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INTRODUCTION TO THE DIARY 

The Diary in PropertyIQ allows you to plan your day, week and month.  When you create a meeting, enter an insurance expiry, 

an instalment due date or any other important event, it will automatically appear in the diary. You can view your whole team’s 

events or filter down to view an individual’s events or even just the events for a particular building.  Property IQ also creates 

“pop up” reminders for your own events to ensure you don’t miss anything important.  You can add events to the calendar 

manually too. 

GETTING STARTED 

To access the diary, go to   and select Diary. 

 

If you would like the diary to open whenever you log onto PropertyIQ, you can set the diary page as your homepage in 

your browser 
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Items in the diary are colour coded by type: 

Building End of Financial Year      Building Next AGM                                        

Building Instalment Due       Manually created (ad hoc) 

Work order estimated completion     Insurance Renewal Due  

Building Custom dates               Building Agreement End 

Contract Termination      Work order tenders close  

Meeting 

 

 When you open the diary the default view will show you all types of tasks for all users.  You can filter the view. 

1. Use the drop down menu to filter type of tasks you want to view.  These task types are pre-set in PropertyIQ Strata 

 

2. Use the dropdown menu  to filter by folio 

3. Use the dropdown menu to filter by user 

4. Use the dropdown menu to filter by building 

5. Tick to include inactive buildings 

6. Click Print to create a PDF.  After you click Print you will be able to filter again 

7. Use the << and >> arrows to move forward or backwards by year.  Use the < and > to move forward or backward by 

month if you are in the month view, forward or backward by week if you are in the week view or forward or backward 

by day if you are in the day view. 

8. Month view is the default but you can click here to view Week or Day  
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SIDE BAR DAILY VIEW 

There is also a day view attached to your work centre.  Use the arrow to slide it open or close the view. 
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VIEWING AN ITEM ALREADY IN THE DIARY 

 

1. Click on the event to open it 

2. Click on View Building to open the building card for the associated building 

3. Click Done when finished 

4. If you are in a view that includes other users you will be able to see their events.  If the event you clicked on is not one 

of yours, you can click to add it to your events.  Once an event is showing as one of yours you will also have the option 

to Remove from My Events. 

 

VIEWING AN EVENT FROM THE POP UP ON THE SCREEN 
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Events that have a reminder attached to them or events that are due or overdue will pop up on your screen.  You can view the 

event from the pop up.   

Click on View Event on the pop up  

 

 

You will only receive pop up reminders for your own events. You can click on to remove them from your own calendar.  Pop 

up reminders contain a link to the event or building they relate to. 
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The View Contract Register button view opens the contract information and allows you to allows you to view and edit the 

contract if you need to 

 

CREATING A NEW EVENT 

1. From the Diary screen, click on the day that you want to create an event for 

2. Enter summary details – this is what you will see when you view the calendar later 

3. Enter more details – this is what you will see when you click to open the event 

4. By default, the event will be ticked as an All Day Event.  Click to untick if you want to allocate a time 
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5. Once you untick the All Day box you will be able to set the start and end time 

 
6. If the event relates to a building, click on the search icon to find the appropriate building 

7. If the event relates to a lot owner, click on the search icon to find the appropriate lot owner 

8. If the event relates to a Supplier, click on the  search icon to find the appropriate supplier 

9. Click on New Reminder to set a warning reminder.  This creates a pop up that will appear on your screen at the 

time period you nominate.  You can create as many reminders as you want by clicking +New Reminder.  You can 

delete the reminder by clicking on the Remove button 

10. Click Save when you are ready 
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