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INTRODUCTION TO DEBTORS 
 
In PropertyIQ debtor are defined as any entity  that needs to pay money to the Building and is not a lot owner paying their usual 
Debtors can be companies or individuals.  Examples of debtors are telecomunication towers on a building that pay rent, 
billboards on a building that pay rent to the building, or a tenant that pays for a swipe card and the income is received by the 
building.    
 
 

GETTING STARTED 

Go to  and select Debtors 
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THE DEBTORS SCREEN 

By default, the debtors screen shows all your active debtors. 

1. You can type some key letters in any of the empty boxes on the top line to refine your search 

2. Select a Debtor and double click to open the Debtor’s card 

3. Add Mailing Labels to add mailing labels for any selected Debtors on the screen. 

4. +Add to add a new Debtor  

5. View to view a Debtor you have highlighted on the screen 
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ADD A NEW DEBTOR 

1. Click on  +Add to start adding a new debtor 

2. Type the name of the debtor here (required) 

3. Type a code for the debtor here. (required) 

4. Type the debtor’s ABN here if they have one 

5. Tick the GST registered box if the debtor is registered for GST 

6. The new debtor will be Active by default, but if you deactivate a debtor later the Active box won’t be ticked 

7. Type the Debtor’s licence number here (if applicable) 

8. Type the address details here 

9. Type the phone, mobile and fax details here 

10. The balance field shows the debtors balance.  A new debtor will always have a zero balance 

11. Enter a contact name, if applicable 

12. Enter an accounts email here.   

13. This is the date of the last invoice for this debtor.  A new debtor will not have anything showing in this field 

14. This is the date of the last statement for this debtor.  A new debtor will not have anything showing in this field. 

When you add a new debtor, the delivery tab is defaulted 

15.  Select Email or Post (or both) to select an invoice delivery method 

16.  Type an email address for invoices to be sent to – this is required if you select to send invoices by email. Type a postal   

address for invoices to be sent by mail  - this is required if you select to send invoices by post. 

17. Save when you are ready. 
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LEDGER TAB 

The ledger tab shows all transactions for the Debtor 

1. Select the ledger tab 

2. You can refine the ledger to view transactions for a single building by clicking on the search icon to search for a single 

building 

3. Select from the dropdown list to filter by status. The choices are: 

i. Pending (Invoice) 

ii. Paid (Invoice) 

iii. Receipt 

4. You can refine the view by date range 

5. You can refine by reference number (auto-allocated when the item was created)  

6. If you have refined your screen you can select Search to search for items that fit your search criteria 

7. Select Debtor Report to generate detailed debtor reports.  See Debtor Report  below for instructions 

8. The date the item was created shows in this column 

9. The type of items shows in this column. I.E. invoice, payment etc. 

10. The system-generated reference shows in this column 

11. The building the items relates to shows in this column 

12. The details of the item show in this column 

13. The status of the item shows in this column. I.E. paid, pending 

14. The total amount of the item shows in this column 

15. If all or part of the line item has been paid, the amount paid shows in this column  

16. The balance for each line item shows in this column (the amount they owe or their credit balance) 
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You can view a line item in detail by clicking on it to highlight it and then double clicking to open the item. 

1. The building the line item relates to shows here 

2. The debtor’s identifying code shows here as entered on their debtor card 

3. The Debtor’s CRN shows here. This is automatically generated when the debtor card is created and is the identifying 

number for amounts received via .txn file processing if the debtor pays using DEFT 

4. The type – whether a credit note or an invoice shows here 

5. The date of the original transaction shows here  

6. The due date that was entered when the transaction was created shows here 

7. If the line item relates to a multi-schedule building, the selected schedule shows here 

8. The details of the line item show here 

9. The amount of the line item shows here 

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

11. The fund the item was allocated to shows here (either the admin or reserve/maintenance/capital works or sinking fund) 

12. The GST Status of the line item (GST Inclusive, exclusive or Free) shows here 

13. The total amount of the item shows here 

14. If GST is applicable, the total amount of GST shows here 

15. If there is an invoice message, it shows here 

16. Select Edit to make changes to the item 

17. Done to exit the line item. 
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DEBTOR REPORT 

The debtor report allows you to print reports for a single debtor or for all debtors. 

You can also print this report from the Reporting Menu>Debtor>Debtor Transactions Report 

 

1. Select Debtor Report 

2. By default, the report shows all details, but you can tick to select whether you want to show totals only 

3. Choose between All or a single debtor.  When you access this report from the debtor card, single is defaulted and the 

current debtor is selected 

4. The current debtor shows here, but you use the search icon to search for a single debtor 

5. If you have selected All Debtors and you use Utility Debtor Invoicing, you can choose the debtor type.  The choices are:  
i. Utility Debtors  

ii. Non Utility Debtors 

6. By default, debtors associated with all buildings are selected but you can select a single strata plan or OC 

7. If you select a single strata plan (building) use the search icon to search for the building you want 

8. If you have selected a single building, you can select the schedule the transactions are allocated to 

9. By default, debtors associated with all buildings are selected but you can select debtors with transactions relating to a 

single manager 

10. If select single manager, use the search icon to search for the manager you want 

11. All folios are selected by default, but if you use folios you can select a single folio that transactions are allocated to 

12. Select the Report type. Note: if you choose the ledger report it is similar to the audit trail report but includes opening 

and closing balances for each debtor 

13. Enter a date range 

14. Choose the grouping (print order) for your report whether by Building-Debtor or by Debtor 

15. Generate creates a job in the job centre on the right of your screen. See below  
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When the job is completed you can click on the PDF from the job centre on the right of your screen to open your report 
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The report looks something like this: 

 

NOTES TAB 

1. Click on the Notes tab to add, view or edit notes 

2. Click +Add to add a new note 

3. Enter a name for the note 

4. Enter details (optional) 

5. Select completed if you just want to record a completed action or note.  Select pending if you want to create a diary 

reminder 

6. Click in the reminder box to open the calendar and select a date and time for the note to appear in the diary 

7. Save 

8. Click on an existing note and click view to open and view/edit the note 

9. Print to create a PDF document showing all notes for the debtor 
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DOCUMENTS TAB 

The Documents tab holds all documents relating to the Debtor – including invoices, receipts and statements. 

1. Select a date range to search for documents 

2. You can filter your view by document type 

3. Highlight a document you want to view 

4. View Doc to open the document in a new tab in PDF format 

5. Email to email the document (see below) 

6. Print to open the document in a new tab in PDF format 

7. Download to download a copy to your computer 

8. Delete to delete the document from PropertyIQ 
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ALERTS TAB 

PropertyIQ  allows you to set alerts in a number of areas that can either warn you or stop you from continuing with a task once 

the alert is triggered.   

1. Enter the text you want to show when the Alert is triggered. 

2. A new Alert will be active by default, but you can untick later if you want to inactivate it 

3. You can set the Alert to prevent the operator from continuing once the Alert is triggered 

4. Select the context in which you want the alert to show – for a debtor there is only one choice – when opening the 

debtor card 

5. Select the icon you want to show when the alert is triggered 

6. Test Alert to see how your new alert will look 

7. Save when you are ready 
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