Billing - Recurring Charges

Charges for fixed amounts that occur on a regular (periodic) basis are handled by KIS as Recurring
Charges. Once Recurring Charges are setup within KIS those charges can be assigned to a specific
customer and lease or reservation also assigned to that customer.

Setup Recurring Charge Codes

11 Recurting Charges

[F=5(Hem (553

From the Recurring Charges PortRayal Marina | % 3¢ [ | @
.. . . 1] %3 arna
Administration window you can setup Y -
as many recurnng Charges as yOU Code GL Code Amount Taxes\Fees
need, £05 00000 Select |
Tender Fee BO05 00000 Select ]
Live Aboard Fee =0l 0.0000 Select ]
Dinghy B025 0.0000 Select ]
Retail Fient 0.0000 Select |
Assign Recurring Charges to a Customer
. | 8 Customer Information el®E] |
Rec_umng.Charges are P4 (30 310 b b X [F ] St CustorerID -
easily assigned to a 310 _
customer via the Customer Type:  Tenant - Fhone 1(Cely 9099166230 i
customer window, Company: Koid Information Systems Phone 2 [Homel =
First Name: fAnnatie Phone 3 (work}
Last Mame: Kord Emai 1: annette Etolaimainapack age.com —
Tite: ., Recurring Charges Details E=RicE
Addiess 1: 7614 La Cresta St | 310 Customer: Kord Information Systems <+ 3¢ [
Addiess 2 0
City/ T onsiry Highland Recurring Charge Code: 505000 i:l
: o - I — 27
State: o Lease/Reservation: S om Zone: Eéﬁz&‘ww
County/Province: ) Dinghy Rate calculated using: Greater
Boat |Ddke Boal/Sip same lengtht 25
Zip Code: 2346 _ b - @301.5 Manthly
County: Urited States - |~ .
B Met0n Aot Fescor Time Intervak  Monthiy - Mont
[ Boats | Vehictes | Contacts | Retarvations | Memo Amount: |0
Recuning Charges Comment:
10| g

Monthdy Slip Fee

[#] Charge Late Fee

@ MoswtoPay () Aulo Pay via ACH

Port Royal Marina




Billing - Entering Customer Transactions

Customers can be manually charged for items at anytime during the period by using the individual
transaction window. Charges are stored against revenue codes which can be setup like the recurring
codes above.

Setting Up Revenue Codes

From the Revenue Codes AR

Administration window you can  PortRoyal Marina | 4 X [dl | &

Setup as many revenue Codes as Revenue Code GL Code Amont Tares/Fees

you need, i onthly Slip Benta E005 0.0000 Select

6005 0.0000 Select

Cruiser Fee 6005 0.0000 Select
Tender Fee 6005 0.0000 Select
Live Aboard Fee 6010 0.0000 Select
Dringhy B025 0.0000 Select
Late Fee B050 25.0000 Select

Close

Charging a Customer

8 Customer Information

COd (30 30k M X [ Sort: CustomerD L)

You can enter transactions for a
selected customer by clicking

on the money < button.

5 Transactions
S8 | @4 310 Kord Infarmation Systems | Tenant | & 3¢ | & | £

Date Pasted Description Carnrnent Slip Oty Charges Payments

Charge Monthly Siip Rental $550.00 $0.00
1242842010 Charge-Cruiser Fee (0= 1.00 $26.00
12/28/2010 Payment-Credit Card CEE 0.00 40,00
12/28/2010 Payment-Credit Card CEE 0.00 40,00
12/28/2000 Charge-Live Aboard Fee CE& 1.00 $250.00
12/29/2010 Charge-Cruiser Fee (0= 1.00 $250.00
12/28/2010 Payment-Credit Card CEE 0.00 40,00
12/28/2010 Payment-Check #2455 40,00

1j11/2011 Morithly Slip Fertal Charge-Ice
. Payrment Guest Slip Fee [Daily] Deseitoy : :
7 7 Credit Cruiser Fee 8 I
Deposit-Charge Tender Fee ommen
Deposit-Apply Live Aboard Fee Lease/Reservation:  C021/5/2011-1/8/2012 -
Prarate Dinghy
Memo Late Fee Boat:  InDeht 2 -~ Slpr o2 -
NSF Fee
Transfer Fee
Lien Fee g
Key Purch e .
T T T
Charges: Frommertags: Fent Extended Price:
Credits Lost Key, Permit sl
Repair and Maintenance
Ealance Due: $150.00 Refund Check

Close




Billing- Proration

Proration is the calculation of a charge for a fraction of the period of time normally charged. For example
Rent is charged on the 1* of every month at a rate that encompasses the full month. If someone moves in
on the 10" of the month, the prorated charge would be for the number of days between the 10" and the
last day of the month (inclusive).

The Proration feature,
e Uses the actual # of days in the month (as opposed to 30 days for every month).
¢ Only supports monthly recurring charges
e Can only be performed for recurring charges assigned to a customer, therefore the monthly
recurring charges must be added to the customer prior to using this feature.

To charge a prorated charge use the Individual Transaction window, select Monthly Prorate, and the
Revenue code to charge (note the name of the revenue code should match the recurring charge on the
customer’s account. The Proration window will display

' Transactions [=e=) =]
S0 |3 1 Kord Information Systems | Tenant | & | 2 | £

1| Kord Infarmation Systems | Slip | Proration charged to Berth

1. Select the tenants recurring charge ko prorate

Fecur Code
Berth 450.0000

\2. Set Type of Proration and Dates

@ Charge [Entering Tenart) Date I 4/giz011

Balance Fud: 1y . : () Credit [Terminating tenant]  Date Dut o0 [~]
- #0.00 il Iml.t‘
Credits: [

$0.00 3. Calculate Charge

Balance Diue: $0.00 .
= A Prorated Charge for Berth of $450.00 Monthly will be charged to

revenue code Berth
D aily Amount for &pril iz $15.00

1t of Diays ko prorate: |23 | |$345.DD |

Most of the entry on the Proration window will
default for you, select the Recurring Code that you are prorating, select whether your customer is arriving
or departing. The number of days will display, click the calculate button to calculate the charge. Click OK

to apply the e F=R[EcE(r=
prorated S0 |43 1 KordInformation Systerns | Tenant | & | 2€ | &2 |
charge to the n :

Customerys ”:;ans Poa:ed Drescription Comment Slip Oty Charges Paprents

0.00 $345.00 $0.00

account.




Billing -Batch Transactions

Batch transactions are used for assigning transactions of the same type to multiple customers. Currently
batch transactions are used for Late Charges, Meter Charges (if using a PDA), and ACH File creation
(Auto Bank Debits), and Lockbox Import.

Late Charges
Automatic Late fee calculation is performed based on the parameters entered and the current Late Fee
configuration values in effect.

"3 Batch Transactions = [ =[]

Batch Type Late Fee Charges - | & € 5

M ame [ ate Desc Comment Slip [ty Drehit Crel =
Horzwill, Al 03411/2017 | AUTO LATE FEE ES13B |0 11.3700 0.0c
Adkinz, Thomas 03411/2017 | AUTO LATE FEE BES37C |0 E.7800 0.oc
All Tow Boat Mo... | 03/1/2011 | AUTO LATE FEE 1] 3.2200 0.oc
Johngton, Suzan | 03/11/2011 | AUTO LATE FEE EMOFE |0 A0.5600 n.oc
Ayatte, James 03411/2017 | AUTO LATE FEE B-07 1] 2.0000 0.oc
Badenhorst, Bary | 03/97/2011 | AUTO LATE FEE BS33C |0 32.0400 0.oc
Fopal City Marina | 03/11/2011 | AUTO LATE FEE 1] [.3000 IZI.EI[|3
P T I

harge Late Fees Batch Totals: 412 251,05 £0.00

Transaction Date: |3/11)2011 []

Minirnum: o

Balance as of: 4/1f2011 IEI [ Charge Late Fees |

| [ [#] Print Late Motices Immediately after posting

FPost

The transactions for each customer are loaded into the grid, where they can be reviewed, before posting
to the customer accounts.

=

Will print the transactions currently existing in the batch.

X Delete - click on the transaction to delete then click the delete toolbar button.

B

Deletes all the transactions in the batch.



|~'—'_J Displays the Late fee setup window. Late fees can be charged based on a flat fee or a percentage

of the amount owed.

Checking the checkbox
entitled Print Late Notices
Immediately after posting
will display a late notice
statement filter window
after the late fees are
posted to the customers
accounts. These late
notices are really interim
statements showing the
late charge.

The options here are

"7 Print Late MNotices
=1

Late Matice Date:

Mezzage:
Filter
All Late Notices

() Late Motices Emailed Only

Late Matices Printed Only

similar to the Period Close

Statements you can enter
a message to display
usually something like

=15 |ECR(5c

[v]

Matices
[7] Show Registration E =piration Natice

[7] Show Insurance Expiration Motice

“Late fees have been charged to your account.” Like the statements the notices can be emailed using the
same parameters as the emailing of statements, meaning a customer would have to be setup to receive

emailed statements to rec

Staternent Viewer EI@
g | g Pint.. |y | 3R [B- = | S Gk 100% - 3 1209 Backward B
P |
L e . e o e - I - s

: BO4-270-6272

! R104530385

- 331335 Alberta Ltd.

_ 2088

B PO Box 186 =

- Sundre, BC

TOR 150

: 403 B35-2045

- A Late Fee has been charged to your account. DATE

- 3115201

, CR PAYMENTS — BALAMCE

- 3201 Balance Forward F2169.77

- 030152011 18954 Y ARD March FE70.00 F0.00 F3039.77

- 030172011 18955 HST @042 $104.40 $0.00 $3,14417

_ 0301 2011 18956 ' ARD FEE March FES.00 F0.00 F320017

- 03012011 18957 HST @042 §7.680 $0.00 $3216.97

‘_1 03 02011 20081 ALTO LATE FEE FE4.34 F0.00 F3281.: -

4 14 3

eive emailed late notices.,




Billing - Period Close - Statements

Statements can be printed at any time showing a customer’s current transactions and balance. Producing
statements to send to your long term customers is normally part of the period close process. This way all
charges and payments that have been posted throughout the current period will appear on the statement.

To access the Statements option, from the menu select Transactions — Period Close- Statements

el & Marina's Total Marina Package - Current Period 3 2011

TransactinnslSSICards Reports  Admin  Help

Cash Sales

Date Range: |4/10/2011
Indradual Transactions

Batch Transactions

Manual Meter Charges

Cash &ccount Transactions
| Period Close

Cash Sale Rewviews

Charge Recurring Charges

Close Current Period

Statements Filter

The Print/Email filter dialog will display,

(",? Print/Ermail Statements EI@
=
Statement Date:  4/1j2011 |z| Mezsage:  Please stop by the office For free coffee and cookies!
Statement Type Select Additional Filkers

() Interim Statements @ Statements

Filter

Customer Type: ALL -

@ AllStatements () Statements Emailed Only

) Statements Printed Oy ALL -

Group:

Matices

Showe Registration Expiration Motice

Show Inzurance Expiration Motice -




Statements Filter Defined

— The Statement Date will appear on the statement as the date
Statement Date: | 4/1/2011 1] of the statement. See Figure 1 below

The Message entered will display in
bold text at the top of the statement. See Mezzage: |Please stop by the office for free coffee and cookies!

Figure 1 below.

The Statement Type allows you to print current
statements with no next period recurring charges as
[nterim Statements @ Statements Interim Statements or you can print your month-end
statements which will show the currently posted items
plus any recurring charges for the next period as Statements.

Statement Type

The Filter allows you to print all statements by
selecting the All Statements radio button. Just
those statements you have setup to be emailed by
selecting the Statements Emailed Only radio
button. Or just the statements that are setup to be Statemnents Printed Only
printed only (not emailed), by selecting the

Statements Printed Only radio button.

Filker

@ Al Statements Staternents Emailed Only

[ pie |[ Emal | [ ces= | Note when you select the Statements Emailed Only radio button the
Email button will become enabled.

Select Additional Filkers
You also have the standard filters used on all
reports so you can filter by the customers group or
type you have defined on their customer record.

Customer Type: ALL -
Group: ALL h
MNotices
¥| Show Registration Espiration Motice In addition you can include registration and insurance

expiration reminders on the statement. These display at

- S Ireines Buple do el the bottom of the statement. See figure 2 below.



(7 % SEND REMITTANCE TO:  The Bay Club Hotel & Marina
{ 2131 Sheter Istand Drive
BAY‘ & L[ ] B San Diegn, CA 92106

619-224-56335

Kaord Infarrnation Systems 1
7814 La Cresta 5T
Highland, TA
M do34e annette@kordinformationsystems. com
essage Statement Date
Please stop by the office for free coffee and cookies! DATE

41172011
MCE

312011 Balance Forward $0.00
04012011 Bierth April F4:30.00 F0.00 F450.00
04/08/2011 Provate 23 dayvs @ $15.00 par day. $345.00 $0.00 $795.00

Figure 1

Insurance from # expiving 4/8,/2011, Please update the office with new policy information,

Gegistration # for Blue Skies is expiring 4/8/2011, Flease update the offios with new registration
fntorrnation.

CURREMT 30 T B0 DANYS GO T a0 D CAER 90 DA BALAMCE DLE

$0.00 $0.00 F0.00 $i0.00 Fra3.00

Figure 2

Emailing Statements

To select Email Statements select the radio button “Statements Emailed Only” and the Email button will
enable.

Clicking the email button here will send the statement as a pdf attachment to the recipient’s first email
address setup in the Customer window.

The PDF attachment sent is saved to a temporary folder on the workstation in case it is needed for later
review. It is up to the TMP operator to move, delete or maintain the emailed pdf statements.

After the emails are processed a Log Viewer will be displayed showing you what was done, where the pdf
file emailed exists on your workstation (defaults to your windows temporary folder).



@ Log Yiewer

zer | DateCreater Title | FileSpec | Comment | Iy
5/18/2010 | Statement Emailed | C:h\U zershbnnette’dppD atabLocahT emphtmp3F 3C.POF Statement dated ...

At this point depending on what policy you have for handling the emailed statements you could use
Windows Explorer and locate to the file location specified above in the FileSpec column. Once there you
will see the PDFs listed, you can move them to an archive folder somewhere on your network or if policy
permits delete them. It is recommended that these PDFs get saved onto a CD or other storage device
labeling the folder with the period Year and Month.

Setting up a Customer to receive Statements via Email

Display the customer information window, selecting a customer that wants their statement emailed. Enter
a valid email address in the Email 1 field (this will be the email address used when emailing their
statement). Then check the Email Statements checkbox

ol
4 4 |62 1409 | b »l | 4= X [ | sort: Customer ID - A .
Customer Type: | Tenant =l Phone 1: {533 0669 JARETT 5
Company: | e [3108136 cel
First Naméc |MIKIKD Phone 3 |707 441 1569 jaret
Last Name:  |ANDD Emai 1: lianetinicholson@eathink net
Tile: | Emsi 2 [ TG
Address 1: [JARRETT NICHOLSON ¥ Emad Statements
Address 2 {1288 COLUMBUS AVE. #113 oL [

City/Towr: ISAN FRANCISCO SSN: I




Transaction Reports

Now you’'ve seen how you enter dollars

into the Total Marina Package to view
what you entered there a variety of

canned reports. Transaction Reports
are available on the menu select Reports

— Transactions.

Total karina Package - Current Period 3 2011

',»? Transaction Detail Report - Criteria Selection

Select the Transaction Type For this report,

Revenue Code
@ Recuring Code

Depogits

Tawes

Balances Forward

Period

| Current Pericd

Select Sort Order

Tranzaction Date

Select Additional Filkers

Customer Type:  ALL

Group; ALL

10 0

Deleted Transactions
Credit Adjustments
Chargez Only
Papments Only

Woided Transactions

TP Report Viewer
L-|:|j = Print... By | & 28]

Date

03/01/11 Ca7
01/01/11 Co7

03/01/11
03/01/11
03/01/11
03/01/11
03/01/11
03/01/11
03/01/11
03/01/11
03/01/11
03/01/11
03/01/11
03/01/11
03/01/11

Feports | &drmin  Help
Uszer Defined —
Date Range: (41002011 [v|
End of Day Reports
Tranzactions 2 || Detail
Depaosit List Summary Journal
[N ETa e A aat-1ats Tl Ly rmal
[E=N{EoR =5
irkal
ccounts lournal
Select Date Range Criteria
Select Date Range
[E=H(EER (XS
|+ 2 | Gy g 100% - [ s Backward (3 Forward | {7~
—_—
cl oo 2 a3 I PE o B
Recurring Charge Transactions
Shelter Island Marina & Boatyard
Current Period Transactions, Group: ALLSorted by Code, Slip
Slip Mame Description Qty Charges Payments |-
Russell, David HvDRC March 1 $50.00 $0.00
Russell, David HYDRO January 1 $50.00 $0.00
Total: $100.00 $0.00
Lewis, Chris MOORAGE March 1 $259.00 $0.00
Morrison, Brent MOORAGE March 1 $213.00 $0.00
alexander, Jamie MOORAGE March 1 $362.00 $0.00
A-03  Brulotte, Gerald MOORAGE March 1 $215.00 $0.00
A-04  Blundell, David MOORAGE March 1 $320.00 $0.00
A-05  Atalan, Tyros MOORAGE March 1 $215.00 $0.00
A-06  Abraham, Colin MOORAGE March 1 $336.00 $0.00
A-05  Palmer,Robert MOORAGE March 1 $362.00 $0.00
A-09  Pegasus Group MOORAGE March 1 $320.00 $0.00
A-10  Harrison, Mike MOORAGE March 1 $222.00 $0.00
A-11  Merado, Ken MOORAGE March 1 $241.00 $0.00
A-12  Goldbeck,Hauke MOORAGE March 1 $283.00 $0.00
A-13  Lightship Mobile Marine MOORAGE March 1 $270.00 000 T

I




Billing — Reports

Billing Summary Report

ThAP Report Wiewer EI@
LED =t Priet... By | % B = | S o 10025 - @ 1118 Backward Forward | £¥~
,.........1...,...2...,...3...,...4...,..5......5...,...;7‘
- Billing Summary
- Shelter Island Marina & Boatyard
B Current Period
3 Cust ID Full Hame Balance Recurring Other Credit & Balance
- Forward Charges Charges Payments Due =
_ 28686 331335 alberta Ltd, $2,169,77 $1,047.20 $195.59 $0,00 $3,412.56
: 1797  ACut Above 4 Coat $171.64 $0.00 $£7.39 $0.00 $129.03
- Below Detailing Ltd,
z 17 ablitt, Tany $0.00 $453 .60 -$453.40 $0.00 $0.20
R 3495  abraham, Colin -$45.32 $527 .52 -$527.52 40,00 -$45,32
- 3406  Adams, Al $32.53 $348.32 -$346.34 40,00 434,51
N 36 adkins, Thomas $0.00 $525,92 $19.82 $0,00 $345.74
: 3646 alexander,Jamie $6d,54 4405 .44 £0.00 $0.00 $469.75
3 94 all Tow Boat Maving $154.87 40,00 $9.42 $0.00 $164 .29
B 3644 allison, Robert 433 .44 $0.00 $0.00 $0.00 $433 .44
- 3091 ally, Ken 64,62 40,00 £3.92 40,00 $65.54
B 135  Andrews, Greg $0.00 $546 56 -$546.56 $0.00 $0.00
- 2972 Andruschak, Kevin $0.00 $0.00 $0.00 $0.00 $0.00
4 2618  Anglo Marine $47.10 $459.72 -$4E86.86 40,00 $49,96
B 3447 Annacis Marine $0.00 $0.00 $0.00 $0.00 $0.00
- 3638 Archer, John $0.00 $212.80 -$212.80 $0.00 $0.00 -
« m
Aged Receivables Report
ThP Report Viewer EI@
Epm | g Prie.. | By | R B = | S Gh 0% - & B o 1) Backward Famward | £¥~
i
F T T T T B - S R B - T SN S SR INC IR - U ST SRR SN BRI
- Aged Accounts Receivable 5
N Shelter Island Marina & Boatyard
) Due Hame Curremnt >30 Days >60 Days >90 Days *120 Days
; $0.00 Bonney, Jetff F0.00 $0.00 F0.00 F0.00 F0.00
- §76.69 Bonny, Jeff £76.69 $0.00 $0.00 $0.00 $0.00
- F129.64 Bouchard, Renald F62.03 $67 .61 $0.00 F0.00 $0.00
? §2,415.58 Bowvwman, Peter & Jenn $3058.71 F57914 $305.04 Fa45.29 R |
: F1 087 96 Bovweden, .M. F53.22 $19.90 F19.51 000 $975.53
2 327 .91 Boyce-Saraent, Richard F327.: F0.00 F0.00 F0.00 §0.00
: $9 576 .44 Bracewel Bostworks Ltd. 5685887 F3587 .57 F0.00 F0.00 F0.00
; $0.00 Braund, Thomas F0.00 $0.00 $0.00 F0.00 F0.00
- $0.00 Brenner, Dawson $0.00 $0.00 $0.00 F0.00 $0.00
: F1584 .15 Bristowe, Foy f184.15 F0.00 $0.00 F0.00 $0.00
% $35.06 Brooks, Stephen F35.08 F0.00 F0.00 000 $0.00
- F1,730.76 Brown, Dave $633.56 F343.75 $533.12 F0.00 §0.00
; $3 25064 Brown, Zac $3,250.64 $0.00 F0.00 F0.00 F0.00

(1}




