
Addendum A 

HOMEOWNERS GUIDE TO ONLINE PAYMENTS 

The community web site Account Info window allows the homeowner to view account 
balances, account history, and last payment info. Making payments using the Online 
Payments service is as simple as Clicking 'Pay Dues' on the web site to login. Credit 
Card or Bank Account information is transmitted over a secured connection. 

Homeowners create a secure profile that is encrypted and password protected. This 
information is completely separate from the community web site profile and can be 
change by the user at any time. Because the Online Payments information is stored on 
a separate and secure server, a community web site administrator does NOT have 
access to an owner's online payment login. When accessing a secured site the following 
dialog box will appear. 

Figure-1 Web Security Alert dialog box 

Before Online Payments can be used, an owner must create a new Login Username 
and Password, separate from their login to the Community web site. Only one Online 
Payment login can be created for each property. 

When an owner is ready to create a login, whether they access Online Payments from 
their community web site or the management company web site the online payment 
interface identifies a valid owner by matching the street address with the owner name 
entered by the user. If the owner name does not match the information on file, the 
account is rejected. 



Account Login and Password 

From your Community web site: 

1. Click the Pay Dues link. 

Figure-2 Web Site Menu Options 

2. The Online Payments Login window appears. 

Figure 1 Online Payments Login window 

Provide your username and password and cl~ck "Submit" to l o g ~ n  - *- i 
-%*-.,----A 

Pnoter Ftlendly 

A Click here fur 

-- - * v  - - 

ll Forgot your lagtn7 I Creak Login 

Ltve Help 0s available from 
9 AM - 5 PM MDT 

You may also call 
(866) 2 8 9 - 5 4 7 7  
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3.  Click Create Login 

This Login Username and Password is separate from your community 
web site Login. 

4. Select your street. 

Figure -2 Online Payments Choose Street window 

CHOOSE STREET 

Printer Ftlendly 

Live Help is  ava~lable f r o m  
9 A M  - 5 PM MDT 

You m a y  also call 
(866) 289-5977 

5. Click Submit. 
6 .  Select the address of your property from the Address drop-down list. 



Figure -3 Online Payments Create Login window 

CREATE LOGIN 1 1  
i @ 1 @ Please select your address  and choose a new login L- "--""----.w---"",,-  ma"*,.*^^-^^*-.-^^.-,,"- . ', -",- -- ," ",& ,,,, -> 

H i c t o y :  Choose Street > Creetr  Logln Printer Friendly 

Create a Lo in 

Your Street 

A d d r e s s  2@-y 5tr&~p; 1 
I Your n a m e  I 

F l r s t  N a n i  

L a s t  Name [s&.UC~&P %@&$&<I 

U s e r n a m e  

P a s s w o r d  

--" 
d Gilck here for 

-. 

L ~ v e  Help 1s avadable f rom 
9 AM - 5 PM MDT 

You m a y  also call 
(866) 2 8 9 - 5 9 7 7  

7. Enteryour first and last name. 
8. Enter the Username and Password you wish to use. 
9. Click Submit. 

If the First and Last names do not match the information on record for this 
address the Login will be rejected. 
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Figure -4 Online Payments: Create Login Error Message 

INFORMATION YOU ENTERED I S  IMGORREGT. 
select your  address and choose a new log," 

Create a Login 

Your Street 

Address -m~as~wg&t w'] -- - . .-. . -. 

- 2  Cf~ck hero POI 
Your narrse 

F ~ r s t  Name t&& i2m;l 
Last Name - +a ;r: Llue Help I S  auatlable f rom 

9 AM - 5 PM MDT 

Choose a Logm YOU may also call 
(866) 289-5977 

10. Confirm your profile information. 
11. You must provide an e-mail address. Your payment verification will be sent to 

you via e-mail. 
12. Enter all required data. 



Figure -5 Online Payments: Owner Account Information window 

REQUIRED INFORMATION I 
FIII ou t  all required fields (A) and clock "Submlt" 

K& YOU WIII have a n  oppottuntty t o  change thjs ~ n f o r m a t ~ o n  later . ---* - - ---"---"*-A 
Herb S c o w  I Logomlt 

Prlntet Fr~endly 

Full Name t i c t o  Frnic 

I P r~marv  Address 

S t r e e t  l ~ t i ~  Diamond AveGud 

S t r e e t  2 

c~ty bckv~l lq,  2 
S t a t e  ,#a$jand- - ?"% &: 

ZIP 

Phone (1m)155$-l?%s- 

Personal Identif fcation 

i A L ~ ~ ~ ~ O ~ S S N X X X - X X - ~  

*: If you do nu-: have c Socral Security 
!dumber, p1ea.e enter t he  last  4 
i.tul.;.lbari c,i y o u r  passpork, 

?- - - - . -  

Lh Birthdate b"a$ *I Month "y %; 
h6 ttnail i-‘ ' ' -'w3 , ""I **, 

* 3 valid is :equired 
t o  recslve p a y n e n i  reca~pta. 

Residence 

Terms of lJse I agree t o  the  Terms of  Use 

13. Click the Checkbox to accept the terms of use. 
14. Click Submit. 

Once the account is setup, proceed with setting up payment options. You may enter 
bank account or credit card information from which to make payments. 

15. The Account Summary window appears. 

16. Select a preferred payment method from the Pay list box. 
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Figure -6 Online Payments: Owner Account Summary window 

I 11 
ACCOUNT SUMMARY 11 

f 

S u b m ~ t  a p a y m e n t  now b y  select ing t h e  p a y m e n t  account and  submi t t ing  t h e  f o r m  

Histoy:  My *ccount 1 My Profile > Account Summary  Herh Score 1 L l y u t i t  

Account History [Search Tranrac t lons ]  

No Results 

8 Want to make a payment? 
Select your preferred payment methocl . . .  
@ Credit Card 

@ Electronic Check / Direct Debi t  

17. Click My Accounts on the Account Summary toolbar to add account 
information. 

18. The My Account window appears. 

Figure -7 Online Payments: My Account Payment Method Options 

11 MY ACCOUNT 1 1  
11 @ \ A d d  or update  your  accounts 
L ' "  -.-...XI.,-- ~ --..---- ~.... --.---.--.... ..i 

H i s t o y :  My Profile > Account Summary  > Add a n  Account > My Account Herb  Scare I Logout  
Pttnter Friendiy 

You d o  n o t  have  an Auto  Pay Account. You m u s t  f i rst  add  a p a y m e n t  account below 

Bank Accounts 

You d o  n o t  have any accounts 
[ M J  an 4ccnuntI  

Credit Card Accounts 

Y o u  do  n o t  h a v e  any credi t  cards 
[Add Credit  Card] 
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19. Select the preferred method of payment, Credit Card or Bank Account. 
20. Click the Add Account hyperlink. 

The following examples display Account Information windows. Figure -9 displays the 
Bank Account information window. Figure -10 displays the Credit Card information 
window. 

Figure -8 Online Payments: Add An Account Bank Info window 

ADD AN ACCOUNT I] 
Enter the required information and click "Submit" I 

" - . - -  d 

History: M y  Profile > Account Sumrnary > My P.ccuunt > Add an Account Herb Score 1 Logout 
Pvintet Fr~endly 

Add Account 

Name of Account Holder 

Routlng Number (9 d~glts) 

Account Number 

lau&*$Ue, K@nruz$ 

% %,* <<* "4 = < - % 
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Figure -9 Online Payments: Add An Account Add Credit Card Info window 

11 ADD CREDIT CARD I( 
Enter t h e  required information a n d  click "Submit" I 

History: Account Surnrnary > Add a n  Account > My Account > Add Credit Card Herb Score ( Lcgcut  
Printer Friendly 

Add Credit Card 

1 Last Name k~t$@$ ,&&: h-: 1 

Card Address 

Address 

City 

State 

Zip 

Information 
1 I PLEASE NOTE: I 

& \,, conveni~tice fee of $2.00 and 3,1)n% 
or t h ~ i  payment s;ro\.rnt i~6i~l l  i ? ~  
added 1-a credit card paijl-rientr 

I & Other payn~ent  options: I 
ElecZronic Check: 4 con'tenience 
fee of only $2.00 will be added 
t o  electronic checks 

21. Enter Banking or Credit Card information. 

22. Click Submit to save information. 

You are no ready to make online payments. You may make a onetime payment or 
authorize auto pay to automatically make your payment on a specified day each month 
without any further action from you. You can change your online payments account 
setup at anytime. 



From the TOPS Management Company web site: 

1. Click the Pay Dues link. 
2. The Select Your Community window appears. 

Figure -10 Online Payments: Management Company Web Site window 

I1 Online Dues Payment I1 
I f  you are a resident o f  a community managed by Demo Property Management you can pay your dues online via Credit 
Card or Electronic Check. I n  order t o  make an online payment you must first select your community from the list below. 

Sample Community 
Y Y  Sample Community 

Mangrove Bay Communit 

, I 
-.----" 

3. Select your community from the list box. 
4. Click Continue. 
5. The Online Payments Login window appears. 

Figure -11 Online Payments: Management Company Web Site Login window 

Mangrove Bay 
Online Dues Payment 

I f  t h l s  IS the first t l m e  you are p a y l n g  your dues onl~ne, please click CKE4TE LOGIF.1 

I f  you have p a ~ d  o n l l n e  before, please log~n  below 

FLasz!!urd: - 
I -_ _ _^ _ _ _  - _ L ~ v e  Help IS ava~lable frum 

Y 4M - 5 PM MDT 

Y o u  may also call 
(866) 289-5977 

10 TOPS Online Payments 



From this point forward, the steps for creating a login are the same whether you are on 
your community web site or the Property Management Company web site. Repeat 
Steps 3 through 19 of the instructions in the Community web site section. 

MAKING AN ONLINE PAYMENT 

As soon as the owner account is setup, you can begin making payments. Payments can 
be a onetime event or they can be setup as "Auto Pay", a scheduled recurring event. 
The Online Payments payment options include: E-checks, Visa, Mastercard, American 
Express and Discover. 

The service will pre-populate the balance owed, homeowners have the option to pay the 
amount owed or enter the new amount they wish to pay. 

When owners submit a payment, they will receive a reference number and receipt letting 
them know that the payment has been received. 

From your community or management company web site: 

1. Click the Pay Dues button. 
2. Login with your Online Payments Username and Password. 

3. The Account Summary window appears. 



Figure -12 Online Payments: Owner Account Summary window 

account summary and history below 

ou  may  add an account by clicking "My Accounts" 

J o h r ~  Dunhil l  I Logout 
Printer Fr~endly 

Subrnit a Paynlent Now ... I understand and agree t h a t  thls amoun t  r ~ l l  be  charged 
~ m m e d ~ a t e l y  after I c o n f ~ r m  t h ~ s  t ransac t~on  and  that  any 
convenience fees are non-refundable 
I f  m y  payment  IS returned u n p a ~ d ,  I understand and 
author~ze the  I tem plus a $25.00 processing f e e  t o  be 
electronically d e b ~ t e d  f r o m  m y  account 

[Setup Autu Pay] 

* Convanlenre Fee Breakdown: 

eCheck $ 2  OU 

Credit Card $2  0U + 3 00% 

4. Enterthe amount you wish to pay in the Amount field. 
5. Select the Bank Account you wish to use for this transaction. 

6. Click Continue 

7. The Verify Payment window appears. 
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Figure -13 Online Payments: Payment Verification window 

VERIFY PAYMENT 

111 @ @ Verify your paymen t  information and click "Pay Now" !I 

11 His toy :  Verify Payment  John Dunhill I Loyovt  
Printer Friendly 

Almost Done! Please verify ... 
Rank Account ~:\IACI-IO\IIA BANK, i\l .A. # 13 1CI * 

Payment  Amount  

Convenience Fee 

Total 

* Y o u r  bank  statement  will show a debit f rom "ERENTPAYER" 

"Th is  paymen t  will b e  processed by the bank  a t  4100 p m  Eastern. 
You may  no t  cancel your payment  after t ha t  t ime.  

* You may  no: m a k e  payments f rom government, trust, or business accounts 
Please only m a k e  payments frompersonal bank accounts. 

TOPS 

8. Review the information, if it is correct Click the Pay Now>> button. 
9. The following Payment acknowledgment appears. 



Figure -14 Online Payments: Payment Acknowledgement window 

1 I THANK YOU I 
!% Your payment o f  $179.02 was successful 1- @ 1 y ; ~  ;: yf:;; 4 0 4 

_.-..-- "-" ,,----- -1 

HistoryVer~fy Payment  > Thank  You John D u n h ~ l l  I Logout 

Printer Friendly 

11 Thanlc you for your payment! / I 
Payment Details [Vie\!, MY Accn1.1nt ~ ~ s t o t y ]  

I 
Date Tlue Nuv 16 12 :36 :01  PST 2004. 
Ref # 18243-~19 
Description Payment: $177.02, Service Fee: $2,130, Acct # lOlCl  
Amount  $1.79 .02 

& Would you l ike your peyr-l-ie~.>i to be ~rntlde ru to i - r -~~ t i ca l l y  etlii.1 r;.,orltl.~? 
Setup A u t o  Pay! 

You may Click the View My Account History link review your payment 
history. 

10. Click Logout when finished to close the window and exit Pay Dues. 

An e-mail with a payment confirmation number will be sent to the e-mail address 
contained in your Account Profile. See the following example. 
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Example of an e-Mail Payment Confirmation. 

0: Homeowners E-mail Here 

." " ." "" "- 

:d Transaction Rere in t  for  NickAllen 

Yo-lr c r e d ~ t  card pavrnsnt o f  $293.52 1.!-0i.n xa-ii Pl03.8 was niade 
on M u n  Scp 13 !.'3.2::3rJ PC,T ZC04 

P a y m e n t  Amorrnt: $281.60 

Convenience Fee: $ 1  1.92 

"Iotal: $293.52 

Ths rsfcrsnca number i c r  this transadion IS: 055-96 

Ti'li5 erriail i;ac bsaii aut-ol-iibt.icdliy gei.iei.ateJ by r"Rs? i ib lJqes  
I f  Y O U  have any ql~est ior is  pieass  Contact TOPS Support 

Setting Up Auto Pay 

Auto Pay allows you to define the schedule with which to make your online payment 
automatically. You are able to setup Auto Pay at anytime and update it as needed. 

If you wish to make this a recurring monthly payment Click Pay Dues and login using 
your Online Payments username and password. 

From the Account Summary window: 

I Click Setup Auto Pay. 
2. The Setup Auto Pay window appears. 



Figure -15 Online Payments: Setup Auto Pay window 

forrnatbon and dlck "Subrnnt" 

Make f ~ r s t  payment ~n jDec u 

Make last payment ~n hkC yis2TJQ5 - .\r,' 

Months to pay rn Ian (1) rn Feb (2) Mar- (3) rn Apr (4) 

rn May (5) rn lun  (6)  lu l  (7) Aug (8) 

Sep (9) 06 (10) i3 NOV (11) Ei Dec (12) 

* Pay-,lent5 r~ l l  be mace autona*~call,. each month untfl rhe rperlflrd e n d  date 

* A payn~entrs~ll  not be made now 

3. Select the Account from which to make this payment. 
4. Enter the Amount of the payment to be made. 
5. Select the day of the month this payment is to be made, e.g. First Day, Last 

Day, or select the numeric value of any day in-between. 

6. Enter the Month and Year of the first payment. 
7. Enter the Month and Year of the last payment. 
8. Click the checkbox to the left of each month in which a payment is to be made. 
9. Click Submit to save the information for Auto Pay. 

Auto Pay can be set up to make payments monthly, bi-monthly, quarterly or bi-annually. 
Payments will continue to be made regularly as defined in Auto Pay setup until the Last 
Payment date occurs or you update your Account Information. 
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