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INTRODUCTION TO ADJUSTMENTS  

The adjustments function allows you to make alterations when circumstances change or when errors need to be corrected. 

You can transfer an owner’s credit from one levy to another, transfer credits between lots, create journal transfers, cancel 

cheques, create bank account adjustments, cancel levies, edit levies and edit supplier transactions. 

 Access to adjustments is usually restricted to the roles of administrator and accounts, but this may be altered by an 

administrator. 

GETTING STARTED 

 
 

To get started go to  and select Adjustments. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For all adjustment processes, you will first need to select the building you want to work with as you can only create 

adjustments for one building at a time. 
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1. Use the search icon to start your search 

2. Type some key letters to refine the search and find the building you want 

3. Click and then double click on the building to select it 
 

 

LOT TRANSFERS 

The lot transfers function is used if you want to create a credit balance for an owner. A credit balance is an amount that 

belongs to the owner but is not allocated to a levy/fee.  Credit balances show on the owner’s ledger.  Once a lot owner has a 

credit balance you can perform a number of functions: 

 

• Change which levy(s) a lot owner’s payment is allocated against 

• Generate a refund 

• Transfer credit balances to debtors or to other lots in the same building. 

• Change which levy(s) an owner payment is allocated against 

 

LOT OWNER TO CREDIT 

This step “unpays” the levy that was previously paid by the owner and creates a credit balance. 
 

First select the building you want to work with. See the steps in the “Getting Started” section of this manual above. 
 

1. Use the search icon to search for the lot owner you want to work with 

2. Enter some key letters to refine you search 

3. Click on the owner you want to create a credit for, and then double click to select 
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1. Once you have selected the lot owner, their details appear here. 

2. If the building has multiple schedules, select the schedule you want the credit to go to here 

3. Any existing credit balance the lot owner has, shows here 

4. Select To Credit 

5. Today’s date will default as the transfer date, but you can alter if you want 

6. Select the paid levy you want to “unpay” 

7. The transfer amount will automatically populate with the total that has previously been paid for that levy 

8. The receipt details for the levy that is about to be made “unpaid” show here. 

9. Process when you are ready 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will receive a prompt to confirm you wish to proceed 
 

Yes to proceed 
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LOT OWNER FROM CREDIT 

Once you have created a credit balance for the owner in step one, (or if they already had a credit balance) you can allocate that 

credit to other unpaid items. 
 

 An owner may also be in credit because a payment was received from them via a TXN file and not allocated to a levy/fee – 
usually because they had paid before levies/fees had been struck. 

1. If you haven’t left the adjustments screen, the same building will be selected. If you have left the adjustments screen, 

use the search icon to find the building you want to allocate the credit for. See the steps in the “Getting Started” 

section above. 

2. Use the search icon to find the lot owner you want to allocate the amount to 

3. Enter some key letters to refine your search 

4. Click on an owner to highlight them and then double click on the owner or 

5. Select 
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1. The lot owner you selected shows here 

2. If the building has multiple schedules, choose a schedule from the dropdown list 

3. If the lot owner has an existing credit balance, it shows here. You can only transfer up to the amount the owner has 

in credit. If you have just processed a “To Credit”, the amount you just processed shows here. (unless they had an 

existing credit balance) 

4. Click on the from credit tab 

5. The transfer date defaults to today’s date but you can alter if you want to. 

6. Enter the amount you want to transfer to another levy 

7. These boxes show the amount you have already allocated and any remaining amount that you haven’t yet 

allocated 

8. Select the levy you want to allocate the credit to 

9. The amount owing for this levy to the admin fund and sinking/maintenance/reserve/capital works fund the show 

here 

10. If there is interest owing, you can click to waive the interest here or if you want to allocate to interest, type the 

amount you want to allocate here 

11. If you have made an error and want to clear the screen, use the Clear button 

12. Apply when you are ready to apply the credit 
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1. The amount of credit being applied shows here 

2. The remaining unallocated amount shows here 

3. Process to complete the transfer when you are ready 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

You will receive a prompt to confirm that you wish to proceed - Yes to confirm 
 
 
The transactions show on the owner’s ledger 
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CREDIT TRANSFERS 

Credit transfers allow you to move credit amounts from one lot to another, from one debtor to another, or between lot owners 

and debtors within a building. Owner credit transfers are often used for an owner that owns more than one lot in a building, but 

could be used if you have receipted to the wrong lot in error and need to correct it. Transfers between owners and debtors are 

often utilised where the lot owner also has a debtor identity. 
 

First select the building you want to work with. See the steps in the “Getting Started” section above. 
 

1. Select whether the credit transfer is coming from a lot owner or a debtor 

2. Use the search icon to start searching for the lot owner or debtor you want to transfer credit from. Note: the lot 

owner or debtor must have a credit balance before you can transfer to another lot. 

3. Click on the lot owner or debtor you want and then double click to select. In this example, the transfer is coming from a 

lot owner. Note: only lots belonging to the selected building or debtors with invoices for the selected building show on 

the screen. 
 

 

1. Select whether the credit transfer is going to a lot owner or a debtor 

2. Select the debtor or lot owner the credit is going to. In this example the credit is going to a debtor 
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1. The lot owner/debtor you are transferring credit to shows here 

2. If you are transferring from a lot owner and the building has multiple contribution schedules, select the schedule 

the transfer is going from here 

3. The existing credit balance of the lot owner the credit is being transferred from shows here 

4. The lot owner or debtor the credit is being transferred to shows here 

5. Any existing credit balance belonging to the owner or debtor the transfer is going to shows here 

6. Enter the amount you want to transfer 

7. Enter a reason for the transfer. This will show on each lot owner’s/debtor’s ledger. 

8. The transfer date defaults to today’s date but you can alter if you want 

9. Process when you are ready 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You will receive a prompt to confirm you want to proceed – Proceed to continue 
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Transfers show on the lot owner card ledger tab or the debtor ledger tab. 

 
 

If you need to move money from one building to another, for example if a lot owner paid into the wrong bank account, you 

can set up the building you want the money to go to as a supplier. Then, from the building you want the funds to go from 

process a supplier transaction and payment. 
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DEBTOR TRANSFERS 

The Debtor Transfers tab allows you to transfer debtor credits – you can “unpay” a debtor invoice and create an unallocated 

credit for the debtor and then allocate that credit to another debtor invoice. 
 

1. Adjustments are always made for a single building at a time - select the building the debtor’s transaction relates to 

2. Select the Debtor Transfers tab 

3. Use the search icon to find the debtor you want to make transfers for 

4. To Credit is the default tab 
 

 

1. Use the search icon 

2. Type some key letters 

to refine your search 

3. Click to highlight the 

debtor you want and then 

double click or Select at the 

bottom of the page 
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DEBTOR TO CREDIT 

1. By default, todays date is shown, but you can alter if you want to 

2. Select the line item you want to make “unpaid” 

3. You need to “unpay” the whole amount of the line item you have highlighted shows here– the amount shows here 

4. The receipt for the line item shows here 

5. Process to make the line item wholly unpaid 
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DEBTOR FROM CREDIT 

The From Credit process allows you to allocate any credit balance a debtor has against any transactions that the debtor owes. 
 

1. Select From Credit 

2. Select the debtor you want to allocate the From Credit to 

3. The debtor’s current credit balance shows here. You can allocate up to the amount a debtor has on hand as a credit 

balance. This debtor has a credit balance of $500 but we only want to allocate $400 in this process 

4. The default is today’s date, but you can alter if you need to 

5. Enter the amount you want to transfer here. This debtor has a credit balance of $500 but in this example we are only 

allocating $400. 

6. As you allocate against each line item the allocated balance and the remaining balance updates 

7. Enter the amount you want to transfer to each line item. In this example, $200 is being allocated against two different 

line items. You do not need to allocate the total amount owing for a line item. 

8. When the total transfer amount has been allocated against line item(s) the Process button is no longer greyed out and 

you can complete the From Credit process 
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LOT REFUNDS/REIMBURSEMENTS 

Lot refunds and reimbursements allow you to refund funds direct to an owner by direct payment or cheque. First select the 

building you want to work with. See the steps in the “Getting Started” section above. 
 

 You can only refund up to the amount an owner is in credit, so if you want to refund a levy or other item that has been 

paid you will need to process a To Credit first (see section above on To Credit) to put the lot owner into credit. 
 

1. Select the lot owner you want to refund to 

2. Type some key letters to refine your search 

3. Click on the owner you want and then double click to select or 

4. Click on Select on the bottom right of your screen 
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1. The lot owner you selected shows here 

2. Any existing credit balance for the owner shows here 

3. Refund by direct payment is the default. Type the account title here 

4. Type the lot owner’s account number here 

5. Type the lot owner’s BSB here 

6. Type a reference for the recipient to see on their bank account here 

7. If you want to refund by cheque, here. The reference field (payee) will automatically populate with the owner’s name, 

but you can overtype if you want 

8. Type the amount you want to refund 

9. Type a reason for the refund – this will show on the ledger tab of the lot owner’s card 

10. Today’s date will show by default - this is the date the payment is due. You can alter if you need to 

11. Process when you are ready 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will receive a prompt to confirm you wish to proceed 

 

Click Yes to confirm 

This will automatically create an inactive supplier and the payment will show on the supplier payment screen, ready for 

processing and payment. For details on supplier payments – see the manual “Supplier Payments”. 
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BANK ADJUSTMENTS 

You can enter manual bank adjustments here. This is for transactions that appear on your bank statement but haven’t been 

processed on the program. For example, if the building has an investment account that is not with Macquarie, you can enter 

transfer details here, so they will reflect on your bank reconciliation correctly. (No need to do this for Macquarie Bank 

investment accounts as they will show on your TXN files, provided you have entered them on the system) 

 

PROCESSING AN ADJUSTMENT –  SINGLE ITEM 

1. First select the building you want to work with. See the steps in the “Getting Started” section above. 

2. Previous adjustments for this building show here. 

3. Click on the +Add button to start adding a new adjustment 

4. Type the date of the adjustment. This should be the date the transaction appeared on your bank statement 

5. Enter the amount of the adjustment here 

6. Enter the type from the dropdown list. There are two choices: 

i. Decrease – money going out of the account 

ii. Increase – money coming into the account 

7. Type a description for this adjustment here 

8. If the building has more than one bank account, use the dropdown list to choose the account the adjustment is for 

9. The current total balance for this bank account shows here 

10. The current balance in the admin account shows here 

11. The current balance in the sinking/reserve/maintenance/capital works fund shows here. 

12. Click in this box to start allocating the adjustment – you can allocate the total to more than one line item. Choose the 

contribution schedule this line item is for from the dropdown list 

13. The details you typed in step 7 will show here. 

14. Use the search icon to find the chart of accounts code you want to allocate this adjustment to. 

15. Enter the amount you want to allocate to this item here. In this screenshot the entire amount is being allocated to one 

item. 

16. The option you chose in step 6 will show in the effect column 

17. If the building is not ticked as registered for GST, the default is No in this column and you can’t alter. If the building is 

ticked as registered for GST, the default is Yes in this column, but you can click on the dropdown list to select No 

18. Click on the X to delete a line item 

19. If you chose Increase Bank Balance in step 6, the amount of the total increase shows here 

20. If you chose Decrease Bank Balance in step 6, the amount of the total decrease shows here 

21. The total amount of the adjustment shows here 

22. Any unallocated amounts show here. Make sure this is zero before you proceed to save 

23. Save
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PROCESSING AN ADJUSTMENT –  MULTIPLE ITEMS 

If you have more than one adjustment item, you can allocate from the same screen. In this example there is a decrease and an 

increase in the bank balance to be recorded 
 

1. Type the amount of the net effect here. I.E. In this example there is a decrease of $2000, and an increase of $200, 

creating a net effect of $1800. 

2. Type a description that covers all items 

3. Select the contribution schedule from the dropdown list that this item is coming from 

4. Type a description for this line item 

5. Choose the chart of accounts code to allocate this item against 

6. Type the amount of this adjustment 

7. Choose the effect created by this line item – whether increase or decrease from the dropdown list. 

8. If the building is not ticked as registered for GST, the default is No in this column and you can’t alter. If the building is 

ticked as Registered for GST, the default is Yes in this column, but you can click on the dropdown list to select No if you 

want to 

9. If you selected Increase in step 7, the amount of the increase shows here 

10. If you selected Decrease in step 7, the amount of the decrease shows here 

11. The total net effect shows here 

12. Any unallocated amounts show here. Make sure this is zero before you proceed to save 

13. Save  
 

 

You will receive a prompt to confirm you wish to proceed 
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Yes to confirm 
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JOURNALS 

You can use the journal function to alter the chart of accounts code a sum is allocated to. For example, if you have paid an 

expense in the current financial year but the period of the expense applies partly to the next financial year, you can use the 

reverse accrual function to reflect the current position more accurately by allocating part of the expense as pre-paid. You can 

then create a reverse accrual that reverses the allocation at a date in the new financial year. 
 

You might also want to change a code that was incorrectly allocated when an expense was processed. Note: a journal transfer 

does not alter the original chart of accounts allocation from an actual invoice. It just moves the specified amount from one chart 

of accounts code to another. 
 

 You can only edit existing journal transfers if today’s date is still within the current financial year of the building and you 

can only add journal transfers with a date that is within the current financial year of the building. 
 

If you want to alter the chart of accounts code that an invoice was allocated to, you might prefer to edit the actual invoice. 

 

VIEWING THE JOURNALS SCREEN 

1. First select the building you want to work with. See the steps in the Getting Started section of this manual above. 

2. By default, the From date will be the date of the opening balances for the building and the to date will be blank, 

but you can type a date range. 

3. If you want to view a single journal adjustment, click on the line to highlight it 

4. Click Print to Print a Journal report – see instructions below 

5. Click +Add to add a new journal adjustment 

6. Click on the View button to view an item you have highlighted 
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PRINT JOURNAL REPORT 

1. Click on the Print button at the bottom of the screen 

2. Type a date range for the report 

3. Select the Print Sequence from the dropdown list. The choices are 

i. By Date 

ii. By (chart of) Account (code) 

4. Click Generate to generate a PDF that you can print later 
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ADD A JOURNAL ADJUSTMENT TO CHANGE THE CHART OF ACCOUNTS CODE ALLOCATION  

1. Type the date you want the change to take effect. This date must be within the current financial year of the building 

2. Type some details to describe the journal adjustment 

3. Type a reference 

4. If the building has more than one contribution schedule, use the dropdown list to choose the schedule this journal 

adjustment relates to 

5. Tick here to create a reverse accrual. See section below about reverse accruals 

6. Type the details of the debit adjustment here 

7. Click on the search Icon to choose the chart of accounts code this adjustment is for 

8. Choose the fund this journal adjustment is coming from 

9. Type the amount you want to debit 

10. If you have typed an amount in the debit column a zero amount will show here 

11. Type the details of the adjustment here 

12. Click on the search Icon to choose the chart of accounts code this adjustment is for 

13. Choose the fund this journal adjustment is going to 

14. If this is a credit adjustment leave this column at zero 

15. Type the amount of the credit adjustment in this column 

16. Click on the cross to delete a line item if you have made an error 

17. You can add as many items as you want 

18. The total amount being debited from the admin fund shows here 

19. The total amount being credited to the admin fund shows here 

20. The total amount being debited from the reserve/sinking/capital works/maintenance fund shows here 

21. The total amount being credited from the reserve/sinking/capital works/maintenance fund shows here 

22. The total amount being debited from all funds shows here 

23. The total amount being credited from all funds shows here 

24. Save 
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CREATING A JOURNAL WITH A REVERSE ACCRUAL  

If you have processed an expense in the current financial year that partly applies to an future financial year you can create a 

reverse accrual to allocate the portion of the expense that relates to the future year. 
 

In this example, 
 

You have paid a $12,000 insurance premium in June 2019 for the period of 1 July 2019 to 30 June 2020. 
 

The Building’s financial year ends on 31 August, 2019, so only $2,000 of the $12,000 you paid applies to the current financial 

year. 
 

You can allocate $10,000 to a different chart of accounts code and then automatically revert this back to the original code on 

1st September, 2019, when the new financial year for the building commences. 

 
 
 

1. Select the date you want the original journal transfer to take place (in the current financial year) 

2. Enter a reference 

3. If the building has more than one contribution schedule, select the schedule from the dropdown list 

4. Type the details here 

5. Select reverse accrual 

6. When you select reverse accrual the reversal date field will now be visible. Enter the date you want the accrual to 

reverse automatically (in this example, in the new financial year) 

7. Enter the details 

8. Select the chart of accounts code  

9. The fund now shows in this column 

10. Type the amount you want to debit from that chart of account code 

11. The credit amount will be zero 

12. You can click on the cross to delete the line 

13. Enter the details 

14. Select the chart of accounts code  

15. The fund now shows in this column 

16. Enter the amount you want to credit to this chart of accounts code 

17. You can click on the cross to delete the line 

18. The totals being debited and credited show here 

19. The total shows here 

20. Save 
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VIEW OR EDIT AN EXISTING JOURNAL TRANSFER 

To view an existing journal transfer, click on the View button at the bottom of the screen 
 

Click on the Edit button to edit the journal transfer. You can edit by overtyping any of the information. 
 

 
You can only edit journal adjustments that were conducted during the building’s current financial yea 
For GST registered buildings - If you have selected to Restrict S 
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1. The date of the journal shows here 

2. The details of the journal show here 

3. The reference for the journal shows here 

4. The contribution schedule the journal relates to shows here 

5. Reverse Accrual is ticked if this was a reverse accrual 

6. The line details show in this area 

7. The amount that was debited from the admin fund shows here 

8. The amount that was credited to the admin fund shows here 

9. The amount that was debited from the sinking/reserve/capital works/maintenance fund shows here 

10. The amount that was credited to the sinking/reserve/capital works/maintenance fund shows here 

11. The total debit amount shows here 

12. The total credit amount shows here 

13. Whilst, you are in edit mode, you can delete a journal transfer by clicking delete if today’s date is within the current 

financial year that the journal transfer was originally processed. 

14. Save  
 

 
 
 

When you click save you will receive a prompt to confirm that you wish to proceed with the altered journal adjustment 
 

 

Yes to confirm you wish to proceed. 
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QUICK REFERENCE GUIDE SHOWING THE EFFECT DEBIT OR CREDIT HAS ON THE DIFFERENT TYPES OF CHART OF 

ACCOUNT CODES.  

 

 
Account Type 

 
Debit or Credit to INCREASE 

the Account Balance 

 
Debit or Credit to 

DECREASE the Account 
Balance 

ASSETS Debit Credit 

LIABILITIES Credit Debit 

INCOME Credit Debit 

EXPENSES Debit Credit 

EQUITY Credit Debit 
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BUILDING TRANSFERS TAB 

The building transfers tab is where you can transfer funds between building bank accounts, schedules and funds. 

 

TRANSFERRING FROM ONE BANK ACCOUNT TO ANOTHER  

1. The building this transfer relates to shows here 

2. Select the bank account you want to make the transfer from. If the building has more than one contribution schedule, 

select the appropriate schedule from the dropdown list 

3. Select the bank account you want to send the transfer to 

4. Select the fund you want this transfer to come from 

5. Enter the amount you want to transfer here 

6. The transfer date will default to today’s date, but you can alter if you want, so long as the date is within the current 

financial year for the building 

7. Process  
 

You will receive a prompt to confirm that you wish to proceed 
 
 
 

 

Yes to confirm 



 

 
Adjustments 
26.08.2019 
30 

 

The new bank balances will show in the financials tab on the building card 
 
 
 

 

 If you are processing between bank accounts, this process records the transfer, but you will need to make a physical 

transfer through Macquarie Active Banking between bank accounts to actually move the funds. Until you process this through 

Macquarie Active banking, the bank reconciliation will be out of balance by the amount of the transfer. 
 

For transfers to investment accounts, an alternative option is to process the transfer through Macquarie Active Banking without 

entering anything here. If you do this, you will need to allocate the transfer items as bank adjustments during .TXN file 

processing. For detailed information about processing TXN Files, see the manual, “Receipts”. 

 

TRANSFERRING BETWEEN FUNDS 

Use the Funds Transfer option to transfer between admin and reserve/sinking/maintenance/capital works funds 
 

1. Select the building you want to transfer amounts for 

2. You can view the amounts in each fund here 

3. Select here to transfer funds to the admin fund 

4. Select here to transfer funds to the reserve/sinking/maintenance/capital works fund 

5. If the building has more than one contribution schedule, select the appropriate schedule from the dropdown list 

6. Type the amount you want to transfer 

7. The transfer date will default to today’s date, but you can alter if you want to 

8. Type a reason for the transfer 

9. Process when you are ready to process the transfer. 
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You will receive a prompt to confirm that you wish to proceed 
 

 

Yes to confirm you wish to proceed 
 
 
 

CANCEL CHEQUES 

The cancel cheques function allows you to cancel any cheque that has not been presented.  I.E. the payment has not yet been 
processed via a .txn file. 

 You can also cancel cheques from the cash book>Unpresented cheques tab.  This tab shows all unpresented cheques for all 
buildings and allows you to cancel cheques unpresented cheques for multiple buildings with a single process. 
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1. Select the Cancel Cheques tab 
2. The cheque number shows here.  This should always align with the cheque number in your cheque book 
3. The date the supplier payment run was conducted shows here 
4. The cheque payee (recipient) shows here 
5. The payer (building) shows here  
6. The amount of the cheque shows here 
7. Select here to cancel a cheque. You can select multiple cheques. 
8. Process to complete the cancellation.  This will cancel the cheque and make the original invoice unpaid, so you can repay if you 

need to.  If you no longer want to pay this invoice, you will need to cancel the invoice. 
 

 

 
 

The cancellation date defaults to the building’s last statement date. If the building does not have a last statement date, the date now 
defaults to today’s date. This ensures that cancelling a cheque does not cause a bank reconciliation discrepancy.  
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LEVY MAINTENANCE SCREEN AND LEVY LOG OF CHANGES  

The Levy Maintenance screen allows you to view edit, delete or cancel levies singly or in bulk. 
 

  You can edit some areas for paid levies but can’t alter details such as the amount owing. 
 
1. The select building shows here 
2. Select the levy maintenance screen 
3. Select the levy maintenance tab is the default 
4. You can also view the log of changes tab 
5. Click to open the boxes and select a date range using the calendar 
6. Select a single item by clicking individually or select all 
7. The selected items are highlighted on the screen 
8. The number of selected items shows here 
9. View to view an individual selected item 
10. Edit to edit selected item(s) 
11. Cancel to cancel selected items
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1. Select Edit  

2. Use the calendar to alter the due date if required 

3. If you have altered the due date, you can select Realign period Dates. In this example if you chose to realign period dates, 
the period would change to 1.11.2020 to 31.1.2020 

4. The period shows here 
5. You can edit the details here 
6. You can alter the section under which the levy is struck by clicking on the dropdown menu and choosing a different 

section 
7. If the building has more than one contribution schedule, you can alter the schedule the levy is for by clicking on the 

dropdown menu and choosing a different schedule 
8. You can alter the date determined by clicking in the box to open the calendar and enter a new date determined 
9. Tick the Allow Discount box to alter the discount status 
10. Tick the Attracts Interest box to alter the interest status 
11. Select to apply changes to the GST status 
12. Click on the search icon to alter the chart of accounts code any admin fund amounts are allocated to 
13. Click on the search icon to alter the chart of accounts code any capital works/sinking/reserve/maintenance fund 

amounts are allocated to 
14. In this example, the levies selected were originally for differing amounts so you can’t alter the amount due. If all levies 

selected are unpaid and have the same due amount you can edit the amount due in bulk, otherwise you would need to 
edit each levy individually.    

15. Save your changes 
16. Cancel to exit without saving your changes 
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VIEWING AND EDITING A SINGLE LEVY 

1. All adjustments must be done for a single building at a time, so select the building first 

2. Go to the levy maintenance tab 

3. Levy maintenance is the default 

4. You can click on the boxes to open the calendar and select a date range 

5. Type some key letters in any of the empty boxes on the top line to refine your search 

6. Click in one of the boxes on the left to select the levy you want to view and edit 

7. Click View to view the levy you have selected 
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The edit levy box will pop up and you can click on Edit to edit the single levy 
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CANCELLING OR DELETING LEVIES FROM THE LEVY MAINTENANCE SCREEN  

The cancel button will either cancel the selected levies/fees by creating a negative levy/fee to offset the original notice or delete 

the selected levies/fees from PropertyIQ, depending on the status of the levy/fee 
 

1. Refine the screen to only show the levies you want  to cancel 

2. If you want to delete all the levies showing on the screen tick the box in the top line, otherwise tick individual boxes to 

select only the levies you want to delete 

3. Select Cancel Levies 
 

 

DELETING/REMOVING LEVIES 

 

Levies/fees will be deleted when you select Cancel if they fit these criteria: 

• The levy/fee has never been not been included in a due, arrears, final, legal or special notice to an owner 

• The levy fee has never been paid or partly paid 

• It is due in the current financial year. 
 

If a levy is deleted, it is removed entirely from the lot owner’s ledger 

1. Click in the cancellation date box to open the calendar and enter the cancellation date 

2. Proceed to confirm you wish to proceed with the deletion 
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CANCELLING LEVIES 

 

Levies/fees are cancelled (but not deleted) when you select Cancel if the levy has been fully or partly paid at any time, or if it 

has previously been included in any a due, arrears, final, legal or special notice to an owner 

• Any receipts that have been allocated to your selected levies/fees show as an unallocated credit on the owner’s ledger. 

• A negative levy/fee is automatically created on the owner’s ledger to offset the cancelled levy/fee 
 

An audit trail of all transactions shows on the lot owner’s ledger. This includes the information about the original levy/fee, the 

negative levy/fee, and any transfers to/from credit) 
 

1. Click in the cancellation date box to open the calendar and enter the cancellation date 

2. Proceed to confirm you wish to proceed with the cancellation 
 

 

LEVY MAINTENANCE LOG OF CHANGES 

The log of changes tab records all changes that have been made to levies. 
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SUPPLIER TRANSACTIONS 

The supplier transactions tab allows you to change the chart of accounts code allocation for single or bulk invoices and alter 

the GST status of single or bulk invoices. 
 

1. The selected building shows here 

2. Select a date range for your search 

3. Click on the search icon to search for a single supplier’s transactions to  edit 
 

 

4. Click on the search icon to search for a single chart of accounts code to  edit 
5. Search to search for supplier transactions that fit your selection criteria 

6. Clear to clear the selection criteria 

7. The GST status of the building shows here 

8. Click on a column heading to order the screen by that column 

9. Type some key letters in any of the empty boxes on the top line to refine the data shown on the screen 

10. Click in the boxes on the left to select individual transactions to edit or click on the top line to select all 

11. The schedule the transaction is for shows here 

12. The supplier name shows here 

13. The date of the supplier transaction show here 

14. The reference number of the supplier transaction shows here 

15. The chart of accounts code allocated to the line item shows here 

16. The fund the transaction is from shows here (admin/sinking/maintenance/reserve/capital works) 

17. The transaction details show here 

18. The amount shows here 

19. The GST status of the transaction shows here 

20. The GST status of the supplier shows here 

21. The GST status of the schedule the transaction is from shows here 

22. Highlight a transaction on screen to edit it 

23. Click to alter the chart of accounts code 

24. Click on the search icon to find the chart of accounts code you want to alter the transaction(s) to 

25. Click to adjust the GST status the transaction(s) highlighted on the screen 

26. Click to clear GST from the transaction(s) highlighted on the screen 

27. Click to apply GST to the transaction(s) highlighted on the screen 

28. If both the Contribution Schedule and the supplier the transaction(s) are registered for GST, click here to change the 

GST status to Y otherwise the status will remain as N 

29. Process when you are ready to complete the alteration process 
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