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INTRODUCTION TO MOTIONS LIBRARY

The motions library allows you to create a library of motions that you can utilise across different meetings and different
buildings. The creation and editing of motions from the motions library is global function and will affect the motions that are
available across all new meetings for all buildings in your company.

NOTE
=d Permission to create and edit motions globally is usually an administrator’s role. For full details about roles and
permissions, see the manual “Users, Roles and Permissions”.

GETTING STARTED

To get started, go to the Utilities menu and select Motions Library
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The default status is to view all active motions, but you can toggle between the boxes to view All or Inactive statuses
Click on a column heading to sort the screen by that heading

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

The description shows here. You can click in the box on the left or click on the M\motion to highlight it on the screen

AN

Standard motions show with a tick. Standard motions are attached to nominated meeting types (see section below).

Non standard motions have a cross. They are not automatically attached to any meetings, but you can add them as

needed when you are creating a meeting agenda for a specific meeting. For example, you could create a motion to

allow a Lot owner to have a pet, this wouldn’t need to be attached to every meeting but would be available when

you need it.

6. Standard motions have a motion umber. The motion number shows here. (This determines the order it appears in
when it is attached to a meeting, but they can be re-ordered from within the meeting if needed)

7. The type of motion shows here.

8. The resolution type shows here This varies depending on your state.

9. Clone to clone an existing motion you have highlighted on the screen

10. +Add to add a new motion

11. View to open an existing motion that you have highlighted on the screen. You will then be able to edit it
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ADDING NEW MOTIONS

Click Add from the motions library screen to get started.
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a Description Standard Motion = Motion # Motion Type
LIl I I I

[# Accept Minutes of the Previous Mestng ||l |1 Statutory
O Eiection of Committee. v 2 Statutory
' Aggointment of Strata Managing Agent v 2 Statutory
& insurance Quote Acceptance obon L4 4 Statutary
O insurance Viakuation g 5 Statutory
O Gardening Quotes x 0 Altemative
[ New by-aw for visitor car pans x 0 Committee
O Roof Repairs x 0 i

O Gardening Quotes - copy x 0 Altemative
O Permission to keep pet x 7 Owner




AGENDA TAB

The agenda tab is where you enter the standard wording for the body of the motion. Users can then edit the motions as

required for individual meetings.

CREATING A NEW NON-STANDARD MOTION

1. Click Add to get started
Type a description for the motion for internal use. This won’t show on any documents but is an internal identifier.
3. The description you typed above will show here as the motion title by default, but you can overtype if you want to
change it. The motion title will show on the motion reports documents.

4. Choose the motion type from the dropdown list here. The choices are:

i. Statutory
ii. Committee
iii. Owner
iv. Alternative
5. Choose the type of resolution here. These are the choices available for all states but you should choose the correct

options for your State.

i.  Ordinary Resolution
ii. Resolution without dissent
iii. Special Resolution
iv.  Majority Resolution
v. General Resolution
vi. Unanimous Resolution
vii.  Interim Special Resolution
viii.  Interim Ordinary Resolution
ix. Ordinary Resolution without proxies

6. If you chose the motion type as statutory in step 4, this will be auto ticked, but you can untick it if you want

7. If you chose the motion type as committee in Step 4, this will be auto ticked but you can untick it if you want

8. If you chose the motion type as owner in step 4 this will be auto ticked, but you can untick it if you want. You can
attach the relevant lot owner for each individual meeting motion when you are editing in the individual meeting.

9. Leave this area unticked. This is used when you are creating standard motions and you want them to be automatically
attached to specific meeting types.

10. The voting settings can be edited when the user is editing motions just for a specific meeting. The default voting setting
is Yes/No. The option to allow attendees to abstain can be ticked. You can also choose the option of providing
alternative clauses for the meeting to consider. (see section below — Alternative Clauses).

11. You can use the editing functions to format your text

12. Toinsert merge fields — place your cursor in the position you want the merge field to appear. Use the slider to slide up
and down and view all available merge fields. Click on a merge field to insert it into a document.

13. Type the body of your motion

14. Click Save when you are ready
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Global Motion

Description (Intemal Use)" [Permission to Keep . \oting Settings.
Motion Title" [Permission to Keep Pet ® Yes/No Abstain @
. T S

it omer v
bt T~ W Alternative Clauses.
Resolution Type" | Ordinarv 2~solution '\\

(5)
Ilru-fv

{{Notice_Date}} 0
—’

That the Owners Croporation of SP {{Plan}} allow permission for the an animal to be kept on the premises subject
to the following conditions:

"
]

(1) The Owner must keep the animal within the Lot. 0

Cusrertly Logged in as: Faye Goodman

Role: Administrator

0.441.1 182017

(1) The animal mustbe on a lead or carried at all times when crossing Common Areas.
(2) The owner must take such action as may be necessary to clean alll areas of the lot or the common property that
are soiled by the animal

{{Agent | 7))

{{Agent_Phone}) -

Ordinary Resolution
General Resokution
Ordinary Resolution

.Q’ﬂlllryﬂm

Ordinary Resolution

‘WRW

Majority Resolution

 Special Resolution

Ordinary Resolution
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CREATING A NEW STANDARD MOTION
1. Click Add to get started

2. Type a description for the motion for internal use. This won’t show on any documents but is an internal identifier.
3. The description you typed above will show here as the motion title by default, but you can overtype if you want to

change it. The motion title will show on the motion reports documents.

4. Choose the motion type from the dropdown list here. The choices are:

i. Statutory
ii. Committee
iii. Owner
iv. Alternative

5. Choose the type of resolution here. These are the choices available for all states but you should choose the correct

options for your State.

i.  Ordinary Resolution

ii. Resolution without dissent

iii. Special Resolution

iv. Majority Resolution

v. General Resolution

vi. Unanimous Resolution

vii. Interim Special Resolution
viii.  Interim Ordinary Resolution

6. Standard motions should be numbered. This will determine the order in which they appear by default when adding

them to a new meeting. You can rearrange the order from within the individual meeting if required.
7. If you chose statutory as the motion type in step 4, this will be auto ticked. Standard motions will be automatically
attached to new meetings when they are created, based on the meeting types you attach them to.

8. These will not be ticked for a standard motion.

9. Click to select the meeting types you want this standard motion to be attached to. When users create a meeting of any

of the types selected, this motion will automatically be attached to it.

10. The voting settings can be edited when the user is editing motions just for a specific meeting. The default voting setting
is Yes/No. The option to allow attendees to abstain can be ticked. You can also choose the option of providing
alternative clauses for the meeting to consider. (see section below — Alternative Clauses).

11. You can use the editing functions to format your text.

12. To insert merge fields — place your cursor in the position you want the merge field to appear. Use the slider to slide up

and down and view all available merge fields. Click on a merge field to insert it into a document.

13. Type the body of your motion
14. Save when you are ready

(5} Global Motion
Description (Internal Use)" [Accept Minutes of Previous Meeti ting Settings
Motion Title* Accept Minutes of Previous Mee»/ ® Yes/No Abstain ¥
Motion Type” o — Statutory v o @
Alternative Clauses
Resolution Type*  Ordinary Resolution v
sandara i) @ wotionzs (@)
Proposed By Lot \o I
Apples To Iu,u“;‘.75 =B = &0 Mm A-Y- IQ
AGM -
= : )
Inaugural L4 e {{Notice_Date}}
Executive / Strata Committee ¢
Special / VOCM v That the Minutes of the previous Meeting heid on be accepted as Read @
Merge Fields L
{{Notice_Date}) =
({(Meeting_Type}} \
{{Building_Type})
{{Agent_Name})}

{{Agent_Address_1}}
({Agent_Address_2})
{{Agent_Address_3))
{{Agent_Suburb}}
{{Agent_State}}
{{Agent_PCode}}
{{Agent_Block_1}}
{{Agent_Block_2}}
{{Agent_Block_3})}

{{Agent_Block_4}}
{{Agent_Block_5))
{{Agent_Block_6))
{{Agent_Block_7}}
{{Agent_Phone}} -
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® Save | % Cancel

Curently Logged in as: Faye Goodman
Role Admexstratar

0.141.1 ve2017

P inactie

Resolution Type

Ordinary Resolution
General Resolution
Ordinary Resokstion
Ordinary Resolution
Ordinary Resolution
Ordinary Resolution
Majority Resolution

Special Resolution

Ordinary Resolution




VOTING SETTING — ALTERNATIVE CLAUSES

1. Click here to enable alternative clauses

2. Choose the number of alternative clauses you want to include from the dropdown list. The minimum is two and the
maximum is ten. Tabs will now show here. If you chose two there will be two tabs, if you chose three, there will be
three tabs and so on. Click on each numbered tab to toggle between each alternative clause

Al
bl

3. Type the body of your alternative clause ¢ If they are similar, it is easiest to copy and paste and then edit each
clause.

Global Motion

Resciution Type Ordnary Resokton
Starddard Motion

Proposed By Committee

Proposed By Lot

Merge Fess
{{otice_Date])
((Meeting_Type})
((Buiaing_Type}}
({Agent_Narve))
({Agent_Address_1))
({Agent_Adress_2))
({Agent_Address_3)
({Agens_Subury)
({Agere_State))
UAgent_PCode))
{{Agent_Block_1)
((Agere_Bilock_2))
{{Agent_Block_3))
{{Agene_Block_4))
({Agent_Block_5))
({Agene_Block_6))
({Agere_Block_7))
((Agene_Phone))

NOTE
e
~ You can add documents to each of the alternative motions. This is normally done at the time a motion is being added to
a meeting as it is specific to a meeting, but if you want the same document to appear for every meeting, then attach at this
point.

MINUTES TAB

The minutes tab is where you can record standard wording for all the possible results of a motion. Users can then edit the
results as required for individual meetings.

NOTE
NOTE
< Not all the merge fields that show in the motion agenda report show on the minutes motion report, due to variations
such as the budget status changing between notice and minutes, so it is best to test these before sending any documents.

Go to the motion minutes tab

1. If you have selected the voting settings as Yes/No, you can record the standard wording for the Yes vote by clicking on
the Yes tab. Record the standard wording for a No vote by clicking on the No tab

You can use the editing tools to edit the details

You can use any of the available merge fields (see agenda tab instructions above for details of how to use merge fields)
Type the body of the wording

v e wnN

Save when you are ready
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Mation Title*
Motion Type* Owner

Description (Internal Use)® [Permission to keeppet |
[Permission to keep pet 1

Resolution Type* Ordinary Resolution
Standard Motion o
Proposed By Committee )
Proposed By Lot (7]
Applies To
AGM =]

{{Building_Address_2)}
{{Building_Suburb})
{{Building_PCode]}
{{Building_State}}

== £0m A-¥- |°

The Resolution was adopted by the Meeting:

That the Owners Croporation of SP {{Plan}} allow permission for the an animal to be kept on the premises
subject to the following conditions: e

(1) The animal must be on a lead or carried at all imes when crossing Common Areas.

(1) The Owner must keep the animal within the Lot.

(2) The owner must take such action as may be necessary to clean alll areas of the lot or the common
property that are soiled by the animal

Editing this motion will affect all meetings added in the future

 Deactivate | 1 Save || x Cancel

Continue to create the wording for all the possible outcomes. This is how the No result might look.

e |

Oescription (intermai Use)” Permasion 1o leeppet |
Motion Titte* Petmason to beep pet |

Global Motion

Editing this motion will affect all meetings added in the future

Abstain ¢

the Resolution was not adopted by the Meeting. The {(Bullding_Manager}} s to investigate further and
report back to the next Meeting.

Proposed By Committee
Proposed By Lot

AGM

-.Members resolved to abstain from voting do fo potential confiicts of interest.
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ALTERNATIVE CLAUSES

If the motion has alternative clauses, you can enter the possible outcomes for each clause

1. Go to the motion minutes tab

You will see the numbered tabs here. The number you see depends on how many alternative clauses you entered in
the agenda. You can toggle between them to create, view and edit each possible outcome.

You can use the editing tools to edit the details

You can use any of the available merge fields (see agenda tab instructions above for details of how to use merge fields)
Type the body of the wording

o v AW

Click Save when you are ready

PropertylQ Strata e (@) e ()

Global Motion Editing this motion wil attect all meetings added in the future
otig Settngs

woatie  pemmoigre | C e
Motion Type® Daner - -

= e e
Resalution Type" Ordinary Resoluton a

Proposcd By Commitize
Proposed By Lot
" General Resolution

o
= (R0 | -

Description (Intermal Use]* [Permission to ke<p pet

Accept Minutes Ordinary Resclutcn

Motion abstsin Genersl Resoltion
Insursnce Quole Artzptance Motion
Commitize Motion EcM Ocdinary Reschutin
Inaugural EEFEE== £0m A% Ordinary Reschution
Executiva | Strata Comittee

‘Special / VOCM =

Merge Fikes A
[{Natice_Date)) - That the Guners Croporation of SF ({Fianj} allow permission for the an animal o be kept on the pramises Mty
({Mecting_Typel)} P

subjectto the following conditions Spetial Reschution
({Buikding_Type}} I 3 o
D Nomet (1) The Cwner mast keep the animal within the Lot Oy o S

b “address2)) Ovdinary Reschuticn
({Agent_Address_3}} {13 TNe animal MUstDe on 3 1630 Of CaTied atall TMES When Cro3sing Common Afeas.

Aceepl Minutes of Previous Mssting

Owner Mofion Ordinary Reesclution

Nt O T —— oy Resheon
naspo Res T
Commiies Meien 1
Roof Repains

@ | Pernission to keep pat

aloe winelowlw ¢ glg ¢ 4

({Agent_Suvurti}
({Agen_State]) {2) The owner must take such action as may be necessary o clean alll areas of the lat or ihe common
{{Agent_PCorel) roperty that are soiled by Me animal

oo
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EXPLANATORY TAB

The explanatory tab can be used to give meeting attendees some background about the motion. This is a legal requirement in
some states.

1. From the motion, go to the explanatory tab
2. You can use the editing functions to format the text
3. Type the text here
4. Save when you are ready.
Global Motion Editing this motion will affect all meetings added in the future
Description (Internal Use)" Permassion to kaep pet \otng Setings
Mation Title* Permission 10 keep pet * Yes/No Abstain ¢
5 = oR
s Ounee Alternative Clauses 0
Resclution Type” Ordinary Resoltion v
Standard Motion
:"""‘"’:: f:""“" sgenca | Minutes RS icstructions
AG‘:’“”" stu-.bf : =5 2—!!"'-A.~'5’-9_|
EGM
:‘:;::E/ Strata C tee The Owner of Lot 1 has requested permission 1o keep one old dog on her lot The dog 1s a four year old King
Special 1 VOCM Charles Cavaller Spaniel.  She has advised that the dog s very quiet and house trained |
Merge Felds
{{Nctice_Date}) -
{(Meeting_Type))
{{Buiiding_Type))
{{Agent_Name))

{{Agent_Acdress_1))
{{Agent_Address_2))
({Agent_Address_3))
({Agent_Suburbj)
{{Agent_State})
{{Agent_PCode})
{{Agent_Block_1}}
{{Agent_Bilock_2})
{{Apent_Biock_3))
{{Agent_Block_4))
{{Agent_Block_S5))
{{Agent_Block_6})
{{Agent_Block_77)
{{Agent_Phone)) -

n Deactiate | 8 Save | x cancel

INSTRUCTIONS TAB

The instructions tab can be used to give the meeting attendees instructions about the motion. For example, how to vote.

From the motion, go to the instructions tab
You can use the editing functions to format the text
Type the text of the instructions

Ll

Save when you are ready
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Global MOtlon Editing this motion will affect all meetings added in the future
D Use)* 10 heep pet | \bting Settings
Motion Title* Parmission 10 keep pat * Yes/No Abstain ¥
. OR
Motion Owner
Wpe - - Ahternative Clauses
Resolution Type* Ordinary Resolution v
Standard Motion _ _
T | e -~
Proposed By Lot
Apples To e
& = S = EEE & . ..
s B I Uab =i || = =Faom A‘?e
—

Inaugural ) "

Executive ! S ¢ This Motion will be put for discussion and all Lot Owners or their nominees will have a chance 1o voice their

Special | VOCM i opinion

Merge Fielis This Motion requires you to vote yes or no but you ¢an elect to abstain from voting| e

({Notice_Date}) -

{(Meeting_Type)} i

({Busiding_Type))

{{Agent_Name})

{{Agent_Address_1})

{{Agent_Block_7})
((Agent_Phensi) . °

1t Deactivate l B;w I % Cancel

EDITING A MOTION

1. From the motions screen, type some key letters in any of the empty boxes on the top line to refine your search and find
the motion you want to edit

2. Click on a motion to highlight it and then double click to select it or
3. View
4.  Edit to start editing
5.  Whenever you edit a global motion you will see this message, as any changes you make will affect all meetings added in
the future. = Changes will not affect motions that are attached to meetings that have already been created.
el = T BT T I, -
c== e - |7 - e o
e — x = : - =
S x i - =
—= X —ne =
errramon 1 hesp pet = basen
L)
)
1. Click on any of the tabs to start editing
You can make any changes you need to
3. Deactivate will make the mostion no longer be available to attach to meetings but but it can be reactivated if you
need it later.
Delete if you want to remove the motion permanently
5. Save to keep your changes
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Global Motion

Use) [ of Previous Meeti Voting Setings.
Motion Title" MMGMM * Yes/No Abstain ¢

Alternative Clauses

A—m BlIlmP ES|vRFTIN S0 A2
AGM -
EGM -
L {{Notice_Date}}
Executive / Strata Committee ¢
L4 be accepted as Read

Special / VOCM ) \ That the Minutes of the previous Meeting heid on
Merge Fiekds /

{{Notice_Date}) - Q

(Meeting

((Buiding_Type)) o s

Editing this motion will affect all meetings added in the future

Motion Type' [Statutory v > o

Resolution Type* | Ordinary Resolution v = -

e N ﬁ!
Proposed By Committee [ 2gends

Py [T [ [T

CLONING A MOTION

If you have a lot of similar motions, you can clone an existing motion to save data entry.

1. From the motions library click on a motion you want to clone
2. Click the Clone button

PropertylQ Strata @rm @ 000 @lezsu\; sing [mnrr'e(m ummey @.m out

Motions Library B -
5] Descrpton ‘Standard Mation + Mation # + hotion Type Resolution Typs
LIl ] ] I1[ [
) Accept Minutes of the Previous Mesting - 1 Statutory Ordinary Resoluton
9 Blection of Gommittee i 2 Statutary Ordinary Resoluion
£ Appomtment of Strats Managing Agert v 2 stantoy Oranary Resaluson
(' insurance Quote Acceptance Mation A 4 Statutory Ordinary Resoluon
=) insurance Valuation ' ° 5 Statutory Ordinary Resolution Without Proxes
@1 [ Gardening Quotes | % = [ Ateratve Ordinary Resaluton
) Mew by-aw for vistor car paris: n [ Commities ‘Special Resciution
5| Roof Repairs x 0 Owner Ordinary Resoluion
| Permission 1o keep pet x 7 Oumer Oranary Resaluton

[ Gone [+ 0 [ vw |
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1. The name of the original motion shows here with the additional word “copy”. Type the name of the new motion here.
Type the wording of the new motion here. Don’t forget to make changes to the minutes, explanatory and instructions
tabs too, if required.

3. Save
o Global Motion Editing this motion will affect all meetings added in the future
Description (internal Use)” | Quates -copy = | Voiing Sefings
Motion Title* \Gamemng Quotes - copy /\_{; Yes / No
Motion Type* Alternative v xR

Resolution Type* Ordinary Reschuion v ‘® Alternative Clauses Number of Options 3 ¥

Standard Motion a
e B [ D

Proposed By Lot a

- Cem ]

AGM
EGM

Inaugural
Executive / Strata Committee ||

Special / VOCM [N}

Merge Fields e
{{Notice_Date}} ~ -

{{Meeting_Type}}
{{Building_Type))
{(Agent_Name}}
{{Agent_Address_1)}
{{Agent_Address_2}}
{{Agent_Address_3)}
{{Agent_Suburb}}
{{Agent_state}}
{{Agent_PCode}}
{{Agent_Block_1}}
{{Agent_Block_2}}
{{Agent_Block_3}}
{{Agent_Block_4}}

e

{{Agent_Block_6}}
{{Agent_Block_77}
{{Agent Phonel} M e

u Deactvate | g Deste | a‘is-ave |[ = cancel

B I Uaxfe == &=

=0 B A-¥-

RE®

That the Owners Corporation {{Strata_Plan}} Accept the quote from (insert suppplier name)
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