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INFO TAB

The Info tab holds all the information about committee members, preferred tradespeople, insurance policies, investment
accounts and precinct/community associations or other entities that this building is a part of.

COMMITTEE

1. Thisis where you record all the members of the building’s committee or council. Click on the white arrow to open
The screen defaults to view active committee members but you can click on the tabs to switch your view to all,
appointed, active or resigned

3. The committee member’s details show here

4. Click in the boxes to select individual committee members or click on the top line to select them all

5. You can record any committee spending limits here. This does not affect any other part of PropertylQ, it is just for your
information

6. Once you have selected at least one committee member on the screen, the email button will no longer be greyed out
and you can click to email the selected members. Clicking on the Email button opens your email program and
automatically inputs the selected members as recipients. NOTE: Emails sent by this method are not saved in
PropertylQ and committee member will be able to see each other’s email address.

7. Once you have selected at least one committee member on the screen, the Merge Committee Member button will no
longer be greyed out and you can click to email the selected members. See below for mail merging instructions
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10.
11.

Once you have selected at least one committee member on the screen, the Mailing Labels button will no longer be
greyed out and you can click to create mailing labels for the selected members. This creates a job in the mailing labels
centre for you to print later. For full details on mailing labels, see the manual “Mailing Labels”

If you have SMS enabled on your account and you have selected at least one committee member on the screen, the
Bulk SMS button will no longer be greyed out and you can click to bulk SMS the selected members.

Click the +Add button to add a new committee member. See instruction below

Click View to view an individual committee member’s card

Building

Address

C.Ts.” 270076

Street No Street Name"|CawII Avenue |
Manager

Address 2 | |

o
Folio [ EEED = Suburb [SURFERS PARADISE | stater
Building Type® [ Sirala 7] Building [Moorings on Cavil | Picode[s217
Building Sub Type| Residential M Plan [270976| Parish [SURFERSPARADISE | Coumty| |
Module
-
Total UCE"
Total Int Ent”
Active L All Inclusive Fees
o

Debt Collection

Seftings || Dates || Charges Financials | Budget | Notes | Documents | Registers | Alerts | Work Orders | Insurance Claims f§ Log of Changes

Payment Plan

e O T o W

e [ 4 [ Appointed Resigned |
ey

(] Position Name Lot | Appointed | Resigned Status Contact Email Type
vl Rocco Silvester 1 1172017 Active 0414 332 332 fayeg@propertyig.com.au
Il Celia Chan 4 1672017 Artive mysiratacustomers@amail.com
7] Costa Gianapolous 5 282017 Active 0415453 456 costagian@gmail.com
O secretary Celia Chan 4 21/8/2017 Active mystratacustomers@amail com
(7] (8) 0 © 0O
e |—B\Emﬁwl || [ Merge Commities Lattar || ™ Add Mailing Labels H © Bulk SMS || + Add ” o View |

Spending Limits —

Committee Expenditure $500.00;
Major Spending $2,000.00
Date of Resolution 06/06/2017

»

Tradespeople

13

Insurance

»

Investment Accounts

Community iation / Precinct i 1/ Building Management Commities

& Opening Balances

# Schedules | A Financial Reports | #* Ecit || « Dore |
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MAIL MERGING TO COMMITTEE MEMBERS

1. Click Merge Committee Letter to get started
2. Click on the search icon to find the template you want to merge to
3.
4,
all the selected committee members.
5. The name of each recipient shows here, and their delivery method
6. Click on the attachments accordion to open it
7. Click here to add a document
8. Click close to exit the mail merge process

Committee members with email selected as their delivery method will be emailed — Enter an email subject line here
Tick here if you want to override committee member delivery methods and create a PDF that you can print and post for

e gl

Current Selected Template: EI
Template Type: Existing Template - e :l Street Name*|r_‘avi|| Avenue |

Email Subject: Committee Apppointment — |

Override Email To Post | o RFERS PARADISE | stater oD 7|

Template will be sent to 3 recipients rings on Cavill | Picode 4217 |

S/Flan Lot Name Delivery  lo7s  Pparish [SURFERS PARADISE |  County|

270976 4 Celia Chan Email

270876 5 Costa Gianapolous o Email

270976 4 Celia Chan Email
Documents Registers Alerts ‘Work Orders Insurance Claims

Log of Changes

| Al | Appointed Resigned |
Lot | Appointed | Resigned Status Contact Email Type
1 1M2017 Active D414 332 332 fayeg@propertyiq.com.au
4 10602017 Active mysiratacustomers@gmail.com
o 5 2082017 Active 0415453 456 costagian@amail.com
— 211812017 Active mysiratacustomers{@gmail com
| + Add Decument ” @ Remove Document | e
| # Customise | @ Preview ” & Generate | X Close | o
| = Email “ O Merge Committee Letter " O Add Mailing Labels " D Bulk SMS " + Add ” O View |
Spending Limits
Committee Expenditure $500.00
Major Spending $2.000.00!
Date of Resolution 06/06/2017
v Tradespeople
} Insurance
+ Investment Accounts
» Community Associafion / Precinct Association / Building Management Commitiee

@ Opening Balances
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ADDING A DOCUMENT TO THE MAIL MERGE

1. Select Add Documents

2. The documents show on the screen

3. Click on the document, to highlight it, and then double click to select it

4. Click on the Document Entry button to add a document that is on your computer, but not saved in PropertylQ. This will
also add the document to the building’s document card

5. You can also remove a document that you have previously added, by clicking on the Remove Document button

laged In as: Faye Goodman
Role: Administrator

Current Selected Template: E] D o c u m e n ts o@ 014502182017
Template Type: Existing Tempiate Date ~ Name S/Plan Building Name Street Name Lot U Suppler Document ... OnP. Ak 75
EmaiI.Subjecl.: Committee Apppointment | - I iI I | | i] I‘ I | I - I o _n Lo
Override Email To Post Folio
will be sent to 3 recip o 3 Electricity Utility Notice 01-07-2017 to 14-0. 689 Building 689 Pye 10 10 Electnicity X —
S/Pan Lot Name 3178/, Electricity Utility Notice 01-07-2017 to 14-0... 639 Buiding 639 Pye 3 33 Electricity .. % oy
270076 4 Celia Chan [E 3178/ Eectricity Utility Notice 01-07-2017 to 14-0,.. 689 Building 689 Pye 44 44 Electricity X
270976 5 Costa Gianapoious [ 3172/ Electricity Utiity Notice 01-07-2017to 14-0... 639 Buiding 639 Pye 45 45 Electricity .. %
210976 | 4 Celia Chan 3173/... Electricity Utiity Notice 01-07-2017 10 14-0... 689 Buiding 639 Pye 7% 76 Electricty .. %
31181 Electricity Utility Notice 01-07-2017 to 14-0. 689 Building 689 Pye 101 101 Electricity x
3178/, Electricity Utility Notice 01-07-2017 to 14-0. 689 Building 689 Pye 102 102 Electricity X
31/8/...  Electricity Utilty Notice 01-07-2017 to 14-D... 689 Building 689 Pye 0. 0 Electrictty .. %
3178/ Electricity Utility Notice 01-07-2017 to 14-0. 689 Building 689 Pye 0 0 Electricity x
318/ Electricity Utility Notice 01-07-2017 to 14-D. 689 Building 639 Pye 1 Electricity x
Name Date W 28781 | Account Ledger Report. paf oj 270976 Moorings on Cavill Cavill Avenue Financial x
2581 Storage area keys PNG Access Re X
o 25m1 Debtor Invoice 2017-08-25.pdf 888777 Hornsby Towers Florence X
2581 Financial Report Final 25-08-2016 10 24-08... 688 Pye Street Financial x
e 25081 Financial Report Final 25-08-2016 to 24-08... 688 Pye Street Financial xX
25081 The Bachelor Pad 2017 Proposed Budget 1 The Bachelor Pad Hollywood Drive Budget Re. X
25/8/... Detailed Attendance Report paf 76567 Roman Architecture Roberts Road Meeting R x
o e 25081 Attendance Report.pdf 76567 Roman Architecture Roberts Road Meeting R x -
[ # Add Document || & Remove Document |
’ @ Email B Merge Committee Lefter O Add Mailing Labels ® Buk SMS + Add B View

SENDING A BULK SMS TO COMMITTEE MEMBERS

If you subscribe to the SMS service, you can bulk SMS Committee members

Select the committee members you want to SMS and click on the Bulk SMS button

The recipients and their mobile numbers show here

Enter your message here.

Your standard signature is set up in the settings menu - SMS tab. For more detail, see the manual “SMS”
The character count shows here

oA wWwDNRE

The estimated cost per message shows here. Messages are charged in 160 character blocks. If your message is up to

160 characters, it will count as one message for billing purposes, if more than 160 it will count as two and so on.

7. The number of messages per recipient shows here. As this message is more than 160 characters, two messages per
recipient will be charged.

8. The total estimated cost of the bulk message shows here

9. Click Send Bulk Message when you are ready to send. The SMS will be recorded on each committee member’s card

10. Click Close to exit the bulk SMS
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saan x

will be sent to 8 recipients
SiPlan* : o
Name Mobile

Manager

Franca Swanden 0423324 343 -

Sally Bennett 9 D432 343 434
Building Type* | Strata v -

Bailey Brown 0412 544 344
Building Class l:l Carolyn Samuels 0422343 424
Total UQE Ellery Borenson 0414 223 554 -

. = -
Active AllInclusive Fees Message* Hi everyone, reminder that the strata commitiee meeting is on tonight at |
Debt Collection ¢ Payment Plan ¥ 7 pm in our offices - 224 Pacific Highway, Waitara. Please email me if
you cant attend . /

Emails | Log of Changes

ﬁ A4
Sett Dat: Ch: Fir i
— = — "]+ signature My Strata Co ° o
Estimated Cost Per Recipient: 5040 e Total Estimated Cost:  $3.20 e
o SendBuk Message |  Close (\» | ooinica R Resine
| F

[« Position — oo g - T - i \ Email Type

¥ Chairperson Franca Swanden 1o AmE 0423324388 rayeo@kropertyig.com au Rep -
! Secretary Sally Bennett 4 172016 Active 0432343434 sallybenrgtt@amail.com Rep

¥ Treasurer Bailey Brown 8 172016 Active 0412 544 244 mystratacdgtomers@gmail.com | Rep

¥ Chairperson Carolyn Samuels 12 8M12017 Active 0422 343 434 cs@gmail c

Izd] Ellery Borenson 3 191272017 Active 0414223 554 elleryb@gmafycom

b Manager Nicole Bauer 30 152013 Active 0422 594 764

¥l Chairperson Carolyn Samuels 12 25(7/2018 Active 0422343 434 ) -

@ Email || @ Merge Commitize Letter | @ Add Maiing Labsts | @.‘Bu\k'E‘;MS [ + At [ o vew |

Spending Limits

C: i B> iture| $200.00]
Major Spending 510,000.00
Date of Resolution 01/11/2017

ADDING COMMITTEE MEMBERS

Click +Add to add committee members. You can add lots/owners from here, but you would normally do this in the
lots/owners area and create all the lots and owners before this step.

1. Click on the search icon to a find a lot owner.
2. Alllot owners for that building show here. Click on the lot owner you want to add to the committee, to highlight
them then double click to select them

Lot A5 vewtat
o Lots I e |
e S SPena | Lote | Ust  CRN Owner Stroot Street Noma. Buidrg Name Strata Manager Name  Cor, M. Delver... Other |
Position s Appointed”
= L | | | - | | | | | -]
- > w1 1 000000, Roceo Shvester ) Cavit Avorum Moodegs on Cavll  Acea P Owrar  Emai
Schadute Financial Reparts Recipient
Wor Order Recipient e 2 2 000000... Maria Stono ® Cavit Avenie Mooengs on Cavll  Arve Finva Ower  Emai
o d ineurance Ciaim Reciprent
Sub Rep 3 3 000000, Botech Py LTa B Cavil Avorim Mooengs cn Cavll  Arve Fiva Owrer  Post
Extarnal Approver P SR
S T e, e e e il
oS — 2w s 5 000000...Costa Ganapolocs o Cavil Averin Moorngs on Cavil Aves Fiva Ownar  Post
AL 7 s 0 000000, Costa Ganapolows o vl Avonm Mocengs on Cavll Acve Firva Owrer  Poat
o Coda' 278 7 ’ 000000..._Costa Ganapolous o Cavil Averue Moosngs on Cavil Anee Fuva Owner  Post
w8 s 000000, Costa Ganapolows @ Covit Avorum Mooengs on Cavll  Acee Fina Owror  Post
Cortact Dwtata
Home Fax
Work Mabae
Emal
Delivery Memod
Email
Post
Notn
St Logana [@mpon | © wege | + Aga |0 view | 7 €an | v Seiect | % Ciose
8 Som || Concel I' “ Epod |+ Asd |8 Vew
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NOTE

~ If the committee/council member is not a lot owner, skip this step and enter their details directly onto the

committee/council member’s card

L O N E WN e

=
o

=
N

13.
14.
15.
16.
17.

18.

19.
20.

If you have selected the lot owner, their details show here, select B to view the card or

If you have selected a lot owner, you can view the lot card here

If you sync with lot owner, any changes you make to the lot card will update the committee card automatically
The lot owners name from the lot card shows here.

The salutation from the lot card shows here.

Select their committee position from the dropdown list

Use the calendar to select the date they were appointed to the committee

Use the search icon to select the lot owner that nominated the committee member here

If the committee member resigns from the committee, use the calendar to select their resignation date

. If this is a multi-schedule building and this member is a committee member for a single schedule, select the schedule

here

. Select here if they are a representative or a sub representative for the lot owner
. Select here if this person has the authority to approve supplier payments that need committee/council approval. If this

is ticked, when you are processing supplier transactions and you select that the invoice requires external approval, they
will automatically be emailed an invoice approval request.

Select here if this member receives a copy of financial documents when generating in bulk from the Reporting menu
Select here if this member receives a copy of work orders when you send them to suppliers

Select here if this member receives a copy of insurance claims when you send them to insurers

If you don’t sync with the lot owner information, you can update any of the address details for this person here

If you have synced with the lot owner, the details from their lot card show here. If not, you can update any of the
contact details for this person here

Tick their preferred delivery method for committee related correspondence (this can be different to their preferred
method of delivery for lot owner correspondence

You can record notes here that relate to the person’s committee member role.

Save

PropertylQ



Committee Member o e e

Lot: 4/4 Celia Chan 0O A | 2 View Lot Sync With Lot Owner
Name*  Celia Chan Q@ savation vs @
Position [ Secretary 0 e Appointed* 10/03/2020 o
Nominator2/2 Maria Stellino [ 2 P Resignation e
Schedule [ Moorings Standard C ¢-\ Financial Reports Recipient ="
Rep o @ :Nork Order R('ecipien.t ' [
SubRep [ nsurance Claim Recipient (¢ \@
External Approver ¥/ @
Address
Address Unit 4, 63 Cavill Avenu Suburb  SURFERS PARADISE
@ State QLbd
o Post Code 4217
Contact Details
Home Fax
Work 0 Mobile 0421 233 233

Email* mystratacustomers@g

Delivery Method

Emaill¥
Post | |
Note
@ Save *® Cancel
PropertylQ
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If you have SMS enabled on your account, you can SMS a single committee member from their committee card. Select Send
SMS

Lot:  4/4 Cella Chan Bo

Name*  Gelia Ghan Salutation  Ms

Position | ) pp 27/06/2018
Mominater £ Resignation

Schedule :) Financial Reports Recipient
Rep Work Order Reciplent 4

Insurance Claim Recipient

Sub Rep
External Approver
Addrass
Address Unit 4, 63 Cavill Avenu Suburb  SURFERS PARADISE
State awo
Post Code 4217
Contact Details
Home Fax
Work Mobile 0414 323 434

Email* mystratacustomers@g

Delivery Method
Email «
Post

Note

To Message Status Sant Created By

PropertylQ
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1. The committee member needs to have a valid mobile number

2.  Enter your SMS text

3. There’s an automatic signature applied to each text that is configured in your Settings>SMS area

4. The number of characters in your message shows here. SMS is charged in blocks of 160 characters. If your message
exceeds 160 characters but is less than 320 characters, you’ll be charged for 2 messages and so on. Some special
characters count as two characters.

5. The number of messages shows here
The estimated total cost of the message shows here
Send

Name Mobile Send to

Celia Chan 0414 323 434 L4

Message [\37Colia pis call me urgently] e

o .
+ Signature My S Co
Length: 43 ° Messages: 1 °

Estimated Message Cost: 50.08 °

| = Sendiﬂessage || ® Close |
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TRADESPEOPLE

TE
Lo
You can record the building’s preferred tradespeople here. You will still be able to select any tradespeople you want
when creating a work order, as this area is just for your information.

1. Make sure you are not in edit mode on the building card and click here to get started
2. Enter some key letters to search for the tradesperson you want
3. Select to add them

Building
- Pichoss: H
SPlanT s e Suppliers e
Manager” Training Manape: v Y
- 7l ‘Supplier Narme: Supplier Codn | Balance Tipe Suburh Bhone, Mabile ABN Compia. .
i s [ o e e —(— —
Bullding Name | 5 e Venn Handyman Sarcas VENN 5000 Handyman EPPING CAIMM M5 | AISHHED | o
Fullding Sub Typs’ il

Building Class. Townhouses
Total UOE* 0

Active @ Al Inclusive

I Settrgs I Dates I Charpess “ Financals I Buekgel I Mol

» Committse

Nama

|+Amlls.oegpe'sm|lﬂelm\megpevm |nvm|

|+ ad | o vew | v sole ity | % closs |

b Insurance

You can remove a preferred tradesperson

1. Highlight the tradesperson you want to remove
2. Click Remove Tradesperson to remove them from the list. This will not remove their supplier record from
PropertylQ.

" Address

::I:: 2—324,23, e StueetNo  [2931 | Street Name [Wie End Road
= Adoressz |

Folio* NSW ) st T I
Building Type® | Buiiding Management Commiiee ¥ P ot
Building Sub Type* Residenta .
Building Class Townhouses.
Total UOE* 40
Active W All Inclusive Fees
Debt Collection ~ # Payment Plan

[setros ] o | craves Francals | Susget | Nows | oocumens | Regeis | At | Workorers | nsuace cans | oot crances. [N

Name Traces
Soris Venn Handyman Services ] Handyman o 0413434 145
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You can print a list of all preferred tradespeople for the building by clicking on the Print button.

INSURANCE

You can record all insurance policies relating to the building here. Recording your insurance policies here creates entries in your
diary so you won’t miss any policies expiring. This information is also utilised when you process an insurance claim. For full
details about insurance claims, see the manual “Insurance Claims”

Any existing insurance policies will show here. Click on the policy to highlight it, and then double click to open it
You can enter the latest insurance valuation amount and the date of the latest Insurance Valuation here

You can add insurance valuer suppliers here - click on the search icon to search for a supplier.

+Add button to add a new insurance policy or

View button to view an insurance policy that you have already highlighted on the screen

vk wN e

Building | x]
Address
S/Corp* 4345 | .
Street No 2 Street Name* Dorinda Place
Manager* Anne Fluva v
Address2 | |
Folio 2 Suburb [PORT AUGUSTA | stater [sA v
Bullding Type" | Sirata M Building Name Dorinda Waters | PiCode[5232
Building Sub Type® Residential v
Building Class
Total UOE* 120 |
Active Ll All Inclusive Fees
Debt Collection # Payment Plan U
I Settings I Dates I Charges Financials I Buaget I Notes I Documents I Registers I Alerts I Work Orders I Insurance Claims I Log of Changes _
» Committee
» Tradespeople
Policy Number Insurance Company Type Renewal Date Premium
43543555 CGU Insurance o 1232017 $5,000.00

@ © [-pce T o vew

ion| $3,000,000.00] Valuer ABC Valuers L
Valuation Date  [01/052017 | Valuer Details
Name ABC Valuers Phone 102 76676777
Address101 High Street Phone 202 76676288
SYDNEY NSW 2000 Mobile 042876543
Email john@abcvaluer.com
» Investment Accounts
» Community ion / Precinct / Building M Committee

PropertylQ
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ADDING AN INSURANCE VALUER

il A

Use the search icon to search for a supplier
Enter some key letters in any of the empty boxes on the top line to refine your search
Click on the supplier you want to highlight them and then double click to select

You can also add, view, edit and select suppliers here. For full details, see the Manual “Suppliers Screen”

® Save | % Cancel

cTs” 5 P S li
¢ Bl T uppliers o e |
nager” Lea hac B
Fotr e = B [THE 16 FORLECEBTER Wby = Suppier Name Suppher Co.  Balance Troe o Suburb Phone. otk ABN Complia.. EI v
L L] Subwb  [RMLLLMEAH | I I = = El R
Bulding Trpe™  |Svata T Buding N e Sachetor Fa
Buling Sub Tyse’| Fasicertial = _:" i — T DeamScace Bchical I DEANSELEC  $1864188 ARemoraal 0308868201 81414360 B8A7EA88212 o h:
Bulang Cass  [Plabnem Adam Phumiber $352.00 Remoraist ARRAMATTA DAEIENE SIS -
Module # [ABCVauers $0.00 Valuer SYDNEY 0276676777 D42678543  S7ssemse @@ T3 Naw
e o (3] b
Tota voE* 7
TotalwtEat  [50000 s New
actren - A nchrswe
[ | oo | oo Pearcias | Buiaet | teies | Docurnems | megeen | Ao |
[+ commines
s NowF.
» Tradespecpie
P
Poicy humper Insurance Company Type /
sasann CGUInsurance [Buismommon Fropery | e
e Mow E
|55 To vew T 7 on | soest Lo ] |-
+ act | © van ||+ ot || Seoet | % Gowe | [ [ v |
+ 2o | O view
Insusance Vahston| $1.000,000.00 Vahser ABC Vaiers s o
Valuation Date (01042017 Valer Details.
Mame  ABC\aNETS Phane 102 TESTETTT
Adaress 101 g Sveet Phone 202 76676368
SYDNEY KSW 2000 Mobsle 042876543
Emad or@anivane con
» InvesmRN Accounts

PropertylQ
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ADDING AN INSURANCE POLICY

+Add to get started

T EEEE——————————————
Address

sueetno 2 Street Name® Dornca Fiace

Address 2

Subutb PORT AUGUSTA Stale” (SA v

Sulldng Ty | Siain T Busing Name Dorrcs waers PiCode 5232

Builing Sub Type" Residential

Buiking Class

S/Corp* s
Manager Amne Fuva

Folo" o

Total UOE* 120
Actve ¢ Al mctusive Foes
Debt Collection % Payment Plan

[[ssomge | oowe | cropee IR Froas | e | s | Docirans | egeses | s | eskoraen | e came | st res [

T |

» Tracespeagie

Poicy Number insurance Company Type Renewal Dae Premium

43543555 COU Insuance 1200017 5500000

-

Insurance valuation|
Valuation Date

8101 High S
SYONEY NSW 2000
Emall  john@abevaber com

v Invesiment Acceunts

b COmPU ASSOC G0N | PTELINET ASSOEaNSN | BUIING MANagement Commines

1. Enter the policy number here

2. If you have an insurance company contact, enter their name here

3. Enter the start date and end dates of the policy here

4. Enter the date you want to manage the renewal here — enter this well ahead of the actual expiry as this creates a
diary reminder for the strata manager and gives you time to ensure the policy doesn’t expire

5. The policy is active by default, but you can inactivate it if you need to

6. Use the search icon to search for an insurer.

7. Click on an insurer name to highlight them then double click to select them

8. +Add button to add a new Insurer.

9. Once you have highlighted an Insurer on the screen, View to view their details

10. Once you have highlighted an Insurer on the screen, Edit to edit their details
11. Click on an insurer name and then Select to attach that insurer to the policy

< When adding an insurer, make sure you enter an email address in the claims email section so insurance claims can be

emailed to them.

PropertylQ
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Insurer Dietails.
Policy Number* 4345

Insurance Company
Address

Suburb

State

Past Code

amh.{ "

Insurance Broker
Address
Suburb
State
Post Code
Commission
Actual: |

— )

5000, Anticipated: |

To* [ 1410872018

°‘| Period From* [15/08/2018

Renewal Date  15/07/20°

Phone 2
Fax
Email
Claims Dept Email

Phane 1
Phone 2

Email

5000

|D>-

iy Document |.n

licy Document |

Insurance Policy Document:

= | 2 select ]

Endorsement Document:

Note:

Premium Details

Premium |

5000  Date Paid

Amount Paid |
Coverage Details
+ Add Cover

PropertylQ
Buildings — Info Tab
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Company Name Phone 1
CGUlnswance | 02 8569 4521 025468 6589 02 5426 8596
AAMI

Suncorp 0398765678 Note found on the
Insurance Aliance

CHU

1300 361 263

[+ a0 | & view \\}Eu|.,s.s;e: | = close




BROKERS

Complete this section if you are using a broker.

Insurance Brokers

Click to highlight a broker and click View to view that broker’s details (or double click on the highlighted broker)

Click to highlight a broker and Select to add them to the insurance policy details (or double click on the highlighted

Broker Name Phone 1 Phone 2 Fax Note
Kinnane Insuranc 03 5264 8569 0397456523

Bennaris Insuran..

Regina Holsworthy 1300 878 989
Body Corproate B...
CRM Brokers 1300 850 494

Direct Insurance

03 9744 5264 o

Note found on the

9225 9943

[+ Asa [ @ view [ 7 £ |  seoet | 3 Gios |

S

1. Use the search icon to open the brokers list. This will show all existing brokers
2.
3. +Add to add a new broker
4. View to open and view an existing broker’s details
5. Edit to edit the details of a broker
6.
broker)

Insurance Policy

Insurer Details
Policy Number 4345 | Period From" 15082018 To* [14/08/2019
C Petrina Fenech |
A:::a:t ;aMna Fenech Renewal Date |15/07/2018
e e 5|
1 CompanyCGU | Phone 1 02 8569 4521
Address 54 Cumberland Road Phone 2 02 5468 6589
Suburb RICHMOND Fax 025426 8598
State NSW Email 1 : adend.piq
Post Code 4526 i ail 1_claimsEmail @deadend. piq
Broker: o
Insurance Broker g Phone 1
Address Phone 2
Suburb Fax
State Email
Post Code

Commission

Actual: §000/ Anticipated: $0.00
[ @ Upload Policy Document | 5 Select Policy Document |
Insurance Policy Document:
| @ Upload Endorsement H £ Select Endorsement |
Endorsement Document:
Note:
y

Premium Details
Premium $0.00 Date Paid
Amount Paid $0.00

Coverage Details

PropertylQ
Buildings — Info Tab
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Enter your actual insurance commission here.
Enter your anticipated commission here.
Click here to upload a new policy document. See section below — uploading insurance documents

A wnN e

Click here to attach a document to this policy that is already in PropertylQ. See section below — uploading insurance

documents

5. Click here to upload a new Insurance endorsement document/policy alteration document. See section below —
uploading insurance documents

6. Click here to attach an endorsement document to this policy that you have already attached to PropertylQ. See

section below — uploading insurance documents

7. Enter the amount of the premium shown on the insurance policy documents here
Enter the date the premium was paid here

9. Enter the actual amount of premium paid here e.g. if you are paying in monthly instalments you can enter the
amounts here.

10. Add Cover to add details of cover

Insurer Details
Policy Number*(4335 | Period From* [ot/o8/2018 | To* [3ti07/2019 |

Contact |Lila Pertone |
Renewal Date |01/07/2018
Active 54}
Insurer: *CGU Insurance p |
Insurance CompanyCGU Insurance Phone 1 02 8569 4521
Address 54 Cumberland Road Phone 2 02 5468 6589
Suburb RICHMOND Fax 02 5426 8596
State NSW Email 1_email@deadend piq
Post Code 4576 Claims Dept Email 1_claimsEmail@deadend pig

Broker: Kinnane Insurance Broke o

Insurance Broker Kinnane Insurance Brokers Phone 103 5264 3569

Address 762 The Plaza Phone 203 9745 6523
Address Line 2 Fax 03 9744 5264
Address line 3 Email 1_email@deadend. pig

Suburb FITZROY

State vIC

Post Code 3256 o

Commission S o
Actual: | $500.00] Anticipated: | $500.00]

| @ Upload Policy Document ” B Select Policy Document | o
Insurance Policy Document: T

| @ Upload Endorsement ” £ Select Endorsement | o

Endorsement Document:

Note:

Premium Details

Premium e $25.000.00]  Date Paid [16/07/2018 e
Amount Paid o $25,000.00]

Coverage Details

+ Add Cover o @
B Save ® Cancel

PropertylQ
Buildings — Info Tab
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ADDING INSURANCE COVER

Choose the type of cover from the dropdown list

Enter the sum insured

Enter the amount of weekly premium payable (if paid weekly)

Enter the amount of excess payable if you make a claim

Enter any additional notes here

You can delete the cover here (This does not delete the whole policy, just this area of cover)
Save

N oy sEwN e

Coverage Details
Type* Building/Common Property o * |Sum Insured $4,500,000.00 e
Excess $1,000.00 °
Weekly 50.00 o z
Note Includes whole plan S

+ Add Cover re e o

| @ Delete " B Save ”  Cancel |

NOTE

You will not be able to process an insurance claim on a policy unless it has Building/Common property cover
attached to it.

UPLOADING INSURANCE DOCUMENTS

Click on upload policy documents or upload endorsement to attach a document that is saved on your computer but not yet
uploaded into PropertylQ. If you have already added the policy document or endorsement document to PropertylQ, you can
click select policy document to search for it.

[—r— B

Insurer Detats

Policy Number| 43523555 Period From" (12042017 o1
s Py Organize » MNew folder
= : Renewal Date (120372017
e CoUmrmes 5 477 Favorites Documents library
s ey & Downloads Insurance Documents
Suburb Fax
o R B Deskop =
o Claims Dopt K = Endorsement
Email ¢@ OneDrive - Property :
® ! Insurance event pop up
&P Sync i
N ¢ ™1 Insurance policy - SP 45644

Phone 2
Fax

E R t Pl
e "1 Insurance policy 14 Smith 5t

Email  regna@nolsworthy com au

Post Code

Commassion
Actuat S40000  Anticipated:

@ Upioad Poicy Document | 2 Select Poicy

Insurance Policy Document:
@ Upioad Endorsement
Endorsement Document: Endorsement PNG

Premium Detais
Premium 500000 Date Pald (020772017
$5.000 00

PropertylQ
Buildings — Info Tab
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NOTE ABOUT INACTIVE INSURERS

You can inactivate insurers, but to prevent you from activating insurers that are already attached to an insurance policy,
you will receive this warning if you try to inactivate an insurer that is attached to any policies.

1 building is linked to this insurer:
(i . 270976 - Moorings on Cavill
Are you sure you want to deactivate this insurer?

If you edit and then try to save an Insurance policy that is attached to an inactive insurer, you will receive the following
warning:

o The Insurer is not active.

Are you sure you wish to save this policy with an
inactive insurer?

PropertylQ

Buildings — Info Tab
10.03.2020
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INVESTMENT ACCOUNTS

Some buildings have separate investment bank accounts, where they transfer some of the funds they don’t need for immediate
use to earn interest. C

lick on +Add Investment Account to get started

1. +Add Investment Account
To search for an existing investment account, enter some key letters here to refine your search

3. +Add to add a new investment account. The permission to add or edit bank accounts is usually restricted to the roles of
Administrator and Accounts, but roles may be customised in your company.

4. To view or edit the details of an account, highlight the bank account you are looking for and click View

5. To select a bank account, highlight the account you want and then click Select (or double click on the account you want

g ]
S/Plan* 283423 e
SweetMo 2931 Street Name® [Mile End Road Bank Accounts
Manager’
Address 2
Foto o Bank Accounts
Building Type* Strata Building Morada Place | | Account M:o BSB Account Mo | Admin Balan. . | Sinking Bala Balance
Building Sub Type™ Resdent B | ]\,u ) I
Building Class  Townhouses ownersof 5. 185-300 00010001 5000 5000 5000
Total UOE® 40 SP 16 182222 784512963 $2.515.00 $0.00 $2.515.00
Active ’ AllInchusive Addtional ac . 011-234 124576587 5000 5000 5000
SPT3074 A 182-222 434345444 $20,000 00 $30.000 00 $50,000 00
I Settings l Dates I Charges Financials I Budget I Notes. I Documents I Regsters ly{
+ Commities /
+ Tradespeople /

» Insurance i

Account Name Account No. BSB

o e | o [

PropertylQ
Buildings — Info Tab
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COMMUNITY ASSOCIATIONS, PRECINCT ASSOCIATIONS AND BUILDING MANAGEMENT COMMITTEES

These are the organisations that sit above an individual strata scheme (and usually incorporate a number of strata schemes.)

The information entered here merges onto an information certificate. The building you manage may have to pay levies to these

organisations for items that affect the whole of the precinct, for example swimming pool expenses for a pool that services a

number of strata plans.

Enter the name of the association/committee

Enter the address of the association/committee
Enter the date the association/committee levies
Enter the date levies due to the association/com

Enter any amounts that have been paid in credit
You can enter the details of any levies due here

L 0 N U WN R

Save

Select the type of association/committee you want to enter

were determined
mittee are paid to

Enter the amount of any arrears owed to the association/committee

(advance) to the association/committee

S/Plan* 283423 | fodress ﬁ

| state' [nsw+ =

SweetNo 2931 |  Street Name"|Mile End Road
Manager” Training Manager ’ Address 2
Folio® NSW » Suburb ROUSE HILL
Building Type* Strata N Building Name Morada Place

A\

Building Sub Type’| Residential

Building Management Committee u i

Name of Building Management Committee” |Rouse Hill Residential Precinct o

Building Class Townhouses | o
Total UOE* 40—| Address for service of notices PO Box 245 ROUSE HILL NSW 2155 ]
Active v All Inclusive Date Determined |01/10/2016 Paid To |01103f2017 o
Current Arrears W Current Credit 'W‘ o
I Settings I Dates I Charges [BLCHN Financials I Budget I Notes I Doclnerts I Registers I - v
Period From Pericd To Due Date Admin Capital Works
» Committee e

» Tradespeople

» Insurance

» Investment Accounts

~ Community Association / Precinct Association / Building Management Committee

Type

Name

—

+ Add Community Association H + Add Precinct Association " # Add Building Management Committee

Building Management Committes

Name of Building Management Committee®

Address for service of notices
Date Determined |01/10/2016
Current Arrears $0.00

Last Updated 30V01/2017 - 2:20 pm

Rouse Hill Residential Precinct |
PO Box 245 ROUSE HILL NSW 2155 |
Paid To
Current Credit

Period From Period To

Due Date Admin Capital Works

I 13207 1/6/2017

13207

$5,000.00 $3,000.00

PropertylQ
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