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HOUSEHOLD WALLETS

IMPORTANT NOTES

Household and Member Wallets
provide an easy-to-use way to carry
positive payment balances forward
so residents can use them to pay
dues. Wallets also generate one-off
invoices so Admins can add past
balances to the system and collect
monies owed. Admins can import
positive or negative amounts

via CSV files, or add transactions
manually through the Admin
Dashboard.

Wallets enable you to set up payment credits.
Household members use the fundsin a
Household Wallet to pay Household dues, and
Members use the equivalent positive balance
in a Member Wallet to pay Member dues.
Residents do not see information about their
Wallets unless they have a positive balance in
either or both of them.

Wallets also handle back balances that
Households and Members owe. A “negative
balance” only shows up as a one-off invoice,
not as a negative value. If you add a negative
amount to a Wallet, the system automatically
generates a one-off invoice to bill the
Household or Member for the amount due.
The invoice appears as a regular obligation

to be paid, not as a negative Wallet balance.
Residents can make these payments through
the community website, Member Portal, or
mobile app.
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NoTEs: HOUSEHOLD WALLETS, CONTINUED

Admins add Wallet amounts manually, or
import them via a spreadsheet-compatible file.
A single import file can include both positive
amounts for Wallet balances and negative
amounts to generate one-off invoices. Note,
however, that if you import both a negative
amount and a positive balance for the same
Household or Member in the same import file,
these transactions will not offset or cancel each
other out.

To remove a transaction that adds funds to a
Wallet, Admins void the transaction. When you
add or void Wallet funds, the system creates a
time- and date-stamped record for financial
tracking. Note that individual community
Members cannot add to the balance in a Wallet,
and that a Wallet with a $O balance is not visible
to the corresponding Household or Member.

Household and Member Wallets function
completely separately. Each can be used only
to pay invoices from their respective types of

dues. Balances cannot cross over automatically
from a Household Wallet to a Member one-off
invoice or vice versa. Residents cannot use either
a Household or a Member Wallet balance to pay
for One-Time Charges, Event Registrations or
Amenity Reservations, or Amenity Damage Fees.

If a Member wants to transfer a positive
Household Wallet balance to a Member
Wallet—or vice versa—then an Admin can

void the amount in one Wallet and add the
corresponding amount to the other Wallet.
Each transaction will generate a tracking record.

If you have synced your Admin Dashboard to a
QuickBooks Online account, payments made
with Wallet funds will show up in QuickBooks.

If you have set up Financials to create records
that represent residents’ online payments, any
payments made with Wallet funds will show
up in Financials as
transactions.
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HoUuseHOLD WALLET: CREATE A ONE-OFF INVOICE (Households)

A positive Wallet balance provides a A negative amount added to a Wallet
Household or Member with funds they  prompts the system to send a one-off
can apply to a current or late invoice. invoice in that amount.

Create a Household Wallet Invoice Add a Household Wallet invoice manually
(Negative Amount) through Households

Q Click on the “Households” tab and then
the “Households” tab below it to reach the
“HOUSEHOLDS” window.

When you add or import a negative amount into

a Household Wallet, the system automatically
generates a one-off invoice in that amount and
e-mails the invoice to the Household. Note that

if you import a negative balance for a specific
Household, you DO NOT need to create a separate
Household Wallet invoice for that amount.

9 Locate the Household you want to invoice.
Scroll through the list or use search to find

them. (For information on how to search for
specific Households, please see the “Search for
Households” topic in the “Households” section of
online help.)

A Household Wallet invoice covers an amount
that an individual Household owes outside of
any current dues that you have set up in the
system. Only use a Household Wallet invoice to
collect money that a Household owes beyond

G In the “Actions” column, click on the three-
dots menu and choose “Add Invoice.”

and outside of any current or late payment.
Otherwise, you will create a duplicate request for
payment.
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HoUuseHOLD WALLET: CREATE A ONE-OFF INVOICE (Households)

Q and e Enter a distinctive name for the
invoice and the amount you want to bill.

@ click in the “Due Date’
box to open a calendar
window. Click on the
arrows below the “Set” link
to change the month. The
due date must be at least
one day after the date

on which you create the
invoice. After you select a

due date, click on the “Set”

link.

G Select payment
terms from the “When
would you like the
invoice to be due?”
dropdown menu. If
you choose “Custom
Terms,” enter the

o

number of days in the “Custom Terms” box that
appears. This establishes the maximum amount
of time between the invoice due date and the
date on which it is e-mailed to the Household.

If the number of days in the terms exceeds the
number of days between the due date and the
day after the creation date, the invoice goes out
the day after you create it.

m Use the “Add Invoice Instructions” box to
display more information on the invoice.

o Use the “Should this due be required for
Member Access?” radio buttons to limit the
Household members’ website access until they
pay this invoice.

o Click on the “Next” button to advance to the
second page of the setup window.
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HoUuseHOLD WALLET: CREATE A ONE-OFF INVOICE (Households)

® 9

0 “Enable Partial Payments” allows Households
to pay in multiple separate installments. Note (1)
that you cannot activate both partial payments
and late fees, and (2) that activating partial
payments does not set a payment schedule.

0 Activate “Enable Service Fees” so the Household m
pays the transaction fees, not the community.

m Activate the “Enable Interest-Based Fee”

checkbox to apply a simple or compound m
interest-based late fee with configurable grace

period and optional recurrence.

m Activate the “Enable Flat Fee” checkbox to
apply a flat-amount late fee with configurable
grace period and optional recurrence.

0 When you are happy with your one-off invoice
setup, click on the “Save” button. ehoaStart

by Membershine
©2026 HOA Start v.04.17.26




QUICK REFERENCE GUIDE 7

HoUuseHOLD WALLET: CREATE A ONE-OFF INVOICE (Member Details)

A positive Wallet balance provides a

Household or Member with funds they

can apply to a current or late invoice.

Create a Household Wallet Invoice
(Negative Amount)

When you add or import a negative amount into
a Household Wallet, the system automatically
generates a one-off invoice in that amount and
e-mails the invoice to the Household. Note that
if you import a negative balance for a specific
Household, you DO NOT need to create a
Household Wallet invoice for that amount.

A Household Wallet invoice covers an amount
that an individual Household owes outside of any
current dues that you have set up in the system.
Only use a Wallet invoice to collect money that

a Household owes beyond and outside of any
current or late payment. Otherwise, you will
create a duplicate request for payment.

A negative amount added to a Wallet
prompts the system to send a one-off
invoice in that amount.

Add a Household Wallet invoice manually
through Member Details

Q Click on the “Membership” tab and then the
“Members” tab to reach the “MEMBERS” window.

e Locate a member of the Household that you
want to invoice. Scroll through the list or use
search to find them. (For information on how to
search for specific Members, please see the “Filter
the Member List” topic in the “Membership”
section of online help.)

G In the “Actions” column, click on the three-
dots menu and choose “View Member.”
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HoUuseHOLD WALLET: CREATE A ONE-OFF INVOICE (Member Details)

D)

Q Scroll down to the “MEMBER HOUSEHOLDS" section of the window. Locate the applicable
Household and click on the “+Add Invoice” button to access the “ADD INVOICE” window.

o

e and G Enter a distinctive name for the m Select payment

invoice and the amount you want to bill. terms from the “When

would you like the m
invoice to be due?”

dropdown menu. For

“Custom Terms,” enter

the number of days in

the “Custom Terms” box that appears. Payment
terms set the maximum amount of time between

@ click in the “Due Date’

box to open a calendar

window. Click on the 0
arrows below the “Set” link

to change the month. The

due date must be at least

one day after the date

) the invoice e-mailing date and the invoice due
on which you create the

date. If the terms contain more days than the
time span between the creation date plus one
day and the due date, the invoice goes out the day

after you create it.
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HoUuseHOLD WALLET: CREATE A ONE-OFF INVOICE (Member Details)

o Use the “Add Invoice
Instructions” box to display
additional information on

the invoice. G G

o Use the “Should this due

be required for Member

Access?” radio buttons to e
prevent the Household

member from accessing

Members-only content on m
your community website

until they remit payment o

for the full amount of this

invoice.

0 Click on the “Next”

button to advance to the o

second page of the setup G
window.

o On the “Add Fees” tab,

“Enable Partial Payments”

allows Household members

to pay in multiple separate

installments. Note (1) that

you cannot activate both o
partial payments and late

fees, and (2) that activating m

partial payments does not

set a payment schedule. m

m With “Enable Service

Fees” active, the resident Q
pays transaction processing

fees, not the community.
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HouseHOLD WALLET: CREATE A ONE-OFF INVOICE (Member Details)

m Activate the “Enable Interest-Based Fee”
checkbox to apply one simple or compound
interest-based late fee. This late fee type offers
configurable grace periods and can recur.

P

Q Activate the “Enable Flat Fee” checkbox to
apply one or more flat-amount late fees. This late
fee type also offers configurable grace periods
and can recur.

Q When you are happy with your one-off invoice
setup, click on the “Save” button.
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HouseHoLD WALLET: CREATE AN INVOICE OR BALANCE (import)

A positive Wallet balance provides a A negative amount added to a Wallet
Household or Member with funds they  prompts the system to send a one-off
can apply to a current or late invoice. invoice in that amount.

B

Create a Household Wallet invoice Import Household Wallet balances and
(negative amount) or balance one-off invoice amounts
(positive amount) @ click on the “Households’ tab and then

the “Households” tab below it to reach the

When you add or import a negative amount into
“HOUSEHOLDS” window.

a Household Wallet, the system automatically

generates a one-off invoice in that amount and 9 Click on the “Households Actions” button to
e-mails the invoice to the Household. Note: If open its dropdown menui.

you import a negative amount for a specific

Household, DO NOT create an invoice for that @ sclect “import Invoices or Balance” to begin
amount, or you will create duplicate billing. the import process.

The same import file that brings in negative
amounts and creates one-off invoices also can bring
in positive amounts. These positive values become
Household Wallet balances that Household
members can use to pay regular invoices, or invoices
created through adding or importing a negative
amount into a Household Wallet.
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HouseHoLD WALLET: CREATE AN INVOICE OR BALANCE (import)

® in the “HOUSEHOLD WALLET IMPORT"
window, click on the “+Import Household
Transactions” button to get started.

G Click on the “Download Import Template”
button to download a copy of the CSV file into
which you'll enter your invoice and balance data.

G Fill in the import template. Positive values
create Household Wallet balances that Members
can apply to Household dues invoices. Negative
values prompt the system to create and send out
one-off invoices. The “Notes” column is optional.

H

[F

m Enter True/False, Yes/No, or 1/0 values in the “Is
Paid” field on negative amounts to create one-off
invoices that automatically are marked Paid.

Once you complete and save the input template,
click on the “Browse” button to access your
file. After you select it, the “IMPORT WALLET
DATA” window shows o the import filename.

D/

o Enter payment
terms in the “Terms”

box, and click in the
“‘Due Date” box to set
when payment is due.
Note that these settings
only apply to negative
amounts that become
one-off invoices.

(K)

G Click on the “View Summary” button to
upload the file and allow the system to review
your data.

G The “HOUSEHOLD WALLET TRANSACTIONS
IMPORT SUMMARY" window shows how many
records will or won’t import successfully.

o
M)

m If you're satisfied with the summary results,
click on the “Import” button to finish the process.
To stop the process so you can adjust your import
file, click on the “Close” button.
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HouseHoLD WALLET: CREATE A BALANCE (Member Details)

A positive Wallet balance provides a
Household or Member with funds they
can apply to a current or late invoice.

Create a Household Wallet Balance
(Positive Amount)

Household and Member Wallets are completely
separate. Each can be used only to pay invoices
for their respective types of dues.

A Household Wallet balance represents payment

greater than the amount of Household dues owed.

Invoices do not accept payment for more than
their face value, so a positive balance must come
from outside the invoice payment system itself.

Admins can add to a Household Wallet if the
Household has a positive payment balance
outside of and beyond any current invoice in the
system. To add funds to a Household Wallet, you
can accept an offline payment or set up a One-
Time Charge to collect the applicable funds.

A negative amount added to a Wallet
prompts the system to send a one-off
invoice in that amount.

D/

Add a Household Wallet balance manually
through Member Details

Q Click on the “Membership” tab and then the
“Members” tab to reach the “MEMBERS” window.

e Locate a member of the Household to whose
balance you want to add. (For information on
how to search for specific Members, please

see the “Filter the Member List” topic in the
“Membership” section of online help.)

G In the “Actions” column, click on the three-
dots menu and choose “View Member.”

In the “MEMBER DETAILS” window, locate the
“MEMBER HOUSEHOLDS” section. (&) Click on
the “View Wallet” link to access the “MANAGE
HOUSEHOLD WALLET”
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HouseHoLD WALLET: CREATE A BALANCE (Member Details)

The “MANAGE HOUSEHOLD WALLET” window
opens from the “Manage Wallet” Action item for
an individual Household.

G Current Household Wallet balance.

G Click on the “+Add Transaction” button to
enter a new Household Wallet balance amount.

@ Search for specific transactions by Transaction
ID, Name, Amount, or Notes.

m System-assighed transaction ID humber.

o Name assighed to a transaction, or the name
of a dues item paid with Household Wallet funds.

o Transaction amount. Parentheses denote a
manually applied or Member-instigated payment.

G Date of the transaction.
o Admin- or system-generated transaction notes.

m Click on the “ACTIONS” column three-dots
menu to View or Void an individual transaction.
Note that you cannot remove voided transactions.
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HouseHoLD WALLET: CREATE A BALANCE (Member Details)

The “MANAGE HOUSEHOLD WALLET” window
lists transactions paid with a Household Wallet
balance, and credits added to or voided from
the Household Wallet. Note that the “MANAGE
HOUSEHOLD WALLET” window DOES NOT

list one-off invoices unless they are paid with

Household Wallet balance funds, as follows:

1. as an online payment by the Household
member through the community website,
Member Portal, or mobile app, or

2. as a payment recorded manually by the Admin
through the Household member's Member
Details record on the Admin Dashboard

QO 0000

o Manual payment applied by an Admin to an
invoice for a Household dues item.

e Household dues payment made online by
a Household member using Household Wallet
balance funds.

e a 9 e Household Wallet credits, added by

an Admin either manually or by import.

0 Voided Household Wallet credit, shown
crossed out and with “VOID” symbol.

To create a transaction, click on G the “+Add
Transaction” button.
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HouseHoLD WALLET: CREATE A BALANCE (Member Details)

The first two fields on the “ADD TRANSACTION”
window m and 0 are required for obvious
reasons. The third field Q is optional.

m Give your transaction a hame that will make
the identity and purpose of this Household Wallet
balance amount obvious from an administrative
standpoint.

0 Enter the amount of the transaction in dollars
and cents.

Q Add a note that describes or explains the
reason for this Household Wallet balance amount.
Your note can be up to 300 characters in length.

@ When you are happy with your Household
Wallet Balance transaction setup, click on the
“Submit” button to finish creating the transaction.
To cancel the transaction setup and return to the
“MANAGE HOUSEHOLD WALLET” window, click
on the “Cancel” button.

Qhoastart

by Membershine
©2026 HOA Start v.04.17.26




QUICK REFERENCE GUIDE

17

HouseEHoLD WALLET: VIEW/VOID TRANSACTIONS (Households, Member Details)

A positive Wallet balance provides a
Household or Member with funds they
can apply to a current or late invoice.

View and void Household Wallet
Balance transactions

The “MANAGE HOUSEHOLD WALLET” window
itemizes the transactions added to a Household
Wallet and payments made on Household dues
with Household Wallet funds. These payments
include Admins’ use of Household Wallet funds

to mark invoices paid through the Admin
Dashboard, and Household members’ use of
Household Wallet funds to make online payments
for Household invoices, including one-off invoices.

Void individual positive transactions from Household
Wallets in the “MANAGE HOUSEHOLD WALLET"
window. This action reduces the Household Wallet
Balance. To ensure transparency and proper tracking,
voided transactions remain listed. To void a one-off
Household invoice, view the Member Details for a
Household member and choose “Mark Payment.”

A negative amount added to a Wallet
prompts the system to send a one-off
invoice in that amount.

View/Void Household Wallet transactions
through Households (Positive Amount)

Q Click on the “Households” tab and then
the “Households” tab below it to reach the
“HOUSEHOLDS” window.

9 Locate the Household whose Household
Wallet transaction you want to void. Scroll
through the Households list or use search to

find them. (For information on how to search for
specific Households, please see the “Search for
Households” topic in the “Households” section of
online help.)

G In the “Actions” column, click on the three-
dots menu and choose “Manage Wallet.”

See the next page for an alternate way to access
the “MANAGE HOUSEHOLD WALLET” window.
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HouseEHoLD WALLET: VIEW/VOID TRANSACTIONS (Households, Member Details)

D/

View/Void Household Wallet Transactions

G In the “Actions” column, click on the three-
through Member Details (Positive Amount)

dots menu and choose “View Member.”

Q Click on the “Membership” tab and then the

In the “MEMBER DETAILS” window, scroll down to
“Members” tab to reach the “MEMBERS” window.

the “MEMBER HOUSEHOLDS" section. Q Click on
9 Locate a member of the Household the “View Wallet” button to access the “MANAGE
whose Household balance includes one or HOUSEHOLD WALLET" window.

more transactions that you want to void. (For

information on how to search for specific

Members, please see the “Filter the Member List”

topic in the “Membership” section of online help.) ehoaStart
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HouseEHoLD WALLET: VIEW/VOID TRANSACTIONS (Households, Member Details)

The “MANAGE HOUSEHOLD WALLET” window
opens from the “Manage Wallet” Action item for
an individual Household, or the “View Wallet”
item in the “MEMBER HOUSEHOLDS” section of o Transaction amount. Parentheses denote

o Name assigned to a transaction, or the name
of a dues item paid with Household Wallet funds.

the “MEMBER DETAILS” window. These are the a manually applied or Household member-
individual categories of data you can review here. instigated payment.

G Current Household Wallet balance. 0 Date of the transaction.

G Click on the “+Add Transaction” button to oAdmin— or system-generated transaction notes.

enter a new Household Wallet balance amount. m Click on the “ACTIONS” column three-dots

@ Search for specific transactions by Transaction =~ menu to View or Void an individual transaction.
ID, Name, Amount, or Notes. Note that you cannot remove voided transactions.

m System-assigned transaction ID number.
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HouseEHoLD WALLET: VIEW/VOID TRANSACTIONS (Households, Member Details)

O 0000

The “MANAGE HOUSEHOLD WALLET” window
lists transactions paid with a Household Wallet
balance, and credits added to or voided from
the Household Wallet. Note that the “MANAGE
HOUSEHOLD WALLET” window DOES NOT

list one-off invoices unless they are paid with

Household Wallet balance funds, as follows:

1. as an online payment by the Household
member through the community website,
Member Portal, or mobile app, or

2. as a payment recorded manually by the Admin
through the Household member's Member
Details record on the Admin Dashboard

o Manual payment applied by an Admin to an
invoice for a Household dues item.

9 Household dues payment made online by
a Household member using Household Wallet
balance funds.

e e e e Household Wallet credits, added by

an Admin either manually or by import.

0 Voided Household Wallet credit, shown
crossed out and with “VOID” symbol.
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HouseEHoLD WALLET: VIEW/VOID TRANSACTIONS (Households, Member Details)

L

To view or void a transaction from the “MANAGE HOUSEHOLD WALLET” window, click on G its
“ACTIONS” three-dots menu and choose either “View Transaction” or “Void Transaction.” Note that you
cannot void a Household Wallet one-off invoice from the “MANAGE HOUSEHOLD WALLET” window.
See the following page for information on how to void a Household Wallet one-off invoice from the
“MEMBER DETAILS” window.

M)

The “VIEW TRANSACTION" window provides the m 0
same information that's visible on the “MANAGE

MEMBER WALLET” window, but annotated with

tooltips that explain each piece of information. To

close the “VIEW TRANSACTION” window, click on ~ Revew and confirm your action in the "VOID
the m “Done” button. TRANSACTION” window. To proceed, click on

m the “Void" button; to close the window
without voiding the transaction, click on

0 the “Cancel” button.
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HouseEHoLD WALLET: VIEW/VOID TRANSACTIONS (Households, Member Details)

View/Void Household Wallet one-off
invoices through Member Details
(Negative Amount)

Household Wallet one-off invoices DO NOT appear
in the “Dues and Fees” section of your Admin
Dashboard. Look for these one-off invoices on

the “MEMBER DETAILS” window's “MEMBER
HOUSEHOLDS" section. In the “Actions” column,
click on the “Mark Payment” icon to void a
Household Wallet one-off invoice.

View/Void Household Wallet one-off invoices
through Member Details (Negative Amount)

Q Click on the “Membership” tab and then the
“Members” tab to reach the “MEMBERS” window.

e Find a member of the Household whose
one-off invoice you want to void (For information
on how to search for specific Members, please
see the “Filter the Member List” topic in the
“Membership” section of online help.) G In the
“Actions” column, click on the three-dots menu
and choose “View Member."

@ In the “MEMBER DETAILS’ window, find the
invoice in the “MEMBER HOUSEHOLDS" section.
Click on the G “Mark Payment” icon.

G In the “UPDATE PAYMENT STATUS” window,
activate m the “Mark this invoice as VOID" radio
button and click on the “Save Status” button to
void the invoice. (You also can @ apply Household
Wallet balance funds to a Household invoice.)
Review “How to Remove Unwanted Invoices” to
learn more about optimized invoice removal.
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HouseEHoLD WALLET: VIEW/VOID TRANSACTIONS (Households, AR Dashboard)

View/Void Household Wallet one-off invoices
through AR Dashboard (Negative Amount)

Q Click on the “Financials” tab and then the “AR
Dashboard” tab to reach the “AR DASHBOARD"
window.

Find the one-off invoice you want to void. (For
information on how to search the AR Dashboard,
please see the "How to Use the AR Dashboard’
topic in the “Financials” section of online help.)
9 In the “Actions” column, click on the three-dots
menu and choose “Mark Payment.”

0 In the “UPDATE PAYMENT STATUS” window, set
the radio buttons to “Mark this invoice as VOID."
Click on the G “Save Status” button to complete
the process.
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HouseHoLD WALLET: VIEW BALANCE AND TRANSACTIONS (Public site)

A positive Wallet balance provides a
Household or Member with funds they
can apply to a current or late invoice.

(A
(B)

View Household Wallet balance and
transactions (Public site)

Residents may be members of one or more
Household. If a resident has at least one
Household Wallet balance that is greater than SO,
every page of the community website includes

a link to view the details of the balance. Note
that because this is a Member feature, it is not
available through the Admin Dashboard.

View Household Wallet balance details

Q Load your community website and log in. If
you have a Household Wallet balance greater
than $0, you will see a “HOUSEHOLD WALLETS”
item at the top of every website page. 9 The
clickable link below it states the amount of your
Household Wallet balance, if you have only one.

A negative amount added to a Wallet
prompts the system to send a one-off
invoice in that amount.

If you have more than one Household Wallet
balance available, the link text states “[X] Wallets
Available.” Click on the link to open G the
“HOUSEHOLD WALLETS” window, which displays
the Household Title and Household Wallet
balance for each applicable Household.

In the “HOUSEHOLD WALLETS” window, click
on e the Household Wallet balance amount to
view a list of all transactions that have not been
voided by an Admin. Iltems in parentheses are
payments made with Household Wallet balance
funds for one-off invoices assigned through the
Household Wallet or for invoices from regular
Household dues items. In the “Notes” column,
click on a “Notes” link to view G any comments
associated with that
transaction.
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QUICK REFERENCE GUIDE

HouseHoLD WALLET: USE A BALANCE TO PAY AN INVOICE

IMPORTANT NOTES

Household members can pay
Household dues item invoices
with Household Wallet balance
funds. Admins can use these funds
to make manual payments on
Household members’ behalf.

For Admins

If a Household member asks you to credit

their Household Wallet balance funds toward

an amount due on an invoice for a Household
dues item, process this as a standard manual
payment, and select the Wallet as the source of
the payment (instead of a check or other sources).

For information on how to mark an invoice as

paid, see “Mark Payments on Dues and Fees” in
the “Dues and Fees” section of online help.

Note that if the Wallet balance is less than the
amount due, you can credit a partial payment
if the dues item is set up to accept them. For
information on how to set up a dues item to
accept partial payments, see the “Create a New
Dues and Fees Item’ topic in the “Dues and
Fees” section of these instructions.

For Members

A Household member can use a Household
Wallet balance to pay invoices for Household
dues items. Note the following important
points about Wallet balances.

A Household member cannot pay a Household
dues item invoice with a Member Wallet balance,
or a Member dues item invoice with a Household
Wallet balance. To switch a balance between the
two Wallets, a Household member must ask an
Admin to void the balance from one Wallet and

Qhoastart
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QUICK REFERENCE GUIDE

HouseHoLD WALLET: USE A BALANCE TO PAY AN INVOICE

Even if the Household Wallet balance amount is
sufficient to pay the full amount of an invoice, a
Household member must add a regular payment
method (credit/debit card or ACH account) to use
Wallet funds for payment.

Payments made using Wallet balance funds are
not subject to transaction fees. The funds are
applied directly to the amount due with no need
for transaction processing, so no transaction
processing fees are added to the payment.

If a Household dues item accepts partial
payments but the Household member's
Household Wallet balance is less than the
amount due, the Household member can split
up the payment—but it must be made as two
separate transactions: One with a card or ACH,
and another with Wallet balance funds. These
transactions can be made in either order.
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QUICK REFERENCE GUIDE

HouseHoLD WALLET: USE A BALANCE TO PAY A ONE-TIME CHARGE

IMPORTANT NOTES

Along with card and ACH
payments, invoices from dues
and fees or one-off invoices from
Wallets accept Wallet-based
payments using balance funds
from the Wallet that matches
the type of invoice (Household or
Member).

However, One-Time Charges (OTCs)
accept payments with balance
funds from either type of Wallet,

as well as card and ACH payments.
In addition, OTCs accept split
payments that use Wallet balance
funds plus a card or ACH.

For Admins

Only Members can pay for OTCs. These special
payment options do not qualify for manual
payments entered by an Admin through the
Admin Dashboard. The Member must visit
your website, Member Portal, or mobile app,
and make the payment there. This section
documents how to pay for an OTC with Wallet
balance funds so Admins will understand the
process and can answer Member questions.

For Members

A Household member can pay for a One-Time
Charge with either Household or Member Wallet
balance funds. This is different from Household
and Member invoices, for which the Wallet

must match the type of invoice (Household or

Member). c‘hoaStart
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QUICK REFERENCE GUIDE

HouseHoLD WALLET: USE A BALANCE TO PAY A ONE-TIME CHARGE

Even if the Household Wallet balance amount is
sufficient to pay the full amount of an invoice, a
Household member must add a regular payment
method (credit/debit card or ACH account) to use
Wallet funds for payment.

Payments made using Wallet balance funds are
not subject to transaction fees. The funds are
applied directly to the amount due with no need
for transaction processing, so no transaction
processing fees are added to the payment.

If a Household dues item accepts partial
payments but the Household member's
Household Wallet balance is less than the
amount due, the Household member can split
up the payment—but it must be made as two
separate transactions: One with a card or ACH,
and another with Wallet balance funds. These
transactions can be made in either order.
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QUICK REFERENCE GUIDE

HoUseEHOLD WALLET: DOWNLOAD WALLET DATA (Households)

A positive Wallet balance provides a
Household or Member with funds they
can apply to a current or late invoice.

Download Household Wallet data
(positive and negative amounts)

Download a CSV file that contains the positive
and negative values you have added to Member
Wallets, both manually and via import. Open the
file in your favorite spreadsheet program.

LEGEND

A negative amount added to a Wallet
prompts the system to send a one-off
invoice in that amount.

B/

Download Household Wallet data

Q Click on the “Households” tab and then
the “Households” tab below it o reach the
“HOUSEHOLDS” window.

9 Click on the “Households Actions” button to
open its dropdown menu. G Select “Download
Invoices or Balance” to begin the process.

O Gl 6© 0 6 0 o

o Household Title of the Household.

9 Household Address (multiple fields).

9 Numeric identifier assigned to the transaction.

O Positive or negative amount added.

e Name assigned to the transaction.
6 Optional notes.

0 Has someone voided the transaction (TRUE) or
not (FALSE)?

Qhoastart

by Membershine
©2026 HOA Start v.04.17.26




