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GETTING STARTED 

These instructions are for strata managers using the PropertyIQ Portal. The “Portal guide for users” manual contains information 

and instructions for your lot owners and committee council members to access and use the portal.  

The portal is an independent web-based application that synchronises with your PropertyIQ database and makes information 

from your PropertyIQ database available for your lot owners and committee/council members to view.  Your company controls 

the information that is made available to your lot owners and committee/council members. 

 You can login to the PropertyIQ Portal here:  https://portal.propertyiq.com.au/login  

PORTAL ONBOARDING STEPS 

1. Email support@propertyiq.com.au  and ask for the portal be activated.  You’ll need to provide the following 

information: 

• Your company’s trading name and legal entity name. 

• A contact and email address from your company that will be your nominated portal account administrator. When 

creating your portal administrator account for the portal, the email used cannot be the same as an email used for 

any lot or committee/council members in PropertyIQ. This includes resigned committee members and lots 

attached to an inactive building. 

This would be best set up with a Unique Email Account which will become the username for your account.  If you 
choose to use an existing email you need to be aware of the following: 

Note - each instance of PropertyIQ must have a unique email address to be used for the administrator and if you 

have more than one instance of PropertyIQ you will need to nominate a unique email address for each instance 

your company has. 

2. View the portal training videos on the PropertyIQ portal training page 

3. Once your portal account is activated, your nominated email address will receive an email advising them of their login 

details. 

Next, you need to configure your company’s preferences in PropertyIQ and in the portal: 
 

STEP 1 - IN PROPERTYIQ  

1. Confirm or edit the user roles and permissions in PropertyIQ for your own team to be able to administer the portal.  See 
details here 

2. We recommend that you send a custom merge letter with your own branding to your lot owners and 
committee/council members letting them know their portal invitations are coming soon. See a suggested letter format 
here   

3. Review and update email address fields on lot owner cards and committee/council member cards 
4. We recommend that you enter last settled dates on your lot owner cards wherever possible to restrict access to 

information prior to their ownership or appointment to the committee 
5. In the portal control panel: 

a. Choose the document categories you want to show on the portal 
b. Choose the financial report options you want to show on the portal 

 STEP 2 - IN THE PORTAL 

1. Before you register any lot owners or committee/council members for the portal you should configure the pages and 
information categories you want to show on the portal:  See details here 

a. General 
b. Owner 
c. Committee /Council 

This should be done before registering any lot owners and committee/council members for portal. 

https://portal.propertyiq.com.au/login
mailto:support@propertyiq.com.au
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STEP 3 - IN PROPERTYIQ 

 

Register lot owners and committee/council members for portal to trigger a PropertyIQ branded email portal invitation email. 
 

       

PROPERTYIQ USER PERMISSION REQUIRED TO ADMINISTER  PORTAL 

Users need to have permission to view and edit the Portal Control Panel.  Administrators have this permission by default, but 

you can edit permissions if you need to.   

Go to  and Select Security. 

 

The permission required is Portal Control Panel View and Edit 
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SENDING A LETTER TO ADVISE LOT OWNERS ABOUT THE PORTAL IN ADVANCE  

You may want to send a letter to your lot owners to let them know about the portal prior to sending their portal invitation. 

1. The first step is to create a custom merge template.  For full instructions, view our Templates manual here.   

2. Process a mail merge from the lots/owners screen.  For full instructions, view our Lots Owners Screen manual here. 

3. Appendix I at the end of this document has a sample template you might want to use. 

 

 

PORTAL ADMINISTRATION FUNCTIONS IN PROPERTYIQ 

Portal admin functions allow you to determine the information you want users to be able to see in the portal. 

PORTAL CONTROL PANEL  

The Portal Control Panel allows you to: 

• Configure the documents and reports you want to make available to your lot owners and committee/council members 

• Register and manage portal accounts for lot owners and council committee members    

 

Access the Portal Control Panel from the Utilities menu  

 

1. Register or de-register Lot owners here. See Register Lot Owners  and De-Register Lot owners below for full details 

2. Register or de-register Committee/council Members here. See Register Committee/council Members and De-Register 

Committee/council Members below for full details 

3. Portal documents is the default.  This allows you to set which document types are available for your lot owners to view 

on the portal.  See Adding a portal document type below for full details. 

4. Financial reports  allows you to select which financial reports are available for lot owners to request from the portal. 

See Financial Reports below for full details. 

5. You can set preferences either at a global level or at a folio level if you use folios. 

6. You can order the screen by column heading by clicking on any column heading. 

7. +Add to add a new document type. 

8. View and edit an item you have highlighted on the screen. 

http://www.propertyiq.com.au/wp-content/uploads/Templates-standard-custom-and-email.pdf
http://www.propertyiq.com.au/wp-content/uploads/Lot-owners-screen.pdf
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FINANCIAL REPORTS 

The financial report settings determine which financial reports lot owners and committee/council members can select when 

clicking Request Detailed Financial Report in the portal. This is an example of the lot owner or committee/council member view 

from the portal: 

 

 

When the user selects Request, the documents they requested are emailed to them directly once the report generation is 

complete.   
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FINANCIAL REPORTS – BUILDINGS IN VICTORIA 

For buildings located in Victoria AND the building has multiple Owners Corporations (OCs), lot owners and committee members 

will see an additional option on the request screen. 

This will only display a list of the OCs in the building that they belong to as a lot owner and/or committee member. For example, 

if they are a committee member for OC1 and also an owner in OC2 and OC3, then they will see OC1, OC2 and OC3 in the list of 

options to choose from. 

Based on their selection, they will receive a financial report for the selected OC/s only. 

 

SETTING FINANCIAL REPORTS PREFERENCES  

Under Utilities > Portal Control Panel screen 

1. Select the Financial Reports tab 

2. Edit to change your preferences  
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1. You can set Financial Reports preferences either at a global or folio level if you use folios 

2. Choose which reports you want to make available for lot owner or committee/council member accounts (or both) 

3. The selections on the right apply to the corresponding report on the left.  I.E. the option to Include Last Year Balances 

applies to the Balance Sheet report.  

4. If you manage multi-schedule buildings, you can decide whether you want reports to be generated for consolidated or 

for split schedules 

5. Select whether you want the strata manager name to appear on financial reports 

6. Save  
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PORTAL DOCUMENTS 

There are two ways you can publish a document to portal for viewing by your lot owners and committee members. 

1. Automatic publishing 

o Bulk automated upload to portal for a group of documents; viewed by all lot owners and/or all committee 

members 

2. Manual publishing 

o Manual upload of a single document; viewed by selected lot owners and/or committee members. You can also 

select an optional expiry date so the document only appears on portal for a certain period of time. 

Documents that you automatically or manually publish will be made available to the owners and/or members on portal when 

the next overnight sync process is run. 

Please see the sections below on Automatic publishing, Manual publishing and View a document’s portal status for more 

information. 

 You can use auto-publishing AND manual publishing at the same time on the same document. For example, you can auto-

publish the document to all committee/council members, and then manually publish the document to the owner of Lot 1. 

 

AUTO-PUBLISHING – BULK AUTOMATED UPLOAD TO PORTAL 

Your selections determine the document types that will automatically appear on the portal. Documents of the types you have 

marked as auto publish will automatically be made available to the owners on the portal when the next overnight sync process is 

run. 

You can also determine whether a document shows in the portal, if the document is dated prior to the lot’s last settled date.  

This is configured from the portal. For full details, see the section Portal administration functions in the portal.   

ADDING A PORTAL DOCUMENT TYPE 

Under Utilities > Portal Control Panel screen > Portal Documents tab 

1. +Add to open the portal category box. 

2. Select a document type from the dropdown list. The list shows all the document types that your company has set up.  

You can edit your document types by going to Settings>Application Settings>Document types 

3. Select a portal category from the dropdown list.  The list shows the available portal document categories.  You can’t 

edit these. 

4. If Auto Publish Owner is ticked, whenever a document of this type is created or uploaded to PropertyIQ, it will 

automatically publish to lot owner portal accounts in the next overnight sync. If Auto Publish is not selected, then 

documents of this type will not appear on the portal. If Auto Publish Committee is ticked, whenever a document of this 

type is created or uploaded to PropertyIQ, it will automatically be synced to committee member portal accounts in the 

next overnight. If Auto Publish is not selected, then documents of this type will not appear on the portal.   

5. Save the portal category 

6. Cancel to exit without saving your changes. 
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 If you have a document type set to auto publish and then you subsequently untick auto publish,  documents of that type 

that were previously sent to the portal will be removed from the portal.  You can also delete a document category.  View 

instructions Deleting a Document Category.  The ability to remove individual documents from the portal is also available, view 

instructions to Remove and Restore a single document.  

 

VIEWING AND EDITING DOCUMENT TYPES 

1. Highlight the document and then double click on it to open the portal category box or 

2. Select View 

3. Select Edit 

 

 

1. The document type shows on the dropdown list 

2. The portal category shows on the dropdown list 

3. If Auto Publish Owner is selected, whenever a document of this type is created or uploaded to PropertyIQ, it will 

automatically publish to lot owner portal accounts in the next automatic sync. If Auto Publish is not selected, then 
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documents of this type will not appear on the portal.   If Auto Publish Committee l is selected, whenever a 

document of this type is created or uploaded to PropertyIQ, it will automatically publish to lot committee/council 

accounts in the next automatic sync. If Auto Publish is not selected, then documents of this type will not appear on 

the portal.  The ability to manually send individual documents to the portal will be coming in a future release.  

4. Save  

 

 

The following document types do not appear in the portal so are not available to select from the document types list: 

• Cash Book Report/Statement 

• Cash Book month End 

• Remittance Advice File 

• Tender Request 

• Work Order 

• Work Order attachment 

• Quote request 

• Quote attachment 

• Quote email attachment 

 

  You can choose additional configurations within the portal to determine the information you want to make available to 

your lot owners and whether you only want to include documents added since the last settled date of the lot or appointment 

date of a committee/council member.  See the section below -  Portal Administration functions in the portal 
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DELETING A DOCUMENT CATEGORY 

You can choose to remove all documents in category from the portal. If you choose this option, all documents that were 

uploaded to the portal in this category will be deleted. 

Step 1 

1. Highlight a line item that is included in this category, double click to open the line item or 

2. Select View 

3. Select Edit 

 

 

1. The document type shows here 

2. The portal category shows here 

3. Delete to remove the category and all documents in the portal that were assigned to that category 
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REMOVE AND RESTORE A SINGLE DOCUMENT AUTO-PUBLISHED TO PORTAL 

You can now remove a single document from the portal where it’s been saved to a document category in PropertyIQ that’s been 

auto-published to portal. If there is only one or two documents in an entire category that you don’t want to show in portal, 

removing them individually avoids unpublishing an entire category of documents from portal, or refiling a single document to 

another category that’s not auto-published to portal.  

Once a document is removed from portal, it can also be restored and re-published if required.  

 

Find a document that’s been published to portal. It will have a green tick in the ‘On Portal’ status column.  

1. Click on the green tick in the ‘On Portal’ column of the document  

2. The details of the document will show here, along with the portal status  

3. The current auto-publish settings of the document will show here  

4. Click here to remove the selected document  
 

 

 

You’ll receive a notification that the document will be removed on the next portal sync. Click OK to confirm you want to 

proceed. 
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1. The ‘On Portal’ status of the document is updated  

2. You’ll see a new message here to confirm the document is no longer on portal  

3. Click here to restore the document to portal  

 

You’ll receive a notification that the document will be restored to portal on the next portal sync. Click OK to confirm you want to 

proceed. 
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MANUAL PUBLISHING –  UPLOAD A SINGLE DOCUMENT 

Manual document publishing gives you control and flexibility when publishing documents to the portal.  

It allows you the ability to publish a single document to portal that can only be viewed by the lot owners and/or committee 

members you choose. You can also add an optional expiry date so the document is only visible for a certain period of time. 

You can publish a single document to the portal from the following areas in PropertyIQ using the +Publish to Portal button: 

• File > Documents screen 

• File > Documents > Advanced Search screen 

• File > Buildings > Building card > Documents tab 

• File > Lots > Lot card > Documents tab 

You can manually select which lot and/or committee member accounts you want the document to appear in as well as the 

portal document category you want the document to appear in. You can also remove a document you’ve manually published to 

portal. This can be done from the same screen. 

Documents that you manually publish will be made available to the owners and/or members on portal when the next overnight 

sync process is run. 

MANUALLY PUBLISH A DOCUMENT TO PORTAL 

You can publish a single document to the portal from the following areas in PropertyIQ using the +Publish to Portal button: 

• File > Documents screen 

• File > Documents > Advanced Search screen 

• File > Buildings > Building card > Documents tab 

• File > Lots > Lot card > Documents tab 

NOTE: The below steps will show you how to publish a document from the File > Documents screen. The same steps can be 

taken from any of the above screens. 

 

Step 1 – Select the document 

Go to File > Documents 

1. Select the document you want to publish to the portal 

2. Select Publish to Portal 
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1. The document details show here 

2. If the document isn’t already on the portal, a red cross shows here 

3. The auto publish status of this document (determined by your auto publish settings in the portal control panel) show 

here 

4. Use the search icon to select the lot owner accounts you want to publish this document to 

5. Use the search icon to select the committee member accounts you want to publish this document to 

 

 

 

Step 2 – Select Lots and/or Committee Members 

To publish to Lot Owner/s – select the Lots button 

1. Select the lot accounts you want to publish to 

NOTE: You’ll only see lot owners on this list if they have a portal account 

2. Click Select 
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To publish to committee member/s – select the Committee Members button 

1. Select the committee member accounts you want to publish to 

NOTE: You’ll only see committee members on this list if they have a portal account 

2. Click Select 
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Step 3 – Publish the document 

1. Now that you’ve selected to publish to one or more lot owner/committee member accounts, you’ll see the number 

you’ve selected here. 

2. Select a portal document category from the dropdown list  (if enabled) 

NOTE: If you have already nominated a Portal Category for the applicable document type in your global portal control 

panel (under Utilities > Portal Control Panel > Portal Documents), then it will default and be locked to that pre-selected 

category. 

3. You can optionally select an expiry date for the document. If you do, the document will be removed from the portal 

after that date. 

4. Click Publish 

 

 

You’ll receive a popup message, confirm to proceed. 
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You’ll then see the lot and committee accounts the document has been published to listed in the table. 
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REMOVE A MANUALLY PUBLISHED DOCUMENT FROM PORTAL 

1. View the auto-publish status of the document here 

• If the document was published to portal automatically, you’ll see a Y here for the personas it is published for. 

• If it was manually published to the portal, you’ll see a N here 

2. Select the lot/s or committee member/s from the grid that you want to remove the document for. 

• If the document was manually published to portal, you’ll see the lot/committee account details here.   

• If it was automatically published, you won’t see any account details here. 

3. Click Remove. The document will be removed for the selected lots and/or committee members on the next portal 

sync. 
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VIEW A DOCUMENT ’S PORTAL STATUS 

You can check whether a document in PropertyIQ is published on portal by using the ‘On Portal’ status column that is available 

in the following areas in PropertyIQ: 

• File > Documents screen 

 

• File > Documents > Advanced Search screen 

 

• File > Buildings > Building card > Documents tab 

 

• File > Lots > Lot card > Documents tab 

 

 

 

1. Click on the tick or cross icon that is displayed in the On Portal column 

2. General document details will display here 

3. Auto-publish status of the document will show here 

4. Manual publish status of the document will show here. If the document has been manually published to any lots or 

committee members, their details will show in the table. 
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PORTAL ADMINISTRATION FUNCTIONS IN PORTAL 

Each company has a single administration portal.  You will need to nominate a portal administrator in your company.  Their 

email address is used when you log in to the portal.  

INITIAL ACCOUNT SETUP FOR PORTAL ADMINISTRATOR 

When your portal account is activated by PropertyIQ, the companies nominated Portal Administrator receives an email that 

looks the same as the invitation a lot owner receives, however the portal administration has special permissions to configure 

your company-wide (global) and folio preferences.   

The portal administrator should click on the link in the email to set up their administrator access.  This is a one-off process – 

once the administrator’s account is set up, they will access to update the portal using their credentials. 

LOGIN AS PORTAL ADMINISTRATOR 

To login, go to https://portal.propertyiq.com.au/login 

1. Select the dropdown to choose your portal user type 

2. Select Strata Manager 

3. Enter your email address 

NOTE: This should be the portal administrator email address that was registered when your company portal account 

was first setup by PropertyIQ. It’s the email address that received the portal invite. 

4. Enter your password 

5. Click Login to proceed 

6. Click here if you’ve forgotten your password. This will re-direct you to a different screen to reset your password. 

 

  

https://portal.propertyiq.com.au/login
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COMPANY INFO 

1. The default is a global view (across your company) but if you use folios you can select a folio from the dropdown list 

2. The company and folio information displayed here comes from PropertyIQ.  Any changes need to be made in your 

PropertyIQ company details page. Any changes will update when PropertyIQ is synced with the portal. 

3. The last sync time and date show here 

4. Main contacts show in the portal and can be added here.  You might use them to show the accounts contact, the 

maintenance contact etc. Enter the details for the main contact and then click Add. The main contacts section is 

additional to the strata manager details section, which shows in the portal if you have ticked to show strata manager 

details 

5. The names and details of any existing main contacts show here.  

 The first time you login to the portal, automated syncs will not have been processed so your company information will 

not be fully populated. The first sync may take longer than subsequent syncs as it needs to process all your PropertyIQ data. 
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MAIN CONTACTS 

The Main Contacts section allows you to enter additional contacts that will appear on the building page of the portal for lot 

owners and committee/council members.  For example, you may have a specific repairs and maintenance contact. If you don’t 

enter any main contacts in this section, the main contacts section does not show at all for lot owner or committee/council 

member portal accounts.  

If you use folios, you have the following choices: 

• Enter global contacts only.  These will be seen by lot owner and committee accounts across all folios 

• Enter folio contacts.  The main contacts for each folio will be seen by lot owner and committee accounts for properties 

attached to that folio. 

Note:  you can’t have both general and folio contacts appearing on your lot owner and committee accounts. 

Changes made to main contacts will be immediately updated in the portal. They do not require an overnight sync to take 

effect. 

Portal users can view your Main Contacts. 
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EDIT OR REMOVE A MAIN CONTACT 

1. From the Company Info page, click on the arrow next to the main contact or (double click anywhere in the box) 

 

 

1. Select Remove if you want to remove the main contact from the portal altogether 

2. Edit to alter the main contact details 
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1. Edit the main contact details 

2. Cancel or 

3. Save 
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CONFIGURATION 

GENERAL CONFIGURATION 

General configuration items affect all owner portal accounts associated with your company. 

1. Select General 

2. You can enter a penalty interest disclaimer here.  Select to show the disclaimer on the owner’s portal view, which will 

appear on the Levies page for buildings that charge penalty interest. 

3. Select to send a copy of all portal registration emails to your strata company email (recorded in PropertyIQ in 

Utilities>Settings>Company Details>Email) 

4. Save 

 

 Changes made to general configuration will be immediately updated in the portal. They do not require an overnight sync 

to take effect. 

 

OWNER CONFIGURATION 

Owner configuration allows you to choose which items are displayed on a lot owner’s portal view.  

1. Select Owner. 

2. The default is a global view (across your company) but if you use folios you can choose different configurations for 

different folios. If you enable configuration at a folio level, the folio settings will be used.  Currently, once you enable 

folio configuration you can’t revert back to global configuration.   

3. Select the information you want to show on the building page 

4. Select the information you want to show on the financial page 

5. Select the information you want to show on the levies page 

6. Select the information you want to show on the meetings page 

7. Select the information you want to show on the documents page.  You can select whether you want lot owners to only 

see documents dated after the last settled date of the lot. 

8. Save.  
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 Changes made to owner configuration will be immediately updated in the portal. They do not require an overnight sync 

to take effect. 
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COMMITTEE/COUNCIL CONFIGURATION 

Committee configuration allows you to determine which types of information you want committee/council members to be able 

to view. 

1. Select Committee 

2. The default is a global view (across your company) but if you use folios you can choose different configurations for 

different folios. If you enable configuration at a folio level, the folio settings will be used.  Currently, once you enable 

folio configuration you can’t revert back to global configuration.    

3. Select the information you want committee members to see on the building page 

4. Select the information you want committee members to see on the financial page 

5. Select the information you want committee members to see on the meetings page 

6. Select the information you want committee members to see on the document page. You can select here if you want 

committee members to only have access to documents dated after they were appointed 

7. Save 

 

 

 Changes made to committee configuration will be immediately updated in the portal. They do not require an overnight 

sync to take effect. 
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BUILDINGS 

1. The default is to show all folios. If you use folios, you can filter by folio 

2. Use the search function to refine the screen – enter some key letters and click on the search icon 

3. Use the advanced search function for more search options 

4. Export to export building data to an excel spreadsheet  

5. Portal users attached to this building show here.   

 

ADVANCED SEARCH FUNCTION 

1. All folios show by default.  If you use folios, you can select to search for a single folio 

2. You can use the basic search function by entering some key letters into the box and selecting the search icon 

3. Enter search criteria into any of the fields  

4. Clear if you want to clear the criteria you have already entered 

5. Search  

 

  



 
Portal Guide for Strata Managers 
08.04.2021 
31 

 

USERS 

The Users area allows you to view and administer your lot owner and committee/council member user accounts.   

1. Select Users 

2. If you use folios, you can filter by folio. 

3. Use the search option to filter the screen. 

4. Export to export user data to an excel spreadsheet. 

5. Select here to resend invitations to all pending user accounts. This resends an invitation to users that you have 

previously registered in PropertyIQ, who have not yet logged in and activated their portal account. 

6. Use the advanced search option for more search functions 

7. The details screen shows the owner name, email, whether they are a lot owner or committee /council member (or 

both) 

8. Click to trigger a forgot password email, or login as this user 

 

 

SINGLE USER OPTIONS 

You will see these options when you click  

 

Send forgot password email  

When you select this option, you will see this popup confirming the password re-set email has been re-sent. 

 

The lot owner or committee member receives an email that looks something like this.  They can follow the instructions to re-set 

their password. 
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Login as user 

Select Login as user to view the portal from the user’s perspective.  This is useful if you need to assist a lot owner with a 

question or just want to monitor the information your users are able to view.   

IMPORTANT NOTE: This provides read only access.  You will only be able to view the users account. 
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HISTORY PAGE – SYNC HISTORY 

The history screen page a history of all syncs  

1. You can search for syncs within a date range by entering dates in the From and To boxes 

2. Export the history of all syncs here to an excel spreadsheet 

3. You can refine your view by coverage. The choices are: 

o All 

o Strata (all the buildings in your company) 

o Building (single building in your company 

o User (a single user in your company) 

4. You can refine your view by sync type.  The choices are: 

o Manual –(the ability to sync manually is coming in a future release) 

o Automatic 

5. The End Date/time is the completion time of the sync 

6. The Sync Coverage shows here - whether All, Strata, Building or User 

7. The Sync Type shows here - whether manual (the ability to sync manually is coming in a future release) or automatic 

8. The sync status shows here  - whether completed or failed 

 

 

HISTORY PAGE – AUDIT TRAIL 

1. From the history screen, select Audit Trail 

2. Select a From and To date 

3. Export  

4. To search by user, enter some key letters in the box and click on the search icon 

5. To search by details, enter some key letters in the box and clock on the search icon 

6. The date and time of the activity shows in this column 

7. The username and email details show in this column 

8. The request details show here.  Click on the Details to open a box showing further details 
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Clicking on an item opens a detailed view 
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WHAT APPEARS IN THE AUDIT TRAIL 

The following information is recorded and shown under History page > Audit Trail tab: 

• Logins by portal users (strata administrators, lot owners and committee/council members) 

• Logouts by portal users (strata administrators, lot owners and committee/council members) 

• All changes in Strata Administrator account 

o Company Info page – changes to company details 

o Company Info > Main Contacts – add, edit, delete of contacts 

o Configuration page – General, Owner and Committee settings 

o Users page – send forgot password email to user, resend pending invites to user/s 

o Administration page – changes to admin users and roles (created or edited) 

• Certain user actions in PropertyIQ Portal 

o ‘Contact Strata Manager’ enquiries sent (2x audit entries per enquiry; 1 for email sent to the Strata Manager, 1 

for copy sent to user) 

o Financial Report requests – financial reports successfully emailed to users 

o Password resets completed by users 
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ADMINISTRATION 

The Administration area allows you to create and manage portal administrators and create and manage roles/permissions for 

portal administrators. Only one main portal administrator is created as part of your portal account setup. This person can then 

create additional admin users as required under the Administration page. 

The Administration page contains: 

o Users tab – view, search, create and edit admin users 

o Roles tab – view, create and edit roles/permissions for admin users 

Any changes made to users and roles will be recorded in the portal audit trail under the History > Audit Trail page. See example 

below. Please refer to the below sections for more information. 

 

 

USERS 

The Users screen allows you to create additional admin users. At the first login to your portal account, the only user visible in the 

list will be that of the initial portal admin. 

o Rules when creating and editing users: 

i. Mandatory fields are email address, first name, last name and role. 

ii. Email address must be unique  e.g. cannot be used for another portal user (owner, committee or 

administrator). 

iii. You cannot change any details under your own user, including the role. 

iv. You cannot edit an email address for an active user. 

v. You can edit an email address for a pending user. 
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View users 

1. On the Administration page, click on Users tab 

2. Search for a user using the search bar here. When performing a search, it will filter the details shown in the table below 

based on name, email and role 

3. The name of the user will show here 

4. The email address of the user will show here. This is the email used to login to the portal. 

5. The user’s assigned role will show here 

6. The status and last login details of the user will show here. Available statuses: 

a. Active - a user who has successfully created and logged into their portal account. 

b. Pending - a portal invitation email has been sent. The user has not yet created their portal account. 

 

 

 

Create users 

1. On the Administration page > Users tab, click the Add New button in the top right corner. 

2. Enter the email address of the user, which will be used to login to the portal. This is a mandatory field. 

NOTE: The email must be unique e.g. cannot be used for another portal user (owner, committee or administrator). 

3. Enter the name of the user. The first and last name are mandatory fields. 

4. Select the role of the user using the dropdown options. The list of options will be the same as the roles available in the 

Roles tab. 

NOTE: To create a new user, they must firstly have a role assigned. 

5. Enter any other optional details for the user, including phone and address. 
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6. Read and acknowledge the privacy statement. 

7. Click Cancel to return to the main screen. The user will not be created. 

8. Click Create button to proceed and create the new user. 

A portal invitation email will then be sent to the new user. They can follow the prompts within the email to setup and start 

using their new portal admin account. 
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Edit users 

1. On the Administration page > Users tab, click on a user in the list to view their details 

2. Edit the users details as required. 

NOTE: The email address for an active user cannot be edited. The role of your own user record cannot be edited. 

3. Click Cancel to return to the main screen. Any changes will not be saved. 

4. Click Save button to proceed and save the changes to the user. 
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Deactivate/activate users 

1. Click on an individual user to view the details 

2. Click on the status toggle to change the user’s status from Active to Inactive, or Inactive to Active. 

 

 

You will then see a confirmation message. Click Yes to proceed with the change, or No to cancel and return to the previous 

screen. 

 

Once the status change has been completed, you will see: 

• a confirmation message in the top right corner of the screen  

• the user’s status is updated in the list of users. In the example below, it’s changed from Active to Inactive; and, 

• the action is recorded under History > Audit Trail. 
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Resend invite to pending user 

1. Go to Administration page 

2. Go to Users tab 

3. Find a user with a status of Pending. Click on the action menu  

4. Select Resend Invitation 

 

 

Select Yes to proceed, or No to cancel and return to the prior screen. 

 

 

Once the invite has been successfully sent, you will see a confirmation message in the top right corner of the screen and the 

action is recorded under History > Audit Trail. 
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ROLES 

The Roles screen allows you to create additional roles that will control what admin users can view and the actions they can 

perform. You can create as many roles as necessary. 

You will see a default system role ‘System Administrator’ visible in the list. This default role has permissions for everything and 

cannot be edited or deleted. The initial portal administrator for your portal account will be assigned this default role. 

o Rules when creating and editing roles: 

i. Mandatory fields are role name and at least 1 permission enabled. 

ii. Role name must be unique and cannot be the same as an existing role (is not case sensitive). 

 

View roles 

1. On the Administration page, click on Roles tab 

2. The name of the role will show here 

3. The status of the role will show here 

4. A short description of the role will show here 

 
 

Create roles 

1. On the Administration page > Roles tab, click the Add New button in the top right corner. 

2. Enter the name of the role. This is a mandatory field, limited to 100 characters. 

NOTE: The name must be unique e.g. cannot be used for another role (is not case sensitive). 

3. Enter a short description of the role. This is an optional field, limited to 110 characters.  

4. Select at least 1 permission from the list of portal pages and available actions. 
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Edit roles 

1. On the Administration page > Roles tab, click on a role in the list to view 

2. Edit the role name as required. 

NOTE: The name must be unique e.g. cannot be used for another role (is not case sensitive). 

3. Edit the description as required. 

4. Edit the permissions as required by selecting/deselecting individual permissions. 

5. Click Cancel to return to the main screen. Any changes will not be saved. 

6. Click Save button to proceed and save the changes to the role. 
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Deactivate/activate roles 

1. Click on an individual role to view the details 

2. Click on the status toggle to change the role’s status from Active to Inactive, or Inactive to Active. 

 

 

You will then see a confirmation message. Click Yes to proceed with the change, or No to cancel and return to the previous 

screen. 

 

Once the status change has been completed, you will see: 

• a confirmation message in the top right corner of the screen  

• the role’s status is updated in the list of roles. In the example below, it’s changed from Active to Inactive; and, 

• the action is recorded under History > Audit Trail. 
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AUDIT TRAIL – EXAMPLE 

Any changes made to users and roles will be recorded in the portal audit trail under the History > Audit Trail page.  

Refer to the two examples in the blue boxes below. 

 

1. Click on History page 

2. Click on Audit Trail tab 

3. View date and time of change 

4. View the user who made the change 

5. View details of change, including 

a. the type of record that has been changed e.g. Admin Role, Admin User 

b. the title of the record e.g. Role 1, email1@email.com (user1 login email) 

6. Click on the entry to expand and view the fields that were changed 
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REGISTERING AND DE-REGISTERING PORTAL ACCOUNTS IN PROPERTYIQ 

REGISTER LOT OWNERS 

The registration process triggers an email from the portal to your selected lot owners containing a link for them to follow and 

complete setting up their portal account. 

We recommend that you try to ensure the last settled date (the last time the lot changed ownership) for each lot is entered on 

the lot owner card wherever possible.  If you don’t have this information, you can still register lot owners for the portal.  When 

registering, you will receive the message “The below lots will be registered for the portal but are missing a last settled date. The 

last settled date of the lot is used as the start date filter for the lot’s ledger and for documents on the portal.  With this field 

missing, prior lot owner data may be disclosed.”  

The lot owner’s email address is their username and identifies each portal account. 

LOT OWNERS WITH MULTIPLE EMAIL ADDRESSES  

• We recommend that you link lot owners that own more than one lot.  This automatically updates all linked lots to the 

principal lot’s email address.  However, if lots are not linked but each lot has the same email address in the email field 

of their lot owner card, they will still see the one portal account for all those lots.  

• If owners do not want to link the properties they own, and have different email addresses for each lot, then you will be 

able to create separate portal accounts for each lot. 

• If lot owners have more than one email address entered in the email field of their lot owner card, then the first email 

address is the one used for the portal.   

• If an owner has multiple lots, with multiple email addresses in the email field of their lot owner cards, and you want 

their portal accounts to be linked together, make sure that the first email address in the email field of each lot owner 

card is the same for all their lots. 

Last settled date on a lot owner card 
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1. Select Register Lot Owners 

2. By default, lot owners that have an email address are shown but you can toggle to view All, or Missing Email. If you 

select the missing email tab you can see all lot owners that don’t have an email address on their lot card – you can use 

the view button to open their lot card and add an email address. (lot owners must have an email address to be 

registered for the portal) 

3. By default, lot owners that are not yet registered are shown but you can toggle to view All or Registered. 

4. By default, lot owners that belong to active buildings are shown.   

5. You can enter some key letters in any of the empty boxes on this line to refine your search. Click on a lot owner detail 

line to highlight it. 

6. You can select lot owners in bulk on the top line or select lot owners individually 

7. A red cross shows here for all lot owners that aren’t already registered with the portal.  If the lot owner is already 

registered with the portal a green tick shows here. 

8. The strata plan or OC number the lot belongs to shows in this column 

9. The lot number shows in this column 

10. The unit number shows in this column 

11. The lot owner name shows in this column 

12. If the lot owner has an email address recorded on their lot card, it shows in this column 

13. If the building the lot is in has a name, it shows in this column 

14. If the last settled date has been entered on the low owner card, it shows here. 

15. A red cross shows here for all lot owners that are not linked to another lot owner.  If the lot owner is linked to another 

lot owner, a green tick shows here. 

16. Register to start the registration process. 

17. View opens the lot owner’s card of the lot owner you have highlighted on screen (if you have more than one lot owner 

highlighted on the screen it will open the lot owner card of the first owner you have highlighted on the screen) 
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1. Lot owners that have a last settled date show here. 

2. Lot owners that don’t have a last settled date recorded on their lot owner card appear here. You can double click on any 

lot in the bottom grid to open the lot card and add the last settled date. 

3. Register to proceed. 

4. Cancel to exit without proceeding. 

 

Confirm that you wish to proceed. 

 

 

When the next portal sync is completed overnight, your lot owners will receive an email from the portal asking them to activate 

their account. The lot owner then follows the instructions to complete their registration.   

The lot owner’s email looks something like this: 
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Your portal URL 

Your email address 

Your temporary password 
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Owners that are registered with the portal show on the Registered tab.  
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REGISTER COMMITTEE/COUNCIL MEMBERS  

The portal allows you to register committee/council members.  You might choose to make extra information available to 

committee member accounts. 

1. From the Portal Control Panel select Register Committee Members 

2. By default, members that have an email address are shown but you can toggle to view All, or Missing Email. If you 

select the missing email tab you can see all committee members that don’t have an email address on their 

committee card. (committee members must have an email address to be registered for the portal) 

3. By default, members that are not yet registered are shown but you can toggle to view All or Registered 

4. Enter some key letters in any of the empty boxes on this line to refine your search 

5. You can select lot owners in bulk on the top line or select lot owners individually 

6. Members that are already registered with the portal have a green tick in this column.  Committee/council members 

that are not already registered with the portal have a red cross in this column. 

7. The strata plan number or OC number for the building the committee member is associated with shows in this 

column 

8. If the building the member is associated with has a name, it shows in this column 

9. The name of the committee/council member shows in this column 

10. If a committee position has been recorded on the member’s card, it shows here 

11. If the member has an email address, it shows here  

12. A green tick shows for all committee/council members that are also lot owners.  A red tick shows here for 

committee/council members that are not lot owners 

13. Register to start the registration process 

14. View to open the committee/council card for a member you have highlighted on the screen 
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1. Committee/council members that can be registered show here. 

2. Committee/council members that can’t be registered and the reason show here.  In this case the committee member 

does not have a position recorded.  You would need to enter a position on the committee/council member card before 

proceeding. 

3. Register to complete the process.  This triggers an email to the committee/council member so they can complete their 

registration with the portal. 

4. Cancel to close without proceeding to registration. 

 

 

 

When the next automated portal sync is completed the committee/council member will receive an email from the portal asking 

them to activate their account.  

If the committee/council member already has a portal account as a lot owner, they will be able to see additional information in 

the same portal account. They will receive an email notification to let them know they have been granted additional access in 

their account. 

If the committee/council member is not a lot owner or is a lot owner but has not already been registered for the portal, they will 

receive a new registration email to activate a committee portal account. 
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DE-REGISTER LOT OWNERS 

If a lot owner no longer wants to have a portal account, you can de-register their account. 

 

The following rules apply when de-registering an account: 

• If the lot owner only has one portal account and you select to de-register their account, their entire portal login is 

deactivated 

• If the lot owner has multiple properties/lots in the one portal account, then only the information for the lot they de-

register will be removed from the account.  Their account will remain active and they will only see information for the 

registered lots/properties. 

• If they are a lot owner and also have a committee member portal account, and have one lot owner that you  want to 

de-register, then their portal account will remain active but only as a committee member 

• If you want to deactivate a person’s entire portal account, then you will need to ensure you de-register all 

lots/committee member registrations attached to that email, so the portal account login is disabled 

 

 

 

1. Select the Registered filter 

2. Highlight the lot owner(s) you want to de-register 

3. De-register  

 

 

When the next portal sync is completed, the lot owner’s portal account will be updated, and the de-registration will occur.   
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DE-REGISTER COMMITTEE/COUNCIL MEMBERS  

If a committee/council member no longer wants to have a portal account, you can de-register their account 

The following rules apply when de-registering an account:   

• If the committee member only has one property registered on the portal and you de-register that lot, their entire portal 

account is deactivated. 

• If the lot owner has multiple properties in the one portal account, then only the information for the property you 

deregister will be removed from the account.  The account will remain active and the lot owner/committee member 

will only see information for the properties for which they still have a registered portal account 

• When a portal account is for a committee member and they are also a lot owner – if you de-register their committee 

account, their portal account will remain active but only as a lot owner.  They won’t have committee privileges. 

• If you want to disable an entire portal account for a user, you will need to ensure you de-register all lots/committee 

member registrations attached to that email, so the portal login is disabled. 

Steps: 

1. From the Registered tab, highlight the committee/council member(s) you want to de-register 

2. De-register  

When the next portal sync is completed, the committee/council members portal account will be updated, and the de-

registration will occur.   

 

A committee/council members registration will be removed automatically when you record their resignation on their 

committee card. 
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WHAT HAPPENS WHEN A LOT OWNER WITH A PORTAL ACCOUNT CHANGES THEIR EMAIL ADDRESS?  

• If the lot owner only owns one lot and you change the email address on their lot owner card, their username (email 

address) will update to their new email address in the next sync. 

• If you change the email address on a lot owner card and that lot is one of multiple lots linked to the owners account 

and the owner only wants to update the email address for one lot, that lot remains linked to the original portal account.  

The new email address shows on the lot owner card but their portal username (email address) remains as the original 

• If you change the email address for all the lots owned by an owner, their username (email address) for the portal will 

update to their new email address in the next sync. 

 

WHAT HAPPENS IF YOU ACCIDENTALLY CREATE A PORTAL ACCOUNT WITH MULTIPLE LOTS USING THE 

SAME EMAIL AND NEED TO DE-LINK ONE OF THE LOTS FROM THE PORTAL ACCOUNT?  

Scenario: 

Your PropertyIQ database has two or more lot cards with the same email address.  You register those lots for the portal, which 

creates a single portal account linked to that email and showing the lot information for all the lots selected.   

 

You subsequently realise that some (but not all) of the lot accounts should not be linked to that portal account, and they need to 

have their own portal account or need to be linked to a different email address. 

 

Solution: 

Step 1 – From the portal control panel, select Register Lot Owners button 

 

 

Step 2  

1. Select Registered filter to view lots that are registered with the portal 

2. Select the lots you want to de-register 

3. Select De-register 

The lot portal accounts you selected will be de-registered on the next portal sync. 
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Step 3  

Make sure you wait for the next sync to complete, then: 

1. Change the email address on the lot card (remember if there are multiple email addresses on a lot card the portal uses 

the first one) 

2. Re-register the lot(s) with the new email address 

a. If the new email address is not being used on any other lot or committee card, PropertyIQ will create a new 

portal account for that email address, and link all lots with that email address.  A new portal account 

registration email will be sent on the next portal sync. 

b. If the new email address is being used for another portal account, no registration email is sent but the portal 

account will show information about the lot’s you’ve registered after the next sync is completed. 

 You must wait for a sync to be completed before changing the email address and re-registering the lots, or your change 

won’t take effect. 
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WHAT HAPPENS WHEN YOU PROCESS A CHANGE OF OWNER FOR A LOT THAT HAS A PORTAL 

ACCOUNT? 

When you process a change of owner the portal account for that lot is automatically de-activated during the next automatic sync 

and you will be asked whether you want to register the new lot owner for the portal.  

  

If you select the new owner to be registered on the portal, their activation email is automatically sent in the next automatic 

sync- you don’t have to complete any further steps.   

If the lot owner owns multiple lots and only sells one of their lots, their portal account remains active but new information about 

the lot they have sold no longer shows on their portal account.  
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WHERE DOES THE INFORMATION COME FROM THAT IS  DISPLAYED IN PORTAL?  

BUILDING – PROPERTY INFORMATION  

• All information displayed in the portal is taken from the Building card under File > Buildings > Building card BUILDING – 
INSURANCE 

• All information displayed in the portal is taken from the active insurance policies listed under File > Buildings > Building 
card > Info > Insurance  

BUILDING – MY LOTS  

• The information for UOE/UOL and Levy Paid To date is taken from the Lot card under File > Lots  

• The information for Property Manager is taken from the Lot card under File > Lot > Contact > Tenancy Details > 
Property Manager  

• The information for Tenant is taken from the Lot card under File > Lot > Contact > Tenancy Details  

• The email address is taken from the Lot card under File > Lots > Lot card > Email  

• The address is taken from the Lot card under File > Lots > Lot card > Contact > Owner Address   

• The mobile is taken from the Lot card under File > Lots > Lot card > Mobile  

BUILDING – STRATA MANAGER DETAILS  

• The strata manager’s name comes from the Building card under File > Building > Manager  

• The strata manager’s contact details (address, email, phone) come from the company details listed for the building’s 
Folio under Utilities > Settings > Company Details  

BUILDING – ONSITE MANAGER / CARETAKER  

• The information for Onsite Manager comes from the Building card under File > Building > Settings > Onsite Manager  

• The information for Caretaker is taken from the Building card under File > Building > Settings > Caretaker  

BUILDING – COMMITTEE MEMBERS  

Committee member details showing in the portal come from the Building card under File > Building > Info > Committee and 
includes any person listed with a status of Active. The portal displays their name and their position.  

FINANCIAL – BANK BALANCES  

• The bank account balances shown (Admin Fund, Sinking/Capital Works/Maintenance/Reserve Fund and Bank Balances) 
comes from the Building card under File > Building > Financials > Bank Balances.  

• The balance is the sum of the Admin  fund and the Sinking/Capital Works/Reserve funds.  

• The balances shown in the portal are updated in each overnight sync and will be the balance as at close of business 
yesterday.  

• The balance shown for Investment Funds comes from the Building card under File > Building > Financials > Bank 
Balances, and is the consolidated total of all investment type bank accounts.  

• The balance shown in the portal is updated in each overnight sync and will be the balance as at close of business 
yesterday   

• The balance shown for Arrears is taken from the Building card under File > Building > Financials > Trail Balance and is 
the consolidated total of the ‘Receivable’ Asset account for both Admin and Sinking/Capital Works/Maintenance Funds. 
The balance shown in portal is updated in each overnight sync and will be as at close of business yesterday.  
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FINANCIAL – GRAPHS   

• All information displayed is based on the building’s financial year period and displays all prior financial periods that are 
available from PropertyIQ. For new buildings added to PropertyIQ, there will be no historical periods available  

• The Bank Balances graph displays the totals for each fund, total bank balance, investment funds and arrears balances as 
at the end of that financial year, and is taken from the Building card under File > Building > Financials > Bank Balances, 
using the financial year dropdown filter  

• The Year on Year Performance graph displays the total balance for each fund only as at the end of that financial year, 
and is taken from the Building card under File > Building > Financials > Bank Balances, using the financial year dropdown 
filter  

 

FINANCIAL – DETAILED REPORTS  

The detailed financial reports that can be requested from the portal are live documents, as the report/s are generated from your 
PropertyIQ at the time the request is made.  
 

LEVIES – ARREARS BALANCE 

The total arrears balance shown at the top of the Levies page is a consolidated total of the arrears levy balance plus penalty 
interest (if applicable) for all lot/s within the selected building  
 

LEVIES – NEXT LEVY DUE BALANCE  

The next levy due amount shown at the top of the Levies page is the total amount due for the next upcoming levy/fee for all 
lot/s within the selected building. For example, if Lot 1 and Lot 2 both have $100 due on 1st February, Next Levy Due amount 
will show as $200 due on 1st February. If there are multiple upcoming levies/fees in the year, the Next Levy Due amount is for 
the next immediate levy/fee due. For example, 1 st February. Once that due date passes, it will then show details for the next 
one. For example, 1st May.  
 

LEVIES – LOT LEDGER  

• The ledger transactions displayed in the portal are taken from the Lot card under File > Lot > Ledger. By default, the 
transactions are filtered from today’s date, to the beginning of time or the lot’s last settled date.  

• Due Date is taken from the date for that levy/fee in PropertyIQ   

• Description is taken from the details for that levy/fee in PropertyIQ  

• Amount is taken from the total for that levy/fee in PropertyIQ  

• Levy/fee payments show in the portal as negative amounts e.g. -$100 o Balance is the running balance of all 
transactions  

• Transfers to/from credit show in the ledger only if the transfer has occurred between different schedules   

• The lots arrears balance and interest balance come from the lot owner card under File > Lot > Ledger, and are the 
Balance and Interest (Int) values shown at the top of the ledger  

• The ledger balances shown in the portal are updated in each overnight sync.  They are the balance as at close of 
business yesterday.  
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DOCUMENTS  

Documents made available to lot owners and committee/council members show in the same place on the portal in the 
Documents page   

• Committee/Council member documents have a small star icon beside them. If you roll your mouse over the icon you 
will see the words Committee document   

 

• Levy/fee receipts are automatically available in the portal for lot owners and are available under the Lot document 
category.  
o They are named using the Lot number and Receipt date (date it was receipted in PropertyIQ). See example below.   
o Receipts are created for every receipt transaction in the lot’s ledger from the beginning of time and/or the lot’s 

last settled date. If there are multiple receipts processed on the same day, only one receipt document is created in 
the portal  

 

MEETINGS  

• The information for upcoming and past meetings comes from the meetings entered in PropertyIQ under To Do > 
Meetings  

• The information for each meeting (building, type, date, time, venue) comes from the Meeting card under To Do > 
Meetings > Meeting card   

• The Agenda and Minutes icons allow portal users to download a copy of the Notice or Minutes for the meeting if you 
have created and generated the notice or minutes using the Meetings module. If you have not generated your notices 
and minutes using the meetings module in PropertyIQ you can still publish meeting documents using the document 
publishing process above.  
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APPENDIX I – SAMPLE TEMPLATE LETTER TO ADVISE LOT OWNERS ABOUT THE PORTAL IN ADVANCE  

 

{{agent_block_1}} 
{{agent_block_2}} 
{{agent_block_3}} 
{{agent_block_4}} 
{{agent_block_5}} 
{{agent_block_6}} 

{{current_date}} 
 
{{recipient_block_1}} 
{{recipient_block_2}} 
{{recipient_block_3}} 
{{recipient_block_4}}  {{recipient_block_5}} 
 
              
 
Dear {{recipient_ block_1}} 
 
We're contacting you about our new lot owner and committee portal now available. You'll have 24-hour access 
to building and lot information, reports, documents and more. 
 
Benefits of our portal 
 

o Everything in one place - view all of your properties in one portal account  
o Automated notifications for new documents, upcoming levies and 

meetings  
o Quick and easy levy payments 

 
Here's how it works  
 

                     Register for a portal account using a valid email address. 

 You'll be able to view building and lot information and download documents and reports at   your 
convenience. 

 
Automatic notifications by email and in the portal when a new document is available for 
viewing and you have an upcoming levy or meeting. 
 

  Pay your levies using DEFT Payment systems 
 

            You'll be able to view and download your levies, receipts and statements 
 

                              For more information, simply get in touch 
 
 
   Getting started 
 

To get started, contact us by calling {{phone}} or emailing {{email}} and we'll send you a portal invitation by 
email with simple registration instructions.  
 
Yours sincerely 
 
 
{{Manager}} 
{{agent_block_1}} 


