OVERVIEW OF VIOLATIONS

From community reports of covenant violations to administrative guidance on enforcement actions,
the Violations feature accommodates an interactive process that upholds neighborhood standards
with respect.

Capture the entire course of each
violation in a unified interface that
enables administrators and Members
to confer and react. Members can
report violations in their neighborhood
so administrators can take action. The
identity of a Member who reports a
violation is not shared with the Member
in violation.

Each community can customize the
the submission form it creates. At a
minimum, the form should collect the
name of the Member or Household in
violation, the location of the violation,
the date, and a detailed description and
characterization of the issue. Provide an
upload area to accept image files and
other available documentation as part
of the report form.

Visit our online Help System for more
information on how to create a new
custom violations form and

how to attach it to a website page.

After a Member completes the form, the appropriate administrators receive
e-mailed notification of a new

submission for review. (For information on how to create custom forms and
their notification settings, please see the “Create a New Custom Form or
Survey” section of online help.)

The Admin Dashboard'’s “VIOLATIONS” card provides a quick overview of
the most recently updated violations, both new/pending and assigned.

At a glance, you can see new submissions for review, the name of each
assignee, the violation form name, ticket ID, violation type and status, and
the submission date. Click on the “review violations” or “review submission”
items to go directly to the “VIOLATIONS” window, where you can assign or
reject new submissions, or interact with current tickets.
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https://getfaqtual.com/faqs/violations/create-a-new-violations-form/
https://getfaqtual.com/faqs/violations/create-a-new-violations-form/
https://getfaqtual.com/faqs/violations/create-a-forms-page-and-attach-a-violations-form/
https://getfaqtual.com/faqs/custom-forms/create-a-new-custom-form-or-survey/

https://getfaqtual.com/faqs/custom-forms/create-a-new-custom-form-or-survey/


QUICK REFERENCE GUIDE

OVERVIEW OF VIOLATIONS—CONTINUED

To view a list of all violation

forms, click on the “Forms”

tab to open it, and then click

on the “Violations” tab. From

this window, you can see all
submissions toward specific
violation forms. Each submission
appears in one of three status
columns: “Pending,” “Open,”

and “Closed.” To see individual
submissions for a particular
violation form, click on the :)
individual row that lists the
form. To view all submissions at

once, click on the “View All Violations” button in the upper right corner of the window. To create a new
violations form, click on the “+ Add New Violation Form” button at the top of the window.

In the “ACTIONS” column, click on the three-dots menu to access more ways to review
data about a specific form. From this list, you can view violations, assign new violations,
duplicate a violation form, edit form settings, build forms, download CSV files of form
data, and deactivate a form.

When you click on a form listing on the “Violations” page, you land on the “VIOLATION
STATUS” window. From there, you can view all violations submitted to or assigned
against a specific violation form.

The default view displays the “Open” tab, which
lists violations that an Admin has reviewed or
assigned. At a glance, you can see the violation
assignee, the type, ticket ID, status, submission
date, and the last modification date. Click

on an individual violation row to open the
“VIOLATIONS REVIEW" window.

The “Pending” tab displays violations that await
review. An Admin either will assign them to a
Member or Household, or dismiss them.

The “Closed” tab displays violations that an
Admin has reviewed and marked as closed,
completed, dismissed, or resolved.

At the top of the “VIOLATION STATUS” window,
filtering tools help Admins find specific
violations quickly.
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QUICK REFERENCE GUIDE

OVERVIEW OF VIOLATIONS—CONTINUED

Use the topmost dropdown menu to select
specific violation forms. Communities can
use multiple forms to organize violations by
subdivisions or other criteria, and use the
dropdown menu to select the appropriate
form to review. To search for similar types
of violations across multiple forms, set the
dropdown menu to “All” instead.

When you select an individual form, click

on the “+ Assign New Violation” button to

create a new violation and assign it directly to a Member or Household. This is extremely helpful if, for
example, a community property manager or HOA board member must report specific violations while
they monitor the community. Website Admins can assign new violations quickly without relying on
reports from community members.

Additional search functionality enables you to find violations assigned to specific members or
Households, to search by ticket ID number, or to narrow the list based on violation status. Combine
filters to refine the search further.

To view the details of a specific violation, click within the row of any violation listed under the Pending,
Open, or Closed tab. This will direct you to the “VIOLATIONS REVIEW” window.

In the “ACTIONS” column, open the three-dots menu and click on “View Violation” to open the
“VIOLATIONS REVIEW” window. From this same “ACTIONS” menu, you can download a copy of the
violation submission PDF. These menu

options also are available within the

” u

“Pending,” “Open,” and “Closed” tabs.

In the “VIOLATIONS REVIEW” window, ( ) )
select from two tabs. Click on the

“Submission” tab to review all the details

of a Member's newly submitted “Pending”

violation details. If you need additional

information, you have quick access to the Member's name, e-mail address, and phone number. Once
you review the submission and determine that the information and evidence merit a violation, click
on the “Assign” button to select the appropriate Member. If a submission doesn’'t warrant assignment,

click on the “Dismiss” button to close the matter.
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QUICK REFERENCE GUIDE

OVERVIEW OF VIOLATIONS—CONTINUED

When you opt to “Assign” a

violation, base your decision

on conditions you observe C)
or another person reports.

Click on the “Assign” button

to open the “VIOLATION

DETAILS” window.

First, select a “Violation

Assignee.” This can be

an individual resident,

a property address, a

common area or other

community location, or

any other possibility. The D
“‘Organization Member”

and “Household Address”

options provide dropdown

lists based on data already stored in your community site,
pulling information from your Member listings and from
Household information. If you select “Main Organization”

or “Other,” type a brief description into the field that opens
up below the assignee category. These last two assignee
options make it possible to report items that need attention
in common areas—such as a neighborhood clubhouse,
community pool, or playground—or in other places for which
the community is responsible.
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QUICK REFERENCE GUIDE

OVERVIEW OF VIOLATIONS—CONTINUED

Select a “Violation Type” from the list provided. If a violation
doesn't fit into one of the predetermined types, select “Other,”
and specify the general location.

Choose the appropriate “Violation Status” level. Reports that
are “Disputed,” “In Progress,” or “In Violation” remain open
and active. Once a violation is corrected, set the status level to

” u

“Closed, Completed,” “Dismissed,” or “Resolved.”

Set the “Date Reported” to the date of the initial report.
After a violation is corrected, enter a “Date of Resolution.”

Additional optional fields accommodate the details required
to report a violation and enable assignees to address it.
Enter details of the report in the “Violation Description” field.
Use the “Action(s)/Consequence(s)” field to provide details

of the corrective actions required and the consequences of
noncompliance. in the optional “CC&R Violation Reference”
field, enter the specific community rules that govern the
violation.

If failure to act by a specific date will result in assessment of
a fine, enter an optional “Fine Assessment Date” and “Fine
Amount” to include this information in the notification sent
to the assignee. Note that the system will not generate an
invoice automatically for a fine. An Admin will need to create
a dues item, one-off Wallet invoice, or One-Time Charge to
enable the Member to pay the fine online.

Enter any further comments in the optional “Additional
Comments” field. Use the optional “Organization Contact
Information” field for a community address or other contact
information that the assignee may need during remediation.

The optional “Upload photos, documents, or other files” field
enables Admins to share additional details with assignees,
including photo evidence of the violation, action reference
material, and documentation of governing rules.

After you review your entries, click on the “Save” button to
send out a violation notification to the assignee.
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QUICK REFERENCE GUIDE

OVERVIEW OF VIOLATIONS—CONTINUED

Once you finish
entering the violation
details, you are
directed back to the
“VIOLATIONS REVIEW"
window. Here, the
“Violation Details”

tab shows you the
information you just
entered. To edit this
information, click on
the “Edit” icon (pencil)
in the tab header.

Update the violation
status easily from the
“Violation Details”

tab’s “Violation Status”
dropdown menu. If you
change the status of a
violation, click on the
“Update Status” button
at the bottom of the
section to save the new
designation and send a

new notification to the assigned Member(s).

Just below the “Violation Details” section, the “Attachments” section lists documents uploaded during
the initial violation report. (The PDF sent with all e-mailed updates about a violation incorporates any
GIF, JPG, and PNG file attachments.) The “Attachments” section also displays any documents that an
Admin or Member uploads in the “Violation Comments” section at the right. To download any of these
documents, click on the download icon to the right of a document name. Each document is date- and
time-stamped upon upload.

Admins can leave comments about an individual ticket in the “Violation Comments” section on the
right side of the “Violations Review” window. Once a violation ticket is assigned, Admins and the
Member can communicate with each other through the Comments section. To leave a comment that
only other Admins can see, activate the “Admin Only Comments” checkbox before you click on the
“‘“Add Comment” button. Both Admins and Members can click on the “include attachment” hyperlink
to attach files to the violation ticket. Members access the “Violations Review” window from the
community’s public website, or on the “Violations” card on their Member Dashboard.
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QUICK REFERENCE GUIDE

OVERVIEW OF VIOLATIONS—CONTINUED

Once a violation has been assigned to an individual or to a member of a
Household, that person receives an e-mailed notification that includes

a PDF summary with the violation details and any attached photos. The
notification provides a hyperlink that directs the assignee to their Member
Dashboard, where they can access the violation information online. If the
Member is not logged in to their website account, the hyperlink directs
them to the website Home page. The Member also can log in from the
upper right corner of the Home page and reach the Member Dashboard
from the dropdown menu at the top right.

From the Member Dashboard, the Member can access any pending, open, C)
or previously closed violation. To visit a specific violation, they click on the
“view violation” hyperlink under each listed violation. This takes them to the
Member version of the Violations Review screen, which closely resembles
the Admin version.

However, the Member

version lacks the

“Submissions” tab

at the top left, does

not display Admin-

only comments, and

provides no way to

change or update the

violation status.

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