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CHANGES IN THIS VERSION (Version 3)

1. CAMS can now manage units in an association where the unit addresses have different street names.

2. Violation letters now provide the option to use Word templates in addition to the standard violation letter used in CAMS v2. Consequently, you are now able to modify the text of the letter to suit your particular needs and CAMS will fill in the details such as owner name, correct by date, violation detail, etc.

3. If you chose not to use custom services from CAMS support to load your unit data, entering your unit addresses is much easier. You also have several options in selecting a format to enter your unit data which will be especially useful for hi-rise units. You now enter the unit number and the street name separately and have the option to determine whether the unit or the street will appear in the front of the address. Street names are selected using a drop down list so you only need to type the street name once before entering the unit numbers.

4. You are now able to change the password that is required to access key data. The initial password is CAMSPASS.

5. CAMS generates an approval letter for architectural changes. 

6. Basic capabilities to keep track of contracts (lawn service, insurance, cable, etc.).

7. You may now place CAMS files in any subdirectory that you like.

8. Several efficiency improvements such as being able to select a contractor from the Vendor’s list when specifying the contractor who did work on the common elements.

INTRODUCTION

The Community Association Management System (CAMS) is a computer application developed for use on a personal computer (PC) that was developed to enable community associations to more effectively and efficiently run their operations. It was developed for use by employees and community volunteers who have little computer experience. The application uses terms and concepts familiar to people who have experience working in a community association such as board members and community association employees. The primary functions that the application manages are:

· Owner, Renter and Co-Occupant information

· Work Orders (requests to fix or replace something)

· Changes or repairs completed or required by the common elements

· Document violations and fines

· Membership voting and owner & renter mailings

· Architectural changes and architectural change requests for individual units

· Permanent and temporary parking permits and vehicle information

· Miscellaneous functions such as unit keys kept in the office, pet authorizations and voting certificate information

· Supports the use of electronic notices for owners who have authorized you to send electronic communications in place of notices sent via regular mail. You should check your state’s law before using this option to ensure that your state permits electronic notices.

· Over 60 reports are provided to support the above functions including reports that measure the effectiveness of your maintenance staff, owner phone directory and mailing labels

If your association currently keeps required information on numerous paper or electronic lists or if your staff frequently checks the paper files for required information then the CAM system should save you a significant amount of time and increase accuracy. 

This application has been ‘field tested’ in a Florida condominium association with 400 units. 

The application developer has served on the Board of Directors and numerous association committees in Florida condominium associations and is also licensed by the State of Florida as a Community Association manager.  The developer has spent almost 30 years in the computer industry in different capacities including computer software development and as a data center director for several companies including Cummins Engine, A. O. Smith, Miller Brewing and the Philip Morris Management Company.

People in your association who will be using this application are strongly encouraged to read the sections in this manual dealing with the functions that they will be working on before using the application. Doing so will enable them to more quickly and accurately use the application and will help them to get the most benefit out of the functions provided by the application. Also, this manual will be periodically updated with information on changes to the application. When you receive a new copy of the manual, you should review the Application Change History in Section 15 below. Specifically, you should read about all of the changes made since the date of your old copy of the manual. Doing this will enable you to quickly determine what has changed, specifically, what new functions have been added to the application. 

Other than Owner Information, you do not need to use the other capabilities of this application such as Work Orders, Violations or Common Element Change management. However, if you do decide to use one or more of the other capabilities of this application, you must use that capability consistently in order to derive value from the effort. For instance, if some of your staff record violations in CAMS and other staff do not enter violations in CAMS, then you will not be able to rely on the accuracy and completeness of the violation information in CAMS and would be best off not using the violation capability at all. Failure to use a function consistently with discipline would be similar to entering some but not all of the checks you write in your checkbook register in that you would not be able to trust the balance showing in your checkbook register so might as well not record any checks written.

The following limitations of this application apply.

· Each copy of the CAMS application will only manage 1 Condominium or Home Owners Association. Generally, you can not manage multiple associations with different association names and information on the same computer. If you desire to install multiple copies of CAMS on the same PC with each copy managing a separate association then you should contact CAMS Support. You can install the application on more than 1 computer with each computer managing a separate association but each installation will require a separate license.
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1) Terms
Although the terms used in the application should be familiar to people familiar with the terms commonly used a community association, there are a few terms related to computers that all users of the application should be familiar with. This familiarity will help you to understand the instructions in this manual and will be very useful should you ever need to work with us to fix a problem with the application or to request a change to the application.

a) KEK CONCEPTS In several of the sections below, you will see a paragraph labeled KEY CONCEPT. It is important that you understand the Key Concepts in order to use this application effectively.

b) FORM This application uses forms to display information and you also use these  forms to enter information. Forms are displayed on your monitor (PC screen) and you use them just like paper forms where you fill-in the blanks. At the top of your screen will appear the name of the FORM that is displayed. If you ever have a problem with the application and need to contact us for help then please be sure to make a note of the name of the form on which you are experiencing a problem. As you read these instructions, you will need to remember that where the instructions refer to a form that the instructions are describing an electronic form that you will see on the screen or display of your PC.

c) FIELD On each form there are many fields in which you enter data. For instance, an owner’s phone number is entered into 1 field while their surname is entered into a different field.

d) REPORTS The application has over 20 reports which are used to print out data that you enter into the application using the electronic forms.

e) ICON An icon is a small picture that you click on to do something. For instance, several forms have a small picture of a calendar. If you click on the calendar, a larger calendar will pop-up that you will use to enter dates.

f) BUTTONS A button is a raised square or rectangular box with a word in it. You would click on these buttons to perform the action indicated on the button. For instance, you would click on the button with the word SAVE on it to save the data that you have just entered. You always click once using the button on the left side of the mouse to perform the action indicated by the button.

g) RECORDS A record is a collection of similar information. For instance, the information related to each owner (name, address, phone, etc.) is stored in a single record and there is a separate record for each owner.

h) DROP DOWN LIST You will notice a small black downward pointing triangle to the right of some of the fields on some of the forms. If you click on this downward pointing arrow you will get a list of things to chose from on most of the forms. For instance, if you are entering a violation you would click on the downward pointing arrow to get a list of the violations defined for your community. You usually can enter the information in the field yourself but if you do this then what you type must exactly match what has already been defined for your community and typing the information will take longer.

i) HELP On many of the fields, if you put the mouse pointer over a field for 1 second you will get a pop-up message that will explain how this field is used or the list of valid values that you can enter for this field.

j) WARNINGS or ERRORS On some forms after entering data, you may get a pop-up message saying that you have entered incorrect data. When you are ready then click the OK button in the pop-up message to correct the data. For instance, if you are working with work orders and enter a completion date that is earlier than the work order creation date you will get one of these pop-up error boxes and would need to click OK to continue.

k) CASE Your association should decide how you want to handle case (upper and lower case) for information before you start to enter data. For instance, regarding owner names, do you want all of the name to be upper case or only the 1st letter of the name?

l) CURSOR Usually a flashing bar, anything you type on the keyboard will be placed in the location indicated by the cursor.

2) Common Functions
There are several functions that can be used on all of the forms in some cases or most of the forms in other cases.

a) Entering Information You navigate between forms by clicking on the buttons that will appear on most forms. Just position the mouse pointer anywhere over the button and click once on the left mouse button to perform the action described for the button.

You will enter all information on all forms in fields that appear on the various forms such as the Owner Information form. To move to the field in which you want to add, change or delete information you can either push the tab key which will move to the next field each time that you push the tab key or, using the mouse, position the mouse pointer over the field that you want to add/change or delete and then left click once to put the cursor in the field that you want to work with. After doing this you can use the keyboard to type in the information that you want.

To erase information in a field, put the cursor in the field in which you want to erase information. Push the Backspace key on the keyboard to erase the character to the left of the cursor or the Del key to erase the character to the right of the cursor.

b) Finding Information
You can search all of the records to find any record that matches what you are looking for. For instance, you can search all of the owner records to find the owners who have the surname SMITH which would be useful if someone asked you for some information on a unit, knew that the owner’s surname was SMITH but didn’t know which unit they lived in. To do a search, follow the instructions immediately below.

i) Click in the FIELD for whatever information your are searching for. For instance, if you are looking for a unit owner and you know their surname then place the mouse over the SURNAME field and left click once.

ii) Click on the small picture of the Binoculars at the top of the screen or the FIND RECORD button at the bottom of the form if there is a FIND RECORD button. You will then get a pop-up box asking for some more information.

iii) Enter the part of the name you are pretty sure is spelled correctly in the FIND WHAT field of the pop-up-window. For instance, if the answer to what you were looking for was the owner name Heikennan but you couldn’t remember if the name was spelled Heikenan or Heikennon or Heikennan or something else then you would enter HEIK in the FIND WHAT field.

iv) In the MATCH field of the pop-up window, click on the down arrow to the right of the field and select ANY PART OF THE FIELD.

v) Click the FIND FIRST button and then click on the FIND NEXT button if you don’t find what you are looking for on the first attempt until you find what you are looking for.

c) Entering Phone Numbers
Only enter the number part of the phone numbers. Do not type in any dashes (-) or parentheses and always enter the area code part of the phone number. CAMS will format the phone number with the appropriate dashes and parentheses.

d) Entering Dates
Many forms will require you to enter a date. You can type the date in yourself or click on the icon of the small calendar to pick a date from a calendar. To use this calendar function just perform the following instructions.

i) Left click once on the calendar icon and you will see a larger calendar pop-up.

ii) Click the right and left arrows at the top of the calendar to move to the month and the year in which the date you want is found in. 

iii) Either double click (left button) on the specific date you want or single click (left button) once and then click the OK button to enter the desired date in the field on the form.

e) Saving Information
After you enter information, the information entered will be saved automatically when you 1) exit the form, 2) go to a different record on the form or 3) click the SAVE button.

If you decide that you do not want to save the information just entered then click the CANCEL button before moving to a different record.

f) Navigation Between Forms
On most forms you will see some buttons on the bottom or right side of the form that are used to perform various functions. Typically, one of these buttons is labeled RETURN which will take you back to the previous form. On some forms that list many records you will see a button labeled Detail which will provide additional detail for the information that the Detail button is next to.

g) Miscellaneous
On some forms, you will see icons (pictures) on some buttons which were used to save space on the form compared to putting a label on the button. Typically, you will see an icon with a small envelope which will print an envelope for the owner displayed or a printer which will print a report with the detail information currently displayed on the form. For some reports, rather than immediately printing the report you will see the report displayed on the form which will help you to make sure that the information on the report is what you are looking for. If the information on the report is what you want then just click the small icon (picture) of the printer above the report.

3) Owner Information
Key Concept – The Send mail to Other Address From Date and Until Date must be entered if you want to print mailing labels for non-resident owners such as owners who rent their unit or owners who want their mail sent to any address other than their condo for any reason.

Key Concept – You must enter owner surnames and first names in separate fields if you want to use the owner information reports and directories and have the directory reports sorted by name.

Following are some tips and pointers on the use of the information related to owners.

a) Name - The application is constructed to keep track of the owner’s first name and surname separately. You can enter the full name in either name field but you should keep in mind that the reports are designed to print owner names alphabetically based on the surname only. Also, the directory reports will only show the names of Owner 1 and Owner 2 and will not print the name of Owner 3. If you have more than 3 owner occupants as might be the situation when children are present then you may want to combine the first names of multiple occupants. As en example, for first name you might enter Mary & John and for surname you would enter Smith. If you want to identify minors (children) in the owner information then you should adopt a convention. For instance, you might enter the last name for the children of the Smith family as Smith (c).

b) Addresses & Responsible Party - The following explains how the various addresses related to owners are used to print mailing labels and envelopes for official correspondence. First, following are the types of addresses stored and what the different types of addresses should be used for:

i) Default Address
If there is no address entered in the Other Address fields then all mailings will be to the unit owners address in the community.

ii) Other Address
If there is an address entered in the Other Address Fields then there must be dates entered in the Dates at Other Address fields. 

If mailing labels are printed on a date that is on or after the From Date and on or before the Until Date in the Dates at Other Address fields then the mailing label will use the Other Address. If not, then the mailing label will use the address in the community.

You would typically use the Other Address and Dates at Other Address in the following situations:

1. The owner rents their unit out, lives someplace else and wants to receive mail where they live. In this case, the From Date should be entered as 01/01 (January 1st) and the Until Date should be entered as 12/31 (December 31st). This will cause all mailing labels to use their other address all year.

2. The owner is a seasonal resident. They will receive their mail at the Other Address for labels printed on or after the From Date and on or before the Until Date else the label will use their address in the community.

3. The owner wants to have someone else such as a son receive all official correspondence from the community. In this case, you need to also enter a Responsible Party name.

iii) Responsible Party
In some cases, the owner wants to have all official correspondence sent to a relative such as a son. In other cases, the owner rents out their unit and uses a property management company to handle the business and wants all official correspondence sent to a property management company. In both of these cases, there must be an entry in the Responsible Party Name and an entry in the Other Address fields. In both of these cases, mailing labels will be sent to the Responsible Party Name at the Other Address.

c) Emergency Contact Name & Phone - This should be considered as the ‘next of kin’ and is different from the Person with Key Name & Phone.

d) Person with Key - This is the person who should be contacted if the community needs to access the inside of the unit in an emergency situation such as a water leak.

e) Key Received - Some communities keep copies of the keys for the individual units in the community office. If there is a key in the office then there should be a date showing in the Key Received field on the form. If you want to see/add or modify the detail on the key in the office such as the code on the key tag or a history of who has borrowed the key then click on the icon (picture) of the key at the bottom of the form. You need a password to access this information.

f) E-Mail - If you enter an E-mail address and have certain E-mail systems you can double (left) click on the E-mail address and a form which will open that you can use to send an E-mail to the individual owner with an e-mail address. If you want to send an e-mail to all owners with an e-mail address then see Administrative Functions below.

g)  New Owner - When you have a new owner for a unit, click the Clear button at the bottom of the form. This will print the information for the current owner and then clear all of the owner information for current owner. You would then enter the data for the new owner.

h) Envelope – Click on the picture of an envelope at the bottom of the form to print an envelope for the owner displayed.

i) Owner Detail – Click the picture of a printer at the bottom of the form to print 1 page with all of the detail information for the owner displayed.

j) OK to Send Electronic Communications  - When this box is checked you are indicating that the owner has provided permission for the community information to send official communications electronically rather than via regular mail which saves you time and postage. You should keep a copy of the written permission on file. 

k) Parking Permit Number – 2 separate permit numbers are supported for owners. Once you enter a permit number for a vehicle (vehicle 1 or 2), this permit number will be associated with the vehicle until you change the permit number.

Rules – The following rules are in force for owner information.

· The surname for at least owner 1 must be entered.

· If the OK to Send Electronic Communications is checked then an e-mail address must be entered.

· If you enter a Responsible Party name then you must enter the Other Address.

· If you enter a From Date for send mail to other address then you must also enter a To or Until date.

· If you enter a From/To Date for send mail to other address then you must also enter an Other Address.

4) Renter Information
A summary of all rentals, if any, for the unit displayed listed just below the owner data. Click on the Detail button for more information or on the Add Renter button to add a new rental for the unit. Note that the rentals are listed such that the most recent rental is listed at the top of the list.

When you add a renter, you must enter the surname of at least 1 renter. You must also enter a Lease from Date and Lease to Date OR click the Month to Month Lease box. If you use the Month to Month Lease option, you should enter the initial Lease From Date and, when the person on the month to month lease leaves, you should 1) enter the date that the person left the unit as the Lease To Date and 2) uncheck the month to month lease box. If you do not do these 2 steps, you will show more than 1 renter as a current renter on the Current Renters report and the list of current and past renters on the Owner Information form (screen) will not appear in the correct order.

Note that if you use the temporary parking permit capability that you add a parking permit by clicking on the Detail button for the renter for whom you are adding a temporary parking permit.

Note also that although you can specify 3 names per rental that only the names of Renter 1 and Renter 2 will show up on the current renters report and that only the name of Renter 1 appears in the summary on the Owners Information form or on mailing labels or envelopes.

On the Renter Information Detail form accessible from the Owner Information form, you have the options to print a mailing label for the renter or to duplicate the record for the renter. You would typically duplicate the record for the renter in the case of a seasonal renter. In the case of an annual renter who renews their lease, you would typically just change the Lease To (lease end date). You can only duplicate the renter records for the same unit. You can not change the unit number.

5) Architectural Changes
Most associations require that any changes to a unit that are visible from the outside require that the owner of the unit obtain approval prior to making the changes. You would typically enter the approvals for architectural changes in the section at the bottom of the Owner Information form. To record an architectural change, do the following. Note that there is always 1 entry at the bottom of the list that has the current date in the Change Date field but this does not reflect an actual change. It is not saved and is just waiting for you to enter an Architectural Change.

Key Concept – When entering architectural change descriptions, keep in mind that the list of approved architectural changes is sorted by change description. Consequently, descriptions for the same type of components should start with the same first word so that they appear together in the list. For instance, it is recommended that you enter the descriptions of Hurricane Shutter – Accordion, Hurricane Shutter – Roll Down, etc. which will appear next to each other on the list rather than the descriptions of Accordion hurricane shutter and Roll down hurricane shutter which will not appear next to each other on the list.

a) Change Code This defines the change codes that may be entered. Click on the down arrow to the right of the change code field and select the appropriate change from the list.

b) Change Description This will be filled in automatically depending on which change code you selected.

c) Change Date The Change Date field defaults to the current date. If this date is incorrect then just change the date.

d) Color Code Click the down arrow to the right of the Color Code field to specify the color of the item changed or leave blank as appropriate.

e) OK Typically you would check the OK box by clicking inside of the box. This indicates that the component is OK which is to say that it meets the communities requirements either for condition or compliance with architectural standards. If the component is not OK then click in the OK box again to clear the check. 

Say that some of your units have old clamshell style shutters some of which are faded and need painting. You would uncheck the OK button to indicate the units where the shutters are not OK. When you start a painting project, you would run a report that would list the unit owners who needed to make arrangements to have their shutters painted.

f) Adding Change Codes
The strategy for recording Architectural Changes is to only allow people to record Architectural Changes that have been approved by the association. To define a new Change Code, see Section 10 below entitled Administrative Functions – Adding Codes.

6) Common Element Changes
This part of the application lets you keep track of major changes or repairs made or changes or repairs needed to the common elements. For instance, if you have replaced some of the roofs you would enter the replacements here. If some of your buildings needed new roofs you would make an entry here with a Work Type of Needs Work. Then, when it came time to develop your annual budget you could print a report of all of the common element components that needed work for which you might have to budget. Entries here also make it easy to find out how much you pad the last time you had the work done and who did the work.

Key Concept – Entries for Common Elements should only be for major changes or projects such as roofs or gutters and not for everyday repairs. Everyday repairs should be entered in Work Orders.

Key Concept – If you have a large number of changes entered, there will be times when you just want to see a list of elements that need work or work completed or required for a single Change Type (roof, gutter, etc.). See the Report Menu option of Selected Common which gives you the ability to produce a much smaller list by giving you the ability to select which elements or which Change Types to show.

Key Concept – For each common element work requirement or work completed, you can association a project which enables you to report all requirements and work completed for a project. For instance, hurricane repairs for which there is a special assessment could be arranged as a project. In this case, you might define all of the things that needed to be fixed along with a cost estimate and then, as things are fixed, change the status of the work type to fixed  or replaced from Needs Work as the work is completed. You would then be able to generate a report of all project requirements along with the cost of the work done and the cost of the work yet to be done.

a) The first form you see will be a list of everything previously entered for any work type (Replaced, Repaired or Needs Work).

b) Click the buttons at the top of the list labeled Element, Description or Work Type to sort the list.

c) Click the Detail button to get more information about work performed or work required for the common element entry.

d) Select a Project or one or more of the other criteria (Change Type, Work Type, Element of Date to see just the items that meet the criteria that you select. Note that if you enter a Project that all requirements and work will be shown regardless of the other criteria that you enter.

7) Document Violations
The first form you will see is a list of all open violations sorted by unit number. Click the Detail button next to a violation to see more information or change information for the violation.

Key Concept – An Action Required Date is the date in a violation letter that you specify by which the owner must correct the situation or contact the office to discuss. It may also be the date when you plan to check the situation that caused the violation to determine if the violation has been corrected. Another way to look at an Action Date is the next time you plan to do something on this violation. Using Action Dates saves you time because you don’t have to keep checking the open violations to determine if it is time to do something such as taking the next step. The application will notify you if there is a violation still open and the Action Date has passed.

Key Concept – The handling of violations that may lead to fines or the loss of privileges by an owner is usually regulated by state law and the official documents of your association. You should understand the appropriate laws and documents before managing violations that will result in a fine or loss of owner privileges. Generally, the process is that you 1) notify the owner of the violation, 2) If the violation is not corrected and the board will consider the imposition of a fine, a written notice to the owner advising them that the board is going to consider the imposition of a fine and notifying the owner of the date of the meeting at which the board will consider the imposition of a fine and giving the owner the right to present information at this meeting, 3) if a fine is levied, written notification of the amount of fine and when the fine is due and notifying the owner that they have the right to an appeal which they must request in writing and 4) if an appeal meeting is requested, the decision of the appeal committee.

a) Violation History – This will show all previous violations for this unit including violations which occurred when the unit was owned by a previous owner. Additionally, all violations are displayed in the history form including the violation for which detail is provided at the top of the form.

b) Violation – You add violation descriptions through the ADMIN function (see below). The description that you see in the list is the description that will automatically be entered for the violation on the 1st Notice Letter so you should make sure that the violation descriptions entered are appropriate for including in a violation or notice letter.

c) Violator - The violator name defaults to the Owner 1 name. If this is incorrect then you should change the violator name.

d) Print Envelope and 1st / 2nd  Notice Letter – Both of these will print an envelope (click on the picture of the envelope) or a 1st / 2nd Notice Letter using the address rules described above in Section 3.b which will be addressed to the Responsible Party if there is a Responsible Party Name entered. When you print a 1st or 2nd  notice letter, the violation specified in the letter will be the violation that shows on the Violation Detail form. When you print the 1st /2nd notice letter, you will be asked if you want to enter any additional violation information which will be printed on the letter. For instance, if the violation is defined is “improper use of hurricane shutters” then you could add additional violation information such as  “Shutters were not closed as required during Hurricane Wilma”.

Note that you should enter the Association information (association name, address, phone number, etc.) through the ADMIN menu before attempting to generate a Violation letter.

e) Notice Letter Formats – In the Association Information that is accessed from the ADMIN menu, you can specify the format to use for the violation letters. You can elect to use the standard format by entering an A or can elect to use a Microsoft Word format by entering a W. The Word format uses Word templates that you can modify. Note that you must have Microsoft Word installed on your PC in order to be able to use the Word option. If you select the Word option and do not have Word installed then you will receive an error message when you attempt to generate a violation letter. The templates used for the Word violation letters are CAMSViolationNotice1.DOT or CAMSViolationNotice2.DOT, for the 1st. and 2nd notices respectively. After copying the templates to your PC, you MUST use the ADMIN/ASSOCIATION INFORMATION function to specify the directory in which the templates are located before using the templates. Before modifying a template, make a copy of the template so that you can revert back to the original in case you make a mistake. When modifying a template, do not delete or modify any bookmarks. Bookmarks are indicated by square brackets ( [ ). Although it is relatively easy to modify a template, you should have some experience with working with templates prior to modifying the violation letter templates.

8) Work Orders
The first form you see will be a list of open work orders sorted by target date with the oldest target date first. Work Orders are referred to as WO’s in this documentation and on the electronic forms and on the reports.

Key Concept – Completion Target Date is the date when the work on the work order is intended to be completed by. For each WO Type, you define a priority and a number of work days that your staff should plan to have the work completed by. For instance, some work types such as replacing a burnt out light bulb in a hallway would typically be a high priority due to safety and liability issues and would typically have a very high priority and very quick completion target such as 1 work day.

Key Concept – If you intend to create work orders for the Property Manager for administrative tasks such as getting prices for re-roofing, you should create a Work Order Type with a WO Type code of PR. These work orders will appear on the work order form but will not be included in the work order performance summary report. There are separate reports for both completed and open work orders with a WO Type codes of PR. 

a) Target Date – This is automatically calculated based on the number of work days planned for the defined WO type. The target date calculation does not count weekends but will count holidays. 

b) Priority – The priority is automatically entered based on the priority you entered for the WO type. You can change the priority on the detail form to have it appear higher on the list. The priority does not change the target Date.

c) WO Activity – This is a list of actions taken for this work order. For instance, if you need to get a permit, get a quote and arrange for a contractor to complete this work you would enter when you applied for the permit, when you contacted the contractor, etc. so that you are able to give a status of what you are doing to complete the work.

d) Summary – For reasons of space, the Summary will appear on reports but the comments will not appear on the WO reports.

e) Print WO – Click the picture of a printer from the WO list or the WO Detail forms to print the complete work order. Alternatively, you can setup CAMS so that you can check a box next to each work order that you want printed and then print all work orders that are checked. See chapter 11, Administrative Functions f) Association Information below for more information on this capability.

Rules – The following rules are in force for Work Orders.

· The Target Date is calculated when the work order is created. If you change the number of Target Days for a given Work Type, the change will only apply to work orders created after you have made the change to Target Days.

· The work order completion date must be the same date or a later date than the creation date.

· If you set the work order status to an assigned status then you must indicate to whom it was assigned.

· You must specify the location where the work needs to be done such as a building number.

· If you change the work order status to Completed you must enter a completion date.

· The target completion date is calculated based on the target days for the work order type. The date that the work order is created is counted as 1 of the target days. Only weekdays are counted when calculating the target completion date. By example, for a work order type with the number of target days entered as 2, if the work order was created on a Thursday, the work order would have to be completed on or before Friday in order to meet the target. If the work order was created on a Friday then the work order would have to be completed on or before Monday to meet the target. Holidays are counted as work days.

· The work order creation date may not be changed after the work order is opened. When creating a work order you may specify a date other than the current date as the date created.

· You may not delete a work order. You may set the status to Cancelled in which case the work order is not used to calculate performance.

· Only full days are used to calculate performance. It doesn’t matter when in the day that the work order was created or completed.

· You may change the priority from the default priority for the work order type at any time.

9) Reports
Key Concept – If you receive the message There aren’t any records for this report when attempting to print a report then this means that there is not any information in the database to print on the report. For instance, if you have not indicated that at least 1 owner has been authorized to have a pet on the Owner Information form and request a report of owners for whom a pet has been authorized then you will receive the There aren’t any records for this report message.

Key Concept – If you use Microsoft Outlook Express or Microsoft Outlook, when a report is displayed on your screen, click the picture (icon) of the envelope with a paper clip to send the report displayed via e-mail. After you click the envelope icon, you will see a pop-up menu titled SELECT FORMAT. Click on the Rich Text Format option. CAMS will then open up a new mail message and attach the report to the e-mail.

To print a report, click on the button for the desired report. Each report is described on the Report Menu. Note that when you select a report the CAMS Application will generate the report as a print preview. If what you see in the preview is what you want then just click the picture of a printer at the top of the form to print the report.

Note that the following are only some of the reports available in CAMS. See the Report Menu pages for a complete list of available reports. Each report on the Report Menu pages has a brief description of the report.

Label Sizes

For the reports which generate labels, all of the label reports on the 1st page of the Print Menu are designed for labels that are 2 5/8” wide by 1 “ high with 30 labels per page (3 labels across and 10 labels down). These labels can be purchased from the major office supply stores such as Staples. Typically, there are different part numbers depending on whether you are using an ink jet printer or a laser printer although there are multi-purpose labels that can be used on both such as the SIWJ100 labels available from Staples. 

Some of the reports, typically the performance summary reports, will ask you for a date range and will only include activity that occurs on or after the From Date and before the To Date. If you wanted a work order performance summary report for work orders completed during the month of August 2005 you would enter 8/1/05 as the From Date and 9/1/05 as the To Date.

Following are some notes on specific reports. See the Report function in the application for a complete list and description of all of the reports.

WO Performance Summary – This report only includes completed work orders and does not include cancelled work orders. In order for this report to be an accurate measurement of the performance of your maintenance staff, you must ensure that work orders are entered into the system as soon as they are received.

Violation Summary – You should note that only violations that are both opened and resolved in the period selected will only appear in the Violation Opened list and will not appear in the Violations Closed list. 

Owner Directory By Name and Owner Directory by Unit – These reports will only list owners who have consented to be included in the directory as indicated by a check in OK to be in Directory box on the owner information form. You can get a complete directory of owners which includes emergency contact name and phone numbers and the name and phone number of the person with a key to their unit from the Keys in Office form. A password is required to access the Keys in Office form. 

Note that there is another report which will produce a phonebook of all residents except co-occupants of renters regardless of whether the resident has authorized their entry in the phone book. Technically, this information is required to be provided to any owner upon request and some associations want to produce a phonebook of all residents regardless of whether the resident has given their permission. You have the option but should consider the possible impact of distributing a phonebook with the information for all residents before doing so.

Owner Info Changes – This report lists changes to the owner name, other address, phone number(s) or responsible party name where the changes are made during a time period you specify. This report is useful if you have a management company that also keeps owner information in their files and needs to be advised of any changes. This report will list the owner name, other address, phone numbers and responsible party name for any unit for which any of these items was changed during the period you specified. There will be a date to the left of 1 or more of these items indicating what specifically was changed. If there is no date to the left of one of the pieces of information such as the name then this piece of information was not changed during the period specified.

All Keys in Office – For communities that keep a copy of the key for some or all units in the office for use in emergencies, a coding scheme to label the keys is usually adopted. The codes used to label the keys are developed such that someone can not tell which unit a key is for if they are able to access the keys. This report lists all of the keys kept in the office and the code for the key for each unit. This report should be treated as being highly confidential.

Vehicle Reports – There are several reports on authorized vehicles. One report is sorted by unit number, another is sorted by tag (license plate) and a third is sorted by permit number. The report sorted by tag is useful if you intend to have someone walk the property to check vehicles to verify that the vehicles are authorized as their may be cases where a permit is illegible, has fallen off or has been moved to another vehicle without the association approval.

Voting List – You will occasionally have official functions that require a membership vote for which they are specific legal requirements. Typically, you will need a sin-in sheet for unit owners and a method to determine who the authorized voter is for a unit especially in the case where there are multiple units. The Voting List report produces a list sorted by last name for each unit owner and the information that is entered on the Owner Information form for the designated authorized voter. 

Authorized Pets – A list of all authorized pets as entered on the Owner Information form.

Owner Optional Data – Selected form the 2nd page of the report menu, a report of all units which have optional data entered. Remember that the optional data that you want to track is defined in the Association Information function on the Admin Menu.

Fines – A report of fines assessed, the amount paid and the amount still due for a period of time that you select.

Optional Owner Information Labels – These reports will produce a label for each unit owner who has the OPT 1 or OPT 2 box checked. You define the OPT 1 or OPT 2 box in the Association Information on the ADMIN menu. For instance, if you have a news letter to which some owners subscribe and you want to be able to print mailing labels for just the owners that subscribe then you would do the following:

1. On the Association Information form in the 2nd optional owner information info field, enter something like Newsletter Subscriber.
2. Go to the owner information form and you will see the phrase Newsletter Subscriber on the lower right of the form. Click the box to the right of Newsletter Subscriber.
3. Run the Opt 2 Labels report and labels will be produced for all owners where the Newsletter Subscriber box is checked.
Property Manager Reports – Separate report options for reports for property manager projects which are those work orders with a work order type of PR. You will only have data on these reports if you define a work order type code of PR and open a work order using this work order type.

Owner Labels No E-Comm – You would use this option when you are sending an official notice to all owners and you plan to send the notice electronically to owners who have authorized you to do this. Checking the OK To Send Electronic Information check box on the owner form indicates that you have written permission to send the indicated owner official correspondence electronically. This report will NOT print labels for owners who have the OK To Send Electronic Information box checked. In addition to running these labels, you would also use the E-Mail E-Notice option on the Admin menu to send the notice to owners who have authorized the receipt of electronic notices.

Owner Labels – This report will print a label for every owner regardless of whether the OK To Send Electronic Information box is checked. Note that there is also an option to print labels for all owners who do NOT have an e-mail address entered. This would be useful if you were mailing out a newsletter but wanted to send the newsletter electronically to those owners who have an e-mail address and only mail to those who do not have an e-mail address in order to save postage.

Selected Common – This report allows you to specify which common element changes you want to appear on a list. For instance, you can generate a list for roofs that need work and nothing else or a list of all common elements that need work but have not been replaced.

E-Mail E-Notice Recipients – To produce a list of unit owners who have authorized you to send electronic notices, select E-Mail E-Notice from the Admin menu, cancel the mail message (click the X in the upper right coroner of the mail message) and you will see a report of the units that have authorized e-notices. 

Previous Renters – A report of renters who do not have a current lease which means that they are either not on a month-to-month lease or the lease end date is prior to the date on which the report was run.

Unit Use Type Totals – This report gives the total number of units for each use type (annual rentals, seasonal rentals, owner full year occupancy, etc. This report provides information that you typically need to complete an estopel letter or FHA mortgage application for a new owner.

New Residents – A report of all new residents, renters and owners, based on screening date. Only residents screened in the 6 months prior to when the report is run will appear on the report and only the 1st 2 owners and renters names’ will appear on the report.

Selected Common – This report allows you to specify the criteria for a report on the Common Element work requirements and/or work completed. Only those changes and/or requirements that meet the criteria that you enter will appear on the report. One option is to report on all requirements and changes on a project basis. See Common Element Changes above for an explanation of how project reporting works.

Contracts – Report of all contracts on file including expiration date and date by which renewal contract should be completed by.

Option 2 Form Letter – Click the button labeled Form Letter from Page 2 of the REPORT MENU. This function enables you to create a form letter for all owners and then have CAMS enter the owners’ names and addresses printing one letter for each owner. The Form Letter button just exports the owner names and addresses. You then need to open the CAMSOpt2Letter.doc file in the directory where you have the templates stored and add the text that you want included in the form letter. When creating the form letter, DO NOT change any of the fields which have the << and >> marks.

The first time that you use this form letter or after you change the directory that the templates are located in, you will receive the error message ODBC Driver failed – not a valid path. You need to do the following which is admittedly cumbersome but this is Microsoft software.

1. For the message ODBC Driver failed – not a valid path, click OK.

2. Select the directory where the CAMS templates are stored from the pop-up window.

3. You will then see the template. Click FILE, SAVE AS from the menu bar at the top of the screen.

4. Change the SAVE AS file type to DOCUMENT TEMPLATE

5. For file name, enter CAMSOpt2Letter1.dot and save to the CAMS template directory.

6. Close WORD, save nothing.

7. Using Windows Explorer, navigate to the CAMS template directory.

8. Delete the file CAMSOpt2Letter.dot

9. Rename the CAMSOpt2Letter1.dot to CAMSOpt2Letter.dot

After you have customized the form letter and exported the names and addresses from CAMS in Report Menu Page 2, do the following to create your form letter.

1. Double click on the CAMSOpt2Letter.doc.

2. Click TOOLS (menu bar on top) and then MAIL MERGE from the pop-up menu.

3. Click the MERGE button from the Mail Merge Helper window.

4. Cthe Merge button from the Merge window and you should have your addressed form letters.

10) Custom Owner/Unit Information
You will occasionally want to keep track of some information that is related to a unit or unit owner that is not provided for in the CAMS application. Typically, you would want to do this for a special project. For instance, you may want to request that each unit owner verifies that the owner information is correct and want to keep track of which unit owners have verified their information. Another example would be that you would typically not replace the old owner data upon a sale until you received a warranty deed from the new owner. You could keep track of which units you need a warranty deed for. The CAMS application enables you keep track of 2 pieces of data that you define for each unit. To setup the application to do this, perform the following steps.

a) From the Admin Menu, click on the Association Information button.

b) Enter a description of the information that you want to track for either 1st optional owner information or 2nd optional owner information.
c) After you do this, you will now see the optional owner information that you entered on the Owner Information form with a box to the right. Checking the box indicates a Yes while an unchecked box indicates a No. 

d) You may print a report of the information that you are tracking for these optional items by clicking on the Owner Options report on Print Menu – Page 2.

When you no longer need to keep track of the information that you used a Custom Owner option for, you should remove this option to make it available for the next project by doing the following:

a) From the Admin Menu, click the button to clear option 1 or option 2 depending on which option’s information you want to remove. This will clear all of the check boxes for the option indicated.

b) From the Admin Menu, click the Association Information button and erase all of the characters in the Value for this information field.

Additionally, you may define one (1) alpha numeric field which will hold text data of 10 characters or less. This field will appear on the Owner Information form only after you have defined the field in the Association Information form on the ADMIN MENU. There is a report on the 2nd page of the report menu that will report the unit number, owner name and data in this optional 10 character field. This report option will only appear after you have defined the field and the button will have the legend (words on the button) that you entered in the Association Information. Currently, there is no way to clear  this optional owner information in all owner records. If you define the optional field, add data to it and later undefine the field then you need to remember that any data that you entered while the field was defined is still there.

11) Administrative Functions
You will use the Admin Menu extensively when you first setup the CAMS application for use by your association. It is important to the operation of your community that you consider how you want to run your operation before entering the codes. 

In most cases, you should define as few codes such as work order type codes as possible. In all cases you are not able to delete an existing code as there may be records that already exist that are using this code. However, you can change the description of an existing code.

For technical reasons, the codes entered must be unique but it doesn’t matter what code you enter. The codes entered in this form will be used in forms in the application and the people selecting the codes will select the code they desire based on the description associated with the code so it is important that the descriptions are clear and accurately describe what you want.

Following are some tips related to the various administrative functions dealing with codes.

a) Violation Codes – It is important that the Violation Descriptions entered are appropriate for being included in the 1st violation letter that is automatically generated. You are not required to enter the document and document section that the rule is defined in but it would be helpful to the board, staff and unit owner who committed the violation to do so as they could then refer to the document section for the complete details of the rule. Since the list of violation codes will be sorted based on the 1st letter of the violation description, you should give some thought to how the descriptions will be entered to make it easier to find a violation code. For instance, in the case of a pet violation, it would be better to enter the description as Pets are not permitted which will appear in the list under the P’s rather than No pets are permitted which will appear on the list under the N’s and will therefore be easier to find.

b) WO Status Codes – Having descriptive status codes that are informative to people who are not involved with the operation of the community are useful. For instance, if you post a list of open work orders, people will easily be able to tell what is happening with the work order and may be able to tell why it is delayed if they see a status like ‘
In Progress – Waiting on City Permit’. It is recommended that you have no more that 10 work order status codes.

c) WO Provider – For work orders in progress, this is the name or company that the work order has been assigned to, i.e., who is doing the work.

d) WO Types – This describe the general type of problem for which the work order was created to fix. Again, you should have fewer rather more work order types. The biggest benefit to using WO Types is on the WO performance reports which groups completed work orders by WO Type. It will enable you to quickly see what types of problems are creating the most work or which types of work are proving to be the biggest problem in completing on time. For instance, if you see a large number of work orders for irrigation repairs then perhaps it is time to consider upgrading your irrigation system. If you see that work orders for irrigation repairs are consistently completed late then perhaps you need to provide some training on irrigation repairs to the maintenance staff. You should create a WO Type of PR if you intend to track administrative tasks for the Property Manager.

e) Architectural Change Codes – Most communities require that unit owners request approval before making modifications to their unit and that only the types of changes authorized by the documents and/or approved by the board are permitted. Before adding codes here, you should identify all authorized change types that are approved. Since change codes are sorted by description, the first word of the description should be the component such as Hurricane shutter or Door to make it easier for the user to find on the list. If the change code you are entering is for a hurricane shutter then you must check the box to the right of the change description of you want this type of change type to appear on the Hurricane Shutter report.

f) Association Information You can change some of the information related to your association from the Association Information on the Administrative Menu. Some of the things that you can change here such as the name of the property manager or phone numbers that are included in some of the form letters and envelopes that are printed from the application. You also change the format for Violation letters as either Word or the standard Access format. You also specify here whether you want the ability to print a list of selected work orders. If you opt for the ability to print selected work orders by entering Y, then you will see a checkbox on the Open Work Order form. For each work order that you want to have included on the Work Order report you would click the box to the left of the text Select this WO for Print. The report will include some of the WO information printed several WO’s per page. If you have a large number of work orders and you notice that opening the Open Work Order form slows down significantly then you should either use the ADMIN menu (CLEANUP DB option) to delete old WO’s or turn off the select WO capability in the Association Information form.

g) Add Locations – There are separate buttons that you use to add 1) WO Locations (locations where you will open work orders to fix or replace something typically following a complaint), 2) Units (these are condominiums in which people live that you want to track owner data for), 3) street names in your association on which the residential units are located and 4) Common Element Locations (these are typically buildings, recreation facilities such as a pool or major landscaping).

h) Fix CAMS Occasionally, you will need a custom modifications or although very unlikely, may encounter a software error with the CAMS Application. In this case, CAMS Support will develop a custom modification to meet your needs repair the part of the application that is causing you a problem. After doing this, they will e-Mail the change to you and you will click the Fix CAMS button to install the modification. You will not need to answer any questions – just click the button and the installation of the change will automatically be performed. You should not click this button unless and until instructed to do so by CAMS Support. If you click this button when not told to do so by CAMS Support, you won’t hurt anything but you will see a number of error messages.

i) Send an E-mail to All Owners – You can send an e-mail to all owners who have an e-mail address entered by clicking the E-mail All button on the Admin form. The addresses of all owners will be put into the BCC (blind copy) address line of the mail form so that the recipients of the e-mail will not be able to see the e-mail addresses of the people to which this e-mail was sent to. The e-mail will be addressed to send the e-mail to the Association’s e-mail address that is defined in the Association Information option on the Admin menu so you will be able to keep a copy of all e-mail communications in the Association’s e-mail system. You can file the e-mail or print the e-mail from the Association’s e-mail system. Note that due to the technical limitations of the operating system software, a separate e-mail will be generated for each 90 (approximately) e-mail addresses to which the e-mail is being sent. By example, if you have 100 e-mail addresses then 2 mail messages will be opened – 1 with approximately 90 e-mail addresses and the other with the remaining e-mail addresses. You can either cut the e-mail addresses from the 2nd e-mail and paste into the 1st e-mail or, after you type the message in the 1st e-mail, copy and paste it into the 2nd e-mail.

j) E-Mail E-Notice – This option will open a blank e-mail form that will only have the e-mail addresses of the owners who have authorized you to send electronic notices as indicated by the OK To Send Electronic Information box being checked on the owner information form. You would typically use this option in conjunction with the Owner Labels No E-Comm label report to send an official notice. Separate e-mails will be sent for each 90 e-mail addresses (see E-mail to All Owners above for a more complete explanation). In addition to sending an e-mail, this option will also generate a report showing which e-mail addresses the message was sent to.

k) Cleanup DB – This option is found under Miscellaneous and deletes certain records that may no longer be useful. Deleting these records reduces the amount of space on your PC’s disk and speeds up the running of the application. For each type of record that may be deleted, you will be asked whether you want to delete those records and how many of these records will be deleted if you answer Yes. You are given the option of deleting cancelled work orders, owner and renter temporary parking permits that expired more than 12 months ago, violations that were resolved more than 5 years ago or work orders that were completed more than 2 years ago.

l) Project – Define projects that will be used for Common Element work completed and requirements. See the Common Element Changes above for an explanation of how Projects are used with Common Elements.

m) Password – Change the password used to access KEY data.

12) Backups
A backup is the process by which you make a copy of all of the information that you have entered on your computer. If you don’t make a backup and your PC breaks, is stolen or is damaged in a fire then you will lose all of the information on your PC. If you make a backup and lose your PC then you just need to buy another PC and move the file(s) from your backup to your new PC and continue where you left off. 

Using the utility included with the CAMS Application requires less than 1 minute to make a backup of your information. Separate Backup utilities were provided that copy the CAMS database to drive D, E or F respectively. If the drive letter used by the port in which you connect your USB flash drive is any other letter then contact CAMS support. When you plug your flash drive into your USB port, a window will open which, at the top of the window, will say Removable Drive X where X is the drive letter used for the flash drive on your PC. You may delete the backup icons for the other drive letters from your desktop.

Following are the recommendations for the practices that you should use to make backups.

1. Use a flash drive (also called a thumb drive or quick drive) to store the backup on. This is the easiest and quickest way to make backups.

2. Run the backup utility at least once per business day. To use the backup utility, do the following:

a. Insert the flash drive in the USB port.

b. Double click the icon labeled  CAMS BACKUP to D (or E or F) using the left mouse button.

c. Remove the flash drive after you see the message that the file copy was successful. It usually takes about 1 minute to copy the information to the flash drive.

3. Keep the backup copy of the data at a location other than the location where your PC is located. If you have a backup copy of the information but keep the backup copy of the information in the same location as the PC and have a fire then you will lose both the copy of the information on the PC and copy of the information on the backup. You should have your office manager take the backup home with them when they leave.

4. Keep and rotate 2 copies of the backup. Say you have 2 flash drives labeled A and B, respectively. On Sunday night, your office manager has both flash drives at home. On Monday morning, the office manager bring flash drive A to work with them, makes a backup on flash drive A at the end of the workday on Monday and brings flash drive A home with them. On Tuesday morning, the office manager leaves flash drive A home and brings flash drive B to work with them and makes a copy of the CAMS information on flash drive B at the end of the work day and takes flash drive B home with them. On Wednesday, the office manager leaves flash drive B home and brings flash drive A to work with them on which they copy the information at the end of the work day on Wednesday. Follow the above rotation schedule for the rest of the week.

Why do a rotation? It is possible that Murphy’s law will come into play. If your PC breaks and you try to restore the information from the backup but your backup also breaks then having 2 backups will enable you to recover the information.

NOTE – Make sure that there is enough space on the flash drive to make the copy of your information! A 128 mb flash drive will be more than enough for years of data if you don’t store anything else on the flash drive. The CAMS backup utility will not tell you if there is not enough space. 

Note – I can not encourage you enough to make sure that you are performing backups.

13) Installation
Due to cost and timeliness, CAMS no longer uses an installation CD and CAMS is installed per the following.

1. First, decide where you want to install CAMS. If more than 1 person will be using CAMS then you should put CAMS in a shared folder and/or on a network drive.

2. Create a folder or subfolder in which the CAMS files will be saved to. It is recommended that the folder be named CAMS. Note that all of the document templates must be saved to the same folder/subfolder but that the CAMS program can be located in a different folder/subfolder.

3. Download the CAMS files to the location you have selected.

4. Using Windows Explorer, find the file named CAMSDB.MDB and right click one time on the CAMSDB.MDB file.  Click SEND TO from the pop-up window that you see after right clicking on the CAMSDB.MDB file and then click on DESKTOP (Create Shortcut). This will place a shortcut to the CAMS application that will make it easier and faster to start CAMS.

5. After you have a shortcut to CAMS on your desktop, right click on the CAMS shortcut on your desktop and select PIN TO START MENU from the pop-up box.

6. After you have downloaded the CAMS file, you must tell CAMS where you have placed the document template files. You do this by starting CAMS and using the ADMIN function, ASSOCIATION INFORMATION option to define the location of the CAMS files.

14) Technical Requirements
This section defines what hardware and software you need in order to use this application. 

If you don’t understand PC terminology then you only need to know that the application will run well on any Windows PC manufactured in 2003 or later that has Microsoft Access 97 or later (Access 2000, Access 2003 or Access 2007) installed on it and will run OK on any PC manufactured after 2000 that has Microsoft Access 97 or later installed on it.

Operating System – You will need Windows XP or later.

Disk Space – The application requires 5 meg (5 mb or 5 megabytes or 5 million bytes) of disk space to install and approximately 3 additional mb per year that the application uses to store the data that you enter.

Memory – For adequate performance, it is recommended that the PC have at least 512 mb of RAM or memory.

Processor – The application will run on a PC with any processor although the application will run slower on older PC’s with a slower processor. A processor with a rated speed of 1 gigahertz or higher is highly recommended.

Mail Client – The e-mail features in this application have been tested using Microsoft Outlook and Microsoft Outlook Express mail clients and may not work with other mail clients. If you have a mail client other than Outlook then see Technical Notes below for some suggestions on what you may be able to do to use the e-mail features.

Software Licenses – The application requires that Microsoft Access 97 or later is installed on your PC. Your CAMS license does NOT include a license for Microsoft Access.

Printer - Any printer in order to print reports and envelopes.

USB Port - One open USB port to use a flash drive for backups.

Internet Connection - Any type of internet connection (cable, dial-up or DSL) to use e-mail features and for support.

15) Technical Notes
If you have or buy and install Microsoft Access 2000 or later then you will not encounter the problems below which are unique to Microsoft Access 97 and you can therefore skip sections 15.1 through 15.3.

1) Microsoft Access 97 Installation Problems – No License on PC
If you are installing Microsoft Access 97 on a PC that already has a later version of Microsoft Access installed or if you are installing Microsoft Access 97 as part of Microsoft Office 97 professional then you may get the error message Microsoft Access can’t start because there is no license for it on this machine in which case you should follow the instructions in one or both of the following support documents on the web.

If you are installing Microsoft Access 97 from Microsoft Office 97 Professional edition then see the support article at the following link. Generally, in order to do the installation if you encounter this problem, follow the following steps.

1) Rename C:\Windows\Fonts\Hatten.TTF to C:\Windows\Fonts\xHatten.ttf

2) Install Microsoft Access 97

3) Rename C:\Windows\Fonts\xHatten.TTF to C:\Windows\Fonts\Hatten.ttf

See the Microsoft article at the following link for full details.

http://support.microsoft.com/default.aspx?scid=kb;en-us;Q141373
If you are installing 2 versions of Microsoft Access on the same PC then see the support article at the following link.

http://support.microsoft.com/kb/241141/EN-US/
2) Out of Memory
If when starting Microsoft Access, you receive an Out of Memory message, your should reboot your PC. If this does not fix the problem and you have more than 512 megabytes of memory but less than 1 gigabyte, then you most likely are running the original version of Microsoft Access 97 and need to install the Microsoft Access 97 Professional Service Pack 1 patch. To do this, do the following:

a. Copy the file Office 97 sr 1 patch sr 1off97.exe file to you’re my Documents directory. You do this by dragging the file from your cd drive to My Documents.

b. Double click on the Office 97 sr 1 patch sr 1off97.exe file to install the patch.

3) Conversion Message When Using a later Version of Access on the Same PC
If you ever get a message asking you if you want to convert the CAMS Application to a later version of Microsoft Access you should answer NO and then follow the instructions immediately below.

a. Some applications using a later version of Microsoft Access will modify the environment to suit their specific purposes and will cause Windows to use the later version of Microsoft Access to start the CAMS application. The later version of Microsoft Access will recognize that the CAMS application was created in an earlier version of Microsoft Access and ask you if you want to convert the CAMS application to the later version. Always answer NO if you receive this message.
b. Start Microsoft Access 97 through the START button selecting the ALL PROGRAMS option and then clicking on Access 97.

c. Close the Access 97 application.

d. Start the CAMS application as normal.

4) CAMSFIX – Can’t download file
The CAMS FIX routine is used to fix or update the CAMS application. In order to  make the required changes, CAMS Support will e-mail you a file that must be downloaded (Saved As) to the same directory on your PC in which the CAMSDB.MDB file is located. The CAMSFIX.DAT file attached to the email must be SAVED AS with the file name CAMSFIXv3.MDB. 

In Microsoft Outlook or Microsoft Outlook Express, you may see a message that access was removed from the unsafe attachment CAMSFIX.DAT and you can not save the CAMSFIX.DAT file to your PC and therefore can not apply the fixes or changes. In order to resolve this problem, follow the following procedure;

1. From the menu at the top of your PC screen, select the TOOLS menu and then select the OPTIONS item from the pop-up menu.

2. From the OPTIONS window, click on the SECURITY tab.

3. Under virus protection, the box to the left of the entry of Do Not allow attachments to be saved or opened that could potentially be a virus should not be checked. If it is checked then click the box to remove the check mark.

4. Click the APPLY button then click the OK button.

5. Open the e-mail with the file required to fix or update the CAMS application and you should now be able to save the CAMSFIX.DAT file CAMSFIXv3.MDB.

6. After you have saved the CAMSFIXv3.MDB file then repeat steps 1 through 4 immediately above and make sure that the box in step 3 is again checked, i.e., has a check mark.

5) Mail Clients other than Microsoft Outlook Express or Microsoft Outlook
If you use a mail client other than Microsoft Outlook or Microsoft Outlook Express and the mail features of this application do not work then read the following.

The e-mail integration method used by this application uses the hyperlink application method (mailto:). If your mail system supports POP3 then you would need to setup Outlook or Outlook Express to talk to your mail system. Outlook Express is a no charge product that comes with Microsoft Internet Explorer and Microsoft Office. If the software is not currently installed on your PC then you will need to rerun setup to install Outlook Express and then setup Outlook Express to work as a POP3 client. Assistance with setting up Outlook Express as a POP3 client is beyond the scope of the technical support provided with your CAMS license and support agreement, if any. Rather, you should contact technical support for your Internet service provider for assistance in setting up a POP3 client.

16) Getting Started
Generally, the first thing you need to do is to consider what format you want to keep the information in. You should consider the following before starting to enter the information.

· You MUST standardize the way that you enter unit numbers. For instance, 514A2 and 514-A2 are not the same in the computer. If you enter some unit numbers in the form 514-A2 and some unit numbers in the form 514 A2, then the information on reports will NOT be presented in the way that you want it to. Remember that there is a maximum of 8 characters for unit numbers and spaces are counted. You enter the street and unit number part of the address separately. Following are examples of some of the options.

Unit #

Street Name
Reversed Button
Address as stored in database
542-C

Main Street
No
542-C Main Street

Unit C

8687 Union Tower
No
Unit C 8687 Union Tower

Unit C

8687 Union Tower
Yes
8687 Union Tower Unit C

The Address as Stored in the Database is the format that you will see on reports and forms and what will be printed on envelopes and labels.

· For owner names, do you want all of the letters capitalized or only the 1st letter?

· For owner names, do you want to store multiple owners as separate owners or together? For instance, you could enter Mary and Tom Jones as a single owner or Mary Jones and Tom Jones separately.

· For owner phone numbers, you can store three phone numbers which are labeled Condo Phone, Other Phone and Cell Phone. Typically, the Condo Phone would be the phone number inside of the unit if the owner is a full year or seasonal resident. The Other Phone would typically be the home phone number of a unit owner who does not reside in the unit but rather rents the unit out or the phone number for the other residence of an owner who is a seasonal resident or the work phone number of a full year resident. You should decide how you will use the phone number fields before you start entering data. 

· You should decide which architectural changes (installation of hurricane shutters, installation of floor tile, etc.) you want to keep track of and the description of each change type. For instance, if you keep track of the installation of various types of approved hurricane shutters, you might adopt the following naming convention:

· Hurricane Shutter – Accordion

· Hurricane Shutter – Storm Panel

You would use the above naming convention rather than the following:

· Accordion Hurricane Shutters

· Storm Panel Hurricane Shutters

The reason you would use the first example is because when someone wants to enter a change for a hurricane shutter, they will select the change type from a list that is sorted alphabetically in which case they will see all of the approved types of hurricane shutters together rather than have to search through the entire list to determine which types of hurricane shutters are on the approved list.

· You should develop a list of work order locations that are those locations that you will open requests/complaints for work in the work order system. Typically, each owner unit would be a separate location, each building would be a separate location and each common element location (clubhouse, pool, shuffle board court, etc.) would be separate locations. 

Generally, there are 2 ways to load the initial data. You can type in the data or, if your current data is in an electronic format (spreadsheet or database) this electronic data can probably be loaded into the CAMS application which would save your staff a significant amount of time. If you would like to consider electronically loading the data then you should contact CAMS support to discuss this option as CAMS support will need to be involved in the process.

If you will be typing in the data, you should use the ADMIN form to define the street names that the units are located on and then the unit numbers. You can not add any owner or renter information until you have first defined the units that the owners live in.

After adding the unit numbers, you would use the ADMIN form to define common element locations and, if applicable, work order locations.

You will use the ADMIN form, ASSOCIATION INFORMATION function, to define the association’s information such as office phone number, association name, etc.

In summary, follow the steps below in the order presented:

a. From the Admin menu, define the Street Names that the units in your association are located on.

b. From the Admin menu, define the unit numbers for the residential units in your association.

c. From the Admin menu, define your association’s information (Association Name, phone #, etc.).

d. From the Unit menu, enter the information for each unit (owner name, owner phone #’s, etc.).

e. Prior to using the Work Order, Violation or Common Elements, functions, from the Admin menu, enter the codes, colors, etc.

17) Application Change History
When you receive a new copy of this manual, you should review the changes made since the date or version of your previous manual to quickly identify new functions and capabilities.

Starting in June 2006, the format of the Application Change history below has changed. Rather than specifying the date that a change was made, a software version number will be specified. If your version of CAMS has the version number specified then you have the capability described. The version number of your version of CAMS is displayed at the bottom of the Main Menu. If you apply all changes e-mailed to you then you will have all of the capabilities described below. 

Version
Change









3.0.00
10/24/07
Initial release
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