Banyon Data Systems

PROPERTY MANAGEMENT

(Includes Zoning Violation / Complaint Module)



PROPERTY MANAGEMENT SETUP

BDS Property Management is an MODULE BUILDING data collection system capable of
managing special assessments, permits, licenses, pet licensing, cemetery management,
zoning violations and citations for its property and owner/customer databases. These
applications are sold separately, but each, require the Property Management software
system.

The amount of initial data entry to establish the base of this database is massive and can
be time consuming. Data conversion from text file, spreadsheet, or another data structure
is a quick means to jumpstart the data building process.

Below is the Initial Setup screen to aid you in this process. Even when the data is built
from a conversion, a walk through inspection of data integrity is recommended. Simply
click on the item you wish to revisit.

B Initial Setup

Property and property awner recards are the core of this databaze. They should be
completely entered before permits, licenses, citations, and/or assessments are generated.

Alternately, if you are currently uging BD'S Utility Billing and would ke to copy its
existing propertydcustomer database, click locate utility biling propertydcustormer data

¥ Enterfedit street names
¥~ Enter/edit property and owner records

|f your are wzing special azzeszment, the folowing info should alzo be entered akhead.
¥~ Enter/edi project types
¥ Enter/edit property boundary lines

Additional supporting codes and description for wanious datadrecord type and status may
alzo be entered now or may be added when needed.

[ iDonot show this screen again !

The four items shown above with blue check marks (indicating complete or in progress) are
crucial and work as the base for the rest of the data growth.

This is the first screen you will always see after the password entry. As you become more
familiar with the above basic information and regular updates to it are no longer a daily
task, check the Do not show this screen again to disable it in the future. You will still be
able to get to this type of information via another menu option.

If you do have to enter property and owner data from scratch, refer to Property and Owner
Records Manual Entry



Setup Codes and Descriptions

To access the Setup Menu, you must click on the Tools menu option at the top of the
screen and then select Setup Options menu item and then click on Setup Codes and
Descriptions. The screen shown below will be displayed.
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File Wiew Tools Help

B Codes & Descriptions

Select an option below and enter all applicable walues in the right table

[ F'ropert;]

Street

Property Type
Zone

Zone Tyupe
Dweling Type
Status

Land Usge

Fire District
Pualice Dristrict
Flood District
Planning District
Sanitary District
School District
Hazardous Storage
‘wlarning Type
Froperty Line

P
~
~
=
-
r
~
~
-
~
~
~
-
~
=
r

Cemetery |

Religion
Relationzhip
Funeral Home
Authorized By
Undertaker
Intemed Type
Marker Tupe

M arker Yendor
Deed Salesperson
Space Type
Space Statuz
Military Branch
Military Fank
Military Conflict
Maintenance Type
Maintenance By

&80 8 eI 8 e eS8 80 8 W 8

| Assessment / Project |

| Vinlation |

Form Wigw

" Status

|—F'elmit
Contract Type
Wk Tupe
Structure Use
Building Stule
Orccupancy Class
Status

|—License
" Categary
" Department Check
" Licenze Subtype
" Business Type
™ Status

rhm;e_llaneous ]
Cugtomer Tupe
Custormer Status
Mame Prefix
Inwvestigate Rezult
Ingpection Level

Inspection Priariy

~
P
P
~
~
" Inzpection Status

Dweling Type

B ingle: Family Flesidential

= Single Family Connectad

= Residential Garage

= Two Family Residential

= 3-4 Family Residential

= bultiple Family R esidential

= Dffices, Banks, Professional

= Stores, Restaurants, Warehouse
= Hatelz, Matels

= Parking Garage

= Service Station, Fepair Garage
= Recreational, Amuzement

= Qther Monhousekeeping Sheler
= Industrial Buildings

= Public "work s & Utilitiez Bldg

= Public: 5 chools

= Private 5chools

= Churches & Religious Buildings
= Hospitals & Ingtitutional Bldg

= Qther Mon-Residential Building
= Fences, Signg, Antennas

= Qther Mon-Buiding Structures

® Reserved code - no changeidelete allowed

-

TN

Setup of Codes and Descriptions is a collection of valid data items to be used in property
records, permits, licenses, citations, projects, and assessments. Enter values for the type
of application you are using the software for.

If the Permit and/or Licensing module are not being used, you can skip these areas.

Some data types have reserved values that are not changeable - additional values can be
added. These values will become available from pick lists as you are building records for
properties, customers and others. You will also be able to add new values on the fly as you
are building these records.

Besides simple codes and descriptions, depending on the specific application, there are
additional setups.



PROPERTY INQUIRY SCREEN

To access the Inquiry Screen, click on the View menu option at the top and select Inquiry
and choose the Property item.
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Fle view Tooks Help

You can enter a search by property E o property X

address, ID, or PIN. Please note that i A B

the Legal, Zoning, Customer, R Y

Violation and Misc Tabs shown LN

above will be shown when you have
Legsl | Zoring | Customer | Pemit | Violstion | Utily Bilng | Misc. |

purChased the Property Management Segment Block Foatage Item | Footage | Description/Street

system. This manual discusses the i @ bt P -]

Zoning Violation Module. The other Gongasic oo

tabs will only be shown if purchased Bl

separately and interfaced to the SubDrson

Property Management system.

14] « | » [ w1 ] »# | Delete Property Create Assessment Certificate Fieport Froperty Info Oplions:

Farm iew NUM

The Legal tab of the Property screen has important data in regards to the assessment
calculation, and property
footages. It also contains
information on property
selection such as
segment, block, lot, side,

I File Aew Tools Help

ES Property

Search® [ w | Status [Regular « | Chages | |

House/Street 524 |[MORTH 3RD STREET ~ | Motes 1720
AptiDesc 1 |

Click to Locate

. MINNEAPOLIS [MM [55430- icture of Proper
and so on. This type of ez &% L PLUMBING CORPORATION ] ey
info will be useful when PN e :
you Want to Confine your Legal ‘Zunmg Customer | Assessment | Yiolation | Property Tax || Utility Billing || Fee Misc.
aSSeSSmentS to particular g:sr;ent [ Ez:k % ﬂ Footage Itern vl Foaotage | Description/Street -

Flat 1} Side | Even

part of town, block, or side
of the street.

Geographic Code
GPS Latitude

GPS Longitude | |LDT 16, BLOCK. 2, MELSONS 2ND ADDITION

Census Tract |
“Wiew b ap Saved Locations | Zign in | Help.
Web Images Yideo MNews Maps more »

Sub Division
I /v } GO L)Sle |524 NORTH 3RD STREET MINNEAPOLIS MN 55430 | [Search Maps |

Search the map Find businesses  Get directions

In the XP version (5.07
or higher) of the

software you will find a ©1 < | » o1 x| Dootopio Maps & bt 69 Email >0 Link o this sage
new link to view a map S, % Lt e e
on the Legal Tab. Click 2 % . 5
on the button “View Map” and the system % =" *‘ﬁ% &%
will then display via “Google Maps” the W pu¥P S &
location of the property on a street map. 7 %, j f; 6 &

gl © Internet

Google Maps is a registered trademark of Google, Inc.



The Property Footage table must have the correct footages. Adjustment to footage can
be made individually by assessment.

Values in the Boundary column of the Footage table are defined in the Property Line
section of the Codes & Description Setup. They are criteria used in the calculation of the

assessment. The Footage is the assessable footage. Description/Street is the adjacent
street the footage is

based on. Legsl Zoning lDwner] Assessment] Permit] License] Eomplaint] Froperty Ta:-:] Ltility BiIIing] Mizz. ]
Zone 5B General Business R [ Commercial W ‘well ™ Flood Plain
Zoning tab provides Zoning R-1 RESIDEMTIAL SINGLE FAMILY - | W Agriculbure ¥ Septic
ddt | f Property Tupe  |Residential hd
a _I Iona Splacel or Dwelling Type | Hazardous =
zoning and district Land Use Type 7| Walershed =
information. The Schaol District E | [=]
: : Palice District - 9
Warning list may have = = RE
Vll’tually unlimited Saritary District R %
entries. These fields Flood Distict hd
Planning District hd

may be used for

assessment selection or for permit and/or license warnings. Available values are pre-

defined in the Codes and Descriptions Setup. The system will recognize and accept new
values.

The Customer tab contains basic info about the people and companies associated with a
property. All associated customers /owners are listed in the Customer/ box.

Legal ] Zoning  Customer lAssessment] F'ermit] Licensel Complaint] Lliliky Billing] Misc. ]
Party of Interest [Owner. Mortgagee, County) Attention

‘MONTEVIDED EDA Acldress 211 NORTH 10TH STREET
AaMERUD, RICHARD R & LAIRA A MOMTEWIDED MM 55265

Home Phane ™ Prirnary Owrier

Witk Phone ™ Contract Purchaser

Far Murnber ™ Fee Purchaser

E-Mail W ‘Azzessment Maotice Recipient :

W Azzessment Bill Recipient
Attach New Parky Detach Selected Party Create Mew Customer More Infarmation

The primary entry is marked with an asterisk (*). The information display to the right of the

list box pertains to the highlighted customer/owner. Address and Phone ¥ Primary Dwner

can only be changed via the Customer screen. You can, however, check ; Ez;“l’jufl‘j:;':;‘ase'

the option boxes for each listed customer/owner. To change primary M Assessment Notics Recipient

ownership to a different owner, first select that owner then check Primary ¥ assessment Bl Recipient
Owner.



To maintain the customer/owner list box, use Attach Customer, Remove Selected
Customer, and Create New Customer. To learn more on the selected owner, click on More

Information.

Legal ] Z-:-ning] Owrer  Assessment ] F‘ermit] License] Complaint] Property Tax | Utility EiIIing] Mizc. ]

3700 RESERYOIR BELYD
) |3700 RESERYOIR BLYD
3700 RESERYOIR BELYD
3700 RESERYOIR BLYD
3700 RESERYOIR BLYD
[|3700 RESERWOIR BLYD

Froperty Address Project Mame Statuz
AID ST.OVERLAY-RES 40TH ARTF

AID ST.OVERLAY-RES 40TH ARTE

SE QUADRANT

SE QUADRANT

37TH & CENTRAL INTERSECTION

37TH & CENTRaAL INTERSECTION

Record Selector

Mare On Azzessment

Mare On Project

CUSTOMER INQUIRY SCREEN —add on modules

Principal
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

The Property Management system has several essential add on modules that may be

purchased from Banyon Data Systems. They include, Special Assessment, Permits,

Licenses, Violation/Complaint, Cemetery, and interfaces with Banyon Data Utility Billing

Amaount Dus
$000 &
£0.00
£0.00
£0.00
£0.00
£0.00

$0.00 v

software.

The Property Management customer database interfaces with the above modules as they

& Customer @

are added to the system.

The customer screen or record
has basic information on
customer address and phone.
The naming format for personal
names is last name comma first
name. If there are two lines for
the address, put the street
address on the first line. This
will improve the system search.
To search for a customer, in the
Customer ID field, enter, the
customer ID, customer name,
address, or address PIN. Use
wildcard for partial lookup.

Note: To change the name of

Customer [D* | 22570 j Narme Type j
Mame #2365 TACO BELL TaxID
Attention DF Code
Address SUITE #110 Carrior Foute
12800 INDUSTRIAL PARK BLYD. Hame Phane
MIMNEAPOLIS MM | 55441 \work Phone
Country Fax Mumber
E-Mail
Persanal ] Plopertyl Permit } License] Contractar | Assessment | Utility Biling | Property Tax]
Title Weight Ethnicity
First Name Height Race
Last Name Eye Color Sex
. Hair Color
Drivers Lic #
SocSec#
Birth D ate

2/10/97 NEW ADDRESS PER LETTER TO 'WATER DEPT

Create Hew Customer

MEMO

Deleted This Customer

W] A v w|w] &

Status

Lele]s]

Ell

a customer click on the underlined text Name that appears to the left of the customer name

field.

The bottom half of the customer screen has additional information pertained to the
displayed customer record. The Personal tab is especially applicable to contractors and

license holders.



The Property tab lists all properties associated with this customer. The customer list

shows other owners of the currently highlighted property. Additional properties can be
added by a left clicking on Attach New Property. If the selected property was sold and
needs to be removed from the list, click on Remove Selected Property.

Perzonal  Property l Permit ] License] Contractor] Assessment] Litility Billing]

Owned Properties Other Party of Interest on Selected Praperty

2652 420 L'YNSEE LANE :LEEMTHROP FARMERS MUTUAL
551 15T STREET 5w

Attach Mew Property Bemove Selected Property  More Property Info

Similar to the Property

: Personal | Propety  Pemit | License | Contractor | Assessment | Uty Biling | Property Tax
screen, the Permit and | | | ! !

. Perrmit Status |zsued Balance Apply Date
License tab has summary | g pumi Issued 0a/71 38 $000 «| lssueDate
info on all permits and Residential heating, a/c fvent  |lssued 08/16/3 $0.00 Start Date
licenses applied for the Last Inspected
property. You can also start Project Begin
a new permit and license il 223 Bl

Ewpire Date

application directly from the
Customer screen by clicking
on New Permit or New T
e are 1N

License respectively. A -
click on a permit or license will give you shortcuts to their inquiry screen.

If the customer is a contractor, the Contractor tab will give you some basic licensing info

on the contractor. Click on More Info for shortcuts to the Contractor Inquiry screen.

F'elsonal] F'lopert_l,ll F'ermit] License Contractor ]Assessment] | kiliky Billingl Froperty Ta:-c]

Cantractar Mane Cantract Type E wpire Tax D
ﬂf-‘«aron Oguizt Roofing Roofing Contractc 12/31/08 State License Mo
[ fgent Buziness License Mo [1938-39
Insurance
= Permit Phone
(S Contact Yehicle Expires
Complaint “Warkers Comp Expires

Baond Expires
Liability E xpires

Mare Info

08/31/34
08/31/98
08/31/38

02/22/39

Hew Permit

12/10/33
03./03/39



Violation tab shows you the Zoning Violation list or table where you can examine the
violations or complaints on the property owner, perpetrator or current resident. To utilize
this tab, you should have already entered the Zoning Violation / Complaint Module setup
fields. (See next page for Zoning Violation Module Setup).
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| File Wiew Tools Help

E| Property

Search® [ -] Status RESIDENT

House/Street (100 |MAIN STREET | HMote
Apt/Desc

YOUR CITY [0 555555555
Owner |JDNES,TEF|F!Y |
PIN [ |

CAEDEIMN ousze.jpg

Legal ]_Z_o_nir]g] Customer | Permit  Violation 1 Uti!ity_B_iIIin_g{ Misc. ]

Type of Violation Date Status Balance Due
b |TARDJUNK 0B/07/06  2nd Motice $150.00
ABANDOMED VEHICLE 08/20/06  2nd Notice $0.00

More Info

Mew Violation

b1 | | Delete Property et ifi eport Property [nfo Options

[Form View i [T HLM |

Click on the New Violation to add a violation to the subject property or customer.

The Assessment tab lists all assessments for all properties associated with this customer.

Personal] Propert_l,l] Permitl License] Contractor  Assessment l I tiliby Billing] Property Tax]

Property Address Project Mame Status Frincipal Amount Due

4117 2MD 5T S QUADRANT $0.00 $0.00 o
T |#m1FeND ST Shw' 1./4,37-44 MalH-CENTRAL $15E.80 $0.00
T |#117eND T 37-42 MAIN-CEMTRAL & 44, UNIW-C $0.00 $0.00
T |4252 MOMROE 5T 5w QUADRANT $0.00 $0.00
") 4252 MOMROE 5T CITY WIDE HAZARDOUS SIDEWS, $0.00 $0.00
" |4752 MONROE 5T BITUMINOUS ALLEYS $53.60 $0.00
" |4252 MONRDE 5T S 1.4, 37-44 MalM-CENTRAL $39.60 $0.00
T |4252 MOMROE 5T ALLEYS OVER 8YEARS OLD $54.00 $0.00
$364.00 000 ~|
More On Asseszment More On Project



The Utility Billing tab lists all billing info of all accounts for properties associated with this

customer.

Personal] F'roperty] Permit ] License] Eontractor] Azsessment  Utility Biling ]Property Tax

Account Mo.

B {01-00000558-00
01-00003241-00

The Cemetery tab provides access to the Cemetery
software module. If a customer has cemetery sites
the list will show on the table. Again, the Cemetery

Status Date Due Amnount Service Statuz Amaunt

Active $138.76 | 'WATER $12.25

Active $174.70 SEWER $30.74
REFUSE $2.00
ELECTRIC $56.20
WTH TEST FEE $0.88
FUEL ADJ CHG $3.90

$31346 ~|
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Fle Yiew Took Hep

software module is purchased separately but
directly interfaces to the Banyon Data Property
Management and POS software systems.

CONTRACTOR INQUIRY SCREEN

Customers who are also contractors

. A D= 90300 -]
havespeCIaI Screen to Store thIS Mame |S&STree&Hort.Speclallsls | Contract Type Tree Services -
additional type of information. TalD (3084358 Vehicls Expire
State Lick Exp.| | “Workers Comp Expire | 09/30/00
Bus. Lict 2000 Bond Expire
The contact tab has information that Inuarce | | LebivEere AL
ties back to the customer screen. | |
The Agent tab IlStS baS|C employee Contact I Agent ] License ] Permit ] Complaint Misc
Informatlon SUCh as Company pOSItlon Name. S &5 Tree & Hort. Specialists - Tax D
and contact phone #. i 21 g Care P
Inver Grove Heights MM 55076-
Home Phone  |[612)451-8307
The License and Permit tab lists T Work Phene
license info and permits pulled by the More lnfe EMal
contractor.
W 4 v [ m]e] &

Space Irfomation
Cemetery Lakeside Block 1 Lat 5 Section 2
Cemetery Lakeside Block 1 Lot 4 Section 10 Plot 9

A

& Customer @
ane DO, JOHN DF Code
Hention Carior Foute
ddess 230 MAN STREET Home Phre

VIR ITY T | ok Phone

Fa Number

oy l:l E-Hail doe@rmyemal com

ersuna\‘ Pmpeltﬂ Perm\tl Cunlractm‘ \/\ulatmn‘ Utity Biling Eemetewl

Chages  Pad  Balance

B Contractor

£




ZONING VIOLATION / COMPLAINT MODULE

This module is included with the Property Management system. Make sure this module is
turned-on by clicking on Tools menu item in the upper left hand corner and highlight the
Add-on Modules menu item. The submenu will show available modules, but the Violation
menu item should have a check mark on the left side. If not, call Banyon Data Systems
and we will turn the module on.

Other modules listed will only be checked if purchased as separate modules from Banyon
Data Systems.
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|| Ele view | Tooks Help
or

Close screen when finished.

SETTING UP THE VIOLATION MODULE:

The Zoning Violation Module relies on the database entered in the Property Management
system. Remember to do this first before using the module. If you have the Banyon Utility
Billing program we can convert and import those addresses into Property Management
system. Please call for cost estimate to convert.

Now, lets begin. First, click on Tools menu item at top and then highlight the Setup Options
menu item and click on the Violations submenu item.
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” File  Wiew | Tools Help
[ Backuprestore
File Transfer 3

Se tions 3 ﬁ Entity Information

Database Utiites »

Add-On Modules

R Assessments
Fees

Setup Code & Description

Accessories

Inspections
Licenses
Permits

Intetface ko Other BDS Applications

[Ready O T O I
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The Violation Type screen will appear. This is where you create new violation types/names,
enter the notice schedule, fines, enter fund accounting distribution account for the fine
revenue and design the notice layout and text. Then, check the box for notice recipients
(Perpetrator, Current Resident, or Primary Owner) and indicate with a check mark what
notice sequence each owner or customer type shown should receive.
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B Violation Type

Mame of Wiolation  ABANDOMED YEHICLE

PARKING TICKET Distributed Account |H 10-43-43610

TARLD JUNE Pozzible Deadline and Matice

TR0 MaAINTERANCE MEEDED Maotices Maon-Cormpliart Fine  Document

Firzt 1] Da_l,lsj $100.00 Design 1t Hotice
Second 1] Da_l,lsj $200.00 Design 2nd Motice
Third g Da_l,lsj $500.00 Design 3rd Hotice
Firal 30 Da_l,lsj$1 20000 Design Final Motice

Tzt | 2nd | 3rd | Final

"
-
I

v
v
v
v

M ew Violahion Remove Vialation

Farm Yiew LM

Click on the New Violation to/add a violation record type. Complete the fields as needed.
REMEMBER THAT A DEADLINE OF 0 DAYS WILL ATTACH THE NON-COMPLIANCE
FINE TO THE CUSTOMER OR PROPERTY IMMEDIATELY. Otherwise, if days are used
for deadlines, then you must run the Non-Compliance process in Periodic Processing to
add new fines and notices.

Click on Remove Violation to delete the violation type.
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DESIGNING NOTICES

Click on the Design 1%, 2", 3" and/or Final Notice field and ceate your notification as
legally allowed and approved by your organization. An open page will appear where you
can enter text and insert embedded/imported fields into yoyf notice.

FEX
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= ABANDONED VEH'CLE - First Notice

he below text will start at 13" fram the top margin of the printed Aotice leaving space for the letter header.

Click on belaw
fields to insert ifo
right documenf as

Proposed Fine
Balance Due
Mg

2
Form Wiew UM

Click the Save Changes button when finished. Now repeat for each notice used.

When finished, you are now ready to enter violations and attach types and notices.
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ADD A NEW VIOLATION RECORD

To access the module for the first time and add a new violation to a property or customer,
click on View menu item, at the top right of the screen and then highlight the Inquiry
menu item and then click on Violation.

Again, when first using the module, an empty violation record screen will appear and you
can search for a property or customer that has been created in the Property Management
Property or Customer system.

Next, click on the arrow-asterisk on the browse bar in the lower left corner and click on a
violation type.
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&= Violation No. 12004

Taken By Date  B/22/2006
Status 13t Notice j

Seaich

51
Type of Yiolation vARD MAINTEMANCE MEEDED j
Cited Address 100 MAIN STREET j
Perpetrator JOMES, TERRY ~1

Send Motice Ta Motice Print Flag
™ Perpetrator * ToBe Printed

™ Cument Resident " Do MNat Print .
™ Primany Property Dwner or Already Printed Click to Locate
- Ficture of Viclation

Date Motice Recipient Natice

-

El

CaoNpliance Deadline B429/2008
Prophsed Fine Amount far Mon-Conpliant

Fine &mount | Total Fine $0.00
j Total Paid $0.00

3000

Frint Motice

DOG BARKING
[P0 00 PARKING TICKET

YARD JLNK

¥ARD MAINTENANCE NEEDED

CAPS NUM

E nter Yiolation [0 k!

Then enter a Violation ID or number and press the Enter
key. An empty screen will also appear if adding a new violation to an existing property or
customer record that already has a violation attached.

Complete the detail information, including the insertion of a photo and/or add memo. The
Status you attach will be the notice sequence number you assign. A 1° Notice will print that
notice.

IMPORTANT:
IF A STATUS HAS BEEN ADDED AND HAS BEEN SETUP WITH A 0 DAYS DEADLINE

FOR NON-COMPLIANCE, THE FINE, AS SETUP, WILL BE ADDED IMMEDIATELY TO
THE CUSTOMER.
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You can now print the notice by clicking on the Print Notice screen option.
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& Violation No. 2006
Search TakenBy BDS Date  E/7/2008

Type of Yidlation VARD JUME Stajus 2nd Maotice ;]
Cited Addresz 100 MAIN STREET
Perpetrator SMITH. TERRY AEPSUINunk jp

Send Motice Ta Matice Frint Flag
W Perpetatar ' TaoBe Printed
¥ Current Resident Do Met Print
W Primary Property Owner o Already Frinted

Date Motice Recipient Maotice
=

.L] 200501 W0E

Compliance Deadline E/19/2006 Tw'l TIME YIOLATOR OF YARD
Proposed Fine Amount for Maon-Compliant $150.00 JUME. 2005 AND 2008 -

Date Fine Amaurt Tatal Fine $150.00
| Total Paid $0.00

v| BalanceDue | $150.00
14| 4| » | »1 | b | Delete This Violation Print Motice

[Farm view e |

Click on Option to Set Notice Printer or Screen display or access the Violation Setup types
and codes.
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B Wiolation No. 2006

Taken By BDS Date  B/7/2006
Status | 2nd Notice =

Search
Type of Violation YARD JUNK

Cited Addiess 100 MAIN STREET
Perpetrator SMITH. TERRY

il

CABDSIINYUrK jpg

Send Notice To Motice Print Flag
W Pepetratar @ ToBe Printed
¥ Curent Fiesident Do Mot Print
¥ Primary Property Dwner or Already Printed

Date Matice Recipient Maotice
-

Lj 200501 105

Campliance Deadiine BA9/2005 | Ty TIME VIOLATOR OF YARD
Froposed Fine &mount for Non-Compliant $150.00 JUNE. 2008 AND 2006 -
Date Fine Amount Tatal Fine $150.00
.:.J Total Paid $0.00

v| BalanceDue | $150.00

Db Minn

14] % | » | #1 | r# | Delete This Yiola“~-

Screen

Setup Options »
CutePOF Writer —

Auto HP Business Inkjet 3000 PCL 6 on XPSERYER.
WMARS|HP LaserJet [115i PostScript v52.3
V\XPSERVERYDYMO Labelwriter 330 Turbo-USE

\W4PSERYERIHP Officelst G55 Ieffcgbaryon.cor

[Form view

Mo email
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VIOLATION MODULE - PAYMENT ENTRY

Payments are entered on the Violation screen, or may be added as part of a receipt entry
batch.

To enter as a batch on Main menu, click on View and highlight Receipt
Entry and click on Create New Batch or click on an existing batch name.

Il BDS Property Management 2.067 - 06/16/06
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& ¥iolation No. 2006

Search j Taken By BDS Date E/7/2008
Type of Yiolation raRD JUNK j Status 2nd Motice ;I
Cited &ddress 100 MalM STREET j
Ferpetrator SMITH. TERRY ;] CABDSUIN Gk jog
Send Motice To Matice Print Flag

W Perpetrator % ToBe Printed

¥ Current Resident " Do Mot Print

W Primary Property Qwner or Already Print=d

Date Motice Recipient MNotice

-

To process payment directly on
the Violation Screen, search and
display the subject record and
click on the Balance Due amount
(blue text). Next create or add to

,ﬂ 200511057 -
Compliance Deadline E/13/2008 Twi0 TIME WIOLATOR OF YARD
Propozed Fine Amount for Mon-Compliant $150.00 JUME, 2005 aMD 2006 -

Date Fine Amourt Total Fine $150.00
j Total Paid $0.00

H<H | Balance Dud $160.00 =
an existing batch. =l
14] 4| » | »1] »# | Delete This Yiolation Piint Notice Options |+
hE| | &
Farm Vigw | MUK

Enter a Batch name and press Enter Key.

Enter Wame of Mew Receipt Batch

I BDS Property Management 2.067 - 06/16/06

Fle Wiew Tools Help

If entering your payment through

B 06-JUN-22 - 6/22/2006

th e VI Olatl O n SOftwa re and yo u In the Entry Description, enter Property PIN, Property &ddress, Customer Mame [for same-owner property
. selection), Pemit 1D [preceded with P). License Mo, [with L), Citation Ma. [with C). or Assessment No. (with &)
have CIICked on the Balance Due Use the * and ? wildcard for partial search on Property Address o Name,

Entry Description Amaunt Check # Remark Customer
'TARD MAINTENAMCE $150.00 3455 CITY PERFORMED SMITH, TERRY
»

dollar amount field, the entry will
automatically appear. If you need
to add other payments enter the
description (address, name PIN,
violation #) and the amount will

appear in the amount column.

YARD JUNK $150.00 SMITH, TERRY
I $0.00

When finished you can post the
receipt batch.

Beceipting Options Dielete This Batch Receipt Tatal $300.00 Preview Repart  Post Above Receipts

Enter PIN, Customer Name, or Property Address hUM

15



You can click on Receipting Options and setup the description type to be used to find

customer balances, option set to enter check number, and option to stop at the amount
field to enter new amount or skip the amount field and always display total amount.

B Receipting Options

Below iz a lapout of the receipt entry. For each receipt type, select default settings for all applicable fields.

During receipt entry, the Entry Dezcription is uzed as a search field which can loak up an item by PIM, [partial] Property
Addrezs, [partial] Customer Mame, Permit 1D [preceded with P, License Mo, [preceded with L), Citation Mo, [preceded
with C), Azzezsment Mo, [preceded with &), or Death Record Mo, [preceded with M), Use the * and ? wildzard for partial
zearch on Property Address or Mame. The found item will replace the Entry Description you have entered with the
information defined in the below setting.

Receipt Type Entry Description Amount | Chech # Remark Paid By

Azzezzment ] Mo -] Mo =~ = | Cuztomer Mame
Permit | | Mo «| Mo - « | Custamer Mame
Licensze | Ho ~=| Mo =~ + | Cuztomer Mame
Yiolation Type of Yiolation | Mo «| Mo - « | Custamer Mame
Cemetery Marker Mo, | ves = | Wes - |Spacelnfo « | Custamer Mame

Close the Window to save the settings.

PROCESSING NON COMPLIANCE VIOLATIONS - FINES ADDED

MOANLLARM AT CLIACRIT Ao ] ¥R T | S ——— Once a day or Week,
BDS Property Management 2.067 - 06/16/06 N=lLd8 whatever you decide is
T best you are going to have
| gle [en 1.:..:|s ek to run the Expired Non-
Inquiry Compliance routine. To do
this, click on View on top
Menu and then highlight

Receipt Enkry
Periodic P g Permit

Special Reports e Periodic Processing and

Report Writer Brojec _ . | Violation. Then click on
dl B Expire bon-Compliance Expired Non-Compliance.
0l Print (Flagged) Mokices You can also print all
flagged notices of this
submenu.
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The Expired Non-Compliance screen will appear and you can view the list of violations in
your system, including the Violation type, address, status, deadline, proposed fine and
current due. If the days of the proposed deadline have passed and you run the Non-
compliance procedure, the status will move to the next violation level and a fine, if one has
been assigned, will be added to the perpetrators record.

B BDS Property Management 2.067 - 06/16/06
” File Wiew Tools Help

& Expire Non-Compliance Notices

Include all non-compliance violations having deadline before B/23/2008

Wiolation Cited Address Statug Deadline | Propoged Fine | Curent Due
() 1LJNE] 100 MaIN STREET 2nd Motice 06/13/06 $150.00 $150.00

12004 - ABANDONED YEHICLE 100 MAIN STREET Znd Motice 06/18/06 £0.00

Proposed fine will be added to current due for all violations not meeting compliance
by deadline. The deadline will be extended if applicable as defined by the type of i o
violation. System wil also set to have further notices be printed. Expite Above Violations

iForm Wigw l_l_ l_ [ICA- BuM |_ ‘_ J

Now run the Non-Compliance routine by clicking on the Expire Above Violations.

The next screen will show the changes from the routine and the new status and fines. It is
here that you can also run new notices as customized by your organization. These notices
can be printed to the screen first then to a printer or directly to the printer.

I BDS Property Manageinent 2.067 - 06/16/06

| Cited Address | Status | Deadine |Prnposed Fine ‘ Curmrent Due |

[100 MIN STREET [wdMotice | 07/09/05 | 450000 |

Prirk Motices To [Screen

Form Yiew ,_,_,_’_WI_’_ 4
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PROPERTY MANAGEMENT REPORT WRITER

Il BDS Property Management 2.067 - 06/16/06

File Wiew Tools Help

B Report Writer.

Select a Report Category or Callection fron the: left panel.
Select a Report from the night panel (use Shift+Click or Ctd+Click for multiple selections].
Click. Print/Preview button to generate report. Right click on either panel for more options.

Category/Collection:

Report:

“Customers
"Department Check
“Inzpections

“License - Pet
“Permits

"Properties
“Properties/0wners
“Property Faatage Info
"Receipt Distributions
"Receipts

“Receipts - Pet
“Winlations

After Posting®
Property®

Global Settings

Farm Yiew

ﬂ Trspector Feport®
"Licenze By Dwner
“Licenze By Tagh
"Licenze Surmary
"Manthiy Receipts

"Permit D etail@

“Permit Inspection@
“Permit Listing

"Pet County Report®

"Pet Information [Pictures)€
"Pet Infarmation®

“Pet License Renewal List
“Project Aszeszment Roll®

Category of Current Repart:

9 |

LI

BACKUP AND RESTORE DATA

Click on View at the top
left corner of the
screen. Next, choose
Report Writer. Select
Permits on the left hand
side.

Choose the report you
wish to print by
selecting one from the
right hand side. You
can either click on
Preview Selected
Report or simply double
click on the report you
wish to print.

Backup and Restore is used the same way as with all Banyon Window programs.
You may select the drive, path, and folder for the backup and define the backup

with a name and date. A logout message is also available to notify others in your
network of the backup procedure.

Setup Tab

Click on the Setup Tab to select your Backup Folder. This folder should be on a

system that is regularly backed up on tape or CD.
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B Backup/Restore

~_Backup/Restore Setup

YOU ARE RESPOMSIELE for the proper backup and storage of pour data. “We strongly recommend
that backupz are made to bath pour hard drive and to an external backup device such az a zip
drive, recordable CD ROM, or tape backup. Copies of wour data should be kept off site ih case of
emergency. COMNTALCT YOUR HARDWARE PROVIDER for wour external backup needs.

Backup Folder m ik

Logout Meszage |F'Iease logaout now for gpzterm maintenance

Timeout interval [zeconds] before retrying after initial backup/restore attempt failz 15

Backup/Restore Tab

Click on this tab to see the backup log or listing or to create new, overwrite, locate
or remove a backup of your data for the subject application. Right click on the
displayed screen or Window to select your option.

& Backup/Restore

Backup/Restare ] Setup
Right click on below window for options. Check. Data for Ermors during Backup W
Dezcription Date Location -
| » [EEEE 02-10-04 &44pm Tue |CHEDSWING
12-30-03REC 02-03-04 12:40pm  Tue [C:HBDSWINY
122601 12-26-01 10:58am ‘Wec|b\nd-z01%BDSWINYWINU
1204012 12-04-01 227pm Tue [Siknd-201%BDSWINYWINLT
1204011 12-04-01 12:50pm  Tue [Ssknd-z015B0SWIMYWINLT
1203011 12-03-01 357am Man [SWhnd-s015BDSWINYWINLT
120301 12-0301 342am Mon [Ynd-201 '\BDSWIN'\WINU'Ij
There are 14,1 MB in 15 backups, Pleaze remove urwanted backups to zave diskzpace.
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