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HOW CONDO WORKS
HOW CONDO WORKS — WHAT CONDO DOES

The purpose of Condo is to create owner statements and profit & loss statements for individual
unit owners. Owner statements print incomes and expenses, previous balances, monies paid or
received, and ending balances. Owner profit & loss statements print incomes and expenses and
net profit or loss. These reports can be printed for owner or unit. A consolidated profit & loss
report for all units will show the total for all units/owners. Condo is not the hotel’s ledger, nor is it
the association’s ledger. Condo is constructed to provide payable, receivable, and profit/loss
information to individual unit owners.

HOW CONDO WORKS WITH HOTEL

At Night Audit in Hotel, room charges are posted to guests. Throughout the day, other charges
may be posted to guests. After all charges are posted and reports are printed, the Auditor
transfers room charges to Condo. Other guest charges designated in GACONDO.FIL are
transferred as well. The guest charges become income (revenue) to condo owners. Additionally,
the software generates automatically any expenses to owners designated in GACONDO.FIL.
Housekeeping might be such an expense. The Night Auditor does nothing else in Condo
processing unless this is part of the Auditor’'s job. GACONDO.FIL is a configuration file in your
Hotel™ directory. See your Execu/Tech representative for more information.

HOW CONDO WORKS WITH ACCOUNTS PAYABLE

Accounts Payable and Condo interface in two ways:

1) The total due each owner will transfer into Accounts Payable for payment to owners if this
option is selected from the Condo Processing program. All owners can be paid at once,
individual owners can be selected for payment or nonpayment, and owners can be partially
paid. When owners are paid from Accounts Payable, transactions are generated in Condo to
reflect these payments.

2) Invoices entered through Accounts Payable, such as utilities, can be distributed as expenses
to owners and these transactions are generated automatically in Condo.

You will need to set up each owner as a vendor in Accounts Payable. Since Accounts Payable
Vendor Codes can be alpha or numeric, you may find it convenient to create numeric codes for
non-owner vendors and alpha codes for owners, or vice versa. This will make lookup easier.
Codes can be a combination of alpha and numeric characters as well. Vendor codes are limited
to five characters.

Accounts Payable will create 1099's for owners if so designated in vendor setup.

HOW CONDO WORKS WITH GENERAL LEDGER

Several factors go into how you will set up Condo income and expense items to go to General
Ledger. Some of the considerations are as follows:



1) Is General Ledger the owners’ general ledger or is it the association’s general ledger? The
answer to this question will determine whether you assign a transaction to a debit or credit
account. For example, “DUE TO OWNERS” is an asset if the General Ledger is owners’
general ledger. It is a liability if General Ledger is the association’s general ledger. (Note:
the term ‘association’ is used here to describe any entity such as a management company,
condominium association, etc.)

2) Is General Ledger a different company (in Execu/Tech software’s company setup) than the
Condo processing company? In other words, will you process Condo in one company and
handle General Ledger in another company?

3) Do you want each Condo transaction to go to General Ledger, or only DUE TO OWNERS
(the net after income and expenses)?

4) When you pay an expense in Accounts Payable such as a utility bill, will you distribute the
expense among the Condo owners? If so, do you want this reflected in General Ledger as
Association expense, or Owner expense? If Owner expense, do you want it in an expense
account in General Ledger or in the sum of DUE TO OWNERS?

Remember that Condo accounting is from Owner perspective. For example, the Condo Owner
Profit and Loss Statement is for the owner. Condo creates sub-ledgers separate from Hotel
Guest Ledger and General Ledger.

It is imperative that you have your accountant help you set up your General Ledger accounts as
well as determine which General Ledger accounts are assigned for each Condo charge and
payment debit and credit accounts. Execu/Tech will describe the flow of data but will not advise
you on assigning General Ledger account numbers.

This document will contain illustrations, screen shots, and printouts. Bear in mind that these are
examples only. You will be expected to make decisions based on your site’s requirements.

Execu/Tech’s representative will have set up a TRAINING version of the software so that you can
experiment, test, and practice. If you take the time to practice everything involved in Condo
processing, you will understand how things work when you start processing in the live version of
the software. You will find it far better to take a little time practicing now rather than undoing or
redoing transactions later.

SHORT GLOSSARY:

FOLIO: In Hotel, a guest folio is a record of charges and payments for a guest in a room. A
master folio is a record of charges and payments as well but is not assigned to a room.
CHARGE: This is an expense. In Hotel, a charge is an expense to a guest. In Condo, a charge
is an expense to an owner.

PAYMENT: Money or other consideration received in payment for charges due or anticipated.
INCOME: Revenue. Income is not the same as payment or receipts. Room charge (expense) to
a guest is Income to the Hotel or to the Condo owner. Income exists whether payment is made
or not, although payment is expected to have been paid or to be owed.

BATCH: A group of transactions. Batches are to be updated, which makes them permanent.
When a batch is updated, the batch file clears and a new batch is created. In Condo, a batch is
created or added to at Night Audit when the auditor transfers room charges to Condo. A batch is
created or added to in Condo processing.



HOW TO SET UPCONDO & ITSINTERFACES

SETTING UP CONTROL RECORDS
(E] CONTROL FILE SETUP - H[=1 &3 |

E xit |

1

Froperty chart of accounts setup

IInit expense [charge] codes

Init income [papment] codes

[rata dictionary

Parameter Becord

E =it

The first thing you will need to set up is the control file. From the Condo Owner Processing
menu, select Set Up Control File. Set up the records in the order in which they appear on the
CONTROL FIL SETUP menu, shown above. The key to success in Condo Owner Processing is
proper setup of each record.



SETTING UP CHART OF ACCOUNTS

@ PROPERTY CHART OF ACCOUNTS SETUP  ASSOCIATION-MANAGEMENT M= e |
E uit |

Account code [Look-up: [1000 ExISTING ACCOUMT CODE

1. Description; |DUE TO/FROM DWwWHER

2. Type of account: I'I Azzet
Ok7? [r]es. [D]elete, 1-2; IE

1000 DUE TOfFROM OWHER

1100 CWHNEER EREVENUE

2100 BATD TO OWHNER

2200 BATD BY OWHNER

3000 RENTAL INCOME

3100 PET INCOME

3200 BMENITIES INCOME

3300 HEW INCCHE

3800 HMANAGEMENT FEE

4100 HOUSEEEEPING

4200 HMATNTENANCE FEE

4300 GENERAL PURCHASES -

4400 CREDIT CARD FEES

4500 TRAVEL AGENCY COMMISSION
Prewious Mext Cancel

The property chart of accounts determines which items are assets, liabilities, incomes, and
expenses. In the above example, you see several accounts. All that begin with 1 are assets; all
that begin with 2 are liabilities; all that begin with 3 are incomes; and all that begin with 4 are
expenses. Account 1000, DUE TO/FROM OWNER, is an asset account. Remember that Condo
Owner Processing is owner ledger and should be set up from owner perspective.

Each code must be numeric and must be four or fewer characters.
Account type 1 is asset to owner.

Account type 2 is liability to owner.

Account type 3 is income to owner.

Account type 4 is expense to owner.

Each account must be the correct type.



SETTING UP CHARGE/EXPENSE CODES

[E] EXPENSE CODE SETUP ASSOCIATION-MANAGEMENT == B2 |

E uit |

Expenze code [Ljook-up: [H5KF ExISTING EXFEMSE CODE

1. Description: |HOUSEKEEFRING

2. Property account Dir; I‘” oo HOUSEKEEFIMNG
3. Property account Cr; [1000 DUUE TOAFROM OWHER
4. Gen. Ledger Debit: IEUU2 CUE TO/FROM DWMHERS
A, Gen. Ledger Credit; |3':":”:| MISC. IMCORME
B G/L Journal cd: I':N
7. Fived amount: .00

Ok? [v]es. [D]elete, 1-7: IE

After you have set up
your property chart of

CCFE CREDIT CARD FEES accounts you will need
GENE GENERAL PURCHLSES to set up charge and
expense codes. These
MFE MANAGEMENT FEE are alpha codes, such as
MTHC MLINTENANCE FEES those shown at left.
ORG OWHER REVENUE Each expense will have
TRAV TRAVEL AGENCY FEES a debit account number
UTIL UTILITIES and a credit account

number. In the example
above, HSKP, the credit
is 1000 DUE TO/FROM
OWNER and the debit is
4100 HOUSEKEEPING.
You also can assign
General Ledger debit
and credit accounts if
you wish.

Previouz Memt | LCancel

Remember that Condo Owner Processing is owner ledger and should be set up from owner
perspective. General Ledger may be from owner, association/management, or other perspective.
Your accountant will advise you on this.

Each code must be four or fewer characters. Take care to debit and credit the correct property
accounts. If you enter them backwards, your statements and reports will be incorrect.

If this is to be a fixed charge, you may enter the amount here is the amount applies to all units. If
the amount differs from unit to unit, you may assign the amount in the unit setup rather than here.



SETTING UP PAYMENT/INCOME CODES

[E] INCOME CODE SETUP ASSOCIATION-MANAGEMENT == B2 |

E uit |

Inzome code [L)ook-up: IHP E=ISTIMG INCOME CODE

1. Descriptior: |[REMTAL INCOME

2. Property account Cr: |3000 REMTAL INCOME

3. Property account Dr; |1I:IEIEI DUE TO/FROM OWHER
4. Gen. Ledger Credit: |2':":|2 DUE TO/FROM DwMERS
5. Gen. Ledger Dehbit: |4UDU OMER REVEMLUE ExP

E. G/L Joumnal cd: ICM

7. Fived amount; I-DU

Ok? [7]es. [D]elete, 1-7: IE

You will set up payment/income codes for payments to and from owners, and also for revenue to
owners. Each code must be four or fewer characters. In the above example, RP, RENTAL
INCOME has been set up. The property account debit is 3000, RENTAL INCOME. The property
account debit is 1000, DUE TO/FROM OWNER.

You can assign General Ledger debit and credit accounts to each payment/income code if you
wish.

Remember that Condo Owner Processing is owner ledger and should be set up from owner
perspective. General Ledger may be from owner, association/management, or other perspective.
Your accountant will advise you on this.

NOTE: All rental income must begin with RP.

Take care to debit and credit the correct property accounts. If you enter them backwards, your
statements and reports will be incorrect.

You may enter a fixed amount if you want that dollar amount to apply each time this code is used.

At left is a list of
AMENITIES INCOME example
OWE ELID BY OWNER payment/income
OWT BLID TCO OWNER codes.
BET PET FEE INCOME
RE RENTAL INCOME
FPrevious | Hest | LCancel |




SETTING UP THE PARAMETER RECORD

@ PARAMETER RECORD SETUP ASSOCIATION-MANAGEMENT M= B2 |

E it |

1. General Ledger Accountz Pavable Comparny: ID2
2. For Owners' Statementz: Beainning Rent |3|:”:”:|
3. For Dwnerz' Statements: Ending Rent Income &ccount; |3|:”:”:|
4. Mo, of print lings on owner's statement [45-60]; IED
Mo, of extra lines at top of page [0-15]; IED
5. Fired unit expensze generation- Fised expense 1: I
G. Fired expenze 2 I
¥. Fired expenze 3 I
8. Fixed expenze 4: I
9. Fired expenze 5; I
10. Fixed expensze B I

11. Management Fee Generation- Management Fee expenze cods;  [MFE
12, Owner's Bevenue Generation expenze code:  |0RG
13 'Payment to Dwner' Code for witing owners' checks:  |0WT

14. Frint guest's detail on Owners' Statements? IN
Ok? [7]es [M]o: IE

8.

9.

Enter the two-digit number for the company in which General Ledger entries are to be
created and from which Accounts Payable invoices and payments are to be made.

Enter the beginning property account number for rent income. These numbers were created
in the property chart of accounts setup.

Enter the ending property account number for rent income. If you have only one rent income
account, this will be the same number you entered for field 2. Any transactions posted to
accounts between and including the account listed in field 2 and the account listed in field 3
will be included in TOTAL RENT INCOME on the owner statements. Other incomes should
be outside the range of the account numbers you enter in fields 2 and 3.

Enter the number of lines you wish to print on owner statements and the number of extra
lines to leave at the top of the page. These numbers can be adjusted as needed.

See note, below.
See note, below.
See note, below.
See note, below.

See note, below.

10. See note, below.



11. Enter the charge/expense code for management fee or commission generation.
Management fee or commission is the percentage each owner will be charged based on
nightly room revenue. If owners are to be charged a management fee or commission on
other income types you will need to edit GACONDO.FIL, which is in your Hotel directory.
Contact Execu/Tech before editing this file.

12. Enter the charge/expense code for generating owner revenue. Owner revenue generation
creates an invoice in Accounts Payable for each owner, provided each owner is set up in
Accounts Payable in Vendor Setup.

13. Enter the payment/income code for payment to owner. When owners are paid through
Accounts Payable, transactions with this code are created for each owner. The next owner
statement that you print will show the payment.

14. Answer Y for yes or N for no for printing guest’s detail on owner statements.

NOTE: For fields 5 through 10, enter an expense code for any charge you want posted monthly
when fixed charges are generated. Fixed charges are generated at month end Step 1. The dollar
amount will be applied to each unit when you set up the units. If each fixed charge applies to all
units, you will enter those codes here. If different units have different fixed charges, you will enter
the codes in the unit setup rather than here. There is no limit to the number of fixed charges you
set up in charge/expense code setup, but each unit is limited to six.

10



SETTING UP DATA DICTIONARY (Owner Information Fields)

OWNEH HLE [ TRINAHT BUAIN T ENANLE AU LA T M- SARMALEMEN |

You can add information fields to the owner setup screen through the owner file dictionary
maintenance screen, shown above. When you arrive at this screen, your cursor will be at the
‘Ok?’ prompt. In the example above, you would type 1 to go to line 1. You will give the new item
a name, such as CONTACT. You will give it a description, such as ‘Contact Name’. This
description displays on the owner setup screen. (See Page 14.) For ITEM, refer to the left-hand
side of the screen shown above. Items 1-2 allow for a 20-character alpha field. This means that
on the “Contact Name’ field in the owner setup screen, you will be able to fill in up to 20
characters of information. SEQ is the relative sequence for each item to display. Contact Name
displays before “Phone Number’ since it is a lower sequence number.

To delete an entry, type the line number from the ‘Ok?’ prompt. Your cursor will move to that line
number. Type DELETE under the NAME column. This will delete that item.

11



Below is the OWNER MASTER SETUP/CHANGE SCREEN after two new fields were added
through Data Dictionary setup. Items 1 through 6 are standard fields. Iltems 7 and 8 were added.
See Page 11 for instructions on setting up new fields.

.-_ DWHNHEH MAGTER Sk 1L AL AN A S LA L MANSL ENER
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SETTING UP OWNERS AND UNITS

[E] OWNER/ UNIT PROCESSING - =l E3 |

E xit |
1 Setupd change Owners
2 Setup/ change Unitz
3 Enter unit income, expenze
4 Dizplay unit detail
] Select another compary
Exit

From CONDO Owner Processing, go to Owner/Unit Processing. The Owner/Unit Processing
Menu is shown above. Option 1 is the owner setup screen. Option 2 is the unit setup screen.
Option 3 is the transaction entry and review screen. (See Pages 21 and 24 ). Option 4 will
display unit account detail. Use Option 5 if you have more than one company and you need to
switch to another.



SETTING UP OWNERS

: UWNEH MAS TER St AL SN LA TN -MAMANL EMER |

il

(IR RN AR IR NN N RN RN AR IR NN N N RN IR RN R N NN NI RIRIR RN ARIRINI NN I ARNA R N NN IRARRN

Each owner must be given an owner code. This code can be alpha or numeric, up to four
characters. We advise against using the unit code for the owner code since units change owners
and an owner code can be used only once. Each unit will have only one ‘owner’ even if the units
are co-owned or owned by a corporate entity.

Fill in the name, address, city, state, and Zip as you want them to appear on owner statements.

For field 5, type O to print this owner’s statements by owner. Type P to print the statement by
property. If this owner is inactive (for example, the unit has been sold to another owner), type I.

For field 6, type the Accounts Payable vendor code for this owner. This code needs to be set up
in Accounts Payable if you are going to use the A/P interface to pay owners and/or track amounts
due to and from owners.

Fields 7 and 8 are user defined fields set up in the Data Dictionary Maintenance setup in the
Condo Control Record setup.

14



SETTING UP UNITS

[E] UNIT MASTER SETUP/CHANGE ASSOCIATION-MANAGEMENT M= B2 |

E xit |

Unit code [L)oak: I'IEIEI'I EXISTING LMIT

1. Description:  |2BR LAKESIDE

2. Current owner: ISMJ-{"-
3. Fixed expense [1]: |1EI.EIEI Code:; IMTN':
4. Fixed expenze [2]: [0 Code: |
E. Fixed expenze [3]: [00 Code: |
E. Fired expenze [4]: I-E":' Code: I
¥. Fixed expensze [G]: I-':":' Code:; I
&. Fixed expensze [B]: [0 Code: |
5. Management fee i [z000 Code; IMFE
10. Rental revenue code: IHF"
11. Income expensze poal; IEEF”—

12. Comment; |

IE Ok7? [1es, [Clancel, [Delete, [1-12], [Flint

Each unit code must match the unit’s corresponding hotel room number in Rooms Setup in the
Hotel Manager Menu. This is the link between Hotel Guest Services and Condo. Type L to look
up existing units.

In field 1, type a description for this unit, up to 30 characters.
In field 2, type the owner code for the unit’s current owner. See Page 14 for owner setup.

In fields 3 through 8, you can enter up to six fixed charges for this unit. These charges will be
generated automatically at Month-End Step One when management fees or commissions are
generated. In the first column, enter the dollar amount (such as 10.00 for ten dollars) for this
charge. This will be an expense to the owner and will print on the owner statement. In the
second column, enter the charge code for this fixed charge code. See Page 7 for
charge/expense code setup. If all or several units have a common fixed charge, you can enter
the code in the Parameter Record (see Page 9) and enter the amount in each unit setup. If you
use the Parameter Record to define fixed charges, you are limited to the six charge codes per
unit defined in the Parameter Record. In other words, if Fixed Expense 1 is MTNC in the
Parameter Record, then Fixed Expense 1 will be MTNC for all units. However, for any unit with a
blank or zero amount, the charge will not be posted or printed on the owner statement.

In field 9, enter the percentage or room rental to be charged at Month-End Step 1. This will be
the management fee or commission. For twenty percent, type ‘20'. In the second column, enter
the charge/expense code for the management fee or commission. If all units have a common
percentage and code, you can leave field 9 blank. You can enter the code in the Parameter
Record, and you can enter the percentage when prompted at Month-End Step 1.

15



In field 10, enter the Rental revenue code for room rental income for the owner. The code must
begin with RP. See Page 8 for payment/income codes.

If you do not pool income and expenses between owners, you may skip field 11. If you pool
income and expenses between owners, enter the code here. For example, if all 2BRL unit
owners share in 2BRL revenue, you would create a code for that pool. If all 3BRB unit owners
share in 3BRB rental revenue and expenses, you would create a code for that pool. Pool codes
are not set up anywhere else. All units with a common pool code will share revenue and
expenses.

Additional parameters for Pool Codes may need to be entered into GACONDO.FIL. Execu/Tech
will advise you.

In field 12 you can add additional comments, up to 30 characters.

16



SETTING UP ACCOUNTS PAYABLES

If you are using Accounts Payable to pay owners and/or keep track of amounts due to and from
owners, you will need to set up the owners and vendors and you will need to edit the Accounts

Payable Control Record.

From Back Office Accounting, go to Accounts Payable. Select Accounts Payable Processing.

The menu shown below will display.

@ Accounts Payable System by Execus !El m |

E uit |

1

Set-up vendor master

Enter/ change invoizce

Enter manuald void check

Set-up contract payable

Dizplay vendor detail

Set-up contral recard

Select invoices for payment

Look-up vendars by name

Select another comparny

E =it

Select Option 1 to set up owners as vendors. After you have set up all of the owners as vendors,

select Option 6 to edit the Accounts Payable control record.

17



SETTING UP OWNERS AS A/P VENDORS

From Back Office Accounting, go to Accounts Payable > Accounts Payable Processing > Set up
vendor master.

L Sk U WENDOH MAS TERRHILE

Enter a code, up to 5 characters for this owner. This is the ‘vendor code’ in the unit setup in
Condo Unit Setup. This code can be alpha or numeric. You might to use one type of code (such
as alpha) for owners and another type of code for other vendors such as a linen supplier so that
they will be easier to look up.

Type the name, address, city, state, and Zip to print on checks to owners.

In Field 7, enter a 3-character vendor type. This will allow you to print checks and certain reports
by vendor type.

Leave Field 8 blank.

In field 9 enter the owner’s social security or tax ID number.

Field 10 is optional.

In field 11, type Y if you want the social security/tax ID number to print in SSN format. Type N to
print the number in tax ID format.

When you get to Field 12, a list of 1099 groups will display. You will select one of them.

In Field 13 enter the 10-digit phone number. You do not need to type spaces or hyphens.

In Field 14 type the information you want to print on the memo line on the checks to owners.
Leave Field 15 blank when setting up owners.

You can type notes about this vendor/owner by typing N at the ‘Ok?’ prompt.

When you are finished, type Y at the ‘OK?’ prompt. If you do not do this, you will not save the
information.

18



SETTING UP ACCOUNTS PAYABLE CONTROL RECORD

From Back Office Accounting, go to Accounts Payable > Accounts Payable Processing > Set up
control record.

IEI SET-UP AP CONTROL. RECORD ASSOCIATION- MANAGEMENT
1. ASPF control account......: 2008 ACCOUNHTSE PAYABLE
2. Discount account......e..:

3. Bank B accoont codes.....: {1 to 3%y or <{Esc?
4, Invoice to specific bank.: REHTE DTF/Laser only
1. Ba 1088 13. 25.
2. CH 2082 14, 26.
3. 15. 27.
4. 16. 28,
5. 17. 29,
. 14, an,
7. 19. 1.
8. 2@, 32.
9. 21. a3,
18, 22. an.
1. 23. as.
12. 24,

Ok? _  (Y)es, {1-h)

Field 1, ‘A/P control account’, is the general ledger account number for Accounts Payable.

Do not enter anything for field 2, ‘Discount account’.

When you are at field 3, ‘Bank & account codes’, type a number 1 through 35. This will take your
cursor to the corresponding line in the lower part of the screen. You will set up bank accounts
from which to pay owners and other vendors, and you will set up an internal code that will create
“paid to owners” transactions in Condo Owner Processing. (See Payment/Income Code setup in
Condo Control Record Setup instructions.)

To set up bank accounts from which to pay owners and vendors, set up a bank code up to 3
characters. This is BA in the example above. Press <enter>. Your cursor will move right. Type
the general ledger number for this bank account. This is 1000 in the example above. Press
<enter> again and your cursor will return to field 3, ‘Bank & account codes’. Continue in this
manner until you have set up each bank account from which you will pay owners and other
vendors.

After you have set up banks, you will set up a code that will be used internally by the software.
This is CN$ in the example shown above. The code must be CN$. The account number will be
your general ledger account number for DUE TO/FROM OWNERS. This typically is a liability
account, but consult your accountant. Press <enter>. Your cursor will return to Field 3 at the top
of the screen Press <enter> again and your cursor will move to the ‘Ok?’ prompt. Type Y to
save.

Leave Field 4 blank.
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HOW TO PROCESS CONDOQ: DAILY

[E] HOTEL@m) by Execu/Tech _ & ]
File Front Desk Reservations Accounts Payable | Might Audit | Manager Back Office Accounting

Print Room Inventons

Post Room and Tax

Print Charge and Payment Joumal
Print Guest Trial Balance {Detail)

Transfer Room Charges to COMDO{m)
Print Might Audit Recap (Preliminary)
Reorganize Files (Back up first!)

= Tazkz Currently Open Update Advance Deposit Folio

Create Gen Ledger/ City Ledger Postings ——
Prirt Automated Maming (c) Repart
Prirt Daily Report

1*-‘."!.'.'“!'! the hosp / ihdustry since 1982

As hotel guests are charged room rental, transactions are created in a holding file, awaiting
transfer to Condo Owner Processing. At Night Audit, when the day is ‘closed’ by the Night
Auditor following the steps shown above, those transactions are moved to a condo ‘batch’ (see
Glossary on Page 4). Once the transactions are in the Condo transaction batch, the employee
who processes Condo will review and update the transactions. The Night Auditor will continue
the Night Audit steps, with no further processing of Condo Owner steps.

If you don’t see Night Audit as shown above, go to Guest Services, then go to Night Audit. Night
Audit procedures should be done in the order shown. Options beginning with ‘Print..." can be
done as many times as necessary. All other procedures must be done only once, including
‘Transfer Room Charges to CONDO (tm)'.

The batch will go to the terminal designated in MENUINI.FIL if MENUINI.FIL contains the

command line, ‘HOTEL-CONDO-TERMINAL=X' (X being the terminal number, 1-8). Contact
your Execu/Tech support representative before editing this file.
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REVIEWING AND UPDATING DAILY TRANSFERS

REVIEWING THE CURRENT BATCH

E OWNER/UNIT INCOME/EXPENSE ENTRY ASSOCIATION-MANAGEMENT M= B2 |
E it |
Batch= Terminal= 1 Enter beginning seq no goean|
SEQ-—-TYPE-OWH--————- UHIT---—-———- DATE--CODE--—-AMOUNT--REFEREHCE-COMHMENT ———-
aaal | P SHJA 1881 811584 |RP 250.00- (A088614 ADAKMS, ADAM
aa82 |0 SHJA 1881 811584 (HSK 4L5.88 |(QAfda1Yy ADAKMS, ADAM
gaa8g |0 SHJA 1881 8116085 |GEH 12.58 (TOASTER GEHERAL PUR
Continue? {Y/H) ¥, (P)rint| Total: 192 .58-

All transactions will appear in a ‘batch’ (see Glossary, Page 4). This batch can be reviewed by
going to Condo Owner Processing > Owner/Unit Processing > Enter unit income/expense >
Review transactions. You can then enter the beginning sequence number to review, or press
<enter> to view all transactions. You can view only the current batch. Once a batch has been
updated (See page 22) you can no longer view it on this screen.

Transactions are created one of five ways:

The Night Auditor selects ‘Transfer room charges to CONDO(tm)’ from the Night Audit menu.
Entries are created manually directly into the current batch.

Month-end Step 1 is run, creating management fee and fixed charged transactions.
Month-end Step 3 is run followed by payment to owners in Accounts Payable.

Expenses to owners are created through Accounts Payable.

arONE

Income to owners (such as room rental revenue) and payments to owners will appear as ‘P’
under TYPE in the second column as shown above. Charges or expenses to owners will appear
as ‘O’ under TYPE.

DATE will be one of the following:

1. Date that room charges were posted to guests, along with corresponding income and
expenses outlined in GADONDO.FIL.

2. Date that manual entries were posted or assigned.

3. Last date of the month, generated by ‘Month-end’ procedures.

4. Date owners were paid through Accounts Payable.

CODE reflects the codes you set up in Charge/Expense Code Setup (see Page 7) and
Payment/Income Code Setup (see Page 8). Rent income always will be RP. This is the rent
income created by room rental charge to guests and transferred at Night Audit.

Income and payments to owners will be a credit, shown with a minus sign in the AMOUNT
column. Charges or expenses will be a debit, with no minus sign. The exception is reversing
entries made to debit income or payments to owners, or to credit charges or expenses or
payments from owners. Consult your accountant if you do not understand accounting principles.
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PRINTING AND UPDTING THE CURRENT BATCH
Go to Condo Owner Processing > Transaction Edit Print and Update. Answer ‘Yes’ to continue
printing the CONDO transaction batch. You will then be asked, ‘Do you wish to update batch X

now?’ (X being the batch number). Answer ‘No’ the first time, so that you can review the batch
printout prior to updating.

CONDO CHARGE/PAYMENT TRANSACTION UPDATE |

D : o : 2
“_‘./ Continue printing COMDO transaction batch?

No |

CONDO CHARGE/PAYMENT TRANSACTION UPDATE [E4

2} ; 7
&_*/ Do you wish to update batch 1 now?

fes

After reviewing the batch up, return to Condo Owner Processing > Transaction Edit Print and
Update. Answer ‘Yes' to continue printing the CONDO transaction batch. You will then be asked,
‘Do you wish to update batch X now?’ (X being the batch number). Answer ‘Yes’ to update the
batch. After update, the batch clears and a new batch is created. For example, after Batch 1 has
been updated, Batch 2 will become the current batch.

Transactions do not become permanent until update, so you will need to remember to update the
batch regularly. Update the batch after entries are generated at Night Audit. Update the batch
after you have manually posted transactions. Update the batch at Month-end procedures.
Update the batch after you have paid the owners through Accounts Payable.
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When you select Transaction Edit Print and Update from the Condo Owner Processing menu, the
current batch’s transactions will print on a report entitled, PROPERTY MANAGEMENT
CHARGE/PAYEMENT EDIT, shown below.

DATE 1/15/04

T BATCH SEQ CWNER
1 00001 1 SHJ&
1 00001 £ BHMJL
1 00001 8 EBMJA
1 00001 3 SMJIA
1 00001 10 SHJA

BATCH TOTALS- VALID:

1/15/04 P RP 3000 1000 250.00- 0000014 ADAMS, LDAM
1/15/04 © HSEP 4100 1000 45,00 0000014 ADAMS, LDAM
1/16/05 © GENWP 4300 1000 12.50 TOASTER GENERAL PURCH
1/16/05 © GENP 4300 1000 12.00 TOASTER GENERAL PURCH
1/16/05 © UTIL 4600 1000 43.85 ELEC UTIILITIES
AMOUNT COUNT ERRCE: BMOUNT COUNT
BRYMENT 250.00- 1
OTHER 113.35 4
1/15/04 CH 205.00-
1/15/04 CH 250.00
1/15/04 CH 45.00-
1/16/05 CH 19.35-
1/16/05 CH 24.50-
1/16/05 CH 43.85
TOTAL DEEITS: 293.85
TCOTRL CREDITS: 293.85-

ASEOCIATICN-MANAGEMENT
PROPERTY MANAGEMENT CHARGE/PRYMENT EDIT

2002
4000
3000
2002
3000
4100

DATE TYPE CODE RCCT'"S

AMOUNT REFERENCE CCMMENT

FAGE 1

Each transaction will post to the Property Account associated to each charge (expense),

payment, or income code. See Page 5 for Control Record Setup. If general ledger account
numbers were entered when charge, payment, and income codes were set up, general ledger
transactions will be generated, as shown above.

Your accountant can advise on set up of general ledger accounts.
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ADDING NEW TRANSACTIONS IN CONDO

ADDING TO THE CURRENT BATCH OR A NEW BATCH

|E OWNERYUNIT INCOME/EXPENSE ENTRY ASSOCIATION-MANAGEMENT M=l B2 |
Batch=88081 Terminal= 1 JAHES SHITH
UTILITIES
00809 Unit:1881 Date:11605 Amount: 12.80 Comment:GEHERAL PURCHASES
Ovner :5MJA Code:GEHP 0 Reference:TOASTER 0Ok? (¥)es, {(H)o: ¥
Bae18 Unit:1881 Date:1168% Amount: 43.85 Comment:UTILITIES
Ouwner :5MJA Code:UTIL D Reference:ELEC Ok? (¥les, (H)o: ¥

Go to Condo Owner Processing > Owner/Unit Processing > Enter unit income/expense > Add
new transactions.

Enter the unit number for the transaction you wish to enter. The code of the current will display.
Press <enter> if this is the correct owner. The current date will display. Press <enter> to use the
current date. See NOTES regarding date at the bottom of this section. Enter the charge
(expense), payment, or expense code for this transaction. Enter the amount of the transaction.
The amount will debit or credit or credit the appropriate property accounts, based upon the type of
code you enter. You do not need to enter a minus unless you are making a reversing entry.

If you wish to type a reference, you may type up to ten characters. You may type a comment, up
to 20 characters. The comment will print on the owner statement. When you get to the Ok?
prompt, type Y and press <enter> if the information is correct. Type N and press <enter> if the
information is incorrect. Continue entering transactions in this manner. Remember to update the
batch when you have finished.

PRINTING AND UPDATING THE CURRENT BATCH

Transactions do not become permanent until update, so you will need to remember to update the
batch regularly. Go to Condo Owner Processing > Transaction Edit Print and Update. See Page
22 for detailed instructions.
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ADDING NEW EXPENSES THROUGH A/P

ENTERING THE A/P INVOICE

You can use Execu/Tech’s Back Office Accounts Payable to distribute expenses and liabilities to
owners as you enter A/P invoices. This will allow you to enter an A/P invoice for payment to a
vendor such as a utility company, etc., and distribute it here rather than through Condo.
Transactions will be generated automatically in Condo. Go to Back Office Accounting > Accounts
Payable > Accounts Payable Processing > Enter/Change Invoice. The ACCOUNTS PAYABLE
INVOICE ENTRY screen will display, as shown below.

IEI ACCOUNTS PAYABLE INVOICE ENTRY ASSOCIATION-MANAGEMENT
Enter wendor code......: BE6GHS GAS COMPANY
Involce number or (L)..: BZA77TE4 General ledger date..: 2010h
Involce amount.........% LE0.ea Involce date.........: 20108
Piscount amount........$ a.ea Due date......cccca-.2 2O1DE

Comment ...: BAE COMPAHY
Fay code..:
Inwolce distribution:

Company G/L account AmCUnt BOR.0B not distributed.
1. 082 Zhaz iR Company : &2 SHJA Undit:10@1 Code:UTIL
UTILITIES Comment: BAE COMPAHY kT ¥

Enter the vendor code. This is the vendor you owe such as GAS COMPANY in the above
illustration. If the vendor has not been set up, you can type S to set it up now. Type L to look up
existing vendors. See Execu/Tech’s Back Office documentation for instructions on setting up
vendors. After you enter the vendor code, press <enter>.

Enter the invoice number. This will be a number assigned by the vendor, or you can assign an
invoice number as you wish. Press <enter>.

Enter the invoice amount. For an even dollar amount you may type the dollar amount (such as
‘400’ for four hundred dollars) and press <enter>. For dollars and cents, type the dollar amount,
decimal, cents such as ‘400.32". Press <enter>.

Press <enter> for Discount amount and leave it at zero.

For General ledger date enter the date for this invoice to post to General Ledger. Use MMDDYY
such as 020104 for February 01, 2004. Press <enter>. Enter the invoice date. Press <enter>.
Enter the invoice’s due date. Press <enter>.

Comment will default to the vendor name. You may enter a comment, up to 30 characters.

For Pay code type P and press <enter> to pay this invoice now. Leave ‘Pay code’ blank by

pressing <enter> if you are going to pay this invoice at a later time. See Execu/Tech’s Back
Office documentation for instructions on paying invoices.
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Your cursor will move to the ‘Invoice distribution’ section of the screen. This is where you
distribute the invoice amount to the owners. Enter the information as prompted and press
<enter>to move to the next field.

Company is the number for the company in which you are processing Accounts Payable and
General Ledger. This may or may not be the same company in which you are processing Condo.

G/L account needs to be the General Ledger account for DUE TO/FROM OWNERS. This

account also must be set up in the A/P control record. (See Page 19.) The General Ledger
expense or liability will be set up in the Condo Charge/Expense Code setup. (See Page 7.)
Once you have entered the G/L account for DUE TO/FROM OWNERS as set up in the A/P

control record, you will be prompted for owner and unit information.

For Amount enter the amount to be distributed to an individual owner. For example, if this
$400.00 invoice were to be distributed evenly to four owners, the amount here would be 100.00.

Company here is the number for the company in which you are processing Condo. This may or
may not be the same company in which you are processing A/P and G/L.

Enter the Unit number for distribution of this expense or liability. Press <enter>.
At the Code prompt, enter the Condo charge/expense code.
Comment will default to the vendor name. You may enter a comment up to 30 characters.

At Ok? answer Y if the information is correct. The amount not distributed will reduce by the
amount you have distributed on this line. Answer N to re-enter this line.

Continue in this manner until the invoice amount has been distributed. The amount not
distributed will display on the screen. When the entire invoice amount has been distributed, your
cursor will move to the bottom of the screen. When prompted, press <enter> to save the
information and invoice.

NOTE: If you need to start over on this invoice, you must first finish it, and then delete it. Do not
escape out of this screen. To finish the invoice, distribute the entire invoice amount. When the
entire invoice amount has been distributed, your cursor will move to the bottom of the screen.
When prompted, press <enter> to save the information and invoice.

Pay this invoice as you would pay any accounts payable. Detailed instructions can be found in
Execu/Tech’s Back Office documentation.

REVIEWING THE CURRENT CONDO BATCH

CONDO transactions were created by your entering the DUE TO/FROM OWNERS G/L
distribution code on the invoice and by entering Condo units. See Page 21 for instructions.

PRINTING AND UPDATING THE CURRENT CONDO BATCH
Remember that you will need to update your CONDO batch. See Page 22 for instructions.
PRINTING AND REVIEWING THE GENERAL LEDGER BATCH

In addition to updating your CONDO batch, you will need to update your A/P batch so that
General Ledger entries will be created. See Page 46 for instructions.
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HOW TO PROCESS CONDO: MONTH-END
MONTH-END: STEP 1

GENERATING MANAGEMENT FEES AND FIXED CHARGES

CONDO™ will create management fees (commissions) and fixed charges with one program
rather than entering these expenses manually. This typically is done after the month has ended,
so that all room rental revenue, etc., has been posted. Dates will default to prior month. For
example, of you are processing month-end entries in February 2004, default dates will be for
January, as is shown in the illustration below. You can manually enter the dates if they are other
than the defaults.

You can enter the management fee percentage here, or the percentage can be entered for each
unit. If he amount is entered here, it will apply to all units that have had room rental income for
the month. Enter the percent amount in whole numbers. For example: for twenty percent, enter
‘20’ and press <enter>.

NOTE: if you charge owners management fee or commission for other income, the parameters
must be included in the configuration file, GADONDO.FIL, which is in your Hotel™ directory. See
your Execu/Tech representative for further information.

Enter the management fee code. This code must exist in the charge/expense code setup. See
Page 7 for instructions on setting up charge/expense codes.

You should answer N to ‘Is this a final run?’ so that you can review the management fees and
fixed charges prior to charging them to owners. Once you charge them to owners you cannot
undo them. You would have to do reversing entries to back them out or adjust them. After you
review the fees and charges, run this program again answering Y to ‘Is this a final run?’

~ CONDO MAMAGEMEMT FEE GEMERATIOM

Thiz program postz management fees
and aother fied charges to all unitz.

Perod beain date: |1 0104 (b DD
Period ending date: |1 3104 (bR DD

M anagement fee &: |2':|-'3':I [<Entery to use unit's &)

Management fee code; |MFE MAMAGEMEMNT FEE

|z thig final run'’s: IY [7]e= update, [M]o print anly
Continue?: |Y [7]e=, Mo
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The printout will list each owner, unit, total rental income, management fee percentage,
management fee dollar amount, and up to six fixed charges. Fixed charges are assigned either
in each unit’s setup (see Page 15) or in the Control File Parameter Record (see Page 9).

DATE FRINTED:

ASSOCIATICN-MANAGEMENT
2/01/04 MANAGEMENT FEE GENERATIOCHN

Fage: 1
FROM: 1/01/04 THRU: 1/31/04

CWHER UNIT INCCME RATE MFEE-AMT OTHER-1 OTHER-2 OTHER-Z OTHER-4 OTHEE-3
SMJR 1001 250.00 .20 50.00 10.00
=== TOQTALS*** 250.00 50.00 10.00 .00 .00 .00 .00
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PRINTING AND UPDATING THE CURRENT BATCH

After you generate management fees and fixed charges, remember to update your Condo batch.
See Page 22 for instructions on updating the batch. Below is an example of an updated Condo
batch entitted PROPERTY MANAGEMENT CHARGE/PAYMENT EDT. Columns are as follows:

T = terminal number of the computer processing management fees/fixed charges

BATCH = number of the batch in which transactions were created. Once a batch has been
updated, the current batch will be the next number. Once Batch 2 has been updated, the next
current batch will be Batch 3.

SEQ = the transaction’s sequence number within this batch.

OWNER = the owner code for the unit to which transactions have been entered.

UNIT = the unit to which transaction have been entered.

DATE = the date of the transactions. Note that month-end transactions post to the last day of the
month being processed — 1/31/04 in this instance.

TYPE = the type of transaction. Type will be either P for income or payments to owners, and O
for all other types of transactions.

CODE = the charge/expense or income/payment code for the transaction. See Pages 7 and 8 for
more information about setting up charge/expense and income/payment codes. In the example
below, MFE represents Management Fee and MTNC s the charge/expense code for the fixed
charge Maintenance Fee.

ACCTS = the accounts that are debited and credited by each transaction. See Page 6 for more
information on Property Chart of Accounts Setup.

AMOUNT = the amount of this transaction.

REFERENCE = any reference for this transaction. Month-end transaction references represent
the date of the transaction.

COMMENT = any comment for this transaction. Month-end transaction comments reflect the
Company name as set up in Company Setup in System Maintenance in Hotel™.,

General Ledger transactions will be shown at the bottom of the last page of the printout. This
shows the G/L accounts debited and credited per designation in the charge/expense and
income/payment codes as set up in the Control Record. (See Pages 6 through 8.)

A5S50CIATION-MANAGEMENT
DRTE 2/01/04 PROPERTY MANAGEMENT CHARGE/PAYMENT EDIT Page: 1

T BATCH SEQ CWNER UNIT DATE TYPE CODE ACCT'S AMOONT EREFERENCE CCMMENT

1 00002 1 s5MJa 1001 1/31/04 O MFE 3900 1000 50.00 013104 BSS50OCIATICH
1 00002 2 5MJa 1001 1/31/04 © MTNC 4200 1000 10.00 013104 BS50CIATICH

BATCH TCTALS- VALID: AMOUNT COUNT ERRCOR: AMOUNT COUNT

2002 1/31/04 CH 60.00
3001 1/31/04 CH 50.00-
3000 1/31/04 CH 10.00-
TOTAL DEBITS: 60.00
TOTRL CREDITS: 60.00-
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MONTH-END: STEP 2

PRINTING OWNER STATEMENTS

After you have entered all expenses, income, and payments for the month, you will print Owner
Statements. Owner Statements print income, expenses, and payments and show beginning and
ending balances. They show the amount due to owners from the association/management
company or the amount due to the association/management company from owners.

- PRINT COWDO O%MER STATEMEMTS

B eginning unit number [<E nter:=alll: I
Ending unit number: I

Beginning statement date [MMODDYY): |1 0104
Ending statement date (MMDD'y), 13104

Frint Statements with no activity?: IY
Print tranzaction dates?: IN

Continue? IY

Enter the beginning and ending unit numbers to print, or press <enter> to print statements for all
owners.

Enter the beginning and ending statement dates, or press <enter> to use the dates shown.
Default dates will be the first and last day of the month prior to the month in which you are
running this program. Use MMDDYY format, as shown above.

Answer Y or N to 'Print Statements with no activity?’

Answer Y or N to ‘Print transaction dates?’

Answer Y to continue, or answer N to start over.

Press <enter> after each entry in the above fields.

NOTE: Before processing month-end transactions, you might want to practice in your TRAINING

Hotel so that you can spot and correct any errors before processing in the live software. If you do
not have a TRAINING Hotel, contact your network technician and/or Execu/Tech.
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ASSOCIAL ION-HANRCIHYNT
CWHER®"S3 STATEMENT

FOR FERIOD BEGINWING: 1/017/04 THEO: 1531704

I JAHES SMIIH

UHIT: 1001

- & A

-l\,l-ﬂIIT-

LA

ACCOUNT RMOUNT COMMENT
""""" rotat mENT s
MAMNACEMENT FEE 50 00— RSSOCTATIOH-MANAGEME
INCOME - OWNER'S SMARE: 200.00
EXFENSES:
RECOUNT RMOUHT  COMMFHT
Je———— 4s.00 ApAMs, AmaM
GEHERAL PURCHRSES 12 .50
TOTAL EMEFHEES 57,88
MET INCC ME THIS FERIOD __-___c-__f:
FREVIOUS BALANCE « 00
FAYMENTS BY (TQ) OWNER .a0
NET DUE GRNER: 14 -

Your Owner Statements will look similar to that shown above. You will see rent income, followed
by other income (which is not shown in the above example), and then total income. Management
fee will either be printed as a subtraction from income, as is shown above, or as an expense,
depending upon account codes you used in the set up for the charge/expense code for the
management fee.

Expenses to owners will print below income. NET INCOME THIS PERIOD or NET LOSS THIS
PERIOD reflects total income (owner’s share) less total expenses. PREVIOUS BALANCE is the
amount in the DUE TO/FROM property account on the date prior to the period beginning date of
this statement.

The bottom line will read either NET DUE OWNER or NET DUE ASSOCIATION. NET DUE
OWNER is the amount due the owner after net income, previous balance, and payments to/from
owner are calculated. NET DUE ASSOCIATION is the amount due the association/management
company after net income, previous balance, and payments to/from owner are calculated.
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REPRINTING OWNER STATEMENTS

You can reprint Owner Statements if they are incorrect and you need to make reversing or
correcting entries or if you need to add additional transactions or if the statements did not print
correctly.

If you make additional transactions of any type, remember that you must update the batch before
reprinting the owner statements. See Page 22 for instructions on updating the batch.

You will enter the information as discussed on Page 30. You will reprint ALL statements or ONE
or SOME statements, depending upon circumstances.

After you answer Y to continue, you will see the messages shown below. Click OK or press
<enter> on the first message.

PRINT CONDO OWNER STATEMENTS ASSOCIATION-MANAGEMENT 3 |

-, WARNING: The owners’ revenue worlk file is not emphy!
\ll) This indicates that owner revenue generation has not
been mn since the last owner statement run: 13104
if this is a comection run or an additive run, do
not clear the worlk file.

if this iz a new run, clear the wark file.

PRINT CONDO OWNER STATEMENTS ASSOCIATION-MANAGEMENT 9 |

9 Clear the worlk file'?

-

" = Clears OREV worlk file, ‘"N’ = Updates it.

Yes

When the second message displays answer Yes or No based on the following:

If you need to reprint ALL of the owner statements because you made corrective, reversing, or
additional transaction entries, answer Yes.

If you need to reprint ONE or SOME of the owner statements because you made corrective,
reversing, or additional entries, answer No.

If you need to reprint ALL, ONE or SOME statements because you need additional copies,
answer No.

If you need to reprint ALL, ONE or SOME statements for any other reason, answer No.

Do not clear the work file unless you are reprinting ALL statements.
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MONTH-END: STEP 3

CREATING A/P INVOICES FOR PAYMENT TO OWNERS

After Owner Statements have been printed, Accounts Payable invoices can be created if you are
using Execu/Tech’s Back Office Accounting module. Amounts shown as NET DUE OWNER on
owner statements will go into Accounts Payable as invoices for payments to owners. Amounts
shown as NET DUE ASSOCIATION will go into Accounts Payable as invoices for credit amounts
to be applied to future payments due to the owners.

Each owner must be set up as a vendor in Accounts Payable. See Page 18 for Vendor setup.

Enter the period ending date. Default date is the last date of the month prior to running this
program. For example, if this program is run in February 2004, the default date will be 13104 as
shown below. The date on the accounts payable invoice will be this date. Press <enter> to use
the date displayed.

Enter the owner revenue code as set up in the control record (see Pages 6 through 8). Type L to
look up existing codes. Default code is the code you entered in Field 12 of the Parameter
Record. (See Page 9.) Press <enter> to use the code displayed.

- FIMAL RUM ==

Thiz program printz a zurmmary of net profitd oz for
each owner and createz an invoice in accounts payable
for each owner's profit or logs.

The owners' statements MUST be run before this progran.

Period ending date [MMD DY) [13104
Dwner revenue code, [Llook-up: [BRG IwMHER REVEMUE

|5 this a final run? [z, [M]o: IY—

Continwe? []es, [MN]o: IY—

On your first run, answer N to ‘Is this a final run?’ so that you can make sure all vendors have
been set up correctly and all amounts are correct. If everything is correct, run this program again
and answer Y to ‘Is this a final run?’
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The OWNER'’'S REVENUE REPORT will look similar to the one shown below. The report prints
the each owner’'s name and owner code as well as each owner’s A/P vendor code. The vendor
code might or might not be the same as the owner code, depending on the owner setup in Condo
and the vendor setup in A/P.

The report lists for each owner the property’s unit number and unit description and the current
profit or loss for that unit. This will be followed by the owner total, which will be the sum of all
units for that owner. If the amount shown is a positive amount this is the amount due the owner.
If the amount shown is a negative, this is the amount the owner owes.

CWNER?"S5 EEVENTUE EEPFPOCERT

FOR PERICD ENDING: 1/31/04 PAGE: 1
TO: JAMES SMITH SMJL  VENDOR: SMJA
12345 UPPER LOWER ST
PANAMA CITY FL. 32401
CURRENT
PROPERTY FROFIT/ LOSS
1001 1BR LAKESIDE 72.50
OWNER TOTAL: 72.50

* POSITIVE AMOUNT - DUE CWHNER.
NEGATIVE AMCUNTI - DUE TS5.

PRINTING AND UPDATING THE CURRENT CONDO BATCH

Remember to update the Condo batch, as outlined on Page 22.

PRINTING AND UPDATING THE CURRENT A/P BATCH

Update the current A/P batch to create General Ledger entries. Go to Back Office Accounting >
Accounts Payable > Print and Update Transaction Batch. You can print the batch for review
before updating the batch.

2 | Ledadins To review the batch prior
= | to updating, answer No to
‘Do you wish to update

:.p Do you wish to update batch 1 now? batch X now?’ (X denoting
batch number). Answer

Yes to update the batch.
; Cancel |
General Ledger Update | Answer No to ‘post TOTALS

only to Accounts Payable

9 Control Account?’ If you
"".»f/ Post TOTALS onhy to Accounts Payable Contral Account? answer Yes, then only the
total (sum) amount for
accounts payable will post to
the GL accounts payable
control account.

Yes

Yes
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PAYING OWNERS

PAYING ALL OWNERS

If you want to pay all owners in one check run, you can do so. Go to Back Office Accounting >
Accounts Payable > Print Check Edit. This report must be printed prior to printing checks.

[E Pay All Invoices: m

With Pay Lode [P] To pay all owners, select the
second option, DUE (except
pay codes P /H).

DUE [except pay codes P /4 H]

E =it

Bl |

Enter due date (MMDDY™Y):
Im 3104
Ok
CEE— x|
Enter Wendor type:
Press <Enter> for all types.
IEIWN
ak.

ACCOUNTS PAYABLE PRE.CHECK SELECTION |

9 Pay all invaices DUE (except pay codes P/ H)
\#r) Due date: 13104
Vendor type: OWHN

Cortinue?

Enter the due date, which will be the date you entered on Month-end Step 3. This is the date on
the OWNER REVENUE REPORT. If you want pay ALL invoices for each owner, leave this field

blank by pressing <enter>

35



Enter the vendor type for the owners you are paying. The vendor type was set up on the Vendor
setup screen. See Page 18 for A/P Vendor setup.

Click Yes or press <enter> to continue.

The ACCOUNTS PAYABLE PRE-CHECK EDIT REPORT will list each vendor (owner) and each
invoice for each vendor depending upon the DUE DATE you entered. The software will create
only one invoice each month for each owner/vendor. The amount of each invoice will print and
the total amount for each vendor will print. The total for all vendors will print next to BANK
TOTALS. The total number of checks for printing will also be shown. If any vendor has a credit
(negative) VENDOR TOTALS amount, no check will print for this vendor.

Ao SO LAL TON—PMANAGEMENL -

LATE: 2/01/04 OLCE :
o AR T Tt e e BRZE: 1
ACCOUNTS PFAYABLE FREE-CHECE EDIT EEFOET
L e —— S —_— S —— R JR—
VEND. VENDOR INVOICE TNV DUE COMME SRS HET
O HAME NUHBER DATE DATE AMOUMT AHOUNT
S e S aa e S aa e - -
SHJIR SMITH, JRMES CHO40131-1001 13104 13104 2,580 250
*% VENDOR TOTRLS: T2.50 1454
=eess BaNH IOTALS: Td = 5 T2 . 54
N — e p—— ;
§ CF CHECEE® FOR PRIHNTIMG: 1
EIT LIST OUMPLEIFR - YOU MaY PHINI CHECHES HOW!

SELECTING OWNERS TO PAY OR NOT TO PAY

You may find it helpful to print the A/P aged trial balance. This reports lists vendors and unpaid
amounts for each vendor. You can list a detail report to show each invoice or a summary report,
which shows totals only for each vendor. To print this report, go to Back Office Accounting >
Accounts Payable > Print Vendor Ageing/Cash Requirements. Answer the questions based on
the information you want for your report. A sample report is shown below.

DATE PRINTED 2/01/04 ASS0CIATION-MANAGEMENT FAGE 1
A/P AGED TRIAL BALANCE AS OF 1/31/04

VENDOR VENDOR INVOICE INVOICE DUE

NUMEER HaME NUMEER DLTE DATE CURRENT

SHJIAR SMITH, JRMES  CHO40131-1 1/31/04 1/31/04 72.50

Fomm e pe=wws YENDOR TOTALS =="="==i——————————

SMJL #*% UNPAID INV TOTALS **  —-» 72.50 :

e ———— D e e e o ¥ —_—— —————

This report is optional.
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To select invoices for payment, or to select invoices to hold from payment, go to Back Office
Accounting > Accounts Payable > Accounts Payable Processing > Select Invoices for Payment.

[E] SELECT INVOICES FOR PAYMENT ASSOCIATION-MANAGEMENT M=

I Yendor Code [Look-up: ISMJ-":"- SKITH. JAMES

Irwoice Mumber:  [CNO40131-1007

Invoice Date: W
Due Date:  [13104

FPay Code: I—

|rrenice Amount: W

Comment:  |PROGRAM GENERATED

Leave pay code az is

Set pap code o P [pay now).

Clear pay code

Set pay code to 'H' [hold)

Firizh this wendor

Total amount ko pay- this vendar: I

Enter the vendor code for the owner. Each unpaid invoice will display, one at a time. As each
invoice displays, select one of the following options:

Leave pay code as is will leave this invoice with no pay code. With no pay code, this invoice
WILL be paid if you select to pay all DUE invoices. With no pay code, this invoice WILL NOT be
paid if you select to pay invoices with pay code P.

Set pay code to ‘P’ (pay now) will put a ‘P’ in the pay code. Any invoice with ‘P’ as pay code
WILL NOT be paid if you select to pay all DUE invoices. Any invoice with “P’ as pay code WILL
print if you select to pay invoices with pay code P.

Clear pay code will remove any pay code shown in the ‘Pay Code’ field.

Set pay code to ‘H’ (hold) will hold an invoice from payment. Any invoice with ‘H’ as pay code
will NOT be paid.

After you select one of the above-listed four options, the next unpaid invoice for this vendor will
display. Make the appropriate payment selection for each invoice. When all invoices for the
vendor have displayed, you will see a message, ‘that’s all for this vendor’.

If you do not wish to continue viewing all open invoices for a vendor, select Finish this vendor.
When you select Set pay code to ‘P’ (pay now), you will be prompted for the amount to pay for
this invoice. To pay the full amount, just press <enter>. To make a partial payment, enter the

amount to pay. The original invoice will be split into two invoices: One reflects the amount you
are paying now; one reflects the original invoice less the amount you are paying now.
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Once you have decided which owners to pay or to hold form payment, go to Back Office
Accounting > Accounts Payable > Print Check Edit. This report must be printed prior to printing
checks.

[E] Pay All Invoices: X If you are paying only owners with

pay code P, choose the first option.

‘with Pay Code [F) If you are paying all owners
EXCEPT those with pay code P or
DUE [except pay codes P/ H] pay code H, choose the second
option.

E =it

EH—— x|

Enter due date (MMDDY™Y):

Im 3104

B |

Enter Vendor type:
Press <Enter= for all types.

IEIWN
ok,

ACCOUNTS PAYABLE PRE.CHECK SELECTION |

0 Pay all invoices DUE {except pay codes P/ H)
\*r) Due date: 13104

Vendor type: OWN

Cortinue?

Follow the instructions as outlined on Page 35.

If you pay certain owners on one date and other owners on another date, you can give each
owner type a distinct vendor type. This will allow you to print checks to owners of only the type
you designate here.

PRINTING CHECKS

After you have printed the Check Edit Report, you are ready to print checks. Go to Back Office
Accounting > Accounts Payable > Print Checks. You will see a series of questions and prompts.
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Prirt ory Mk Checks

Select the format of your
checks. Your Execu/Tech
Eisl representative can advise
if you do not have the

= appropriate checks.
Pprop

Enter the check date. This
Enter check date: is the date that will print on
the check. This is the date
that will post to General

Jrem - Ledger. This is the date
that will post to the Condo
. _____| Owner detail.

Enter bank coda: Enter the code for the
bank from which you will
be paying these checks.
|B.f-. This code must be set up
OF. in Accounts Payable
Control File Setup. (See

Pagetr)

Enter the beginning check
Enter beginning check number: number. Make sure your
checks are in the printer
and that they match this
|"':”" ak beginning check number.

Fant by Intuit Checks

Enter the number of copies

Mumber of copies per check: per check. Default is one.
|1
(1[4
- e — You will be shown the
information you entered.
g Chack date: 20104 _Click Yes if the infor_mation
ot/ Benkcode BA Aoomrt. 1000 CASH is correct and you wish to
E"“'c .“"H'i' ""’-"‘I I'_“1 o continue.
Contirus™
R
You will be reminded that

DONDD PAYMENTS TO OWNERS payments to owners have
- been posted in CONDO
1) Faymenisio owners hove boon posted and that you will need to

el e update your Condo batch.



PRINTING AND UPDATING THE CURRENT CONDO BATCH

To update the Condo batch, you will escape out of Accounts Payable. Go to Condo Owner
Processing. See Page 22 for further instructions.

PRINTING AND UPDATING THE CURRENT A/P BATCH

You will need to update the current A/P batch so that Vendor detail will be updated and General
Ledger entries will be created. Go to Back Office Accounting > Accounts Payable > Print and
Update Transaction Batch. See Page 34.

PRINTING AND UPDATING THE CURRENT G/L BATCH

Each time you update your Condo batch, General Ledger entries are created. You will need to
update this G/L batch. Go to Back Office Accounting > General Ledger > Print and Update
Transaction Batch.

Below is a sample GENERAL LEDGER TRANSACTION UPDATE REPORT. The columns from
left to right are: COMP is company number. CONTROL # is the terminal number, batch number,
and sequence number of the transaction. ACCOUNT is the general ledger account number.
DESCRIPTION is the description of that General Ledger Account. JRNL is the journal code.
DATE is the date of the transaction. REF is the reference number such as invoice number, date,
check number, etc., depending upon the type of transaction. AMOUNT is the amount of the
transaction. COMMENT is the condo batch generating this transaction, or other comment.

- e e ASSOCIATION-HANAGEHENT BRSE 1
DATE 2701704
L R GEMERAL LEDGER TAAMEACTION UPOATE REPORT
TIME &ow i
COME CONTROL # ACCOUNT DESCRIFTION JHNL DATF REF AMOITHT COMMENT
02 1=001=00002 2002 DUE TOSFM OWNERS CH 1/15/04 011504 205.00CR CN 1=001 1/15/04
a2 1-001-08003% 4000 EXFEMSE cH 171804 011804 ZE0.00 EH 1-061 1
02 1-001-00004 3000 1NLUME CH 115704 911504 45.00UCR CH 1-001 1f
0F 1=001=00008 200z DUE TO/FM OWNERS CH 1/31/04 QL3104 120.00 CH 1=003 2/
02 1-001-05008 3001 MANAGEMENT FEE G 1731704 013104 100.00CE CM 1-002 2
02 1-001-00010 3000 I1NCCelE CH O1/31/704 QL3104 LU.ODCR CH L-002 24
0F 1=001=-00011 2002 DUE TOUFM OWNERS CW 1/15/04 011504 12.50 CH 1=003 2/
02 1-001-04012 3000 IMCOME CH O 1/18/04 011804 12.S50CE CM 1-003 2/
02 1-001-00013 2002 DUE IU/FM ONMERS CW 1/31/04 013104 V.30 CH i-00¢ 2/
02 1=-001=-00014 2000 ACCOUNIS PAYABLE CW 1/31/04 013104 72.50CR CH 1-004 2/01,
42 1-001-00018 20006 ACCOUNTS FAYABLE &b 2/01/04 110611 71.50 SMJIR PROSRAM GEH
02 1-001-00016 1000 ASH Ch 2/01/704 110011 V&.S0CR  SMW AR PROGRARM GEN
02 1=001=-00018 2002 DUE TO/FM OWNERS CW 1/31/04 013104 7T2.50 CcH 1-008 2701/04
G2 1-001-0001% 2000 ACCOUNTS FAYABLE CH 1/31/04 013104 72.50CE W 1-0035 2701704
COUNT DEBITS CREDITS
ERROEE 1] il -
VALID: 14 600 . 0D &00. 00CE

amwa=e BATLH UPDATED wewems
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PRINTING OWNER PROFIT & LOSS STATEMENTS

You can print Owner Profit & Loss Statements to present to owners by going to Back Office
Accounting > Condo Owner Processing > Print Owner/Unit Profit/Loss Statement. Enter
information as shown below. To print statements for all owners, just press <enter> for beginning
and ending owner codes.

E Prirt Uremnazry Lirsll oty Loas Sl el A MUANALEMEN |

The information on the owner statements is generated from property account codes as set up in
the control record (See Page 6) and transactions posted to those accounts.

ASS0OCIATION-MANAGEMENT
FPROFIT & LSS5 STATEMENT
FOR YEAR BEGINNING: 1/01/04 THRU: 1/31/04
OWHER: SMJIL JAMES SMITH
UNIT: 1001 1BR LAFESIDE
CURRENT YEAR TOC
—————— MCWNTH ----—————~- —-—————- DATE - ———————-—
INCCME :
RENTAL TINCOME 2530.00 lea.66 % 230.00 1lec.66 %
MANAGEMENT FEE 100.00- .00 % 100.00- .00 %
TOTAL INCOME: 150.00 30.00 % 150.00 30.00 %
EXPENSES:
HOUSEKEEFING 45.00 30.00 % 45.00 30.00 %
MATHNTENLANCE FEE 20.00 13.33 3% 20.00 13.33 %
GENERAL PURCHASES 12.50 .33 % 12.50 8.33 %
TOTAL EXPENSES: TT.50 .00 % T77.50 .00 %
HET FROFIT CR LOS5 T72.50 .00 % 72.50 .00 %
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SETTINGUPHOTEL™

See the HOTEL User Guide ‘Getting Started’ for complete setup.

PARAMETER RECORD

In Hotel Guest Services, go to Manager > Control File Setup > Parameter Record. The entire
Parameter Record setup can be found in the Hotel User guide. However, two items will be
discussed here: Room Availability Screen Style (C)ondo, (H)otel: Typing C in this field will
display rooms in order of usage in the reservations room availability screen. Least used will
display first, followed by next-least, etc. Typing H in this field will display rooms in order of room
number.

[E] HOTEL Parameter Setup =13

Property's |425 W, 0AK SvEMUE ~ Might Audit
addrezs;

Par ks CITY FL 32401

AR0-747-0531 |nterfaces active? [X=yes, £=nol;

~ Reservations/ Front 'jE_Sk General ledger! &/F Update terminal [1-2]:
Lazt guest folio nurber: 100015

11

Last confirmation number: {S000700 [rays to keep reservation histon:

Last cancellation number: (205000212

Might audit cut-aff tirme [Q000: 2400);

—
(5]
=
=]

FPayment to calculate at check-in?[01ne day, [EJntire stay: _
Exclude comps from occupancy in statz’y;

Azk 'Pozt payment’ at check-in'? [ves, [Mo, [Clazh only:

_ [rays to keep no-ghow rezervations:
Allow check out with balance dug?;

s

Default anzwer to ‘Final room and ta="?:

11

— Other

tultiple F hies'y: I
ultiple Properties™?: [+ Property
[company] codes

R oom Availability Screen Style [Clonda, [H]otel:

=
k

Drefaulk room rate code [1-5.4 0,P):

[}
2

Prompt for source of buginess code?:
Post zero amounts to travel agencies?:
Werify guest's company name?; . . . _

Site zpecialty code [optional);

Force answer to ‘zplit folio'?;
Enhanced houzekeeping?:

Duplicate previous code in charged paymt enty?:
Yield k'
Allow group market zeqmt by for each room type?: PR EE=

Allow more group rooms picked up than blocked?: Diigplay norrinventary rooms?:

EEREREE NN

Save/ Update Print Dptions Fazzwords Syztem options

_'jjjju

| v

Answering Y to Enhanced housekeeping will post housekeeping charges according to
housekeeping codes (see Page 43) and GACONDO.FIL settings.
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— Erigting Room Type

Fioom tppe: |2EF|L |

D escription: |2EH LAKESIDE

~ Rates
High Fack Digzount 1 Digcount 2 | Digcount 3 ;I
Single person: .00 250.00 0o .00 i
Multiple persans: Bl 25000 Bl .o Bl
Extra persons: 0 25,00 0 .00 0
K LlJ
weekend (+/-} I [0 [0 [0 [0
Wwieekly Rate: I-EIEI tdonthly B ate: I-E":I

Mumber of B ooms:

Central Res' Code:

Inciude in Count’y:

Save

n

Delete

Room rate ‘Multiple perzons’
nurmber [default 21

—

Update room prices |

| Seazonh Rates

Maotes

Complete instructions on room type setup can be found in the Hotel User Guide. The room type
code (such as 2BRL in the example shown above) is used in GACONDO.FIL for purposes of
housekeeping charges (expenses) to owners. Each time a room of this type is rented (if the room
is a condo unit), the appropriate housekeeping expense is charged to the owner if this room type

and the appropriate dollar amount and housekeeping code are established in GACONDO.FIL.

E HOUSEKEEPING (MAID SERVICE) CO x| |
E xit |

Houzekeeping code:

Diezcription:

p I

EXISTING HOUSEKEEPIMG CODE

[DalLy

Cancel |

Delete

Housekeeping codes also affect housekeeping charges posted to owners. The code set up here
must exist in GACONDO.FIL; otherwise, housekeeping charges will post to owners each time a

condo unit is rented and housekeeping charges are set by room type in GACONDO.FIL.
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HOW GENERAL LEDGER LOOKS
EXPLANATION

General Ledger entries are created each time a Condo batch is updated. One entry into each
account and its offset account is created with each update. For example, if all housekeeping
charges in a Condo batch total $400.00, one entry will be created in the corresponding General
Ledger Housekeeping account and one entry will be created in the General Ledger Due to/from
Owner account.

In the Condo Control File setup, charge/expense codes and payment/income codes direct
transactions to general ledger debit accounts and general ledger credit accounts. Sample
accounts have been shown in this user guide, and sample accounts have been included in the
Hotel and General Ledger evaluations. However, only your accountant can advise you on the
appropriate accounts.

Condo owner accounting is from the owner perspective. For example, DUE TO/FROM OWNER
in Condo is an owner asset similar to an accounts receivable. General ledger may be from owner
perspective, from association/management perspective, or other perspective.

An Owner/Unit Profit & Loss Statement, printed in Condo Owner Processing, is an individual unit
owner’s Profit & Loss Statement. General Ledger may or may not include Hotel and other
transactions not generated from Condo processing.

Practicing on your TRAINING HOTEL will help you determine the appropriate accounts you will
need. If you do not have a TRAINING HOTEL, contact your network administrator or
Execu/Tech.

See Execu/Tech’s Back Office manual for information on setting up General Ledger accounts.

CREATING GENERAL LEDGER TRANSACTIONS
General ledger transactions can be generated from any or all of the following:

e POS sales and receipts. Revenue department and payment codes must be set up in POS.
See Execu/Touch user guide for instructions.

e HOTEL guest charges and receipts. Charge and payment codes must be set up in Hotel.
See Hotel user guide for instructions.

e City Ledger/Accounts Receivable. Transaction codes must be set up in City Ledger. See
City Ledger user guide for instructions.

o Payroll. Payroll/GL interface must be set up. See Back Office user guide for instructions.

e Accounts Payable. Control file must be set up. See Page 19. See Back Office user guide
for complete instructions.

e Condo Owner Processing. Control File must be set up. See Pages 6 through 8.

e Manual General Ledger postings. See Back Office user guide.
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As General Ledger entries are created, the transactions go into a ‘batch’. (See Glossary on Page
4.) A sample batch is shown below. The batch can be reviewed by going to Back Office
Accounting > General Ledger > General Ledger Processing > Enter Transactions > Review
Transactions. At the ‘batch number’ prompt, press <enter>. At the ‘beginning sequence number’
prompt, enter the beginning sequence number to display, or press <enter> to show