter the new charge amounts
in the Next Assmt Amount column.



Click on the OK button

Y ou will be returned to the Change Recurring Charge Amounts screen.

Click on the NEXT button

Next, you will see the confirmation screen below.



Click on the OK button

This will take you to the Print Reports screen. Click on FILE.

Click on the PRINT button

Finally, you will see a TOPS MESSAGE indicating the location of the saved CSV file.

Note the location where the file is being saved. Most systems are set up to save the file in the
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COUPONS directory under TOPS. The file name is the same as the Community ID field you
entered previously.

Click on the OK button.

This is the CSV file you will upload when placing your order with Page Per Page.



Section 11
Statements

Follow the instructions below to generate a Statement file for Page Per Page:

1. From the TOPS Main Menu, click on the AR Module.
2. Then click on Bills & Coupons.
3. Then click on Statement



The following screen will be displayed. Fill in the fields per the instructions below.

Period:

Include future charges:

File Format:
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Y ou must define the date range for the statement activity.

Start Date — The beginning date for showing the owner charge
and payment activity.

End Date — The ending date for showing the owner charge and
payment activity. All charges and payments within this range of
dates will be part of the Statement file.

Due Date — The date payment is due from the homeowners.

Use this checkbox to include the next billing period’s recurring
charges in the statement file even though the charges have not
been applied to the owners yet. TOPS knows how to read the
Charge Tables to include future charges so you do NOT need to
apply the charges to the owners in order for them to appear on
the statements. Simply check the Include Future Charges to
add them.

If you checkmark Future Charges, you will see the following:

The description will be included in the Statement file as an
explanation of the Future Charges.

Choose AlphaGraphics or Page Per Page. Your choice will
depend on which version of TOPS you are using,



Community ID:

Statement “as of” date:

Period Description:

Print Payment History Notes:

Make Checks Payable To:

Grace Period:

Return Payment Address:

Messages:

Late Day:

Late Fee:

11

Bank ID: The ID assigned to your company by your bank (if
you are using a lock box service). This part of the field can be
left blank if you are not using a lock box bank.

DASH - This separates the Bank ID from the Association ID. If
you did not enter a Bank ID, the DASH is NOT required.
Association ID — The alpha numeric Community ID. This is a
mandatory element of this field.

The date used to calculate the owner balances forward to be
printed on the statements. Any charges and payments up to and
including this date will be included in the calculation of the
balance due, if any.

The billing description you want to have printed on the
statement.
(Example: May 2010).

Normally, you will NOT want to check this box. If the box is
checked, Payment History Notes will be printed.

The default is the Return Payment Community Name from the
Owner Control File. You can override this entry by typing a
different name if desired.

The number of days after which payment is considered late.
Using the pull down arrow, select one of the three options
Community Address

Lockbox Address

Other Address
A free form message to be printed on all statements. All text
will wrap as formatting is not available (bullets, blank lines,
etc.). Enter the message EXACTLY as it should be printed.
Day of the month that a Late Fee will be assessed.

Fee assessed if payment is late.



Sample of a completed STATEMENT screen

Click on the PRINT button

Next, you will see the Report Sort Options screen.

Print For: Select which homes you want to include in the statement file you are
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Print Order:

Include:

Include:

about to create.
All Homes — Every home in the community.

Range of Homes — Enter a beginning home and an ending home. All
homes in this range will be included in the statement file.

Section/Building — If you setup Section, Phase or Building tracking in
the

Owner Database, you can select a particular Section or Building to be
included in the statement file.

Selected Home — Select individual home(s) to include in the statement
file.

Select the Print Order that best suits your needs for generating the
statement file.

Street Address — Generates statements from the first street on file to
the last Street on file in ascending order.

Account Number — Generates statements in ascending order from the
lowest Account # to the highest.

Lot/Unit # - Generates statements in ascending order from the lowest
Lot/Unit # to the highest.

Owner Last Name — Generates statements in descending alphabetical
order starting with the letter A to Z.

Zip Code — Generates statements in Zip Code order. The statement file
is generated in ascending order from the lowest Zip Code to highest.

Select the Owner Types that you wish to include in the Statement file.

Select the Bill Types that you wish to include in the Statement file.

Click on the PRINT button
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If you checked the Include Future Charges on the first screen, then you will see this screen
next.

In the Include column, the default is NO. To have future charges included, double click each
line item you wish to have included as future charges and change the NO to YES.

Click on the NEXT button
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Next, you will see a TOPS MESSAGE indicating the location of the saved CSV file.

Note the location where the file is being saved. Most systems are set up to save the file in the
COUPONS directory under TOPS. The file name is the same as the Community ID field you
entered previously with a prefix of “ST-*.

Click on the OK button.

This will take you to the Print Reports screen. Click on FILE.

Click on the PRINT button.
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Y our file has been created!

Click on the OK button.

You are now ready to place your order with Page Per Page.
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Section II1
General Mailings

Outsourcing community mailings can be a tremendous time-saver for a management office. It
eliminates the need to print mailing labels, stick them on envelopes and stuff envelopes with the
information being sent out. Page Per Page can handle all of this for you without ever having to
leave the comfort of your own desk.

1. From the TOPS Main Menu, click on the OWNER Module.
2. Then click on Mailings.
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The following screen will be displayed. Check the Print Mailing Labels radio button. And,
NEXT

Then, Under “Paper Type” choose Export to file.
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Then, Under “Select Export” choose AlphaGraphics or Page Per Page Export.
Then, NEXT

Select “Order By” option. Any option will work.
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Include: (in the right hand column)

On-Site Owners — owners who live at the property address within the community.
Off-Site Owners — owners who have an Alternate Mailing Address in the owner
record. It will only include those owners who have a checkmark in “Use Alt Address”
in the Maintain Owner screen.

Renters / Tenants — checkmark this option to include Renters in the mailing.
Developers — checkmark this option to send a mailing to the Builder/Developer for
any homes/lots they own.

Consolidate Group Owner — If you use the Owner Groups for owners who own more
than one home in the community, check marking this option will give you just one
mailing record for all the homes that are part of an Owner Group. If you do not check
mark this option, then a separate mailing will be printed for every home whether part
of an Owner Group or not.

Select “Process For” options:

All Homes — all the homes in the community for the Owner Types selected above.
Range of Homes — select a beginning and ending home to create a mailing for all the
homes in the range. The range selection uses the default Preferred Access Method
specified in the Owner Control File. So, depending on the Preferred Access selected,
you will be able to pick the range by Account #, Lot/Unit # or Street Address.
Section/Building —select a Section/Phase or Building or for multiple selected sections.
Double click on a section to include it. You can select multiple sections. You also
have the option to click on the All Sections option.

Selected Homes — checkmark this option to be able to individually select the homes to
include in the mailing file. You will see the home selector below after you

20



And, NEXT

Review file for accuracy. Click on the “Save As” button and save to your DESKTOP .
This is the file you will upload when placing your General Mailing order.
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