
 
Reporting 
11.12.2023 
0 

 

 

Reporting 

TABLE OF CONTENTS 

Introduction to Reporting ........................................................................................................................................................... 2 

Getting Started ................................................................................................................................................................................ 2 

Building Tab ............................................................................................................................................................................... 2 

Financial Reports ............................................................................................................................................................................. 2 

Preview ....................................................................................................................................................................................... 3 

Strata Roll ........................................................................................................................................................................................ 5 

Full Strata Roll ............................................................................................................................................................................. 5 

Common page ............................................................................................................................................................................. 5 

Insurance details ......................................................................................................................................................................... 6 

Strata committee ........................................................................................................................................................................ 7 

Levy Summary ................................................................................................................................................................................. 9 

Single building ............................................................................................................................................................................. 9 

All buildings ............................................................................................................................................................................... 10 

Schedules ...................................................................................................................................................................................... 12 

Single building ........................................................................................................................................................................... 12 

All buildings ............................................................................................................................................................................... 13 

Compliance ................................................................................................................................................................................... 15 

Lots Tab .................................................................................................................................................................................... 17 

Arrears List .................................................................................................................................................................................... 17 

Export to CSV ............................................................................................................................................................................ 18 

Detailed Report ......................................................................................................................................................................... 19 

Summary Report ....................................................................................................................................................................... 20 

Owner Ledger / Transaction Summary ......................................................................................................................................... 21 

All buildings ............................................................................................................................................................................... 21 

Single lot ................................................................................................................................................................................... 21 

Owner List ..................................................................................................................................................................................... 23 

Tenant List ..................................................................................................................................................................................... 24 

Supplier Tab ............................................................................................................................................................................. 25 

Supplier Ledger ............................................................................................................................................................................. 25 

Supplier - All Invoices Report .................................................................................................................................................... 26 

Management Tab ..................................................................................................................................................................... 27 



 
Reporting 
11.12.2023 
1 

 

Income/Payment Analysis............................................................................................................................................................. 27 

Activity Log .................................................................................................................................................................................... 29 

Audit Trail ...................................................................................................................................................................................... 31 

Permissions ............................................................................................................................................................................... 31 

What’s included in the report ................................................................................................................................................... 32 

Report generation ..................................................................................................................................................................... 33 

Sample – PDF ............................................................................................................................................................................ 34 

Sample – Excel .......................................................................................................................................................................... 34 

Debtor Tab ............................................................................................................................................................................... 35 

Debtor Transaction Report ........................................................................................................................................................... 35 

 

  



 
Reporting 
11.12.2023 
2 

 

INTRODUCTION TO REPORTING 

 
 The reporting area contains options for generating Building, Lots Supplier, Management and Debtor reports.    
 

GETTING STARTED 

To get started go to      . 

 

 

BUILDING TAB 

FINANCIAL REPORTS 

Financial reports can be generated in bulk (across multiple buildings) under the Reporting > Building menu. 

 

1. Building is the default tab 

2. Select the financial menu  

3. Select the reports you want to generate from the first group 

4. You can include last year’s balances for the balance sheet  

5. If you select the income and expenditure report, you have further options 

6. You can include last year’s balances for the income and expenditure report, the current budget, and select whether you 

want to group chart of accounts codes together.  Select the number of months you want to include 

7. If you select the cash management report, you have further options 

8. Select group accounts if you want to group chart of accounts codes for the cash management report 

9. If you select the account ledger report, you have further options 

10. The account ledger report can be filtered to show selected chart of accounts codes  

11. If you select owner ledger, you have further options 

12. Choose whether you want summary or detailed for the owner ledger report 

13. If you choose the expenses and other income report, you have further options 

14. Select the accounting basis for the expenses and other income report from the dropdown list – whether cash or accrual 

15. The default is to inclulde all folios  and all managers but you can select a single folio or a single manager 
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16. If you haven’t chosen a single manager, you can click here to order your reports by manager or you can order reports 

by strata plan 

17. The sequence defaults to Strata Plan, but you can select building name or address 

18. Preparation days determines the buildings that will be included below based on the number of days they are past their 

quarter, six months or end of year date 

19. Quarterly  includes all buildings that are due for for quarterly reports, half yearly includes all building that are due for 

half yearly reports,yearly includes all buildings that are due for their end of financial year reports 

20. Click here to view the buildings that are due for financial reports in each category 

21. You can override the selections above by entering a date here. This will include all buildings that have reports due by 

the date you enter or you can override the selections above by entering a date range here.  This will include all 

buildings that have reports due within the range you specify. 

22. Click to select the global report settings – this will affect all the reports you generate in this run.   You can choose to 

print consolidated schedules for those buildings that have more than one contribution schedule or you can choose to 

split by schedule.   

23. Select include manager name to include their name on the report. 

24. Bulk delivery options - If you tick for office use only, documents will be created for each building but the reports will not 

be sent to anyone. 

25. If you choose for office use only you can choose to split the reports by building if you want.  See section below for the 

options if you don’t choose for office use only 

26. If sending reports, you can select to send to all committee members or only those who are selected as financial reports 

recipients on their committee member card 

27. If you are using owners portal V1, select this option to publishe the reports to the portal accounts of the committee 

members selected above 

28. Preview to generate a preview of your reports 

29. Generate when you are ready to generate and save the reports. This will create a document in the buildings document 

file and send the reports to your selected recipients.  (if you selected for office use only  they will not send to anyone). 

 

PREVIEW  

When you select Preview, a job will be created in the job centre on the right of your screen.  This creates a PDF report that you 

can open to view. A preview is not stored in the building’s documents. 

                                               

If there is a large number of reports, the job centre will create a zip file.  Click on the Zip file to download it. 
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Click on the Arrow to open the zip file 

 

Click on each PDF to view them individually 
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STRATA ROLL 

A strata roll report can be generated under the Reporting > Building menu. 

FULL STRATA ROLL 

1. Use the search icon to select the building  

2. If the building is a multi-schedule building, you can select to print consolidated schedules or print for a single schedule  

3. Select Full Roll and then select the information you want to include 

4. Generate to create a PDF in a new tab 

 

COMMON PAGE 

1. Use the search icon to select the building  

2. If the building is a multi-schedule building, you can select to print consolidated schedules or print for a single schedule  

3. Select Common page and then select the information you want to include 

4. Select Generate 

 

 

Example report: 
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INSURANCE DETAILS 

1. Use the search icon to select the building  

2. If the building is a multi-schedule building, you can select to print consolidated schedules or print for a single schedule  

3. Select Insurance Details then tick the details you want to include 

4. Generate  

 

 

Example report: 
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STRATA COMMITTEE 

1. Use the search icon to select the building  

2. If the building is a multi-schedule building, you can select to print consolidated schedules or print for a single schedule  

3. Select Strata Committee and then tick the details you want to include 

4. Generate to print your report 

 

NOTE: If a building has multiple contribution schedules and committee/council members are assigned to a schedule, the printing 

order is as follows: 

1. Lot owners not assocated with a schedule in alphabetical order 

2. Thereafter each schedule shows in alphabetical order with the lot owners associated wit that schedule showingin 

alphabetial order under each schedule 

 

Example report: 
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LEVY SUMMARY  

SINGLE BUILDING 

To generate for a single building - first select the building 
1. Use the search icon to start searching for the building you want 
2. Enter some key letters in any of the empty boxes on the top row to refine your search 
3. Click on a building to highlight it and then double click to select it or 
4. Select  

 

 
 
 

1. Use the calendar to enter a From and To date range for your report 
2.  Select the type(s) of levy you want to include in the report from the dropdown list.   

The choices are: 
a. Standard and Special 
b. Standard 
c. Special 

3. Generate  
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Example report: 
 

 
 

ALL BUILDINGS 

To Generate for all buildings - 
1. Enter a From and To Date range (the screen will already show the current month) 
2. The default is all folios but you can select a folio from the dropdown list if you only want to print for one folio 
3. The default is for all managers but you can select a manager from the dropdown list if you want to print for one 

manager only 
4. Select the type of levy you want to include in the report from the dropdown list.   

The choices are: 
a. Standard and Special 
b. Standard 
c. Special 

5. Generate  
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Example report: 
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SCHEDULES 

SINGLE BUILDING 

To generate for a single building (include all schedules or a single schedule) – 

1. Tick the checkbox to select a single building 

2. Use the search icon to start searching for the building you want 
3. Search and select the building to highlight it 

4. Select 

 
 

5. Use the Schedule filter to select a single schedule in the building. If wanting to export details for all schedules, leave this 

on ‘All Schedules’. 

6. Click the Export button. This will create the export file via a job in the task bar. 
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Example export: 

The export file for a single building will contain: 

• Schedules summary – general details of the building and all active schedules 

• A sheet per schedule – specific details and lot contributions for the schedule. 

 
 

ALL BUILDINGS 

To generate for all buildings – 
 

1. Keep all filters blank (do not tick single building). 
2. Click the Export button. This will create the export file via a job in the task bar. 
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Example export: 
 

The export file for all buildings will contain: 

• 1 sheet for all Building Schedules – general details of all building schedules 

• 1 sheet for all Schedule Contributions – specific details and lot contributions for each building schedule. 
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COMPLIANCE 

You can export all your building compliance data from the Reporting>Building tab>Compliance accordion. This will allow you to 

bulk export, view and filter information stored in the building compliance registers across your portfolio (Building card>Registers 

tab>Compliance accordion). 

 

1. Select a folio. The default is all folios but you can select a single folio from the dropdown list. 
2. Select a manager. The default is for all managers but you can select a single manager from the dropdown list. 
3. Select a building. You can select a single building using the search icon, or if it’s left blank the export will include all 

buildings. 
4. Select a compliance type. The default is all compliance types but you can select a single type from the dropdown list.  

a. The dropdown options are the building compliance types you’ve created in the Utilities>Settings>Compliance 
tab>Building Compliance Types list. 

5. Select a compliance status. The default is all compliance statuses but you can select a single status from the dropdown 
list.  
a. The dropdown options are the building compliance statuses you’ve created in the Utilities>Settings>Compliance 

tab>Building Compliance Statuses list. 
6. Select a supplier. You can select a single supplier using the search icon, or if it’s left blank the export will include all 

suppliers. 
7. Select the register item status. The default is all (both inactive and active) but you can choose to export just those 

compliance register items that are active or inactive from the dropdown list. 
8. Select the inspection status. The default is all (both required and not required) but you can choose to export just those 

compliance register items that are marked as requiring an inspection or not. 
9. Enter Last Inspection From date here. 
10. Enter Inspection Due From date here. 
11. Enter Last Inspection To date here. 
12. Enter Inspection Due To date here. 
13. Select Export button.  

 
TIP  As an example, if you wanted to export a list of all active compliance register items for all buildings that required an 

inspection next month, you could set the filters to the example below (where dates are for the period you want to run 
the export for). 
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14. Selecting the Export button will create a Building Compliance Export job in your side bar. Go to your jobs side bar to 
view the progress of the job and check for any errors. You can click on the link to download the export file locally. 

 

 
 
 
Example export: 
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LOTS TAB 

ARREARS LIST 

 

1. Select Arrears List 

2. Select Folio to generate for a single folio and then use the search icon to find the folio you want. 

3. If you have enabled Utility Debtor Invoicing, you can choose the type of arrears.  The choices are All, Debtor arrears, Lot 

arrears excluding utility debtors, and Lot arrears including utility debtors. 

4. If you have enabled Debt Collection V2, you can choose the stage of arrears. The choices are Arrears, Final or Legal. 

5. To print arrears for a single building, select Single Building and use the search icon to find the building you want. 

a. Schedule filter: When selecting a single building with 2 or more active schedules, a Schedule filter will also 

appear. You can select a single schedule, or leave it on All Schedules to run a report for all schedules. 

 
6. To print arrears for a single manager, select Single Manager and use the search icon to find the manager you want. 

7. The Arrears Up To and Including date defaults to today’s date but you can alter if you want to. 

8. If the building has interest rules, by default the report will calculate all interest owing to today’s date but you can alter 

if you want.  

a. Interest rules are set up from the Building card>Settings tab.  For detailed information, see the manual 

“Buildings – Settings Tab”. 

9. Choose your report filter to determine what lots/debtors and what levies/invoices appear in the report. The choices are 

Lot/Debtor Total or Levy/Invoice Total. 

a. Lot / Debtor Total (selected by default) 

i. This will filter results by the total arrears amount of the lot or debtor. 

ii. Days overdue filter:  Displays all overdue levies for any lot/debtor where the number of days overdue 

for at least one levy/invoice for that lot/debtor is greater than or equal to the number in the Days 

Overdue field. 
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iii. Minimum arrears filter: Displays all overdue levies for any lot/debtor where the total overdue amount 

for the lot/debtor is greater than or equal to the amount in the Minimum Arrears field. 

iv. Days overdue filter AND Minimum arrears filter: Displays all overdue levies for any lot/debtor where 

the total overdue amount for the lot/debtor is greater than or equal to the amount in the Minimum 

Arrears field AND at least one levy/invoice for that lot/debtor is greater than or equal to the number 

in the Days Overdue field. 

b. Levy / Invoice Total 

i. This will filter results by the individual amounts of the levies or invoices. 

ii. Days overdue filter:  Displays only the levies/invoices for any lot/debtor where the number of days 

overdue for each levy/invoice is greater than or equal to the number in the Days Overdue field. 

iii. Minimum arrears filter: Displays only the levies/invoices for any lot/debtor where the total overdue 

amount of the levy/invoice is greater than or equal to the amount in the Minimum Arrears field. 

iv. Days overdue filter AND Minimum arrears filter: Displays only the levies for any lot/debtor where the 

total overdue amount of the levy/invoice is greater than or equal to the amount in the Minimum 

Arrears field AND the levy/invoice is greater than or equal to the number in the Days Overdue field. 

10. Choose the print sequence. The choices are Strata Plan (CTS/SP/OC), Building Name or Other. 

11. Select Detailed or Summary report format. Detailed is selected by default. 

12. You can include email addresses in the report. 

13. You can include phone numbers in the report (selected by default). 

14. You can include last notice details in the report – this will include a summary of the last notice that was sent to the lot 

owner (selected by default). 

15. You can split the arrears between admin and sinking/reserve/maintenance/capital works funds. 

16. You can group arrears by contribution schedule if the building has more than one schedule. 

17. If you have enabled Debt Collection V2, you can choose to exclude lots that have the checkbox ‘exclude from debt 

collection’ ticked under Debt Collection V2 settings on the lot card. 

18. Export to CSV to export to an Excel spreadsheet 

19. Generate to create a PDF Report  

 

EXPORT TO CSV 

If you choose to export to CSV an Excel spreadsheet will be generated. This will appear in your downloads.  Open the 

spreadsheet 
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DETAILED REPORT   
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SUMMARY REPORT 
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OWNER LEDGER / TRANSACTION SUMMARY 

ALL BUILDINGS 

To generate for all buildings - 

1. Select the Owner Ledger/Transaction Summary  

2. Select Building  

3. Enter some key letters to refine your search and find the building you want 

4. Click on a building to highlight it and then double click to select it or 

5. Select at the bottom of the screen 

6. If the building you selected has more than one contribution schedule you can choose a schedule from the 

dropdown list. or you can create the report for all schedules 

7. Choose which report you want to print.  If you choose Ledger, you can choose Summary   

8. Choose Transaction Summary to create a Transaction Summary report 

9. Enter a date range for your report by clicking on the box to open the calendar 

10. By default the arrears will show in the report as at today’s date but you can alter by clicking on the box to open the 

calendar 

11. Generate 

 

SINGLE LOT 

To generate for a single lot 

1. Select Owner Ledger/Transaction Summary  

2. Select Lot  

3. Enter some key letters to refine your search and find the Lot you want 

4. Click on a lot owner to highlight then and then double click to select  or 

5. Select  

6. If the building the lot owner belongs to has more than one contribution schedule you can choose a schedule from 

the dropdown list or you can create the report for all schedules 

7. Select which report you want to print.  If you choose Ledger, you can click in the summary box to create a summary 

view.  

8. Transaction Summary to create a transaction summary report 

9. Enter a date range for your report by clicking on the box to open the calendar 

10. By default the arrears will show in the report as at today’s date but you can alter by clicking on the box to open the 

calendar 
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11. Click Generate when you are ready 

 

 

Ledger Report – if generating for a whole building, a separate page will be produced for each ledger 

 

Transaction Summary Report 
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OWNER LIST  

1. Select Owner List  

2. Choose the options to include the items you want in the report 

3. Enter some key letters to refine your search  

4. Click on a building to highlight it, and then double click to select or 

5. Select  

6. Select the items you want to include 

7. Generate   

IMPORTANT NOTE:  If you tick the Tenants checkbox, tenant details will replace the owner details in the report. You can 

generate a separate report for tenant details using the Tenant List (see Tenant List for instructions). 

 

The PDF report will be created in a new tab. 

Example report with Tenants unselected: 

 

Example report with Tenants selected: 
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TENANT LIST 

 

1. Select Tenant List 

2. If you use folios, you can choose to print for a single folio 

3. By default, a separate page will be created for each building, but you can untick this box if you don’t want separate 

pages. 

4. You can choose to print for a single manager or for a single building 

5. Choose the print sequence.  The choices are – Strata Plan or Building Name 

6. Choose the report type.  The options are: 

i. All tenants – any lots that are not ticked as owner occupier and have tenant details entered 

ii. Formal tenants – Detailed. Detailed report for any lots that are not ticked as owner occupier, have 

tenant details entered and where formal tenant is ticked  

iii. Formal tenants – Summary.  Summary report for any lots that are not ticked as owner occupier, have 

tenant details entered and where formal tenant is ticked  

7. Select the extra options you want to include in the report 

8. Export to CSV to export to excel 

9. Generate to generate a PDF report in a new tab 
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SUPPLIER TAB 

The supplier tab is where you can print supplier reports - audit trail, paid and unpaid invoices and payments made to suppliers. 

SUPPLIER LEDGER 

 

1. Select supplier ledger  

2. Select All or Single supplier  

3. You can select to print totals only 

4. If you chose Single supplier, use the search icon to find the supplier you want 

5. Select All or Single building (CTS) 

6. If you chose Single building, use the search icon to find the building you want 

7. If you chose Single building, you can select to print by consolidated or split schedules (if you chose all buildings this 

option is greyed out) 

8. Select the report you want to print 

9. Click to open the calendar and print for a date range 

10. Select whether you want to print reports for both funds or for either the admin or 

reserve/sinking/maintenance/capital works fund. 

11. Generate  

Generate Report creates a PDF in the job centre on the right of the page.  Click on the PDF to open it. 
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Example report: 

 

SUPPLIER - ALL INVOICES REPORT 

This report is generated as a csv. Excel spreadsheet 
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MANAGEMENT TAB 

The Management tab allows you to generate reports related to: 

• Management fees 

• Activity logging and charges; and, 

• PropertyIQ audit trail. 

Refer to each section for detailed instructions. 

INCOME/PAYMENT ANALYSIS  

The Income and Payment Analysis reports will allow you to view information, statistics and income totals related to the 

Management, Sundry, Variable and Activity charges that you invoice in PropertyIQ. 

• Income Analysis report – includes amounts that have been invoiced as part of the Fee Schedules run for the selected 

period e.g. gross income. 

o It includes all Management Fees, Sundry Charges, Variable Charges and Activity Charges 

o It includes amounts and invoices that have been paid AND unpaid (current pending invoices) to the managing 

agent supplier e.g. invoice date is dated within the selected report period 

 

• Payment Analysis report – includes payments made to you for invoices raised as part of the Fee Schedules run. 

o It includes all Management Fees, Sundry Charges, Variable Charges and Activity Charges 

o It ONLY includes amounts and invoices that have been paid to the managing agent supplier e.g. invoice 

payment date in PropertyIQ is dated within the selected report period. 

 The Income Analysis and Payment Analysis reports are not intended to be compared against each other, as you may have 

variances between what has been invoiced vs what has been paid in the period. This is particularly true when an invoice dated in 

one period is subsequently paid in another. 

Example scenario: 

▪ Managing Agent Invoice for $100 has an invoice date of 1st May and is then paid on 1st June 

▪ It will appear as $100 in the Income Analysis report dated 1st May  

▪ It will not appear in the Payment Analysis for 1st May. Instead it will appear in the Payment Analysis report dated 1st June as 

that was the date of payment. 

▪ When reviewing the Income Analysis report, you will see the income of $100 in May. And when reviewing the Payment Analysis 

report, you will see the income of $100 in June. 
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1. Select Income/Payment analysis 

2. The date range defaults to the current month but you can click on the date fields to open the calendar and enter a 

different date range.  

3. The Income Analysis report shows all invoices generated 

4. The Payment Analysis report shows all invoices paid  

5. You can include a building summary report 

6. If you use folios in your company, you can choose to break down by folio 

7. You can select to break down the report down by manager 

8. You can include a manager summary report 

                  
9. You can select a breakdown of all charges here 

10. By default, the report includes all folios. Select from the dropdown list if you want to filter by folio 

11. By default, the report includes all managers. Select from the dropdown list if you want to filter by Manager 

12. By default, the report includes all folios suppliers.  Select from the dropdown list if you want to filter by folio supplier.  

This is only relevant if you run a separate strata management company for each folio and have more than one folio 

supplier (entity that receives fees and charges) 

13. Select Export to export a spreadsheet of the report in .csv format 

14. Generate to generate the report in PDF format 

The report will open automatically in a new Tab. 
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ACTIVITY LOG 

The Activity Log report will allow you to view information and charge totals related to activity entered under Processing > 

Activity Log (charged and non-charged activity entries) and subsequently invoiced in PropertyIQ using the Fee Schedules run. 

For example, you can view: 

• Activity for a specific date range 

• Activity for all or single users 

• Activity for all or single buildings 

• Activity allocated to all or single management charge categories 

• Activity allocated to all or single chart of accounts 

• Activity that has been charged vs non-charged 

 

 

1. Select Activity Log  

2. The default is all buildings, but you can select Single building 

3. If you chose Single building, use the search icon to find the building you want. 

4. If you chose Single building, you can choose to print consolidated or split schedules if the building has multiple 

contribution schedules. 

5. The default is to print for all managers, but you can use the dropdown list to select a single manager 

6. By default, the report will print for all folios, but you can select a single folio from the dropdown list  

7. Click here to open the calendar and select a date range for your report 

8. Select the level of detail – whether account summary or full account details 

9. Select the sort order for your report 

10. By default, the report will print for all activities, but you can select the types of activity you want to include here 

11. Generate  to create a PDF report 

The PDF report will open automatically in a new Tab. 
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Example report: 

 

  



 
Reporting 
11.12.2023 
31 

 

AUDIT TRAIL  

The Audit Trail report will allow you to view and monitor changes to important information and data in your PropertyIQ. 

The report can be generated from Reporting > Management > Audit Trail accordion in either PDF or Excel format. 

The report includes changes made to the following areas of PropertyIQ: 

▪ Users 

▪ Roles and permissions 

▪ Supplier details, including payment details 

▪ Chart of accounts 

▪ Bank accounts 

▪ Application settings 

You need two (2) user permissions to access the audit trail report: 

▪ Reporting > Management; AND  

▪ Audit Trail > View  

Users without these permissions will not see the Audit Trail accordion on the Reporting > Management tab. 

 

PERMISSIONS 

You need two (2) user permissions to access the audit trail report: 

1. Reporting > Management; AND 

2. Audit Trail > View  

Users without these permissions will not see the Audit Trail accordion on the Reporting > Management tab. 
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WHAT’S INCLUDED IN THE REPORT  

The below actions and changes to your PropertyIQ data are included in the Audit Trail report. 

Record Type Data available in Audit Trail Report 

Users ▪ Create new user 
▪ Edit existing user 

o Includes changes to user name, login name, address, contact numbers, email, 
role, manager and folio settings, password and active status 

▪ Deactivate or re-activate user 

Roles/Permissions ▪ Create new role 
▪ Edit existing role  (inc permissions) 

o Includes changes to name, description, data access restrictions and role 
permissions 

▪ Delete role 

Chart of Accounts ▪ Create new account 
▪ Edit existing account 

o Includes changes to name, code, fund, type, account group, BMC group, GST 
status, interest account status, tax settings 

▪ Deactivate or re-activate account 

Suppliers ▪ Create new supplier 
▪ Edit existing supplier  (inc payment details) 

o Includes changes to name, code, address, contact details, ABN, GST status, 
delivery settings, duplicate invoice check, license number, compliance setting, 
supplier payment method and payment details 

▪ Deactivate or re-activate supplier 

Bank Accounts ▪ Create new bank account 
▪ Edit existing bank account 

o Includes changes to name, BSB, account number, bank, account type, branch, 
investment details (type, rate, term, maturity date) and bank account notes 

▪ Deactivate or re-activate bank account 

Settings Editing fields and settings under Utilities > Settings for the following areas: 
▪ Company Details 

o Includes changes at global and folio level 
▪ Application settings 
▪ Meetings 
▪ Supplier compliance 
▪ Mailing House 
▪ Portal Integration (portal V1) 

o Includes changes to username, password, ID, URL and override email address  
▪ Bank settings 
▪ Reminders 
▪ File System Related   
▪ Cover Pages 

o Includes changes to cover pages – displays template names only 
▪ Mail Server settings 
▪ Licensing 
▪ Connections 
▪ SMS 
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REPORT GENERATION 

1. Go to Reporting > Management tab > Audit Trail accordion to generate the report 

2. Enter a From Date for the report here 

3. Enter a To Date for the report here 

4. Filter by a single user here or leave this blank to include changes made by all users 

5. Select the type of actions to view 

▪ Create  = records that have been created  e.g. new user, new bank account 

▪ Update  = records that have been edited or changed, and records that have been de-activated or activated   e.g. 

user permission changed, supplier payment details changed, chart of account deactivated 

▪ Delete  = records that have been deleted  e.g. user role 

6. Select the types of records to view 

7. Filter the results by single or multiple entities (optional). For example, select one or two chart of accounts or the bank 

accounts related to a single building. 

8. If you’ve selected to filter the record type (in step 7 above), select single or multiple entities here. 

9. Export the report to Excel here 

10. Generate the report in PDF format here 

 

The report will be available from your taskbar when it’s ready. 
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SAMPLE –  PDF 

 

 

SAMPLE –  EXCEL 
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DEBTOR TAB 

DEBTOR TRANSACTION REPORT  

This reporting area allows you to create debtor reports for all or single buildings, all or single debtors.  You can also generate this 

report as a debtor’s ledger. 

 

1. From the reporting menu, select Debtor  

2. Open Debtor Transaction Report 

3. Select All or Single.  If you choose Single, use the search icon to select the debtor 

4. Select whether you want to generate totals only 

5. Select All buildings or a single building.  If you chose single, use the search icon to find the building 
6. If you chose a single building and the building has multiple contribution schedules, you can choose to print for 

consolidated or individual schedules 
7. By default, the report prints for all managers, but you can select to print for a single manager 
8. If you use Folios, you can select to print for a single Folio 
9. Choose the report type. To create a debtor ledger, select Ledger as the report type.  (you can hover your mouse over 

the question mark to see this message “Similar to the audit trail but will also include opening balances and closing 
balances for debtors”) 

10. Select a date range 
11. Choose the report grouping. If you have chosen the report type Ledger, the only choice is the format Building- Debtor 
12. Generate sends a job to the job centre on the right of your screen. 

 

The Ledger option shows the opening and closing balance for each debtor. 
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Example Ledger report: 

 


