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INTRODUCTION

These are the recommended steps to follow when moving all or part of your buildings from PropertylQ.

Note that:

e  PropertylQ allows you to export most of your data, as well as documents and emails

e Some information cannot be exported but the information can be retained for your records as PDF reports

If you are moving to new software but retaining the same bank accounts, you can export the DEFT reference number
(CRN in PropertylQ) allocated to each lot and retain the same number in your new software

e If you are closing any bank accounts, you will need to pay out the balance in the bank account to the new bank account

RECONCILE ALL BUILDING BANK ACCOUNTS

Reconcile all building bank accounts from the End of Period>Cash Book>Bank Reconciliation

Propertle Strata File @ ToDo. @ Processing Biling End of Period . Utilities @ Log Out
Cash Book

RV R Sl Reports and Statements | Month End

Filter By Manager: All Managers v | Search By Buildings:

Fiterby Follo: [AiFolos ] [ selectBuiings | @ view Sslecteq Buidings | [ snow Bank Accounts | % clearFiters |

[5] AICNo Tite « LastRec Date Statement Date. Balance UPP Depostts UiP Payments Ad. Balance Cash Book Discrepancy

) 152222 5558886858 Homsoy Towers admin 1112016 1112016 525,000.00 50.00 5000 525,000.00 525,000.00 50.00
O 182-2226867238 Homsby Towers Invest

50.00 $0.00 §0.00 5000 50.00 50.00

REPORTS

You'll need to generate reports from several areas in PIQ.

BUSINESS ACTIVITY STATEMENT (BAS) REPORTS

If you are off boarding part way through a BAS period, we recommend you generate BAS reports in preview mode.

1. From the End of Period menu, select BAS. Select the date range from the commencement of the current BAS period to
today

Select summary, audit trail and GST exceptions reports
3. Preview

If you are off boarding at the end of a BAS period, we recommend you follow the standard BAS procedures to generate reports
and create the journals to clear the balances in GST paid and GST collected accounts.

NOTE
' We recommend you generate BAS reports first — if you find any GST errors in the GST exceptions report, you'll then be able
to fix them before printing other financial reports
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PropertylQ Strata Fie @ ToDo @ Processing @ Biling End of Perod @ Reporing Utites Holp @ Log Out

Tran Type.

Cash Book
Building Selection
Single Bullding ~ S/Plan »
(© Al Rogistored Bulldin~<  Fraquency | Quarterly §
BAS Period Update Option
From otos2c0  To 07062020 ~ Post payments andlor refunds.
Journal Date.
Report Options
Report Selection:

@ GST Summary
GST Audit Trail

Post reconciliation journal

Journal Date
Rocanciiaton ourale il rvy bo postad for bukdings
wih GST Accaurtng Vetnod set o Cash.

[ Proview | [[@ Genecato | [+ setings | [ v Ciose |

Cummenity Logoed In as: ams.
Role: Super Admirésirator
0.198.3 154/2020

From To Deposts  Payments  Adjusiments
Admin 5000 Cap, Works 5000 Current Balance 5000
Method Debit Crean Running Balance
@ Upload Bank Statements || @ Print Cash Book || & Prot || % Close

CASH BOOK REPORTS
Go to End of Period>Cash book

1. Select Print Cash book

NOTE
2. Select All Accounts. I you have a large database this will be a very large report — we recommend selecting each
single account or generating multiple reports by date range
3. Ensure your date range covers all periods in your database

4. Select generate

NOTE
~~ When you select generate, the cash book report will be saved into PIQ documents automatically and will be captured when

later exporting documents from PIQ.

Propertyla Strata @ File @ ToDo @ Processing @ Biling End of Period @ Repertng Utiities: Help @ Log Out

Cash Book
BT T o I
Account: A From To
Account Selection Admin; 80,00 Cap. Works: $0.00 Current Balance: $0.00
Date afsreron TrenTipe Detals. Single Account 2 Method Denit Gredt ‘Rining Baisncs
o, Accounts. ()
oAt M Ascoumts
Al investment Accounts
©All Accounts
Options
From Date 0110872018 o
ToDats  31/05/2020 4
Consolidate Schedules @
Q-]
@ Upload Bank Statements | @ Print Cash Book || & Print | % Close
Off boarding guide
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CASH BOOK — UNPRESENTED CHEQUES REPORT

1. Select the Unpresented cheques tab from the Cash Book

2. You can refine to a single building or make no selection here if you want to include all buildings
3. Show cheques

4. Selectall

5.

If the bank account(s) are being closed, you may want to cancel any unpresented cheques.

NOTE
~~'This will make the associated invoices unpaid. You may want to delete them from the supplier payments screen

and reprocess them using the new bank account.

6. Select export as CSV to generate a .csv file; or
7. Select Generate to print a PDF report

NOTE
— This report is not saved into PIQ documents automatically. Once generated, you will need to print a hard copy or save this

locally to your computer for record keeping purposes.

PropertylQ Strata il @ oo @ Processing @ Biing End of Perod @ Reportng Unites Help @ Logout
Cash Book
o T T T e
Filter By Managar: Al Managers %) Sesrch By Buikdings: °
Fiter By Follo: | Al Folos B v Selected Bulding £ Show Clsques
o] ° e e oy Date ousd o =
T 1 10453 The Tempo o 12017 5210000 Locksmiths Susplies
O 182-222 1231007 4141 - THOMASVILLE Thomasville 1 19/1/2018 $5905.00 A1 Valuers
e 10453 The Tampo s 2672018 $150.00 Mattnew Novas - Lot Retung
184-447 204265771 99999 The Bachelor Pad 4 26/7/2019 $50.00 Kim K - Lot Refund
184447 204265771 99538 The Bachelor Pad 5 20712018 $352,00 Able Plumbing
@ 1822221231007 4141 - THOMASVILLE Thomasvilla 2 26/772019 $120.00 Gilennle Plumbing
182-222 1231007 4141 - THOMASVILLE Thomasvills 3 26772018 $200.00 A1 Plumbing Sarvice
O 16az22 545434 4356 The Mariner 1 w7201 $500.00 Busy Accountants P
@ 1szz2265789 2708 Moorngs on Cavit ] 2872018 $500.00  Jack of Al Trages
124-856 65423556 1002 The Cantileer 1 26772018 $1,000.00 Jack of All Trades
184-222 345434 4358 The Mariner 2 26/7/2018 $550.00 Jack of All Trades
184445 32423453 BMC 101 BMC 101 1 20712010 $600,00 Test Suppler
182.2665 221694607 4343 The vama 1 1812020 $400.00 Jonos Mantainance
162-222 2366936 19831 Dohwing Apartments. 1 241112020 $500.00 Marias Electical
@ 182-222 123456789 22 Cascade Gardens 2 241172020 $440.00 Safely Sealed Bathrooms Aust Pty Lid
O 012455 7easesc 901 WaveFront Bulding 1 24172020 768,00 Townsville Strata Py Lid o
[ cancel oheaues | & Exportiocsv | @ Generate |

INCOME TAX REPORT

1. Go to End of Period and Select Tax Returns
2. Select the date range to include the current tax year up to today’s date
3. Select generate

TE
~~ When you select generate, the income tax report will be saved into PIQ documents automatically and will be captured
when later exporting documents from PIQ.
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Currently Logged In as: ama

Proper{yla Strata. @ File @ ToDo E] [a— @ Biling End of Period @ Reparing Utiites Hep @ Log Out ol S e

ey —

(DAl Sot Buildings
" single Building S/Plan F From To

s Paymenis Adusiments

Income Tax Period Other

From: 01/07/2019 To: 07/08/2020 Ginciude Audht Trail Admin: $000 Cap. Works: $0.00 Current Balance: $0.00
Blincluds Mutual Income in Audit Trail
Date Reference Tran Type Tax Basis, Method Debit Gredit Running Baiance
" Cash @Accrual

@ Upload Bank Siatements | & Print Cash Baok | = Print | X Guse |

BANK ACCOUNT REPORTS

Go to File>Bank accounts

1. Select all bank accounts
2. Print Bank Accounts

Proper‘tyIQ Strata @ File E] To Do @ Processing @ Biling End of Period @ Reporting Utiities. Help [z] Log Out

Bank Accounts

o Account Name ~ 858 Account No Investment Type Interest Rate Maturity Date. Admin Balance. Capital Works Balance Balance
1001 Vibe Shenton Park 162-226 264909424 0.00% $9847.17 5983037 $13.80
100454 182-222 653468968 0.00% $4.92 50.00 $4.92
100860 111-888 18821991 0.00% -86,508.80 $6,010.00 -$498.80
8 101010 434-900 35352623 0.00% $0.00 50.00 $0.00
6 0 182-222 2655456 0.00% 595000 5000 $650.00
10463 11 1 Torm 3.90% 311572018 $95,072.8 $622,902.25 $718,675.06
12343 686-835 674676 0.00% $000 s0.00 $0.00
@ 1243 Anne Avenue 182222 347132 0.00% -$6,110.26 $7,346.00 §1,235.74
B s 182-222 6124356 0.00% $0.00 s000 $0.00
B 198145 Opal Ridge 183933 5268479 0.00% $1.00000 $5,000.00 §6.000.00
203454 182-222 123123 0.00% $0.00 5000 $0.00
21813 786.878 6686699 0.00% $000 s0.00 $0.00
@ 4 182-222 LELELELERY At Call 0.00% $20,500.00 50.00 $20,500.00
B 4343 The Yama 162-266 221604607 0.00% 879475 000 $8,794.75
G 4a4s 123-456 562563523 0.00% $9.990.00 50.00 $9.990.00
45445 182222 5455 0.00% $0.00 $0.00 $0.00
B ssesem 001001 300300300 0.00% 50,00 s0.00 so.00
6 eserzs 087345 4523264 000% 3000 suuao $0.00

& Print Bank Accounts | + Add | D View

Ensure you include all bank accounts and all options. You can choose to print a PDF report or export into a spreadsheet.

NOTE
' This report is not saved into PIQ documents automatically. Once generated, you will need to print a hard copy or save this
locally to your computer for record keeping purposes.
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Print Bank Accounts [ x]

Filter
" Single Building el
Folio
Manager All Managers 3
Account Type All Accounts ¥
Bank Type | All Bank Types D)
Investment Type
Maturity Date From To
Bank Balance Min $0.01 Max
Group Sort
(INone S/Plan
D Building Building Name
Maturity Date
Bank Balance
Manager

© Ciport | @ Generate | X Close |

REPORTS TO RUN FROM THE REPORTING MENU

NoTE

= The reports generated from the Reporting menu are not saved into PIQ documents automatically. Once generated, you will
need to print a hard copy of each report or save locally to your computer for record keeping purposes.

1. Generate building financial reports for all buildings from the Reporting menu>Building>Financial reports. The generated
reports can be viewed in the side bar.

Currerily Lagged In =

PropertylQ Strata rie (@) woe (] processng  [§]) eme enaotrenoa ({7 Reporimg uites vep (%] ovon R S
Reports

Lot | suwpier | mansgement | petior

(=1

{9 Balancs Shast Include Last Year Balances Folio A 7 Qoffics Uso Only  ESpiit By Building
(8 Income and Expenditure Ma Al = By Ma Publish To Executive Committee
Statement [ include Last Year Balances neger A J OBy Manager {9 Spit Schedules . ::::mn‘ :ﬂlr

Include Current Ssquence SrataPian ¢  Includs Manager Name ommittas Members

Budget 12 Months Proparation Days 21

" Group Accounts “Quarterly O View 0 Buildings
0 Lot peuiters O View0Buldn
@ Fund Management _Half Yearly %

O ~Fina © View 0 Bulkings

@ Account Ledger " Fitter By £ Accounts (@Al Buildings Up to and Including:  07/05/2020
{8 Trust Trial Balance Date Range From: To:
{8 Oumer Ledger ] Summary

[ Owner Transaction Summary

8 Header Sheet

[ Expenses & Other Income Basis [ Accrual #]
{9 Koy Financial Information

9 Debtor Pasitions

B

2. Run a Strata roll report for each building from Reports>Building>Strata roll
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Curraaity Logged In

PropertylQ Strata File E] ToDo E] Processing @ Biling End of Period @ Repariing Utiies Help @ Log Out Rl Sapr e

Reports

Building Reports

» Financial

Selected Building
C.T.S. 23 Gamellia Grove 15 | 3 0 Scheduls | Gonsoldated &

© Full Roll ”) Common Page “insurance Details * Executive Commitiee
) inciuda Phons Includa Original Propristor 2 Includs Premium Inciuds Phone
[ Incluce Email
) Include Promium Include Nominator Detaits
) Include Insurance Commission
| | Include Original Proprietor

() Include Nominator Details.

3.  Run alevy summary report for each building from Reports>Building>Levy summary

PropertylQ Strata (&) rie (@) 1000 (] processng Baing

End of Period @ Reporting Utiities Help @ Log Out )
Reports

Building Reports
[+ Fiancal |

b Strata Roll

From Date * 01/05/2020 To Date * 311052020
Folic | Al Folios :
Manager | Al Managers D

Section | Standard and Special §|
cis. Ll

[@wmme [ x o]

Currently Logged In as: ams.
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4. Run a Lot arrears report for all buildings from Reports>Lot Reports>Arrears

PropertylQ Strata File @ ToDo @ Frocessing @ Biling End of Period @ Reporing Utlites Hop @ Log Out
Reports

e R T [
Lot Reports

Fier
Folio [ All ®
Arrears Type | All B
ColiectionStage (A &
"~ Single Building > EdNow Page Par Building
Single Manager )

Arrears Up To And Including 07/05/2020
Calculate Interest Up To And Including 07/05/2020

Sort
Print Soquence | C.TS

Report Format
©Dstalled ) Summary " Include Emall Addresses
Days Overdue [ 1@ Include Phone Numbers
Minimum Arrears $0.00 13 Includs Last Notica Detalls

Split Arrears Into Fund Type
" Graup Arears By Schedule
| Exclude Lots Excluded From Debt Callection

5. Run an owner ledger/transaction summary report for all buildings from Reports>Lot Reports>Owner Ledger/
transaction summary

PropertyIQ Strata @ File @ ToDo E] Processing @ Biling End of Period @ Reporting Utilies: Help @ Log Out
Reports

e T I

Lot Reports
» Asears List ---------

[ R
e ot
5 Saet ting
Schedule Selection
Senadule:_ %)
Report Type Date Range
©lLedger | Transaction Summary e To
| Summary View
Interest As At 07/05/2020
@ Generate
e
=

6. Run an owner list report for all buildings from Reports>Lot Reports>Owner list

Currenily Logged In as: ams

PropertylQ Strata @ Fie @ To Do @ Processing @ Biling End of Period @ Reporing a Utities. Help @ Log Out Fow S s
Reports

T T~ I

Lot Reports
¥ Amears List I
» Owner Ledger | Transaction Summary

Building Selecion
cTs. o
Report Options.

(B include Phone Numbers [ Tenants
(@ Include Email Addresses £ Exclude Levy Addross
B Include Nominsss

b Tenant List

PropertylQ
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7. Run atenant list report for all buildings from Reports>Lot>Tenant List

ProperfyIQ Strata File @ ToDo @ Processing Biling End of Period @ Reporting Utiifes Help @ Log Out
Reports

= =T~ I

Lot Reports

Currenty Lagged In as: sme
Role: Super Administrator
0.195.0 30:4/2020

» Amears List

» Owner Ledger / Transaction Summary

» Owner List

Fiter
Folio | All
[ Single Building
© Single Manager
Sont
Print Sequencs| C.TS.

Report Type
Ol Tenants

5

Report Options
{8 Include Phone Numbers

" Fermal Tenants - Detailed G Include Email Addresses
(" Formal Tenants - Summary € Include Defivery Method

[ Include Date Recsived

£ (B New Page Per Building

{3 include Lease Start
8 include Lease End

G Include Tenant Note

2 Generate

8. Run supplier ledger reports for all suppliers from Reports>Supplier. Ensure you generate at least:

a.
b.

PropertyIQ Strata @ Fie @ 0o @ Procsssing @ Biling End of Perod @ [m— Uniites Heip @ Log Out
Reports

Audit trail report

All invoices (this report is exported to an excel spreadsheet)

- .- ==s |

Supplier Reports

= Supplier Ledger

‘Supplier Range

Bulding Rangs

- U]

Single C.TS.
Report Type

" Audit Trail

 Unpaid Invoices

~Paid Invoices

©Al Invoices
Payments

ol [ Totats Only
Single Suppier o

£ Schedule |
Date Range

From* To*

Fund Range
©Both Funds Admin Sinking

Gurrontly Logged 1n as: ams
Role: Super Admirisrator
0.198.0 3042020

9. Run an income payment analysis report from Reports>Management>Income/Payment analysis. We recommend that
you run these reports at the end of each month but ensure you run them for any period you don’t already have them

for.

yment Analysis

From Date

Breakdown by Folio

Breakdown by Manager |

01052020 To Date

Inciude income Analysis. €
Include Payment Analysis £
Include Buitding SummaryE)

Filter by Folio
Filter by Manager
Filter by Follo Supplier

31082020

Includs Msnager SummaryE)

(A
[
(An

Includs Charges broskgownEl

PropertylQ Strata e @ To Do @ T @ Bing Endof Period @ Rt Utities Hep @ Log Out

Reports

Currendy Logged in as: ams
Role: Super Admirisirator
0.198.0 3042020
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10. Run an activity log report from Reports>Management>Activity log. We recommend that you run these reports at the
end of each month but ensure you run them for any period you don’t already have them for.

Curranty Logged Inas: ams

PropertylQ Strata File E] ToDo E] Processing Biling End of Period @ Reporting Utiies Help @ Log Out RS A
Reports

Reports

¥ Income / Payment Analysis

Filter
From 01/04/2020 To 30/04/2020
cTs. A | Scheduls I
Mensger [ AlMansgers %
Folio [AiFdios &
user s
Account s
Category El
Activity Type | All Activity :
Report Type Sort
(" Aecount Summary Detail OBuilging
Occount " Follo -> Manager > Building

" Manager -> Folio -> Building
Folio > Manager > Date.
Manager -> Folic -> Date

11. Run debtor reports from Reports>Debtor. Ensure you generate:
a. Audit trail

b. Paid invoices
¢. Unpaid invoices
d. Ledgers
PropertyIQ Strata Fuu @Tuna @ Procsssing @ Billing Emnw-nm @ng U\lh-s »m @ Log Out h::?—?ﬁ:;’.ﬂ:ﬁ:‘

Reports

(-1
8ingle C.TS. £ schedule |
Manages Options Folo
" Salact Single Managar Folio | All
Manager 3
Repart Type Date Range
O roatral From 011052020 To 31052020
" Unpaid Invoices
(IPaid Invoices. Group.
Payments " Bullding - Debtor
Tedger ? ©Debtor

PropertylQ
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DIARY REPORTS
Open the Diary screen and ensure the default view (all types, all folios, all users and all buildings is showing)
1. Print

2. Select a date range — remember the diary contains upcoming events so ensure the range is well into the future
3. Generate

Prope Q Strata . [— Billng — dos  [] Hep 60 0
&~ @ & (8 - x
H From Date 01/05/2020
Diary - e
Type | Al Types B Folle | All Folios B User Al Users B Al Buildings [ Inchude inactive Bulldings | A Falio S
Cel e 5] [ May 2020 Manager Al Managers 0l ot [
Sort By Date ASC bl
Include Inactive Bulldings 2
; ;
(120 ctow i conrctmwagnns ]
10] 1) 12] 13| 14 15 16|
ios ]
1| 18] 19 0| 2 2| El
2| 28| 28| = | F 0]
El

Local timezons offset: GMT +10:00

WORK ORDER REPORT
Go to To Do>Work Orders
1. Select Job register

2. Select a date range that will include all past work orders
3. Generate

PropertylQ Strata Fle @ To00 @ Procassing @ siling na of Perio @ Reporting Utimes: Hep @ Logout
Work Orders
Sl aross  Complots  Cancalled
O
cis Bulding Name Streetho Street Name Manager Jons Summary Bulding: . Completed Date | Quotes Glose D...

Suppher i

1 The Bachelor Pad 8 Halywood Drive. Bela Carstairs 12 fix the roof (" single Supplier | 19wiz016 201572016

1 The Bachelor Pad 18 Halywood Drive Bela Carstairs 124 Repairs 1o common area foyer wals B [E=e= - i 211002016

1 The Bachelor Pad 18 Hollywood Drive Bella Carstairs 145 Roof leak. B | Menager Fier

1 The Bachelor Pad 18 Hollywood Drive Bella Carstairs 150 Paint under Eaves ) [ i r L] J o EEETTD) e 11172018
Sort Date Range —

1 The Bacheior Pad 18 Hollywood Drive Bela Carstalrs 159 Broken Rooftles. (o [ e— 202017

1 The Bachelor Pad ) Hollywood Drive Bella Carstalrs 154 Fix the ool | Csuiaing e e e 1 52016

1 The Bachelor Pad 8 Hollywood Drive Bola Carstairs 166 Painting auote - man sntry door [ | 3==- e B To: I

1 The Eachelor Pad 18 Hollywood Drive Bela Carstairs 178 Leaing Roof 712016

; S T e TR —— ©

1 The Bachelor Pad [y Hollywood Drive Bella Carstalrs 183 Extemal securly lght not working TProgress TR oA Tiades —wemw

1 The Bachelor Pad 8 Hollywood Drive Bella Carstairs 135 Lift phone nolt working Compiele Kone Elevators 2472016 11208

1 The Bachslor Pad 18 Hollywood Drive Bella Carstairs 305 Broken tils over ot 3 balcony In Progress Henry The Man 20172017 20712017

1 The Eachelor Pad 18 Hollywood Drive Bela Carstairs 0 Pantintsror hallway In Progrese Jack of AllTrades 102017

1 The Bachelor Pad 18 Hollywood Drive Bella Carstairs 318 Resurface driveway In Progress 2017

1 The Bachelor Pad [y Hollywood Drive Bella Carstals 320 Secuity roller not working In Progress 2017 9erz017

1 The Bachelor Pad 18 Hollywood Drive Bella Carstairs 338 Fix the drains In Progress 185512018

1 The Bachslor Pad 18 Hollywood Drive Bella Carstairs M9 Work order In Progress My Strata Co 21472019

1 Tha Eachsior Pad 8 Hollywood Drive Bela Carstairs 350 Quots request In Progress My Strata Co 10582019 1062019

=
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INSURANCE CLAIMS REPORT
Go to To Do>Insurance claims
1. Select Insurance Register

2. Select a date range that includes all your insurance claims
3. Generate

Utilties

PropertylQ Strata () re (@) 100 (W] pocesing  (§) suea

End of Period @ Reporting

- ) :

Curanty Logged In 3¢ ame

P
0.198.0 30472020

EXPORT DATA

A lot of the data stored in PropertylQ can be exported as an excel spreadsheet. We recommend you export as much data as
possible, and also perform an export of building documents (See instructions below).

Insurance Claims
Submitted  In Pr
s Buiding Name Streot No Stroot Name: Summary Manager
Builing Staws Date
I o m s o TN ] | e are . R R I o
10 Atrium 13 Mire Drive AN Mick 5344 (Tin Progress. __Submitted Data 142
Insurer “Declined Completed Date
14 Smith Street Building 1 Smith Street Storm damage to balcomy ‘Ashiey Jones. 5454 (Osingle Insuree Accopted “Date of Loss. 24032017 3172017
10 Attium 13 M Drive Storm Water Claim AMS Mick 3467 insurer: a | Completed e e | 211312017 142
14 Smith Street Building 1 Smith Street Damaged Balcony Ashley Jones 5454 Manager From 01/07/2019 24032017 112017
14 Smith Stroet Building 1 Smith Straet balcony brokan Ashiey Jones. 4348 Manager: All Managers 4 To  07/05/2020 B32017 1141
10 rum n wars Ove AN Mk sast o
0 Arium Ll Mire Drive AMS Mick 312 2332017 a1
1 The Bachelar Pad 14 Tree feil 543456 New COu Insurance Kinnane Insurance Bro...  24/3/2017 16/3/2017 1140
E Camalia Grove 15 Fiarence Averus o naged by vandals 5634 New CGU Insurance
10 Atrium 13 Mitre Drive Test Summary AMS Mick. mmm New ase CRM Brokers 2832017 22132017 136
48 BMC 345 235 $1 Georges Tee Starm Damage to roof Anna 4852 New CGU Insurance Kinnane Insurance Bro. 287372017 14372017 1136
45 BMC 345 235 81 Georges Tee Anna 46346 New 6U Insurance Kinnane Insurance Bro
10 Atrium 13 Mitre Drive AMS Mick 2222222 In Progress Suncorp Regina Holsworthy 21732017 22132017 143
14 Smith Stroet Building 1 ‘Smith Street Warker injured whilst mowing Ashiey Jones. New Suncorp Regina Holsworthy 20032017 12132017 1138
1 The Bachelor Pad 18 Hollywasa Drive Water damage to Lot 1 Balia Garstars New GGU Insuranse Kinnana insurance Bro.
1008 1 Jones St Rebecca New C6U Insurance Kinnane Insurance Bro
421234 The drop off 42 Wallaby Way Broken Window Glen Gillman New Suncorp Regina Holsworthy o
7 5]

BUILDINGS EXPORT

To export all building information from the Buildings screen:

1. Select all buildings

2. Export

Gurmanty Logged In ae: ams.
Rola: Super Adiricis
01963 154"

Buildings

o
(-]
7

Buiding Name SkestNo Steet Name Subuts State Post Code Manager Lots Folo
a 1w Eastwood Apartments 805 East Strest NEWTOWN = 2042 Adrisnna Hall 4
8 Dariey 70 O'Subivan Road ROSE BAY NSw 2029 avad 3
a 6 Faryiang Resart Bait Dr THE FILEDS vic Jay-AM 4 Support Team
8 = Rogan Rasd gordens 1 Rogan Rosd GREYSTANES Now 2156 Buia Garstars 1 NSW BRANGH
B Th Lakos 4 Atantis Drve. BERRIMAH NT 8020 Anne Fana 2 ACT BRANGH
B st Aurora Tower 18 Pannington Road BRIGHTON vic 3121 Ao Fana 2
B Skyino 210 Pyost WESTMEAD New 2us Anns Fiva 3 NSW SRANCH
B @ Infinty Touar 1 Jamos Swrsat PERTH W 8000 A Fiwa 2
8 2 Camborwal Vilage 183 Camberwal Drive LAUNCESTON s 1250 Adrianna Hall 3
8 Sauther Cross 7 Livingstone Rosd SPRING HILL an 4000 Anns Fiuva F QLD BRANCH
8 o WaveFront Buiding 2 Henry Sweet BURLEIGH HEADS a 232 Anne Fiva 5 oL BRANCH
8 Viewpaint 4 Hay Surset SYDNEY Nsw 2000 Adisnra Hall 1 NSW BRANCH
8 svc Bulding Managemant Commiisa 178 Brooksals Terraca GLENBROOK Nsw Anns Fana 3
8 o Giton Garders 149 Artietnan Sircet SINGLETON = 2330 Belia Carstars 1
8 o BMC 456 3 Bovery Streat RANDWICK Nsw e Fana 10 Suppon Team
— tasco averue uppon Team
0317 B 5 [ SYDNEY NS 2008 Ane Fana 1 Suppornt Tear
enja 1 nfamin Dive 1
o1 “The Senjamin Benjemin Drr JOLIMONT i 8128 Adrian Boiton 1
1001 e Sherton Park 20 marsiey Road e Fiuva o upport Team
oo Vibe Shenton P 5 Ham w susiaco i 6008 AmeF 0 Suppon Te

107 swcion

[+ 20 [ o view

Ensure you include all options

PropertylQ
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Building Export

Building Data
Include Balance Limits
Include Insurance
Include Budget Items | O Select Budget Accounts |
Committee Member Data
Include Resigned Committee Members

2 Export | ¥ Close |

LOT EXPORT

Go to File>Lots

1. Selectall lots
2. Export

PropertylQ Strata Fio @ Tobo ['E] Processing @ Biling End of Period @ Repartng Uilites: Help [Z] Log Qut

Building Name

‘Sirata Manager Name

Deinvery Method

Oter 1D

0 = 1 201 0000000284 Sora Swanden

0 2 2 2 0000000285 Madkdison Furness:

8 2 3 3 0000000296 Ellery Borensan

8 2 4 4 0000000287 Saily Bennett

8 2 5 5 0000000288 Caroln Liu

8 = & 6 0000000289 Ann-Maraa Lawior

8 2 7 7 0000000300 Chvisty Lea

0 2 s 56 0000000301 By Brown

8 =z 9 ° 0000000302 Bailey Brown

8 2 o 10 0000000303 Mary Bates

8 2 2 12 0000000328 Carolyn Samuels

8 2 5 3 00B0000373 Sara Swanden

0 =2 u " oo000006S3 Garth Sorsnsen

0 2 5 15 0000000634 Caterina Balgard & Heary D tot
0 2 . 1 0000000635 Cara Pendiebiury

8 2 21 2 0000000696 Granamstawn Pty Lid

68 2 Ed M 0000000324 Nicole Bauer

8 % 1 1 0000000047 Loslia and Dorinda Ecklaston
817 swected

Show Lagand

Ensure you include all options

Include Annual/Meeting Notice Data
Include General Correspondence Data
Include Utility Notice Data
Include Lot Notes

15
15
12

Florenca Strast
Flocence Streel
Florence Streel
Florence Strest
Florence
Jones sireat

Cascade Gartens
Cascade Gardens
Cascade Gardens
Cascade Gardens
Cascads Gardens
Cascade Gardens
Cascade Gardens
Caseade Gartens
Cascade Gardens
Cascade Gardens
Cascade Gardens
Cascads Gardens
Cascade Gardens
Cascade Gartens
Gascade Gardens
Gascade Gardens
Cascade Gardens
Poppormint Gardens

Annz Fisva
Anne Fluwva
Anne Fiuva
Anne Fiwva
Anns Fiwva
Anns Fiwva
Ann Fiwva
Anne Fisva
Anne Fiuva
Anne Fiwva
Anne Fiwva
Anns Fiwva
Anns Fiwva
Anne Fisva
Anne Fluva
Anne Fiuva
Anne Fiwva
Sala Carstairs

Email
Post
Post
Post
Post
Post
Post
EmailPost
EmailfPost
Post
Post
Post
Post
Post
Post
Post
Post
Post

@ import | Lk ot O || 5 G wns || @ £l | @ Morge | @ Expat | = Dot S || @ Add g Lot | Btk S5 | @ e oitoate | + A | o viw |

i Export " ¥ Close

NOTE
' The CRN (DEFT reference number) for each lot shows on your export as “Agent ID” and is minus any zeros at the beginning

of the reference number. If you want to keep the same CRN for each lot in your new software, you can import this data.
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Owners (4)

o AL ©-U -

Home Insert Draw Page Layout Formulas Data Review  View

E; L2RY 2~ General ~ Ev @v @v gg‘:"‘;‘.‘: Z:%?\,/Ov ’ N

= Share [J] Comments

v libri - - A A
E’lj . Calibri (Body) 12

Paste B I U M A = = = <0 00 Conditional Format  Cell . Sort& Find & Ideas | Sensitivity
= = Yo = = = $v% 9 80 30 | Formatting as Table Styles [l Format v | > v Filter  Select
Az . fo 22
A B c D E F G H | | K L M N o P a R s T u

1 s/Plan Building Nan Street No__ Street Name Lot Unit# entid Index Name Salutation _Contact __ Phonel  Phone2  Fax Mobile Email Mailing Addr Mailing Addr Mailing Subt Mailing Stats Maili
2 22| Cascade Gar, 15 Florence Stre 1| 269 Sara Swanden | | | | 0423 324 34! faye@propei 43/438 Sun Jaya Road | SINGAPORE |
3 22 Cascade Gar 15 Florence 2 270 Maddison Furness 0415 233 23! fayelynetteg Unit 2/15 Florence Avenu HORNSBY  NSW 2
a
5

PROPERTY MANAGER EXPORT

Go to File>Property Managers.

1. Selectall
2. Export

Curmenily Logged In as: ams.
Roie: Supas Admicietralor
0.196.3 15472020

PropertylQ Strata Fio (@) oo0 (M) rcesirg () uea

Property Managers

a Name Address Suburb Company Emai Phone 1 Mobilo
Kalen Real estate PO Box 788 RICHMOND rentals @kalenre com au 034545 1434 0459 862 453
My Property Natwork 12/66 Nelson Stroat CARLTON linfogmypmnatwork com.au 07 3454 3454
B RentalsRus PO Box 118 ocRE info@rentals.com.au 030222 3333 0420981 133
@ Gerry Green Real Estate 4 Palomar Parade REGENCY PARK adminggggre.com au 08 3434 2343
B Manage My Property 4 Proctor Street DONGASTER info@manage com au 034724 3452
Best Practice Property Management § Collns Street NORTH SYDNEY mystrataclients@gmail.com 131243
B  BestAgents 1 Scroen St FITZROY infogbest com au (03) B840 1504 0422042 042
Neds Real Estate 56 Sprnghield Grescent SPRINGFIELD nedgfiangers. com +61 2 9876 6789 0438 765 432
@  Rathbum Properly 4 Belsham Road LEANYER info@rathburn.com au 084543 43¢

Sunshine Realty 1 Sunshine Street PENRITH ‘sunshinsrealoy @gmail.com 02 6544 4566

Raiph Real Estats 32 Justh Avenue T RIVERVIEWY info@yraipn.com.au 1300434 545 0414 290 797
B RentalsRUs 44 Elkin Drive. ADELAIDE rentals @rentalsus com.au 131214
@ Divine Real Estate 4 Bren! Park Drive MT GAMBIER rentas @divine.com.au 222222
@ 1an Propeny 123456 RIGHMOND james@mond.com 12345678912

Cambrea Roal Estate 15 Game Avenue ROXBURGH PARK ‘admin@cambreare.com.au 03 8568 9565 0419 651 325

[Tess and Co 67 Gerabin Road ROCKHAMPTON tass@tossco.com.au
Syancy Estata Agants. 4 Baisham Ra SYONEY agentggexampia com 020269 4989
Richmond Group Agencies POBox 789 DARLINGHURST ageni@exampie com 029268 4389

SUPPLIERS EXPORT

Go to File>Suppliers

1. Select all suppliers
2. Export

PropertylQ
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PropertylQ Strata () re (@) 000 (] processrs

@ Biling

enctpeiod f]) Reparing

Utilies

Suppliers

(8 e

a Supplier Name - Suppher Code Balance. Type Subury Phane Mobile ABN

B 1800 Hanay Hop. 1800 HANDYPEOPLE $384.00 Handyman BALLARAT 03 9508 6657 0414303 968 9856324 VO
B Agreatjobforless ARCHI $0.00 Electricians HURSTVILLE 9586 4401 0411 116 585 (Sam) 7
@ A1 Plumbing Service. Al $0.00 Plumber 3215646544 | 865785765 Lad
B AlVeluers THOMAS $0.00 vauor PUTNEY 029817 8365 i v
B  Able Plumbing ABLE $0.00 Plumber PALM VALLEY | 0424515115 9858324 4
B Amanda Brown Painiing Services 5000 i 71007283002 00
©  Beinda's handy jobs 808 $1,000.00 Owner, Handyman SMILETOWN 0434 369 841 21434864656 v
@  Bestinsurance BEST $16,700.00 MELBOURNE 23345453 [217]
8  Borg Valuations. BORG $0.00 Valuer SYDNEY 02 TEETETTT 042876543 ST558888 m
©  Boris Venn Handyman Serviees VENN 5000 Handyman EPPING 0413434 345 43264466543 ov
B  Burton Elevators. BURTON §750.00  Lift Contractor ALEXANDRIA AT000142423 Rad
B  Busy Accountants P BusY $0.00 Agent CANBEERRA 123456780 Sv
@  Caims Strata Ply Lid CAIRNS $0.00 Agent GAIRNS 07 454 5254 54545656 (212}
©  Commercial Cleaners of Sydney csA 0.00 74385687536 2]
@ Deannas Electrical PIL DEANNA §13.809.43 Electricians, Gardaning, Plumber, Handyman, Removalist 03 9856 5264 | +61414302000 85975685212 b4
B  Fire Expents. FIRE $26,484.81 Handyman I 67888889 @
&  Glennie Plumbing GLENNIE $824.50 Plumber SYDNEY R
] |mmnom GLENS $0.00 Handyman SMITHTOWN y Me
70 solected

N
Complance | @ Email || 2 Export || B AddMaiingLabsts | + Add | 0 View |

CHART OF ACCOUNTS EXPORT

Go to File>Chart of accounts and select Export

1. Select all chart of account items

2. Export

PropertylQQ Strata

Il 7o [ copatvions | ncome | Empense | Assen | wiasiny | Equiy |

Utilties

@ o

Chart of Accounts

Curranity Logged Ina

a Account Name ~ | ‘Account Group BMC Group Cods Funa Type
W

@  Accountancy Fee - BAS Lt Strata Management & Administration 1011 Admin Expense L4 '
B  Accountancy Fee - Sundry 825 Administration #25 Admin Expense L4
B Accountancy Fee - TAX Consultancy 1102 Admin Expense 4
B Accounting Defout ! Admin income R
‘Accounts Paid in Advance Utilities. ACCREDIT Admin Incame v
@  Acoounts Pain in Advanca ! Dataur SOCREDIT Admin Expanse v
@  Accounts Payable  Default APAYABLE Admin Liabisty L4
B Accounts Receivable  Levy Income: SORECV Cap. Works Asset 4
Additional Servicas Acministration Admin Expense v
@  Admin Fees Administration ADMIN Admin Income: L4
B  Admin Funds Recelved Administration ADFUNDSREC Admin Incame: L4
B Admin Income Defaut Sirata Management & Administration ALEVY Admin Income: 4
@ AdminIncome Test Adrinistraton AINCTEST  Admin Incame v
Administration Cost Management Costs ADMINCOST Admin Expanse 4
©  Agent Dissursement Strata Management & Administration Admin Expanse v
@  Air conditioning repalrs.  Mainienance Shared Facilies. AIRCCON Admin Expense v
B Armsars Notice Income  Administration ARING Admin Income. R
AS1668 controls Firs Services Admin Expenss
252 seloctad e

Go to File>Documents

DOWNLOAD DOCUMENTS

1. Select Advanced search

PropertylQ
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PropertylQ Strata [ re (@) oce (W) rrowosis (§)owes () eoictruics ({]) rerores [P vims  [F) b [3€] tow

FromDate 07/02/2020  To Date Documents

O] Dwe- Name SPn Buiding Name Swvet Nams | um Manager

T 342020 Gash Management Repart - 2018.02.01 to 2020-01.31 pdf 0 Peppemint Garsens. Poavence Bosa Gamtars

O o220 Buling Finorcis Repons oat ” Peppsrmint Garsars. Poa e Bosa Canstars

O 242020 Financisl Report Final 01042015 10:31.03-2020.501 2 Gascads Garders akanstons Drive Aene Fuoa

O w4220 Bulking Finoncel Reports ool Rzt A Bean Ot Jolivea st Raymana
2042020 Buiding Financs Reports oot we2ezt Acua Beach Chib Jelibes St Raymand

O aaam0  Buing Financel Reports ool veiz1 Aqus Beae eiven st Raymana
1642020 Debior mvoice 202044-16 901 " Poppemint Garcens FosAvence Beta Carsiai

O 042020 Dsblorinvoce 2020-04-90 900 ve2i21 Aaua Beah Chb Jelibes St Raymand
G202 Dsvior e 20200408 gt izt Aqua Beach Ch Jiibe St Raymond

O 2020 Financial Report Fina 16-10-2018 o 15-10-2010.pal szt Shangila MacDonacs Sireet Jop AN
A Scrsan Shot 20200326 o £.26.00 pragng % Pepgermin Gardens Poa dvence Bota Camines

O s » PoAverce Beta Carvinin
s1az020 B P Avenue Bota Casines

O svemo " o Avence Bets Carviss
3132020 Lot Posiions Repartpt 2121 Shangata MacDonsics Siroct e

O 3Rm0  Ownerledser- 16102018k 15-10-2019 000 sea stangnia MacDonscs Steet JapAM
27RO MG 101 Propased Busge! DYD12020-31/122020 paf BuG101  BMGion 26 Mars Rosd James Ganl Tosrtne

O 2Tamm@0  Financial Repot Fina B1.01.2018 1 31-12:2010. a1 Bacin BMC1on 26 o Rosa Jornes Con Toentino.

If you have a large database you may have a lot of documents in your database, so we recommend you download documents in
batches.

To download for a single building, use the search icon to select the building
Enter a date range

Search to find documents that fit your criteria

Select all

ok wN e

Download

NOTE
s important you tick ‘search entire database’ so that all documents in all areas of PIQ are captured in the search.

PropertyIQ Strata Fie @ ToDo @ Procsssirg @ Biling End of Period @ Reparing Utites Help @ Log Out
Document Search

R e ' I S L -
Folio Al Folios B Manager Al Mansgers B Last Emaled (from) 7 Last Emailed (10) 7
Supplar s UploadediCraated By  All Users B Last Printed (from) 7 Last Printed (to) ?
B Documont Type Al Types B ‘Search Entirs Database ? (3 o
Document Comment A Search
—
/] Name. S/Plan Lot Supplier Manager Folio. pe. Comments Date Dates.
L\
E5¢30 - Due Notice to 01.10.2020 pdt ) 0 Anne Fiwva Lovy Natica 2842020 Graated: 28104/2020 - 4.
B Lot21- Due Notce to 01-10-2020 paf 2 21 Anne Flva Levy Notice 280472020 Greated: 26/04/2020 - 4
Lot 16 - Dus Noics to 01-10-2020.pf 2 1 Anne Fiwva Lovy Natica 28/4i2020 Croated: 28/04/2020 - 4.
B Lot 15 Due Notce to 01-10-2020.pdf 2 15 Anne Fluva Levy Natice 28472020 Craated: 2810412020 -4...
Emaled: 28042020 - 5

@ Lot 14- Due Noice to 01-10-2020.pdf 2 " Anne Fluva Levy Natice 280472020 Created: 2810412020 4...
B Lot13- Dus Notics t0 01.10.2020,pat 2 13 Anne Fiwa Lovy Natica 28ia2020 Craated: 28:04/2020 - 4.
Lot 12 - Due Notice to 01-10-2020 pf 2 12 Anne Fiuva Levy Natice 284472020 Greated: 2810417

Thers ware 1032 documents found

The documents will download as a zip folder

Ensure you give the folder a name to identify it and then Save

PropertylQ
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Save As: I SP 2233 Cascade gardens docsl I

Tags: ‘ ‘
i Where: | 7! Downloads ' 1:1
Format: = Zip archive

concel_

Repeat to download docs for each supplier and each lot

PropertylQ Strata [ re (@) eo0  [) pocesin  (§] wans emaorpuron (£ resonm Uries ren (3] oson

Document Search

- 5w 3] et R et R
- — B e s i e
o v B Lo Pt o Lon P ) 1
e e Gt B "
Ot St
Nams SPlan Lot Supphor Manager Follo. Type. Comments Date. Outos.
[ Vow [ & oot
To download all documents for a lot, choose the building first
PropertylQ Strata (fg) e (@) woe () proessns Baing emorpared  (f]) Aevorng vates woe (3€] Lovom
Document Search
e pommsmga] v 5] twebw?  [Em] st e
Falio i Feies B Masager Al Managers. B Last Emaied from) ? Last Emalled foh 7
Supalier 2 Uploaded/Created By Al Users B Last Printed firom) 7 Last Printod fio) 7
Documet Narse Bocument Type All Types . Saarch Entire Dutabase 7
ol
0 Name sPan Lot Suppier Manager Follo Type Commants. Date. Dates.

EXPORT BUILDING DATA

Export all building data — go to the utilities menu and select Export Building Data for each building. For full details, see

”

the manual “Export Building Data

PropertylQ
Off boarding guide
06.05.2020

16



‘Currently Logged In as: Belka Carelairs

PropertyIQ Strata File @ To Do @ Processing @ Biling End of Period @ Reporting Utilities @ Log Out R;:esé«;l;;”ﬁ;gt:;

1§ Help

% Control Panel

= AvditTrai

Emailing

%, Export Building Data

@ Mailing Labels

@ Motions Library
(@) security

Settings.

EXPORTING THE DATA

1. Click on the search icon to find the building you want to export
2. Type some key letters in any of the empty boxes on the top line to refine your search
3. Click and then double click to select the building you want to export details for

Proper‘tyIQ Strata File @ ToDo @ Processing Biling End of Period Utiliies @ Log Out

Export Building Data B

N Y| | ) ” Buildings e I
— \ O | sPans | Building Name Stre... Street Name Suburb State | Post Manager Lots | Folio

Flles —pl

Createdom)? | | Creaeago)?| | [l I [ [ | ] =] [

Documents & Files ¢/ @ 4345 [ Dorinca waters o 2 Dorinda Prace PORT AUGUSTA SA 5232 AmeFuva 3

Outgoing Emails ¥ [J 54345  Biackoum Garcens W7 17 Station Street BLACKBURN VIC 3130 FayeGoodman 5 G

: - @ —
Incoming Emails ¥/ [ 543454  Verve 464 King Street NEWCASTLE NSW (2300  Marcus Bottomley 4 NS

The building you are exporting details for shows here
Enter the Created from date you want to include in your export. This will filter for documents that were created or
uploaded after this date. You can hover your mouse over the question mark to see this explanation
3. Enter the Created to date you want to include in your export. This will filter for documents that were created or
uploaded before this date. You can hover your mouse over the question mark to see this explanation
Click here to include all documents and files that fit the date range criteria you entered above
Click here to include outgoing emails that fit the date range criteria you entered above
Click here to include incoming emails that fit the date range criteria you entered above

No v ke

Export when you are ready to export the data

PropertylQ
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Export Building Data | % |

S/Plan 4345 Dorinda Waters 2C o —

Files e e
Created (from) ?  |o1D32016 — Created (to) ?|2Ti0E2018 T .

Documents & Files ¥ = °

Outgoing Emails ¥ -..___- e
o o

e £ Export X Close

Incoming Emails I_I...,,......hI

You will receive a confirmation that the export has been scheduled

Your Export Building Files run has been scheduled. You

@ may view its progress from the sidebar.

= What would you like to do?

Open Sidebar Close

The completed will appear in your job centre on the right side of your screen. You can click on the job to download the zip file

» Al (35)

» Scheduled (0)

 Clususd (0)

» In Progress (0)

+ Completed (34)

Export Building Files
Completed Time: June 27th 2018, 9:03 am

Results:
- BuildingFilesExport 2018-06-27 4345 zip

PropertylQ
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The zip file will show in your downloads

EN BuildingFilesExport...zip

A folder is created for each category

Name Type Compressed size Password ...  Size Ratio Date modified
j Documents File folder 27/06/18 9:07 AM
j Incoming Emails File folder 27/06/18 9:07 AM
[j Outgoing Emails File folder 27/06/18 9:07 AM

You can view each individual item by opening the folder and then clicking on the item

l

Name Type Compressed size Password ...  Size Ratio Date modified
C.T.5. 888777 Financial Reports & E-mail Message 34 KE Mo 49KE 32% 27/06/18 3:01 PM
C.T.5. 888777 Financial Reports 9 E-mail Message 34 KB Mo 49KE 32% 27/06/18 3:01 PM
C.T.5. 888777 Financial Reports 10 E-mail Message 34 KB Mo 49KE 32% 27/06/18 3:01 PM
C.T.5, B8ET77 Financial Reports 11 E-mail Message 34 KB No 49KE 32% 21/06/18 3:01 PM
Debtor Invoice 25 E-mail Message 456 KB Mo 68KB 33% 27/06/18 3:01 PM
. FWD Follow up on maintenance to...  E-mail Message 2KB Mo 4KB 63% 27/06/18 3:01 PM
Heres a letter1 E-mail Message 109KB Mo 169 KB 36% 27/06/18 3:01 PM
Heres a letter 2 E-mail Message 109KE Mo 1I0KB 36% 21/06/18 3:01 PM
Heres a letter 3 E-mail Message 109 KB Mo 169 KB 36% 27/06/18 3:01 PM
Heres a letter 4 E-mail Message 108 KB Mo 169 KB 36% 27/06/18 3:01 PM
Invoice for your Approval 5Plan 88...  E-mail Message TOKE MNo 99 KB 30% 21/06/18 3:01 PM
Lot 1 FWD Pest Inspection 31 E-mail Message 67 KE Mo 92KE 7% 27/06/18 3:01 PM
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MOVING BUILDING BANK BALANCES (IF APPLICABLE)

If new bank accounts are being opened for any buildings you will need to pay out the balance of each bank account to the new
bank account(s)

For each building you need to:

1. Find the amount of cash at bank and the split between the admin and sinking/reserve/maintenance/capital works
funds from the balance bheet

Grgal.'l‘!:) Training Company

Ph: Email
Printed: 18/07/2017 12:37 pm User: Faye Goodman Page 1
Balance Sheet - S/Plan 1288
"BANKSIA GARDENS"
59 ALBERT CRESCENT, BURWOOD, NSW 2014
For the Financial Period 01/01/2017 to 18/07/2017
(Opening as at 01/01/2017)
TOTAL
Administrative Capital Works THIS
YEAR
Assets
Cash At Bank
SP 128864 Main I $5,525.00 $65.00 $5,500.00 I
SP 128864 Investment 1 X 000 x
Receivable $1,570.00 $0.00 $1,570.00
Total Assets $7,095.00 $65.00 $7,160.00
Liabilities
Paid In Advance $1,735.00 $0.00 $1,735.00
Refunds Payable $300.00 $0.00 $300.00
Total Liabilities $2,035.00 $0.00 $2,035.00
Net Assets $5,060.00 $65.00 $5,125.00
Owners Funds
Net Income For The Period $5,060.00 $65.00 §5,125.00
Total Owners Funds $5,060.00 $65.00 $5,125.00

NOTE

2. Create the strata plan as a supplier on PropertylQ and set payment method to cheque or direct. = you can only use
direct if you know the new bank account details for the building

3. Go to Supplier Transactions and use the balance sheet as the invoice image. We recommend you check with your
accountant to determine which chart of accounts code to allocate the invoice to. Ensure you split the invoice between
admin and sinking/maintenance/reserve/capital works funds as per the balance sheet. If you are using a bank cheque,
make sure the amount of the invoice is the balance less any bank charge for the bank cheque

4. If the admin or the sinking fund has a negative balance, you will need to create a credit note for the amount of the
negative balance for that fund

5. Process the supplier payment

PropertylQ
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NOTE
R you had to create a credit note, make sure you tick it first on the supplier payment screen so that the balance in the
funds updates and allows you to make the payment of the balance in the bank account

6. Upload the ABA file or write the cheque if paying by cheque

7. When the transaction shows on your .txn file it will allocate automatically

8. Any bank charges for the bank cheque will show as an adjustment when you process the txn file. We recommend you
check with your accountant for advice on which chart of accounts code to allocate these to

9. You may like to produce another set of financial reports that show the cash at bank as zero and the income/expense
statement will now show the bank charge

IF YOU ARE ONLY REMOVING SOME OF YOUR BUILDINGS FROM PROPERTYIQ
If you are retaining your PIQ database and only removing some buildings, the last step is to make the building(s) inactive

Record the date resigned on the dates tab of the building card
Untick “Active” on building cards

Building B
Address
S/Plan* 388777
Street No Street Name* [Florence |
Manager* Training Manager v
Address2 | |
Folio Group Training £ Suburb [HORNSBY | states [nsw 7|
Building Type* [ Strata "] Building Name|Homsby Towers | Picode 2077 |

Building Sub Type’| Residential v
Total UOE* CET

Active =] Al Inclusive
Debt Collection Payment Plan ]
Dates Charges Info Financials Budget Notes Documents Registers Alerts Work Crders Log of Changes
+ Bank Account + Owner Interest
» Tax Settings » Levy Discount
» Original Proprietor » Parking
» Auditor » Onsite Manager
+ Caretaker

1l Activate ” B Save || *® Cancel

You will be able to view inactive buildings from the buildings screen by clicking on the Inactive tab

P Wa I E=pr—
roper Strata [gg] Fe E] Tomo E] Procossig @ Biling . End of Poriod . Uitos @ Log ut R x
operty & P
Buildings y—|—ﬁm e

(=] SPlan - Buikdng Name. Stestho Seet Name T Sunus T st Post Cade Manager Lats. Faiio
O 1 Ji[ ] |
ERE] - 1 Park Lane KENSINGTON alo pere— 0 an
LIE c HARVARD STREET ADELADE vie 5000 i 3 Rons New £
I Cidesdaio 12 Gifanger SOUTH TARRA ao 4015 Talsha Dallson 2 ap
@ st 0 O Buregh Road BROADBEACH an a2 Ao Flva 0
R Carons 1 James Prace CARLTON e 310 James Janes 0 Ronts New F.
I Utestyie Workns % Goins Stest DARMN Wt o300 Asriey Jones 2 Nt
@ ssar7 Homaty Towers. 15 Florence HORNSBY NEW 2071 Training Manager 1 Group Training
O asisas 12 500 vie Astiey Jones 1 vic

| sorsesss Franseis Losge 7 sz et PARRAMATTA new 2150 Asriy Jsnes 3 New
+ssectsa
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