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Lot owners screen
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INTRODUCTION

From the Lots/Owners screen you can:
e Search and filter lots on the screen
e View relevant information for all lot owners
e  Perform bulk actions such as:
o Emailing all lots
o SMSalllots
o Exporting all lot data
o Creating mailing labels; and

o Send a mail merge letter to all lots
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GETTING STARTED

= =i

To get started, goto| ii= | and select Lots/Owners
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Lots/Owners show on the screen in strata plan order by default, but you can click on any column heading to change
the order

Type some key letters in any of the empty boxes on the second line to refine your view

Lots that are attached to an active building show on the screen by default but you can click on the tabs to change your
view to lots belonging to inactive buildings or to view Al

Click on the boxes on the left side of the screen to highlight a single lot owner or click on the box in the top left of the
screen to highlight all the lot owners showing on the screen.

The strata plan or OC number of the Lot owner’s building shows in this column.

The Lot number of the lot shows in thiscolumn.

The unit number of the lot shows in this column

The Custmer Reference Number (CRN) or DEFT reference of the lot shows in this column. This is the lot owner’s
unique identifier and is automatically created when the lot is created

The owner’s name shows in this column.

The street number of the lot shows in this column.

The street name for the lot shows in this column.

The name of the building the lot is situated in shows in this column

The name of the strata manager for that building show in this column

The correspondence method for this lot shows in this column. This is the entity that is ticked to receive notices for that
lot. This could be be owner, agent, tenant or other.

The delivery method for notices for this lot shows in this column. This could be email or post

Use this button to Import lot details— See instructions below

Use this button to link two or more owners together. See instructions below.

Use this button to change owner(s) if a lot is sold. See instructions below.

Use this button to email lot owner(s) See instructions below.

Use this button to merge owner details into a mail merge template on the program. See instructions below
Use this button to export lot owner details. See instructions below

Use this button to export lot owner details as a data source for mail merge documents external to the program.
Use this button to create mailing labels for selected owners on the screen.

Use this button to bulk SMS owners. See the manual “SMS” for detailed information.

Click here to start adding a new lot owner.

Click here to view the lot owner card for a lot that is selected on the screen
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Currently Logged In as. ams

PropertylQ Strata (& v (@) oo (W] prcessns  (§] owns (] emacrponcs (© Rirrsness

LOtS n\e InActve
B crsa Lot « unit CRN ) Owner StrestNo Street Name Buiding Name Strata Manager Name Corr, Method _ Delivery Method

T () E 1 0000000047 Ameta Wright 12 Jones street Peppermint Gardens Adran Boton Owner ost

% T 2 0000000254 Penelope George 12 Pine Avenue Peppermint Gardens Adrian Botton Owner Post

% 6 & 0000000728 Geday Concrete Ply Lid 12 Pine Avene Peppermint Gardens Adran Bofion Owner Post

137 1 1 0000000644 Ella Carter 79 O'sullivan Road Damley Anne Fluva Owner Post

o @ = @ s @ o @ sara Georgopoios (@) 7 @ remesree (@) avoraToner (B PR 2} ower @ emal [15)

Bt o : @ 0000000250 Ryvale Pty Ltd 7 18 Pye Street AuroraToner AmeFiwa owner =

692 2 12 0000000251 Charte Alexander 210 Prest swyine Anne Fluva Owner

692 10 10 0000000252 Emily Beard 210 Prest Skyine Anne Fiuva Other

892 20 2 0000000253 Michell Famiy Trust 2 Prest Swyine Anne Fluva Otner
O e 0 101 0000000268 Alex Woolbank 1 James Street Infinty Toner Anne Fiuva Owner

593 12 102 0000000262 Benjami Green 1 James Street Infinty Toner Anne Fluva Owner

N 1 1 0000000233 Courtney Smith 12 Long Street Skytower Jeremian Fulstone Owner Pos

m 1 0000000658 Gregg Smith 7 Lucky Road Soutnem Cross Selia Carstairs Owner Pos

m 2 2 0000000859 Charfe Alexander 7 Lucky Road Southem Cross Bella Carstairs Owner Post

m 3 0000000860 Frank Jones 7 Lucky Road Souhem Cross Bella Carstairs Ovmer 208

m A 4 0000000661 Joseph Gave 7 Lucky Road Southem Cross Bella Carstairs Ovwner Pos

m 5 5 0000000562 8rad Simms 7 Lucky Road Southem Cross Belia Carstairs Owner Pos

900 1 1 0000000272 Daisy Andrews 100 Daisy Street Paciic Apartments Agrian Bolton Owner Post -

L ) () () O © © © () o ©

how Lagend

[{@» import || @ Link Lotowners [ & change Owners | @ Email | o Mewe |[ & Expont | @ Datasource |[ @ AddMaiing Labes | @ Buksms | + Add | o view |

IMPORT LOT OWNERS
If you have a large number of lot/s owners to enter, you can choose the Import function to save time.

First you will need to have the lot/owner data in an excel spreadsheet. Save this on your computer in a place you will
remember. Don’t worry if the field names are different to those on PropertylQ

1. Click on the Import button
2. Click on the Find File Icon to search for the file

& Faverites Documents library
B Downloads Import files
Bl Desktop
a ort Lot owners
& OneDrive fere:
~ Libranes

* Documents

(AR,
B B C D E F G H 1 J K L M N
1 |Owner Name UOE Lot# Unite  SP Building Address1  Building Address2 Bullding Address3 Owner Address1 Owner Address2  Owner Address3  Email Deliver email Deliver Post
2 Jackie Swain 15 1 14 434544333 15 Florence Avenue HORNSBY NSW 2077  Unit 14, 15 Florence Avenue HORNSBY NSW 207 mystratacustomers@gny N
3 |Victor Mawson 10 15 15 434544333 15 Florence Avenue HORNSBY NSW 2077  Unit 14, 15 Florence Avenue HORNSBY NSW 2077 n y
4 Joanna Finucane 10 16 16 434544333 15 Florence Avenue HORNSBY NSW 2077  Unit 15,15 Florence Avenue HORNSBY NSW 2077 y y
5

3. If the first row of your spreadsheet contains the Field names, (as in the example above) tick this box so that
PropertylQ will ignore the first line in the import process.

4. If your field names do not match those used on PropertylQ, click on the dropdown to choose the field that
corresponds to your spreadsheet. For example, here the field name “SP” is not used in PropertylQ so you would use
the dropdown to select the field S/Plan

- (Skip} |- {Skipy |- {Skin} |+
e Skig] + Buitding-Address?
434544333
434544333 Street No
434544333 Street Name:

Phene 1
Phene 2
Fax

Iobile

Maiing Address 1 9
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5.  When all details are complete, click Import to complete the import.

s00dman
Import Lots.
u insstrator
Import File Detalls 022017
Filename: [import Lot owners xisx °
Selected Field Information n
¢ First Row Contains Fleld Names o =Tl
Ovner Name |+ WE v Lotz i T Skip} v skipy |+ skp) v (Skip) |~ skp} v skip) |+ Emal v (skpt |+ (Skip) v skp) v -
Jackie Swain 15 14 HORNSBY NSW .. Unit 14, 15 Flore HORNSBY NSW .. mystratacustome . y N
Victor Mawson 10 15 HORNSBY NSW .. Unit 14, 15 Flore HORNSBY NSW n
Joanna Finucane 10 6 rence Ave. HORNSBY NSW .. Unit 15,15 Floren HORNSBY NSW y y
99 99 0000000213 Jocelyn Dante Hollywood Drive The Bachelor Pad Lea Mac Owner Post
16 16 0000000134 John Smith Ingram Place The Bachelor Pad Lea Mac Onner Post
+ Add | B View

° | = import | & LinkLotowners [ @ Change owners |

IMPORTANT NOTES FOR IMPORTING LOT OWNERS

Date formats and lease/tenancy dates:
o When importing all dates except the lease start and expiry dates, you should use the format dd/mm/yy.

o When importing lease start and expiry dates you need to use the date format yyyy-mm-dd (or you could add these dates

manually later)

Agent/Property manager:
o Agent details are created on import and are automatically linked to other imported lots if the details match.

Lot CRN (DEFT reference number):
o Toretain an existing DEFT reference number from your previous software, you must use the Import Lots function

o If you add lot owners manually using the +Add function from the lot owners screen, PropertylQ will automatically create a

new CRN (DEFT reference number) for each lot.
o NOTE: This action cannot be reverted and the reference number for a lot cannot be changed once created.
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LINKING LOT OWNERS

If the same individual or company owns more than one Lot (even if the lots are in different buildings), you can link them.
Linking lot owners means that you will only have to update any changes to the lot owner’s details once.

Selecting the Primary Owner —the primary owner is the main owner, choose the one that has the correct data in their lot owner

card.

1€
N,o—-"l

~~= When you link lot owners, the information on the Primary Owner’s card will overwrite the information on all the other lot
owner cards you link them to. Once lot owners are linked you can update any of the linked owner cards and all linked owner details

will be updated in one step.

1. Click on the Link Lot Owners Button to open the Link Lot Owners screen

Click on the Select Primary User button to open the Lots search screen.

3. Type some key letters to find the owner you are looking for then click to highlight and double click on that owner to
select

Lots

SPla..| Lota

Unit | CRN Owner Stre... | StreetName | Building Na... StrataManagerN.. Corr...| Deliv.

[

> @ 43451

Mobile

| 2 select Lot Owners 1o Link

Onner Email an | @ | wobile | Ny Addrt

Addra Portal

‘xcose'a
~

O'selected

B [ (= ] | I [ [ [ =

000... Franca Swindells 15 Florence Homsby To... Training Manager Own... Post

@ import || @ Link Lotowners || @ change Oaners

[ B View || v Select %X Ciose
[+ [over ]

4. Click on the Select Lot Owners to Link button to search for other owners you want to link to the primary owner
5. Type some key letters and then highlight the owner you want by clicking on their name. Then double click to select

them. You can select as many as you want.
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Link Lot Owners

[ ] s %]
P Select Primary Lot Owner |All the lot owners selected below will be updated with this owners information. Lots
O [P [ Lota | Unt |cRN Owner Ste.. StreetName | BuildingNa... StrataManagerN... Corr... Deli
Owner Email (An) | (8h) | Mobile Addr1 Addr2 Addr3 Portal
1 [Franca || T 1 [
Franca . fayelynettegoo 04233 Unit 145 Florence Ave v ‘ 1I‘ | I | |F | |‘ I Iw I | ‘
434.. 1 1 000... Franca Swindells 15  Florence  HornsbyTo.. Training Manager Own... Post
—’ @ 43. 13 13 [000.. | Franca Swindells 15  Florence  HomsbyTo.. TrainingManager Own... Post
B Select Lot Owners to Link
Owner .., Email (An) | (Bh) | Mobile Addr1 Addr2 Addr3 Portal e
(v [ swweicy [wome |

[ import || @ LinkLotowners || @ change owners | = = ) > Export

o0 o [ oven]

6.

complete the process.

‘ B Select Primary Lot Cwner ‘AH the lot owners selected below will be updated with this owners information

Owner Email (Ah) (Bh) Mabile Addri Addr2 Addr3 Partal _
Franca... | fayelynettegoo. 0423 3. Unit 115 Florence Ave 4

£ Select Lot Cwners to Link

Owner ... Email (Ah) (Bh) Mobile Addr1 Addr2 Addr3 Portal ...
Franca... Unit13, 15 Flarence Aven... x

[ ® Link Lotowners | % ciose

You will receive a prompt to confirm that you want to proceed.

WARNING: This will overwrite all the owners

information in all the selected Lots, with the primary
Lot owner's details.

Are you sure you want to continue?

(o]

Click Yes

to confirm
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CHANGE OF OWNERS
Recording a change of owner from the lot owners screen allows you to easily upload the change of ownership documents.

1. Onthe lots owners screen, type in some key letters to search for the lot ownership you need to change
2. Tick in the box on the left side of your screen to select them
3. Select Change Owners

PropertyIQ Strata File @ ToDo @ Processing @ Billing End of Period C"w‘w‘":;m

0.137.0 2022017

Lots
CTS. Lot a Unit CRN Owner Street No Streat Name Buliding Name Strata Manager Name Corr. Method Delivery Method
[ | hom o [ ]
434544333 1 1 0000000294 Franca Swindells 15 Florence Homsby Towers Training Manager Owner Post
¥ 434544333 2 2 0000000295 Maddison Fumess 15 Florence Homsby Towers Training Manager Owner Post
¥ 434544333 3 ° 3 0000000296 Brendan Tang 15 Florence Hornsby Towars Training Manager Onner Post
) 434544333 4 4 0000000287 Sally Bennett 15 Florence Homsdy Towers Training Manager Owner Post
434544333 5 5 0000000298 Caroline Liu 15 Florence Homsdy Towers Training Manager Onner Post
434544333 6 6 0000000299 Ann-Maree Lawor 15 Florence Homsby Towers Training Manager Owner Post
434544333 7 y 4 0000000300 Christy Lee 15 Florence Hornsby Towers Training Manager Owner Post
434544333 8 8 0000000301 Balley Brown 15 Florence Homsby Towers. Training Manager Owner EmailPost
434544333 9 9 0000000302 Bailey Brown 15 Florence Homsby Towers Training Manager Owner Email/Post
434544333 10 10 0000000303 Bailey Brown 15 Florence Homsby Towers. Training Manager Onner Email/Post
434544333 1" 1 0000000324 Nicole Bauer 15 Florence Homsby Towers Training Manager Onner Post
] 434544333 12 2 0000000325 Carolyn Samuels 15 Florence Homsby Towers Training Manager Owner Post
434544333 13 3 0000000373 Franca Swindells 15 Florence Homsby Towers Training Manager Owner Post
2 selected
@ Import || @ Link Lot Owners. ” ® Change Owners ” © Email || ® Merge " & Export ] © Data Source l[ O Aad Mailing Ladeis H ® Bulk SMS ” + Add H O View ‘

You can then upload the change of ownership documents in bulk. First save any change of ownership documents onto your
computer in a place you will remember.

Click on Upload Document

Click on Find File to search for the files. You can select your files in bulk by clicking on the first file you want, holding the
control key and then clicking on the last file you want

3. Click Done when you are finished uploading files

Drag and drop files here to upload them nging Owner For Lot o
The max aliowed file size is 32.00 MB Stze
] crs, WIr Solicitor settiement letter1.pat Complete = - very Method

Mr Solicitor settlement letter2.pdf Compiete |
434544333 - t
434544333 - \ t
434544333 1
434544333 1
434544333 t
434544333 e o_ t
434524333 1
e R 3 B B ey

D 434544333 laitPost
0 434544333 laitPost
434544333 t
434544333 t
434544333 t
7t Favorites Documents library
S i Downloads Settlement Letters
B Desktop 3 Vi
e =1 Mr Solicitor settlement letterl :l
OneDrive —
"L Mr Solicitor settlement letter2
i Libraries

@ Documents
| My Documents
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Use the search icon to find the building the lots you want to change are a part of Type
some key letters to refine the search and find the building you want Highlight the
building you want and then double click to select

[[«] oocument 1otz [+] @ pelete |[ & Refresh | aw Upioad Document |
Changing Owner For Lot
Name  Mr Solicifor seftement eter! pdf Jsze 1007048
CIs: 434544333 Homsby
Lor »
o
=9 =
v
e Sokcior
14 Yeates Road
BLACKTOWN NSW 2177
Dear Strata Manager =T
- el Buildings Pl e
The new owner s @ CTs+| Buidnghame  |Srre. Stre*ame Suburb State Pos.|  Manager Lots | Units | Folio
e 5] — ] 11 o )
Ui romen s ¥ 23458 | Homsby Towers 15 Florence HORNSBY NSW 2077 TrainingManager 13 13  Roh
Show Legend [+ Aca | o View | ~ Edt |[ v select | % ciose

Use the search icon to search for the Lot you want to change
Type some key letters to refine the search and find the lot you want.
Click to highlight that lot and then double click to select

o2 [+ ] oo |[ & Retesn | @ Upioad Bocument |
Changing Owner For Lot
Name  AMr Solictor sefement iesert odf sze 1007048
crs very Method
CIS: 434544333 Homsty Tup
Lot
1 '
¥ 45430 [ X Close t
¥ ausuam t
‘. t
e salior "
14 veates Road
WACKTOWN NSW 2177 b
DearStrata Mauger 4
The sale of st Mormaby, ailiPost
Pos
The new cwner & oo
ey faieost
Borerson
215 Forence verve ots :
oRNSSY Nsw 2177
3 CTS 4 Lot Unt |GRN Owner [ste Stesthame | BusdingNa. | Swata ManagerN. Corr_ ek :
ausen ] ) ) | | - [ I = "
431 1 000 Franca Swindels 15 Floence  Homsby Tow . Training Manager Own... Post
442 2 000 Maddison Fumess Florence  Homsby Tow _ Training Manager  Oan._. Post
? a3 3 3 000.  Brendan Tang Florence Homnsby Tow . Training Manager Oan . Post
B4 4 4o Bennott 15 Floence  HomsbyTow  Training Manager  Omn . Post
445 5 000 Carolneli Florance  Homsby Tow  Training Manager  Own . Post
Zetlected 434 6 6 000 Ann-Maree Lawior 15 Florence Homsty Tow  Training Manager  Omn. . Post
34 7 000 Cosylee 15 Florence  HomstyTow  TrainingManager Omn . Post o View
©4. 8 8 000 BaeyBrown 15 Floence  HomsbyTow  TrainingManager Own. . Ema
4.8 8 000 BaleyBuown 15 Florence  HomstyTow  TrainingManager Oan . Ema
43410 10 000 BaieyBrown 15 Florence  HomsbyTow TraningManager Oan.. Ema
4341 11 000 NeoleBaver 15 Florence  HomsbyTow. Training Manager Omn . Post
34 pri 12 000. Carolyn Samuels 15 Florence Homnsby Tow . Training Manager Oan. . Post
434 13 13 000 Franca Swindells 15 Florence Hornsby Tow  Training Manager  Omn . Post
o View | # Edit || v Select | % close
| P BRI UV BT EPe e |
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© N o v

9.

The first document you loaded will preview on the left, use the arrows to move between documents

Click the Delete button if you need to delete a document

Click the Refresh button if you want to refresh the screen

If the new owner of this lot already owns another lot in the building and you want to link them, clink on Select Lot
Owner to Link to and search for the Lot owner you want to link to.

Complete the new owner details here

Complete the owner address details here

Type the date the sale settled here

If there is a new Property Manager for this lot , use the search icon to find the new property manager if they are
already recorded on PropertylQ or add a new one

Click Save

If you have uploaded multiple documents, the preview screen will now show the next document and you can complete the

change details for the next lot. Click on the Close button on the bottom right when you’ve completed adding lots.

: “[ [ ] w oeiete ][ & reresh | aw Upioad Document |
Changing Owner For Lot
—_— Name Mr Solicitor settiement letter1 pof Size 10070 k8 v
cT1s very Method
crss 1434544333 Homsdy Tove —_—
Lot* 3/3 Brendan Tang o e
t
0 "
v _’b{ New Owner Details t
< ' Select an existing ot owner as the new owner for this [ot, which wil also link these lot owners togetner t
o :
Solcitor .
14 Veates Road OrEn ewowners details below
BLACKTOWN NSW 2177 etk t
Dear Strata Manager Owner Name* Ellery Borenson Email elleryo@gmail.com it
3 Homsby, he (An) Salutation ilPost
— (&n) ° Contact Name ailPost
Mobile 0414223554 Fax laiPost
Ery Boronson
2115 Florence Avenve Onner Address o
ORNSBY NSW 2177
Mailing Address® \2/15 Florence Avenue Suburb HORNSBY it
State NSW PiCode 2077 t
Other
Settiement Date  23/02/2017
Property Manager Best Fractice Property NO
2 selected
[ms0e [woor |
© View
If there is a change of property
manager. click on the search icon to
the property manager or add a new one
Property Managers ] (5703 @ view | 7 £ [ seiect | 3¢ Gose |
Nama Adoress Company Ema Phone 1 Mobile
0460 892 4

Callins Strest

15 Screen St 3 03) 8649 1504 0422 042 042

If the property manager is

already recorded on the programme.

click and then double click to select

them. or you can click on Add to add a new
property manager

mystrataclients@g

[+ Aga [ @ view [~ at || v semwct | % ciose
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BULK EMAILING LOT OWNERS
You can bulk email by selecting multiple owners from the Lot owners screen.

1. Type some key letters to find the lot ownersyou are looking for. (They don’t have to be from the same
building)

2. Tick the boxes on the left to select the owners you want to email, or click in the top row to select all owners on the
screen

3. Click Email

Currently Logged in as: Faye Goodman
Fole: Admistrator

0137.0 20272017
Lots
CTS « Lot « Unit CRN Owner Street No Street Name Building Name Strata Manager Name Corr. Method Detivery Method
] W T | moor | ] = ]
¥ 270076 0000000336 Rocco Silvester 63 Cavill Avenue Moorings on Ba'vv I Training Manager Owner Post
¥ 270076 2 2 0000000337 Maria Stellino 63 Cavili Avenue Moorings on Cavill Training Manager Owner Post
270076 3 3 00000003328 Boltech Pty LTd 82 Cavill Avenue Moorings on Cavill Training Manager Owner Post
@ 270076 4 4 0000000339 Cetia Chan 63 Cavili Avenue Moorings on Cavill Training Manager Owner Post

@ Import | ® Link LotOwners | @ Cnange Owners || @ Email | @ Memge |[ @ Expon | @ Data Source |[ @ AdaMaiing Labe's || @ Bukss || + Ads [ @ view |

This will open your email account. Type your message and click Send when you’re ready.

Raerunder about Pocl Use Rules

Hello everyone,
Just reminding you that the pool area is now closed after 8 pm
Kind Regards

Regina Brown
Strata Manager

TE
note

~—— Recipients will automatically be Bcc’ed so they can’t see one another’s email address. Emails sent by this method are not

recorded on PropertylQ.
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LOT OWNER MAIL MERGE

You can bulk generate and send a mail merge letter (including attachments) to a single or multiple recipients using a new or
existing mail merge template in PropertylQ.

You can issue a mail merge letter to one or more of the following types of recipients:
e Owner — uses the owner name and the correspondence address of the Lot
o NOTE: This is nominated on Lot card > Delivery tab > General Correspondence delivery setting
e Tenant —any lot that has a tenant attached
e Property manager — any lot that is attached to a property manager

e  Occupant — this option uses the lot address and inserts the words “The resident” at the beginning of the address
details. This option is good for sending notifications that only apply to residents.

Type some key letters to refine your search and find the lot owner(s)you are looking for

2. Tick the boxes on the left side of the screen to select the lot owner(s) you want to merge to or tick the box at the
top to Select All

3. Click on the Merge button on the bottom of the screen
Click to select the recipient type(s) — you can select single or multiple types

5. Click Merge

Curranty Logged In as: Balla Carstairs

Propeftyla Strata E Flle @ To Do @ Processing @ Billing @ End of Period @ Reporting Utiliies nnn;::-::;;t;

LOtS an T inactive
@ | SPhan - Lot ~ Unit CRN Ouner SteatNo Streot Name Building Name Strata Manager Name Cor. Metho.... | Delivery Me_..| Other ID
22 0

@ = i o oo o o s e e

¢ 22 e 2 2 0000000285 Maddison Fumess Select the type of lot recipiunt to merge Anne Fluva Tenant Post

¢ 2 3 3 0000000286 Ellery Berenson = _:::: \/ o Anne Fluva Ouwner Post

¢ 22 4 4 0000000287 Sally Bennett Proparty Managar Anne Fluva Owner Post

¢ 2 5 5 0000000288 Carcline Liu Occupant ? e Anne Fluva Ouwner Post

¢ 22 6 6 0000000288 Ann-Marse Lawior Anne Fluva Owner Post

¢ 22 7 7 0000000300 Christy Lee Anne Fluva Owner Post

¢ 2 8 8 0000000301 Bailey Brown 15 Florence Cascade Gardens Anne Fluva Cuner EmailiPost

¢ 22 9 9 0000000302  Bailey Brown 15 Florence Cascade Gardens Anne Fluva Owner EmailiPost

¢ 2 10 10 00D000D303 . Mary Bates 15 Florence Cascade Gardens Anne Fluva Cuner Post

¢ 22 12 12 0000000325 - Carclyn Samuels 15 Florence Cascade Gardens Anne Fluva Owner Post

¢ 2 13 13 0000000373 . Sara Swanden 15 Florence Cascade Gardens Anne Fluva Cuner Post

v 2 14 14 000000063~ Garth Serensen 15 Florence Strest Cascade Gardens Anne Fluva Owner Post

¥ 2 15 15 00D000DBS  Caterina Bolgarde & Henry Du foit 15 Florence Street Cascade Gardens Anne Fluva Ouwner Post

v 2 16 16 0000000685 Cora Pendlebury 15 Florence Strest Cascade Gardens Anne Fluva Owner Post

¥ 2 2 21 00DOVODBEE  Grahamstoun Py Lid 15 Florence Street Cascade Gardens Anne Fluva Ouwner Post

v 2 30 11 0000000324 Nicole Bauer 15 Florence Cascade Gardens Anne Fluva Owner Post

17 selected
Show Legend @ Import H ® Link Lot Owners ‘l ® Change Owners ‘l @ Emall H © Merge H & Export H @ Data Source || [ Add Mailing Labels || @ Bulk SMS H © Direct Debil Invite || + Add || O View ‘

PropertylQ
Lots owners screen
27.10.2020

13



You'll see a list of all your custom merge templates.

Click and then double click to select a template

Use the New option to create a new template

Use the Clone option to clone an existing template

. Use the Edit option to make a permanent change to the selected template

To select a template, you can either click to highlight and then click Select (or click to highlight and double click to
select)

6. Preview to see how the merged document will look

nAwN R

Currantly Loggad in as: Balla Carstairs

Name Type
el Actve )
A Commities |etter Ad Lot Letter
0| SPian Lot Unit CRN Owner posial Ballot etter Ak Lot Lotter Strata Manager Name Corr. Method | Delivery Meth... | Other ID
2z A Past Inspaction letter My Strata Co o Ad Lot Letter
o 2z 1 201 0000000294 Sara Swanden B - sun owaccse e A4 Accass Register e Fluva Owner Email
O 22 2 2 0000000295 Maddison Furness | ABC msurance ciaim ‘A4 Insurance Claim fe Fluva Tonant Post
o 2z 3 3 0000000295 Ellery Borenson § 780 incurance cam D e Fluva Owrer Post
0 22 4 4 0000000297 Sally Bennatt | “Aavise after haurs emergancy contact A4 Lot Letter fe Fluva Owrer Pust
[SRP* 5 5 0000000298 Careline Liu Avroars oover paga S be Fluva Owrer Pust
o 22 6 6 0000000298 Ann-Maree Lawior | amears cover shaett Ad Lol Letier fe Fluva Owrer Post
o 22 7 7 0000000300 Christy Lue Ballt Paper i be Fluva Owrer Post
o 22 8 8 0000000301 Balley Brown Base template ‘Ad Lot Letter be Fluva Owner EmailPost
o 22 B 3 0000000302 Baley Brown N “oese temptzta - copy ‘M4 Lot Latiar e Fluva Owiner Email/Post
O 22 10 10 0000000303 Mary Bates | Base template - gen cor Ad Lot Letter fe Fluva Owner Post
o 2z 30 1 0000000324 Nicole Bauer | “Base tempizte - Lotter o Buiing AT e Fluva Owner Post
O 22 12 12 0000000325 Carolyn Samuels | Base Tempiate - My Stata co A4 Lot Letter fe Fluva Owrer Pust
o 2z 13 1 0000000373 Sara Swanden B “oace Tomptate for Traming LTS e Fluva Owrer Post
0 22 14 14 0000000693 Garth Sorensen | Base template My stataco Ad Lol Letier fe Fluva Owrer Post
[SRP* 15 15 0000000894 Caterina Bolgarde & Heny DUl | gacy Tumpiate my strata 60 A be Fluva Owrer Pust
o 22 16 16 0000000695 Cora Pendiebury | Base tompiate My stata co - °° \ o / o o A lo be Fluva Owner Post
o 22 21 2 0000000696 Grahamstown Pty Lid = — be Fluva Owrer Post
g [+ mew | @ cone ][ # Ean [ v setect || © preview || % ciose | [~
0 selacted
Shaw Legand @ Import H ® Link Lot Owners || ® Change Owners H Emall H Y Merge H 2 Export " Data Source || S Add Mailing Labels | @ Bulk SMS H = Direct Debit Invite H + Add H O View |
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1. The selected template shows here — you can use the search icon to select another template
2. Select the delivery method here — the options are unchanged, override to post and override to email
a. Unchanged — The letter will be delivered to each recipient in accordance with the delivery settings
nominated for the lot, tenant or property manager.

b. Override to post - If the letter must be posted, you can select to override the preferences of all recipients. All

recipients with a valid postal address will then receive the letter by post only.

i. NOTE: It will not be delivered to a recipient that has an invalid postal address. Any invalid recipients

will appear under the section “Template cannot be sent to...” when generating the letter.

c. Override to email - If the letter must be emailed, you can select to override the preferences of all recipients.

All recipients with a valid email address will then receive the letter by email only.

i. NOTE: It will not be delivered to a recipient that has a missing or invalid email address. Any invalid
recipients will appear under the section “Template cannot be sent to...” when generating the letter.

3. Enter a subject for your email

a. If recipients have chosen email as their preferred method for correspondence, they will receive an email

with your letter attached.

b. The specific wording of the email is configured in the Templates function>Standard email templates. The

template that is automatically utilised when mail merging to lots is called Custom Template.

4. The option to Remove Duplicate Recipients ensures that only one letter is sent for each unique email or postal

address. For example, if two lots have the same email address, only one email is sent.

5. The recipients that will receive the letter show here

6. Recipients that can’t receive the letter and the reason, show here. For example, the mailing address is missing a
postcode, the lot has a missing email address or the lot does not have a property manager.

7. Select here to add attachments to your letter

8. You can customise the letter for this one instance — customising doesn’t change the template for future use

9. You can preview the document here. It’s always recommended that you preview your document before generating

10. Generate will trigger an email to those recipients receiving by email and create a PDF for you to print for those

receiving by post. If you use Bing mailing house for postage, Generate will send a job immediately to Bing.

Current Selected Template: Pest Inspectionlzl 1

Template Type: Existing Template

Notice Size:
Delivery: @ Unchanged (O Override to Post (O Override to Email
Email Subject: [Pest Inspection|

Remove Duplicate Recipients [] ?
Template will be sent to 90 recipN

S/Plan Lot Mame Recipient Delivery
75486 1 Drew Hendry Owner Post

75486 (2 Rachel Winters Owner Post

65236 1 Jermaine Carter Cwner Post

65236 2 Matthew Booth Cwner Post

1 1 BErena Mulligan Cwner Email/Post

1 4 Penny Gardiner Cwner Email/Post

1 3 BErena Mulligan Cwner Email -

Template cannot be sent to 13 recipients

- Lot Mame Recipient Reason Deliv...
1 2 Caz fest Chwner Missing owner subur... : Post
6554 i 1 Julia Chan Chvi Missing owner posico... | Post
6554 2 Julia Chan Owb Missing owner posico... | Post
6554 : 3 Julia Chan Cwner Missing owner posico... | Post
251 Ben Gayand Chwner Missing owner subur... : Post
2512 Paula Vincent Cwner Missing owner subur... : Post

.3 Lia Lau Cwner Missing owner subur... = Post -
Attachments |

| #* Customise " O Preview " & Generate " % Close |
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Confirm you wish to proceed

FINAL WARNING - Cusiom Templates will be delivered.

Cancel lo make amendmenis.

Proceed to send this job to the BG Server. Once finished it will appear in the
Complated section of the sidebar.

X Cancel || & Proceed

A job is created in the job centre on the right of your screen.
e Recipients receiving by email — the document is emailed immediately.

e Recipients receiving by post - a PDF document is created. You'll need to print and post these. If you use Bing Mailing
house to manage postage, a job is sent immediately to Bing.

Letters sent by mail merge are recorded on the lot card under the documents tab.
If you selected to remove duplicate recipients, the document shows on the lot card with a note that it wasn’t delivered.

[omms [ e [ oo ] coe | e | o D e [ o= | e | oo RN
From To Filter: | All v
(] Created Time D... User Name Type Details ©On Portal

041272019 - 6:39 pm Nicki Scrivener Cover letter - 2019-12-04_padf Published Document = Emailed on: 04/12/2019 07:39 pm X -
¥ 04/12/2019 - 6:27 pm Nicki Scrivener [Customised] .Cover leiter - 04-12-2019 - 2019-._. ' Published Document | Document not delivered via Email, duplicated by C.T.S. 15/ Lot 5 x
041212019 - 538 pm Micki Scrivener Cover letter - 2019-12-04 pdf Published Document | Emailed on: 04/12/2019 06:38 pm x

) 041212019 - 4:38 pm Nicki Scrivener Cover letter - 2019-12-04 pdf Published Document | Emailed on: 04/12/2019 05:38 pm X

[7] ¢ nar?mon1a - 424 nm Nirki Srrivanar Cowar lattar - 2018-12-N4 nrf Puhlishad Nacumant b 4 e

1 document selected + Publish o Portal H + Document Entry ” O View Doc H = Emalil " & Print || + Download || @ Delete
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EXPORTING LOT OWNER INFORMATION

You can export lot owner information to an excel spreadsheet.
1. Select the lot owners you want to export on the screen

2. Export
3. Click on the boxes to include extra details if needed. You can include
¢ Annual/meeting notice — the name and address of the lot’s nominated meeting recipient

e General Correspondence data —the name and address of the lot’s nominated recipient for general
correspondence

e  Utility notice data — the name and address of the lot’s nominated utility notice recipient

¢ Include lot notes —include any notes that have been made on the lot card
4. Export to create an excel spreadsheet

PropertylQ Strata (G re (@)oo () e [§) s

Include AnnuallMeeting Notice Data @ o
Include General Correspondence Data ¥
Include Utility Notice Data .
Include Lot Notes & L Actve
4| SPlan - Lot « unit CRN Owner @ g Name Sirata Manager Name Corr. Method | Delivery Meth... | Gther ID
@ 2 ° 1 201 0000000294  Sara Swanden 15 Florence Street Cascade Gardens Anne Fluva Owner Email
. 2 T 2 0000000295 Maddison Fumess 15 Florence T Gascade Gardans Anne Fluva Tenant Post
w 22 3 3 0000000296 Ellery Boranson 15 Florence Cascade Gardens Anne Fiuva Owner Post
@ 22 4 4 0000000207 Sally Bennett 15 Florence Caseade Gardens Anne Fluva Owner Post
@ 2 5 5 0000000298 Caroline Liu 15 Florence Cascade Gardens Anmne Fluva Owner Post
@ iz 6 6 0000000299 Ann-Maree Lawlor 15 Florence Cascade Gardens Anne Fluva Owner Post
@ 22 7 7 0000000300 Chrisly Lee 15 Florence Cascade Gardens Anmne Fluva Owner Post
@ iz [] 8 0000000301  Bailey Brawn 15 Florence Cascade Gardens Anne Fluva Owner EmailPost
w 2 8 3 0000000302 Bailey Brown 15 Florence Cascade Gardens Anmne Fluva Owner EmailPost
¥ 22 10 10 0000000303 Mary Bates 15 Florence Cascade Gardens Anne Fiuva Owner Post
@ 2 12 12 0000000325 Carolyn Samuels 15 Florenca Cascade Gardens Anne Fluva Owner Post
¥ 22 13 13 0000000373 Sara Swanden 15 Florence Cascade Gardens Anne Fiuva Owner Post
@ 2 0 14 0000000693 Garth Sorensen 15 Florenca Streat Cascade Gardens Anne Fluva Owner Post
“ 2 15 15 0000000694 Caterina Bolgarde & Henry Du toit 15 Florence Street Cascade Gardens Ame Fluva Owner Post
@ 2 18 16 0000000895 Cora Pandebury 15 Florenca Streat Cascade Gardens Anne Fluva Owner Post
v 22 2 21 0000000696 Grahamsiown Pty Lid 15 Florence Street Cascade Gardens Anmne Fluva Owner Post
@ 2 0 11 0000000324 Nicole Bauer 15 Florence Cascade Gardens Anne Fluva Owner Post
? 88 1 1 0000000047 Leslia and Dorinda Eckleston 12 Jones street Popparmint Belia Carstairs Owner Post
816 selected
Shaw Legznd @ Import H @ Link Lot Qwners ‘l ® Change Owners H @ Email H © Merge H & Export H e Data Source H © Add Mailing Labels H © Bulk SMS H © Direct Debit Invite ‘l + Add H 0 View |
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DATA SOURCE

Use the data source option to create a data source document in Word that contains field names and data.

You can use this data to crate merge documents in Word

AutoSave OFF ﬁ H

B CustomlLotMergeData

Home Insert Draw Design

ﬁ”:lv Courier New ~ 105

Paste =
& B I U X

Layout References Mailings Review View Acrobat

SRV % 2

AN pav B EviEviDe

x AvevA. E=== =

Fane Adobe PDF

current_date,current_date_display,notice_recipient,owner block_ 1,owner bl
ock 2,owner block 3,cwner block 4,owner block 5,notice block 1,notice blo
ck_2,notice_block 3,notice_block_4,notice_block_5,agent_block 1,agent_blo
ck_2,agent_block_3,agent_block 4,agent_block 5,agent _block 6,agent_block
7,agent_block_8,levy block_1,levy block_2,levy_block 3,levy block 4,levy_
block 5,committee_name,committee_salutation,committee_appointed_ date, comm
ittee_block_1,committee_block 2,committee_block_3,committee_block_ 4, commi
ttee_block_5,tenant_block_1,tenant_block_2,tenant_block_ 3,tenant_black 4,
tenant block 5,property manager block 1,property manager block 2,property
_manager_block_ 3,property manager_block_ 4,property manager_block 5,reside
nt_block_1,resident_block_ 2,resident_block 3,resident black 4,resident_bl
ock 5,recipient block 1,recipient block 2,recipient block 3,recipient blo
ck_4,recipient_block 5,Building,Building_Name,Building_ AEN,Building TFN,B
uilding_Street No,Building_Street MName,Building Address2,Building_Suburhb,
Building State,Building PCode,Building Type,Building QLD Type,Building Fo
lio,Building_ UOE,Building_LotCount,FinReports_PeriodFrom, FinReports_Perio
dTo,Fin_Y¥r Start,Fin_Yr_ End,Previous_Fin_ Yr Start,Previous_Fin_Yr End, Agr
eement Date,Proposed_Fee,DPSP,Lot,Unit,Unit_Long,Lot Street No,Lot_Street
_Name, Lot_Usage,Lot_Contact_Name,Owner_ UOE,Owner_Name_1,0Owner Name_ 2,Noti
ce address 1,Notice address 2,Notice address 3,Notice suburb,Notice post

1= Share

Sh

Styles Styles Dictate Sansitivity Create and Share Reguest

Signatures

L] Com|
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ADD MAILING LABELS

To create a job that can later be printed from the Mailing Labels centre:

1. Select the lots you want to create mailing labels for
2. Select Add mailing labels.

Print your labels later from the Mailing Labels centre under the Utilities menu

Currantly Logged In as: Bella Carstairs
Role: Administrator

0.192.1 12/2/2020

Lots e -
@ | SPhan . Lot « Unit CRN Owner Stroot No. Strect Name Buiding Name. Strata Manager Name. Corr. Method | Delivery Moth | Other ID
2
v 2 n 0000000294 Sara Swanden 15 Florence Street Cascade Gardens Anne Flava Owner Emal
“ 2 2 2 0000000295 Maddison Furness 15 Florence Cascade Gardens Anne Flava Tanant Post
@ 2 3 3 0000000296 Ellery Borenson 15 Florence Cascade Gardens Anne Flava Owner Post
v 2 4 4 0000000287 Sally Bennett 15 Florence Cascade Gardens Anne Flava Owner Post
@ 2 5 5 0000000298 Caroline Liu 15 Florence Cascade Gardens Anne Flava Owner Post
w 2 [ 6 0000000293 Ann-Mares Lawior 18 Florence Cascade Gardens Anne Flava Owner Post
@ 2 7 7 0000000300 Chisty Lee 15 Florence Cascade Gardens Anne Flwva Owner Post
@ 2 8 s 0000000301 Balley Brown 18 Florence Cascade Gardens Anne Flava Owner EmailPost
ERE] g 9 0000000302 Bailey Brown 15 Florance Cascade Gardens Anne Fluva Owner Emailost
¢ 2 10 10 0000000303 Mary Bates 15 Florence Cascade Gardens Anne Fluva Owner Post
ERE] 12 12 0000000325 Carolyn Samuels 15 Florence Cascade Gardens Anne Flava Owner Post
@ 2 13 13 0000000373 Sara Swanden 15 Florence Cascade Gardens Anne Flava Onner Post
v 2 14 14 0000000693 Garth Sorensen 15 Florence Street Cascade Gardens Anne Flava Owner Post
v 2 15 15 0000000684 Caterina Bolgarde & Henry Dutoit 15 Florance Streat Cascade Gardens Anne Flava Owner Post
w 2 1 i 0000000695 Cora Pendiobury 18 Florence Swreet Cascade Gardens Anne Fluva Owner Post
w 2 2 21 0000000686 Grahamstown Pty Ltd 15 Florence Street Cascade Gardens Anne Flava Owner Post
@ 2 30 1 0000000324 Nicole Bauer 15 Florence Cascade Gardens Anne Flava Owner Post
17 salected e
Show Legend @ Impor._| ® Link Lot Owners | ® Changa Owners || @ Email | © Merge || @ Export || & Data Sourse | 3 Add Maling Labels || @ Bulk SMS | @ Direct Debitinvite || + Add || & view |
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BULK SMS

If you have bulk SMS enabled on your account, you can bulk SMS lot owners from the lot screen

1. Enter some key letters to refine your search. This example shows how your screen looks if you are sending an SMS to
all lot owners in a specific building.

2. Tick here to select all owners on the screen, or tick one by one if you only want to send a message to some of the
owners.

3. Select Bulk SMS

Currently Logged In as: ams
Role: Super Adminisirator

0.1672 1812019

active [
[ eS/P(aﬂ N Lof s+ unit CRN Owner StreetNo Street Name Buiding Name Strata Manager Name Corr. Method | Delivery Method
i 00—
il Ji[ ][ [ [ [ ][ | [moorings [ [ ][ ]
#2700 1 1 0000000336 Rocco Sivester 63 Cavill Avenue Moorings on Cauill Anne Fluva Owner Email
@ 2700 2 2 0000000337 Maria Steling & Cavill Avenve Meoorings on Cavill Anne Fluva Owner Email
@ 2700 3 3 0000000338 Boliech Pty LTd 63 Cavill Avene Moorings on Cavill Anne Fluva Owner Post
#2700 4 s 0000000339 Celia Chan 63 Cavill Avenue Moorings on Cauill Anne Fluva Owner Post
2700 5 5 0000000374 Costa Gianapolous & Cavill Avenve Meoorings on Cavill Anne Fluva Owner Post
@ 2709 6 6 0000000375 Costa Gianapolous 63 Cavill Avenve Moorings on Cavill Ane Fluva Owner Post
#2700 T 7 0000000376 Costa Gianapolous 63 Cavill Avenue Moorings on Cauill Anne Fluva Owner Post
@ 2709 ] 8 0000000377 Costa Gianapolous & Cavill Avenve Moorings on Cavill Anne Fluva Owner Post
& selected
Show Legend @ Import “ @ Link Lot Owners H  Change Owners. “ @ Email H o Merge H o Export “ o Data Source ” @ Acd Mailing Labels “ ® BulkSMS “ @ Direct Debit Invite “ + Aca “ © View ‘

1. Select the types of contacts you want to send the SMS to
2. Select Write Message

Select Lot Contacts m

Select the type of Lot Contacts to Bulk SMS
#lowner o ¥/ Joint Owner

%

¥ Tenant o

.

| ® Write F\Essage || ® Cancel
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1. This message shows you the number of contacts with a valid mobile number. Note: The number shown will always be
the first number for each lot owner.

This message shows you the number of contacts with a missing or invalid mobile number

Enter your message here. Make sure you keep it brief (see note about pricing at the beginning of this manual)

The number of characters in your SMS shows here

The total length of your message shows here. In this example, the message is less that 160 characters so the charge will
be for one SMS

The estimated cost per recipient shows here

vk wnn

The number of messages per recipient shows here
The total estimated cost for all messages shows here

w e N

Select Send Bulk Message

[womias ]

Message will be sent to 7 recipients

MName Mobile
2709 11 Rocco Silvester 0414 332 332 -
2709 22 Maria Stellino 0423 443 345 o
2708 3/3 Boltech Pty LTd 0411 232 242 - -
2708 5/5 Costa Gianapolous 0415453 456
2709 6/6 Costa Gianapolous 0415453 455 -

Message cannot be sent to 1 recipients
MName Mobile Reason

2709 4/4 Celia Chan e Missing mobile number

Message™ [ Owners, reminder that the AGNM will be held tomoarrow night at 6 pm, 'e

My Strata Co offices 420 Gold Coast Highway, Surfers Paradise.

Cheers Bellg
P
+ Signature Ny Strata Co o
Length: 158 # Of Messages Per Recipient: 1
Estimated Cost Per Recipient: 30.06 Total Estimated Cost:  30.42 e

e o 5 Send Bulk Message ” *® Close |

Confirm you wish to send the message

Are you sure you want to send this message?

2
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Bulk SMS Job has been created. View the progress of

0 the job in the sidebar.

The job will now be created in the job centre on the right side of your screen.

All SMS messages that have been sent to a lot owner will be automatically saved under the SMS tab on each lot owner’s card.

Lot/Owner x
. : Owner Info

C.T.s. ‘10 Tempo 13 Mitroian Drive 2 ‘ NOTE: This lot owner is linked to 4 other owners

Loti | unit| | SweetNo[1z | Owner Name* Dante Waterman | © Change Owner
Street Name™ ‘M\trowan Drive ‘ (Ah) 03 9251 8753 Email ||°”‘59”@P’°P9W|q com.au | & Unlink Owner ‘
Suburb® [OCHRE HILLS | (Bh) [ | salutation |Dante |
Accessory Unitaccess | Mobile 0422 932 954 Contact NamelDante |
CRN 0000000004 Committee Member: N Committee Member Status: Resigned
I Contact I Info I Delivery I Settings I Ledger I Notes I Documents I Alerts Log of Changes

To Message Status Sent Created By
0422 932 954 ISendmg Message to the Owner<Test Strata- Please do not reply= I Sent 3110/2016 - 1:28 pm ams

DIRECT DEBIT INVITATION
If you have enabled BIDD (Macquarie Direct Debit), you can trigger a bulk direct debit invitation from DEFT here.
You’ll need to have each lot members permission before sending though.

For full details about BIDD see the manual Macquarie Direct Debit.
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