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GETTING STARTED

These instructions are for strata managers using the PropertylQ 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 PropertylQ database and makes information
from your PropertylQ 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.

NOTE/
" Youcan login to the PropertylQ Portal here: https://portal.propertyig.com.au/login

PORTAL ONBOARDING STEPS

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

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

e 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 PropertylQ. 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 PropertylQ must have a unique email address to be used for the administrator and if you
have more than one instance of PropertylQ you will need to nominate a unique email address for each instance
your company has.

2. View the portal training videos on the PropertylQ 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 PropertylQ and in the portal:

STEP 1 - IN PROPERTYIQ

1. Confirm or edit the user roles and permissions in PropertylQ 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. Inthe 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.
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STEP 3 - IN PROPERTYIQ

Register lot owners and committee/council members for portal to trigger a PropertylQ 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.

Utilities
Goto - and Select Security.

.. PropertylQ Strata Fle (@)oo (M) Processing

Biling End of Period

() resortno

'9[2} Control Panel

£7 Audit Trail

Emailing

S Export Building Data

Mailing Labels

@& Motions Library

& Portal Control Panel

(@) Security

Settings

The permission required is Portal Control Panel View and Edit

PropertylQ Strata

Name* Adminisirator

The chent administrator of the application. Has all the permissions

Wailing Labels

“ Delete Incoming
¥ Manage ¥ Manage Formats

Motions Lieary Y view ¥ Add Y oEar ¥ Delets
Roles < view  “ Add 4 Ear ¥ Delets
Users S View Add 4 Edit
Settings “ View “ Edit ¥ Export Data
WS S View ¥ Send SMS

Alerts
Building Alerts Fiew P had e Dalete
Lot Alerts “ View < Add # Edit ¥ Delete
Wark Order Alerts “ View ¥ Add < Edit ¥ Dalete
Supplier Arts Sview ¥ Aga 4 EaL ¥ Delews
Dabtor Alarts < view ¥ At ¢ Ean ¥ Delew
Insurance Claim Alerts Y view ¢ A 4 Ean ¥ Delete
Meeting Alerls Y view ¥ Add JoEat ¥ Delets
Access Regisier Alefts Y view ¥ Add ZoEar ¥ Delets

Notes.

Building Notes Y Wiew ¥ Add ¢ Fdl ¥ Delete
Lot Notes 4 View ¥ Add 4 Edt ¥ Delete
Work Order Notes Yview ¥ age JEan 7 Delets
Supplier Notes Yview ¥ age F et ¥ Delete
Insurance Claim Noles view ¥ add Foeat ¥ Delete
Meeting Notes “I View < Add # Edit ¥ Dalete
Access Register Notes < View ¥ Add “ Edit ¥ Dalete

Description
r
Name Haf Permissions Manager?
- DataAccess L ]
- Dlata Access Resinction o Dt Acres v
ams 3
T 7
Lots “view ¥ add ¥ Ea ¥ Delets v
A Property Manager #view < Add ¥ Edit ®
Suppliers o View ¥ Add < Edit  Edit Payment Details ' Delote
Ashiey Jones Debtars < view o Agd < Edit hd
Baya Singh Bank Accs < view ¥ Aga “ can 24
e Chartaf, Y view ¥ agd 4 Ean x
Access Register Y view ¥ Add ¥ Ean
CEEE Documents Y view ¥ add ¢ Eat ¥ Delete ¥ Portal Control v
BINKS Templates Sview ¥ Add 9 EdL ¥ Delete i
Bmstone Email Tempiates A View Add 4 Edit ¥ Delete b 4
Brett Earie e hd
4 iary Fview ¥ hda FEan ¥ Delete b
Bret £arie ) | Work Orders Fvew ¥ ame Fem ¥ Delew L [
iirs Johnson Meetings “view ¥ add ¥ Eat ¥ Delets x
e 1 Insurance Claims # View ¥ Add ¥ Edit ¥ Deletw I x
— Processing
Fare Gooximan Wanual Dipasiis Fview ¥ aga ¢ Ean h
Falix Tan Processing # Process -+ x
Filesmanrtinporier Suppiier Transactions. < Add # Edit # Delets E 3
Gerardo Velasuez Debtar Transactions “I Add
Supplier Fayments. “ View # Process # Manage Files
Adjustments S View  F Add 4 EGL ¥ Delete . Roes
Activity Logs S View ¥ Add 4 Ea ¥ Delete
Billing
Billing # DusNotices ¢ SpecialLevies  * Utibly Inveices Fee Schedules
Direct Debit # View Transactions  # Procoss
Buikding Charges +# Configure Charges
End of Peried
Reporiing “gulang ¥ Lot ¥ supoller ¥ Uty ¥ Management
Other + Cash Book “ BAS # Income Tax Returns * Building End of Year
Utilities
T_Tore conva Tt View v tar ]
‘Control Panel < View  © RunTasks
Scheduled Tasks ¥ view “Emt ¥ Run
Augit Tran < View
Emailing # ViewAll ¥ View Emails For Entities ' Allocate Incoming Emails

@
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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 | 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:

e Configure the documents and reports you want to make available to your lot owners and committee/council members
e Register and manage portal accounts for lot owners and council committee members

Access the Portal Control Panel from the Utilities menu

PropertylQ Strata me (@) o (M) Frosessng [§) omeng Endorperos (] ] Reporng Utities vep (%] oo

%, Centrol Panel

1 1 Audit Trail
& Conditions

Emailing

% Export Building Data

B Mailing Labels

@ Motions Library

& Portsl Centrol Panel
(@) security

Settings

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

You can set preferences either at a global level or at a folio level if you use folios.
You can order the screen by column heading by clicking on any column heading.
+Add to add a new document type.

© N ow

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

PropertylQ Strata File @ To Do @ Processing @ Billing End of Period @ Reporting Utilities Help @ Log Out

o Portal Control Panel

| #" Register Lot Owners |

#" Register Committee Members ‘

Portal Documents Financial Reports

Foto: | GiovaiSeings+1@)
o Document Type = Portal Category Auto-Publish Owner Auto-Publish Committee
Access Register Attachment General v v
Agency Agreement Building 4 4
By Laws Building 4 x
bylaws Building v X
Correspondence Lot 4 x
Due Notice Lot v x
Financial Financial 4 4
Meeting Notice Meetings v v
o O

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:

Request Detailed Financial Report

Balance Sheet Income and Expenditure
Statement
Header Sheet Expenses and Other Income
Key Financial Information Debtor Positions
From To
01/01/2019 24/06/2019

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.

Request Detailed Financial Report

Select Options
oct ac3

Select Reports
Balance Sheet Fund Management
Income and Expenditure Cash Management
Statement
Lot Positions Key Financial Information

Debtor Positions

[ Select Dates

From To

Close

SETTING FINANCIAL REPORTS PREFERENCES

Under Utilities > Portal Control Panel screen

1. Select the Financial Reports tab
2. Edit to change your preferences

Currently Logged In as: ams

PropertyIQ Strata File E] To Do @ Processing @ Billing End of Period @ Reporting Utilties: Help E] Log Out (=2 5“:*’::3":"‘2”3”‘:‘;‘:;

Portal Control Panel

[ # Register LotOwners || #* Register Committee Members |

Portal Documents [ERIEREEEN o

Falio: | Global Settings B
Detailed Financial Report
Set the report options used when generating the 'Detailed Financial Reports' for the Portal:

Owner Committee
v Balance Sheet Inelude Last Year Balances

v v Income and Expenditure Statement # Include Last Year Balances

# Include Current Budget 12 Manths

Group Accounts
v Lot Positions
Fund Management
Cash Management Group Accounts
Trust Trial Balance
Header Sheet
v Expenses & Other Income Basis
v v Key Financial Information

Debtor Positions.
Al

Glabal Report Setting
Consolidated Schedules + Include Manager Name

+ Split Schedules

# Edit

PropertylQ
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1. You can set Financial Reports preferences either at a global or folio level if you use folios
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

Cumently Logged In as: ams

PropertyIQ Strata File @ To Do @ Processing @ Billing End of Period @ Reporting Utilties Role: 6-:!;;::;;-;
Portal Control Panel

I / Register Lot Owners || # Register Committee Members I

Portal Documents ports

Fotio: (Giabar Setings 7 @)

Detailed Financial Report
Set the report oplions used when generaling the ‘Delailed Financial Reports' for the Porial:

Owner Committes
v Baiance sheet @) ) Inlude Las Year Boances ()

v v Income and Expenditure Statement ¥/ Include Last Year Balances.

¥/ Include Current Budget 12 Months
|| Group Accounts.

v Lot Positions
m| o Fund Management
o ] Cash Management Group Accounts
] (=] Trust Trial Balance
m| (] Header Shest
o 72 Expenses & Other Income Basis [ Accrual % )
< “ Key Financial Information

Debtor Positions.
All

Global Report Setting
| Consolidated Schedules ' Include Manager Name °

¥ Split Schedules °
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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.

NOTE
NOTE
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. +Addto open the portal category box.

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 PropertylQ, 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 PropertylQ, 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.

PropertylQ

Portal Guide for Strata Managers
08.04.2021

8



Currently Logged In as: ams

File @ To Do @ Processing @ Billing nd of Period @ Reporting i Role: Super Administrator
PropertylQ Strata 0.183.1 2/9/2019

Portal Control Panel

| # Register Lot Owners ” # Register Committee Members ‘

Portal Documents

Portal Category

Folio: | Global Settings D

Document Type ~ Portal Category Auto-Publish Owner Auto-Publish Committee Document Type® p S (e f °

L

Access Register Attachment General ' v :::‘:—Il’uhli; ’ I e
Agency Agreement Building 4 4 °
By Laws Building I F3 :" C”":l"e‘
bylaws Building v x (<) o
Corespondence Lot 4 x
Due Notice Lot v X
Financial Financial L L4
Meeting Notice Meetings 4 v

e

NOTE

e

—d 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

Currently Logged In as: ams

) Fiie To Do Procsssin Bilng [ )] End of Period Reporing () utities [ | e Log Out Role: Super Adminisrator
PropertylQ Strata ¢ 0 ) o] °9 2] ? 0.183.1 2/9/2019

| #* Register Lot Owners || #* Register Committee Members I
Folio: |_Global Settings 4] Portal Category B
Document Type ~ Portal Category Auto-Publish Owner Auto-Publish Committee Document Type* | f ne v
Access Register Attachment General v "4 0 Portal Category* |
< Own
Agency Agreement Building v v Auto-Publish il Y)Comnilttee
By Laws Building v X
bylaws Building v X
Correspondence Lot v X
Due Notice Lot v x
Financial Financial v v
Meeting Notice Meetings v v

1. The document type shows on the dropdown list
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 PropertylQ, it will
automatically publish to lot owner portal accounts in the next automatic sync. If Auto Publish is not selected, then
PropertylQ
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documents of this type will not appear on the portal. If Auto Publish Committee | is selected, whenever a
document of this type is created or uploaded to PropertylQ, 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
Document Type* | Insurance Policy v
Portal Category”® | Insurance v e
Auto-Publish #| Owner Committea
~07 .9
[.a] Séve—| ® Cancel

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

e Cash Book Report/Statement
e  Cash Book month End

e Remittance Advice File

e Tender Request

e  Work Order

e  Work Order attachment

e Quote request

e Quote attachment

e Quote email attachment

NOTE

/

“ 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
Select View
3. Select Edit

Currently Logged In as: ams

End of Period @ Reporting elp @ Log Out Role: Super Administrator
0.183.1 2/9/2019

Portal Control Panel

I /" Register Lot Owners E #' Register Committee Members |

Portal Documents

Folio: | Global Settings 4 Portal Category
Document Type « Portal Category Auto-Publish Owner Auto-Publish Committee Document Type* |
Access Register Attachment General 4 4 Portal Category"* |
Agency Agreement Building 4 v Auto-Publish 7/ Owner v Committee
By Laws Building v x
bylaws Building v X o
Correspondence Lot v X
Due Notice Lot 4 x
Financial Financial v v
Meeting Notice Meetings 4 4

(2)

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

Portal Category

Document Type* [ Access Register Attachment Ug
Portal Category* [ General v e

Auto-Publish Owner Committee

O
@ Delete ” B Save ” *® Cancel |
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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 PropertylQ 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.

Click on the green tick in the ‘On Portal’ column of the document
The details of the document will show here, along with the portal status
The current auto-publish settings of the document will show here

B wn e

Click here to remove the selected document

Currently Logged In as: Nicki Scrivener

PropertyIQ Strata File @ To Do @ Processing Billing End of Period @ Reporting a Utilities Help @ Log Out R:‘; Ag-:::;:lzc;

From Date [25/02/2020 | ToDate Documents [ » Advanced Search [ + Document Entry |
O | bDate~ ni B x] rier Document Type On Portal
O i J [ ][ ]
© s Gy o oo 101 L
) 3152020 Electricity Uity Notice 01-01-2 Document Name Financial Report 01-01-2019 to 15-05-2020.pdf Electricity Uliliy N._. . % :I
[ 31572020  Electricity Utility Notice 01-01-2( Document Type Financial Electricity Utility N... - 3
Building Name The Bachelor Pad
O 31152020 Electricity Utiity Notice 01-01-24 S/Plan 1 Electricity Utilty N._. | %
[ 31/52020  Electricity Utility Notice 01-01-2( on Portal Status Electricity Utilty N...© %
[ 3152020  Electicity Utilty Notice 01-01-2] BT Electricity Utiliy N... - %
[ 31152020 Electricity Utiity Notice 01-01-24 Electricity Utilty N._. - %
O 31/5/2020  Electricity Utility Notice 01-01-2( Published to Owners Y Electricity Uity N 3
5 Published to Committee Members ¥ - v
21152020 Other Income & Expenses repol| Portal Category Financial Financial
[ 195522020 Financial Report Final 01-01-20) [ & Remove Document Financial 4
15/6/2020  Financial Report 01-01-2019 to Financial 3
[ 1552020  Detailed Attendance Reportpdf| | » Manual Publish Meeting Report x
[ 1552020  Attendance Report.pdf Meeting Report x
,
) 15/5/2020  Committee Report pdf Meeting Report X
[T 1552020 Quorum Statistics Report pdf 12 Riverside Roma Road Jack Dobinson Meeting Report x
[J 145522020  Tenancy List Report.pdf Tenanis x
[ 552020 Grand Hotel Proposed Budget 01/02/2016-31/01/2017.pdf JONOTEST  Grand Hotel Church St JonoTestz Budget Report x
) | 452020  BAS Clearing Journal Summary - (2018-11-01t0 2020-03-31).pdf 1 The Bachelor Pad Hollywood Drive Bella Carstairs My Strata Co Bas Clearing Jour... | ¢/ -
 Upload Metadata | D View | » Edit || g Delete |

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

You are about to remove this document from the Portal

and this will take effect on the next sync. Please
confirm if you want to proceed.

e | ox |
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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

Publish to Portal n
~ Document Details

Document Name Financial Report 01-01-2019 to 15-05-2020.pdf
Document Type Financial
Building Name The Bachelor Pad

SiPlan 1
On Portal Status % o

~ Auto Publish

Published to Owners Y
i to C i Y
Portal Category Financial
This document is not currently auto published to the Portal. To restore aute publishing, select the Restore Document button e O Restore Document

+ Manual Publish

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.

“You are about to publish and restore this document to

its previous auto publishing settings. This will take
effect on the next sync. Please confim if you want to

proceed.

[ o]
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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 PropertylQ using the +Publish to Portal button:

e File > Documents screen

e File > Documents > Advanced Search screen

e  File > Buildings > Building card > Documents tab
e  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 PropertylQ using the +Publish to Portal button:
e  File > Documents screen
e  File > Documents > Advanced Search screen
e  File > Buildings > Building card > Documents tab

e 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

Currently Logged In as: ams
Rele: Supar Adminisirator

PropertyICl Strata File @ To Do

0.196.1 6472020
From Date 07/01/2020  To Date D ocuments A Advanced Search || + Document Entry
Date ~ Name S/Plan Building Name Straet Name Lot | Unit Manager Supplier Document Type On Portal
) 34/3/2020  Financial Report Final 12-02-2016 o 30-06-2016.pdf 1 The Bachelar Hollywood Drive Balla Carstairs Financial 4
34772020 End of Year Reports - 2016-2016.paf 1 The Bachelar Hollywood Drive Balla Carstairs Financial x
20 | Financial Report Final 01-01-2017 to 21-12-2017 pdf 1 The Bachslar Hollywood Drive Balla Carstairs Financial x
Fwar3020  End of Year Reports - 2017-2017paf 1 The Bachslar Hllywood Drive Balla Carstairs Financial x
31/3/2020  Financial Report Final 01-01-2018 to 31-12-2018.pdf 1 The Bachslar Hallywood Drive Bella Carstairs Financial x
31/3/2020  Financial Report Final 01-01-2018 to 31-12-2018 pdf 1 The Bachelor Hallywood Drive Bella Carstairs Financial x
31/3/2020  End of Year Reports - 2018-2018.pdf 1 The Bachelor Hollywood Drive Bella Carstairs Financial x
31/3/2020  Financial Report Final 01-01-2019 to 31-12-2019.pdf 1 The Bachelor Hollywood Drive Bella Carstairs Financial x
31/3/2020  End of Year Reponts - 2019-2019.pdf 1 The Bachelor Hollywood Drive Bella Carstairs Financial x
] 18/3/2020  Tenancy List Report pdf Tenants x
(] 18/32020  BAS Clearing Joumal Summary - (2020-03-01 to 2020-03-18).paf 23 Camellia Grove Florence Avenue Bella Carstairs My Strata Co Bas Clearing Jour... 3
O] 1832020  BAS Clearing Joumal Summary - (2020-03-01 to 2020-03-18)pf 23 Camallia Grove Fiorence Avanue Balla Carstairs My Strata Co Bas Clearing Jour... 3
18/4/2020  BAS Clearing Joumal Summary - (2020-03-01 to 2020-03-18)palf 23 Camellia Grove Florence Avanue Balla Carstairs My Strata Co Bas Clearing Jour .}
18/3/2020  BAS Clearing Journal Summary - (2020-03-01 to 2020-03-18)pdf 23 Camallia Grove Florence Avanue Balla Carstairs My Strata Co Bas Clearing Jour... 3
18/3/2020  BAS Clearing Journal Summary - (2017-03-01 to 2020-03-18)pdf 23 Camallia Grove Florence Avanue Bella Carstairs My Strata Co Bas Clearing Jour.. 3
17/3/2020  BAS Clearing Joumnal Summary - (2020-01-01 to 2020-03-31).pdf My Strata Co Bas Clearing Jour... +
17/3/2020  Income Tax Report 01-07-2019 to 30-06-2020.pdf 10 Atrium Mitre Drive AMS Mick Income Tax Report %
17/3/2020  Income Tax Report 01-07-2019 to 30-06-2020.pdf 236538 Myer Bowl Leedervile Street Ashiey Jonce Income Tax Report |
‘ # Publish to Portal | & Upioad Metadata || @ View ‘ # Edit ‘ @ Delote ‘

PropertylQ

Portal Guide for Strata Managers

08.04.2021
14




1. The document details show here
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

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

Publish to Portal

~ Document Details

Document Name Financial Report Final 01-01-2017 to 31-12-2017.pdf o
Document Type Financial
Building Name The Bachelor

SiPlan 1
OnPortal Status % e

= Auto Publish

Published to Owners N °
Published to C ittee Memb N

Portal Category

° £ Select Lots | | £ Select Committee Members |
Portal Category” Selact a portal category |
Expiry Date
to 0
SiPlan Lat Unit Name Type Published Published By Portal Category | Expiry Date

% Close

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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Publish to Portal . Currently Logged In as: ams

~ Document Details

Document Name Financial Repert Final 01-01-2017 to 31-12-2017.p4 LOts InActive
Document Typa Financial )| SPlan » | Lota Unit CRM Owner Street .. Street Name Building Name ‘Sftrata Manager Name Com. M...  Deliver... Dabt Calle..
Building Name The Bachelor
oman Y I I [ | | I
On Portal Status 1 3 3 000000, . Brena Muligan 1 Holtywood Drive The Bachalor Bella Carstairs Agent Email  Lagal

1 5 5 000000...  Edward McManus 1 Hollywood Drive The Bachelor Bella Carstairs Owner  Post Legal
Auto Pubish

1 L] 8 000000... Kanav Gounden 1 Hollywood Drive The Bachelor Bella Carstairs Owner Post Legal
Published to Ouners 0 i1 10 000000... Edward McManus 10 Hollywood Drive The Bachelor Bella Carstairs Owner  Post Legal
Published to Committes Members
Portal Category a1 1 n 000000... ' Jasmine Houlahan 1 Hollywood Drive The Bachelor Bella Carstairs. Owner Post Legal

1 14 14 000000... ' Edward McManus 1 Ingram Place The Bachelor Bella Carstairs Owner  Post
Manual Publish

1 3 33 000000... Brena Muligan 1 Hollywood Drive ‘The Bachelor Bella Carstairs Owner  Post Lagal

0 SelectLots |~ | /0 Select Commitee Members
Portal Category” Select a portal calegory
Expiry Date

Manually published 1o 0 accounts
0 SiPlan Lot Unit Name

s aows [ sooc) | cou

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

Gurmangy Logged In s ams.

Rola: Super Administralor
0.196.1 6472020
Document Detalls

Document Name  Financial Reporl Final 01-01-2017 to 31-12-2017 pdf

Document Type  Financial
Building Name The Bachelor —— Resigned
S/Plan 1 App
onPortal Status % @ | SPan Position Name Lo | Appointe... Resigne.. | Status Contact Ernail Type Schedule
a 1 Eduard Mchanus s | 1812017 Active acward, i Contrioution Sche...
a1 Kim Kardashian 1472018 Actve 0424515115 59_smaigdeadend piq RepiS..
Published to Ownaers. a Strata Liason Belarmy Purai 10052019 Actve email@emal.com Utility Sehadule 1

Published to Committes Members. N
Portal Category

Manual Publish

B SelectLots | 2 Lqus selected

Portal Category” Select a portal category &

verames >
Explry Date Bella Cargtaire My Strata Ca Bas Clasning Jour... X
Manually published to 0 accounts Bella Carstairs My Strata Co Bas Clearing Jour... X
T | S/Pian Lat Unit Nama Type Published Published By | Porial Category | Expiry Date P— My Swaia Co Bas Cioanng Jour... X
Bella Carstairs My Strata Co Bas Clearing Jour... X

Bella Carstoirs My Strata Co Bas Clearing Jour... %

My Strata Co Bas Clearing Jour. .+

AMS Mick Income Tax Report

Ashiay Jones Income Tax Report M

+ Publsh 1o Portal_| @ Upload Metadata || @ View | »* Edt | & Delete |
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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

~ Document Details

Document Name Financial Report Final 01-01-2017 to 31-12-2017 pdf
Document Type Financial

Building Name The Bachelor

S/Plan 1

OnPortal Status K

= Auto Publish
Published to Owners N
Published to Committee Members N

Portal Category

- Manual Publish

A Select Lots 2 Lot/s selected | A Select Committee Members | 3 Committee member/s selected o

Portal Category* | Financial ¥/
Expiry Date e 30/06/2020 °
ished to 0
SiFlan Lot Unit Name Type Published Published By Portal Category | Expiry Date

o Remove
® Close

You’ll receive a popup message, confirm to proceed.

You are about to manually publish this document to the

(} portal. The selected lots andfor committee members will
be ahle to access and view this document on portal
from the next sync.

Please confirm if you want to proceed.

[ Cancel ]| Confirm
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You’ll then see the lot and committee accounts the document has been published to listed in the table.

Publish to Portal

~ Document Details

Document Name
Document Type
Building Name
S/Plan

On Portal Status

~ Manual Publish

Financial Report 01-01-2019 to 31-12-2019.pdi
Financial

The Bachelor Pad

1

4

~ Auto Publish
Published to Owners N
Published to Committee Members N
Portal Category Financial

| o selectlots | [ o Select Committee Members |

Portal Category*

Financial

v
O Fublish

Expiry Date
M lly published to 4 1:

O SiPlan Lot Unit Mame Type Published Published By Portal Category | Expiry Date
0O 1 1 1 Brena Mulligan Lot 09/10/2020 - 2:29 pm Micki Scrivener  Financial

0O 1 10 Edward McManus Lot 09/10/2020 - 2:29 pm Micki Scrivener - Financial

O 1 1 | Jasmine Houlahan Lot 09/10/2020 - 2:29 pm Micki Scrivener  Financial 30/10/2020
O 1 Kim Kardashian Committee 091072020 - 2:27 pm Micki Scrivener : Financial

Remove
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REMOVE A MANUALLY PUBLISHED DOCUMENT FROM PORTAL

1. View the auto-publish status of the document here
e Ifthe document was published to portal automatically, you’ll see a Y here for the personas it is published for.
e 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.
e If the document was manually published to portal, you’ll see the lot/committee account details here.
e [f 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.

Publish to Portal

¥ Document Details

Document Name Financial Report Final 12-02-2016 to 30-06-2016.pdf

Document Type Financial
Building Name The Bachelor
S/Plan 1

©On Portal Status L4
~ Auto Publish

Published to Owners N
Published to Committee Members N

Portal Category

~ Manual Publish

| A2 Select Lots | | £ Select Committee Members |

Portal Category* [ Select a portal category #|

Expiry Date

dtod

O SiPlan Lot Unit Name Type Published Published By Portal Category | Expiry Date
1 3 3 Brena Mulligan Lot 07/04/2020 - 3:07 pm ams Building
1 5 5 Edward McManus ) d Lot 07/04/2020 - 3:07 pm ams Building
1 8 8 Kanav Gounden Lot 07/04/2020 - 3:07 pm ams Building
O 1 10 Edward MchManus Lot 07/04/2020 - 3:07 pm ams Building
1 1 1 Jasmine Houlahan Lat 07/04/2020 - 3:07 pm ams Building
1 14 14 Edward McManus Lot 07/04/2020 - 3:07 pm ams Building
1 33 a3 Brena Mulligan Lot 07/04/2020 - 3:07 pm ams Building
ok Kim Kardashian Committee 07/04/2020 - 3:07 pm ams Building

@ Remove
® Close
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VIEW A DOCUMENT’S PORTAL STATUS

You can check whether a document in PropertylQ is published on portal by using the ‘On Portal status column that is available
in the following areas in PropertylQ:

e File > Documents screen

From Date [12/07/2020 | To Oute | | Documents [ o Advanced Search || + Document Enty |
O Date ~ Name S/Plan Building Name Street Name Lot Unit Manager Supplier Document Type On Portal
[ J [ J [ J [ J [ JL I 1 J [ J [ ™\
O 252020 ‘ Financial Report 01-01-2019 to 31-12-2019.pdf ‘ 1 The Bacheler Pad Hollywood Drive Anne Fluva Financial L4 -
O 242020  Financial Report Final 01-10-2018 to 30-09-2020.pdf 7074 The Baker Building Baker Street AMS Mick Financial x
O 2492020  Endof Year Reports - 2019-2020.pdf To74 The Baker Building Baker Street AMS Mick Financial x
[ 54mmnan  Einonciol Danart Cinal 34 A0 3090 40 33 06 3004 ndt 2074 Tho Oobar Duitding Dotene Shrant AMS Mol Einngial

e File > Documents > Advanced Search screen

Document Search
Buikling - Lot Created (from) ? Created (t0) ?
Folio Manager Last Emailed (from) ? : Last Emailed (to) 2 :
supplior ) UploadedCrestsaBy [All Users ] Lestprined(fom 2 || LastPrmedo)? ||
voementrome | ] s Searn ntr Dt ?
pocumentComment | ]

<l<] v

<

[W] Name SiPian Lot Suppiier Manager Folio Type Comments Date Dates on Portal
[ APest Inspection advice - 2020-10-12._. 6969 2 AMS Wick Fublished D.. Created: 121102.__ o/ -
Emailed: 121102
O APest Inspection advice - 2020-10-12.... | 6969 1 AMS Wick Fublished ... Created: 121102 &
Emailed: 121102
O Insurance Claim form - JointOwner.pdf 6969 [l AMS Wick

Insurance C... | Generated by Insurance Claim Notice ... = 12/10/2020 Created: 12/10/2..% 3¢
Emailed: 12/10/2

e  File > Buildings > Building card > Documents tab

Settings | Dates | Charges | info | Financials | Budget | Notes Regiters | Alerts | WorkOrders | Insurance Claims [ Emails | Logof Changes

Fom [ e [ ] Filter:
a Created Time Date User Name Type Details _Qn Portal
O 25/00/2020-9:03am  25/9/2020  Jack Dobinson Financial Report 01-01-2019 to 34-12-2018.pdf  Financial Generated by Building Financial Reports 4 -

O 14002020 - 12:40pm  14/9/2020  Nick Dorcas Income Tax Report 01-07-2019 to 30-05-2020.pdf Income Tax Report System Generated by Tax Returns X

O 141092020 - 10:49 am Nick Dorcas Quarterly BAS Report - 2020-04-01t0 2020-06...  BAS Report Basis: Accrual From: 01/04/2020 To: 30/06/2020 ¢

e File > Lots > Lot card > Documents tab

Contact Delivery | Settings Log of Changes

From [ ) Fter
(m] Created Time: Date User Name Type Details RPDH&I
O 07082020 - 2:08 pm Caroline Fong 1 Lot 1 - Special Notice to 31-08-2020 pdf Levy Notice Posted to: id -

1 test mailing adgress
TEST SUBURB NSW 2773
O 0710812020 - 2.06 pm Caroline Fong 1 Lot 1 - Special Notice o 31-08-2020 pdf Levy Notice Emailed to: ruth smyth@macquarie.com on: 07/08120. |

O 2610772020 - 3:00 pm Ruth Cover lefter - 2020-07-26 pdf Published Document  Emailed on: 26/07/2020 03:00 pm 7,

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

General document details will display here

Auto-publish status of the document will show here

A W N R

. 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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Publish to Portal Cumrently Logged In as: Nicki Scrivener

Proper‘tyIQ Strata . File Role: Administrator

0.208.1 6/10/2020
* Document Details

From Date [12/07/2020 | To Date | Name  Financial Report 01-01-2010 o 31-12-2019 pef [» AN:“’G Search || + Document Entry
Type Financial
U pae~ L= Building Name The Bachelor Pad ‘Q"mg"( Type (CulFIiE]
[ ] [ S/Plan 1 N1
1 29/82020  Insurance Claim form - Owner pdl OnPortal Staws InsurandyClam % -
U 20902020 insurance Ciaim form - Contact pf - [EEPRRSP | Insurance Ogm X
[J 29592020  Insurance Claim form - User.pdf Insurance Clail x
- 1 Published to Owners N 1 _
[0 28/9/2020  Insurance Claim form - Suppiier Published to Committee Members. N | Insurance Claim x
25/8/2020  Financial Report 01-01-2019 fo Portal Category Financial Financial 4
0 24532020  Financial Report Final 0110201\ T Financial x
& B - wanual Pubiish |-

[ 24182020  End of Year Reports - 2019-202 Financial x
(0 24522020  Financial Report Final 24-09-202) | B Select Lo \ \ D Select Committee Members \ Financial x
O 232020 T List Report.pdf j | Tenants

enancy st Reportp 3 Portal Category* Financial v | enan *x
[J 2212020  Financial Report 01-07-2019 to Financial x

S TR T — -
(0 22//2020  Opening Balances 01-09-2020.pe P Financial X
[0 22182020  Financial Report Final 01-07-202f Manually published to 4 accounts Financial x
[ 2192020  Financial Report 31-07-2020 m_ O S/Plan Lot Unit Name Type Published Published By Portal Category | Expiry Date m Financial x
) 21002020 Finencial Report Finel 04-07-20) O 1 1 1 Brena Mulligan Lot 09/10/2020 - 2:29 pm Nicki Scrivener  Financial [ Financi x
O 21/9/2020 100 Rainford Pde SYDNEY Pm; (W] 10 Edward McManus Lot 09/10/2020 - 2:29 pm Nicki Scrivener  Financial | Budgsf Report x
U 212020 100 Rainford Poe SYDNEY Appi (] 1 1 Jasmine Houlahan Lot 09/10/2020 - 2:29 pm Nicki Scrivener - Financial 3011012020 | Budgft Report x
D Zi/9iz2020 bk et ACEE D 1 Kim Kardashian Committee 09/10/2020 - 2:27 pm Nicki Scrivener Financial R Buget Report x
(1 21/@/2020 100 Surry St SYDNEY Proposed effiget Report x -
Metadata l o View H # Edit H @ Delete ‘
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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 PropertylQ, 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.propertyig.com.au/login

1. Select the dropdown to choose your portal user type
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 PropertylQ. 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.

-

Owner / Committee Member o hd Owner / Committee Member b

Oowner / Committee Member

Email*

Password* o

]
Forgot password? o

Terms & Conditions  Privacy Policy
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https://portal.propertyiq.com.au/login

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

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

PropertylQ company details page. Any changes will update when PropertylQ 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.

NOTE

— . . . . . . .
~—— 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 PropertylQ data.

Proper‘tle @ Faye Goodman
Company Info Company Info
234  Configuration
Global ) © Lastsync: 02/12/2019 01:47 PM
[l Buildings
Information B8 Main Contacts B8
‘&% Users
.:l) History Company Name My Strata Co Brisbane Name
ABN 72608194 707 Phone
Address Level 15, Email
111 Eagle Street ° m °
Suburb =t Accounts - Bella Carstairs () <
State QLD
Postal Code 4000 repairs - Ann Goames <
Phone 07 3737 3102
Fax 07 3910 1190
Email fayeg@propertyig.com.au
Principal Bella Carstairs
PropertylQ
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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:

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

NoTE
—zChanges 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.

Proper‘tyla 5 23/07/2019 OZ37 PM 0 @ Charlie Alexander
Southern Cross
Southern Cross 5
e e e L e |iﬁi'| Property Information Strata Manager
2000
&R View other properties G Strata Plan 777 |'/O\| Ava Jean Balasta <
~ n \Qy Manager
©  Address 7 Livingstons Road SPRING HILL —
QLD 4000
ollp  Financial @ Type Residential Main Contacts
LZ] Levies ¥ aBN -
e
©) GST Registered ‘et ( O\| Bl SemEEs ~
E‘ Docurments l"L/ My Strata Co
£ Number of Lots 5 -
] Meetings Anne _
5 Financial year 01/07/2017 .
ctort % Phone 101010011
A Email
B Levy frequency  Quarterly anne@mystrataco.com.au
Anne Eliseo
:§“ Fhone
1 Email info@mystratacoqld.com.au
& Insurer CGU Insurance <
General Account
% Phone 432862484 -
12l My Lots
Onsite Manager
& LOT #2 <
O o
[~ ) Philipe Bandera 4
T
TN
/ \
[ r%.)\' ] Harrison Shelby 4
M o A
Committee Members
TN
{ ea
[ {73 ) committee Members 4
S
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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)

PropertylQ
Company Info
2% Configuration
Global
|E|] Buildings
Information B8
&% Users
<0 History Company Name
ABN
Address
Suburb
State
Postal Code
Phone
Fax
Email
Principal

“

My Strata Co Brisbane
72 608 194 707

Level 15,

111 Eagle Street

BRISBANE

QLb

4000

07 3737 3102

07 3910 1190
fayeg@propertyig.com.au

Bella Carstairs

Company Info

Main Contacts B8

Name
Phone

Email

Accounts - Bella Carstairs

repairs - Ann Goames

@ Faye Goodman

Last sync: 02/12/2019 01:47 PM

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

2. Edit to alter the main contact details

PropertylQ

Company Info Information B8
% Configuration Company Name
Buildings ABN
‘&% Users Address
":\) History
Suburb
State
Postal Code
Phone
Fax
Email
Principal

My Strata Co Brisbane
72 608 194 707

Level 15,

111 Eagle Street

BRISBANE

QLD

4000

07 3737 3102

07 3910 1190
fayeg@propertyig.com.au

Bella Carstairs

Main Contacts B8

@ Faye Goodmi

Name
Phone
Email
Add
Accounts - Bella Carstairs <

repairs - Ann Goames

131212

ann@mystrataco.com

o ©
Remove m

PropertylQ
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1. Edit the main contact details
2. Cancel or

3. Save
PropertylQ Faye Good

Company Info Information B8 Main Contacts B8

&8 Configuration Company Name My Strata Co Brisbane Name

5 Buildings ABN 72 608 194 707 Phone

‘& Users Address Level 15, Email

3 111 Eagle Street

D) History
Suburb BRISBANE Accounts - Bella Carstairs <
State QLD
Postal Code 4000 Repairs - Ann Goames N
Phone 07 3737 3102 11212 L

ann@mystrataco.com
Fax 07 3910 1190 e ©

Email fayeg@propertyiq.com.au

Principal Bella Carstairs

PropertylQ
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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 PropertylQ in
Utilities>Settings>Company Details>Email)
4. Save
PfopertYIQ @ Faye Goodman
Company Info & Configuration o
Uﬂ Buildings 0 Show penalty interest disclaimer on Levies page
8% Users Disclaimer: Interest is calculated on a daily basis so there may @)
be differences in the actual amount owed
i
<0 History
e Send copy of all portal registration emails to strata company email
€
note

/|
~——= 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.

Select Owner.

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.
PropertylQ
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Property 'Q Q Faye Goodman

Company Info % Configuration o

% e L m

Buildings
D g [

Global v
Users
Building page Meetings page
'S) History Property Info Upcoming Meetings
Insurance Download Agenda °
Broker ° Previous Meetings

My Lots Download Minutes
Strata Manager Contact Info

Onsite Manager Contact Info . Document page

Caretaker Contact Info Building category

(CE<H<H<N<

Committee/Council Members Show documents from lot's last settled date only

Lot category

Financial page Show documents from lot's last settled date only °
Balances Financial category
Detailed Financial Reports @) Show documents from lot's last settled date only

Bank Balances Graph Meetings category

(<< N<N<]

Year on Year Performance Graph Show documents from lot's last settled date only

Insurance category
Levies page Show documents from lot's last settled date only

Arrears Balance °

Next Levy Due balance Show documents from lot's last settled date only

General category

Download Statement

(<H<N<

Pay with DEFT

NOTE

/

=d 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
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
Propertyla @ Faye Goodman
Company Info &3 Configuration ™)
2@ Configuration @m Committee o m
[l Buildings Global : @
ia% Users
Building page Meetings page
"‘D History Property Info Upcoming Meetings
Insurance Download Agenda °
Broker o Previous Meetings
Strata Manager Contact Info Download Minutes
Onsite Manager Contact Info
Caretaker Contact Info Document page P
Committee/Council Members Building category
Show decuments from member's appointment date
Financial page Financial category
Balances Show documents from member's appointment date
Detailed Financial Reports o Meetings category
Annual Financial Reports Show documents from member's appointment date
Bank Balances Graph Insurance category
Year on Year Performance Graph Show documents from member’s appointment date
General category
Show documents from member's appointment date
TE
noTE

/l
~~= 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

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

Use the search function to refine the screen — enter some key letters and click on the search icon
Use the advanced search function for more search options

Export to export building data to an excel spreadsheet

Portal users attached to this building show here. i

vk e

Prope I’Jt\/ | Q @ Faye Goodman

Company Info \EB BUIIdIngS
#% configuration o
DE] Buildings Folio:  All E . Search e n
‘&t Users SPlan/CTS/OC State  PCode  Lots
N Building Name 2 Address $ Suburb & . . . Folio ¢ Manager Info ¢
D) History
1005 Cranley Shores 543 Remington Road 30 MAWSON LAKES SA 6100 1 Global Anne Fluva °
1008 Jordan Mews 1 Jordan Boulevarde FLEMINGTON vic 3125 B Global Anne Fluva
101 Cosmao Garden 675 Cosmo Road SYDNEY NSW 2077 3 James Falio James Carl
Tolentino
10101 Domain Suites 436 Falcon Street NORTH SYDNEY NSW 2019 3 NSW BRANCH Bella Carstairs
101010 The Goods Good SYDNEY NSW 2000 1 Global Anne Fluva
1012 Wembley Gardens 39 Cambridge Street ‘WEMBLEY WA 6014 4 Global Bella Carstairs
1016456 Altona 1 Anderson Street CARLTON viC 3000 26 Global Lea Mac
102 Cosmo Garden 2 676 Cosmo Road SYDNEY Nsw 2077 4 Global James Carl
Tolentina
10453 The Tempo 13 Mitroian Drive CROYDON viC 3100 9 NSW BRANCH Training Manager
112233 Fernlee House 1 Fernlee Parade BURNSIDE SA 5066 1 SA Folio Adrian Bolton

ADVANCED SEARCH FUNCTION

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

You can use the basic search function by entering some key letters into the box and selecting the search icon
Enter search criteria into any of the fields

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

Search

nkh N e

Propertyla @ Faye Goodman

Company Info BUIIdJngS

% Configuration w
il Buildings Folio:  All Y ) Search °n Advanced Search

an
ia+ Users Advanced Search

D History o

SPlan/CTS/OC Building Name Building Address
Suburb State Post Code
Lot Count Manager

o ©

Address ¥ Suburb % Falio « Manager Info ¥ Portal Info

SPlan/CTS/OC  Building

State PCode Lots
Name % s s s
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USERS

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

Select Users

If you use folios, you can filter by folio.

Use the search option to filter the screen.

Export to export user data to an excel spreadsheet.

vk wn e

Select here to resend invitations to all pending user accounts. This resends an invitation to users that you have
previously registered in PropertylQ, who have not yet logged in and activated their portal account.

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 i to trigger a forgot password email, or login as this user
Proper‘tyla @ Faye Goodman
Company Info === Users ° e

% Configuration m Resend invitations for all pending accounts
[z Buildings Folio:  All (2) Search (5] n Advanced Search (]

s0e
‘@ Users (1] Name # Login Email Type Portal Info ~
) History @ - Fove Good Gaodman fayeg@propertyig.com.au Strata Admin Active 0:
Lot Owner Last Login: 02/12/2019 05:04 PM *
~ Maddison Furness fayelynettegoodman@gmail.com Lot Owner Active
Committee Member Last Login: 02/12/2012 02:16 PM
w Harry Kane hkane@testing.com Lot Owner Pending
Last Login:
~ Gerry Krone fran@gmail.com Lot Owner Pending

Last Login:

SINGLE USER OPTIONS

You will see these options when you click

Send forgot password email

Login as user

Send forgot password email

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

Success! X

V Successfully sent forgot password
email

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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Forgotten Password
Gatting too much amail? Uniubscribe

no-reply@verificationemail.com
Tua 25/08/2015 11:17 AM

Garth Sorenson

‘Your forgetten password for Proparty|Q portal

PropertylQ

Forgotten password

Forgot your password? No problem
Your verification code is: 450973

To reset your password, follow these steps
+ GotoYour portal account address
« Click link ‘Already have verification code’
« Enter your email address
« Enter verification code: 450973
« Set your new password
s Click submit

Need help?

If you're having trouble logging in, please contact your Strata Manager
directly.

Privacy Poligy,
This information has been provided by PropertylQ Pty Limited ABN 88 802 472 75

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
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
The End Date/time is the completion time of the sync
The Sync Coverage shows here - whether All, Strata, Building or User
The Sync Type shows here - whether manual (the ability to sync manually is coming in a future release) or automatic
The sync status shows here - whether completed or failed

Proper‘tyIQ @ Faye Goodman

O N o w

Company Info .9 HIStOI'y e
¢&  Configuration Export B
lﬁt Buildings From o Sync Coverage  All o B
2% Users To SyncType | All o 4
-

.9 History Sync History Audit Trail

End Date / Time ¥ ° Sync Coverage + o Sync Type ° Sync Status e

~ 25/09/2019 08:10 PM Strata Sync Automatic Completed

My Strata Co Brisbane

~ 12/09/2019 10:40 AM Strata Sync Automatic Completed
My Strata Co Brisbane

~ 11/09/2019 10:40 AM Strata Sync Automatic Completed
My Strata Co Brisbane

~ 10/09/2019 10:41 AM Strata Sync Automatic Completed
My Strata Co Brisbane

~ 09/09/2018 10:42 AM Strata Sync Automatic Completed
My Strata Co Brisbane

HISTORY PAGE — AUDIT TRAIL

From the history screen, select Audit Trail

Select a From and To date

Export

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

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

The date and time of the activity shows in this column

The username and email details show in this column

The request details show here. Click on the Details to open a box showing further details

© NS LU A LN
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Property I Q “ Yuen Yalung

Company Info I:D HIStOfy

pm.a
% Configuration 0
dzh Buildings From User  Search no

18 Users To Details  Search ne

D History SUCLIECHEN  Audit Trail °

Date / Time - User % Details

~ 14/10/2019 03:43 PM e Billy Bryle Bulacso o Detailed Financial Report (REQUESTED) o
bylly@gmail.com.au

~ 11/10/2019 11:07 PM Caroline Fong Detailed Financial Report (REQUESTED)
caroline@gmail.com.au
~ 11/10/2019 10:53 PM Caroline Fong Centact Us (REQUESTED)

caroline@gmail,com.au

~ 11/10/2019 10:53 PM Caroline Fong Contact Us (REQUESTED)
caroline@gmail,com.a

* 11/10/2018 10:03 PM Owner Committee Detailed Financial Report (REQUESTED)
caroline@gmail. com.au

Clicking on an item opens a detailed view

- 01/10/2019 11:39 AM Billy SVP Detailed Financial Report (REQUESTED)

billy.bulacso+svp@tooltwist.com
My Strata Co Dev 1 Veeps

Field From To

taskld 2171

status started complete

lastCheckedDate 2019-10-01T03:39:22.631

fileName Financial Report 18-08-2017 to 01-10-2019.pdf

splan 137

buildingName Darnley

buildingAddress 79 O'Sullivan Road ROSE BAY NSW 2029

reports balanceSheet
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WHAT APPEARS IN THE AUDIT TRAIL

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

e Logins by portal users (strata administrators, lot owners and committee/council members)
e Logouts by portal users (strata administrators, lot owners and committee/council members)
e 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)
e  Certain user actions in PropertylQ 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)
Financial Report requests — financial reports successfully emailed to users
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.

Propertle g John Smith

Company Info iﬁ Administration

% Configuration Search B
1;” Buildings Users m

Tgme Users
Name & Email & Role ¢ Portal Info ~

D) History John Smith emaill @email.com System Administrator Active
Last Login: 04/02/2021 04:50 P
=¢ Administration

Mary Jane email2@email.com Role 1 Active

Last Login: 04/02/2021 03:33 PM
Harry Wills emailX@email.com Role 2 Active

Last Login: 04/02/2021 03:51 PM
Julia Jones email4@email.com Role 2 Pending

Last Login:

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 unigue 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.
PropertylQ
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View users

1. Onthe Administration page, click on Users tab

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

o v kAW

a.
b.

PropertylQ

The name of the user will show here

The email address of the user will show here. This is the email used to login to the portal.
The user’s assigned role will show here

The status and last login details of the user will show here. Available statuses:
Active - a user who has successfully created and logged into their portal account.

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

Company Info
% Configuration
_—‘;E Buildings

rgae Users

.S) History

a? Administration

Users m

Name %

John Smith
Mary Jane
Harry Wills

Julia Jones

Email &

emaill @email.com

email2@email.com

emaild@email.com

email4@email.com

o Administration

Search

Role &

System Administrator

Role 1
Role 2

Role 2

@ John Smith

@ o

Portal Info ~ o

Active
Last Login: 04/02/2021 04:50 PM

Active
Last Login: 04/02/2021 03:53 PM
Active

Last Login: 04/02/2021 03:31 PM

Last Login:

Create users

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

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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PropertylQ €@ worn s

Company Info

Configuration

=% Administration

Create User I Add New

Buildings Users m Email*
Users Emall e

Name &

B 2 El

.
fd
H

MName*

First Name o M

Mary Jane Middle Name

o

History John Smith

@ Administration

Last Name
Harry Wills

M
Role®

Julia Jones Select Role o -

Phone

Phone

Mabile o

Mobile

Address

Addeecn A

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.

KA 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.

PropertylQ €@ oin smin

Company Info

28 Configuration

5[] Buildings Users m

rga* Users
Name $
i) History John Smith
[ ) o n a
mt Administration
Mary Jane
Harry Wills
Julia Jones.

o Administration
Create User

Address

Address 1
Address 2
Address 3

Suburb
Suburb

State
State

Postcode

Postcode

Country

Country

| have read and agree to the Privacy Statement. o

I Add New
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Edit users

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

Propertle @ John Smith

_— ® c o o
Company Info - Administration
% Configuration Edit User | Add New
[ Buildings Users Email*
8% Users email2@email com
Name %
4 i MName*
D History John Smith o
John M
:_(: Administration
Mary Jane Middle Name
M
Smith
Harry Wills
M
Role®
Julia Jones o
Phone
02754546290
Mobile
Mobile
Address
Cancel M
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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.

o Administration

Edit User O @ | a | adane
Active
Users Roles

Email*
Name =

cachunan@gmail.com
Billy Bryle Bulacso

e

MName*
Billy Bryle Bulacso Frank
1
Caroline Strata Middle Name
1
Cao
Ervy Bigornia
Role* fl
Faith Lin System Administrator v
1
Phone
Frank Cao
Phaone 1
Michael Horseman Maobile
fl
Maobile
Micki Scrivener
1
Address

-

last Lonin: 05/0472071 (17:48 PR

Person Test P -

e

SA Test 1

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

Update

Are you sure you want to update the status?

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

e aconfirmation message in the top right corner of the screen
e the user’s status is updated in the list of users. In the example below, it’s changed from Active to Inactive; and,
e the action is recorded under History > Audit Trail.
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aw Administration

v

Search
Users

Name % Email = Role & Portal Info &
Billy Bryle Bulacso billy.bulacso+strata@tocltwist.com MNew Role Pending

Last Login:
Billy Bryle Bulacso billy.bulacso+admin@tooltwist.com System Administrator Active

Last Login: 16/02/2021 10:52 AM
Caroline Strata cfong.uat. 1@gmail.com System Administrator Active

Last Login: 18/03/2021 04:02 PM
Ervy Bigornia envy.bigornia@tooltwistcom System Administrator Active

Last Login: 17/02/2021 10:36 AM
Faith Lin faithlin20@gmail.com System Administrator Active

Last Login: 06/04,/2021 02:00 PM
Frank Cac cachunan@gmail.com System Administrator Inactive

Last Login: 01/03/2021 04:13 PM

Michael Horseman

mhaorsemanpig+strata_admin_user@gma

Strata Manager

Active

Successful
Admin user updated.

..

PropertylQ

Q Nicki Scrivener

Company Info

Configuration

Buildings

Users

History

Administration

To

Date / Time -

« 05/04/2021 10:54 AM

User &

Nicki Serivener

‘D History

User | Search

Details  Search

nicki.scrivener@macquarie.com

Details

Admin Users (UPDATED])
cachunan@gmail.com

4 08/04/2021 10:54 AM

Field

Status

Nicki Scrivener

nicki.scrivener@macquarie.com

ACTIVE

Admin Users (UPDATED)
cachunan@gmail.com

To

DELETED
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Resend invite to pending user

. Go to Administration page
. Goto Users tab

1
2
3. Find a user with a status of Pending. Click on the action menu *
4. Select Resend Invitation

Propel"ty | Q Q Nicki Scrivener

- ® . .
Company Info -t Administration

28 Configuration o Search n Add New
Bl Buildings Users

wam* Users
Name % Email % Role & Portal Info %
E") History Billy Bryle Bulacso billy.bulacso +strata@toaitwist.com Mew Role Pending .
Last Login: *
:n Administration o
Person Test cfong.uat.2@gmail.com Read only H
Last Login:
A Test1 Jezminemalizri+sa] @toolwistcom Sample Role Active Resend invitation o
Last Login: 05/04/2021 07:49 PM
Michael Horseman mhorsemanpig-+strata_admin_user@gma Strata Manager Active
il.com Last Login: 17/02/2021 10:19 AM

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

Resend user invitation

This will send Portal invitation email to the user. Do
you want to proceed?

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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oa Administration
Search
Role = Portal Info =

PropertylQ

Company Info 3 History
Configuration

AEf Buildings From User  Search

Users To Details | Search

-
.:-\) History
-

Audit Trail
Administration
Date / Time ~ User 3 Details
~ (B/04/2021 10:25 AM Nicki Scrivener Resend Invitation Email via List (ADDED)
nicki.scrivener@macquarie.com
Field From To
sentDate 08/04/2021 10:25 AM
sentBy nicki.scrivener@macquarie.com
role System Administrator
IpAddress 202.43.128.23
email cfong.uat 2@gmail.com
~ 08/04/2021 10:05 AM Nicki Serivener Login (ADDED)
nicki.scrivener@macguarie.com
NEMALN21 1005 AR Dkl Sez Asipain Lsars (1 1BOATEDY
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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. Onthe 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. Ashort description of the role will show here

Propertle @ John Smith

Company Info :LQ Administration

28 Configuration o Add New
E Buildings m Rales

rgm» Users
Role Name & e Status ~ o Description o
L
D sy 123 Role Active desc
[ = o c -
@ Administration svelle Active sample dup &
evel 2 Active sample dup
evel3a Active sample dup a
evel 4 Active sample dup
Review Active
Role 1 Active Description

Role2 Active Role2

Create roles

1. Onthe Administration page > Roles tab, click the Add New button in the top right corner.
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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PropertylQ @ o smin

EamaElEE 8, Adminictratinn
Create Role o
% Configuration Add New
Bl i Role Name * Name o
ﬁ Buildings Roles
2% Users Description Description o
Role Name +
o
0y -
O HIS‘OTy 123 Role
Company Info Configuration
[ ~— 5
Administration
- aete View Company Info View Configuration o
level 2 Edit Company Info General
ievel 33 Add Main Contact Owner
Edit & Remove Contact Committee
level 4
Edit Configuration
Review
Buildings General
Role 1
View & Search Buildings Owner
Role 2
o= Export Buildings Committee
Users Administration
View & Search Users Admin Users o o
Edit roles

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

Edit the role name as required.

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

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

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

Click Save button to proceed and save the changes to the role.

PropertylQ @ s

— ® P .
Company Info 2a Adminictratinn

o v kAW

Edit Role

Configuration Add New
El  Buildings ﬁ foes Role Name * Role 1 o

Users Description Description
Role Name % p
History 123 Role o

n
4
.

D i

Company Info Configuration
[ ] Py 5
Administration 11
= e View Company Info View Configuration o
level 2 Edit Company Info General
evellz Add Main Contact Owner
Edit & Remove Contact Committee
leveld
Edit Configuration
Review
Buildings General
Role 1
View 8 Search Buildings Owner
Role 2
o Export Buildings Committes
Users Administration
View & Search Users Admin Users

Cancel Save
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Deactivate/activate roles

1. Click on anindividual 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.

Edit Role

Role Name *
R MNew Role
Folic 2 Strata admin ~ Description Description
Mew Role o
Read only Company Info
Sample Role View Company Info

Edit Company Info

Strata Manager

Add Main Contact

System Administrato
Edit & Remove Main contact

test role

UAT Role Buildings

View & Search Buildings

Export Buildings

Users

View & Search Users

aa Administration

o= 3

Active

Configuration

View Configuration

General
Owner
Committee

Edit Configuration

General
Owner

Committee

Administration
Admin Users

Cancel Save

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

screen.

Update

Are you sure you want to update the status?

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

e aconfirmation message in the top right corner of the screen

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

e the action is recorded under History > Audit Trail.
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VSuccessful

Role saved

<% Administration

Add New

Users Roles

Role Name % Status ~ Description
I MNew Role Inactive I
System Administrator Active This is a system role and is read only.

‘D History

Export B
From User Search n
To Details | Search ﬂ
Sync History Audit Trail
Date / Time « User Details
w 08/04/2021 1110 &AM Micki Scrivener Adrmin Roles (UPDATED)
nicki.scrivener@macguarie.com Mew Role
« 08/04/2021 11:09 AM Micki Scrivener Admin Roles (UPDATED]
nickl.scrivener@macquarie.com Mew Role
Field From To
Role Status ACTIVE INACTIVE
« 08/04/2021 11:0% &AM Micki Scrivener Adrmin Roles (UPDATED)
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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.

Click on History page

Click on Audit Trail tab

View date and time of change

View the user who made the change

vk whe

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, emaill@email.com (userl login email)
6. Click on the entry to expand and view the fields that were changed

PropertylQ @ 2ot smin

e l H
Company Info D H |St0ry
% Configuration Export B
[l Buildings Fram User | search n
2% Users = Details | Search n
) i - N
O History o Sync History Audit Trail o
-0 ministration
Date / Time = User 5 Details
- 04/02/2021 06:29 PM John Smith Admin Roles (UPDATED)
emaill @email. com Role 1
Field From To
Configuration > Edit Configuration » Enabled true false
Configuration > Edit Configuration » Committee > true false o
Enabled
Configuration > Edit Configuration > General > Enabled true false
Configuration > Edit Configuration > Owner > Enabled true false
- 04/02/2021 06:23 PM amE Admin Users (UPDATED)
emaill@email.com email3@email.com
» 04/02/2021 03:57 PM Vi Anne Eliseo Admin Users (UPDATED)
vig@email. com emai2@email.com
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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

e 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.

e 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.

e |f 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.

e 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

Lot/Owner ﬂ
Qwmer Info
S/Plan* [p15746 Batanda Gardens 238 Bourke Street o | Owner Name-{Geargina Downer ‘
L°t U”“ Street No (Ah) 03 5454 7678 Email |georginadowner@netmail com |
Street Name® [Bourke Street | en [ ] sautation |us Downer |
Suburb* [pockLanDs | Mobile 0443 345 545 Contact Name| |
Accessory Unit | Fax [ Ppaidto 30/11/2018 Last Settie{[DT702075_]
uvoL® Committee Member: Y ‘Committee Member Status: Active
UOE*

CRN 0000000316

» Owner Address » Legal Residence Address
» Joint Owner » Power of Attorney
» Tenancy Details
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Select Register Lot Owners
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.
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. Ared 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. Ared 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)

(%]
Register Lot Owners gfith Portal V2 o o
" Portal Documents [N Reports m e

Registered | C.TS. « Owner Owner Emall Building Name Last Settl.... | Is Linked Own..

Folio: ( Giobai Setings 5) | | | | | | | | |
T " ° 2 R o 4345 o 1 ° 1 @ Graham Jacobson 9 gi@gmail.com ° Dorinda Waters @ @ X e

‘Access Register Atlachment Goneral 7| ¢ X 4346 2 2 StKilda Developers skd@gmail.com The Chamwood 1902018
prs——" Buiking 7 x 4346 3 3 StKilda Developers skd@gmail.com The Chamwood 1902018 &
By Laws Building 7 x 4346 4 4 St Kilda Developers skd@gmail.com The Charnwood 10972018 v
byiaws Buikding 7 X 4356 1 1 Colyton Pty Ltd_21 janne@hotmail.com The Mariner v
P o 7 x 4356 2 2 Colyton Pty Ltd_21 janne@hotmail.com The Mariner v
Due Notice Lot 7 X 4356 3 33 Colyton Pty Ltd_21 janne@hotmail.com The Mariner v
Financial Finandial 7 x 4356 4 4 Colyton Pty Ltd_21 janne@hotmail.com The Mariner v
Meeting Notice Moetings 7 X 4562 5 5 Ms.Jay Anne Reign jay@reign.au The Digital Heights of M. x

x 5145 1 1 Althorpe Building Pty Ltd alt@gmail.com The Atlas v

x 5145 3 3 Althorpe Building Pty Ltd alt@gmail.com The Atlas v

x 5145 4 4 Althorpe Building Pty Ltd alt@gmail.com The Atlas v

x 5434 1 1 Aaron Sauvon aaronsauvon@hotmail.com Canning Court X

xX 5434 3 3 Calgorin Pty Ltd calgorin@gmail.com Canning Court v

x 5434 4 4 Calgorin Pty Ltd calgorin@gmail.com Canning Court v

X 5435 1 1 Marilyn Boseco mb@gmail.com Hilton Terraces X

x 5435 2 2 Bethany Johanson bjohanson@gmail.com Hilton Terraces 2082017 R

% sa54 > > Clancy Rarasfiokd ca@hotmai com Graanfriars @ x [17)

© Register || ‘ o View
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=

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.

Register Lots B
Lots to be registered

SiFlan Lot Unit Qwner Cwner Email Building Name Last Settied

4343 3 3 Gemry Krone fran@agmail.com The Yarra 410/2018

6143 1 1 Peter Poulos mystrataclients@gmail.com Yarra Gardens AFR2017 o
5435 2 2 Bethany Johanson bjohanson@gmail.com Hilton Temaces 2382017 i i

Lots to be registered without last settled date

The below lots will be registered for the portal but are missing a last settled date. The setiled date of the lot is used as the start date filter for the lots ledger and for
decuments on the portal. With this field missing, prior lot owner data may be disclosed

S/Plan | Lot Unit Owner Owner Email Building Name Last Settled

4345 1 1 Graham Jacobson gi@agmail.com

Dorinda Waters  Missing Last Seftled Date

Confirm that you wish to proceed.

(} Are you sure you want to register the selected lots?
NQTE: The lot details will be made available to the

portal, and when the next sync is run the ownern's will
receive an email from the portal to activate their

account.

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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PropertylQ

Activate your PropertylQ
portal account

You've been invited by your strata company to register for the
PropertylQ portal.

What does this mean?

You'll have 24-hour access to building and lot information, documents,
meetings and more.

What you need to do
To activate your portal account, follow these steps:

+ Go fo htips- i i
+ Entere ‘_(ou_ruortaIURL

+ Enter tempﬂraJ Your email address |
+ Set your new password

+ Laogin

Your temporary password |

Important: This temporary password will expire in 24 hours. If you
activate your portal account after this time, follow the above link and
click 'Forgot Password' to be sent a new one.

Need help?

If you have any questions, please contact your Strata Manager
directly.

If you don't want to activate a portal account, simply disregard this
email.

Privacy Policy

This information has been provided by PropertylQ Pty Limited ABN 88 603 672 975
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Owners that are registered with the portal show on the Registered tab.

Register Lot Owners with Portal V2

Register Lot Owners with Portal V2
~ IR

[J |Regist... | S/Plan «| Lot « Unit Owner Owner Email Building Name Last Settled Is Lin...
[ [ ) ) [ | 1| ] | —j
O « 1 3 3 Brena Mulligan fayea@propertyig.com.au The Bachelor ... SIE2017 4
O« 1 5 5 Edward McManus edward memanus@email.com | The Bachelor ... | 1/8/2014 4
O Register " O De-register " O View |
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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.

o u kAW

10.
11.
12.

13.
14.

From the Portal Control Panel select Register Committee Members

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)

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

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

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

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.

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

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

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

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

If the member has an email address, it shows here

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

Register to start the registration process

View to open the committee/council card for a member you have highlighted on the screen

Strata File .mm Register Committes Members with Portal V2 [x]
s . g = 0.183.1 20972019
! Register Committee Members with gortal V2 Py
o Ll Missing Email || Al [ Registered NM Registered
# Regists Lot Owners) |/ # Register Commitiss Members Registered | C.T.S. « Building Name Name ~ Position Email Lot Owner
e T [ J—— | I I | C
e w R 4343 The Yarra Annabel Crozier fran@gmail com 4
Folio: [ Global Setings - X 4345 Dorinda Waters Graham Jacobson gi@gmail.com v
x o 6143 a Yarra Gardens ° Peter Poulos ° Secretary o mystrataclients @gmail.com 0 v @
Document Type ~ Portal Categor - -
e i 3 6143 Yarra Gardens Allenby Pty Ltd Sechtreas mystrataclients @gmai.com v
Access Register Attachment General ; ;
x 6143 Yarra Gardens Arthur Soranson Chairperson mystrataclients@gmail.com v
Agency Agreement Building
x 6143 Yarra Gardens Arthur Sorenson Manager mystrataclients@gmail.com v
By Laws Building
x 6143 Yarra Gardens Georgina Downer Treasurer mystrataclients@gmail.com 4
bylaws Building
x 6545 Swan City Towers Rob Thomas Building-manager jack.dobinson@gmail.com au v
Correspandence Lot
x 00002 Mrs Main Joe Blow Chairperson accounts@nsggraphics.net.au x
Due Notice Lot
x 10453 The Tempo Vaanya LiasonChairSec sbussinger@oconnorstrata.com.au v
Financial Financial
®x 12376 Greenway PlazaApart...  George Costanza Chairfsec nickis@propertyiq com.au v
Meeting Notice Mestings -
x 12378 River Apartments JAMES SMITH Treasurer nickis@propertyiq com.au v
x 12379 Precinct Centre Lan Kim as Trustee for JKM Entities ACN ... Chair/reasisec nickis@propertyiq.com.au v
% 18421 Jacksons Hil Kely Fell Chairfireas kellyfellover@apzm.com; kelly@gmail.com ¥
x 18421 Jacksons Hil Drake Lively Chairperson drake@yahoo.com.au 4
x 19831 Dolwing Apartments Peler Parkar Secftreas pparker@gmall.com v
x 19831 Dolwing Apartments Mary Jane Watson Chairperson mj@live.com.au "4
® 25R54. Princass Towers Panla Vineant Chaimarson naula@amail eom 4 0
[® Register | & De-register [ @ view |
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Committee/council members that can be registered show here.
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.

Committee members to be registered

S/Plan Building Name Mame Position Email Lot Owner
745345 IMoonee Towers Silvia Setiana Member ssetianal23@omail.com 4 -
690765 \Westmead Centre Julie Harrison Chairperson julie@harrisons.com.au 4 o
680765 \Westmead Centre Iris Calworth Director Iris@gmail.com 4 .
888777 Hornsby Towers Bailey Brown Treasurer mystratacustomers@gmail.... | ¥ -

Committee members that cannot be registered

The below commitiee members are missing a mandatory email address and/or a committee position. To enable Portal registration, please enter a valid email
address and/or a committee position.

S/Plan Building Name Name Position Email Lot Owner Reason o

985765 The Terrace Aazrav Goninder aaravi@gv.com.au o Missing Position.

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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PropertylQ

Committee portal access

N

My Strata Co has updated your existing PropertylQ Portal account to
provide committee member access. This will provide you with added

features and benefits.

Log im to your portal account at hitps:/fportal propertyiq com.au to find
out more.

Need help?

If you're having trouble logging in or would like to discuss the features
and benefits of the porial, please contact your Strata Manager
directly.

Privacy Policy

This information has been provided by PropertylQ Pty Limited ABH 85 603 672 875

This email and any attachment is confidential. If you are not the intended recipient, please delste this
message. Macquarie does not guarantee the integrity of any emails or attachments. For important
disclosures and information about the incarporation and regulated siatus of Macguarie Group entities
please see: www. macquarie. comfdisclosures.
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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:

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

e 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.

e Ifthey 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

e 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
Highlight the lot owner(s) you want to de-register
3. De-register

Register Lot Owners with Portal V2

]
Register Lot Owners with Portal ‘@)

v Registered SfPlan « Lof « Unit. Cwner Cwner Email Building Name Last Settled | Is Linked Owner

) | ey g | | | |
v 4343 3 3 Gerry Krone fran@gmail com The Yarra 4/10/2018 «

O Register " O De-register " O View |

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:

e If the committee member only has one property registered on the portal and you de-register that lot, their entire portal
account is deactivated.

e 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

e  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.

e 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.

Register Committee Members with Portal V2 B8
Register Committee Members with Portal V2
Has Encd Fesieed

Regist S/Pian » | Building Name Name o Positicn Email LotOw.
[ ) [ | | I Il
# 14 ST JAMES PARK  Alan Shearer o member aslanshearer@gmail. com t/
L' 4 632 Skyline Marnie Batlow B manager rohits@propertyig.com.au 4
L' 4 632 Skyline Alicia Stanton secretary rohits@propertyig.com.au V4
L' 4 632 Skyline Bradley Earnshaw member rohits@propertyig.com.au 4
L' 4 05000 The Bachelor Pad | Brena Mulligan building-manager fayeg@propertyig.com.au V4
L' 4 270878 : Moorings on Cavill | Rocco Silvester secretary fayeg@propertyig.com.au 4
L' 4 888777 | Hornsby Towers Alan Swanden secretary fayeg@propertyig.com.au V4

O Register H [ De-register H O View |

NOTE

/

~——= 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?

e Ifthe 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.

e 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

e 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 PropertylQ 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

I. PropertylQ Strata n- 'bDn nw-u'-u [-i]liu @wur«u @R-r-ﬂ-u uiﬁ- H-b @uum

Portal Control Panel
| Register Commines Members |

Portsl Documents e

Folio: | Giobal Sattings [

Dacument Type « Partal Category ‘Auto-Publish Owner Auto-Publish Commitisn
Annual Notoa Fnancial v v
By Laws Building x x
S
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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Register Lot Owners with Portal V2
Registersd | C.TS. = Lot a Unit Oumer Owner Email Buiding Name Last Settls.__|Is Linked Own_ |
| l v I 1008 l 3 l 3 l Ben James l rebeccap@propertyi.com.au |Jnma'| Mews I l S |
v 1472 4 4 Harry Kane hkane@testing.com ST JAMES PARK w2208 K
v 2709 1 1 Maddison Fumess fayelynettegoodmand@gmail.com Waorings on Cavill v
v 2708 [ [ Gosta Gianapolous costag@hotmail.com Maarings on Cavill W27
v 443 4 4 Blair Fitzgibbans fran@gmail.com The Yarra x
v 4343 5 5 Gamy Krone frang@gmail.com Tha Yarra x
v 4346 i e 1 St Kiida Developars exd@gmail.com Tha Chamwood 102018 L d
v 4346 2 et 2 St Kiida Developars skd@gmail.com The Chamwood 12018 v
¢ 4346 3 a St Kiida Developars skd@gmail com The Chamwood 12018 v
v 4346 4 ] St Kida Developers skd@gmail.com The Charmwead w9218
v 4356 1 1 Calyton Pty Ltd_21 janne@notmai.com The Mariner v
v 4356 2 2 Calyton Pty Ltd_21 janne@notmad.com The Mariner v
v 5435 2 2 Bethany Johanson bjohanson@gmail.com Hilton Terraces 2uaz0or7 XK
v 5454 2 2 Glancy Beresfiski og@hotmad.com Greeniriars x
v 6776 1 1 Bartim Dev PL bbi@gmail.com The Bay BB o
v 6776 2 2 Bartim Dav PL bbg@gmailcom Tha Bay 182018 Ll
v 6776 3 a Bartim Dev PL bb@gmail.com The Bay 182018 #
v 7231 1 1 Bethany Clark mystratacisnts@gmail.com Marrickville Plaza

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. Ifthe new email address is not being used on any other lot or committee card, PropertylQ 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.

e
NOTE

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.

Bulk Change Owner (]
- - Document 12 of 12 » | @ Delete  Refresh || @ Upload Document
12484 171 [V .} El | | | |
Changing Owner For Lot
Name |Section 22 notice.pdf Size 18533 kB
Strata Schemes Management Act 1996 - Sec3on 118, 119 and 120 SiPlan®  |283423 Moraca Place 280
Community Land Management Act 1989 — Sec3ons 46, 46A and 47 Lot* |22 Rosalie Trinder pel

NOTICE OF INTEREST/LEASE/MORTGAGE )
/ / New Owner Details

Select an existing ot owner as the new owner for this lot, which will also link these Iot owners fogether.

‘ To: The Secretary ~ Owners Corpora3on Strata Plan No/DP No : .888777 ‘ B Select Lot To Link To

Or Enter the new owners details below

PERSON ACQUIRING INTEREST Owner Details
Full name(s) : Amelia Morton Owmer Name™ Emod
Address for service of notices - Po Box 4, Homsby NSW 2077. an) salutation
Lot(s) concerned .4 8h) Contact Name
Mature of Interest: Change of Address Details / Change of Ownership (Delete which does not apply) §
Mobile Fax
Date interest acquired
Nominee(for companies only): Full name Owner Address
Address for service of no3ces : Mailing Address* Suburb
State PiCode
MANNER IN WHICH INTEREST AROSE
PURCHASE
Cther
L EASE OF Settlement Date™
Name of lessee/sub-lessee/assignee + Property Manager Pl
Date of commencement/assignment If no property manager is salected, saving will clear the existing manager
Managing Agent :
anaging Agen - The current owner is registered on the portal.

Do you want the new owner to be registered for the portal?* Yes. No

MORTGAGEE TAKING POSSESSION |

Mama af Martassea -

- B Sae | X Close

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

e Allinformation displayed in the portal is taken from the Building card under File > Buildings > Building card BUILDING —
INSURANCE

e Allinformation displayed in the portal is taken from the active insurance policies listed under File > Buildings > Building
card > Info > Insurance

BUILDING — MY LOTS

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

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

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

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

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

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

BUILDING — STRATA MANAGER DETAILS

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

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

e 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.

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

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

e 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.

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

e 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.

PropertylQ

Portal Guide for Strata Managers
08.04.2021

62



FINANCIAL — GRAPHS

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

e 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

e 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
PropertylQ 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

e 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.

e Due Date is taken from the date for that levy/fee in PropertylQ

e Description is taken from the details for that levy/fee in PropertylQ

e Amount is taken from the total for that levy/fee in PropertylQ

e Levy/fee payments show in the portal as negative amounts e.g. -5100 o Balance is the running balance of all
transactions

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

e 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

e 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

e 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

¥ Financial

Committes document

* Account Ledger Report.pdf

e 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 PropertylQ). 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

Receipt Lot 1 - 31-08-2015.pdf 16,02/

MEETINGS

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

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

e 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 PropertylQ you can still publish meeting documents using the document
publishing process above.
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APPENDIX | — 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.

B 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.

E Pay your levies using DEFT Payment systems

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

5

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}}
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