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Incoming and outgoing emails
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INTRODUCTION TO EMAILING

PropertylQ automatically records and stores any emails that you generate from within PropertylQ — called Outgoing

emails. PropertylQ also allows you to save records of the emails you receive outside PropertylQ — called Incoming

emails.

Incoming and outgoing emails can be attached to the records of the lot owner, building or supplier that they relate

to.

CONFIGURING OUTGOING EMAILS

You can usually find your mail server settings from the settings area of your email account.

1. The default view is global settings. If you use folios, you can select a folio from the list to set up different mail
server settings if the folio uses another mail server

2. Your outgoing mail server URL shows here

3. The port number shows here

4. Your authentication method is selected from the dropdown list here

5. Your authentication protocol is selected from the dropdown list here

6. Your email account username shows here

7. Your email account password is entered here

8. Realmis only needed if you use the authentication method NTLM. Your implementation manager will advise if this
is needed

9. Workstation is only needed if you use the authentication method NTLM. Your implementation manager will advise
if this is needed

10. Your sender details are entered here

11. This is the email address emails are sent from and will show in the “from” field of the email

12. This is the email address you want replies to go to. If a recipient replies to an email you have sent it will be sent to
this address. There are alternative “reply to” options for some email types. These can be set from the Templates
menu>Standard Email Templates

13. Select this option to mark your emails as bulk notifications to reduce the possibility of them being categorised as
spam by the recipient’s email server. Click on What Does this Mean to see this explanation:

14. Enter the maximum number of recipients per emailThis is often 500 for applications like outlook. If you're sending
an email to more than the specified number of recipients, PropertylQ will automatically create multiple duplicate
emails.

15. Hover your mouse over the question mark for an explanation

16. Enter an email address and then click send test email to trigger a test email
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CONFIGURING INCOMING EMAILS

GETTING STARTED

The first step is to ask your email server administrator to create a new imap (pop addresses are not compatible with
this feature) email address on your email server that will not be used by staff members (PropertylQ will clear the
inbox each time it connects)

Once the address had been created you will need to know the following details to proceed with setting up incoming
emails:

e Email address
e Email username
e Email password (note: an application password may be required to allow PropertylQ to connect and make

changes)
e imap url
e port

We suggest that you create an email address named something like strata-import@(yourcompanyname.com.au)

Now, go to and select Settings

1. Select Mail Server Settings
2. Select Incoming Email
3. Select Add
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Settings o

10.

11.

Give the mail box a name you will remember

Enter the email address you created in step 1 above. We recommend that you tick the “Please verify
settings with Test Connection” This allows you to test your settings before enabling them.

Type the details of your company’s incoming mail server. (Your own IT support can help you with this if
you need it)

Enter the port number (Your own IT support can help you with this if you need it)

Select the server type from the dropdown list (Your own IT Support can help you with this if you need it)
Select the security type from the dropdown list (Your own IT Support can help you with this if you need
it)

Type the username here (usually the same as the mail address)

Type the password for the email address here

From the dropdown list, choose what you want to happen to emails once they are downloaded to
PropertylQ. The choices are:

i. Move to Folder (recommended). When Property IQ has successfully downloaded the email,
the email will be moved from the inbox (on your mail server) into the folder (on your mail
server) specified below. This is so Property IQ knows that the email has been imported and
won’t re-import the same email again. You can enter the folder name below, and if the
folder you enter doesn’t exist on your mail server, PropertylQ will try to automatically create
the folder for you when you click ‘Test Connection’.

ii. Delete from Server — If this option is selected, after Property IQ has successfully downloaded
the email, it will delete the email from your mail server. (This option is not recommended
and we suggest only using this if you have very limited space on your mail server.)

A better approach if you have limited space on your mail server is to use the option Move to
Folder, but every month rename the folder to something like “PIQ-Processed-Jan-2019”, and
then “PIQ-Processed-Feb-2019”. And then you can delete/ archive older folders from your
mail server when you run low on space.
If you selected move to a folder, you will need to provide the name of the folder (or use the default of
PIQ-Processed) Any emails that have been imported by PropertylQ will be moved to that folder.
Regardless of what option you select from the dropdown list, you will also need to provide a folder name
(or use the default of PIQ-Failed) that will be used by Property IQ to move any emails that it cannot
import into the application. For example, if an email has an attachment that is too large to be imported
in to Property 1Q, it will be moved into this folder.
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12. Test Connection to test whether your details are valid, and also to create the folders (specified above) on
your mail server.

If your credentials are valid you will see this message:

Connection Successful

@

Close

If your credentials are invalid the pop-up will show you what the problem is:

Connection Failed

(i Connection error: No such host as

mail.mystrataco.com.au

Close

13. Delete to delete the connection

14. If your credentials are valid — select Activate to complete setting up the credentials
15. If you have made any changes you want to keep, Save before you exit

16. Cancel to cancel any changes you have made and exit the screen
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Incoming Email Box m

Mailbox Name®  |Email imports o |

Active Flease verify settings with 'Test connection’ to unlock this

Mail Address® |strata-import@mystrataco.com.au

Incoming Mail Server

URL* |mai l.mystrataco.com.au e |
Port* CEE o |
Server Type

Security Type | SSUTLS 7| .--"‘" e

Username* |strata-|mp0rts@myshatacc.com.au o |

veeeeerene o |

After Mave to folder v o

Downloading
Emails

Move Processed |F'IQ-Processed |
To Folder N

Password*

Move Failed To |PIQ-Failed |
Folder®

‘Warning: Please do not use a personal address. It is recommended that you use a
dedicated addrass (2.9 strata-import@company.com }as the emails will eithar be moved
from the Inbox or deleted from the mail s=rver (depending on your selected setting ~hove).

‘ ra Test\:ﬁﬁne{:tion ” ﬁ;DeIéte ” n Activate ” A Save | 8\Calf'1t3| ‘
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VIEWING AND EDITING AN EXISTING INCOMING EMAIL BOX

1. Select the incoming email box you want to view or edit
2. Edit

PropertylQ Strata r-. [E]wr. E]:mm—-n; @«q r-w- nians @
Settings

Active | Inactve
a Name Host Aodress Emai Address Last Comection Status Last Connection Trme
]| | | I [ |
[ gmal test a0 g com POEmETEsI@gmal Com Ok 24052018 - 1133 am
#  Emailmoorts o {wm.mn ] Strata-mpon@mystrataco.comay

1. Enter any changes you want to make
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2. Test connection to test the new settings
3. Save when you are ready

Incoming Email Box

Mailbox Name*  |Email imperts | |

Active Please verify settings with 'Test connaction’ to unlock this
Mail Address*  [strata-import@mystrataco.com au |

Incoming Mail Server
URL* |mail mystrataca com.au |

Port* o2 |

Server Type o

Security Type SS5LTLS v

Username™ |strata-imports@mys1ratacc.com.au |
Password* [— |
After IMove to folder r

Downloading

Emails

Move Processed |PIQ-Processed |
To Folder*

Move Failed To |PIQ-Failed |
Folder®

‘Warning: Flease do not use a personal address. It is recommendead that you use a
dedicated address (-, crata-import@company.com Jas the emails 'y er be moved
from the Inbox or ¢ e ym the mail server (depending on your s efting above).

Bt o —

| # Test Connection || w Delete " 1 Activate || A Save ” ® Cancel
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INCOMING EMAIL TYPES

Incoming email types are managed in your Settings>Application Settings tab
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1. Existing types you have created show here
2. Add type here
3. View and edit a type here

Incoming Email Types

Mame

Woting Sheet
Proxy o
Mo

Repairs and Mainienance

| & Add Type " O View Type |

ADD INCOMING EMAIL TYPE

1. Add Type
2. Enter a name for the document type
3. Save

Incoming Email Types |
- e Incoming Email Type ﬂ

MName

Voting Sheet Hame"|Namlnal|un g |

Proxy \lmﬂ ® Cancel

Repairs and Maintenance

e
- - T
| + Add Type " O View Type & - - - -
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EDIT AN EXISTING INCOMING EMAIL TYPE

1. Select the item you want to edit
2. View Type

Incoming Email Types

Mame

Lots

Repairs and Maintenance

Building Carrespondence

A4

+ Add Type O View Type

1. Edit

Incoming Email Types 8| Incoming Email Type m

MName
Name*|Lct OWNer cormespondence |
Lot owner correspondence -
Repairs and Maintenance | # Edit " + Done |

Building Correspondence

+ Add Type ” O View Type

PropertylQ
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1. Enter your changes
2. Save

Incoming Email Types Incoming Email Type o u

Mame
Name’”|Lot owner carrespandence] \"/[ e
S

Repairs and Maintenance | m Delete ” B Save ” ® Cancel ‘

Lot owner correspondence

Building Correspondence

+ Add Type u 0 View Type

EMAIL LOGS

The email logs record all incoming emails received from the specified email you set up and all outgoing emails sent
from the program.

To get started, go to Utilities and select Emailing.

PrOperty'Q Strata @ File @ To Do @ Processing Billing End of Period Utilities @ Log Out

© Help

% Control Panel

y | Terms & C
(’ Audit Trail

|| Emailing

@ Mailing Labels

@ Motions Library

(@) Security
Settings

NOTE

/

= There is a Resend button on each emailing screen. This is a placeholder for future development, it doesn’t
currently function.
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OUTGOING EMAILS

The Outgoing Email tab is the default tab.

Gumeriy Logged In

Proper‘tyIQ Strata File @ ToDo @ Processing @ Billing End of Period Utiliies: @ Log Out Role: :::::)l:vn

(s
From [16/032018  |To 18042018 m Sent m
=] T cc Bice Subject SiPian Status Created By Sent Created +
T ronit sachdevaéBa+onner2@gmail... Mesting Natice 596962 Sent ams 190312018 - 253 pm 1900372013 - 2:53 pm -
[ ronit sachdevaggaeonner3@gmail... Mesting Natice 826060 Sent ams 190312018 - 2.53 pm 194032018 - 253 pm
! rohit sachdevaBi3+ownerd@gmail Meeting Natice BOB0E0 Sent ams 19/03/2018 - 2.53 pm 1940372018 - 253 pm
[0 ronit sachdevagsa+onmers@gmail S/Pian 608060 Lot 105 - Special . 606060 Sent ams 160312013 - 1247 pm 10032013 - 12:47 pm

1. The default view is to see all emails for the past month. Click on the boxes to open the calendar and select a
date range to filter your view.

2. The default view is to emails that were sent successfully but you can click on the tabs to sort your view to All
or Error

3. Click on a column heading to sort your view by column heading

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

5. Click on the boxes on the left of your screen to highlight individual emails or click in the box on the top line
to select All

6. Click on anitem to highlight and then double click or

7. Select View button at the bottom of the screen

Cumently Logoed in sa° Bells Carstss
R

PropertyIQ Strata @ Fie @ ToDo @ Processing @ Biling End of Period Utities. @ Log Out

= Outgoing Emails

From (011082017 |70 2010472018 e g g

Ow, o Ce - B Subject CcIs. Status Created By Sent Created +

il 5 i i ) ] ] \

By~ e ———— ~ C.TS. 89756895 Lok 2- Final Noiice  B9756805 Sent ams 161042018 - 11:38 am 16042018 - 1138 am -
mystrataclientsgagmail com CTS:TEST1lot 4-Final Notice  TEST 1 Sent ams 6MAR01E- 1138 3m 6042018 - 1138 am

O mystratachents@omail com ~ CTS:TEST1Lot2-FinalNotce  TEST1 Sent ams 16042018 - 11:38 am 6042018 - 11:38 am
TEOECCAD@PIOpENTyI COM Ay C TS 86756695 Lot 1- Final Notce 89756805 E ams 16042018 - 11:38 am 16042018 - 11:38 am
steghanieb@gropertyia com.au CTS. 10453 Lot 5-FinalNofice 10453 Sent ams 16042018 - 1138 am 18042018 - 1138 am

O rickis@oropertyiq com au CTS: 12377 Lot 3-Final Notke 12377 Sent ams 1642018 - 11:38 am 160472013 - 11:38 am
jecka@propertyiq com.au CTS: 621345 Lot 1-FinalNosce 621345 Sent ams 180472018 - 11:38 am 16042018 - 1138 am
nickis@propertyiq com.au CTS: 12376 Lot 1-FinalNofice 12376 Sant ams EOAD01E - 11:38 am 604213 - 11:38 am

O nickis@ompertyigcomau CTS: 12376 Lot 4 - Final Notke 12378 Sent ams 16042018 - 1:38 am 160042018 - 1138 am
nickis@propertyiq com au CTS: 12377 Lot 1-Final Noice 12377 Sent ams 16042018~ 11:38 3m 6042018 - 1138 am

O reveccan@orcpentyia com.au CTS. 78560425 Lot 1-LegalNoL. 78560425 Sent ams 16042018 - 11:38 am 16042018 - 11:33 am

D ronesgpropetyi.com.au C TS 68898 Lor 3-Legal Notce 68999 Sent ams 1642018 - 11:38 am 16042018 - 11:38 am
gleng@propertyig.com au CTS: 42124 Lot §5-LegalNotice 421234 Sent ams 16042018 - 11:38 am 16042018 - 1138 am

O ronds@properyia.com.au CTS: 18421 Lot 2- Lagal Notice 18421 Sent ams G408 - 11:38 am B/0472013 - 11:38 am

O jackdsbinsonggmail comau CTS 6545Lot 1-LegalNotice 6545 Sent ams 1642018 - 11:38 am 16042013 - 1133 am
rebeccap@propertyiq comau CTS&: 100BLot 2-LegaiNotice 1008 Sent ams E04D01E - 1138 am BA42D1E - 1138 am

D rebeccap@oropertyiq com.au CTS.100BLot 3-LegalNotice 1003 Sent ams 1642018 - 11:38 am 16042018 - 1138 am
arake@yahod Com au CTS.: 18421 Lot 1 - Legal Notice 18421 Sent ams 160472018 - 11:38 am 16/042018 - 11:38 am o -

1 seecied
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1. The details of the email show here

2. Select the Additional accordion to see more details

3. Click on the Attachments accordion to see any attachments here — click on the download button to
download a PDF copy of the attachment

PropertylQ Strata

rom | 11/08/2017 To

o ) o) o o o O | o o o

o g/ s|g|e

fayep@oropertyia.com.au
mystatacustomers@gmail com

mystratachient
robit sachdevasaag@omai com

rohit sachdevaai@gmail. com
FONiL $3NeVaBIS@gMai. com
ronits@propertyio com au

ronit sachdevasss@hotmail com
ronit sachdeva6aa@gmai com
ronit sachevaEaa@gmai.com
FONILSCIKBVAGES@Natmail com
Ll rohit sachdevaS8s@yanoo com
rohits@propertyiq com au
kanav@gmail com
TONITS@DrODarnyia. com.au

Fonit sacdevacas@gma com
rohit schdevaBa3@hotmail com
rohit sachdevafiigiyahoo com
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The body of the email shows here.

pio@test com.au
TONS@EOpANAg. cam au
10102017 - 142 pm

= Altachments
Annual Levy Notce - 2018 paf

Pleass find attached for your records your Gwners Corparation notice of contributions for the next budget year.

Regards

Regina Holsworthy

10H0/2017 - 1:42 pm
Subject Annual Levy Nolice
To fayeg@propertyiq com.au

do nat call Tymaline with administration queries or you moay be chorged an admin fee.)

au

Sent Created ~
[ ]
02017 - 1:42 pm 101102017 - 1:42 2
DHD/DT - 1:42 pm 10102017 - 1:42 pm
1002017 - 1:42pm 101102017 - 1:42 pm
DRHOZ0T - 11:14 3m 09MD2017 - #1:14 am
DEADZT - 10:58 3m OSIN2017 - 1052 am
DE02017 - 644 pm 06102017 - 6:44 o
DBHDIZ01T - 5:44 pm 061102017 - 6:44 pm
DBHD201T - 6:44 pm 061102017 - E:44 pm
DBHOZ0T - 6:4d pm 061072017 - &:44 pm
DEND2017 - 6:44 g 06/10/2017 - .44 o
06102077 - 644 pm 061102017 - 6:44 o
DBHDIZ01T - 6:44 pm 0611002017 - E:44 pm
DRHD201T - 6:44 pm 061072017 - 8:44 pm
DEHOZT - 6:4d pm 061072017 - .44 pm
DEMD2017 - 644 g 06/10/2017 - 6:44 pm
0GH02017 - 4:225m 06102017 - 4:22 pm
0BHD201T - 4:22pm 0611072017 - 4:22 pm
DRHD0T - 4:22 pm 0612017 - 422 pm -




INCOMING EMAILS

10.

11.

12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.

26.

27.

Select the incoming emails tab

The date range defaults to the past month, but you can enter any date range you want

If you have more than one mailbox in the outgoing email settings, you can click on the drop-down list to
select the mailbox you want to view

The status defaults to Read but you can click on the dropdown list to view emails with other statuses. The

choices are:

i. Al

ii. Read

iii. Unread
You can type some key letters in the box to search for an email(s) that contains a specific subject or text
The Allocation status defaults to All but you can click on the dropdown list to view emails with other

allocation statuses. The choices are:
i Al
ii. Allocated
iii. Unallocated

The Allocated By status defaults to all but you can click on the dropdown list to view emails that have been
allocated by an individual user

Folio defaults to All but you can click on the dropdown list to view emails relating to buildings managed by
an individual folio

The manager defaults to All but you can click on the dropdown list to view emails relating to buildings
managed by an individual user.

When you have finished entering your search criteria, click Search/Refresh to view emails that fit your
criteria on the screen.

Check now to search for new emails that haven’t yet been allocated. = PropertylQ doesn’t show any new
emails automatically. After you click Check Now, you need to Search/refresh to view any new emails.
Click on the boxes on the left to select a single email or click on the box at the top left to select all emails on

the screen

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

Emails that have not been read show in bold. The email from address shows in this column

The email subject shows in this column

If the email has been allocated to a building, the strata plan number shows in this column.

If the email has been allocated to a lot, the lot number shows in this column

If the email has been allocated to a supplier, their name shows in this column

If the email has been allocated to a debtor, their name shows in this column

The number of attachments to the email shows in this column

The date and time the email was received shows here

The date and time the email was allocated shows here

If you have allocated a type to the email, it shows in this column

Hover your mouse over the question mark to see the rules for email auto allocation. (see full instructions
below — “How to use auto-allocation to allocate incoming emails”)

Select Run Auto-allocate if you want PropertylQ to allocate the selected emails for you. You need to have
specific information in the subject line of the email for the auto-allocation to work.

Click on the Allocate button to allocate selected emails manually (see full instructions below — “How to
allocate emails manually”)

Click on the View button to view the detail of an email (see full instructions below — “Viewing the details of
an email”)



Utilities

PropertylQ Strata (B (@) woo (] processes  §) oino

End of Period @ Reporting

e @ Log Out

B (I | — | I L— T I

| Faye Goodman <fayea@roper Q) | Resars to our ceiing - QD sacneior ) () () ® @  onwi-ssn () g

() Property IO <rohts@gropertyiq.com.... | Financial reports - The Bachelor Pad. . 1 = 2 0511212018 - 8:07 pm 051272018 - 843 pm Repairs and Maintenance
a Property IQ £om. Minutes - sP90 99 1 05i12/2018 - 8.07 pm 051212018 - 8:44 pm Building Cofespondence
O Property 10 “rohits@propertyiq com. FWD: Remittance Advice Jonos Maintainance 1 0512/2018 - 8:00 pm 051272018 - 3:43 pm Repairs and Mainlenance
[ Property G2 <rohits@propertyiq com. ... | FWD: &/Ptan: 161618 Lot 1- Specia.. | 181618 1 1 0511212018 - 7:57 pm 0511212018 - 8:43 pm Lot gwner camespondence
a Property IQ srohits@propertyiq com. FWD: Debior Statement Big Bilboards 1 051212018 - 7:57 pm 05/122018 - 3:47 pm Repairs and Maintenance
@ progeny 0 <pia@iestcom.aus SiPlan: 555 Lot 501 - Special Notce... | 555 1 21108/2018 - 4:44 pm 051212018 - 321 pM

O Propenty IQ <pin@test com.au> FWD: S/Pian: 555 Lot 503 - Special .. 1 2110872018 - 4:37 pm

1 selected of & rows. [2:] g Q

?[ @ Run auo-aiocate || # wiocats | @ view |
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HOW TO ALLOCATE EMAILS MANUALLY

When you click on the allocate button you will see the option to allocate an email you have selected on the screen to
a Building, Lot, Supplier or Debtor.

To allocate to a Building

Select Allocate

e s

PropertylQ Strata o (@) oo

Highlight the email you want to allocate

Select Building and then click on the search icon
Find and select the building you want to allocate the email to

Email

From 10112018 To Mailbex [ Al v Read Al v Message or Subject [ |
Allocated [ Al V| miocstedBy Al T Folio Al v| Manager Al .
[=] From Subject « En Lot No Supplier
| I | | 1]t
[ Property 12 <rohés@propertyig.cam. | Financial reports - The Bachelor Pad 87 1 1 o
2 Property I <rohits@propertyig com. FWD: Debitor §|
sha Alocate Emaits B
5 Property 1 <rohis@oropertyig.com....  FWD: Remitt
I Prepenty 10 <rohis@oropertyiacom...  FWD: SPlan Allocate one email to the following entities
O Property I <rohitsi@properia.com. .. Minutes - Peog
' Faye Goodman <layeg@propertyi... ~ Repairs 1o nﬂ ¥ Buiaing ]
Lot o
(1 suppiier )
J Dedtor 2]
J Incoming Emait Type

1 selected of 6 rows

E] Processing @ Biling End of Period @ Reporting Utiities Help @ Log Out

Buildings
Buildings
SFlan - Buikding Name Stre. Street Name: Suburb State | Pos Manager
i [ |l ] o] ]

g 1 ° The Bachelor Pad 18 Holtywood Drive MURWILLUMBAH NSW | 2656 Rohit Sachdeva

o4 = Penrith Plaza 1 Smith BAYBROOK NSW 2750 Anne Fluva 2

— WA TOWEr 3 East Avenue GLENELG e 6000 Ronit Sachoeva b

1l & Belar Apanments 1 Vuican Dnve WATSON NSW 2602  Asniey Jones 3

a7 Moones Towers. 13 Lennox Steet MOONEE PONDS N8W | 3030  Jack Dobnson 1

g 3 KCs 15 Fifth Avenue BELLAVUE HILLS NSWN 2023  Ashiey Jones 1

o9 The Temrace 235 5t Georges Tee PERTH WA 6000 Stephamie Schipp 3

a 1w Alrum 13 Mitre Drive CROYDON NT 3072 Trainng Manager 9

an The Plaza 252 David Street KEILOR QLD 3225 Ashiey Jones 2

g 2 Riverside Roma Road HAMILTON aw Jack Dobinson 54

g n Open Lane: 1-3  OpenLane BRISBANE NSW Jack Dobinson 6 oL
oo Smith Street Buiding 1 Smith Street BRISBANE sA 4000  Ashiey Jones 5 TA

] 15 Paper Street House 537 Paper Street BARDFORD QLD 4000 Ashiey Jones 5 CF

I 7 Is3acs 235 151 Ave INDOORAPILLY QLD 4112  Ashiey Jones 4

o 1 1 Gaorge Streat BRISBANE an Jack Dobinsan 4

g 2 Malvern Grove 44 Mabvern Parade THE POST OFFICE NSW Rohit Sachdeva 8

J 2 cisz Streel SUBURB wc Marcus Boltomiey 1
Show Lagand

?[ @ Run Avo-rtocate | # Aocate | @ view |
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Choose the email type. (Optional) Tick Incoming Email Type. The available types are determined by the types you created in
your Settings>Application Settings.

Allocate Emails B

Allocate one email to the following entities

Building |1 The Bachelor Pad 1-3 Hollywood Drive ¥l |
[ Lot | 2]
) Supplier | o |
[} pebtor | ye) |
Incoming Email Type v

_ X Lot owner correspondence
0 HETICELE Repairs and Maintenance

Building Correspondence

To allocate to a Lot

To allocate to a lot, you first need to select the building, but don’t click Save

1. Click on the box beside Lot and then
2. Use the search icon to search for the lot you want. You now see all the lot owners for the selected Building.
3. Select the lot you want to allocate to

Lots

5PN - Lota Unit CRN Cwner Street . Straet Name Buiiaing Name Strata Manager Name Cor. ...

[ [ — —1 [ [ |  —
Cramer

Allocate one emalil to the following entities

[=]

# Building 1 The Bachelor Pad 1-3 Hollywood Drive A | "5 1 1 00000 Owen Cwner 10 Hollywood Orive  The Bachelor Pad  Rohit Sachdeva Post
;;.-f =] 2 ] 00000... | Ming Hwang & Hsu Huang Holywood Drive  The Bachelor Pad  Rohil Sachdeva Other  Email
# Lot o oi"/ ] 3 3 00000... | Brena Muligan Holywood Orive  The Bachelor Pad _ Rohit Sachdeva Email
o = = 4 7 00000... | Kim Kardashian Holywood Drive  The Bachelor Pad  Rohit Sachdeva Email

= suppiier A | —:E 5] 5 5 00000... | Edward McManus Hollywood Orive  The Bachelor Pad  Rohit Sachdeva Post

[= 7 7 00000... | Ricky MeAlister Holywood Drive  The Bachelor Pad  Rohit Sachdeva Post

~ Debtor o - B 8 8 00000... | Kanav Gounden Hollywood Drive  The Bachelor Pad  Rohit Sachdeva Post

L

- incoming Email Type

: [oss [wome] |

n n 0000D... | Jasmine Houlahan Hollywood Drive  The Bacheior Pad  Rohit Sachdeva

12 12 00000. . Jasming Houlahan Hollywood Orive  The Bachekr Pad  Rohit Sachaeva Post
13 13 000DD... | Penny Gardiner 7 Hollywood Drive  The Bacheior Pad  Rohit Sachdeva Fost
2 29 00000...  Dante Waterman Hollywood Onive  The Bachekr Pad  Rohit Sachaeva Post
33 ] 000DD.. | Brena Muligan Hollywood Dive  The Bachelor Pad  Rohit Sachdeva Post
% @ 00000... ' Jocelyn Dante Hollywood Orve  The Bacheior Pad  Ronit Sachdeva Post

1
1 1

1 1

1 1

1 1

1 1

1 1

1 10 00000. . Edward McManus 1 Hollywood Drive The Bachelor Pad  Rohit Sachdeva
1 1

1 1

1 1

1 1

1 1

1 1

1 1

HHEER L

Edward Mc Manus Ingram Place The Bachelor Pad  Rohit Sachdeva

@ impot | + Add |~ Eat | v seiect | % Ciose
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Choose the email type. (Optional) Tick Incoming Email Type. The available types are determined by the types you created in
your Settings>Application Settings.

Allocate Emails B

Allocate one email to the following entities

Building |1 The Bachelor Pad 1-8 Hollywood Drive ¥l |
Lot |1f1 Owen Cwner D |
O Supplier | 2 |
[ pebtor | b |
Incoming Email Type v

_ ) Lot owner correspondence
@ ClearAllocations Repairs and Maintenance | B Save || *® Cloze |

Building Correspondence

i1 05120201

To Allocate to a Supplier

1. Select Allocate
2. Click on the box beside Supplier and use the search icon to find the supplier
3. Double click on the supplier to select them

File @ ToDo @ Processing Billing End of Pesiod @ Reporfing

Suppliers e [T

] Suppiler Name. Suppber Co... | Balance Type Suburb Fhone Wobile ABN Complia...
[ [ I | T Il T I | =
U supoer 668 $0.00 Handyman DEEWHY Q487667776 424515115 2342355 ee -
To [ | Mailbox | Al v Read Al v|  Wessay Ll JMCCieaning $0.00 Painer o
1 Allocated By  [Al v|  Folio LAl v Manager | Al v [ Homsby Garden Maintenance - HORNS $0.00 Gardening WAHROON 0412345345 21434434545 v
O Joe's Plumbing 2345 s0.00 REDSTONE 0398767837 0402799837 xx
O Prcmtsmen oo o voresar w0
= e =
O PortaPy P )
xd  Allocate one email to the following entities o Plumeer SO0, Purer
ol [ [ Perfect Plumbing Senvices $0.00 COUNTRY D4DDAS5555 21433433566 o
o [ Builging | 2 \ I | ©  Pumbing Partnars PROMPT $0.00 Plumber EPFING 0411856 466 60434543007 o
= 1 O Ciean Green Strata Mainten... | BOB -§1.000.00 Cwner, Handyman SMILETOWN 0434369841 2143465465 Vv
o Lot [ 2] ¥ | Boris Vlenn Handyman Servi... | VENN e S500.00 Handyman EFFING 0413434345 4susEs3 @Y
o [ J 5 Giens Pumbing S944.50 Pmber SYDNEY Ll
j | ! Supplier [ o A I O Gym Equpment Australia $0.00 ST KILDA PEPLTCCC IR ]
O Giens Doors 5000 SMITHTOWN spesseanes (D@
[ pebtor [ 2] O M&MPumsing s0.00 55 @
O ABCvaivers 5000 Valuer SYDNEY 027ESTGTTT 042876543 57553388 v@
L Incoming Email Type
O Hard Workers Lid HROWRK. 5000 SPRING HILL +@
& ClearAllocations B Save O Properyia ACCOUNTI 5000 Agent HELSVILLE 000000000 V@
O safety First sAFE 5000 CHS Safety Inspector MAMI 132345 posw WO -
[+ a0 [ o view | 7 kot | v seest | % ciose |

[ @ Aun avoatocate | 7 A [ @ ven |
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Choose the email type. (Optional) Tick Incoming Email Type. The available types are determined by the types you created in
your Settings>Application Settings

Allocate Emails B

Allocate one email to the following entities

U Building | A |

Lot | s |
Supplier \Boris Venn Handyman Services o |
Ll Debtor | o |

Incoming Email Type

@ ClearAllocations | | A Save || ® Cloze |

Lat owner correspondence
Repairs and Maintenance

To Allocate to a Debtor

1. Select Allocate
2. Click on the box next to Debtor and then use search icon to find the debtor you want
3. Double click on the debtor

: Processing @ Billing End of Period @ Reporting Utilbes Debtors
. Debtors o
Emails o [oere, [ [Pon [oe [ o [5hm oia Jowea
[ [ [ | [l [ [ | [l |
e o e -
Mailbox | Al v| Read All v|  Message or Subject 4‘ Fletchers... FLET $230.00
Folio (Al v| Manager Al v Optus oPTUS $5,044.00
Active Bill... ACTIVE $200.00 nickis@p.
st AW 5100 5
B  Allocate one email to the following entities Lo e i e e
o Citywide .. SBUSS $5,394.00 0456377...  20_email 3
el | Buiding 2| Stockian . 555111 $100.00 n
1 Testa  TELSTRA $127.00 test test 22_email 3
9 Lot 2] 222 222 000 3
GreatNo . KEY FOB $300.00
& Supplier £ Jack's De... - JACK $451332 25_email I
Ramsay ... 1234567 $0.00
! Debtor e ) MyFoun.. 1 $0.00 028306 27_email
- e CocaCola  COCA $165.00 2_emai
W ncomre ol Tyee : Fraa$.. GG -$399.95 29_email
o Jrore w0 (@)
Propertyl. . PIQST $0.00 ot )
[+ a0 Jovew | #eat | vseect [ xcose |
?[ @ Run Auo-tocate | # Allocate || o view |
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Choose the email type. (Optional) Tick Incoming Email Type. The available types are determined by the types you created in
your Settings>Application Settings

Allocate one email to the following entities
[ Building | o |
Lot | s |
! Supplier | yel |
¥/ Debtor |F'orepunkah Pal |
#! Incoming Email Type v
Repars and Mamianante.

Building Correspondence

HOW TO USE AUTO ALLOCATION TO ALLOCATE INCOMING EMAILS

You can allow the program to auto allocate emails based on the subject line of the email. Emails that have the
required text in the subject line allocate automatically when they are received. When you hover your mouse over
the question mark beside the auto allocate button, you will see the following message explaining how the program
auto allocates emails.

Auto-allocation depends on text found in the email subject

To allocate to a building include:
[[splan]]

To allocate to a building and lot include:
[[ splan f lot ]]

To allocate to a supplier include:
((supplier-code))

To allocate to a debtor include:
{{debtor-code}}

Spaces in the rules are allowed, but not required

More than one rule may be included in the subject
eg [[bldl/lotl]] ({suppl))

You can also prompt auto allocations. After selecting the emails on screen that you want to allocate, select Run Auto
Allocate.

The pop up reminds you that any existing auto allocations will be over written.

Ok to confirm that you want to continue.

PropertylQ
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Any existing allocations for the 5 selected emails will be

@ replaced.

Are you sure you wish to continue?

The selected emails are now auto allocated.

VIEWING THE DETAILS OF AN EMAIL

1. Click on the email you want to view, to open it

The From, Subject and To details show in this section

Click on Additional to view additional details

The body of the message shows here

You can delete the incoming email by selecting the delete button

Allocate to allocate the email manually (see full instructions above — “How to allocate emails manually”)
Mark Unread to change its status to unread.

© N oA~ wN

Close to close the email

Cumersy Logged In ss: ams.
Re

PropertylQ Strata Fie @ ToDo @ Processing @ Gillng End of Period a Utiities @ Log Out E—
-

ougeng From fayep@propertyiq com au
. Subject Debtor Invoice Actve Bilboards e
From 16032018 To Mailbox Al v Read Sent To gmall test —
Allocated | A1 v Allocated By Al v|  Folio Al v|  Manager o [etresn || m Chock Now
0 Fi Subject ER Lot [Aloc ated
o - To pigematest@omail com <piqemaitesi@gmail com> _
I [ L o Sent Time 167042018 - 817 pm L
#  tapeg@propertyig.comau Debtor Invoice Active Billboards Y | ReceivedTime 19042018-8.17om b5 pm
Allocated By ams E
2 rayeg@propertyig.com.au Lot 2 SP 888777 288TTT 2 Debtor Active Bilboards I8 pm
tayeg@eropertyig com.au Homsby Towers 338777 Supplier Invoice - R B BBBRRrRRRRSSirrRRERRRRLRLRLRRiiAARDADD[D[D[][j[ e
5 sgpomvasina 5 577ty T s N ) W, - .
pigemariest@gmail com (19851 ([AAA)) HEIGH =5 1 (Currentty displaying the text version of the message. 16 am
— . 1 1 you trust the sender and want o view the original formated message. click here
—  pigemailtestg@gmail.com Fud: [[9991]] ((AAA]) {[BIG)) 209 1 ’ origi -
pigemastest@gmail com (199811 ((AAA)) {8161} £ 1 104 am
1 Dear A
T pioemastest@gmail com Integrated atachment emai Anee,
pigemastest@gmail com Test Incoming with atacnments 1 Gould you please provide 3 copy of my [ast mvoice? ta2 pm
O pigemaitest@gmsil.com Test Incoming Email with Bady Kind regards,
Jane Cruickshank
8ig Bilboards e o e
(5] 7 Mo | @ vk s

1 seiected of 10 rows

[ @ RunAus-asocare | # ascate | o view |
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VIEWING OUTGOING EMAILS FOR A BUILDING FROM THE BUILDING CARD — EMAILS TAB

The outgoing emails tab is the default, but you can click on the incoming tab to view incoming emails
Sent Emails is the default view, but you can select the All tab to view emails with any status or the Error tab to view
emails with error status.
3. The default date range is for the past month, but you can click in the boxes to open the calendar and enter a different
date range.
Click on a column heading to order the screen by that heading
Type some key letters in any of the boxes on the top line to refine your search
Click on an email to highlight and then double click to open it or

No uve

Click View to view an email that has been highlighted on the screen

Address
S/Plan® Street No Street Name"|F\orence |
Address2 | |
Folio” Suburb [HORNSBY | stater [NSW 7|
Building Type* | Strata v | Building Nﬂme\HornsDy Towers \ PICode
Building Sub Type’ Formal Tenancy 38.46%
BuldingClass [ ]
Active Ci All Inclusive Fees
Debt Collection ¢ Payment Plan

Charges Financials || Budgst Documents | Registers Wark Orders Insurance Claims Log of Changes

o

From |19/03/2018 To |19/04/2013
= To o Cc e Bee Subject Status Created By Sent Created -
Il 1|l | |l i )i Il |
] mystratacustomers@g... e Meeting Notice Sent ams 13/04/2018 - 12:03 pm 13/04/2018 - 12:03 pm
— S
[ anna@gmail.com Meeting Notice Sent ams 13/04/2018 - 12:03 pm 13/04/2018 - 12:03 pm
] mysiratacustomers@g. Meeting Notice Sent ams 13/04/2018 - 12:03 pm 13/04/2018 - 12:03 pm
[m] mystratacustomers@g. Meeting Notice Sent ams 13/04/2018 - 12:03 pm 13/04/2018 - 12:03 pm
1 selected

& Opening Balances

@ Info Certiicates | »* Schedules | @ Financial Reports | Edt || v Done |
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VIEWING INCOMING EMAILS FOR A BUILDING FROM THE BUILDING CARD — EMAILS TAB

1. The default view is outgoing emails, select the Incoming tab to view incoming emails
2. The default date range is for the past month, but you can click in the empty boxes to open the calendar and
select a date range
3. If you have more than one incoming mailbox, you can click on the dropdown and select the emails from
individual mailboxes
4. The default read status is All, but you can click on the dropdown list to select emails with unread status
5. Type some key letters in the box to refine your email search
6. Search/Refresh to view any new emails that have been allocated to the building that fit the criteria you have
entered.
7. Click on an email to highlight it on the screen then double click to open the email
8. Hover your mouse over the question mark to see information about auto allocation. (See full instructions
above “How to use Auto Allocation to allocate incoming emails”)
9. Select Run Auto Allocate to allocate any email(s) selected on the screen. (See full instructions above “How to
use Auto Allocation to allocate incoming emails”)
10. Select Allocate to manually allocate the email(s) select on the screen. (See full instructions above “How to
manually allocate emails”.)
11. View to view an email that has been highlighted on screen — or you can double click on the highlighted email
Building
- Address
S/Plan street No Street Name*|Florence |
Manager
Address 2 | |
Felio® I:l Suburb [HoRNSBY | stater [Nsw T
Building Type® | Straia "] Buiking Name|Homsby Towers | Ppicode[2077 |
Building Sub Type‘ Formal Tenancy 38%
Building Class | |
Total UOE*
Active e All Inclusive Fees
Debt Collection L4 Payment Plan
Settings Da"o Charges Info Financials Budget MNotes Documents Registers Alerts ‘Work Orders Insurance Claims Log of Changes
=10 @ () —
From [01/06/2018 | To | | mailbox [l B | Read [al v | Message or Subject e @ Search / Refresh
(W] From Subject Lot No Supplier Debtor Aftach Received - Incoming Email Type
Ol i \|| I I | 1|
") Faye Goodman <fayeg...  Repairs to Roof - Strata .. 0 11122018 - 3:21 pm
¥ Faye Goodman <iayeq@... W o Hard Workers Ltd 0 D&/DG/2018 - 3:13 pm
L Faye Goodman <fayeg@... : [[888777/11] 1] 04/06/2018 - 4:31 pm
L Faye Goodman <fayeg@... : 18887771111 1 1] 04/06/2018 - 11:35 am
L Faye Goodman =fayeq@ RE [8887771] Hard Workers Ltd o 04/06/2018 - 11:33 am
1 selected of 5 rows
?| @ Run Auto-Allocate || # Allocate || (k] \Eew—|
@ Info Ceriificates || # Schedules ” G Financial RED'DI'TS || # Edit ” + Done |
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VIEWING OUTGOING EMAILS FOR A LOT OWNER FROM THE LOT OWNER CARD - EMAILS TAB

1. The default view is the outgoing emails tab, you can click on the Incoming tab to view incoming emails.
2. The default view is for the past month, but you can click on the boxes to open the calendar and refine your

view

3. The default view is Sent emails, but you can toggle between tabs to view emails with all statuses or the error

tab to view emails with errored status

4.

5.

6.

7.

LotiOwner

S/Plan® 838777 Homsby Towers 15 Florence A
torfi_ | uni[i sweetNo[15 |

Street Name*  [Florence |

Suburb® HORNSBY |

Accessory Unit

UOE* 20

CRN 0000000294

Owner Info

Click on a column heading to sort by that column

Type some key letters in any of the empty boxes on the top line to refine your search
Click on an item to highlight it on the screen and then double click to select it or
Click the View button on the bottom of the screen

‘Owner Name*|Franca Swanden

(Ah)
(Bh)
Mobile
Fax
‘Commitiee Member:

0423 324 343

Y

Email [269_emaii@deadend pig ]

| sautation | ]

‘Contact Name| |
Paid to (3040072016 Last Settled

" Commitiee Member Status:  Active

& Change Owner

g T T T [ o T [ R I

e @ ©

From (041082017 | To [17/04/2018 o Sent m
v To cc Bee e Subject Status Created By Sent Crested «

l \ I il ] - [ | \
@ [anna@gmail.com e Mesting Notice Sett  ams 13042018~ 1203pm  1304/2018- 1203 pm

1 selected °

PropertylQ

Incoming and Outgoing emails
15.01.2020
24

& Lot Owner Page H @ Email ” 0O Info Certificate ” D Last Info Certificate || # Edit H « Done |




VIEWING INCOMING EMAILS FOR A LOT OWNER FROM THE LOT OWNERS CARD — EMAILS TAB

1. The default view is Outgoing emails, but you can click on the incoming tab to view incoming emails.

2. The default view is for the past month, but you can click on the boxes to enable the calendar and enter a
different date range

3. If you have more than one incoming mailbox, you can click on the dropdown and select the emails from
individual mailboxes

4. The default read status is All, but you can choose unread to view emails with unread status

5. Type some key letters in the message or subject box to search for emails with those words in their message
or subject

6. Search/Refresh to view any new emails that have been allocated to the building that fit the criteria you have
entered.

7. Click on an email to highlight it on the screen and then double click to open the email

8. Hover your mouse over the question mark to see information about auto allocation. (See full instructions
above “How to use Auto Allocation to allocate incoming emails”)

9. Select Run Auto Allocate to auto allocate the email(s) selected on the screen. (See full instructions above
“How to use Auto Allocation to allocate incoming emails”)

10. Select Allocate to manually allocate the email(s) select on the screen. (See full instructions above “How to
manually allocate emails”).

11. View to open an email that has been highlighted on screen

LotiOwner ®

Owner Info
S/Plan® [38777 Homsby Towers 15 Florence 2| Owner Name*[Franca Swanden |
Lot’D U”" Street N° (AR) |:| Email [fayea@propertyiq.com.au; fayelynettegoodmang]

Street Name* |F\crence | (Bh) l—‘ ;. ‘ ‘

supurbs  |[HORNSEY | mobile Contact Name| \

Accessory Unit | Fax [ ] padte Last Settled|01/11/2015 |

UOE* Committee Member: Y Committee Member Status: Active

R

Contact

Info miaiyery Settings Ledger Motes Documents SMS Log of Changes

—_—
Qutgeing Incoming o

From (01/02/2018 To |[1212/2018 Mailbox | Al A Read | All Message or Subject | G’Searcthefreen

(] From Subject SiPlan Supplier Debtor Attach.... Received - Incoming Email Type

Il Il If 1[I Ifi | i |
|# ' Faye Goodman <fayeg... | Repairs to Roof - Strata ... | 888777 o 1] MNA272018 - 3:21 pm
O Faye Goodman <iayeg@... | [[388777H]] 333777 - 0 D4/06/2018 - 431 pm
O ' Faye Goodman <iayeg@... | [[388777M]] 333777 0 D4/06/2013 - 11-35 am
U | fayeg@propertyiq.com.au Lot 1/15 Florence Sireet, ... : 888777 0 17/04/2018 - 208 pm

1 selected of 4 rows e @ o

° ?[ 2 Run Auo-Alocate I Allocate [ view |

PropertylQ
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VIEWING OUTGOING EMAILS FOR A SUPPLIER FROM THE SUPPLIER CARD — EMAILS TAB

1. The outgoing tab is the default, but you can click on the incoming tab to view incoming emails

2. The default view is for the past month, but you can click on the boxes to open the calendar and select a date
range

3. The default view is Sent emails, but you can toggle between tabs to view emails with all statuses or error to
view emails with error status

4. Type some key letters in any of the empty boxes on the top line to refine your search
Click on an item to highlight it on the screen and then double click to select it or
Click the View button on the bottom of the screen

Suppher ﬂ
Contact

ABN 34323432
Name* |‘Jack of All Trades ‘ Address |1 Bolero Drive ‘ Contact | ‘

| ‘ Phone 1 | | Phone 2| |
Code JACK [ | Mobile 423945443 | Fax ] |

7 i v
Check R:ft"“’- o ‘:STdRei'S"’T" Suburb [AMBERLY State[QLD | Accounts Email  [100000020_email d.pig | Email remi
ctive undry Supplier
i <

License Nul:| Puslcode Work Orders Emai I|my5tratacl\ems@gmawl com | Email Tender Requests

Balance ‘$45,300.00

o I Motes I Documents I Compliance I Alerts I SMS Log of Changes

Outgoing Incoming

From [19032018 | To | ]

] To Cc o Bee Subject Status Created By Sent Created «
=] mystrataclients@gmail._.. | 100000058_email@de. Work Order - S/Plan 1 . Sent ams 19/04/2018 - 4:39 pm 19/04/2018 - 4:39 pm
vl mystrataclients@gmail.... | 100000059_email@de... 1{]0000054756]&.. Work Order - S/Plan 1 ...  Sent ams 19/D4/2018 - 4:38 pm 19/04/2018 - 4:38 pm

-
1 selected e
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VIEWING INCOMING EMAILS FOR A SUPPLIER FROM THE SUPPLIER CARD — EMAILS TAB

1. The default view is Outgoing emails, but you can click on the incoming tab to view incoming emails.

2. The default view is for the past month, but you can click on the boxes to enable the calendar and enter a
different date range

3. If you have more than one incoming mailbox, you can click on the dropdown and select the emails from
individual mailboxes

4. The default read status is All, but you can choose unread to view emails with unread status

5. Type some key letters in the message or subject box to search for emails with those words in their message
or subject

6. Search/Refresh to view any new emails that have been allocated to the building that fit the criteria you have
entered.

7. Click on an email to highlight it on the screen and then double click to open the email

8. Hover your mouse over the question mark to see information about auto allocation. (See full instructions
above “How to use Auto Allocation to allocate incoming emails”)

9. Select Run Auto Allocate to auto allocate the email(s) selected on the screen. (See full instructions above
“How to use Auto Allocation to allocate incoming emails”)

10. Select Allocate to manually allocate the email(s) select on the screen. (See full instructions above “How to
manually allocate emails”).

11. View to open an email that has been highlighted on screen

[ swober 0
Contact
ABN [342228:2
Name*  [Jack of All Trades | Address [1 Bolero Drive Contact | ]
Phone 1 \ Phone 2
Code Ak Mobile 423945443 | Fax
L4 it L4 I 1
Check Ref Inv. GST Registered Suburb |AMBERLY State[LD Accounts Email | Email remittances
Active ¥ Sundry Supplier
1 Postcode 4092 Work Orders El‘llill‘ Email Tender Requests

License No.
Balance | $45,706.00]

T
I Settings I Ledge'o Notes I Dotuments I Compliance I Alerts I SMS Log of Changes

From [010712018 | To [12/122018 | Mailbox [Al  v| Read [Al  v| Message or Subject | ¢ Search / Refresh
" From Subject SiPlan Lot No Debitor Altachm. Received = Incoming Email Type
# | Faye Goodman <fayeg@pr... | ((JACK)) ° 0 11/12/2018 - 3:24 pm

1 selected of 1 rows

?[ @ Run Auto-Aliocate | # Alocate | @ View |

PropertylQ

Incoming and Outgoing emails
15.01.2020
27



DOCUMENTS THAT ARE RECEIVED AS INCOMING EMAIL ATTACHMENTS

Documents that are received as incoming email attachments are automatically allocated to a document type called Incoming
Email Attachments and will be seen when viewing:

e Meeting Notice Attachments
e Insurance claim - policy attachments
e Adding attachments to custom merge templates (file > lots > merge button)

They don’t show when viewing:

e File > Documents

e Building > Documents Tab

e Lot Owner Card > Documents Tab
e  Supplier Card > Documents Tab

e Debtor Card > Documents Tab
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