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CHAPTER 1

Getting started

HOA Manager is free software for community association management companies. One

workspace holds every association your company manages: HOAs, condominium associations,

townhome communities and master associations. From it you run owner records, maintenance,

violations, architectural review, meetings, assessments and collections, vendor payables,

budgets, reserves, insurance, governing documents and compliance deadlines.

Many communities also use the Neighborhood app, the resident portal where owners pay dues,

submit maintenance requests and read announcements. When an HOA's Neighborhood app is

connected to your company, its records flow into HOA Manager automatically, and your updates

(announcements, meetings, documents, work-order progress) flow back to residents. Chapter 4,

Connecting the Neighborhood app, explains how.

The public home page of HOA Manager

How to get an account

There are two ways in.



Situation What to do

Your company is

new to HOA

Manager

Registration is by invitation. Use the link in your invitation email, or contact support

(the address is shown on the sign-in and registration pages). When public

registration is open, a Register your company, free button on the home page

creates your company and makes you its owner.

Your company

already uses

HOA Manager

Ask your company's owner or an administrator to add you under Staff. You receive

an invitation email titled You're invited to … on HOA Manager.

When registration is by invitation, the sign-up page explains how to get access

Accept an invitation

1. Open the invitation email and click Accept invitation and set password.

2. Your email address is filled in. Enter a new password (at least 10 characters, with letters and

numbers) and confirm it.

3. Click Save password, then sign in with your email and new password.

Tip: Invitation links expire after a short time. If yours has expired, use Forgot password? on

the sign-in page; it sends the same kind of link. Or ask your administrator to click Resend



invitation on the Staff page.

How to sign in

1. Go to your HOA Manager address and click Sign in (or open /login ).

2. Enter your Email and Password.

3. Tick Keep me signed in only on a device that you alone use.

4. Click Sign in.

The sign-in page

If you enter the wrong password several times in a row, sign-in pauses briefly. Wait a minute and

try again.

Reset a forgotten password

1. On the sign-in page, click Forgot password?

2. Enter your email and click Email reset link.

3. Open the email, click the link, choose a new password and click Save password.



For privacy, the page says a link is on its way whether or not that address has an account.

How to set up two-step sign-in

Two-step sign-in (also called MFA) asks for a short code after your password, so a stolen

password alone can't open your account. Your company decides whether it is optional or

required for your role. If it's required, HOA Manager takes you to the setup page the first time

you sign in and won't let you continue until it's done.

Open it any time from the account menu (your initials, top right) → Two-step sign-in.

The two-step sign-in page, with a QR code for an authenticator app and the email option

The Status card shows whether two-step sign-in is on, which method you use, your company's

policy and how many recovery codes you have left.

Use an authenticator app (recommended)



1. Install an authenticator app on your phone, such as Google Authenticator, Microsoft

Authenticator, 1Password or Authy.

2. Under Use an authenticator app, scan the QR code with the app. If you can't scan, type the

key shown under Can't scan? Enter this key.

3. Type the 6-digit code the app shows into Code from the app and click Confirm and turn on.

Use email codes

1. Under Use email codes, click Email me a code.

2. Enter the 6-digit code from the email in Code from the email and click Confirm and turn on.

Email codes expire after 10 minutes and work once.

Save your recovery codes

As soon as two-step sign-in is on, HOA Manager shows 8 recovery codes, once. Each code

works one time if you lose your phone or can't get to your email. Click Copy all or Print and keep

them somewhere safe, such as a password manager.

Important: The codes are not shown again. If you lose them, go to Recovery codes,

confirm your password and click Make new recovery codes. The old codes stop working.

Signing in with two-step sign-in

After your password, the Two-step verification page asks for your code:

Authenticator app: type the current code from the app.

Email codes: HOA Manager emails a code as soon as you sign in. Use Send a new code if it

doesn't arrive.

Lost your device? Enter one of your recovery codes instead.

Tick Don't ask again on this device for N days to skip the code on that computer. Your company

sets how many days, or turns this option off. After five wrong codes you must wait five minutes.

If you have no device and no recovery codes left, ask your company administrator to Reset two-

step for you (see chapter 2).



Finding your way around

The dashboard for the whole portfolio

The sidebar on the left groups everything you can open:

Group Contains

(top) Dashboard, Associations, Deadlines & tasks

Community Units, Owners, Board members, Bylaws & governing docs, Amendments, Announcements

Operations Work orders, Violations, Architectural review, Meetings

Financials Receivables, Billing, Collections, Payables, Budgets, Banking & GL, Reports

Records Vendors, Contracts, Insurance, Reserve studies, Resale & estoppel, Documents



Group Contains

Company Neighborhood links, Staff, Company settings, Email sending, Activity log

Yellow numbers next to an item show what needs attention, for example new work orders or

invoices waiting for approval. Items you don't have permission to use are hidden.

Work in one association at a time

The Working in menu at the top of the sidebar sets which association you're looking at.

All associations shows your whole portfolio in every list and on the dashboard.

Pick one association and every list, report and form defaults to it until you change it again.

The dashboard while working in Oak Ridge HOA



Tip: Most list pages also have their own association filter, which overrides the sidebar

choice for that page.

Search

The search box at the top of every page finds associations, units (by address, unit or lot number,

or tenant), owners (by name, email or phone), work orders and violations (by number or title) and

vendors. Press / on your keyboard to jump to it.

Search results for "oak"

The account menu

Click your initials in the top-right corner for:

My profile: your name, email, phone, job title and password.

Two-step sign-in: described above.

AI assistants: connect an AI assistant to HOA Manager (chapter 11).

Sign out.



Roles: who can do what

Every staff member has one role. Owners, administrators and accountants see every association.

Community managers, staff and read-only users see only the associations assigned to them.

Role Sees Can do

Owner All associations Everything, including company settings, staff, email settings

and creating other owners

Administrator All associations Everything except creating or promoting owners

Community

Manager

Assigned

associations

Run records, work orders, violations, meetings,

Neighborhood links; approve invoices

Accountant All associations Financials for every association: billing, receivables,

collections, payables, budgets, reports

Staff Assigned

associations

Day-to-day records; no financial posting

Read-only Assigned

associations

View only; cannot change anything

A community manager sees only the associations assigned to them



To assign associations to someone, see How to add a staff member in chapter 2, or use

Management team on the association's page (chapter 3).

The dashboard

The dashboard is your morning check-in. It covers the whole portfolio, or one association if

you've chosen one in Working in.

Headline numbers. Each card opens the matching list:

Associations, and how many are connected to the Neighborhood app (portfolio view only).

Units.

Owner balances due, and how many units have a balance.

Open work orders, including how many are new and not yet assigned.

Open violations.

ARC requests pending.

Invoices to approve, with their total.

Coming due (next 60 days) combines deadlines from across the system: compliance tasks,

insurance renewals, contract renewals, architectural review decisions and vendor insurance

certificates. Overdue items are marked Overdue.

Work orders needing attention lists open jobs, most urgent first, and flags those that came from

the HOA portal.

Upcoming meetings shows the next board, budget and annual meetings.

Quick actions are shortcuts to everyday tasks: New work order, Record a payment, Enter a

vendor invoice, Send an announcement, Schedule a meeting and Log an estoppel request.

When a Neighborhood app asks to connect to your company, a blue banner at the top of the

dashboard says so, with a Review requests link.

Getting started checklist

A new company's first screen (also at /welcome ) walks you through four steps:



1. Add your associations. Each gets a standard HOA chart of accounts and a compliance

calendar (chapter 3).

2. Connect Neighborhood apps. Share your unit registration GUID, or create invite codes

(chapter 4).

3. Invite your team. Add community managers, accountants and staff (chapter 2).

4. Complete your company profile. Your address, license number and contact details appear on

statements and estoppel certificates (chapter 2).



CHAPTER 2

Company setup

This chapter covers the settings that apply to your whole management company. Most of them

are available only to the company Owner and Administrators. They appear in the sidebar under

Company: Staff, Company settings, Email sending and Activity log.

How to complete your company profile

1. In the sidebar, click Company settings.

2. In Company profile, fill in the Company name, Legal name, Email, Phone, Website,

Management license # (your state CAM or management company license, if required),

address and Time zone.

3. Click Save settings at the bottom of the page.

Your company name, contact details and license number appear on owner statements, estoppel

certificates and email sent on your behalf.



Company settings: registration GUID, profile, security and AI policies



Your unit registration GUID

At the top of Company settings, the Unit registration GUID card shows a long code such as

12d55a35-d05d-4675-9a69-0746d242732e , together with this server's address. HOAs running

the Neighborhood app use the GUID and address to ask to connect to your company. A request

still needs your approval unless you turn on auto-approval (below).

Click Copy to copy the GUID.

Share it, with the server address, with each HOA's administrator. Chapter 4 explains what

they do with it.

Issue a new GUID

If the GUID has been shared more widely than you'd like, click Issue a new GUID and confirm.

HOAs that are already connected keep working.

Anyone who hasn't connected yet will need the new GUID.

The card shows when it was last rotated.

How to handle connection requests automatically

In Neighborhood connection requests, tick Approve requests automatically and create a new

association for each and click Save settings.

Leave it off if you want to check each HOA before it connects. Invite codes (chapter 4) are

always approved automatically, whatever this setting says.

How to set your two-step sign-in policy

The Security: two-step sign-in (MFA) card controls two-step sign-in for everyone in your

company.

1. Choose a Policy:

Off: no second factor

Optional: each person can turn it on

Required



2. Set Remember a verified device for (days). Use 0 to ask for a code at every sign-in. The

maximum is 90.

3. Under Allowed methods, tick Authenticator app, Email code or both.

4. If the policy is Required, tick the roles it applies to under When required, require it for. Leave

all of them unticked to require it for everyone.

5. Click Save settings.

People covered by a new requirement are taken to the setup page the next time they open any

page. If you stop allowing a method someone uses, they're asked to set up an allowed one.

Tip: Requiring two-step sign-in for owners, administrators and accountants protects the

accounts that can see every association's finances.

How to control AI assistants

The AI assistants (MCP) card sets whether staff may connect AI assistants such as Claude or

ChatGPT to HOA Manager:

Setting Effect

Off: AI assistants cannot

connect

No tokens can be created, and existing tokens stop working

immediately

Read only: assistants can look

things up

Assistants can read data but never change it

Read and update Assistants can also open work orders, add notes and manage tasks, if

the person's role allows it

Below the settings form, Active AI access tokens lists every active token in your company: who

created it, its name, its access, when it was last used and when it expires. Click Revoke to

disconnect any token at once. Chapter 11 explains AI assistants in full.

How to add a staff member

1. In the sidebar, click Staff, then Add staff.



2. Under Account, enter Name, Email, Phone (optional) and Job title (optional).

3. Choose a Role. Only owners can create other owners.

4. Under Associations, tick the associations this person manages.

5. Click Add and send invite.

Adding a staff member: account details, role and associations

The new person receives an invitation email with a link to choose their password.

Important: Managers, staff and read-only users see only the associations ticked here.

Owners, administrators and accountants always see every association, so ticking

associations for them has no effect.

What each role can do

The Staff page has a What each role can do summary. In short:

Owner / Administrator: everything, including company settings, staff and every association.



Community Manager: runs their assigned associations, including neighborhood links and

invoice approval.

Accountant: financials for every association.

Staff: day-to-day records for assigned associations; no financial posting.

Read-only: can view assigned associations but not change anything.

Managing your team

The staff list, with each person's role, associations, two-step status and last sign-in

The Staff list shows each person's Role, the Associations they manage ("All" for portfolio-wide

roles), whether Two-step sign-in is on, their Last sign-in and their Status.

Change someone's role or associations

Click the person's name, make your changes and click Save. Untick Can sign in to block access

without deleting the account. You can't change your own role or deactivate yourself, and the



company must always keep at least one owner.

Resend an invitation

Click Resend invitation next to the person. Use this if their invitation expired or went to spam.

Reset two-step sign-in for someone who lost their phone

Click Reset two-step. Their second step is cleared and every device they asked to be

remembered is forgotten. If your company requires two-step sign-in, they're asked to set it up

again at their next sign-in.

Deactivate someone who has left

Click Deactivate and confirm. They can no longer sign in, but their history (notes, approvals,

activity) stays attributed to them. To restore access later, open their record and tick Can sign in.

How to choose how email is sent

Email sending controls how email from your company reaches owners, vendors and title

companies. That includes owner statements, estoppel certificates and work orders sent to

vendors.



The Email sending page

The Right now card always shows how mail is actually going out at the moment, and any recent

problem.

Choose a Sending method:

Method How it looks to recipients What it needs

Send from HOA

Manager

From HOA Manager's address with your

company name; replies come to you

Nothing; this is the default

Send from my

email address

From your own address, for example

office@yourdomain.com

You confirm the address by

clicking an emailed link; DNS

changes recommended

mailto:office@yourdomain.com


Method How it looks to recipients What it needs

Send through my

own mail server

(SMTP)

From your address, through your provider

(Microsoft 365, Google Workspace, your host);

appears in your Sent folder

Server details and a successful

test

In Sender details, set the Sender name (defaults to your company name) and Replies go to

(defaults to your company email) for any method.

Send from your own email address

1. Choose Send from my email address.

2. Enter the From address and click Save.

3. HOA Manager emails a confirmation link to that address. Open the email and click Confirm

address. The link works for 3 days.

4. Until you confirm, mail keeps going out from HOA Manager. Use Send the link again if

needed.

Important: Many providers junk or reject mail that uses your domain unless the domain

allows HOA Manager to send for it. The Improve delivery from your address card shows

the SPF entry to add to your domain's DNS. If you can't change DNS, use your own mail

server instead.

Send through your own mail server (SMTP)

1. Choose Send through my own mail server (SMTP).

2. Enter the From address, then under Your mail server (SMTP) fill in Server (for example

smtp.office365.com), Port, Security (usually STARTTLS on port 587), Username and

Password. Use an app password if your provider offers one.

3. Click Save. HOA Manager sends a test message to you, and your server is used only after the

test succeeds.

If the test fails, the error appears at the top of the page and mail keeps going out through HOA

Manager. Fix the details and save again, or click Send a test to …. Leave Password blank when

saving to keep the stored one.



If your server stops working later, messages are sent through HOA Manager instead so nothing is

lost, and the problem appears under Last problem.

Tip: Sign-in codes, password links and staff invitations always come from HOA Manager

(with your company name), so a broken mail server never locks anyone out.

Announcements to residents are emailed by each HOA's Neighborhood app.

The activity log

Activity log (sidebar, under Company) records who did what and when: sign-ins, records

created and changed, status changes, invoices approved, links approved or disconnected,

settings changed, AI assistant actions and more.

The activity log

Use the search box to find entries by description, then click Filter.

Choose an association in Working in to see only that association's activity.



Entries made through an AI assistant end with (via AI assistant).

Managers, staff and read-only users see only the activity for their own associations, plus

company-wide entries.



CHAPTER 3

Associations

An association is one community your company manages: a homeowners association,

condominium association, townhome association, cooperative, master association or

commercial association. Almost everything in HOA Manager belongs to an association, including

units, owners, work orders, ledgers, budgets, meetings and governing documents.

The association list

Click Associations in the sidebar to see every association you can access.

The association list for the example company

Each row shows:

Association: the name, type and city.

Status: Onboarding, Active, Inactive or Terminated.

Neighborhood app: whether the HOA's resident app is connected, waiting or not connected.

Units, Open work orders and Owner balance due.

Manager: the primary community manager.



Use the search box to find an association by name, or filter by status. Click a name to open its

page.

Tip: Community managers, staff and read-only users only see associations assigned to

them. If one is missing, ask an administrator to add you to its management team.

How to add an association

You need the Owner, Administrator or Community Manager role.

1. Click Associations, then Add association.

2. Fill in each section of the form (described below).

3. Click Add association.



The Add association form

Profile

Field What to enter

Name The everyday name, e.g. Oak Ridge HOA (required)

Legal name The incorporated name, e.g. Oak Ridge Homeowners Association,

Inc.



Field What to enter

Type Homeowners, Condominium, Townhome, Cooperative, Master or

Commercial association

Status Start with Onboarding while you collect records; change to

Active when you take over

Street address, City, State, ZIP The community's address

Website / portal URL The HOA's public site or Neighborhood app address

EIN, State of incorporation,

Incorporated on

From the articles of incorporation and IRS letter

Assessments & fiscal year

Field What it controls

Fiscal year starts The first month of the budget year; used by budgets, reports and the

compliance calendar

Assessment frequency Monthly, Quarterly, Semi-annual or Annual

Default assessment per unit

($)

The regular assessment; individual units can override it

Late fee ($) and Grace

period (days)

Applied automatically to charges still unpaid after the grace period

(see the Financials chapter)

Management agreement

Enter the agreement's Start date and End / renewal date, then the Fee basis (Flat monthly fee

or Per unit per month) and the Fee amount ($). HOA Manager uses these to calculate your

monthly management fee, shown on the association page and in the management fee report.

Reserve fund

Record the Reserve balance ($) and Balance as of date, the Annual contribution ($), the date of

the Last reserve study, and the Interest rate (%) and Inflation rate (%) used for the 30-year

reserve projection.



Notes

Internal notes are visible only to your company's staff, for example transition details or board

preferences.

What HOA Manager sets up for you

When you add an association, HOA Manager prepares two things so you can start straight away.

A standard HOA chart of accounts, with separate operating and reserve funds:

Range Accounts

1000-

1200

Operating cash, reserve cash, owner receivables, prepaid expenses

2000-

2100

Accounts payable, prepaid assessments

3000-

3100

Operating and reserve fund balances

4000-

4700

Assessment, special assessment, late fee, interest, violation fine and amenity income;

reserve contributions and interest

5000-

5950

Management fees, administrative, legal, insurance, utilities, landscaping, pool, repairs,

security, taxes, bad debt

6000 Reserve expenditures

You can add, rename or deactivate accounts under Banking & GL.

A compliance calendar of typical recurring obligations, found under Deadlines & tasks:

Prepare and adopt next year's budget

File the federal tax return (Form 1120-H or 1120)

File the state annual report or corporate renewal

Hold the annual owners meeting and board election

Review insurance coverage before renewal

Annual financial review or audit



Update the reserve study

Monthly financial package to the board

Important: The calendar's dates are starting points. Adjust them to the association's

governing documents and state law.

If you're a community manager (not an owner or administrator), you're added to the new

association's management team automatically, so you can see it.

The association page

Click an association's name to open its overview. The example below is Oak Ridge HOA.



The association page for Oak Ridge HOA

Opening an association's page also sets it as your Working in association in the sidebar.

Headline numbers

The cards across the top show Units (and owners on file), Owner balances due (and how many

units have a balance), Open work orders, Open violations, ARC requests pending and Invoices

to approve. Click any card to open the matching list, filtered to this association.



Neighborhood app connection

This card shows whether the HOA's resident app is connected:

Connected: the status, the app's address, when it was last heard from and its version. Click

Manage connection to open the connection page.

Not connected: an explanation of what connecting does. Click Create invite code to invite

the HOA (see chapter 4).

Work areas

Buttons that open each part of HOA Manager already filtered to this association: Units, Owners,

Board members, Bylaws & governing docs, Amendments, Work orders, Violations, Architectural

review, Meetings, Receivables, Billing, Collections, Payables, Budgets, Banking & GL, Reports,

Contracts, Insurance, Reserve study, Resale & estoppel, Documents and Deadlines & tasks.

Upcoming

The next scheduled Meetings, open Deadlines with how soon each is due, and any Insurance

renewing soon (within 60 days).

Details

A summary of the profile: legal name, address, EIN, fiscal year start, assessment, late fee,

monthly management fee, agreement dates and reserve balance.

Board of directors

The active board members with their positions and when their terms end. Click Manage to edit

them. For connected HOAs the board comes from the Neighborhood app.

Management team

Shows which staff manage this association. If you can manage staff, you can change the team

here:

1. Tick each person who should work on this association.

2. Choose one primary manager. They appear as Manager in the association list.

3. Click Save team.



Tip: Owners, administrators and accountants see every association whether or not they're

ticked. The team list matters for community managers, staff and read-only users.

How to edit an association

1. Open the association and click Edit.

2. Change any field.

3. Click Save changes.

Common updates are moving the Status from Onboarding to Active, recording a new Reserve

balance after the year-end close, and updating the Management agreement dates at renewal.

When you stop managing an association

Change its Status to Inactive (paused) or Terminated (the contract ended), and set the End /

renewal date under Management agreement. Its records stay available for reference and audits.

If the association is connected to a Neighborhood app, disconnect it first (chapter 4) so its

residents stop receiving updates from your company.



CHAPTER 4

Connecting the Neighborhood app

Many HOAs use the Neighborhood app as their resident portal: owners pay dues online, report

maintenance problems, see violations and read announcements. When an HOA's Neighborhood

app is connected to your company in HOA Manager, the two systems keep each other up to

date:

From the HOA to you: homes, owners, the board, maintenance requests, violations, online

payments and meetings appear in HOA Manager automatically.

From you to the HOA: your announcements, meetings, documents, work-order progress,

violation updates and architectural review decisions reach the HOA's residents.

Each connection links one Neighborhood app to one association in your company. Open

Neighborhood links under Company in the sidebar to manage them.



The Neighborhood links page

How connecting works

There are two ways to start a connection. Both end with the same secure link.

Start Best when Approval

The HOA asks, using your

unit registration GUID

The HOA is new to you, or you

haven't set it up in HOA Manager yet

You approve or decline the

request

You send an invite code You've already added the

association in HOA Manager

Automatic: the code is a pre-

approval for that association



Behind the scenes, the two systems exchange keys and sign every message, so only your

company and that HOA can read or send updates on the connection. Either side can disconnect

at any time.

How to share your registration GUID

1. Open Neighborhood links. The How an HOA connects card shows this server's address and

your unit registration GUID.

2. Click Copy next to the GUID.

3. Send the HOA's administrator both the server address and the GUID.

The HOA administrator then opens Settings → Management company in their Neighborhood

app, enters the address and GUID, and sends the request. It appears in Waiting for approval on

your Neighborhood links page, a yellow number appears next to Neighborhood links in the

sidebar, and the dashboard shows a banner.

Tip: The GUID only lets an HOA ask to connect; you still decide. If you'd rather approve

everything automatically, see How to handle connection requests automatically in chapter

2. To stop new requests that use an old GUID, use Issue a new GUID in Company settings.

Existing connections are not affected.

How to invite an association with a code

Use an invite code when the association already exists in HOA Manager. The connection lands

on the right record with no approval step.

1. Open Neighborhood links. In Invite an association, choose the Association. Or open the

association's page and click Create invite code in the Neighborhood app connection card.

2. Click Create invite code.

3. A green box shows the code (for example ABCD-EFGH-JKLM ) and when it expires. Click Copy

and send it to the HOA administrator with your server address and registration GUID.

Important: The code is shown only once and expires after 14 days. It works once. If it's lost



or expires, create a new code; the old one stops working.

Open codes are listed under Open invites. Click Cancel to withdraw one.

In the example, Cedar Point Townhomes is still onboarding and has an open invite.

How to review a connection request

1. Open Neighborhood links and click the request under Waiting for approval (it shows a

Review badge).

2. Check the HOA's name, its app address, and the contact who asked. Make sure it is an HOA

you manage.

Reviewing Maple Grove HOA's request to connect



Approve the request

Under Approve this connection, choose one option:

Attach to an existing association, then pick it from the list. Use this when you've already

added the association. Only associations that aren't already connected are listed.

Create a new association named "…". HOA Manager creates the association from the request

(name, address and website), with the standard chart of accounts and compliance calendar.

Its status starts as Onboarding.

Then click Approve and connect. The connection becomes Connected, the HOA's app receives

its keys, and its records start arriving within a few minutes.

Decline the request

Optionally type a Reason (sent to the HOA), then click Decline and confirm. The HOA sees your

reason. The request moves to History.

What syncs, and in which direction

From the HOA's Neighborhood app to HOA Manager

Neighborhood app Appears in HOA Manager as

Houses: address, lot, rental and tenant details, lease

dates, fee category and rate

Units (the fee rate becomes the unit's

assessment unless you override it)

Property owners: names, contact details, which

houses they own

Owners, linked to their units

Residents with a board position Board members

Maintenance requests, and comments on them Work orders, marked From HOA portal, with

notes

Violations Violations

Completed online dues payments (refunds remove

them)

Payments on the owner's ledger



Neighborhood app Appears in HOA Manager as

Meetings on the HOA calendar Meetings

App version and record counts Shown on the connection page

When a connection is first approved, and whenever you click Request full sync, the HOA sends a

complete copy: every house, owner and board member, open requests and violations, 24 months

of payments and upcoming meetings.

From HOA Manager to the HOA's residents

You do this in HOA Manager Residents see

Send an announcement It is posted in their portal, and emailed if you

chose to

Publish a meeting, edit it or cancel it It appears on, or is updated or cancelled on,

the HOA calendar

Publish a document or adopted bylaws It appears in their documents

Change a portal work order's status, or add a note

shared with the household

Progress on their maintenance request

Update a portal violation The new status, fine or deadline

Decide an architectural request The HOA's admins are notified of the

decision

Send an amendment notice An announcement with the proposed text

and voting dates

Who wins when both sides change something

Houses, owners and board members: the HOA's app is the source of truth. If you edit them

in HOA Manager, the next sync from the HOA replaces your changes. Ask the HOA to correct

them in their app.

Maintenance requests: if the HOA marks a request resolved or closed, the work order closes.

Otherwise your work order status stands, and residents see your progress.



Violations: the most recent change from either side wins.

Architectural decisions: made in HOA Manager.

What is not shared: your owner ledgers (charges, late fees, collections), budgets, payables,

vendors, contracts, insurance, reserve studies, internal notes and staff stay in HOA Manager.

Resident logins, polls and amenity bookings stay in the Neighborhood app.

The connection page

Click a connected association on Neighborhood links (or Manage connection on its association

page) to see the connection in detail.



The connection page for Oak Ridge HOA, with events, commands and connection details

Connection: which association it's linked to, the link and instance IDs, who started it, the

HOA's app version and contact, when it was approved, whether activation was delivered, and

when each side last heard from the other. Last problem shows the most recent error.

Reported by the neighborhood: the HOA's own counts (houses, owners, members, open

maintenance and violations) from its last check-in.

Recent events from the neighborhood: the last 50 updates received (for example

house.upserted) with their result: processed, duplicate, ignored or failed, plus an error

message for failures.

Commands sent to the neighborhood: the last 50 updates you sent (for example

announcement.publish), with status, tries and errors. Failed ones show when the next



automatic retry happens.

Buttons on the connection page

Button What it does

Test connection Checks that HOA Manager can reach the HOA's app right now

Request full

sync

Asks the HOA's app to resend all of its records

Pause Stops syncing in both directions without deleting anything; the HOA keeps

checking in

Resume Restarts syncing after a pause

Retry now Re-sends a failed command immediately (next to the failed command)

Disconnect Ends the connection permanently (see below)

How to disconnect an HOA

1. Open the connection page.

2. In Disconnect, optionally type a reason. It is sent to the HOA.

3. Click Disconnect and confirm.

Syncing stops in both directions and the keys are destroyed. Records already synced stay in

HOA Manager. Reconnecting needs a new request from the HOA (or a new invite code). The

HOA can also disconnect from its side; the link then shows as Disconnected in History.

Important: Disconnect an HOA before marking its association Terminated, so its residents

stop receiving your updates.

Troubleshooting

The link shows "Quiet"



On Neighborhood links, a Quiet badge means the HOA's app hasn't checked in for over an hour.

Common causes:

The HOA's site is down or under maintenance. Click Test connection on the connection page.

The connection was paused from the HOA's side.

Their app's background jobs aren't running. Ask the HOA's administrator or their host to

check.

Commands show "failed"

A failed command (for example an announcement) is retried automatically, waiting a little longer

each time: from 1 minute up to 2 hours, for 8 tries in total. The HOA's app can also collect

anything it missed the next time it checks in, so updates usually arrive once the site is back. To

send one immediately, click Retry now. The error (for example HTTP 503: Service temporarily

unavailable) also appears under Problems on the links list.

Events show "failed"

Usually an update arrived before something it depends on. For example, a payment arrived for a

house HOA Manager hasn't received yet. Click Request full sync; the complete resend fixes the

order.

Owner or unit details are wrong

For connected HOAs, correct them in the HOA's Neighborhood app. Changes made in HOA

Manager are overwritten by the next update from the HOA.

The HOA says its code or GUID doesn't work

An invite code works once and expires after 14 days. Create a new one.

If you clicked Issue a new GUID, send the HOA the new GUID.

An HOA that is already connected must disconnect before it can connect again.



CHAPTER 5

Community records

Community records are the roster of each association: its units (homes, lots and condos), the

owners of those units, and the board members who govern it. Billing, receivables, violations,

work orders and estoppel certificates all depend on these records, so they're worth keeping

accurate.

Each association gets its records in one of three ways:

From the Neighborhood app. When an association is connected (see Connecting the

Neighborhood app), its houses, owners and board members sync in automatically and stay up

to date. These records show a From Neighborhood app badge.

CSV import. For associations that aren't on the Neighborhood app, load units and owners

from a spreadsheet.

By hand. Add or edit any unit, owner or board member from its screen.

All three areas are under Community in the sidebar. Like every list in HOA Manager, they show

the association picked in the sidebar's Working in switcher, or all of your associations when All

associations is selected.

Who can do what: anyone with access to an association can view its records. Adding,

editing, deleting and importing need a role that can edit records (everyone except Read-

only). Managers and staff only see the associations they are assigned to.

Units at a glance

Open Units in the sidebar to see every home, lot and condo in your associations. For each unit

the list shows the address and unit number, lot, type, occupancy (owner-occupied or rental, with

the tenant's name), owners and the current Balance owed to the association.



The unit list for Oak Ridge HOA, showing owners, occupancy and balances

Use the filter bar at the top to narrow the list:

Search looks in the address, unit number, lot number and tenant name ("Address, unit, lot or

tenant").

The rental filter shows Rentals only or Owner-occupied units.

When All associations is selected, an Association column shows which community each unit

belongs to.

Click a unit to open its page.

How to add a unit

1. Go to Units and click Add unit.

2. In the Unit section, choose the Association and enter the Street address. Add the Unit

number for condos and townhomes, the Lot number, City, State, ZIP, Type and Square feet



as needed.

3. In Assessments, optionally set:

Fee category — a grouping for billing, for example "Villa" or "Phase 2".

Assessment override ($) — the regular assessment for this unit. Leave it blank to use the

association's default assessment.

4. In Occupancy, tick This unit is rented out if it's a rental, and enter the Tenant name, Tenant

email, Tenant phone, Lease start and Lease end.

5. Add any Internal notes in the Notes section. Notes are only visible to your team.

6. Click Add unit.

Important: a unit always stays with the association it was created in. If a unit was added to

the wrong association, delete it and add it again in the right one.

How to edit a unit

1. Open the unit and click Edit.

2. Change the details and click Save changes.

If the unit came from the Neighborhood app, the form tells you so. The HOA portal is the source

of truth for the address and tenant details, so the next sync from the portal overwrites changes

you make to those fields here. Make address and tenant changes in the Neighborhood app

instead. Your assessment override, fee category and notes are yours to change.

The unit page

The unit page brings together everything about one home.



A unit page with its balance, ledger activity, owners and details

Balance — what the owner currently owes (or, if negative, has paid in advance), with "Owed

to the association" or "Paid up" underneath.

Assessment — the regular assessment this unit is billed, and whether it's the Association

default or a Unit override.

Open work orders and Open violations — counts, with the items listed further down.

Recent ledger activity — the latest charges, late fees and payments. Click Full ledger to

open the unit's account under Receivables, where you can post payments and print

statements (see Financials).

Owners — everyone who owns the unit. You can link and remove owners here (see below).



Details — address, lot, square feet, fee category and occupancy, plus the tenant and lease

when it's a rental.

Open work orders, Violations and Architectural requests — this unit's history in each area.

A blue note at the top tells you when the unit is synced from the Neighborhood app, and how

long ago it last synced.

How to delete a unit

1. Open the unit and click Delete.

2. Confirm.

Deleting removes the unit from lists, but its history (ledger entries, work orders and violations) is

kept for your records.

Owners

Owners lists the homeowners of record in your associations, with their email, phone, how they

prefer to be contacted, and the units they own.



The owner list with contact details and the units each owner holds

Search by name, email or phone using the box in the filter bar.

How to add an owner

1. Go to Owners and click Add owner.

2. Choose the Association.

3. Enter the owner's First name, Last name, Email, Phone and Alternate phone.

4. Enter a Mailing address only if it's different from the unit address, for example for an owner

who rents the home out and lives elsewhere.

5. Choose the Preferred contact method: email, mail, phone or text message.

6. In Units owned, select the unit or units this person owns. Only units in the owner's

association are listed. Hold Ctrl (Windows) or ⌘ (Mac) to pick several.

7. Add any Internal notes and click Add owner.

Tip: when the association has no units yet, you can add the owner now and link units later



from each unit's page.

How to link an owner to a unit from the unit page

1. Open the unit.

2. In the Owners card, pick a name from Link an existing owner… and click Link.

3. To add someone who isn't on file yet, click Add a new owner.

To remove an owner from a unit, for example after a sale, click Remove next to their name. The

owner record stays on file.

Owners synced from the Neighborhood app

Owners that come from the Neighborhood app show a From Neighborhood app badge. As with

units, the HOA portal is the source of truth for their details, so update names and contact details

in the portal.

Board members

Board members lists each association's directors and officers, grouped by association, with their

position, contact details, term dates and status.



Board members grouped by association, with term badges

The positions available are President, Vice President, Treasurer, Secretary, Director and Member

at Large.

Two badges help you plan elections and renewals:

Badge Meaning

Term ends soon The member's term ends within the next 60 days.

Term expired The term end date has passed but the member is still marked active.

Badges only appear on active members. Use the status filter to show active, inactive, or both.

How to add a board member

1. Go to Board members and click Add board member.

2. Choose the Association.



3. Optionally pick the Owner record for this person. When you do, Name, Email and Phone

default to the owner's details if you leave them blank. Choose Not linked to an owner for

someone who isn't on file, such as a developer's representative.

4. Choose the Position and enter the Term start and Term end dates.

5. Leave Currently serving ticked for a sitting member.

6. Click Add board member.

How to record a change on the board

A member's term ends or they resign: click Mark inactive next to their name. They stay on

record for your history but drop out of the active board.

A member is re-elected: click Edit, update Term start and Term end, and save.

A new officer takes over: add the new member, then mark the previous officer inactive.

Board members of associations connected to the Neighborhood app sync in from the portal,

where board positions are managed.

Importing units and owners from a CSV file

For associations that aren't on the Neighborhood app, you can load the whole roster from a

spreadsheet instead of typing it in.



The import screen with the association picker, CSV upload and template download

How to import units and owners

1. Go to Units and click Import CSV.

2. Click Download template to get a CSV file with the right column headings.

3. Fill in one row per unit (or per owner of a unit). Save the file as CSV.

4. Back on the import screen, choose the Association, choose your CSV file and click Import.

5. Review the results (see below), then click View units.

Files can be up to 5 MB and 5,000 rows.

Template columns

Column What to enter

street_address Required. The unit's street address.

unit_number The unit or apartment number, for condos and townhomes.



Column What to enter

lot_number The lot number.

city , state , postal_code The unit's city, two-letter state and ZIP code.

unit_type Single-family, Townhome, Condo, Lot or Commercial. Either the

name or the code (e.g. townhome ) works.

owner_first_name ,

owner_last_name

The owner's name. Required if you give an owner email or phone.

owner_email , owner_phone The owner's contact details.

mailing_address The owner's mailing address, if different from the unit.

To record two owners for the same unit, add two rows with the same address and unit number.

How the import matches existing records

You can safely run the same import more than once, or import an updated spreadsheet later:

Units are matched by street address plus unit number within the association. A match is

updated (or counted as unchanged if nothing differs); otherwise a new unit is created. Units

synced from the Neighborhood app are never overwritten; owners are only linked to them.

Owners are matched by email within the association. Without an email, an owner is matched

by name on the same unit. A matched owner only has empty phone or mailing-address fields

filled in; nothing already on file is overwritten.

Blank rows are ignored.

Import results

After the import, the results show:

Units created, Units updated, Owners added and Rows skipped.

A table of skipped rows, with the Line number in your file and the Problem (for example a

missing street address, an invalid email, or an owner email without an owner name).

Fix the skipped rows in your spreadsheet and import the file again; rows that already went in are

matched rather than duplicated. The whole import runs in one step, so if the file can't be read at



all, nothing is changed.



CHAPTER 6

Operations

The Operations section of the sidebar covers the work a community manager does every day:

Work orders — maintenance and repairs, including requests residents file in the HOA portal.

Violations — covenant enforcement from first notice through hearing, fine and resolution.

Architectural review — owner requests for exterior changes and the committee's decisions.

Meetings — board, annual, budget and committee meetings, with agendas, minutes and

quorum.

When an association is connected to its Neighborhood app, operations work in both directions.

Requests residents submit in the portal arrive here, and the updates you make here (status

changes, shared notes, decisions, published meetings) go back to the portal. Items that came

from the portal show a From HOA portal badge.

Who can do what: anyone with access to an association can view its operations. Creating,

updating and deleting need a role that can edit records (everyone except Read-only).

Posting a violation fine to the owner ledger also needs a financial role (Owner,

Administrator or Accountant).

Work orders

Open Work orders to see maintenance jobs across your associations. The tabs across the top

filter by status: Open (everything not completed or cancelled), each individual status, and All.



The work order list, with priority, status, vendor and source

Each row shows the work order number and title, the association and unit, priority, status, vendor

or assigned staff member, scheduled date and cost. Use the filter bar to search the title or

number and to narrow by priority, vendor or source (requests from the HOA portal versus ones

your team opened).

Priorities and statuses

Priority Use it for

Low Routine jobs that can wait for the next scheduled visit.

Medium Normal repairs.

High Problems that affect residents or could get worse quickly.

Emergency Safety issues and active damage (leaks, outages). Emergencies sort to the top of every

list.



Status Meaning

New Opened but not yet assigned to a vendor or staff member.

Assigned A vendor or staff member has the job.

In progress Work has started.

On hold Waiting on parts, a quote approval or access.

Completed Work is done. Requires resolution notes.

Cancelled No longer needed.

How to open a work order

1. Go to Work orders and click New work order.

2. In the Request section, choose the Association, the Unit (leave it as Common area / none for

common areas), the Category and Priority, and enter a Title and Description.

3. In Assignment & cost, optionally choose a Vendor and Assigned staff member, the

Scheduled for date, and the Estimated cost ($).

4. Click Create work order.

The work order gets a number such as WO-00012. If you chose a vendor or a staff member, it

starts as Assigned; otherwise it starts as New.

The work order page



A work order that came from the HOA portal, with its timeline, vendor email and status panel

The work order page shows the Details (priority, category, unit, vendor, assigned staff,

scheduled date, estimated and actual cost, source and when it was opened), a Timeline of notes,

and panels to Update status and to Email to vendor.

When the request came from the HOA portal, a blue note at the top tells you who submitted it

and reminds you that status changes and shared notes are sent back to the portal.

How to update a work order's status

1. Open the work order.



2. In Update status, choose the new Status.

3. When completing the work order, describe what was done in Resolution notes. They're

required to mark it Completed.

4. Click Save status.

For a request from the HOA portal, the new status is sent to the portal, so the resident sees it on

their request:

Status here What the resident sees in the portal

New, Assigned Open

In progress, On hold In progress

Completed Resolved, with your resolution notes

Cancelled Closed

Tip: to change the vendor, schedule or costs, click Edit. Record the Actual cost ($) when

the vendor's bill comes in so the work order history shows what the repair really cost.

How to add a note and choose who sees it

1. Open the work order and type in Add a note.

2. Under Who can see this note, choose:

Our team only — stays in HOA Manager. Use this for quotes, internal reminders and

anything sensitive.

HOA staff only — also sent to the HOA's staff in the Neighborhood app. It's never shown

to the household.

HOA staff and the household — also shown to the resident who submitted the request.

3. Click Add note.

Notes appear in the Timeline with the author, time and visibility. Notes residents or HOA staff

add in the portal also appear here, marked From the HOA portal.

Work orders your team opened (rather than ones from the portal) aren't linked to the portal, so

their notes always stay with your team.



How to email a work order to a vendor

1. Open the work order. The Email to vendor card appears once a vendor is assigned.

2. Check the Send to address. It defaults to the vendor's email.

3. Add a Note (access instructions, timing…), such as a gate code or the best time to visit.

4. Click Send work order.

The vendor receives the job details from your company's email address (see Email sending in

Company setup), and an internal note is added to the timeline recording that it was sent.

How to enter the vendor's invoice for a work order

1. Open the work order and click Enter vendor invoice.

2. The invoice form opens under Payables with the association and work order already filled in.

3. Complete and save the invoice (see Payables in the Financials chapter).

Invoices linked to the work order are listed in its Vendor invoices card.

Deleting a work order

Click Delete work order on the work order page and confirm. Requests that came from the HOA

portal can't be deleted. Cancel them instead, so the resident sees the outcome.

Violations

Violations tracks covenant enforcement: what was observed, at which unit, the compliance

deadline, any hearing, any fine, and how it was resolved.



The violations list with categories, statuses, fines and compliance deadlines

The list shows each violation's number, association, unit, category, status, fine and Comply by

date. A Past due badge appears when the compliance deadline has passed while the violation is

still open. Filter by status, category or source, or search by number or description.

Violation statuses

Status Meaning

Open Recorded, no notice sent yet.

Warning A courtesy warning was given.

Notice sent A formal violation notice was sent to the owner.

Hearing scheduled The owner has a hearing before the board. Requires a hearing date.

Appealed The owner has appealed.

Resolved The owner corrected the problem.



Status Meaning

Fine paid The fine was paid.

Closed No further action.

How to record a violation

1. Go to Violations and click Record violation.

2. Choose the Association and the Unit.

3. Choose the Category and describe what was observed in Description.

4. Enter the Observed on date and the Compliance deadline.

5. Enter the Fine ($), or leave it at 0 for a courtesy notice.

6. Click Record violation.

Important: violations recorded here stay in HOA Manager. They aren't pushed to the HOA's

Neighborhood app, which numbers its own violations. Violations the board issues in the

portal sync in automatically and show From HOA portal.

The violation page



A violation with a hearing scheduled and its fine posted to the owner ledger

The violation page shows the Details (unit, owner, observed date, compliance deadline with days

remaining, hearing date, fine and who recorded it), Notes, Update status and Fine.

How to move a violation through enforcement

1. Open the violation.

2. In Update status, choose the next status.

3. When choosing Hearing scheduled, enter the Hearing date. It's required.

4. Click Save status.

Moving a violation to Resolved or Closed records the resolution date; moving it back to an open

status clears it.



For a violation that came from the HOA portal, status changes are sent back to the portal. The

portal doesn't have a "hearing" status, so Hearing scheduled appears there as Notice sent.

How to add a note to a violation

1. Type in Add a note.

2. For a violation from the HOA portal, choose who can see it, as with work orders. Otherwise

notes stay internal.

3. Click Add note.

How to post a fine to the owner's ledger

1. Open a violation that has a unit and a fine amount.

2. In the Fine card, click Post fine to owner ledger and confirm.

The fine is charged to the unit's account as a violation fine, so it appears on the owner's balance

and statement. It can only be posted once; afterwards the card shows when it was posted, with

a View unit ledger link.

Tip: the HOA can set limits in its Neighborhood app. For a portal violation, the Fine ($) field

explains them, for example fines above a certain amount waiting for the HOA's approval.

Violations from the HOA portal can't be deleted. Close them instead.

Architectural review

Architectural review tracks owners' requests to change the outside of their homes: fences,

paint colors, roofs, additions, solar panels and so on. Each request has a review deadline; the

governing documents usually require a decision within a set number of days.



Architectural review requests with project types, statuses and review deadlines

The list shows each request's number, unit and owner, project type, status, submitted date and

Review deadline. An Overdue badge appears when a request still awaiting a decision is past its

deadline.

Request statuses

Status Meaning

Submitted Received, not yet reviewed.

Under review The committee is reviewing it.

More info needed The owner needs to provide more information.

Approved Approved as submitted.

Approved with conditions Approved, subject to conditions you record.



Status Meaning

Denied Not approved. Requires decision notes explaining why.

Withdrawn The owner withdrew the request.

How to log a request

1. Go to Architectural review and click Log request.

2. In Applicant, choose the Association, the Unit and the Owner. Only owners on record for the

selected unit are listed.

3. In Project, choose the Project type and enter the Description, Contractor, Estimated start

and Estimated completion.

4. Check the Submitted on date and the Review deadline. The deadline defaults to 30 days

after submission; change it to match the association's rules.

5. Click Log request.

Requests owners file through the HOA portal arrive automatically.

How to record a decision



An approved-with-conditions request with the decision panel

1. Open the request.

2. In Record decision, choose the Status.

3. For Approved with conditions, enter the Conditions, for example "Fence must be stained

natural cedar". They're required.

4. For Denied, explain the reason in Decision notes. They're required.

5. Check Decided on and Decided by (for example "Architectural Review Committee").

6. Click Save decision.

The Decision card then shows the outcome, date, decider and conditions. For a request from the

HOA portal, the decision is sent to the portal so the owner can see it.



Meetings

Meetings keeps each association's calendar of board, annual, special, budget and committee

meetings, with agendas, notices, minutes and quorum. The Upcoming and Past tabs split the list.

The meetings list with upcoming board, budget and annual meetings

Meetings marked On HOA portal have been published to the association's Neighborhood app

calendar. Meetings the HOA adds to its own calendar appear here marked From HOA portal.

How to schedule a meeting

1. Go to Meetings and click Schedule meeting.

2. Choose the Association and the Type (board, annual, special, budget or committee).

3. Enter the Title, Starts and Ends times, Location and, for hybrid or online meetings, the Video

link.

4. Write the Agenda, one item per line, for example "1. Call to order", "2. Approval of prior

minutes".



5. Enter the Quorum required: the number of members (or directors) needed to conduct

business.

6. Choose the Status. Pick Notice sent once you've sent the meeting notice; HOA Manager

records when.

7. Click Schedule meeting.

How to publish a meeting to the HOA portal

1. Open the meeting.

2. In the HOA portal card, click Publish to HOA portal.

The meeting is added to the HOA's Neighborhood app calendar. Board, budget and committee

meetings are shown to board members; annual and special meetings are shown to all owners. If

you later change a published meeting's time, place, agenda or title, the portal is updated

automatically; use Send again to resend it yourself.

The HOA portal card tells you when the association isn't connected yet, and doesn't offer

publishing for cancelled meetings or for meetings that came from the portal (they're already on

its calendar).

How to cancel a meeting

1. Open the meeting and use Cancel meeting.

2. Enter a Reason if you like, and confirm.

If the meeting was published to the HOA portal, it's cancelled there too, with your reason.

How to record minutes, attendance and quorum



A held board meeting with agenda, minutes, attendance and quorum met

1. Open the meeting after it has taken place.

2. In Minutes, type or paste the minutes.

3. Enter the Attendance count. With a quorum set, the page shows Quorum met or No quorum.

4. When the board approves the minutes, enter the Minutes approved on date.

5. Tick Meeting was held.

6. Click Save minutes.

How to print the agenda or minutes



Click Agenda at the top of the meeting page to open a print-ready agenda for the meeting

packet. Once minutes are recorded, Minutes opens print-ready minutes. Use your browser's print

command to print them or save them as PDF.



CHAPTER 7

Financials

The Financials section of the sidebar holds each association's money: what owners are billed and

pay, what vendors are owed and paid, and the budget everything is measured against. Each

association keeps its own books, split into an operating fund for day-to-day costs and a reserve

fund for long-term repairs and replacements.

Area What it's for

Receivables What every owner owes, aged by how long it's been unpaid; posting payments; owner

statements.

Billing Assessment schedules (regular dues, special assessments, fees) and billing runs.

Collections Delinquent accounts moving through reminders, demand letters, liens and payment

plans.

Payables Vendor invoices from entry through approval and payment.

Budgets Annual operating and reserve budgets, and budget vs actual.

Banking &

GL

Bank accounts, reconciliation and the chart of accounts.

Reports Income statement, budget vs actual, aging, cash receipts and management fees.

Who can do what: anyone with access to an association can view its financials. Posting

entries, running billing and late fees, budgets, bank and GL accounts, collections, and

entering or paying invoices need a financial role: Owner, Administrator or Accountant.

Approving or rejecting invoices needs the invoice-approval permission, which Owners,

Administrators, Community Managers and Accountants have.

How the numbers fit together

Charges (assessments, special assessments, late fees, fines) increase what an owner owes.

Payments and credits reduce it. A unit's balance is the sum of its ledger.



Payments always apply to the oldest charges first. This is how aging works: a payment pays

off last July before it pays this month.

Payments owners make online in the HOA's Neighborhood app arrive automatically as

Payment via neighborhood portal entries.

Income in reports comes from charges and late fees posted to the ledger; expenses come

from vendor invoices that are approved or paid.

Banking and the chart of accounts

Banking & GL has two tabs: Bank accounts and Chart of accounts.

The chart of accounts

Every new association starts with a standard HOA chart of accounts, so most associations never

need to change it. It includes:

Assets — 1000 Operating Cash, 1050 Reserve Cash, 1100 Accounts Receivable - Owners,

1200 Prepaid Expenses.

Liabilities and equity — 2000 Accounts Payable, 2100 Prepaid Assessments, 3000

Operating Fund Balance, 3100 Reserve Fund Balance.

Income — 4000 Assessment Income, 4050 Special Assessment Income, 4100 Late Fee

Income, 4200 Interest Income, 4300 Violation Fine Income, 4400 Amenity & Other Income,

and in the reserve fund 4600 Reserve Contributions and 4700 Reserve Interest Income.

Expenses — 5000 Management Fees through 5950 Bad Debt (administration, legal,

insurance, utilities, landscaping, pool, repairs, security, taxes), and 6000 Reserve Expenditures

in the reserve fund.



The chart of accounts for Oak Ridge HOA, split into operating and reserve funds

How to add or change a GL account

1. Go to Banking & GL and open the Chart of accounts tab.

2. Click Add GL account, or click an existing account to edit it.

3. Choose the Association, and enter the Number (unique within the association) and Name.

4. Choose the Type (asset, liability, equity, income or expense) and the Fund (operating or

reserve).

5. Click Add GL account or Save changes.

To retire an account, click Deactivate. Inactive accounts disappear from pick lists but keep their

history; Reactivate brings one back. Use the filters to show inactive accounts or narrow by type

or fund.



Bank accounts

The Bank accounts tab lists each association's operating and reserve accounts with their book

balance and when they were last reconciled.

Bank accounts for Oak Ridge HOA with book balances and the reconcile form

The Book balance is the opening balance, plus owner payments received into that fund, minus

vendor invoices paid from the account.

How to add a bank account

1. Go to Banking & GL and click Add bank account.

2. Choose the Association and enter the Account name (for example "Operating checking"),

Bank and Last 4 digits.

3. Choose the Fund and the GL cash account, an asset account such as 1000 Operating Cash.

4. Enter the Opening balance ($) and Opening balance date.

5. Click Add bank account.

How to reconcile a bank account

1. When the bank statement arrives, go to Banking & GL.

2. On the account's row, enter the statement's ending balance in Statement $ and the

Statement date.



3. Click Reconcile.

HOA Manager records the statement balance and the reconciliation date, so you can compare

the statement to the book balance and see at a glance which accounts haven't been reconciled

recently.

Tip: an account with paid invoices can't be deleted; deleting it deactivates it instead, so

payment history keeps its bank account.

Budgets

Budgets holds each association's annual operating and reserve budget. The list shows each

budget's fiscal year, status, budgeted income, expenses and net, with a link to Budget vs actual.

The budget list with fiscal years, statuses and totals

A budget moves through three statuses:

Status Meaning

Draft Being prepared. Lines can be edited.

Proposed Sent to the board for review. Lines can still be edited.



Status Meaning

Approved Adopted by the board. Locked: lines can no longer change.

How to create a budget

1. Go to Budgets and click New budget.

2. Choose the Association and the Fiscal year (the calendar year the fiscal year starts in), and

give it a Name, for example "Operating & reserve budget".

3. To start from last year's numbers, choose a budget in Copy lines from and enter a percentage

in Increase every line by (%). Leave it on Start blank to begin from zero.

4. Add any Notes and click Create budget.

How to enter budget lines



An approved budget with income and expense lines by fund and the suggested assessment

1. Open the budget. Lines are grouped into income and expenses for each fund, one row per GL

account.

2. Enter the Annual amount for each account. The Per month column shows one twelfth of it.

3. Add Notes to any line, for example "3-year landscaping contract, year 2".

4. Click Save budget.



The cards at the top show Budgeted income, Budgeted expenses, Net (surplus or deficit) and

the Suggested assessment per unit:

Suggested assessment = (operating expenses − operating income other than assessments)

÷ number of units ÷ assessment periods per year.

The card compares the suggestion with the association's current assessment, which makes it

easy to show the board whether dues need to change.

How to take a budget to the board and approve it

1. When the draft is ready, click Propose to board.

2. After the board adopts it, click Mark approved and confirm. The budget is now locked.

3. If the board asks for changes after approval, click Back to draft, edit the lines, and approve

again.

How to compare budget to actual

Click Budget vs actual on a budget (or in the list) to see, for every income and expense account:

Budget and Actual for the fiscal year so far,

Variance (positive is favorable: more income or less expense than budgeted), and

% used.



Budget vs actual by GL account with variance and percent used

The cards at the top give Actual income, Actual expenses and Net (actual). Click Print for a

board-packet copy.

Billing owners

Billing is where you set up what owners are charged and when. Each assessment schedule

describes one recurring (or one-time) charge; a billing run posts that charge to every unit for

one period.



Billing with the run-billing panel and assessment schedules

How to set up an assessment schedule

1. Go to Billing and click Add schedule.

2. Choose the Association and give the schedule a Name, for example "Monthly assessment".

3. Choose the Kind: Regular assessment, Special assessment or Fee.

4. Choose the Frequency: Monthly, Quarterly, Semi-annual, Annual or One time.

5. Enter the Amount per unit ($), or leave it blank to bill each unit its own assessment amount

(the unit's override, or else the association's default). Leave it blank for regular dues so per-

unit overrides are respected.

6. Choose the Income GL account, or leave it blank to use 4000 Assessment Income (4050 for

special assessments).

7. Enter the Due day of month, the Start date and, for a schedule that ends, the End date.

8. Check the Next run date. It defaults to the start date; the daily billing run posts the period of

this date.

9. Click Add schedule.

Special assessments

For a one-time special assessment, choose Kind: Special assessment, Frequency: One time and

the Amount per unit ($). After it runs once, the schedule is marked inactive automatically. For a



special assessment payable in installments, use a monthly or quarterly frequency with an End

date.

Automatic billing

Every day, HOA Manager runs each active schedule whose Next run date has arrived. It posts

the charges and moves the next run date forward by the schedule's frequency. If a run was

missed, the next one catches up on the missed periods. The Recent billing runs list on the Billing

page shows each run's period, how many charges were posted and the total.

How to preview and run billing by hand

Use this to bill a period early, or to bill a new schedule immediately.

1. On Billing, in Run billing, choose either All due schedules of… an association, or One

schedule.

2. Choose the month to bill and click Preview.

3. The preview shows, for each schedule, the number of Units, how many are Already billed, the

Charges to post and the Total. Nothing has been posted yet.



The billing preview showing charges to post for one period

4. Check the numbers and click Post N charge(s). Confirm when asked.

Important: re-running a period never double-bills. A unit that already has a charge for that

schedule and period is skipped, so it's always safe to run billing again.

Charges are dated the first of the period and are due on the schedule's due day. Each charge is

linked to the unit's primary owner.

Late fees

Each association's late fee is set on the association (see Associations): the Late fee amount and

a grace period in days.

A charge that is still unpaid (after payments are applied oldest-first) more than the grace

period after its due date gets one late fee for its billing period, posted to 4100 Late Fee

Income.



A unit is never charged a second late fee for the same period, so the run is safe to repeat.

Late fees are applied automatically every day. To apply them right away for one association:

1. Pick the association in the sidebar's Working in switcher.

2. Go to Receivables and click Apply late fees.

3. Confirm. HOA Manager tells you how many late fees it added and the total.

The button only appears when an association is selected and it has a late fee set.

Receivables

Receivables lists every unit with a balance, and ages each balance into Current, 1–30 days, 31–

60 days, 61–90 days and 90+ days. The cards at the top show the Total owed, how much is Past

due (and how many units are delinquent), and the amount Over 90 days.

Receivables for Oak Ridge HOA with aging buckets and collection status



Tick Only delinquent to hide units that are current, or enter a Minimum balance. The Collections

column shows whether a unit has an Open case or lets you Start case. Click Aging report for a

printable version.

The unit ledger

Click a unit to open its ledger: every charge, late fee, payment and credit, with a running balance,

the aging buckets, and forms to post new entries.

A unit ledger with aging, the collections banner and the post-payment form



Each entry shows its date and due date, description, how it was created (billing run, late fee run,

manual, Neighborhood app), the GL account and who posted it. When the unit is in collections, a

banner shows the case stage with a link to it.

How to post a payment

1. Open the unit's ledger from Receivables.

2. In Post payment, enter the Amount received and the Date.

3. Choose the Method (check, ACH, card, cash, online, lockbox or other) and enter the

Reference / check #.

4. Optionally choose a GL account and add a Description.

5. Click Post payment.

The payment applies to the oldest charges first and the aging updates immediately.

How to post a credit, charge or adjustment

The ledger page also has forms for:

Post credit — reduces the balance, for example a waived late fee or a refund owed to the

owner.

Post charge — adds a one-off charge, for example a key fob fee or a chargeback.

Post adjustment — corrects the balance in either direction. Enter a positive amount to raise

the balance or a negative amount to lower it.

Each form takes an amount, date, optional GL account and description.

How to void a manual entry

Entries you posted by hand can be voided if they were entered in error:

1. Find the entry in the ledger and click Void.

2. Confirm. The entry is removed from the ledger.

Charges from billing runs and late fee runs, and payments from the Neighborhood app, can't be

voided. Post a credit or an adjustment instead, so the audit trail stays complete.

How to print or email an owner statement



1. On the unit's ledger, click Owner statement.

2. Choose the From and To dates and click Update. The statement shows the balance forward,

every charge, payment and credit in the period, and the Total due.

An owner statement ready to print or email

3. To print it, click Print. The sidebar is hidden on paper.

4. To email it, open Email this statement, check the Send to address (the owner's email is filled

in), add an optional Note to include and click Send statement.

Statements are sent from your company's email address (see Email sending in Company setup).



Collections

Collections tracks delinquent accounts through your collection policy, from a courtesy reminder

to an attorney referral. The list shows each case's unit, stage, balance at open, current balance,

days open and next action date. An Overdue badge appears when the next action date has

passed.

Collection cases with their stage, balances and next action dates

Collection stages

Stage Typical action

Courtesy reminder A friendly reminder that a payment was missed.

Late notice Formal notice that the account is late, with late fees.

Demand letter Demand for payment by a deadline.

Notice of intent to lien Notice that a lien will be filed if the balance isn't paid.

Lien filed A lien has been recorded against the property.

Referred to attorney The account is with the association's attorney.



Stage Typical action

Payment plan The owner is paying the balance in installments.

Closed The case is resolved.

Important: state law and each association's collection policy set the notices and waiting

periods required before each step. Check them before advancing a case, especially before a

lien or attorney referral.

How to open a collection case

1. On Receivables, click Start case on the unit's row, or click Start collection case on the unit's

ledger.

2. Choose the Starting stage, set the Next action date and add Notes. The Balance at open is

filled in from the ledger.

3. Click Open case.

A unit can only have one open case at a time.

How to record an action or advance the stage



A collection case with its history and the record-action form

1. Open the case.

2. In Record action / advance stage, choose the Stage, the Action date and the Next action

date, and describe what was done in Notes (for example "Demand letter sent by certified

mail").

3. Click Save action.

Each action is added to the case History, so you have a dated record of every notice that was

sent.

How to set up a payment plan



1. Open the case and go to Case details & payment plan.

2. Enter the Payment plan installment ($) and the Number of installments, the Attorney if one

is involved, and any Notes.

3. Click Save details.

4. Record an action with the stage Payment plan.

Post each installment as a payment on the unit ledger as it arrives.

How to close a case

When the balance is paid or the matter is otherwise resolved, open the case and click Close

case. Closed cases stay on record; use the list's filter to see them.

Payables

Payables tracks vendor invoices from entry through approval and payment. The tabs show

Pending approval, Approved, Rejected, Paid, Void and All, with counts and totals. An Overdue

badge appears on unpaid invoices past their due date.



Payables with invoices awaiting approval

How to enter a vendor invoice

1. Go to Payables and click Enter invoice (or click Enter vendor invoice on a work order).

2. Choose the Association and Vendor, and enter the Invoice #, Invoice date, Due date and

Amount ($).

3. Choose the Expense GL account. It must belong to the selected association.

4. Link the Work order the invoice is for, if any.

5. Add a Description and Notes, and attach the Invoice file (PDF or image).

6. Click Submit for approval.

How to approve or reject an invoice



An invoice pending approval with the approve and reject controls

1. Open the invoice from the Pending approval tab.

2. Check the details and the attached file (Download invoice file).

3. Click Approve, or enter a Rejection reason and click Reject.

Important: the person who entered an invoice can't approve it, unless they're an Owner or

Administrator. The page tells them that another approver must approve it. This keeps a

second pair of eyes on every payment.

How to record a payment to a vendor

1. Open an approved invoice.

2. In Record payment, choose the bank account it was Paid from, the Paid on date and the

Method, and enter the Check # if paid by check.

3. Click Mark paid.



The invoice moves to the Paid tab and the bank account's book balance drops by the amount

paid.

How to void an invoice

Click Void on the invoice and confirm, for example for a duplicate bill. Voided invoices stay on

record but no longer count as expenses.

Reports

Reports collects the board-ready financial reports. Every report respects the sidebar's Working

in association (or covers all of your associations), prints cleanly with Print, and some export to

CSV for Excel.

The reports menu

Report What it shows

Income

statement

Income and expenses by GL account and fund for any date range, with net income.

CSV export.



Report What it shows

Budget vs

actual

The budget vs actual comparison for a chosen budget.

Delinquency /

aging

Owner balances in current, 1–30, 31–60, 61–90 and 90+ day buckets. CSV export.

Cash receipts Payments received in a date range, by method, with totals. Online payments show as

Online (Neighborhood app).

Management

fees

Fees owed to your company under each association's management agreement:

basis (flat or per unit), rate, units, monthly and annual totals, and when each

agreement ends.

How to run the income statement

1. Go to Reports and open Income statement.

2. Choose the From and To dates and, optionally, a Fund.

3. Review income and expenses by account. The bottom line shows net income.

4. Click Print for the board packet, or CSV to download the figures.



An income statement by fund and GL account

How to run the aging report

1. Open Delinquency / aging (or click Aging report on Receivables).

2. Optionally enter a Minimum balance to leave out small amounts.

3. Click Print or CSV.



The delinquency and aging report

Tip: a typical monthly board package is the income statement for the month and year to

date, budget vs actual, the aging report and the bank reconciliations. The compliance

calendar reminds you each month (see Deadlines and tasks).



CHAPTER 8

Records

The Records section of the sidebar holds the paperwork a management company must keep

current for each association:

Vendors: one company-wide directory, with insurance, license and W-9 compliance.

Contracts: service agreements, with renewal-notice deadlines.

Insurance: each association's policies and a coverage checklist.

Reserve studies: the component inventory, percent funded and a 30-year projection.

Resale & estoppel: certificate requests from title companies, lenders and buyers.

Documents: the file library, including publishing files to an HOA's Neighborhood portal.

Most of these lists follow the Working in association switcher at the top of the sidebar. Choose

one association to focus the list, or All associations to see your whole portfolio. Vendors are the

exception: the directory is shared by every association your company manages.

Vendors

The vendor directory is company-wide. Add a vendor once and you can use them for work

orders, invoices and contracts in any association.



The vendor directory, with a compliance banner and a badge per vendor

The yellow banner at the top counts active vendors with a compliance problem. Click Review to

filter the list down to them.

Compliance badges

Badge Meaning

Compliant Certificate of insurance, license and W-9 are all in order.

COI missing No certificate of insurance expiration date is recorded.

COI expiring The certificate of insurance expires within 30 days.

COI expired The certificate of insurance has passed its expiration date.

License expired The license expiration date has passed.

W-9 missing The W-9 has not been marked as on file.



Tip: Expiring and expired vendor certificates of insurance also appear on the dashboard's

Coming due list and in Deadlines & tasks. Ask for a renewed certificate before you send the

vendor any more work.

How to add a vendor

1. In the sidebar, under Records, click Vendors.

2. Click Add vendor.

3. Under Company, enter the Name and choose a Category (for example Landscaping, Pool or

Plumbing). Add the Contact name, Email, Phone, Website and Address if you have them.

4. Under Insurance & license, enter the Insurance carrier, Policy number and the date the

Certificate of insurance expires. Add the Workers' comp expires date, the License number

and the date the License expires where they apply.

5. Under Payment & tax, choose the Payment terms. Enter the Tax ID (last 4); only the last four

digits are stored. Tick W-9 on file once you have the vendor's W-9.

6. Optionally choose a Rating from 1 (poor) to 5 (excellent), and set the Status.

7. Add any Internal notes and save.

Vendor statuses

Active: available for new work.

Inactive: kept for history but not offered for new work.

Do not use: flagged in red so no one hires them again. Use Internal notes to record why.

How to review a vendor

Click a vendor's name to open their page.



A vendor page with compliance details, contracts, invoices and work orders

The Compliance card shows the certificate of insurance, workers' comp, license and W-9,

each labeled Current, Expired or Missing.

Contracts lists the vendor's agreements in the associations you can see. Click Add contract

at the top to create one with this vendor already selected.

Recent invoices and Recent work orders show the vendor's latest activity. Click View all to

open the full list.

Contact shows phone, email, website, address, payment terms and rating.

How to update or remove a vendor

1. Open the vendor and click Edit. When a renewed certificate of insurance arrives, update its

expiration date here.

2. To remove a vendor, click Delete.



Important: A vendor that has invoices, contracts or work orders is marked Inactive instead

of being deleted, so your financial and maintenance history stays complete.

Contracts

Contracts track each association's service agreements with your vendors: landscaping, pool

service, pest control, janitorial and so on. Their most important job is warning you before an

agreement auto-renews or runs out.

The contracts list, with renewal-notice and expired flags

The Notice by column shows the last day to give the vendor notice: the End date minus the

Renewal notice (days before end). When that date arrives, the contract shows Renewal notice

due, and the banner at the top counts these contracts. Click Show in the banner to list just them.

A contract past its end date shows Expired.

How to add a contract



1. In the sidebar, under Records, click Contracts, then Add contract. (Or start from a vendor's

page with Add contract.)

2. Under Agreement, choose the association, the Vendor and the Service type, and give it a

Title (for example Grounds maintenance 2027).

3. Under Term & renewal, enter the Start date and End date. Leave the end date blank for an

open-ended agreement. Set Renewal notice (days before end), and tick Renews

automatically if the contract renews itself.

4. Under Pricing, enter the Amount ($) and the Billing frequency (monthly, quarterly, annual,

per service or fixed price).

5. Under Signed copy & notes, upload the Contract PDF (up to 20 MB, stored privately) and add

any Notes.

6. Choose the Status and save.

Note: You need the vendor in your directory before you can add a contract. If there are no

vendors yet, the form asks you to Add vendor first.

How to handle a renewal

1. Filter the contracts list to the ones with Renewal notice due.

2. Decide with the board whether to renew, rebid or cancel.

3. Edit the contract to record the outcome:

Renewing: set the new End date and price.

Ending: change the Status to Cancelled.

4. If you are rebidding, add the new vendor's contract once it is signed.

Uploading a new PDF on the edit form replaces the copy on file.

Insurance

Record each association's insurance policies with their limits, premiums and renewal dates.



Willow Creek's insurance, with the coverage checklist showing a missing fidelity bond

The coverage checklist

When one association is selected in the Working in switcher, the Coverage checklist shows the

four coverages almost every community association should carry:

Master property

General liability

Directors & officers

Fidelity / crime bond

Each line shows Covered, Expiring (within 60 days) or Missing. In the example, Willow Creek

Condominiums has no fidelity bond in force, so that line shows Missing with an Add button.

Tip: Lenders, auditors and many state laws expect a fidelity (crime) bond large enough to

cover the association's reserves plus a few months of assessments. A Missing line is worth

raising with the board.



How to add an insurance policy

1. In the sidebar, under Records, click Insurance, then Add policy (or Add next to a missing line

on the checklist).

2. Under Policy, choose the association and the Coverage type. Enter the Carrier, Policy

number, Effective date and Expiration date.

3. Under Limits & cost, enter the Coverage limit ($), Deductible ($) and Annual premium ($).

4. Under Agent, add the Agent name, Agent email and Agent phone.

5. Under Policy document & notes, upload the Declarations page / policy (a PDF or image, up

to 20 MB, stored privately) and add any Notes.

6. Save.

Expiration badges

In the list, each policy's expiration date carries a badge:

Current

Expires in N days, starting 60 days before expiration

Expired

Policies renewing within 60 days also appear in the association's Upcoming card and on the

dashboard's Coming due list. When the renewal arrives, edit the policy and enter the new dates

and premium.

Insurance policies also appear on resale and estoppel certificates (see Resale and estoppel

certificates).

Reserve studies

A reserve study lists the major components an association must eventually repair or replace:

roofs, paving, painting, pools, elevators and so on. It estimates whether the reserve fund can pay

for them. HOA Manager keeps the component inventory and recalculates the funding picture

whenever anything changes.

Reserve studies work on one association at a time. If All associations is selected, the page asks

you to Choose an association.



Willow Creek's reserve study, weak at 9.6% funded, with its 30-year cash flow

Reading the summary

Figure What it means

Reserve balance Money currently in the reserve fund, as of the date you entered.



Figure What it means

Fully funded

balance

What the fund should hold today for the wear already used up: each component's

replacement cost × (years used ÷ useful life).

Percent funded Reserve balance ÷ fully funded balance.

Annual

contribution

What the association currently puts into reserves each year, with the Suggested

contribution beneath it.

Funding strength uses the usual industry bands:

0–30%: Weak. A high risk of special assessments or deferred maintenance.

30–70%: Fair.

70% and above: Strong.

If the projection ever goes negative, a red warning says in how many years and from which year.

It also gives the level annual contribution that keeps the balance at or above zero for 30 years. In

the example, Willow Creek is 9.6% funded, and its roof replacement in 2027 would drive the fund

negative.

The 30-year cash flow

For each year, the 30-year cash flow table shows:

Starting balance

Contributions

Interest, earned on the starting balance when it is positive

Expenditures: components due that year, at today's cost grown by inflation, named under the

year

Ending balance

Years that end below zero are marked Shortfall. After a component is replaced, the projection

schedules it again every useful-life years.

How to add reserve components

1. In the sidebar, under Records, click Reserve studies, with the association selected.

2. Click Add component.



3. Enter the Name (for example Clubhouse roof), Category, Quantity and Unit of measure.

4. Enter the Replacement cost ($): today's cost to replace the whole quantity.

5. Enter the Useful life (years) and Remaining life (years). A remaining life of 0 means

replacement is due this year.

6. Optionally record the Last replaced (year) and Notes, then save.

Use the pencil and trash icons in the components table to edit or delete a component.

How to update the funding assumptions

The Funding assumptions card on the right holds the association-level numbers. Only owners,

administrators and accountants can change them.

1. Enter the current Reserve balance ($) and the Balance as of date. A bank statement date

works well.

2. Enter the Annual contribution ($) from the approved budget.

3. Set Interest earned (%/yr) and Cost inflation (%/yr).

4. Record the date of the Last reserve study.

5. Click Save & recalculate.

Tip: Update the reserve balance after each month-end close and the components after

every professional reserve study. Most states and lenders expect a full study every 3–5

years, with annual updates in between. The seeded compliance calendar includes an Update

reserve study reminder.

Resale and estoppel certificates

When a home sells or refinances, the title company, lender, buyer or seller asks the association

for a resale or estoppel certificate. The certificate confirms the owner's balance, the

assessments, any special assessments, open violations and collection actions. HOA Manager

tracks each request against its deadline and produces the certificate from live records.



Resale and estoppel requests with due dates, rush flags and fee status

The tabs at the top filter the list:

Open: requests still being worked.

Overdue: requests past their due date.

All

The Due column shows rush requests with a Rush badge and counts down the days. The Fee

column shows whether the fee is Paid or Unpaid.

How to log an estoppel request

1. In the sidebar, under Records, click Resale & estoppel, then Log request.

2. Under Property, choose the Unit. The list is grouped by association; pick the association in

the sidebar to narrow it. Add the Buyer and the Closing date.

3. Under Requester, choose the Requester type (title company, buyer, seller, lender, attorney or

realtor). Enter the Name, Company, Email and Phone.



4. Under Turnaround & fee, tick Rush order if the requester paid for it. Enter the Fee ($) and, if

you need to, a Due date. Left blank, the due date is set to 10 days out, or 3 days for rush.

5. Add any Notes and save. The request gets a number such as EST-00003.

Request statuses

Status Meaning Buttons available

Received Logged, not started. Start work, Cancel request

In progress You are gathering the information. Mark completed, Reopen, Cancel request

Completed The certificate is ready. Mark delivered, Start work, Cancel request

Delivered Sent to the requester. This status is final. n/a

Cancelled No longer needed. Reopen

How to generate, print and send the certificate



An estoppel request with its workflow buttons, the email form and the certificate snapshot

1. Open the request.

2. In the Workflow card, click Generate certificate. HOA Manager takes a snapshot of the unit's

records at that moment:

owners of record

balance due

regular assessment

special assessments



open violations

any open collection case

the association's insurance

your company's contact details

Generating also moves a Received request to In progress. Marking a request completed

generates the certificate if it doesn't have one yet.

3. Click View certificate to see the formatted document, then Print. Your browser can print it or

save it as a PDF.



The printable resale and estoppel certificate

4. If the owner pays or a violation is resolved before closing, click Regenerate certificate to take

a fresh snapshot. You are asked to confirm, because the old snapshot is replaced.

5. To email the certificate, use the Email the certificate card:

1. Send to is filled in with the requester's email; change it if you need to.

2. Add an optional Note to include.

3. Click Send certificate.



Sending a Completed request marks it Delivered. The email goes out with your company's

email settings (see Company setup).

6. When the fee arrives, click Mark fee paid. Click Mark fee unpaid to undo it.

Important: The certificate shows the balance as of the moment it was generated, and the

printout says so. Charges and payments posted afterwards are not included, so regenerate

it if the closing is several days away.

You can use Edit to change the request's details and Delete request to remove it entirely.

Documents

Documents is the file library: governing documents, financial statements, minutes, insurance

certificates, contracts, correspondence and forms. Files can belong to one association, or be

company-wide templates and policies.



The document library grouped by category, with one file on the HOA portal

Documents are grouped by Category. Each row shows the Association, who can see it

(Visibility), the Effective date and the file Size. Files currently shared on the HOA's

Neighborhood portal carry an On HOA portal badge. Use the filters to narrow by association

(including Company-wide only), category and visibility, or search titles, descriptions and file

names.

Tip: Bylaws, CC&Rs and rules have their own home with version history and amendment

tracking. See the Governance chapter. Use the library for everything else.

How to upload a document

1. In the sidebar, under Records, click Documents, then Upload document.

2. Choose the Association, or Company-wide (all associations). Only owners, administrators

and accountants can upload company-wide documents.



3. Enter a Title and choose a Category: governing documents, financial, insurance, meeting

minutes, contracts, correspondence, forms or other.

4. Choose Who can see it:

Management only: your team only.

Board: suitable to share with the board.

All owners: suitable for every owner.

5. Optionally add a Description and Effective date.

6. Choose the File: PDF, Word, Excel, CSV, JPG, PNG or text, up to 20 MB. Files are stored

privately and are only available to people who can see the association.

7. Save.

To change a document, open it and click Edit. You can update its details or Replace file. Delete

removes the file permanently.

How to publish a document to the HOA portal

If the association is connected to its Neighborhood app, you can share board and owner

documents on the HOA's portal.

1. Open the document. The HOA portal card shows whether it is published.

2. Click Publish to HOA portal. The portal downloads its own copy through a secure link that

stays valid for 7 days.

3. After replacing the file, click Publish again to send the new version.

What can't be published:

Management only documents. Change Who can see it to Board or All owners first.

Company-wide documents. Upload a copy to the association to publish it there.

How to unpublish a document

1. Open the document and click Unpublish.

2. Confirm. The portal's download link stops working.

Remove the document from the HOA's own portal as well if residents already downloaded it

there.



CHAPTER 9

Governance

Every community association is governed by a stack of documents. In HOA Manager you keep

these under Bylaws & governing docs: the articles of incorporation, the declaration (CC&Rs), the

bylaws, rules and regulations, architectural guidelines, board policies and resolutions. Each

document keeps every version ever adopted and records how it can be amended.

When the board wants to change one of these documents, you track the change under

Amendments. HOA Manager walks the amendment through each step and works out whether

the vote passed using that document's own approval rules. Once the amendment is in effect, the

amended document becomes the new current version.

Both items are in the Community section of the sidebar.

Governing documents

Oak Ridge HOA's governing documents with current versions and amendment rules



The list shows one row per document. Pick an association in the Working in switcher, or see all

of them grouped by association. Each row shows:

Type

Current version and when it became Effective

To amend: a plain-language summary of what it takes to change the document

the number of Versions on file

Status: In force, Draft or Superseded. A badge also shows when amendments are in

progress.

Use the All document types filter to narrow the list.

Document types

Type Typical content

Articles of incorporation The filing that created the association as a corporation.

Declaration / CC&Rs Recorded covenants, conditions and restrictions that run with the

land.

Bylaws How the association is run: board, elections, meetings, officers.

Rules & regulations Day-to-day rules (pool, parking, trash), usually adopted by the board.

Architectural guidelines Standards the ARC uses to review changes.

Board policy / Board

resolution

Collection policy, fine schedule and other board-adopted policies.

Plat / survey Recorded maps.

How to add a governing document

1. In the sidebar, click Bylaws & governing docs, then Add document. (If the association has

none yet, you can also click Add the bylaws.)

2. Under Document:

1. Choose the Association and Type.



2. Enter the full Title, for example Amended and Restated Bylaws of Oak Ridge HOA, Inc.

3. Set the Status and the date the document was Originally adopted.

4. Add a Description if useful.

3. Under How this document is amended, copy the rules from the document's own amendment

article. They set the vote needed whenever an amendment is proposed:

Approved by: Board vote only, or Board proposes, owners vote.

Owner approval (%): for example 66.67 for two-thirds.

Percentage of: of all eligible votes, or of votes cast (quorum required).

Quorum (%): needed when the percentage is of votes cast.

Amendment article / section: for example Article XII, Section 1.

Tick Amendments must be recorded with the county before they take effect where that

applies. The declaration usually must; bylaws and rules usually don't.

Other requirements: notice period, mortgagee approval and so on.

4. Under Current version, upload the File (PDF, Word, RTF or text; up to 30 MB). Then add:

a Version label (defaults to "Original")

the Effective date

for recorded documents, Recorded on, County, Instrument # and Book / page

5. Save. The document opens with its version history.

Tip: Getting the amendment rules right matters. HOA Manager uses them later to decide

whether an owner vote passed. If you're unsure, check the document's amendment article

with the association's attorney.



Version history and the document page

The declaration's page with two versions, recording details and its amendment

The document page shows:

Version history: every version, newest first. The version in force is marked Current. Each row

shows when it became Effective, when and where it was Recorded, and where it Came from:

either the amendment that produced it, or "Uploaded" with the date. Click Download on any

version.

Amending this document: what the document Requires, the Authority (amendment article)

and when it was Originally adopted.

Amendments: every amendment proposed for this document and its status.



Buttons at the top: Download current, Edit and Propose amendment.

How to upload a version outside an amendment

Use this for history: older versions, a scan of the recorded copy, or a restatement adopted

before your company managed the association. To change the document going forward,

propose an amendment instead.

1. On the document page, open Upload a version without an amendment.

2. Choose the File, enter a Version label, and add the Effective date and any recording details:

Recorded on, County, Instrument # and Book / page.

3. Describe What changed.

4. Leave Make this the current version ticked if this version is the one in force. Untick it for

older historical copies.

5. Click Upload version.

How to publish a governing document to the HOA portal

When the association is connected to its Neighborhood app, owners can read the current

version on their portal.

1. On the document page, find the Current version.

2. Click Publish to portal. The document is added to the association's document library as an

owner document and sent to the portal.

3. After a new version takes effect, click Publish to portal on the new current version. If you

republish the same version, the button reads Re-send to portal.

How to delete a governing document

Delete document is only available while a document has no amendments. It removes the

document and all its versions. Once a document has amendment history, set its Status to

Superseded instead.

Amendments

An amendment is a proposed change to one governing document. The amendment page shows

a progress bar of the steps that apply to that document:



Step Happens when

1. Draft You write the proposal.

2. Board vote The board reviews it and votes.

3. Owner vote Only for documents that need owner approval.

4. Approved The vote passed.

5. Recorded Only for documents that must be recorded with the county.

In effect The amended document is uploaded and becomes current.

An amendment can also end as Not approved (a vote failed) or Withdrawn.

All amendments across the portfolio, by status

The Amendments list in the sidebar shows every amendment with its association, document,

sections and the date owner voting closes. The count badge in the sidebar shows how many are

waiting on the next step.



How to propose an amendment

1. Open the governing document and click Propose amendment, or click Propose amendment

on the Amendments list and choose the Document being amended.

2. Under Proposal, enter:

a short Title (for example Limit short-term rentals)

the Sections affected (for example Article VII, Section 3)

who it was Proposed by: the board, a committee or an owner petition

Why: the rationale that will be shared with owners

3. Under Text:

Paste the Current text, the section as it reads today.

Write the Proposed text.

4. Save. The amendment is created as a Draft with a number such as AMD-00002. You can Edit

draft until it goes to the board.

Important: When an amendment is created, it takes a snapshot of the document's approval

rules and of the eligible votes (the association's unit count). Editing the document's rules

later does not change a vote already under way.

How to take an amendment through the board

1. On the amendment page, the Next: send to the board card appears. Once the wording is

final, add an optional note and click Send to board review. After this the text can no longer

be edited; to change it, withdraw the amendment and propose a new one.

2. After the board meets, use Next: record the board's vote. Enter:

the Vote date

the number of votes For, Against and Abstain

optionally, the meeting it happened At (the At meeting field)

3. Click Record board vote. What happens next depends on the document:

Board vote only (most rules and policies): a majority in favor approves the amendment.

Board proposes, owners vote: a majority in favor sends it to the owners.



A majority against marks the amendment Not approved.

How to run the owner vote

An amendment in the owner vote, with the vote details and tally forms

The Owner vote card states what the vote requires, for example "Board approval, then 66.67% of

owners of all eligible votes".

1. Fill in the vote details:



Notice sent

Voting opens and Voting closes

Eligible votes, which defaults to the number of units. Change it if your documents allocate

votes differently.

the Owners' meeting, if the vote happens at one, or Vote by ballot only

2. Click Save vote details. You can update these while voting is open.

3. When voting closes, under Record the result, enter the votes For, Against and Abstain, and

the Eligible votes.

4. Click Record result and confirm. HOA Manager marks the amendment Approved or Not

approved, and the Summary shows the percentage in favor.

How the result is worked out

The approval percentage is measured one of two ways, depending on the document's

Percentage of setting.

Of all eligible votes: votes in favor ÷ eligible votes must reach the required percentage. Owners

who didn't vote count against the amendment in practice.

Example: Oak Ridge has 48 eligible votes and needs 66.67%. With 36 for, 4 against and 1

abstaining, 36 ÷ 48 = 75%, so the amendment passes. With 30 for and none against, 30 ÷

48 = 62.5%, so it fails, even though no one voted no.

Of votes cast (quorum required): two tests must both pass:

1. Quorum: all ballots returned (for, against and abstain) ÷ eligible votes must reach the

Quorum (%).

2. Approval: for ÷ (for + against) must reach the required percentage. Abstentions count

toward quorum but not toward approval.

Example: 100 eligible votes, a 25% quorum and 51% approval. With 15 for and 5 against,

only 20% participated, so it fails for lack of quorum. With 20 for and 10 against, 30%

participated (quorum met) and 20 ÷ 30 = 66.7% approved, so it passes.

HOA Manager won't accept a tally with more votes than eligible voters.



How to notify owners through the HOA portal

When the association is connected to its Neighborhood app, you can tell owners about an

amendment while it is in board review or the owner vote.

1. On the amendment page, click Notify owners via portal and confirm.

2. HOA Manager posts an announcement to the portal and emails members. It includes the title,

sections affected, rationale, the approval requirement, the voting dates or meeting, and the

full proposed text.

3. The Summary records when Owners notified. To send a reminder, click Send notice again.

How to record an amendment and put it in effect

1. If the document must be recorded with the county, the Next: record with the county card

appears once the amendment is Approved. Enter the date it was Recorded on, plus the

Instrument # and Book / page, and click Save recording.

2. Then, in Next: put it in effect:

1. Upload the Amended document: the amended, or amended and restated, text.

2. Set the Effective date.

3. Optionally change the Version label. It defaults to "Amended date (AMD number)".

3. Click Adopt and make current.

The amendment moves to In effect. The uploaded file becomes the document's Current version,

carrying the recording details, and the previous version stays in the history. Remember to publish

the new current version to the portal if owners should see it.

How to withdraw an amendment

1. On the amendment page, find the Withdraw card. It is available until the amendment is in

effect.

2. Optionally enter a Reason, then click Withdraw amendment and confirm.

Withdrawn amendments stay on file with their history.



The amendment history

Every step is logged in the History card, with who did it and when:

drafted

sent to the board

the board vote tally

vote details updated

the owner result

recording

adoption, or withdrawal

These entries also appear in the company Activity log. Together they give you an audit trail if an

amendment is ever challenged.



CHAPTER 10

Communication and deadlines

This chapter covers two tools you use every week:

Announcements: post news to one association's Neighborhood portal, or to many at once.

Deadlines & tasks: the compliance calendar of tax filings, annual reports, insurance renewals,

inspections and meetings for every association, plus your own to-dos.

Announcements

An announcement is a message to residents: a pool closing, office holiday hours, a reminder

about a board meeting. HOA Manager delivers it through each association's connected

Neighborhood app, which shows it on the HOA portal and can also email the HOA's members.

The announcement list with delivery results per announcement

The list shows each announcement with when it was Sent, who sent it, and a Delivery summary.

For example, 1 delivered · 1 not connected means it reached one association's portal and was

recorded as not delivered for an association without a connection.



Note: Announcements reach residents only through the Neighborhood app. If an

association isn't connected yet, see Connecting the Neighborhood app earlier in this

manual, or contact that HOA's board another way.

How to send an announcement

A new announcement, choosing which associations receive it

1. In the sidebar, under Community, click Announcements, then New announcement.

2. Under Message, enter a Title and the Message.

3. Optionally set Expires. The portal hides the announcement after this date and time.

4. Optionally tick Also email the HOA's members. The Neighborhood app sends the email to its

own member list; HOA Manager does not need owners' email addresses for this.

5. Under Send to, choose the associations:

Tick individual associations. Each one shows whether it is Connected or Not connected.



Or tick Every connected association to send to all associations with an active

Neighborhood connection.

6. Click Send announcement.

You can send to associations that aren't connected; they are recorded as Not connected so you

can see who did not receive it. You need permission to edit records to send announcements.

Read-only users can view them.

Delivery statuses

Open an announcement to see the Delivery card, which shows the status for each association:

Status Meaning

Queued Waiting to be sent to the Neighborhood app. Delivery is normally automatic within a

minute or two.

Delivered The HOA's portal confirmed it received the announcement.

Failed The portal couldn't be reached or refused the message. The reason is shown.

Not

connected

The association has no active Neighborhood app connection, so nothing was sent.

How to retry a failed announcement

1. Open the announcement.

2. If any association is Failed or still Queued, click Retry failed (N) at the top.

3. HOA Manager sends a fresh copy to those associations. Delivered ones are not sent again.

If an association keeps failing, open its connection under Neighborhood links and use Test

connection. The Neighborhood app may be offline, or the connection may be paused.

Tip: Community managers and staff see announcements only for the associations in their

portfolio. Owners, administrators and accountants see all of them.



Deadlines and tasks

Deadlines & tasks is your compliance calendar. It lists everything that must happen by a date, for

each association and company-wide:

tax returns and the state annual report

budget adoption and the annual meeting

insurance reviews and audits

inspections and reserve study updates

anything else you add

The sidebar badge counts open deadlines due within the next 7 days, including overdue ones.

Deadlines grouped into overdue, this week and the next 30 days



The list view

The List tab groups open deadlines:

Overdue: past the due date and still open (in red).

This week

Next 30 days

Later

Each line shows the association (or Company-wide), the category, the due date with a

countdown such as "in 8 days" or "3 days overdue", whether it repeats, and who it's assigned to.

Click Done to complete it, or click the title to edit it.

Filtering

Use the filters above the list:

Association: All associations, Company-wide (tasks not tied to one association), or a single

association.

Category: Filing / tax, Insurance, Meeting, Financial, Inspection, Contract or Other.

Assigned to: My tasks, or any staff member.

Status: Open, Done, or Open and done.

Click Filter to apply.

The calendar view



The month calendar of deadlines

Click the Calendar tab to see deadlines on a month grid:

Overdue items are shown in red.

Today is outlined.

Use the arrows to move to the previous or next month, and Today to come back.

Click any item to open it.

The same filters apply to the calendar.

How to add a deadline

1. Click Add deadline.



2. Enter a Title, for example Renew pool operating permit with county.

3. Choose the Association, or Company-wide for things like renewing your management

license. Only owners, administrators and accountants can create company-wide deadlines.

4. Choose a Category and set the Due date.

5. Choose how it Repeats: Does not repeat, Monthly, Quarterly or Annually.

6. Optionally choose who it's Assigned to. They must be someone who can see the association.

7. Add a Description with instructions or links, then save.

How to complete, repeat and reopen deadlines

Complete: click Done in the list, or Mark done on the edit page. The deadline moves to Done

and records who completed it and when.

Repeat: when a repeating deadline is marked done, the next one is added automatically, one

month, quarter or year after the due date. It has the same title, association, category,

assignee and description, so a monthly board package or an annual tax filing never falls off

the calendar.

Reopen: to undo a completion, filter by Done, open the deadline and click Reopen.

Reopening and completing again does not create a duplicate of the next occurrence.

Delete: open the deadline and click Delete.

The starter compliance calendar

Every new association gets a starter set of deadlines. Their dates are calculated from the

association's fiscal year:

Deadline When Repeats

Prepare and adopt next year's budget 2 months before the fiscal year starts Annually

File federal tax return (Form 1120-H or

1120)

15th day of the 4th month after fiscal year

end

Annually

File state annual report / corporate

renewal

About 3 months out (check your state's

due date)

Annually



Deadline When Repeats

Hold annual owners meeting and board

election

About 11 months out Annually

Review insurance coverage before

renewal

About 10 months out Annually

Annual financial review or audit 4 months after fiscal year end Annually

Update reserve study 3 years out Does not

repeat

Monthly financial package to the board Mid-month Monthly

Important: Deadlines and notice periods vary by state and by each association's governing

documents. Treat these dates as a starting point: edit each one to match the association's

bylaws and your state's rules, and add any others the association needs.

What else shows up as coming due

The Coming due card on the dashboard, and your AI assistant's deadline list, combine deadlines

from across HOA Manager:

open Deadlines & tasks

Insurance policies expiring within 60 days

Contracts that are ending or auto-renewing

Architectural review decisions due

vendor certificates of insurance that are expiring

Only items from Deadlines & tasks can be marked Done here. Clear the others by updating the

policy, contract, request or vendor they come from.



CHAPTER 11

AI assistants

You can connect an AI assistant (Claude, ChatGPT, Microsoft Copilot, Cursor or any other app

that supports the Model Context Protocol, MCP) to HOA Manager. Once connected, you can

ask it questions in plain language and it finds the answers in your data:

"What's coming due for Oak Ridge this month?"

"Which owners at Willow Creek are more than 60 days behind?"

"Prepare my report for Thursday's board meeting."

With permission, the assistant can also open work orders, add notes and manage deadlines for

you.

How the connection works

MCP is a standard way for AI assistants to use other software. HOA Manager is an MCP server: it

offers the assistant a set of tools such as "list work orders" or "receivables aging", and the

assistant decides which ones to call to answer your question.

The key points:

It acts as you. The assistant connects with a personal AI access token you create. It sees only

your management company and only the associations in your portfolio, and it can only do

what your role allows.

Read only, or read and update. Each token is one or the other, and your company can limit or

turn off AI access altogether.

Everything is logged. Changes made by an assistant appear in the Activity log under your

name, marked "(via AI assistant)".

No surprises for residents. Assistants can't post charges or payments, approve invoices,

email owners, or publish to an HOA's portal on their own.



Company policy: off, read only, or read and update

An owner or administrator sets the company-wide policy in Company settings, in the AI

assistants (MCP) card.



Company settings, including the AI assistants policy and the list of active tokens

1. In the sidebar, under Company, click Company settings.



2. In AI assistants (MCP), choose Allow AI assistants:

Off: AI assistants cannot connect. Existing tokens stop working immediately.

Read only: assistants can look things up. Update tools are hidden, even for read-and-

update tokens.

Read and update: assistants can also open work orders, add notes and manage tasks.

This is the default.

3. Click Save settings. The change is recorded in the activity log.

Below the form, Active AI access tokens lists every token in your company: whose it is, its

access, when it was last used and when it expires. Administrators can Revoke any of them, for

example when someone leaves.



How to create an AI access token

The AI assistants page with connection instructions and the token form

1. Click your initials at the top right of the screen, then AI assistants.

2. In Create a token, give it a Name that says where you'll use it, for example Claude on my

laptop.

3. Choose the Access:

Read only: the assistant can look things up.

Read and update: it can also open and update work orders, add notes and manage

deadlines. This option is only offered when your company allows updates and your role

can edit records.



4. Choose when it Expires after: 30 days, 90 days, 1 year or Never.

5. Click Create token.

6. Copy the token now. It starts with hoam_  and is shown only once. HOA Manager stores only

a fingerprint of it, so it can't show it to you again. If you lose it, revoke it and create a new one.

Important: Treat the token like a password. Anyone who has it can use HOA Manager as

you, within the token's access. Don't paste it into shared documents or chats.

How to connect your AI assistant

The How to connect card on the AI assistants page shows the Server URL (your HOA Manager

address followed by /mcp ) and ready-to-paste settings. Right after you create a token, the

settings already include it.

The assistant authenticates with the header:

Authorization: Bearer hoam_…your token…

Claude Code

Run the command shown under Claude Code in a terminal. It looks like this:

claude mcp add --transport http hoa-manager https://your-hoa-manager.example.com/mcp --header "Aut

Claude Desktop, Cursor, VS Code and other MCP clients

Click Copy configuration and paste it into your client's MCP settings file. For Claude Desktop,

that is Settings → Developer → Edit Config. The configuration has this shape:

{

    "mcpServers": {

        "hoa-manager": {

            "type": "http",

            "url": "https://your-hoa-manager.example.com/mcp",

            "headers": {



                "Authorization": "Bearer hoam_…"

            }

        }

    }

}

Restart the client. "hoa-manager" then appears in its list of tools or connectors.

Note: The "custom connector" features inside the claude.ai and ChatGPT websites need an

OAuth sign-in, which HOA Manager doesn't offer yet. Use a desktop, IDE or command-line

client that lets you add an Authorization  header.

For IT: running the server locally

AI tools installed on the HOA Manager server itself can start a local (stdio) MCP server instead of

using the web address. Set the token in the environment and point the client at:

HOA_MCP_TOKEN=hoam_… php artisan mcp:start hoa-manager

Without a valid token, the local server offers no tools.

What an assistant can look up

Tool What it gives the assistant

List associations Your associations with ids, status, unit counts, balances due, open work orders

and portal connection.

Get association One association in detail: profile, management agreement, assessments and

late fees, reserve fund, board, managers, counts, what's coming due.

Portfolio summary Dashboard numbers for everything you manage, or one association, plus the

next 60 days of deadlines.

Search records Find associations, units, owners, work orders, violations and vendors by name,

address, email or number.

Get unit A home or condo with owners and contacts, tenant, balance with aging, recent

ledger entries, collection case, work orders, violations and ARC requests.



Tool What it gives the assistant

List work orders / Get

work order

Open jobs, most urgent first, and one job's full details and note history.

List violations Open covenant violations with deadlines, fines and hearing dates.

List ARC requests Architectural requests awaiting a decision, with overdue reviews flagged.

List meetings Upcoming meetings, or past ones with minutes and whether quorum was met.

Receivables aging Owner balances by age, with totals and the highest balances.

Income statement Income and expenses by GL account and fund for a date range.

Budget vs actual Each budget line against actual results, with variance and the suggested per-

unit assessment.

List vendors Vendors with contact details and compliance problems.

List deadlines Everything coming due or overdue, with task ids.

List governing

documents

Bylaws, CC&Rs and rules with current versions, amendment requirements and

amendments in progress.

The assistant can also read three reference pages: who you are and what you can access; the

valid status and category values; and a guide to HOA management duties.

What an assistant can change

These tools appear only with a Read and update token, when your company allows updates and

your role can edit records:

Create work order: opens a work order for an association, optionally for a unit and assigned

to an active vendor.

Update work order status: completing requires resolution notes. If the work order came from

the HOA's Neighborhood app, the resident sees the update on the portal.

Add work order note: notes stay with your team unless you ask the assistant to share them

with HOA staff or the household.

Create task: adds a deadline, optionally repeating and assigned to a colleague.



Complete task: marks a deadline done; repeating ones roll forward automatically.

Good assistants confirm with you before changing anything. The server tells them to.

Example questions

"Give me a portfolio summary and tell me what's overdue."

"Which units at Oak Ridge owe more than $500, and how old is the debt?"

"Show me open emergency and high-priority work orders."

"What does it take to amend Willow Creek's bylaws, and where is the lease amendment vote?"

"Which vendors have expired insurance certificates?"

"How is Oak Ridge doing against its budget this year?"

"Open a high-priority work order at Oak Ridge: streetlight out at the front entrance." (update

token)

"Mark the monthly board package deadline for Willow Creek done." (update token)

Built-in prompts

HOA Manager offers three ready-made prompts that tell the assistant exactly which tools to use

and what to produce. In most clients they appear as slash commands or in a prompt menu.

Prompt What you get

Board meeting prep

(association)

A one-page manager's report (financials, delinquencies, maintenance,

compliance, ARC, deadlines), a draft agenda and the motions the board

should vote on.

Delinquency review

(association)

A table of delinquent accounts with a recommended next collection step for

each, one stage at a time, flagging what needs board approval.

Draft owner notice

(association, topic)

A short, plain-language notice to all owners with a subject line and your

company's contact details, ready for you to review and send.



How to revoke a token

1. Open AI assistants from the account menu.

2. In Your tokens, click Revoke next to the token and confirm.

Any assistant using it is disconnected at its next request. Tokens also stop working when they

expire, when your account is deactivated, when your company turns AI access off, or when your

company is suspended.

Administrators can revoke anyone's token from Company settings → Active AI access tokens.

Security notes

Scope: an assistant works through your account: your company, your associations, your role.

Other companies' data is never reachable.

Audit: changes are logged in the Activity log under your name with "(via AI assistant)".

Rate limit: each token can make up to 120 requests a minute.

Confidentiality: owners' personal details are confidential. Use them to help you manage the

association, and don't paste them into content meant for all owners. The assistant is told the

same.

Your AI provider: what you share with an AI assistant is also governed by that provider's

terms. Check that your company is comfortable with them before connecting.



CHAPTER 12

Platform administration

This chapter is for the platform operator: the person or team running this HOA Manager

installation for many management companies. Management company staff can skip it.

A platform admin account doesn't belong to any management company. It sees the list of every

company on the platform and controls who can join, but it never sees a company's associations,

owners or financial records.

How to create a platform admin

Platform admins are created from the server's command line, not from the web interface.

1. Sign in to the server and go to the HOA Manager directory.

2. Run:

php artisan platform:admin you@example.com --name="Your Name"

3. The command prints a temporary password. Sign in with the email and that password, then

change the password under My profile.

Running the command again for the same email resets that platform admin's password. The

command refuses an email that already belongs to a management company's user.

Tip: Turn on two-step sign-in for platform admin accounts. Open the account menu, then

Two-step sign-in. Platform admins aren't covered by any company's policy, so it's up to

you.

The companies list

When a platform admin signs in, they land on Management companies.



The platform admin's list of management companies, with the invite form and registration switch

The summary at the top counts Companies, Associations and Active neighborhood links

across the whole platform.

The table lists every company with when it was Registered, its number of Users,

Associations and active Links, and its Status. Use the search box to find a company by name

or email.

Each company's page lists its users (name, email and role) and its associations (unit count

and status). Click a company's name to open it.



How to invite a management company

Use this when public registration is closed, or when you're onboarding a company yourself.

1. On Management companies, find the Invite a management company card.

2. Enter the Company name, Company email and, optionally, the State.

3. Enter the Owner's name and Owner's email. This person becomes the company's first user,

with the Owner role.

4. Click Create and send invitation.

HOA Manager creates the company and issues its unit registration GUID. It then emails the

owner an invitation with a link to set a password. From there, the owner sets up the company

themselves: company settings, staff, associations and Neighborhood connections.

Note: The invitation link expires after the standard password-link lifetime. If it has expired,

the owner can use Forgot password? on the sign-in page with the same email.

How to open or close public registration

Public registration lets any management company sign up at /register . Closing it makes the

platform invitation-only.

1. On Management companies, find the Public registration card. It shows Open or Invitation

only.

2. Click Close registration (invite only) or Open public registration.

While registration is closed:

The landing page, the sign-in page and /register  stop offering sign-up.

They show: "New accounts are by invitation. Please refer to your invitation email or contact

support@str8in.com."

Submitting the old sign-up form creates nothing.

mailto:support@str8in.com


The registration page while the platform is invitation-only

The support address comes from the SUPPORT_EMAIL  setting in the server's .env  file; it

defaults to support@str8in.com.

Important: Running the database seeder (see Demo data) closes registration automatically.

Reopen it here if you want public sign-up.

How to suspend or reactivate a company

Suspend a company when it should temporarily lose access, for example during a dispute or a

security incident.

1. On Management companies, click the company's name.

2. Click Suspend and confirm.

While a company is suspended:

its users are signed out and can't sign in

its AI access tokens stop working

its Neighborhood app connections stop accepting data

mailto:support@str8in.com


Nothing is deleted. To restore access, open the company and click Reactivate.

Demo data

A seeder can build a fully populated demo company, Demo Management. It is useful for training,

sales demos and the screenshots in this manual. The demo includes:

Oak Ridge HOA: connected to a Neighborhood app.

Willow Creek Condominiums: not connected.

Cedar Point Townhomes: onboarding, with an invite code out.

A pending connection request from Maple Grove HOA.

Records in every module: six months of billing, payments, late fees and collections; budgets;

payables; vendors; contracts; insurance; reserve studies; estoppel requests; documents;

meetings; ARC requests; governing documents and amendments; deadlines; and

announcements.

How to run the seeder

SEED_USER_PASSWORD='choose-a-password' php artisan db:seed

Every demo account (owner@, admin@, manager@, priya@, accountant@, staff@ and

viewer@demo-management.test, plus platform@demo-management.test) gets the

password you set in SEED_USER_PASSWORD . Without it, a random password is printed when

the seeder finishes.

Running it again leaves an existing demo company alone.

To rebuild just the demo company:

SEED_RESET_DEMO=1 SEED_USER_PASSWORD='choose-a-password' php artisan db:seed

Other companies are never touched.

In production, the seeder only closes public registration; it never creates demo data.

Important: The seeder always closes public registration. If you run it on a live platform

mailto:viewer@demo-management.test
mailto:platform@demo-management.test


where companies sign up themselves, reopen registration afterwards.

How to regenerate this manual

The user manual you're reading is served from the same installation:

Online: the searchable web version is at /manual .

PDF: a downloadable copy is linked from the manual's pages.

Both are built from Markdown chapters in resources/manual/ .

Refresh the screenshots

The screenshots are captured from the running app, signed in as the demo company's accounts.

Make sure the demo data is seeded and the app is reachable at the manual's base URL

( MANUAL_BASE_URL , default http://localhost:8001 ). Then run:

SEED_USER_PASSWORD='your-demo-password' php artisan manual:screenshots

To capture only some screenshots, add --only=  with part of a file name, for example --

only=reserves . The list of screenshots is in resources/manual/screenshots.php . The

command refuses to run in production, because it relies on demo data.

Rebuild the PDF

After editing chapters or refreshing screenshots, run:

php artisan manual:pdf

This prints the whole manual (cover, contents and every chapter) to a PDF in public/user-

manual/ . Screenshots and the PDF need Google Chrome or Chromium on the server; set

MANUAL_CHROME_PATH  if it isn't on the default path.

Tip: The web version updates as soon as you edit a chapter. Only the PDF and screenshots

need rebuilding.



CHAPTER 13

Troubleshooting and FAQ

If something isn't working the way you expect, start here. If the answer isn't below, ask your

company administrator. For problems with the platform itself, contact support@str8in.com.

Signing in

I can't sign in: "Those details do not match an active account"

Check the email address and the password. Passwords are case-sensitive.

Your account may have been deactivated. Ask your company owner or an administrator to

check Staff.

If your management company has been suspended by the platform operator, every user is

signed out. Contact support.

"Too many sign-in attempts"

After five wrong passwords in a row from the same place, sign-in pauses briefly. Wait for the

countdown in the message, then try again, or use Forgot password?

I forgot my password

1. On the sign-in page, click Forgot password?

2. Enter your email and click Email reset link.

3. Open the email and choose a new password. It needs at least 10 characters, with both letters

and numbers.

For your privacy, the page says the same thing whether or not the email has an account.

My invitation link has expired

Invitation links expire for security. Go to the sign-in page, click Forgot password? and enter the

email address you were invited with. You'll receive a fresh link. A company administrator can also

click Resend invitation next to your name under Staff.

mailto:support@str8in.com


I lost my phone, or can't get my two-step sign-in code

1. On the two-step verification screen, enter one of your recovery codes instead of the 6-digit

code. Each recovery code works once.

2. Using email codes? Click Send a new code. Codes expire after 10 minutes.

3. No phone and no recovery codes? Ask a company administrator to open Staff and click

Reset two-step next to your name. You can then sign in with your password. If your company

requires two-step sign-in, you'll be asked to set it up again.

After five wrong codes, verification pauses for five minutes.

Tip: After you set up two-step sign-in, store your recovery codes in a password manager.

You can make a fresh set under Two-step sign-in at any time; doing so invalidates the old

codes.

I'm asked to set up two-step sign-in every time I open a page

Your company requires two-step sign-in for your role. Finish the setup on the Two-step sign-in

page, using an authenticator app or email codes (whichever your company allows), and the

reminder stops.

Seeing the right data

I can't find an association (or its work orders, owners or bills)

Check the Working in switcher at the top of the sidebar. If it shows a single association, every

list is filtered to it. Choose All associations to see your whole portfolio.

Community managers, staff and read-only users see only associations they are assigned to.

Ask an owner or administrator to add you to the association's Management team (on the

association's page) or to tick it on your Staff record.

Who can see and do what?



Role Sees Can change

Owner /

Administrator

Every association Everything, including company settings and staff

Accountant Every association Financials (billing, receivables, collections, payables,

budgets, banking) and records

Community

Manager

Assigned

associations

Records and operations; approves invoices; manages

Neighborhood links

Staff Assigned

associations

Day-to-day records; no financial posting

Read-only Assigned

associations

Nothing

Buttons for actions you can't take are hidden. If you reach one through an old link, you'll see "This

action is unauthorized".

A page says "Not found" for a record I know exists

You're signed in to a different company, or the record belongs to an association outside your

portfolio. HOA Manager deliberately answers "not found", so that other companies' records stay

invisible.

Connecting HOAs (Neighborhood links)

An HOA says its connection request was refused or never arrived

Check they used this server's address and your current unit registration GUID. Both are in

Company settings.

If someone clicked Issue a new GUID, requests using the old GUID are refused. Send the

HOA the new one; existing connections keep working.

Look under Neighborhood links → Waiting for approval. Requests stay there until someone

with permission approves them, unless automatic approval is turned on in Company settings.

To skip approval, create an invite code from the association's page. Codes work once and

expire after 14 days.



Records stopped syncing from an HOA

1. Open Neighborhood links and the connection. Check:

Last heard from: when the HOA's app last contacted you. A Quiet badge means more

than an hour.

Last problem: the most recent error, if any.

2. Click Test connection. If the HOA's app doesn't answer, it may be offline. Ask the HOA

administrator to check their app.

3. Make sure the connection isn't Paused. If it is, click Resume.

4. Click Request full sync to ask the HOA's app to resend everything.

Updates I make don't appear on the HOA's portal

Commands to the portal (work order updates, announcements, meetings, documents) retry

automatically if the portal is briefly unreachable. Open the connection and look at Commands

sent to the neighborhood: failed ones show their error and a Retry now button.

Violations you create in HOA Manager are not sent to the portal, because the HOA's app

numbers its own violations. Only updates to violations that came from the portal are sent.

Notes marked Our team only never leave HOA Manager.

My changes to a unit or owner keep reverting

For connected associations, the HOA's Neighborhood app is the source of truth for houses,

owners and board members. HOA Manager accepts your edits, but the next sync from the portal

overwrites them. Make the change in the Neighborhood app instead, or ask the HOA

administrator to.

Email

Emails aren't arriving

1. Check the recipient's spam or junk folder.

2. Open Email sending (under Company in the sidebar):

Send from my email address: mail only uses your address after you click the confirmation

link sent to it. Until then it goes out from HOA Manager. Mail from your domain may also



be junked until your domain's DNS authorizes HOA Manager; the page explains the SPF

change.

Send through my own mail server (SMTP): the server is used only after a successful test.

If it later fails, mail goes out through HOA Manager instead, and the error appears under

Last problem. Click Send a test to check.

3. Sign-in codes, password links and invitations always come from HOA Manager, whatever your

setting, so they're never blocked by a problem with your own mail server.

4. On a new installation, the platform operator must configure an outgoing mail server. Until

then, email is written to a log instead of being sent.

Residents didn't get an announcement email

Announcements are emailed by each HOA's Neighborhood app, not by HOA Manager, and only

when Also email the HOA's members was ticked. Check the announcement's Delivery card: Not

connected associations received nothing.

Billing and financials

This month's assessments weren't charged

Open Billing and check the assessment schedule:

Is it active?

Is its Next run date in the past?

Does it have an end date that has already passed?

Billing runs automatically once a day. The platform needs its scheduler running, which is one

cron entry on the server. If the scheduler isn't running, nothing automatic happens. In the

meantime you can run billing by hand from Billing.

Billing never charges the same unit twice for the same schedule and period, so a re-run only

adds what is missing.

Late fees weren't added, or seem wrong

Late fees run daily after billing. A fee is added once per unit per billing period when part of that

period's charge is still unpaid more than the association's grace period after its due date. Check



the late fee amount and grace days on the association's Edit page; a late fee of $0 turns them

off.

A balance or aging bucket looks wrong

Payments always apply to the oldest unpaid charges first, so a recent payment may clear an

old bucket rather than the current one.

Online payments from the Neighborhood portal appear only once the payment is complete. A

refunded portal payment is removed again.

Look at the unit's ledger under Receivables: every charge, payment, credit and late fee is

listed with a running balance.

Only manually posted entries can be voided. Billing, late-fee and portal entries are corrected

by posting a credit or adjustment.

An estoppel certificate shows an old balance

The certificate is a snapshot taken when you generated it. Click Regenerate certificate to take a

new one.

The budget vs actual numbers don't match my bank statement

Budget vs actual counts:

income when charges and late fees are posted

expenses when vendor invoices are approved or paid, by invoice date

It doesn't use bank deposits. Differences in timing are normal. Reconcile the bank account under

Banking & GL to compare the two.

AI assistants

My AI assistant can't connect, or says the token is invalid

The token may have expired or been revoked, your company may have turned AI access off,

or your account may be inactive. Create a new token under AI assistants.

Make sure the client sends the header exactly as Authorization: Bearer hoam_… .



Web-based connectors in claude.ai and ChatGPT aren't supported yet. Use a desktop, IDE or

command-line client.

The assistant can't create work orders

Update tools only appear with a Read and update token, when your company's policy allows

updates and your role can edit records. Read-only users and read-only policies get look-up tools

only.

Glossary

Term Meaning

Aging Breaking an owner's balance down by how long it has been unpaid: current, 1–

30, 31–60, 61–90 and 90+ days.

Amendment A formal change to a governing document, adopted by the vote its

amendment article requires.

ARC / ACC Architectural Review (or Control) Committee, which approves changes to

homes' exteriors.

Articles of

incorporation

The state filing that created the association as a nonprofit corporation.

Assessment The regular dues each owner pays the association, often monthly or quarterly.

Budget vs actual Comparing each budget line to what was actually earned or spent.

Bylaws Rules for running the association: board, officers, elections, meetings.

CC&Rs / Declaration Covenants, Conditions and Restrictions: the recorded rules that run with each

property.

Collections The escalating steps for unpaid balances: reminder, late notice, demand letter,

intent to lien, lien, attorney. A payment plan is an alternative.

Compliance calendar The association's legal and practical deadlines: filings, renewals, meetings and

audits.

Delinquent An account with a balance past due.



Term Meaning

Eligible votes The number of votes that could be cast, usually one per unit.

Estoppel / resale

certificate

A statement for a sale or refinance confirming the owner's balance,

assessments, violations and other facts as of a date.

Fidelity / crime bond Insurance against theft of association funds by board members, employees or

the management company.

Fiscal year The association's 12-month accounting year; it may not match the calendar

year.

Fully funded balance What the reserve fund should hold today for the wear already used up on its

components.

Fund (operating /

reserve)

Separate pools of money: operating for day-to-day costs; reserve for future

major repairs.

GL account General ledger account: a line in the chart of accounts, such as 4000

Assessment Income or 5500 Landscaping.

Governing

documents

Articles, declaration, bylaws, rules and policies.

Instrument # / Book

& page

The county recorder's reference for a recorded document.

Late fee A charge added when an assessment remains unpaid after the grace period.

Lien A legal claim against a property for unpaid assessments.

Management

agreement

The contract between the association and your management company,

including the fee.

MCP Model Context Protocol: the standard AI assistants use to connect to HOA

Manager.

Neighborhood app /

portal

The HOA's resident app, which connects to HOA Manager through a

Neighborhood link.

Percent funded Reserve balance ÷ fully funded balance. Below 30% is weak; 70% or more is

strong.



Term Meaning

Quorum The minimum participation required for a meeting or vote to count.

Recording Filing a document with the county so it is part of the public property record.

Reserve study An inventory of major components with their remaining life and replacement

cost, plus a funding plan.

Special assessment A one-time or temporary charge on top of regular assessments, often for a

large repair.

Unit registration

GUID

Your company's code that HOAs enter in their Neighborhood app to ask to

connect to you.

Work order A maintenance job, from a resident's portal request or opened by your team.


