PropertylQ

Lot owners and the lot owners card
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INTRODUCTION TO THE LOT/OWNERS CARD

The lot owners card contains all the information about an individual Lot Owner. For information about the lot owners screen and
bulk lot owner functions, see the Manual, “Lots Owners Screen”.

GETTING STARTED

File
To Get Started, go to the menu and click on Lots/Owners

Propertyla S'trata File @ To Do E] Processing Billing
0 Buildings

&b Lots/ Owners

23 Property Managers

@ Suppliers
e Debtors.
@ Bank Accounts

O Chart of Accounts

& Access Register

0 Documents
0 Templates
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ADDING NEW LOT OWNERS

Click on the +Add button on the bottom right of the lot owners screen

PropertylQ Strata re (@) oo (M) rrcessng (G sumo

End of Period @ Reporting Utilies:

Lots

telp

(] oo

Role: Adminisirator
0.158.1 1182018

active [
[E] CTS » Lot unit CRN Owner Strest No Strest Name Building Name Strata Manager Name Cor. Method | Delivery Method
i ] [ ] [ ] [ ] [ ] [ ] [ ] ] [ ] [ ] [ ]
0 14 1 1 0000000753 Alan Shearer 122 ASeckett Road White Hart Lane ST JAMES PARK Sue Crame Owner Post =
O u 2 2 0000000734 Alan Shearer. 12 White Hart Lane ST JAMES PARK Sue Crame Ouwner Email
O 1a 3 3 0000000735 Alan Shearer. 12 White Hart Lane ST JAMES PARK Sue Crame Ouwner Post
0 4 4 0000000756 Harry Kane 122 White Hart Lane ST JAMES PARK Sue Crame Owner Post
O o 1 1 0000000047 Toby Noad 12 Jones street Peppermint Gardens Anne Fluva Owner Post
O o 2 2 0000000254 Penelope George 12 Pine Avenue Peppermint Gardens Anne Fluva Owner Post
0 o 6 & 0000000723 Geddy Cancrete Ply Lid 12 Pine Avenue Peppermint Gardens Anne Fluva Owner Post
O 1 1 1 0000000644 Dodd Pty Ltd 79 Osullivan Road Damley Anne Fluva Owner Post
0 1w 2 H 0000000764 Dodd Pty Ltd 74 O'Sullvan Road Darnley Anne Fluva Owner Post
O 13w 3 3 0000000762 Dodd Pty Ltd 79 O'Sullivan Road Damniey Anne Fluva Owner Post
O 156 1 1 0000000824 Deo Thompsen 1 George Sireet Fairjiand Resart Jay-Anne Mantulac Owner Post
O 156 2 2 0000000825 Tracy Yates 1 George Sireet Fairyland Resort Jay-Anne Mantulac Owner Post
O 156 3 3 0000000526 Jessica Relly 1 George Street Fairjiand Resort Jay-Anne Mantulac Owner Post
O 156 4 a 0000000827 Tanya Grace 1 George Strest Fairyland Resort Jay-Anne Mantulac Owner Post
O e 45 45 0000000242 Anna Geargiopolos 7 -8 Py Strest Aurora Tawer Anne Fluva Owner Email
O e 9 o4 0000000250 Ryvale Pty Ltd 7 -8 Pye Strest Aurora Tower Anne Fluva Owner Email
O a2 12 12 0000000251 Charle Alexander 210 Pyest Skyine Anne Fluva Tenant EmailiPost
0 em 19 19 0000000252 Emily Beard 210 Fyest Skyline Anne Fluva Other Emall/Post -
0salertea
Show Legend @ Import_| & Link Lot Owners || @ Change Owners | o Emal || | = Bxwort | 2 bataSource |[ m AddMaiing Labels | @ BulksMS | @ DirectDesitinute |[ + Add [ @ View |

Click on the building, to highlight it

s w N PR

Ouner info

SPlan®
tot] | unt| | streetMo | am Email

Stroot Mame® ®n

Suburt o

Accsssory Unif o [ T l

ok Committee Member: N

b Residence Address

» Power of Atiomey

Mailing Address® [ ] ¥Mailng Label

suburt sate || poose| |

[~ e
Owner Occupier %

Name

o (@
Mo

Email

Lease Expiry

Notes

Property Manager s

Click on the search icon to find the building you want to add lot owners to
Type some key letters in any of the boxes on the top line to refine your search and find the building you are looking for.

Click on Select to select the building (or double click on the highlighted building)

e —

Buildings

W | SPan~  Bulloing Name ste. street Name e subum sute |Pos. Manager Lots | unis Follo
5 | [fan = I ] o
¥ 270676 |MoorngsonCavil |63 Cavl Avenue SURFERS PARADISE LD 4217 Training Manager 4 (4 Gro.

T

ShowLegend

B save | % Cancel

il | @ Merge [ @ Expor | @ Data source || @ AsamaiingLabes || @ Buikswis |[+ Aso | o view |

NOTE
e
e | In this example, the building the lot is being created for is located in Queensland. There are some differences to the

terminology in other states.
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LOT OWNER DETAILS AND CONTACT TAB

w N

e N U A

11.
12.
13.

14.

15.

16.

17.
18.

Once the building is selected, it will show here

Enter the Lot number here

The program will automatically fill the unit box with the same number as the lot, but you can overtype if the unit
number is different to the lot number.

The street number populates automatically from the building details

The street name populates automatically from the building details

The suburb populates automatically from the building details

If this is an accessory unit, for example a carpark — type the details here

Type the units of entitlement for this lot here

Type the interest entitlement units here. This is only required in Queensland

. A CRN (customer reference number) will be automatically assigned to all new lot owners. This is the number that

identifies each lot owner for DEFT payments

You will see this notification if this lot owner is a linked owner to other lots

Type the details for the main owner here

By default, the lot owner will not be a committee member. You can add them to the building’s committee from the
building card>Info Tab>Committee

There is no need to complete anything here — when you enter the opening balances, and then as the owner makes
payments, this will update automatically

This is populated when you process a change of owner

When you start adding a Lot, the program defaults to the contacts tab and the owner address and tenancy details tabs
will be open. Type the owner’s address here. This is the address for service of all notices and items of correspondence
that are sent to the owner.

If you use mailing labels and want this address to be the default for generating mailing labels, click here.

Click Save to save any changes you have made

LotiOwner o B

Street Name*® Cavill Avenue

Suburb* |SURFERS PARADISE o
Accessory Unit |34

UOE*

C.T.8* 270976 Moorings on Cavill 63 Cavill Avenue o | NOTE: This lot owner is linked to 3 other owners' —

Owner Info o

Lot"|8 o UnitEo Str-=+ No|53 Owner Namek‘Costa Gianapolous e |

e (Ah) 075746 8734 Email |costag@natmail.com |
(Bh) 073948 9545 ion M |
Mobile 0415453 456 Contact Name|Costa |

) e Fax 07564 7658 Paid to Last Settled

Interest Entitiement|25 o Committee Member: N @ @

CRN

Info Delivery Settings I Ledger Notes Documents Alerts SMS Emails Log of Changes

0000000377 é

Owner Addres » Legal Residence Address

Mailing Address* |F‘O Box 256

| [10)

| |

| ¥ Mailing Label o » Power of Attorney

» Joint Owner

» Tenancy Details

B Save »® Cancel
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Tenant Accordion

1. Owner occupier will be ticked by default and the tenant fields will be greyed out. Untick this if the property is tenanted
to enable completing details for the tenant.

2. Enter the date the tenancy details were received here

3. If this tenant is the formal tenant, tick here. A formal tenant is the contact that can attend meetings in New South
Wales. The formal tenant will receive copies of meeting notices if you have ticked. "Send meeting notices to tenants”
in your Settings>Meeting Settings

4. Select the method of delivery for any notices that are sent to the tenant. They can receive notices by email, post or
both

5. Type a salutation for the tenant. This will be used for any notices you need to send to the tenant.

6. Type the tenant’s name as it appears on the tenancy agreement. This will be used for any notices you need to send to
the tenant.

7. If the tenancy is an entity other than an individual e.g. “Barneys Gifts Pty Ltd” you can enter a contact name here

8. Enter the tenant’s after hours phone number here

9. Enter the tenant’s business hours phone number here

10. Enter the tenant’s mobile phone number here

11. Enter the tenant’s email address. This is the email address that will be used for any emailed notices.

12. Enter the lease start date here

13. Enter the lease expiry dates here. This is the end date for the fixed term of the tenancy agreement.

14. Enter any notes you want to record about the tenant here

15. If the lot has a property manager, click on the search icon to find a property manager that is already recorded. You can
add new property managers here or edit existing property managers. See below for details.

16. Click clear to remove the property manager association for this lot

PropertylQ
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= Tenancy Details o

Cwner Occupier (] Date Received |01/09/2018
Formal Tenant ¥ 9

Deliver by* ¢ emal ¥  post o
Salutation IMs °:|

Name |Barbara Donowvan e_e

Contact Name | |
(A) 07 5765 4545 e_] (Bh)[07 5759 5766 e_—l
Mobile D423 857 456 (10]]

Email* |barbsdcnu@hmm"" ~Om 0
Lease Start 011112016 | P o

Lease Expiry 15/032017
Motes |is a shift worker, den't call before 3 pm @_]

Property ManagerINeds Real Estate o | @ & Clear @

Property Manager

Agent  MNed Flanders Agent Email ned@flanders.com
Company Neds Real Estate Phone +G1 2 9876 6739
Address 55 Springfield Crescent Fax

SPRINGFIELD NSW 2999 Email ned@fianders.com

ADDING A NEW PROPERTY MANAGER

) Preerly Nemny B m
Propeety Manager

Property Managers e
* nactve Company Name Golol Coast Reattors Comgany Emadl infoi@geocoaste comau
Pivore 1 07 74854 BT6T Mastzile
T Adiness Campany Emall Prana 1 Wbl
Phone: 7 Fax
| I I | | | | comac

Fay Whne Rzreond PO Box T84 agent JraCRENAT NI 3 [ME4 BE2 453 Agers Name: ‘Bethary Laum | Agent Emad :-m-ﬁgarxnul'- [r——

Ity POy M . 12456 Naimon Streat

Ceoff Creen Real £ 29801 addil addry admin@ggre com.ay Addreas 20 Beach Road | Suburt |EILRFERS FARADIEE

LR REED | Staty icu}

BawiPracice Prope | 5 Collem Sreat TETREenEg | PiCode |4-2'?| 1

=0 1% Screen St (03) BE4S 1584 0422042042
Enter the Property Managér)s Details
and then click Save.
The email address you enfel will be used
for any notices that are sentfto the

) Property Manager
Click +Add to add a new
Property Manager
I+m|nwaw|/em|va¢m|aam| I
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Joint Owner

If this lot has a joint (additional) owner, you can record the details here.

If you want all owners’ names to show on levy notices, you should enter multiple names in the Owner name field at the top of

the lot owner card.

1. Click on the little white arrow next to the Joint Owner accordion to open it
Type the joint owners contact details here. The details you enter here will be only used for any notices you send to the
joint owner

3. Click save to save your changes.

LotOwner n
Owner Info
cIss [270576 oorings on Cavil 63 Cavil Avenue o | NOTE: This lot owner s linked to 3 other owners
Lorfe | untls | streetNols3 |  OwmerName'[Costa |
Street Name* [cavin Avenue | Email f com ]
Suburb [SURFERS PARADISE | ®n salutation |Mir ]
Accessory Unit | | Mobile Contact Name[Costa ]
UOE" Fax Paid to [ Last Settled ]
Interest Entitlement(2s | Committec Member: N
CRN

BT == e o I

» Owner Address » Legal Residence Address
~ Joint Owner o » Power of Attorney

Name [Anastasia ]

(Ah) [ | BN ]
Wobia

Email [Ana@gmail com e

]

Mailing Address|4 Surf Street ]
[ J
[ J

» Tenancy Details o

B Save | % Cancel

Legal Residence Address Accordion

If the lot owner lives overseas, you can enter their Australian address here to satisfy legislative requirements. This address is not
used for any correspondence but does appear on the Strata Roll.

1. Click on the little white arrow to open the residence address accordion
2. Type the details
3. Click Save to save your changes

Lot/Owner [x] “
Owner Info
CT.s” ‘338777 Homsby Towers 15 Florence Street 0 ‘ NOTE: This lot owner is linked to 1 other owners.
Lot | umit StreetNo[1s |  Owner Name*[Franca Swanden ]
Street Name*  |[Florence | an [ | Email [ com ]
Suburb* [HoRNSBY | @ [ | sawtation | |
Accessory Uni] | mobie [p423 324 343 | contact Name| ]
UOE* Fax [ | Paidto [15(112018 | Last Settled[07/022018 |
CRN Committee Member: ¥ Committee Member Status:  Active:

T T T T T [ [ [ T oo E

» Owner Address o ~ Legal Residence Address
D e el Name Franca Swindells o
» Tenancy Details Mailing Address|27 Karri Court -
Suburb 'WAHRGONGA state PiCode 2077 |
» Power of Attomey

[o5ee]
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Power of Attorney Accordion

If someone holds a power of attorney for this owner, enter the details here. This will not affect any of the delivery options. Itis

just a place to record these details for your own information.

Enter the date the information was received here
Enter the Power of Attorney’s name here

Enter any after hours and business hours numbers here
Enter a mobile number here

Enter a fax number here

Enter an email address here

Enter a mailing address here

+ Power of Attormey

Date Received o o

NoOU AWy e

Name |Ar1ita Gianapolous . |
(Ah) |07 4544 5656 | (Bh)|07 8727 3543 e_—|
Mobile 0415 545 454

Fax | -|.e
Email |anitag@hctmail Com e _|
|

Mailing Aﬂdress|34 Arling Street
| @ |
| |
Suburb [COOLANGATTA | State PiCode(4226 |

NOTE
" You can save the Lot Owner card once you have completed the contact details but it’s best practice to continue to enter all

the Lot/Owner information.
When you save a new lot owner, you will see the following options:

1. If the same owner owns more than one lot in the building, select the Duplicate Lots option. Enter the Lot numbers you
want to create with the same owner
. Click Continue adding lots for the same building if you want to create more lots that have diferent owners
3. Click on Finished adding lots when have finished adding lots for this building
4. Click Done when you have finished adding lots.

R -

Please select whether you want to create muitiple lots by duplicating the previously
entered lot, continue adding lots for the same building or finish editing the previously

entered lot.
Lot Options o
Lot numbers can be entered as eg. 1-3,4,5-7,10

* Duplicate Lot
prese e o G

Continue adding lots for same

~ building
Finished adding lots e o

PropertylQ
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If you select to Duplicate Lots you will see this message once they are created.

NOTE
“ The duplicated lots will have the same number of units of entitlement as the original lot so you will need to edit each lot

owner card individually if they are different.

@

3 lots created.

INFO TAB

1. If you have saved the lot owner card earlier, click on Edit to get started.

Owner Info

SiPlan® [270076 Moorings on Cavil 63 Cavill Avenue. < NOTE: This lot owner is linked to 3 other owners

Lotfs Unit 5 Street No[53 Owner Name'[Costa Gianapolous
Street Name® [Cavill avenue {Ah) 075746 8734 Email costagian@gmail com
Suburb” [sURFERs PARADISE (8n) 073948 9845 Saiutation  Mr
Accessory Unit | Mobile 0415453 456 Contact Name Casta
UOE" [0 Fax 07564 7688 Paidto Last Settled

Interest Entitiement 25 Committee Member: N

CRN [n000000374

» Morigagee

» PastOwners °

8 LotOwner Page | @ Email | @ info Certicate | © Last inio Certficate ||+ Edit | v Done |

Nominees Accordion

If the lot owner has a nominee, for example if the owner is a company and they want to nominate a representative, record the
details here. This will not affect any of the delivery options. It is just a place to record these details for your own information.

Record the date the information was received here

Enter the nominee name here

Enter the after hours and business hours phone numbers here
Enter a mobile number here

Enter a fax number here

Enter an email address here

Enter the mailing address here

Click on the + Nominee button to add a nominee

N A S

You can delete a nominee by clicking on the delete button

PropertylQ
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~ Nominees

Nominee

Date Received@g e Mailing Address|1 Gerwin Street |

Name |Harr1'son Sadler - | | ° |

(AR) 07 6475 7865  |Bm[o7 8775 3424 ej [ - |

Mobile bisasess (@) T subum [BROADBEACH |state PiCode|4242 |
Fax [ — W

Email Inarrison@poltech com.au e | @ Delete o
+ New Nominee e

The Mortgagee Accordion

Some states require that the details of any mortgagee be recorded. This will not affect any of the delivery options. Itis justa
place to record these details.

Click on the little white arrow next to the mortgagee accordion to open the accordion
Click on the + New Mortgagee button
Type the details of the mortgagee

s wnN e

You can delete a mortgagee by clicking here.

If there is more than one mortgagee, click on +Mortgagee to add more mortgagees

» Nominees
omarse

Mortgagee

Name|Macquarie Bank Limited | Commenced  [02/10/2016

(An) | (=0 | Mailing Address|Level 6 - 7, 825 Ann Strest |

e[ (3] | \

Er : iebank com au e | ‘ o
Suburb FORTITUDE VALLEY state PiCode 4005 -

+ New Mortgagee e

» Past Cwners

@ Delete || @ save | % Cancel

Past Owners

If you have processed a change of owner at any time, the details of the previous owner will show here. There is no need to add
any details here. See the section below “Change Owners” for instructions on how to change owners or the manual “The Lots
Owners Screen” for instructions on how to change owners in bulk.

[+ Nominces
» Momgagee
Past Ganer
NameBalley Brown Addrass'Unt 1115 Florenca Steat Settled
(An) (3532 3232 Bn)| Paia To|
Fax
Email mysratacusiomers@gmail.com Suburb HORNSSY State NSW  PiCode 2077
FastGnner
NameSally Bennett Address'4/15 Florence Street Settled
an) (&n) Paid To|
Fax
Email Suburb HORNSSY State NSW | PiCode 2077
8 LotOwnerPage | @ Email || @ Info Certfcate | ® Lastin® Certicat= || /* Edt | + Done

Lot Owners Card
22.07.2020
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DELIVERY TAB

The Delivery tab records the lot owner’s preferred options for delivery of documents and communications.

Levy Notices Accordion

This Accordion records the lot owner’s preferences for delivery of levy notices.

Click on the little white arrow next to the Levy Notices accordion to open the accordion
The default setting is to deliver by post to the owner — click post or email to change the preferences (Levy notices can
be sent by one or both methods but at least one method must be selected)

3. The default setting is that the owner is the recipient. Click on Agent (Property Manager), Tenant, Joint Owner or Other
if you want to alter. You can add an “Other” contact here if you wish — e.g. a relative or accountant that takes care of
the owner’s levy payment. If you choose “Other” you can copy the details to meeting notices and general
correspondence to save data entry.

¥ Levy Notices

Deliver Levy Notice by: * email @ post
Recipient*

B

Name*  [Elise Martinborough

[_® Copyto Annuainvesting Notices || @ Copy to General Correspondence || & Copy to Uity Notices \l

Email |elise@notmai com
Address'|44 Stepney Road

Suburb [SOUTH PERTH State[WA | PiCode[8011

» Annual Notices and Mesting Notices

» General Comespondence

» Utiity Notices

4. The details of the selected contact show here. They are greyed out and if you need edit the details, go to the Contact
tab. (only the “Other” contact can be edited here)

CRN 0000000374

[T RO T o o [ [ oo T o EE
~ Levy Nofices o

Deliver Levy Notice by* ¥ email ¥ pos e
Recipient* -

| Agent m Tenam| Cther | o

Name® Costa Gianapolous

Email® |costagian@gmail.com
Address*/PO Box 256 o

Suburb | SURFERS PARADISE State|QLD | P/Code|4217

Annual Notices and Meeting Notices Accordion

An owner may want these items to go to a different contact and by a different method to their levy notices. For example, the
levy reminders might go to the property manager to pay but the owner wants to receive the annual notices and general
correspondence themselves.

Click on the little white arrow next to the Annual Notices and Meeting Notices accordion
Select the owner’s preferred delivery method for annual notices

3.  You can tick here if you want to exclude this owner from receiving meeting notices. For example, if this is an accessory
lot just for a car space and they already receive meeting notices from another lot

4. The recipient will default to Owner but you can toggle between the tabs to alter

PropertylQ
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Owner Info
siplan® [1285 Banksia Gardens 50 Aent Crescent o | Owner Name[Ben Carpenisr
tofz | untzz | sweetholi |y [ ] Ema [oercamerior@omaicom |
Street Name*  [Albert Crescent | e [ 1 I ]
swur  EURNGOD | wewe [ | Comatams |
Accessory Unit] I Fax [ | Ppaidto [o1m12017 Last Settled |
UOE* Committee Member: Committes Member Status:  Active

CRN \DODDO00320

R T [ o o e [ I

» Levy Notices o
~ Annual Notices and Meeting Notices

Deliver Annual Nofice / Meeting Notice by:*  #  email ¥ post o
Do Not Include Meeting Notices =]

Recipient” \e
[ Agent m Tenant | Otner \o N

Name* |Ben Carpenter

|
Email* | com |
|
|

Address’|45 Brougham Avenue

|
| \
Suuh [NORTHERSSANE | sutloLD | Pcodslioot |

» General Corespendence

» Utility Nofices

B Save | % Cancel

General Correspondence Accordion

1. Click on the little white arrow next to the general correspondence accordion
2. Select the owner’s preferred delivery method for general correspondence
3. The recipient will default to Owner but you can toggle between the tabs to alter

Lot/Owner [ x]

Owner Info
. -
S/Plan |1288 Banksia Gardens 53 Albert Crescent L | T Name*‘Een Carpenter |

Lol U"“ Street N° (Ah) l:l Email |bencarpenterﬁgmai\ com ‘
Street Name® |Albert Crescent | e ] ion | \
subury'  [BURWOCD | momie [ | ContactNamd \
Accessory Unit | rax ] rpaidto Last Settled| |
UOE* Committee Member: ¥ Committee Member Status: Active

» Levy Notices

» Annual Notices and Meeting Nofi~es

~ General Comespondence o

Deliver General Correspondenceby: = % email ¥ post o
Recipient”

| Agent Tenant | Other | e

Name* ‘Ben Carpenter

Address*|45 Brougham Avenue

\
\ |
Suburs NORTHERISSANE | sate QLD | PCode 4001 |

» Utility Notices

|
Email* ‘bem:arpemer@gm\\.ccm |
|
|

PropertylQ
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Utility Notices Delivery Accordion

If the Building has a main meter and sub-meters for electricity and gas you can send Utility Notices from PropertylQ Strata. This
is done from the Billing menu. You could also send these notices using the special levy function. If you choose this option and
choose utility invoices from the dropdown list, then the notice will go to the contact nominated here. For full details, see the
manuals “Levies” and “Utility Invoices”

1. Click on the little white arrow to open the Utility Notices accordion
Select the owner’s preferred delivery method

3. The recipient will default to owner. You can toggle between the different recipients to alter. For example, if the unit is
tenanted, the utility bills may go to the tenant.

b Levy Notices.

» Annual Notices aozling Notices / General Correspondence

~ Utility Nofices

Deliver Utility Notices by* (] email @ post 9

Recipient*

owor

Name® [Costa Gianapolous

Email  [costagian@gmail.com
Address’[PO Box 256 e

Suburb [SURFERS PARADISE State|GLD | PiCode 4217

PropertylQ
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SETTINGS TAB

The Settings tab records information about legal action and repayment plans.

Legal Action Accordion

1. Click on the little white arrow next to the Legal Action accordion
Tick if there is legal action relating to this owner

3. By default, once you add legal notes, any payments received from this owner via TXN file processing will not be auto
allocated as per the auto allocation rules you have entered in your settings. You can override this if you want to, by
ticking “Auto Allocate Levy Receipts”

4. Type any notes you need to record about the legal action. If you have ticked the legal action box in step 2, the details
you enter here can be viewed when you are processing a due notice run so that you can decide whether you want to
include this owner in the run. For details on how to process a due notice run, please see the manual “Due Notices”

5. Click Save to save your changes.

LotiOwner B
Owner Info
§/Plan* 1 The Bachelor Pad 1-8 Hollywood Drive 3 0 NOTE: This lot owner is linked to 3 other owners
Lot | umtli__| streetNof[io___ | Owmer Name*[Brena Mulligan |
Street Name*  [Hollywood Drive | (Ah) Email [iack.dobinson@macquarie.com |
Suburb* [MURWILLUMBAFH | (BN salutation | |
Accessory Unitl | Mobile Contact Name{Brena |
CRN 0000000077 Committee Member: ‘Committee Member Status: Active
Debt Collection
Stage [CJExciude from Debt Collection ? Building Debt Collection: ¥  Repayment Plan: Y  Legal Action: N

Notes

This is a debt collection note This is a debt collection note.

+ Legal Action o_
oLegal action CJ Auto Allocate Levy Receipts [ o

Notes

|Th\5 is a legal action note.
£

b

Repayment Plan

b

Direct Debit

b

Macquarie Direct Debit

b

Cwmer Interest

=y

Repayment Plan Accordion

1. Click on the little white arrow next to the Repayment Plan accordion.

2. Tick here if a repayment plan has been agreed on

3. By default, once you add repayment plan notes, any payments received from this owner via TXN file processing will not
be auto allocated as per the auto allocation rules you have entered in your settings. You can override this if you want
to, by ticking Auto Allocate Levy Receipts

4. Type any notes you need to record about the repayment plan here. If you have ticked repayment plan in step 2, the
details you enter here can be viewed when you are processing a due notice run so that you can decide whether you
want to include this owner in the run. For details on how to process a due notice run, please see the manual “Due
Notices”

5. If the owner defaults on the repayment plan, enter the delinquency date here. This is just for your information; it does
not affect any other part of the program.

6. Click Save to save your changes.

PropertylQ
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S/Plan*

Suburb*

UoE*

CRN

Notes

Accessory Unit]

1 The Bachelor Pad 1-8 Hollywood Drive oL

Lotfi | Uniti | StreetNo[t0 |

Street Name* [Hollywood Drive

|
[MURWILLUMBAH |
|

0000000077

Debt Collection

Stage

[JExclude from Debt Collection ?

‘Owner Info
NOTE: This lot owner is linked to 3 other owners

Owner Name~|Erena Mulligan

(Ah) 111111111 Email |Jack dobinsen@macqguarie com
(Bh) 122222222 Salutation |
Mobile 33333333 Contact Name| Brena

Committee Member: Committee Member Status: Active

Building Debt Collection: Y Repayment Plan: N

|Tni5 is a debt collection note. This is a debt collection note.

30/07/2018 Last Settled |01/05/2019

» Legal Action

Repayment plan [
Notes

o .

Delinquency Date[ | o

~ Repayment Plan o—
Auto Allocate Levy Receipts [ o

|This is & repayment plan note.

3

Direct Debit

»

Macquarie Direct Debit

»

Owner Interest

£

DIRECT DEBIT ACCORDION

This feature is now redundant and has been replaced by the Macquarie Direct Debit functionality. See Macquarie Direct Debit

Accordion below.

MACQUARIE DIRECT DEBIT ACCORDION

This accordion will be visible on the lot card if you have enabled the Macquarie Direct Debit feature in your PropertylQ. To
enable this feature email support@propertyig.com.au and ask for Macquarie Direct Debit to be enabled on your account.
PropertylQ Support will notify you once it’s been enabled.

For detailed instructions on Macquarie Direct Debit, see the manual ‘Macquarie Direct Debit (BIDD)’.

Click on the little white arrow next to the Macquarie Direct Debit accordion.
The unique DEFT reference number (DRN) for the lot appears here, which is used to make levy/fee payments.
Click here to check the lot’s direct debit status. If the lot owner has opted into Macquarie Direct Debit, the popup
message will confirm the account details. If the lot owner has not opted into Macquarie Direct Debit, the popup

If the lot is not enabled for direct debit, you can click here to issue an email invitation to the lot owner for Macquarie
Direct Debit. The invitation will be sent directly by DEFT Payments Services to the lot’s owners email address.

1.
2.
3.
message will confirm it’s not enabled.
4,
PropertylQ
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mailto:support@propertyiq.com.au

S/Plan* 1The Bachelor Pad 1-8 Hollywood Drive 3.0 Ngger'l!mos lot owner is linked to 3 other owners
Lot 1 Unit 1 Street No 10 Owner Name* Erena Mulligan ¢ Change Owner
Street Name* | Hollywood Drive {Ah) 11111111 Email jack.dobinson@macquarie.com @
Suburb® MURWILLUMBAH (Bh) 22222222 Salutation
Accessory Unit Mobile 33333333 Contact Name Erena
UoE* 1 Fax Paid to 30/0772018 Last Settled 01/05/2019
Committee Member: Committee Member Status:  Active

CRN 0000000077

Debt Collection

Stage v Exclude from Debt Collection ? Building Debt Collection: ¥  Repayment Plan: N Legal Action: N

Notes | Thig is a debt collection note This is a debt collection note

» Legal Action

» Repayment Plan

» Direct Debit

~ Mact

DEFT Reference Number (DRN):
35235230000771

+ Check Status_| v Send Direct Debit Invitation |

b Owner =St

& Lot Owner Page ” = Email ” O Info Certificate " O Last Info Certificate ” # Edit H + Done ‘

OWNER INTEREST ACCORDION

1. Click on the little white arrow next to the Owner Interest accordion.

2. If you have a rule to charge interest on overdue levies and you want to waive it, tick here. This will waive all interest
charges for this owner while it stays ticked.

3. Any interest pause periods linked to the lot will appear in the grid here.

4. Click here to view a selected interest pause period linked to the lot.

S/Plan” 1 The Bachelor Pad 1-8 Hollywood Drive oA N(;)gfl'll':::rii lot owner is linked to 3 other owners

Lnl'lzl Unitl:l Street Nu Owner Name*‘ana Mulligan ‘
Street Name*™ |Hn\lywnod Drive | (Ah) Email \iack dobinson@macguarie com |
Suburb* [MURWILLUMBAH | @ 2222222 | i [ |
Accessory Unit] | Mobile Contact Name[Brena |
UoE" [ Fax [ ] eadte Last Settled
CRN 0000000077 Committee Member: Y Committee Member Status: Active

Debt Collection
Stage [CJJExclude from Debt Collection ? Building Debt Collection: ¥  RepaymentPlan: N  Legal Action: N

Notes ‘Thll; is a debt collection note This is a debt collection note.

» Legal Action

* Repayment Plan

» Direct Debit

» Macquarie Direct Debit
e (1)
Do not charge interest to owner (]

Interest Pause Periods
Description Start Dafe o | End Date « Lots

IPP Lot 1 o 1102019 1

PropertylQ
Lot Owners Card
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LEDGER TAB

The Ledger tab shows all the lot owner’s financial history. A summary of their current position shows at the top.

If the building has multiple contribution schedules, you can click on each tab to toggle your view to show the details for each
contribution schedule.

I Contact I Info I Delivery I Settings Motes I Documents I Alerts I SMS I Emails I Log of Changes _
Schedule: | All Schedules ¥ | [linclude Creator Details As At [18/0972018 ?
Lot 3 Unit 3| All Schedules
Paid to JELIEEETEEEITTTIETIEVEMNt $0.00) Total Arrears: $6,840.30 Balance: $6,840.30 m Levies | Receipts \ Opening Balance \

Marina Maintenance [ — N
Date Ty e Tt Account Principle Paid Interest Due | Interest Paid | Discount/___ Total Status Balance

1/1/2020 : Sid Levy 98 : Standard Levy Moorings Stand... Total $374.45 $0.00 $0.00 $0.00 $0.00 $374.45 Notyetdue | $10258.10 =
From: 01/01/2020 To: 31/03/2020 : Levy Income Admin 5330.01 50.00 §0.00 50.00 50.00 $330.01
Moorings Standard Contributio... | Levy Income Sinking 544 44 30.00 $0.00 30.00 50.00 544 44
Discount Due: $15.00

11072019 : Sid Levy 97 : Standard Levy Moorings Stand... Total $374.45 $0.00 $0.00 $0.00 $0.00 $374.45 | Not yet due $9,883.65
From: 011 /2019 To: 3112/2019 | Levy Income Admin $330.01 $0.00 §0.00 $0.00 50.00 $330.01
Moorings Standard Contributio... | Levy Income Sinking 544 44 50.00 50.00 $0.00 50.00 544 44
Discount Due: $15.00

17772019 | Sid Levy 96 : Standard Levy Moorings Stand... Total §374.45 $0.00 $0.00 $0.00 $0.00 $374.45 | Not yet due $9,509.20
From: 01/07/2019 To: 30/09/2019 | Levy Income Admin $330.01 $0.00 §0.00 $0.00 50.00 $330.01
Moorings Standard Contributio... | Levy Income Sinking 544 44 50.00 50.00 $0.00 50.00 544 44
Discount Due: $15.00

17472019 | Sid Levy G5 | Standard Levy Moorings Stand... Total 537445 $0.00 $0.00 $0.00 $0.00 $374.45 : Not yet due $9,134.75
From: 01/04/2018 To: 30/06/2019 | Levy Income Admin £330.01 $0.00 $0.00 $0.00 50.00 £330.01
Moorings Standard Contributio... | Levy Income Sinking 544 44 50.00 50.00 50.00 50.00 544 44
Discount Due: $15.00 -

B Save ® Cancel

TE
noTE

{

A lot owner could show as being in advance as well as in arrears, if there is an unpaid past due levy as well as a levy that
isn’t due yet but has been paid.

Click here to inclue creator details
By default, the ledger will show the status as at today’s date but you can click here to open the calendar and change the
date (this amount of interest will show as at the date you select)

3. By default you will see all transaction types but you can filter your view by clicking on individual tabs

4. The current status of the lot owner shows here

5. Creation details show here if you have ticked to include creator details

6. The date the item was created shows here

7. Details show in this column

8. The reference number for this item shows in this column

9. The details of theThe chart of accounts code that the item is attached to shows here

10. The chart of accounts code allocated to the item shows in this column

11. The total owed shows in this column

12. The principal amount (the amount of the item without any interest) shows in this column

13. Any amounts paid show here

14. Any interest due shows here

15. Any interest that has already been paid shows here

16. Discount amounts (if applicable) show heree

17. The total — principal plus any interest due, less any discounts shows in this column
PropertylQ
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18. The status. i.e. paid, arrears, obal (opening balance) shows here
19. The balance shows here
20. Click Print to print a report of the owner’s ledger. See below for instructions.

Contact Info Delivery Settings Ledger Motes Documents Alerts SMS Emails Log of Changes
- (3) E
Schedule: | All Schedules v | ¥l include Creator Details o / —‘ N ?
Lot 3 Unit 3 Boltech Pty LTd
Paid to 30/11/2016. Arrears: $6,840.30 (Int. $0.00) Total Arrears: $6,840.30 Balance: $6,840.30 e m Levies | Receipts rODeninQ Balance |
Creation Details Date Type Ref# Details Account Principle Paid Interest Interest Discount Total Status Balance
Bella Carstairs 1/1/2020 : Std Lewy G5 : Standard Levy Moorings. .. Total §374.45 $0.00 $0.00 $0.00 $0.00 $374.45 Notyet. . @ §10.258.. ~
14/02/2018 - 12:59 pm From: 01/01/2020 To: 31... | Levy Income | Admin §330.1 50.00 50.00 §0.00 $0.00 5330.01
Moorings Standard Cont_.. : Levy Income : Sink. $44.44 50.00 50.00 $0.00 $0.00 $44.44
e e o e Dlscouyegs15.un ® 0 @ @
Bella Carstairs 1HorZ0...  Storevy | =7 | Standarte—evy Moorings. .. — ; —al  Soeds @JD @d @d @;D L Y 1] I\@« . 5:@.65
14/02/2018 - 12:59 pm From: 01/10/2019 To: 31... | Levy Income | Admin $330.01 50.00 $0.00 s0.00 S0.00:  $330.01
Moorings Standard Cont... | Levy Income | Sink... $44.44 50.00 50.00 $0.00 $0.00 54444
Discount Due: $15.00
Bella Carstairs 17772019 : Std Lewy 96 | Standard Levy Moorings... Total |  $374.45 $0.00 50.00 $0.00 $0.00  $374.45 Motyet... & $9,508.20
14/02/2018 - 12:59 pm From: 01/07/2019 To: 30... | Levy Income | Admin §330.1 50.00 50.00 §0.00 $0.00 5330.01
Moorings Standard Cont... : Levy Income | Sink... $44.44 50.00 $0.00 $0.00 $0.00 S44.44
Discount Due: $15.00
Bella Carstairs 1/4/2019 : Sid Lewy 95 Standard Levy Moorings... Total . $374.45 $0.00 $0.00 $0.00 $0.00 $374.45 Notyet .. 8$9,134.75
14/02/2018 - 12:59 pm From: 01/04/2019 To: 30... | Levy Income | Admin $330.01 50.00 50.00 $0.00 S0.00¢  $330.01
Moorings Standard Cont... | Levy Income : Sink... 344.44 50.00 50.00 §0.00 $0.00 34444
Discount Due: $15.00 { @ -

B Save Cancel

Print Ledger

You can print an owner’s ledger in PDF format.

1. Click on the Print button
If this building has more than one schedule you can choose to print all schedules or use the dropdown to choose just
one schedule

3. Click to select the report type you want

4. Select the date range for the report

5. The default date will be today’s date. If the building is charging interest, you can alter the date to show the interest
owing at the date you choose

6. Click Generate when you are ready. This will create a PDF document that you can print.

PropertylQ
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ropertylQ Strata

Owner Reports

Currenty Logged In as: Faye Goodman
Roke: Adminsirator

Schedule Selection o G
sPlan* 1288 Banksia Gardens 59 Albert Cr
Schcuie{AlScedes ¥] —
i Street Ng
N Report Type Date Range
SPan « Lota Unit | StreetName” |Albert Crescent @ o Corr. Method | Delivery Method
Suburb —— ® Ledger ) Transaction Summary Fam To 280272017 )~
[ il i BRWOD | ) ummary Vew %) . [ I i |
1288 1 1 Accessoyumt ] Y/ | Ouner Email
voe:
421234 5 5 QOwner Post
CRN (0000000319
Other Ema
[l o T B T T T T R
Lot 1 Unit 1 Anna Liu As Al 280022017
Paid to 31/12/2017. Current Arrears: $1,233.30 (Int. $17.77) Total: $1,251.07Paid to 31/12/2017. In Advance: $766.70
nl Levies Receipts [ Opening Balance
Date Type | Ref# Details Account Frinciple Paid Interest Paid |DiscountW.., Total Status | Balance
1102017 StdLewy 8. Standard Levy Contribution Sc. Total  §515.15  $515.15 50.00 50.00 50.00 $0.00 Paidina. 77875 *
From: 01/1072017 To: 31/12720. . | Levy Income Admin §515.15 §515.15 $0.00 $0.00 $0.00 $0.00
Levy Income Cap. . $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
17017 SidLew 7 Standard Levy Contribution Sc.. Total  §515.15  $515.15 50.00 50.00 50.00 $0.00 Paidina. 526360
From: 01/07/2017 To: 30/09720. . | Levy Income Admin §515.15 §515.15 $0.00 $0.00 $0.00 $0.00
Levy Income Cap. . $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
142017 StdLewy 6 Standard Levy Contribution Sc.. Total  §515.15  $515.15 50.00 50.00 50.00 5000 Paidina.. 525155
From: 01/04/2017 To: 30/06720. . : Levy Income Admin §515.15 $515.15 $0.00 $0.00 $0.00 $0.00
Levy Income Cap. . $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
stted
28/112017 SpecLe 26 Special Levy for urgent roofre Total  $416.65 $0.00 §354 $0.00 $000  $42049 Arears 578670
Levy Income. Admin 000 5000 s0.00 s0.00 5000 5000 iling Labels H 3 Buksms H + Add u O View ‘
PropertylQ Strata Testin|
PO Box 330 CANNING VALE WA 2000 123456789
Ph: 1300 724 256 Email: stephanieb@propertylq.com.au
Printed: 28/02/2017 03:00 pm User: Faye Goodman Page 1
OWNER LEDGER from 01/10/16 to 28/02/17
All Schedules
S/Plan: 1288 Units: 4 Lots: 4
Building Address: 59 Albert Crescent
Suburb: BURWOOD State: NSW Post Code: 2014
Building Name: Banksia Gardens
GST?: No ABN:
Manager: Training Manager
Lot1 Unit 1 Anna Liu
Date Ref  Details Debit Credit Balance
0111016 Opening Balance $0.00
011016 1 General Levy $500.00 $500.00 DR
From: 01/10/2016 To: 31/12/2016
2811116 2 Special Levy for urgent roof repairs (Instaiment 1) $416.65 $916.65 DR
Interast Due $10.50
02/12/18 3 Receipt; Levy C for 70 $515.15 $401.50 DR
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Lot Owners Card

22.07.2020

18



NOTES TAB

You can record any notes about the owner here.

Existing notes show here

Click + Add Note to add a new note

Give the note a short name, the name shows in the notes tab here and also on the reminder if you set one
Type the details of the note here

The status defaults to pending. You can alter to completed if you just want to store a record

If the notice is pending, you can click on the date to set a reminder date and time

Click Save to save the note

You can click to view any existing note by clicking on the View Note button

W NV R WN R

Click on the Print button to print the notes. This will create a PDF that you can print.

Name*

Mediation session scheduled
SiPlan* 1288 Banksia Gardens 58 Albert Crescent

¢ Change Owner

Mediation session is scheduled for 21.3.2017

Lotfi | unitfi Street No[59
Street Name®  Albert Crescent
Suburb® BURWOOD

Accessory Unit

Status | Pending ¥
Reminder[20/03/2017 - 09:20 e o

UoE* 20
CRN 0000000318 0 kil L
Su Mo Tu We Th Fr Sa
DoEacars - eeeT |
/I o EIEEEE R — F—
ame us e
Owner requested mediationBssion wih Lot 4 o ﬁ%{ 1: 1i i: l: 1: pending 28202017
E”?m 28| 29( 30| A
Tme 0820
rour 00 04 08 12 ¥ 20
i ——f{I—
o ° o Mt @ % W =
[+ Adanote | @ viewnote | 2 print |
[ @ Lotowner Page | @ Email | @ info Certiicate | @ Lastinio certficate
Printed Notes
Propert!'!.Q Strata Testin
PO Box 330 CANNING VALE WA 2000 ABN: 123456788

Ph: 1300 724 256 Email: stephanieb@propertyig.com.au
Printed: 28/02/2017 03:21 pm User: Faye Goodman Page 1

Notes Report
1288 1/1 Anna Liu

Name Details Status  Reminder Time
Owner requested Owner has requested a mediation session with lot owner 4, States  pending 26/02/2017 01:00 pm
mediation session with Lot that lot 4 is a making alot of noise late at night
4
Mediation session Mediation session is scheduled for 21.3.2017 pending 1%03/2017 10:20 pm
scheduled

PropertylQ
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DOCUMENTS TAB

The documents tab stores all documents relating to this lot that have either been generated by the program or uploaded
manually.

1. You can select a date range to view all documents within that range

The default view includes all types of documents, but you can use the dropdown list to select a specific type of
document

Click on the box at the left to select a document. You can view the document details here

The created time shows in this column

The date the document was uploaded/created shows here

The user that created/uploaded the document shows in this column

The name of the document shows in this column

The type of document shows in this column

LN RE W

The document details show in this column. If the document is a levy/fee notice, the end date shows here.

10. If the document is on the Owners portal it has a green tick in this column, a red cross if not. For full details on the
owner’s portal see the manual “Owners Portal”

11. Click on the +Document Entry button to upload a document — see instructions below

12. Click on the View Doc button to view a document you have selected

13. Click on the Email button to email the document(s) you have selected

14. Click on the Print button to print the document in PDF format

15. Click on the Download button to download a copy of the document

16. Click Delete to delete a document you have selected

Lot/Owner »®
Owner Info
C.T.s» |2?DQ?6 Moarings on Cavill 63 Cavill Avenue o | T Name*|BoItech Py LTd |
Lut U”" Street Nu (AR) I:l Email [mystratacustomers@gmail.com |
Street Name™ [cavill Avenue | @ [ | sauation |
Suburb* [SURFERS PARADISE | Mobike 0411232 242 Contact Name|Justin Morgan |
Accessory Unit | | Fax [ ] Ppadto 301172016 Lost Settled| |
UOE* Committee Member: N Committee Member Status: Resigned
Interest Entitlement: |
CRN (0000000338
Contact Info Delivery Seftings Ledger Notes Documents Alerts. SMSs Emails Log of Changes e
From [01/11/2017  |To [1a/002018 | Filter: [ Al v
(8} Created Time Date User Name Type Details ©On Portal
l# :21/08/2018 - 2:13 pm Bella Carstairs Lot 3 - Due Notice - 21-08-2018.pdf Levy Notice Posted fo: x -
o ° e PO Box 20 o
- - o o e BROADBEACH QLD 4217 — @
L : 23/07/2018 - 11:59 am : 23/7/2018  Bella Carstairs Lot 3 Notice of AGM - 29/08/2018 pdf Meeting Motice Generated by Meeting Notice Generator x_

Emailed to: mysfrataclients@gmail.com on: 23/07/201...
Uploaded fo Bing on 23/07/2018 12:12 pm

)£ 23/07/2018 - 11:54 am Bella Carstairs Lot 3 - Due Noftice - 23-07-2018.pdf Levy Notice Uploaded to Bing on 23/07/2013 12:06 pm 4
PO Box 20
BROADBEACH QLD 4217
¢ 19/07/2018 - 12:31 pm Bella Carstairs Lot 3 - Legal Notice - 19-07-2018.pdf Levy Notice Posted fo: x
PO Box 20
BROZSBEACH Qf e 17
[l 1mmzmnia - 4207 nm inhntast I nt 3 - Mie Nntica - 1A-N7-214A nrf 1 ey vm@ Dn@ @ @ @ b 4 @ M
1 document selected ‘ + Document Entry " © View Doc || = Email " & Print H + Download ” @ Delete |

| Save Cancel

PropertylQ
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DOCUMENT ENTRY

You can upload documents in the following formats:

= PDF

= Images in .jpeg, .tiff and .bmp format
=  Word

= Excel Spreadsheets

=  TextFile

= Email Files

Only PDF Documents will show as a preview.

1. Click on +Document Entry. The document entry screen now pops up
2. Click on Upload Document

El No files found ‘ o H @ Delete H & Refresh H & Upload Dn:umelﬂ@ Show Docs By Current User

Name | |size =

B —
e
Type*

Comments|

+ Downioad | @ Print || @ Save [ % Close

Ao TOMT O ZS T 207710

O 231172017~ 11:4Dam 237112017  Traineel Lot 1 Notice of AGM - 29/11/2017 paf Meeting Notice Generated by Mesting Notice Generator x
Posted to: 1 Smith Sireet SYDNEY NSW 2000
Emailed to: edwardme @gmail.com on: 23/11/2017 10:...

1 4RH19MT 1228 m ame 10t 1 -1 anal Nfira - 1A-11-9047 adf 1 o Niire: Fmailad o mhitefnmnarhin com 20 o 1RH15017 3 v

1 document selected [+ Do:ume;leﬁﬁy [ o viewpoe [ @ Email | @ Pint |[ & Downioad || @ Delete

You can either drag and drop files from your computer or click Find File and select the file you want.

PropertylQ
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C | @ Secure | https;//pig-demolveeps.netau/#lots Yt

Do u *
4»
jpload Doct ¥ show Docs By Current User
Drag and drop files here to upload them
The max allowed il size is 32.00 MB
| - i
size
o= (=]
9@' [0+ Ubraries » Documents » Strta traning » ~[43 ][ Search Strata training |
Organize v New folder 88 ~ @
47 Favorites Documents library Armangeby:  Folder ¥
{18 Downloads Strata training
Documents - . . 5
= @7 Meter readings with usage only ™ Quote from Best Builders ~
a 0” D‘°>p ; ' Meter readings =5’ Quote from QBE Insurand
e bt Shrpetie 5 Mr Solicitor settlement letter Burwood " Repairs Policy @ FindFile ][  Clear Compieted || v Done | + Downloao [ @ Prnt [ @ save [ x Ciose
Ry"‘ o I My Strata Logo Sample document relatin
;ﬂ D“‘:; = 2 Nanvick Constructions quote for Roof Repairs Sample document relatin
o8 = OHS report for 63 Cavill Avenue 5 Section 22 Notice
= % Proxy Form " Section 22 Notice
AT byt = QLD Proxy Form = Strata Management Agen|
> %] Documents. e o
b e - ,
Proxy Form Date modified: 14/08/17 4:47 PM
}Q Adobe Acrobat Document Size: 83.2KB
File name: Proxy Form

1. The document(s) you have selected will show here
2. Click Done when you have finished selecting documents

ow Docs By Current User

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

Proxy Form.pdf o Compiete  ~ -

0 |

& Find File_|[ & Clear Completed || v Done | + Downioad | @ Prnt | @ Save | % Close |
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Emailing documents

The documents you selected show here

The total size of the documents you selected shows here

Click the boxes to select the recipient(s) you want to send the documents to

Click here and then type a manual email address if you want to send the document to a different email address
Click here and then type a manual email address if you want to BCC to a different email address

Type an email subject here

Type the email body here

PN A WDNRE

Click Email Documents when you are ready to send.

Documents To Be Emailed:
Lot 1 - Special Notice - 28-11-2016.pdf (47.17 KB) o
Lot 1 - Arrears Nofice - 10-02-2017 pdf (41.10 KB)

Total Attachments Size: 88.27 KB e

Delivery Options

Lot Delivery Options

¥ Owner Email Mortgagees Email o
General Correspondence Email Tenant Email
Nominees Email Levy Recipient Email

¥/ Managing Agent Email

Manual Delivery o
¥ Manual Email # Manual Bec Email

joe(@bestaccounting. com slratamanager@mystratanfﬁ‘c_efc om.a

Email Settings
Email Subject:* o
Levy Notices e
Email Body:*
Hello o

Please find attached, copies of levy notices as requested

I & Email Documentis) " ® Cancel

Print Documents

The print documents button creates a PDF that you can print

PrapertylQSirata Testing

aB: 123456783

PoBm 110

(CANNING VALE WA 4554

#1: 1300 728 256 Fax 02 1734 5647
ani ig.com.u

Anna Liu
1/59 Albert Crescent )
BURWOOD NSW 2088 Tax Invoice
BURWOOD NSW 2088

Date of Notice 28/11/2016

Strata Schemes Management Act 1996
SPECIAL LEVY NOTICE

RE: Banksia Gardens Strata Plan 1288, Lot 1, 59 Albert Crescent, BURWOOD NSW 2014.

Natice is hereby given by the proprietors of Strata Plan 1288 pursuantto Section 78(1) of the Strata Schemes Management Act
1996. The following special levy has been determined for the above mentioned lot and is due by the 28/11/2016.

[Details: Special Levy for urgent roof repairs (Instalment 1)

Admin Fund:  $0.00)
Sinking Fund: $416.65)
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ALERTS TAB

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

once the alert is triggered. You can create an alert about anything you want. Alerts relating to Lot owners sit in the alerts tab

here.

1. Any existing alerts will show here. You can either click and then double click on the alert or click to highlight and click
View at the bottom of the screen

2. Click +Add to add a new alert
Type the details of the alert here

4. The alert will be active by default, but you can deactivate later if you want. If you tick the box Don’t allow operator to
continue after alert is shown, it will prevent you from completing the task once the alert is triggered.

5. Select the context you want to trigger the alert. You can only have one active alert for each context for each lot owner,
IE. This owner already has an active alert triggered by opening the lot owner card, so you can’t add another in that
context.

6. Select the icon you want to use for this alert.

7. Click test alert if you want to see how the alert will look
Click Save to save the alert

LotOwner

Owner Info

$/Plan” 1288 Banksia Gardens 50 Albert Crescent 0 Owner Name*Anna Lio & Change Omner
Lot Unit 1 Street No 59 (an) Email mystrataciisnisggmail com :

Street Mame® | Albert Crescent (Bn) salutation Strata Manager Name Corr. Method __ Delivery etnoo

Suburb® BURWOOD Mahibe Contact Name:

Accessory Unif Fax Paid to 31122017 Last Settied Taxt [

voes 20 Committee Member. Commiies Member Stalus: - Actie Use caution if repairs are requestad by this Lot Owner

CRN /0000000319 e

¥ kon Text Contexts Active Use: e o [ —
F % OWnerin mediation wimn Lot 4 LotCara, ' Faye Goodman Bact - o
o e D Q@0 @
alertis shown
Contexts 2
Lot Card ° 0 @ g
'svrul:li‘:r“:‘::nacnms - @ @.-" o
.
e m Test At || B Save || % Cance

[+ a0a [ view [ ~ st [ @ siete | ‘ ‘

SMS TAB

SMS is an additional service you can add to your subscription. For more information, see the manual “SMS”

PropertylQ
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EMAILS TAB

The Emails tab shows all outgoing emails that have been sent to the lot owner from the program

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. Click on a column heading to sort by that column
5. Type some key letters in any of the empty boxes on the top line to refine your search
6. Click on anitem to highlight it on the screen and then double click to select it or
7. Click the View button on the bottom of the screen
Lot/Owner ﬂ
Owner Info
S/Plan” \a&a?n Homsby Towers 15 Florence. o | e e ey ‘
torfi | wunitli | sweetMolts |y [ ] Eman [289_ Lpiq |
Street Name™ \F\ovence \ (Bh) |—| i ‘ |
Suburb® [HORNSBY | Mobile Contact Name! ]
Accessory Unit] | Fax [ radto [30m9r2016 Last Settled ]
UOE* Committee Member: Y Committee Member Status:  Active

I Contaet | 1nfo I Delivery I Settings I Ledger I Notes I Documents I Alerts I svs Log of Changes
osr2o ()

From To °

] T CCR Bee e Subject Status Created By Sent Created ~
[l I Ifi 2l | ] [ I |
51 anna@gmail com e Meeting Notice Sent ams 13/04/2018 - 12:03 pm 13/04/2018 - 12:03 pm

1 selected

& Lot Owner Page ” & Email H @ Info Certificate ” 0 Last Info Gertificate " # Edit ” + Done ‘

PropertylQ
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VIEWING AN INDIVIDUAL OUTGOING EMAIL FROM THE LOT OWNER CARD

1. Click on the email you want to view, to highlight it, and then double click to select it
2. The sent details show hers
3. The additional tab shows the address the email was sent from, created time and reply to email
4. Attachments show here. Click on the Download button to download an attachment
5. The body of the email shows here
6. Click Forward to forward the email
7. Click Close to close the window
LotiOwner L
S/Plan* ‘8&8777 Homsby Towers 15 Florence sl ‘ Owc:':: Sent Time 12/06/2018 - 1211 pm
LU(E Uni| street Nu A Subject Pest Inspectors are Coming! e
Street Name* ‘Flcrence | (Bh) l‘:eﬂ(ed By LS:ED@DWDBWM coma h
Suburb* [HORNSEY | Mobilel

Accessory UnilJ |

UOE*
CRN

Fax

Commi From Address pig@test com.au
0000000294 Reply To pig@test com.au

Created Time 12/06/2018 - 12:11 pm —

I Contact I Info I Delivery I Seftings I Ledger I Notes I Docum|

A Past Inspection advice - 2018-06-12.pdf (2876 kB)
Outgoing Incoming

From itszs 1o | w
(0] To [ Be .
Please find attached, a letter for your attention.
[ [ I[
| l;l | ’_-l Kind Regards,
[ fayeg@propertyig.com.au
O wanca@work com.au ella@work.com.au anne:fluva@i My StrataCompany
[ fayelynsttegoodman@. . | 1/24 Canning Highway o
O 269_tenantEmail@dea. —

. | PERTH WA 6000

PH: 131254

E: info@mystrataco.com.au

1 selected

© Resend ” 2 F‘or\;.'ard ” v Close |

FORWARDING AN EMAIL FROM THE LOT OWNERS CARD - EMAILS TAB

No vk wne

Type the email address you want to send the email to here (required)

Type an email address to cc to (optional)

Type an email address to bcc (optional)

The original subject line shows here but you can overtype with a new subject if you want to
Type the text you want to show in the forwarded email here

Click Forward to send the email

Click Cancel to cancel forwarding

PropertylQ
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Forward Email x

To* liafernance@hotmail.com o |
Ce ellab@borensons.com.au o |
Bee [anne fluva@mystrataco.com au e |
Subject” [FWD: Pest Inspectors are Coming! °

Message [Hello Lia ?
Prefix

Here is the original letter advising that the pest inspectors are coming. e
N

————— --- Forwarded message -—--—----
From: pig@test.com.au

Sent: 12/06/2018 - 12:11 pm

[To: fayeg@propertyig.com.au
Subject: Pest Inspectors are Coming!

Original

Message Flease find attached, a letter for your attention.

Kind Regards,

My StrataCompany

(-]

1/24 Canning Highway

PERTH WA 6000

PH: 131254
E: info@mystrataco.com.au -
All original attachments will be included when forwarding the email. o e

S kSt
| = Forward ” ® Cancel |
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LOG OF CHANGES

The Log of Changes Tab records all changes that have been made to the lot owner’s card.

Click on the + sign to view full details

I Contact I Info I Delivery I Seftings I Ledger I Notes I Documents I Alerts I SMS Log of Changes

Action

User

Time

= update

Column: paidTo o

Faye Goodman

Value Before: null

06/12/2016 - 1:39 pm
Value After: 2017-12-31

creation

Training Manager

22/11/2016 - 1:58 pm

& Lot Owner Page ‘l @ Email H O Info Certificate " B LastInfo Certifica

cale ” & Edit " + Done |

OTHER FUNCTIONS ON THE LOT OWNERS CARD

THE CHANGE OWNER BUTTON

1. Click on the Change Owner button from the Lot owner Card

If the new owner of this lot already owns another lot in your database and you want to link them, click on Select Lot

Owner to Link to and search for the lot owner you want to link to

o wu ks W

Complete the new owner details here
Complete the new owner address details here
Type the date the sale settled here

already recorded on the program or to add a new one to the program

7. If the existing lot owner is a committee member, you can click here to select whether they will stay on the committee

or not.

8. Click Save when done.

If there is a new property manager for this lot click on the search icon to find the new property manager if they are

oo |
Owner Info This Is for changing the owner on a lot. If you want to update the details for the curren|
. : o owner, you should do that by clicking 'Edit' on the lot.
SiPlan 1288 Banksia Gardens 50 Alpert Crescent 0 O ,—|c e y by g
Lot 1 Unit 1 Street No 58 (An) Email [mystratachienis@omail.com Selectan exising ot OWner as e =aw ouner 1or his lot, which will also link these lot owners together.
Suvetame WseiGizart - = s |
Subury® BURWOOD Mobile Contact Name]
Or Enter the new owners details below
Accessory Unit ” i
Fax Paidto  [31422017 Last Settled Owner Details.
UOE* 20 Committee Member: ¥ Commitiee Member Status:  Active wame  [1ospua vt o e
can oo Owner Name: oshua Harkins mail iosnh@notmail com
(Ah) 02 7564565 Salutation W
) 028787 4545 fiact N Joshua Harki
Mobile 0412473874 Fax
Action User Time Cumer Address
&l update Faye Goodman 06/12/2016 - 1:38 pm Mailing Address* |Po Box 271 Suburb BURNGOD
Column: paidTo Value Betore: null Value After: 2017-12-31 State o NsW PiCode 2009
 creation Training Manager 2201172016 - 150 pm
Cther
Settlement Date 2810222017 o
Property Manager o e

PropertylQ
Lot Owners Card
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1fno property manager is selected, saving Wil clear the existing manager.

The current owner is an active committee member.
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PRINT LOT OWNERS PAGE

1. Click on the Lot Owner Page button to create a PDF that you can print, showing all the owner information.

Properg,I‘Q Strata Testin

PO Box 330

Printed: 01/03/2017 08:45 am

INING VALE WA 2000 ABN: 123456789
Ph: 1300 724 256 Email: stephanieb@propertyiq.com.au
User: Faye Goodman Page 1

Strata Roll of Owners for Strata Plan Number 434544333

Hornsby Towers

Building Name: Hornsby Towers

Owner Page
S/Plan 434544333
Building Address: 15 Florence Units: 13 Lots: 13
Suburb: HORNSBY State: NSW Post Code: 2077

ABN: 123434354

GST: No Manager: Training Manager
Lot: 1 Unit: 1 Last Settled:
Unit of Entitlement: 201220
Owner Name: Franca Swindells
Salutation:
Phone:
Fax:

Mobile: 0423 324 343
Email: fayelynettegoodman@gmail.com

EMAIL BUTTON

1. Click on the Email button to email the lot owner

EET——_—_—_—_————|

Owner Info
s/Plan* [434544303 Homsby Towers 15 Florence. & | g e
tor(t | unitli ] streetNo[is | am [ | Emai fayelynettegoodman@gmail com
strootName® [Florence [T | santation
Suburt® [HoRNSBY | Mobile 0423 324 343 | contact Name
Accessory Unnl | Fax | Paid to | | Last Setted
WOE* |2l:| | Commitiee Member: ¥ Committee Member Status: Aciive

CRN 0000000294

» Residence Address

» Owner Address

* Joint Owner + Power of Attorney

» Tenancy Detalls

@ LotOwner Page | @ Email | @ info Certiicate | [ Lastinfo Certifcate || »* Edit | « Done |

This will open your email acount. Type your message and click Send when done.
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Ve el

Kira Risgards

Reqna Brosn
Sirara Maragar

Swxtuil - T B 7 U A-E-ZiE ==K

El: »2a8=0 N |

These emails are sent from your local email account (e.g. Outlook on your computer) and will show in the sent items of your
email account. You can move them into PropertylQ Strata using the incoming emails function. For details, see the manual
“Incoming and Outgoing Emails”

INFO CERTIFICATE AND LAST INFO CERTIFICATE BUTTONS

Click here to generate an Information Certificate or view the last Information Certificate if one has been created previously.
Information Certificates vary throughout Australia. For full details see the manual “Information Certificates” for your relevant
State/Territory.

¥ Owner Address » Legal Residence Address

» Joint Owner » Power of Attorney

» Tenancy Details

2 Lot Quner Page || @ Emai || © info Certficate | o Lastinfo Certiicate ||+ £t [ « Done |

EDIT BUTTON

Click on the Edit button to enable edit mode and edit the lot owners card.

LotiOwner

Owner Info
Owner Name*{Franca Swindells

Lorft | umtft | sweetWo[is | (Ah) ] Emal [fayelynettegoodman@gmail.com

|
|
Street Name* [Florence salutation | ]
|
|

S/Plan* 434544333 Fomsby Towers 15 Florence 2 |

[ ¢ change owner |

[
Suburb® [HoRNSBY | Mobile 0423324 343 Contact Name|
Accessory Unif | Fax [ Ppaidto [ Last Settled
UOE* Committee Member: Committee Member Status:  Active

CRN 0000000294

» Owner Address * Residence Address

» Joint Cwner ¥ Power of Attorney

» Tenancy Details

& Lot Owner Page ” @ Email || O Info Certificate ‘l O Last Info Certificate ‘I # Edit ‘llc/ Done ‘
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