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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. 

 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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1. The default status is to view all active motions, but you can toggle between the boxes to view All or Inactive statuses 

2. Click on a column heading to sort the screen by that heading 

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

4. 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 

5. 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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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 

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 
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. 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. Click Save when you are ready 
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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 
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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 

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

clause. 

 

 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.   

 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 

2. You can use the editing tools to edit the details 

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

4. Type the body of the wording 

5.  Save when you are ready 
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Continue to create the wording for all the possible outcomes.  This is how the No result might look. 

 

This is how an abstain option might look 
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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 

2. 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. 

3. You can use the editing tools to edit the details 

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

5. Type the body of the wording 

6. Click Save when you are ready 
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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. 

 

INSTRUCTIONS TAB 

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

1. From the motion, go to the instructions tab 

2. You can use the editing functions to format the text 

3. Type the text of the instructions 

4. Save when you are ready 



 
Motions Library 
17.02.2020 
10 

 

 

 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.

 
1. Click on any of the tabs to start editing 

2. 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. 

4. Delete if you want to remove the motion permanently 

5. Save to keep your changes 
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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 
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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. 

2. 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  

 

 

 

 

 


	Introduction to Motions Library
	Getting Started
	Adding New Motions
	Agenda Tab
	Creating a New Non-standard Motion
	Creating a New Standard Motion
	Voting Setting – Alternative Clauses

	Minutes Tab
	Alternative Clauses

	Explanatory Tab
	Instructions Tab
	Editing a Motion
	Cloning a Motion


