QUICK REFERENCE GUIDE

HOUSEHOLDS: IMPORTING EXISTING MEMBERS

Multiple challenges can emerge when more than one person associated with an individual property
signs up for website membership. Some examples:

It's difficult to invoice on a member basis when more than one person with ownership rights
receives invoices for the same property. If more than one person pays the same invoice, you are left
with duplicate payments to resolve. It's possible to work around this situation, as this document

shows, but some communities, especially larger ones, want another approach.
During community-wide voting, you need to ensure that each property casts only one vote.

In some communities, individual homeowners own more than one property, and need to pay dues
for/vote based on each property they own without setting up more than one Membership account
to do so.

Some residents engage property managers to pay their dues and assessments, and therefore need
to have their invoices sent to someone else.

The Households feature solves these problems.

With Households active, everyone who's allowed to make payments (or vote in Household polls/
surveys) receives an invoice from each billing—but as soon as one owner pays the invoice, the
obligation is satisfied for all of them.

Likewise, with the Households feature set up, as soon as one qualified Household voter casts a
ballot, the others are blocked from voting—and if the voter owns more than one property that's set
up in Households, their vote is multiplied by the number of properties they own.

If you already have loaded your Member data into the system, that’s a great starting point for setting up
Households. Here’s how to repurpose your existing Member information to create Households quickly
and easily. BEFORE YOU GET STARTED, PLEASE REVIEW THE FOLLOWING IMPORTANT NOTES AND
EXCEPTIONS.
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The Households import system includes three import templates: “Addresses,” “Households,” and

“Household Members.”

Many, if not most, communities will be able to use a single import template (‘Household Members”)
to set up their Household data. Just as the “Households” template contains all the data fields in

the “Addresses” template, the “Household Members” template contains all the data fields in the
“Households” template—with one exception. If you need to use Household Labels for billing or voting
purposes, you will need to use both the “Households” and the “Household Members” templates.

Please review the Online Help topic titled "How to Decide If You Need to Use Households—and_

Optimize Your Data Imports (Including Members) If You Do” for important information about how to

determine whether you need to use the “Households” import template and not just the “Household
Members” template. The import method discussed in this guide uses only the “Household Members”
template.
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https://hoastart.com/wp-content/uploads/2021/06/HOA-QRG-SingleInvoice.pdf
https://getfaqtual.com/faqs/best-practices/households-optimize-data-imports/
https://getfaqtual.com/faqs/best-practices/households-optimize-data-imports/
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Click on the “Membership” tab and select “Members” from the vertical Admin Dashboard menu. From
the “Members Actions” button, choose “Member Import” to download a spreadsheet-compatible CSV
file with the data you will need for Households.

Next,

download a ( )
Households
Import CSV
template.
Click on the
“Households”

tab and select

“Household

Imports” from

the vertical :)
Admin

Dashboard

menu. From

the “Import

Actions’

button, choose “Import Household Members” and click on the “Download Import Template” button to
download the template.
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Open both the “Members” export file and the “Household Members” import template in a spreadsheet
program such as Microsoft Excel or Apple Numbers. Copy and paste from the export file to the import
template as indicated here. (The Lot Number and Address Line 2 fields are optional in both files. The
Household Memberss import template does not contain the Phone Number and Tags fields.) Note
that you can copy and paste columns A, B, and C together, and that you can do the same thing with
columns E through K.

Note also that the “Household Members” import file contains two columns—"Household Title” and
“Access Type'—that aren’t present in the data you downloaded from “Members.” That's not a problem,
because you're going to create values for those two columns in the next step of the process.
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Let's deal with the Household Access Type first, and come back to the Household Title in a moment.

First, the Household Access Type must be one of the five options described below. (If you leave this
field blank, “Owner” is assigned automatically.)

If more than one owner of a property has a Apply the “Contractors” Access Type to a
member account, list each one as “Owner.” developer who has not yet completed and/or
If your community covenants permit renters, sold the specific property. Note that the Access
assign the “Renter” Access Type accordingly. Type must be plural to import correctly.

Use the “Property Manager” Access Type for an The “Other” Access Type is useful for scenarios
employee of an HOA management firm that that don't fit any of these basic types. Use it
manages either your community itself or a consistently so its meaning is predictable.
specific property for its owners. within your data.

The Household Title is a required field that serves as the unique identifier for each member of a family
with the same property address and the same Household Access Type. Many communities use the
property address or an owner’s last name. To accommodate owners of different properties but with the
same last name, add a digit to the end of the Household Title or use a different piece of information
instead of the name. For example, if Jane Doe and John Doe each own a property, give Jane’s

Household record the Household Title “Doe01” and John'’s “Doe02,” or use their property addresses as
their Household Titles instead of their names.

Note that every listing for the same Household must use the same Household Title and Access Type,
and Address Line 1 must be spelled, punctuated, and/or abbreviated identically. Slight variations in
Household Title or Address data will prompt the system to create separate households.
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Now, let’s review this data sample.

Owner and Renter Households: Alissa Stanford (Row 2) owns 8640 Covington Boulevard, and rents it
to Robert Gross (Row 3). Accordingly, their Household Titles and Access Types are different.

Owner Household with two Members: Jaime and Lisa Coronaldo own 4881 Covington Boulevard. Their
Household Titles and Access Types are identical because they are in the same Household.

Prop Manager: Teresa Wilson (Row 8) is a property manager, as reflected in her Household Access Type.
(The owner of 8320 Covington Lane is not shown in this data sample.)

Contractors: Jarrod Hammill (Row 14) owns the house at 8320 Covington Lane, but he's a contractor,
not a resident, Look at Row 18, however, and you'll see him as a regular Owner where he lives.

Owner: All the rest of the listings are regular Owners.

Once you fill in all the required columns and review your CSV file for consistency/accuracy, it's time
to save your import file in your

spreadsheet program and import your

data in the Admin Dashboard.

Return to the “Household Imports”
window at

Households > Household Imports
Click on the “Import Actions” button,
and select “+ Import Household
Members.” In the “IMPORT MEMBERS
TO HOUSEHOLDS" window, click on
the “Browse” button, and locate and
select your import file. The file name
is shown after you select it, but the
import process isn't yet complete. To
continue, click on the “Review Import”

button. Qhoastart
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The “HOUSEHOLDS MEMBERS IMPORT SUMMARY” window shows you what will happen if you import
the data file you selected. These data appear in a series of tabs. The results of the import review
determine the tabs you see and the titles applied to them.

Summary: An overview of all aspects of your data and how they will (or will not) import.

Households: The Household Title, Access Type, Street Address, City, and number of Members added to
each Household. This tab appears only if your data import adds new Households to the system.

Updated Households: If you already had Household data in the system, this tab would be titled
“Updated Households.” This tab appears only if your data import updates Households that already
were in the system.

Addresses: The Address Line 1, Lot #, City, State, and ZIP Codes of new addresses added to the system.
This tab appears only if your data import adds new Household Addresses to the system.

Failed Rows: Identifies the nature and the spreadsheet row number of any entries with errors.

These errors can include invalid data (e.g., e-mail addresses with spaces before or after them in the
spreadsheet, e-mail addresses without an “@” sign or the data following it, ZIP Codes with too few or
too many digits), e-mail addresses that do not match any already in the system in “Members,” invalid
Household Access Types, etc. The system will import all data listings with no errors, and skip listings
that contain errors.

If you are satisfied with your review summary, click on the “Import” button to finalize the process.

Q n If you have additional questions about the Households feature,
please visit the Support Desk through your Admin Dashboard 0 hoaStart
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