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INTRODUCTION

The Insurance Claims function in PropertylQ allows you to:

e record, track and manage building insurance claims
generate and send claims to insurance companies
keep key stakeholders informed of the progress of the claim

NOTE
el |
~—— Before you commence processing insurance claims, you will need to create a custom merge template for claim lodgement

forms. The custom merge template is an A4 Insurance Claim. For full details about custom merge templates, see the manual
“Templates”

Example of an insurance claim notice custom merge template:

Strata Community Insurance - Claim Form |
Insurance Claim Notice
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STRATA COMMUNITY .
INSURANCE Claim Form

Please provide accurate and thorough information throughout this Claim Form to allow us to
resolve your claim as quickly and professionally as possible.

The Insured Policy Number
{{Building}} {{insurance_Policy}}
Risk Street Address
{{Building_Street_No}} {{Building_Street_Name}}
Suburb State |Postcode
{{Building_Suburb}} \{[Building_State]} |{{Bui|ding_PCode}}
PropertylQ
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INSURANCE CLAIMS FLOW CHART

Potential
insurance claim
identified
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GETTING STARTED

To Do

To get started, go to and select Insurance Claims.

Pl’opertle Strata File @ To Do @ Processing Billing End of Period @ Reporting Utilities Help @ Log Out

‘28 Diary

0;’ ‘Work Orders. Privacy Policy | Terms & Conditions

@ Insurance Claims

Q Mestings
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INSURA

NCE CLAIMS SCREEN

The insurance claims screen allows you to filter and view insurance claims by status or use the search function to filter and select

individual insurance claims.

LNV e WwWDN R
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13.

Propertyl

New - claims that have been created but not yet submitted to the insurer
Submitted - claims that have been submitted to the insurer and are awaiting assessment.
In Progress - claims that have been assessed and are awaiting a decision

Declined - claims that have been declined by the insurer

Accepted - claims that have been accepted by the insurer, but not yet completed.
Completed - claims that have been completed

The default view is All — this shows all statuses

You can click on any of the column headings to filter by that heading.

To search for an individual claim, type some key letters to refine your search

Click on the claim you want to view, to highlight it and then double click or

Click on View on the bottom right of the screen to open the claim you want to view
+Add to add a new insurance claim

Select Insurance Register to print a list of all insurance claims

‘Currently Logged In ss: Bella Carstaire
R

Q Strata

B @ @ @

0
Insurance Claims 00 0 0 6 O
CTS. Building Name Street No. Street Name o Summary Manager Claim # Status Insurer Broker Submitted Date Completed Date Date of Loss Age
[ ] [ \[e:ﬂ ] [ J-[ J-[ ] [ ] [ ] [ ] [ ] [ ] [ ] [ ]
418565 Smith Street Building 1 Smith Street ‘Storm damage to balcony Ashley Jones 54585 New Suncorp Regina Holsworthy 18732017 24/372017 3nRMT -
10453 The Tempo 13 Mitroian Drive Storm Water Claim Training Manager 3463 Submitted QBE 'CRM Brokers: 2232017 21132017 519
416565 Smith Street Building 1 Smith Street Damaged Balcony Ashley Jones: 54565 Completed Suncomp Regina Holsworthy 13732017 244372017 32017
416565 ‘Smith Street Building 1 Smith Streat Mailboxes damaged by vandals Ashiey Jones 434565 New Suncorp Regina Holsworthy 23732017 8132017 518
10453 The Tempo 13 Mitroian Drive Leaking pipes in driveway Training Manager 6457 Completed Suncom Regina Holsworthy
10453 The Tempo 13 Mitroian Drive Garage Remote controller not working Training Manager 312 In Progress QBE 'CRM Brokers 23/312017 2332017 518
99999 The Bachelor Pad 17 Hollywood Drive Tree fell on balcony rail Lea Mac 543456 New CHU Regina Holsworthy 240312017 3132017 517
888777 Homsby Towers 15 Florence Street Foyer door damaged by vandals Anne Fluva 5634 New CGU Insurance Kinnane Insurance Br.
10453 The Tempo 13 Mitroian Drive Internal staircase carpet damaged Training Manager 3754640 New QBE 'CRM Brokers: 23/312017 22132017 513
965765 The Terrace 235 St Georges Tce ‘Storm Damage to roof ‘Stephanie Schipp 452 New CGU Insurance Kinnane Insurance Br... 28/3,2017 14132017 513
855765 The Terrace 235 St Georges Tce Security Gate malfunction Stephanie Schipp 46346 New CGU Insurance Kinnane Insurance Br.
10453 The Tempo 1 Mitroian Drive Trees overhanging fence need trimming - Training Manager 2222222 In Progress Suncomp Regina Holsworthy. 2130017 200007 50
416565 Smith Street Building 1 ‘Smith Street Worker injured whilst mowing Ashley Jones 3454 New Suncom Regina Holsworthy 29/32017 1232017 512
99999 The Bachelor Pad 1-7 Hollywood Drive ‘Water damage to Lot 1 @ New CHU Regina Holsworthy
1008 Jordan Mews 1 Jordan Boulevarde Light not working in foyer ) . Anne Fluva New CGU Insurance Kinnane Insurance Br.
421234 The Cascades 42 Wallaby Way Broken Window Glen Gillman New Suncom Regina Holsworthy
10453 The Tempo 13 Mitroian Drive Broken Sewer Pipe Training Manager 7563835568 New ‘Suncomp Regina Holsworthy BI5/2017 /52017 474
63332 ‘Small Building 623 638 High Windows damaged in storm Ronit Sachdeva 2536 New CGU Insurance Regina Holsworthy 42017 @ @ o
[+ g0 ][ @ view || @ insurance Regster |

PropertylQ
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ADDING A NEW INSURANCE CLAIM

To add a new insurance claim,

Select +Add at the bottom right of the screen
Click on the search icon to start searching for the building you want

Type some key letters in the empty boxes on the top line to refine your search and find the building
Click on the building you want to highlight it, and then double click or

Click on Select on the bottom right of the insurance claims screen

vk N e

PropertyIQ S‘trata File E] To Do E] Processing @ Billing End of Period l

Insurance Claim

Building” ] Schedule”
Lot ) Claim Value 50.00] Account
= Submitted Data
Insurance Policy’ A
Completed Date
Status New v
B e el T I
» Details » Insurer
» Claim Contact » Broker

Buildings 0 - D

Stre. Streat Name Suburb State  Pes Manager Lots | Units | Folio

@ |eTs - Bmldemn
] ] 5

~ 0 [ 1 ] T
Smith Street Buildiny) / Smith Street BRISBANE QLD 4000  Ashley Jones 5 5 NSW
Small Building 688 688 DEE WHY NSW 2000 Rohit Sachdeva 8 8 Foli

The tasmanian 63 Hobar oot HOBART TAS 4040  John Doe 4 4 TAS

[+ A @ view | Eat | v seleat || % Ciose |

d+AM O View

If this claim relates to a lot, select the lot.

1. Click on the search icon to start looking for the lot owner you want
Type some key letters to refine your search and find the lot owner you want

3. Click on the lot owner you want to highlight it, and then double click or click on Select on the bottom right of your
screen

Insurance Claim

Building* 14 Smith Street Building 1 Smith Stre0 Claim

——————————————————

Roie: Administralor

L (o) ts -20170307-piqs467 732017

Lot L L Jo ) L |CT...{Lota Unit CRN Owner Stre... Street Name  Building Nam... Strata Manager N... Corr...  Deli. ied" " Compietea” ™ALL
i g2 T T T | =@ T T T [
v v

LAl pted Date Age
Status New 14 1 1 0000... | Emile Carradonis o 1 Smith Street  Smith Street... Ashley Jones Owmer Post S —
14 2 2 0000... John Carradoni: = | Smith Street  Smith Street... Ashley Jones Other Post 4‘
14 3 3 0000... John Carradonis 1 Smith Street  Smith Street... Ashley Jones Owner Post 14
» Details B 1 4 4 0000... John Carradonis 1 Smith Street  Smith Street. . Ashley Jones Owner Post 19
» Claim Contact

@ Import | + Add || @ View |[ # Edt [ v Select | % Close |

PropertylQ
Insurance Claims
29.10.2020
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The next step is to select the insurance policy this claim relates to.

TE
8O

You will need to have the insurance policy details, including a renewal date, recorded in the Info tab>Insurance on the
building card. For full details, see the Manual, “Buildings — Info Tab”

1. Click on the search icon to start searching for the policy you want
2. Click to highlight the policy you want, and then double click to select or
3. Click on Select on the bottom right of the screen

Insurance Policies u e . :;0:‘::wiuish’:;

i -20170307-piqs467 702017
Building 14 Smith Street Building 1 Smith Stre0 Policy Number Insurance Company Type Renewal Date Premium

Lot 111 Emile Cartadonis £ 15156 Suncorp \ 132018 s0.00
o g Accepted " Completed " ALL
- Insurance Policy” 2 A
cTs Building Name Streel No Completed Date Age
Status New v o
12 Smith Street Buldng 1 m Rocionts | W"“"“‘“T"“““ | oo 1
14 Smith Street Building 1 14
[ » Delails
‘ » Claim Contact o
‘ O View H  Edit | -~ Select H % Close |
B Sawe W Cancel ‘

-+ Add || O View

The rest of the details can now be added

1. The status defaults to New but you can choose another status from the dropdown list. The choices are:
i. New
ii. Submitted
iii. InProgress
iv. Declined
v. Accepted
vi. Completed
Type the insurer’s claim number here, if known
Type the amount being claimed here
Type the submitted date here
If the building the claim relates to has more than one contribution schedule, choose the schedule it relates to from the
dropdown list

vk wnn

6. Click on the search icon to start searching for the chart of accounts code you want to allocate the funds to”. For full
details on chart of accounts — see the Manual “Chart of Accounts”

7. Type the date of the loss here

8. The GST Status will default to N. However, if the contribution schedule you selected is registered for GST, when you
save the insurance claim the status will alter to Y.

9. Click Save when you are ready

PropertylQ
Insurance Claims
29.10.2020
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ropertylQ Strata (g re (@) ©o

Currently Logged In as: Faye Goodman
e Role: Adminisirator
. 0.438.4 2230017
Building* 14 Smith Street Building 1 Smith Stre o Claim# 54565 - e Schedule™ Contribution Schedule ¥ | 8
Lot 41 Emile Camodonis Claim Value $5.000.00 - Account Insurance Claims
Submitted Date |15/03/2017
- Dateof Loss  |01/12/2016
Insurance Policy* |15156 A ° - e InProgress  Declined  Accepled Completed  ALL
Completed Date | |~ GST Registered: N =
cTs Building Name StreetNo Street| Status o Completed Date Date of Lass Age
J 1 ] MMmuwenmlmmlmlmlmlmuw 1 Il |
» Detalls b Insurer l
» Claim Contact » Broker I e
f =
/
Chart of Accounts
m Admin ‘ Sinking |m Income ‘ Expense ‘ Asset | L\amlml‘ Equity ‘ Active
(] Account Name Account Group Code Fund Type

The claims tab allows you to record details of the claim and any additional contacts, such as an onsite building manager, that is

an interested party.
Details

1.
insurance claim form

2. Type the claim details here. This will show on the insurance claim form

Contacts
3. Click on the search icon to search for a contact to attach to the claim, for example an onsite building managers
4. Type some key letters in any of the empty boxes on the top line to refine your search
5. Click on the contact you want, to highlight them and then double click to select or
6.

Click on Select to select the contact you want

Type a summary of the claim here. The summary will show on the insurance screen in the summary column and in the

Mame (An) Bh) Mobile Email Mote
Contoct | 0, 1| I | | |
{ Phillips Bandera 0424515115 rohits@propertyiq co This is 3 test NOTE ...
Hamison Shelby o 0411322388 Fshelby@gmail com
Andre Pelerson 0434369841 mystratacent@gma

Jackie Voudouris jackd@propertyin.ca. .

+ Add || o Edt | o Sslect | X Close

o [ [ o [ e [ |+ :
L Regina Holsworth 1132017 12
* Insurer | L logy y
Summary  [Balcony Rail damaged in Stom » Broke |
Claim 1o replace damaged balcony rail damaged by tree limb faliing
in stom
Claim Details e
Contacts

PropertylQ
Insurance Claims
29.10.2020
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Insurer

building card. Ensure you have recorded the amount of the excess.

Broker

N

building card.

The insurer details will automatically fill from the insurance details recorded on the Info Tab — Insurance - in the

The broker details will automatically fill from the broker details recorded on the Info Tab — Insurance — Broker in the

" Make sure the insurer and broker are still active on your system.

Building* 14 Smith Street Building 1 Smith Stre o Claim # |54565 Schedule” Confribution Schedule ¥
Lot 1/1 Emile Carmodonis o | Claim Valve $5,000.00 Account Insurance Claims A
I Submitted Date |15/032017
Insurance Policy™ 15156 D . Date of Loss 010112017 |
Completed Date GST Registered: N
Status Naw |
o oo T T [ o I R
= Details = Insurer
Sumimary Storm damage to balcony Insurance Company Suncorp
. - : e Address 22 Town Sireet
Claim to repair balcony afier tree fell on itin storm Head Office o
Claim Details Suburb CITY CNTRE
E State vIC
) Post Code 3000
] Phone 1 0398765678
~ Claim Contact Phone 2
_ Fax
Contact |Harrison Shelby y=l Email allianz@insurance.co.au
Contact Details E:;ms Dept Email alianz@claims.com.au
s
Wame Harrison Shelby Fax . .
Iding/Common Property ra fi Lfor th
(Ah) Email Hshelby@gmail.com Excess g:;r; g/Co 0 oparty coverage is not sat for this
{Bh) Note
Insurance Broker Regina Holsworthy
Address 24 Solstice Circuit
Suburb DICKSON
State ACT
Post Code 2602
Phone 1 1300 878 989
Phone 2
Fax
Email regina@holsworthy.com.au
Notes
B Merge ” # Edit || + Done
13
HOTE

If you have made an insurer or broker inactive after entering the insurance policy details on the building card, they

will still show here but will not be automatically added as a recipient and you will receive an error message if you

try to add them manually.

building card — Info tab>insurance details.

PropertylQ
Insurance Claims
29.10.2020
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RECIPIENTS TAB

The recipients tab records all interested parties that you want to receive documentation relating to the claim.

By default, the recipients are:

e the creator (user that entered the insurance claim)
e the strata manager for this building

e theinsurer

e the broker (if any)

e any committee members that are ticked on their committee member card to receive insurance documents.

Committee Member B
Lot: |1/1 Emile Carrodonis 0 || O ViewLot Sync With Lot wner

— sawtaton ||
Rep 0 Hesignationl:l
Sub Rep¥! N Financial Reports Recipient |
External Approver | ini ¥
I Insurance Claim Recipient ¥ I
Address
] sae o
R T R—
Contact Details
bomel R [

Email*|ecaradonis@gmail.com

Delivery Method
Email¥)
Post [

|>SMS |

Use the Edit button on the bottom right of the screen to edit or add recipients.

Insurance Claim u

Building® |14 Smith Street Buiding 1 Smith Stre,0 | Claim # ] Schedule” | Contribution Schedule ¥
Lot |1H Emile Carradonis 0 | Claim Value $0.00 Account | o |

ot = | Submitted Date l:l
Completed Date l:l

Insurance Policy”

Status. New v
Clai Recipients Work Orders Notes Documents: Alerts Log of Changes
#1 Creator
¥ Name Faye Goodman Email Address rohits@propertyig.com.au * Email Post

Address 1 Shelley Street SYDNEY NSW 2250
#2 Building Manager

@ Name Ashley Jones Email Address rickym@propertyig.com.au ¥ Email Post
Address
#3 Insurer
¢/ Name Suncorp Email Address  allianz@claims.com.au * Email Post
Address 22 Town Street Head Office CITY CNTRE VIC 3000
#4 Broker
7] Name Regina Holsworthy Email Address regina@brokers.com.au ¥ Email Post

Address Suite 2/1 Karri Court KENSINGTON VIC 3107

PropertylQ
Insurance Claims
29.10.2020
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Once you’re in edit mode you will be able to add additional recipients

1. +Add Contacts to add contacts, for example an onsite building manager, as recipients
+Add Committee Member(s) to add committee members as recipients (you only need to add committee members that
are not already ticked to receive insurance claim documentation)

3. +Add Lot(s) to add lot owners as recipients

4. +Add User(s) to add users as recipients

5. +Add Suppliers to add suppliers as recipients

Building® 14 Smith Street Building 1 Smith Stre0 Claim # | | Schedule® | Contribution Schedule v |

Lot 1/1 Emile Carradonis 0 Claim Value | $0.00 Account 2
Submitted Date

Insurance Policy” 15156 o |
Completed Date |

Status New v ‘

EERSE work Orders | Notes | | Alerts | Log of Changes |
#1 Creator
7] Name Faye Goodman Email Address rohits@propertyiq com.au # Email Post # Remove

Address 1 Shelley Street SYDNEY NSW 2250
#2 Building Manager

@ MName  Ashley Jones Email Address  rickym@propertyig.com.au “Email  [JPost
Address
#3 Insurer
# Name  Suncop Email Address  allianz@claims.com au ' Email | Post & Remove
Address 22 Town Street Head Office CITY CNTRE VIC 3000
#4 Broker
) Name Regina Holsworthy Email Address regina@brokers.com.au 1« Email Post
Address _Suite 2/1 Karri Court KENSINGTON VIC 3107 o o o

+ Add Contact(s) | + Add Committee Member(s) || + Add Lot(s) | + Add Userts) | + Add Supplier(s) |

| @ Delete " B Save I *® Cancel

PropertylQ
Insurance Claims
29.10.2020
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To add lot owners, click on +Add Lots
Type some key letters in the empty boxes on the top row to refine your search
Click on the lot owner you want, to highlight them and then double click or

el

Select at the bottom right of the screen

NoTE
" You can use the above procedure to add all recipient types.

Insurance Claim Lots

Building® [14 Smith Street Building 1 Smith Streio | Claim# LOtS
Lot 111 Emile Caradonis 0 ClaimValue [ | "57g7 T i ot RN T ° Stre . Street Name | Building Nam | Strata Manager N Corr | Deli

Submitted Date |01/03/1
- 5 e ) ) ) ) < o | T T ]
Completed Date
Status b 14 1 1 0000... | Emile Carradonis 1 Smith Street ~ Smith Street...  Ashley Jones Owner Post
= >
Recipients Work Orders I A I D _— I e I Log of 14 2 2 0000... : John Carradonis 1 Smith Street ~ Smith Street...  Ashley Jones Other Post
g 1 3 3 0000...  John Carradonis 1 Smith Street  Smith Street . Ashley Jones Owner Post
#1 Creator O 14 4 4 0000.... - John Carradonis 1 Smith Street ~ Smith Street . - Ashley Jones Owner Post
# Name  Faye Goodman Email Address  rohits@proj &
Address 1 Shelley Street SYDNEY NSW 2250 14 5 5 0000... : Frances Southwell Smith Street ~ Smith Street... | Ashley Jones Qwner Post
#2 Building Manager
@ Name Ashley Jones Email Address rickym@pri
Address
#3 Insurer
@ Name Suncorp Email Address
Address 22 Town Street Head Office CITY CNTRE VIC 3000
#4 Broker
@ Name Regina Holsworthy Email Ad regina@brg

Address  Suite 2/1 Kami Court KENSINGTON VIC 3107

+ Add Contact(s) H + Add Committee Member(s) ” + Add Lot(s) H + Add User

‘ o View H  Select (1) || % Close |

If the recipient you add is a lot owner you will be able to use the dropdown to select which recipient you want to send
documents to. The choices are:

e Lot Owner

e Lot Property Manager

e Lot Tenant

e Lot Joint Owner

#5 Lot 1 (Lot Owner)

# Name Emile Carradonis Email Address jsmith@smithmail.net.au ¥ Email L Post
Address 1 Smith Street BRISBANE QLD 4000 Type

+ Add Contact(s) | + Add Committee Memberis) || + Add Lot(s) | + Add User(s) | + Add Supplierls) |

PropertylQ
Insurance Claims
29.10.2020
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WORK ORDERS TAB

The work orders tab allows you to link work orders to the insurance claim

1. Click on +Link Work Order(s) to link a work order to the insurance claim
2. If you have already linked a work order, click on —Unlink Work Order(s) to unlink

Insurance Claim u

Building® 14 Smith Street Building 1 Smith Strei,0 Claim # | Schedule* | Contribution Schedule ¥ |

Lot 1/1 Emile Carradonis 0 | Claim Value ‘ $5,000.00/ Account F-]
1

Insurance Policy 15156 5 | Submitted Date 01/03/2017

Completed Date ‘

Status New v |

Job # Summary Status Supplier Date Issued

[ + ik Wo-rk Order(s) | = Unlink Work Orderts) |

o oo

Linking a Work Order

1. Type some key letters in the empty boxes on the top row to refine your search and find the work order you want
2. Click on the work order you want, and the double click it to select or
3. Click on Select on the bottom right of the screen

Insurance Claim Currenfly Logged In as: Faye C|

Building* \14 Smith Street Building 1 Smith Strev0 Claim # | RN
Lot ‘111 Emile Carradonis 0 Claim Valy
Submitted
Insurance Policy* ‘15156 ] o
Status New v Completed 1 [guilding Nam..| St... | Street Name | Manager | Jo... 'o"nary Status Supplier Date .. EstC.. Com.. Quot.
Work Oriors [T e o RN [ [ 1 el | - I IC
14 Smith Street... 1 Smith Street | Ashley Jones 275 = Repairs to Balcony - Insuranc...  In Pro... o 16/31.
Job # Summary )

N

+ Link Work Order(s) || = Unlink Work Order(s)

[.Am I o View || & Job Register || « Select (1) Ixam |

PropertylQ
Insurance Claims
29.10.2020
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Unlinking a Work Order

1. Click on — Unlink Work Order(s)
2. Click on the highlighted work order to unlink it

Insurance Claim n

Building* |14 Smith Street Building 1 Smith Stre o | Claim # 54565 Schedule* Contribution Schedule ¥
Lot [111 Emile Camodonis o | Claim Value LY Account [nsurance ciaims 5 |
Submitted Date |15/03/2017 _
Insurance Policy* |15156 y:] | . Date of Loss (DL ZLT
Comp 1 Date GST Registered: N
Status New v
[
Cla Work Orders Notes Documents Alerts C
Job # Summary Status Supplier Date Issued
283 Balcony Repairs - Insurance Claim In Progress 221312017

= Link Work Order(s) || = Unlink Work Order(s) |

= Merge ” £ Edit " + Done ‘

PropertylQ
Insurance Claims
29.10.2020
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NOTES TAB

The notes tab allows you to record any notes relating to the claim and set reminders, so you don’t miss any important tasks.

Adding a Note
1. Click +Add Note to add a new note
2. Type a name for the note
3. Type more details
4. The status will default to pending but you can alter the status to completed if you want to record something that has

already been done. If the status is pending, you can set a reminder by clicking in the box next to Reminder. The
reminder will appear in your diary and will also create a pop up reminder on your screen.

5. Click on the Now button if you want to set the reminder for now

6. Click on the Done button when you have finished creating the reminder

7. Click on the Save button when you are ready to save the note

Building* |416555 Smith Street Building 1Sn| Name™  |Follow up on quates o Contribution Schedule ¥
Lot |1|f1 Emile Carrodonis o | Follow up on three quotes for broken window o |Insurance Claims ysl |
Insurance Policy* 15156 o | = 03/01/2017
: p d: N I
Status etals ’ i
; Status g
September 2018 = i
Name | B Save ” *® Cancel | Created Creator |
Claim Documents submitt... - Claim docume: Su Mo Tu We Th Fr Sa TCompIetE TZAOZ017 - 2:10 pm Faye Goodman |
| Insurance Claim Created | 1 complete 22/03/2017 - 1:56 pm Faye Goodman ?‘
2| 3| 4| s|| sl 7| =
[ 10 1| 12| 13[ 14| 15 é
16| 17 1s|m| 20| 21| 22 |
23(| 24 25| 26 | - 25|| 29 |
2 e I
I - Time 00-:00 - 1]
H | [ +AdNoe | B viewNote | @ Print | |
| Hour
I 00 04 02 12 16 20 L
N e— |
00 10 20 3l
Tee Security Gate malfunction Stephanie Sch ’m‘ = CGU Insurance ¥innane Insurance Br...

PropertylQ
Insurance Claims
29.10.2020
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1. A note will be created automatically when the insurance claim is saved
2. Toview an existing note, click on the note you want to view to highlight it, and then click View Note
3.  Print to print a PDF of all notes for the claim. This will open a PDF in a new tab

Building* |416555 Smith Street Building 1 Smith ! o | Claim # 54565 Schedule® Contribution Schedule ¥
Lot 111 Emile Carrodonis  p Claim Value $5.,000.00 Account Insurance Claims o

Submitted Date |15/03/2017 DateofLoss  [02/01/2017
Insurance Policy* [15156 sl
Completed Date |24/03/2017

GST Registered: N

Status New v
Claim Recipients ‘Work Orders Documents Alerts Log of Changes
Name Details Status Created Creator
Follow up on quotes Follow up on three quotes for broken window complete 190872018 - 12:13 pm Bella Carstairs
|C\a|m Documents submitt. .. | Claim documents and quote details submitted to insurer ' complste 22/03/2017 - 2210 pm Faye Goodman
Insurance Claim Created B complete 22/03/2017 - 1:56 pm Faye Goodman

+AddNote | @ T | 2 Print |

Print Notes screen

PropertﬂQ Strata Testing

PO Box 330 CANNING VALE QLD 2000 ABN: 123456789

Ph: 1300 724 256 Email: stephanieb@propertyiq.com.au

Printed: 22/03/2017 02:31 pm User: Faye Goodman Page 1
Notes Report

54565

Name Details Status  Reminder Time
Insurance Claim Created complete

Claim Documents Claim documents and quote details submitted to insurer complete

submitted to Insurer

PropertylQ
Insurance Claims
29.10.2020
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DOCUMENTS TAB

The documents tab allows you to store all documents relating to the claim. If you have attached a work order to a claim you will
also be able to see all documents that were added to the work order too.

TE
note

Once a claim has a document attached to it you will not be able to delete the claim

To view documents uploaded within a specific timeframe, select a date range here
Highlight a document to view it

Click on the Upload Files button to upload new documents — see instructions below

Click the View Doc button to view a document you have highlighted

Click on the Email button to email a document you have highlighted— see instructions below
Click the Print button to generate a PDF copy of a document you have highlighted.

Click the Download button to download a document you have highlighted

Click the Delete button to delete a document you have highlighted

PN AEWDNE

Building* |14 Smith Street Building 1 Smith Stre o | Claim# 54565 Schedule” Contribution Schedule ¥
Lot |.”1 Emile Carrodonis o | Claim Value $5,000.00 Account |In5urance Claims pel |
Submitted Date [15/03/2017 Date of Loss 01/0172017

Insurance Policy* [15156 el |

Completed Date

H

GST Registered: N
Status New v

Claim Recipients ‘Work Crders MNotes Documents Alerts Log of Changes

From [01/02/2017 [To [01/04/2017 o Filter: | All v
%] Created Time Date h Uszer MName Type Details
¥  22/03/2017-3:04 p... 22/3/2017  Faye Goodman Balcony Railings.pdf Insurance Claim Atta...

1 documents selected |r3 Upload File(s) || O View Doc || © Emai H = I;'rint || + Download || @ Delete

PropertylQ
Insurance Claims
29.10.2020

16



Upload Files

¢ Filesmust be in PDF or Image (JPEG or PNG) format and the maximum file size is 32 MB. Documents you upload here
NOTE

will also show in the building’s documents, under the type “Insurance Claim Attachment”

1. Click on the Upload Files button
2. Click on Find File
Insurance Claim Upload Files x| B
Building® |888?7T Homsby Towers 15 Florence £o | Drag and drop ﬂle_s I'!ere to upload them fule* |Main Contribution Schedule ¥ ‘
The max allowed file size is 32.00 MB
Lot 1/201 Franca Swanden p - pnt I:l
Insurance Policy* 46922 D prloss | |
Registered:
Status
chaim Recipients \Work Orders Notes ﬁ
From | [To | | Filter: | Al v
(|} Created Time Date User Details
O 1122017 -12:27 ams e . Posted on: 1111212017 11227 am -
| @ Find File || ¢ Clear Completed " ~ Done |
O 111212017 -12:24 . ams TAIKen Bunding Cluote Tor HooT Repans.par TVorK Order AEchm. .
O 122017 -12:21 . ams broken ppipe in driveway (For Bailey Brown).... | Work Order Emailed on: 11/12/2017 11:21 am
O 122017 -12221 ams broken ppipe in driveway (For Sally Bennett).... | Work Order Emailed on: 11/12/2017 11:21 am
1 441120017 - 4924 ame hraken nnine in driveway (Far Eranca Swinds  © Wark Order Emailed an- 41/47/2047 14-71 am h
0 documents selected @ Upload File(s) " ™ View Doc " = Ema " @ Print g Download " & Delete |
T Delste " B Save || ® Cancel |

Find the file where it is saved on your computer. If you have more than one file to upload from the same location, hold your
control key down to select multiple files.

€ Open

L= )

wj. < Stratatraining b Insurance Documents = | 45 ||| Search Insurance Documents O Upload Files [x]
(S s =
|| organize = Mew folder o~ A @ Drag and drop files here to upload them ule*
. The max allowed file size is 32.00 MB
| Recent Places - - — |t
B Desktop = fLosq
@@ PropertylQ — = — egiste]
Endorsement Tnsurance event Insurance policy
op u - SP 45644 B
o e - II i
© [ Documents
b g Music I: |
b (&l Mew Library
Paoste]
b [ Pictures Insurance policy Quote from Quote from QBE <
» Bl Videos 14 Smith 5t Allianz Insurance Insurance
& Find File $ Clear Completed | + Done
b o Homegroup - ETTA LB B stz | ‘
= TAREN BUNag Uote Tor Koot Repais par TWGTR Oraer ATEchm
7 items
, | State: T Shared |
broken ppipe in driveway (For Bailey Brown).... - Work Order Email
File name: v | All Files h
’— broken ppipe in driveway (For Sally Bennett).... | Work Order Email

PwnNRE

PropertylQ
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When the document has been uploaded, it will show here with the status Complete
Click Find File to look for more files to upload
Click Clear Completed to clear the list on the screen
Click on the Done button to upload the file(s)




Drag and drop files here to upload them
The max allowed file size is 32.00 MB

Quote from Allianz Insurance.pdf

ov

o Complete  «

| & Find File ” ¢ Clear Completed u + Done |

Email Documents

Click on the Email button

Click on a document(s) you want to email, to highlight them

The document(s) you are emailing show here
The total size of any attachments shows here

Tick the delivery options you want to send the email to
You can add a manual email address — tick the box and type the email address
You can add a manual BCC email address — tick the box and type the email address

Type an email subject

W e NV R WNR

Type the body of the email

10. Click on the Email Documents button when you are ready to send the email

Insurance Claim

Documents To Be Emailed:

Emailing Documents { x|

Balcany Railings.pdf (83,67 KB) e

Total Attachments Size: 83.67 KB o

Insurance Claim Delivery Options

Building* [14 Smith Street Building 1 Smith Stre,0 | Claim# 54565 s
Lot 111 Emile Carrodonis o Claim Value $5,000.00 A
Submitted Date [15/03/2017 ol
Insurance Policy* 15156 »
CompletedDate | | 6|
cTs Building Name Street No Strest| Status New M
Delivery Options
Ji[ ][ ] I Claim I Recipients I Waork Orders I Notes Aerts I Log of Changes ﬁ Y Opti
Tempo 13 Mitroian D
From (01022017 |To [01/0472017 @ il
The Bachelor Pad 17 Hollywood = Insurer Email
8 ¥ Broker Email S’
Tompo P Mizoan O @ | created Tme Date User Name Type
Smith SteetBulding 1 Smith Stra @ 22032017-329p.. 2232017 Faye Goodman Insurance policy 14 Smith Stpdf Insurance Ciaim

(-]

2210322017 - 304 p.... 2232017 ' Faye Goodman

Balcony Railings.pdf

Insurance Claim

Manual Delivery
4 Manual Email e
; =

¥ Lot Owner Email
¥ Committee Members Email

¥/ Manual Bee Email
I

com

com.au

Email Seftings. e
Email Subject:* \°/

[Copy of Insurance Policy

Email Body:"

Hello, e

Here s a copy of the insurance policy

Currentyy Logged In as: Faye Goodman

Accepied ~ Completed  ALL

20312017

2017

Role: Administrator

0.138.122/32017

You will receive a confirmation of the emails that were sent successfully (and any failures)

Your email was successfiully sent to:
allianz@claims.com.au,
regina@holsworthy.com.au,
ecaradonis@gmail.com,
george@omail.com

Your email failed to send to:

PropertylQ
Insurance Claims
29.10.2020
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ALERTS TAB

You can add alerts that will pop up, and can choose when you want them to activate. For insurance claim alerts, you can set
them to trigger either when you access the insurance claim or when you access a linked work order

Click on an existing alert to highlight it

Click on the +Add button to add a new alert (see instructions below)
Click on the View button to view an alert you have highlighted

Click on the Edit button to edit an alert you have highlighted

Click on the Delete button to delete an alert you have highlighted

vk wh e

Building* |14 Smith Street Building 1 Smith Stre o | Claim # 54565 Schedule* Contribution Schedule ¥
Lot |‘h'1 Emile Carrodonis o | Claim Value $5.000.00 Account |Insurance Claims P |
Submitted Date |15/03/2017 Date of Loss 01/01/2017

Insurance Policy*

15156 o |

Completed Date |:| GST Registered: N
Status New r
Claim Recipients ‘Wark Orders Motes Documents Log of Changes
%] lcon Text Contexts Active User
7] 0 Insurance claim in dispute - do not process work order. 4 Faye Goodman

| +add | o view |~ Edit | @ Delete ]

Add a new Alert

Click +Add to add an alert

Add some text to describe the alert

The active box will be ticked by default.

You can click here if you want to stop the operator from continuing once the alert is activated

vk wn e

Select the event that will activate the alert — either when clicking on the insurance claim or when clicking on a work
order that is linked to the insurance claim.

Select the style you want to use for this alert

Click the Test Alert button to test the alert

8. Click Save when you are ready

PropertylQ
Insurance Claims
29.10.2020
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e o | o

Building” 14 Smith Street Building 1 Smith Text [Contribution Schedule ¥
Lol N EnleCamodons o | Do not process anything in relation to this Insurance Claim e e o =
Insurance Policy* [15156 2| ‘ [o1m12017

Status New ./ =

I Claim I Recipients I Work Orders. I Note|

Options Selectan lcon
@ | kon T YActive g h A Active User
@ #IDont allow operator to continue aft, ? o o / o 7 SR

alertis shown O
Contexts ° A (% )
¥IInsurance Claim Card e @ ° <
v ~—
"Work Orders A"/ 0 0 /!.“ 0
6"

[[® Testaen |[ @ save | x cancel |

o Insurance claim in dispute - do n

[+ had [ view | ~ €a | @ oetete |

@ v [ 720t [ oo |

LOG OF CHANGES TAB

The log of changes tab records the creation and any alterations to the insurance claim. You don’t need to enter anything here.

PropertylQ
Insurance Claims
29.10.2020
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MERGE

BUTTON

Use the Merge button to merge information about the claim onto a claim form or other custom merge template and email it to
the insurance claim recipients

1. Click on the Merge button
Click on the +New button to take you to custom merge templates, where you can create a new template. For detailed
information, see the manual “Templates”

3. Toclone a template, click on the template you want to clone, to highlight it. This will open the template in custom
merge templates, where you can clone the template. For detailed information, see the manual “Templates”

4. To edit a template, click on the template you want to edit to highlight it, then click on Edit. This will open the template
in custom merge templates, where you can edit the template. For detailed information, see the manual “Templates”

5. To select a template, click on the template you want and click Select. This will open the emailing box

6. To preview the merged document, click on Preview. This will create a PDF preview that opens in a new tab.

PDF Preview:

STRATA COMMUMNITY

MSURAMCE Claim Form

Plaase provide accurata and tharough infarmation throughoar this Claim Form b alioe s o
Tesnhe your clain &5 quickly and prolessionaly s pessibie.

(Tha Insured ellicy Mumbser

B ilding rance Foboy

Risk Stroat Address

Builling Street No Buikling Srest Name

\Suburb Isum Pnaumde
Fuikling Saiharh [puiding St Puilding PCode:
IYour Refationship o the Insured Swala Manager

M ame Fawe Goodman
([Company Mame Fropartyil) St

E il flayen & propemig. com.a
Fhone 1300 793 166

Status

o con o

Building® 14 Smith Street Build Name Type niribution Schedule ¥
Lot 1M1 Emile Carmodonis|  CHU Insurance Claim form Ad Insurance Claim prance Claims P ‘
Insurance Policy* 15156 Strata Community Insurance - Claim Form | A4 Insurance Claim 0172017

New v testing Ad Insurance Claim

Job #

upplier Date Issued

283

Balcony Repairs - Ins 22p32017

* Link

‘Work Order(s) ” = Unlink

| + New || @& Clone “ # Edit I + Select ” DB Preview ” % Close | | MiMeme ‘

# Edit " v Done |

PropertylQ

Insurance Claims

29.10.2020
21



After you click Select, the emailing/generating box will appear on the screen.

The document you selected shows here. You can change the document by clicking on the search icon
Type an email subject here

You can add an email address here if you want to cc anyone

The recipients and their delivery method show here.

To add attachments click on the little white arrow on the Attachments accordion
Click on Add Document to add a document to attach

No v whe

The screen will show all documents that have already been attached to the Insurance Claim. Click on the document you
want to highlight it and then double click to select or
Click on Select to select it

&

9. Click on Remove Document to detach a document you have selected

10. Click on Customise to customise the template just for this instance. This won’t alter the template

11. Click on Preview to generate a PDF preview of the merged document. This opens a PDF in a new Tab.

12. Click Generate to generate PDFs for any recipient receiving by post and send the email to any recipients receiving by
email. This sends the email and creates a job in your job centre if you need to print any PDFs for posting.

Currently Logged In &s: Faye Goodman
Insurance Claim Merge u Role: Administrator
0.138.1 22730017
Current Selected Template: Strata Community Insuranco - Claim FurmEl
Template Type: Existing Template
Email Subject: |Claim Form - 14 Smith Stre e Documents
StreetNan CCEmail:  |accounts@mystrataco Flain ) [ pate Name cTs Building Name StreetName | Lot | L. Supplier Document | On P.
il will be sentto4r = ]
Name Recipient Delivery — |I:|||:||| o ‘ll:lll ||‘ ‘ll:l“:ll‘ ||‘ |||:
il E— JE— p— O 2213 Baleony Railings.pdf 14 Smith Street Building Smith Street Insurance ... - %
peiveeion e s e f— 0 2z Insurance policy 14 Smith St 14 Smith Street Building Smith Street Insurance . - %
Mitroian Drive =
Suncorp Insurer Email
Smith Street
Regina Holsworthy Broker Email
Mitroian Drive /
~ Aftachments
Name Dah/ Size
‘ + Add Document H @ Remove Document | e
# Cuslomise “ O Preview " & Generate “ % Close | ® Close
J
Privacy Policy | Terms & Condtions

Insurance Claim Notices

Completed Time: March 22nd 2017, 6:07 pm
Results:
- There are no custom templates to be
printed/posted.
- Sent 4 of 4 emails.

- Clean up succeeded.
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REPORTING

INSURANCE CLAIM REGISTER REPORT

You can generate a PDF report for insurance claims that are stored within PropertylQ.
Firstly, go to To Do > Insurance Claims screen.

Click Insurance Register button

Select all buildings here, or tick Single Building to select a single building

Select all insurers here, or tick Single Insurer to select a single insurer

Select all managers here, or select a single manager from the dropdown

Select the claim status you want to report on — you can select one or multiple statuses

AN A S

Select the date type. The options are Created date, Submitted date, Completed date and Date of loss.

a. Forexample, you can report on all claims created within a selected date range, or report on all claims that have a
date of loss within a selected date range.

7. Select your date range here

8. Click Generate to create the PDF report. It will open in a new browser tab for viewing.

9. Click Close to exit the screen.

Currently Logged In as: Nicki Scrivener
Role: Administrator

0.210.0 28/10:2020

Insurance Claims

New Submitted In Progress Declined Accepted Completed ALL

S/Plan Building Name Sireet ... Street Name Summary Manager Claim # Status Insurer Broker Submitfed Date ~ Completed Dat... = Date of Loss Age

1 The Bachelor P... 1-8 Hollywood Drive  Insurance claim Lot 7 Anne Fluva RT134984 New CGU Insurance ABC Brokers 1/10/2020 19192020 28 -

6969 A Big Building 17 Pitt Street Claim against

Insurance Register 31732020 120

1 The Bachelor P... 1-8 Hollywood Drive ~ Fence damage 20 2312020 230

Building Status, Date o =
1 The Bachelor P... 1-8 Hollywood Drive ~ Water damage_ Single Building o EdNew o Date Type: ED 3212020 242
23 Camellia Grove 15 Florence Avenue Building: I@I Esubmitted @Created Date 20 10/2/2020
23 Camelia Grove 15 Florence Avenue : e E’i‘:g:’s 8(5::::::::‘1%2"; :20 101212020 260
1 The Bachelor P 1-8 Hollywood Drive . Broken window] Dsinnle Insurer o ﬂAcpepneu (CDate of Loss P019 15/2/2020 10/11/2019
1 The Bachelor P 1-8 Hollywood Drive  Insurance clainf ~ InSurer: 2 Ccompleted Date Range: he 30/9/2018 251412018
215 4 Grande Avenue . Test Summaryi Manager From |20/09/2020 o 71 8 988
23 Camellia Grove 15 Florence Avenue : tree fell on mo; LI es i @ 5017 1089
2709 Moorings on C 83 Cavill Avenue Tree fell on rmE @L"C—'”i‘ §D17 17102017 1099
12379 Precinct Centre 1 Precinct Road Water damag 17 15/0/2017 1124
45631 Haven Place 54 Haven Street Vandalism to front fence Nicki Scrivener 761 Submitted CGU Insurance ;tm\ .59201 24782017 1136
615746 Balanda Gardens 838 Bourke Street Roof Damage Training Manager Submitted CGU Insurance 24782017 3rrz7 162
23 Camellia Grove 15 Florence Avenue  storm damage to roof Nick Dorcas 43432 New CGU Insurance Kinnane Insura...  27/7/2017 20162017 1190
10 Alrium 13 Mitre Drive Tree Uprooted in back Yard Nicki Scrivener " New Suncorp Regina Holswo... 24/7/2017 193
10 Alrium 13 Mitre Drive Pool Fence Blown Overin ... ~ Nicki Scrivener 1235 Submitted Suncorp Regina Holswo...  24/7/2017 1872017 1193
10 Alrium 13 Mitre Drive Broken Sewer Pipe Nicki Scrivener 7563835568 New Suncorp Regina Holswo...  6/5/2017

+ Add

Example report:

My Strata Co - pig-dev1

Level 20, 111 Eagle Street SYDNEY MSW 2000 ABM: 32 345 645

Ph: 1313121 Email: info @ mystrataco.com.au

Printed: 28/10/2020 01:33 pm  Usar: Nicki Scrivenar Page 1

Insurance Register
Submitted Date From 01/01/2020 To 29/10/2020 For All Managers

S/Plan Building Claim # Status Summary Date Submitted Completed Claim Value Insurer Puolicy # Broker Manager Work Order
of Loss  Date Date Job #5
1 The Bachelor Pad XWOBTES1 In Progress Water damage Lot 1 03022020 01/03/2020 $1,000.00 CGU Insurance  Policy1 ABC Brokers  Anne Fluva
23 Camedlia Grove 5432 New 1000212020 12/02/2020 $10,000.00 CGU Insurance 456544 Kinnane Mick Dorcas 229
Insurance
Brokers
23 Camedlia Grove 654 Mew 1302/2020 10022020 $5,000.00 CGU Insurance 46922 Mick Dorcas 239
1 The Bachelor Pad 123456 In Progress Fence damage - Common 02032020 13032020 $8,800.00 CGU Insurance  Policy ABC Brokers  Anne Fluva 124, 150
property
1 The Bachelor Pad RT134984 Mew Insurance claim Lot 7 19092020 01102020 $1,350.00 CGU Insurance  Policy1 ABC Brokers  Anne Fluva
6969 A Big Building 75273 Mew Claim against common ppty - no 31032020 01/07/2020 $2,000.00 QBE C1567820 AMS Mick
lot linked nor recipient lot selected
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