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INTRODUCTION TO SETTINGS

The Settings area allows you to configure PropertylQ for your needs. You can enable/disable system behaviour, set reporting
and template preferences, setup integration connections and more.

This area is normally accessed by administrator users. You can manage access to Settings via user permissions and roles. See the
manual “Users, Roles and Permissions” for full details.

GETTING STARTED WITH SETTINGS

To get started, go to the Utilities menu and Select Settings.

PropertyIQ Strata File @ To Do @ Processing Biling End of Period @ Reporting

% Control Panel

§7 Audit Trail

Emailing

% Export Building Data

@ Mailing Labels

@ Motions Library

“F Portal Control Panel

@ security

Settings
I
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COMPANY DETAILS

| PropertylQ Strata Fio (@) 000 (] processing Biling

End of Period

Cumrently Logged In as: Nicki Scrivener
Role: Adminisirator
02231 30772021

@ Reporting Help @ Log Out

S

ettings

[ EE R  Appiication Settings I Meetings I Supplier Compliance I Mailing House: I Portal Integration I Bank Settings I Reminders I File System Related I Cover Pages and Aftachments I Mail Server Seftings I Licensing I Connections I Statistics .

Company Details
Company Name
ABN

Address

Suburb
State
P/Code
Phone
Fax
Email

Principal

Logo

Folio:| Global Setfings ~

ABA Details

[My Strata Co Remitter{Strata Ply Ltd
32 345 616 Timezone
Level 20
Timezonel (GMT+10:00) Melbourne v
111 Eagle Street
L 1 A
MELBOURNE o Default Format 3 label Across v o
Annual Levy Notices
3000 Email Annual Levy Notices [m]
1313121 Include Annual Levy Notices with Minutes( ]
fi comau |
Bella Carstairs
M, Stcata Company
& Upload Logo |Recommended dimensions for Portal are 250px by 60px

Report Disclaimer & [Liability limited by a {¢heme approved under Professi{

B Save % Cancel

\
\

Organize +  Newolder

1

¢ Favorites
18 Downloads
P Desktop
& OneDrive - Property

4 Libraries
=] Decuments
£l My Documents
J. Public Dacument:
£l My Pictures
1. Public Pictures

& Music

Documents library
Logos

~lagent name lego

=1 Black swan

=I fLINDERS

I house logo

=l House

#Ilago

I Logol

# MYStrata Co

I stretched logo for banner ad
I Swan ity Realty

(5] New Library
=] Pictures

B videos

1. By default, the global settings (for your whole company) show on this page. If you use folios and you want to be able to
generate documents and ABA Files with different details for each folio, you can select each folio from the dropdown list
to update details. (see Folio Settings below)

These are the details that will appear on all documents generated from PropertylQ

3. Select Upload Logo to upload your company’s logo. The recommended size is 250 px X 60 px and the format should be
JPEG or PNG . Find the saved file on your computer and click on it to select.

4. Select here to include an optional disclaimer on reports generated in PIQ. The disclaimer text will appear as a statement
in report headers for reports that include company details.

5. This is the remitter name that appears on your ABA files.

Select from the dropdown list to select your time zone

7. Select from the dropdown list to choose a default label type. Label types are added in the Mailing Labels area. For full
details, see the manual “Mailing Labels”

8. Select here to enable emailing annual levy notices. If this is ticked, annual levy notices will be emailed to lot owners
when they are generated as part of the budget acceptance process. This will apply to all buildings you manage or to all
buildings in a folio if you are editing folio settings.

9. Select here to send annual levy notices with AGM Minutes. If this is selected, the annual levy notice becomes the cover
page of your AGM minutes. This will apply to all buildings you manage or to all buildings in a folio of you are editing
folio settings. You can have one or both options ticked.

10. Save

PropertylQ
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FOLIO SETTINGS

If you use Folios, you can utilise the folio settings so that the information that is merged onto documents comes from the folio
settings. For example, this is useful if your company has different locations with different Directors and you want your
Information Certificates and other documents to show differently for each Portfolio. To utilise this function, your Building
Manager’s role will need to have Folio specific data enabled. For full details, see the Manual “Users, Roles and Permissions”

f PropertyIQ Strata File @ To Do @ Processing Billing . End of Period @ Reporting
Settings

Company Details Application Setfings I Meetings I Supplier Compliance I Mailing House I Portal Integration I Bank Settings I Reminders I File System Related I Cover Pages and Attachmen

Folio: QLD BRANCH v
Company Details ABA Details
Use Folio Company Details Remitter Sirata Pty Ltd
Company Name _ |My Strata Co - QLD BRANCH
Timezone
ABN 5727277777
Timezone (GMT=10:00) Melboume ~|
Address 4 Ann Street |
‘ ‘ Mailing Labels
‘ ‘ Default Format| 3 label Across v
Suburb BRISBANE o Annual Levy Notices
State Email Annual Levy Notices O
PiCode 4000 Include Annual Levy Notices with Minutes_
Phone 07 5454 6281
Fax 121213
Email [100000000_email@deadend.pig |

Principal Kirsty Llewellyn |

@ Upload Logo [Recommended dimensions for Portal are 250px by 60px
Report Disclaimer | |

1. Find the folio you want from the dropdown list. Note: Folios are created from the building card, by selecting the Folios
box on the top left of the building card.

Ensure the Use Folio Company details box is ticked (it will be unticked by default)

You can edit the folio details here.

You can upload a different logo for this folio.

You can enable, disable or set a report disclaimer for this folio here.

You can edit the details here if you want them to be different for this folio.

AN

NOTE

! If you are using the folio option, the merge fields that will be used in your documents and certificates are:

B® DRERR OO B Tiswue

B/ Y oax ¥ % 4

i
:
s
L]
|

Neemal v Font . Sae - Lre Mesy TracH

{agent_block_1}}
{agent_block_2}}
{agent_block_3}}
{{agent_block_4}}
{{agent_block_5}}
{{agent_block_6}}
{{agent_block_7}}

[Ty Y (1)

For full information about merging, see the manual “Templates”
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APPLICATION SETTINGS

The application settings screen contains settings that determine functionality across a number of areas in PropertylQ. See the
details for each section below

+ Edit . . s .
Select the button on the bottom right of your screen to edit your Application Settings

GENERAL

Settings

’V Company Details Application Setlings Meetings I Compliance I Mailing House I Fortal Integration I Bank Seftings I Reminders I File System Related I Cover Pages and Attachments I Mail Server Settings I Connections I SMS I Statistics i|

Applicafion Settings Financial Reporting Setfings
Allocate credits across schedules on Bulk Credit Transfers ? o Consolidate GST Accounts: ?
Allow overdrawing of Fund Balance (but not Account Balance) _o Consolidate Variable & Activity Charges on Financial Reports: ?
Apply character limit to exported CSV files (optimal for Excel): ? Default Company PAYG Account: PayG mo @
Aus Post Charge $0.00

H Default Wages PAYG Account: Wages PAYG oo
GST Rate 10.00% o @

Include Schedul Lot S :o Include Bank Account # on Financial Reports:
Include Schedules on Lot Screen ?

Include Co details on Header:
Income Tax Rate 30.00%

Lock Financials once Final Reports are run _o Income and Expenditure Statement Report

Lock Transactions in a prior BAS period —o Include Opening & Closing Balance: ? @
Enable double-sided printing _® Override Header From Date with Building FY Start Date: ? —@

Print Due Notices with zero balance: 40 Ordered By: AccountName  Account Code e
Print Totals Only on Last Page of Due Notices: 4@

Single Page Arrears Notices ?

Single Page Final Notices ?

Single Page Legal Notices -’_@
Strike Chargeback Levies by Default: ?

Use Chart of Account GST Applicable Setting: 2

# Increase Management Fees 18

1. Select here if you want to allocate lot credits across schedules using the standard allocation rules (see TXN file
processing settings below). When this is not selected, credit balances within a schedule will be applied to levies
within the same schedule only (for past and future dated levies).

2. Select here if you want fund to be able to overdraw individual building funds. For example, when you are processing
supplier payments and your administration fund has no funds but your sinking/reserve/capital works fund does, the
payment will still be allowed. This will not allow the actual bank account balance to be overdrawn.

3. Select here if you want to truncate data when exporting to CSV, where any fields exceed 32,000 characters. This will
avoid any unexpected formatting issues within the file.

4. Redundant field - This is a historical field related to the amount Australia Post charged for handling payments made
at an Australia Post outlet. This fee is now redundant as it’s no longer charged (as at late 2022).

5. This is the GST rate that will be applied to transactions for your GST registered buildings.

Select here if you want to see schedule details for each lot in a new column on the File>Lots screen.

7. The default income tax rate can be entered here for buildings that are ticked to be included in income tax return
reports. When you generate tax return reports, the tax payable will be generated as taxable income x percentage
entered here.

8. Select Lock Financials once final Reports are run if you want to prevent any financial transactions being made for the
financial year that was reported on, once final reports have been run for a building.

9. Select here to lock transactions in a prior BAS period. If this is selected, editing of transactions that took place in a
prior BAS period will be restricted.

10. Select here to make double-sided printing more manageable for certain printing jobs that are manually handled.

a. When the setting is enabled, the system will apply padding/breaks within the PDF file used for manual printing
between each recipient’s notice. This will ensure that the last page of one notice isn’t printed on the first page
of the next notice. When the setting is disabled, the system will behave as it currently does. This does not
impact delivery via BING and email.

b. Setting applies to printing jobs for: Due/Fee Notices, Special Notices, Utility Notices, Arrears/Final/Legal
Notices, Meeting Notices and Minutes, Mail merge letters (Lots & Committee), Utility debtor invoices, and
Debtor statements.

11. Select here if you want PropertylQ to generate notices when you conduct a due notice run, if the balance owing is
zero.

12. Select here if you only want the totals owing on a reminder notice to appear on the last page.

13. Select here to restrict arrears notices to a single page. If a lot owner has multiple arrears they will be summarised.

PropertylQ
Settings
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14. Select here to restrict final notices to a single page. If a lot owner has a multiple arrears they will be summarised.

15. Select here to restrict legal notices to a single page. If a lot owner has multiple arrears they will be summarised.

16. If Charge Strike back levies by default is selected, the box “Strike Chargeback Levies for Arrears/Final/Legal Notices”
will be ticked by default on the Due Notices screen.

17. If this is ticked, when you receive funds on a .txn file that need to be allocated, then the GST setting that you have
allocated for that chart of accounts code will default. For example, if you had a chart of accounts code for bank fees
that is ticked as GST free, then when you allocate funds to that code, the item will be GST free by default.

18. If your management fees are increased by the CPI percentage you can globally increase management fees here.
Management fees are set up in the building card charges tab. This should be done with caution as it will increase
management fees for all Buildings by the percentage entered. (See Increase Management Fees below)

19. Select here if you want to consolidate GST chart of acccounts codes on the balance sheet report into one account.
You can create an applicable name for this account.

20. Select here to consolidate/group all variable and activity charges created by the Fee Schedule run into one generic
line item per invoice for certain Financial Reports (Income and Other Expenses, Funds Management and Cash
Management).

21. Enter a default chart of accounts code for Company PAYG. When processing BAS, PropertylQ will allocate Company
PAYG payments to this account. This account will also be used to report ‘Tax Paid’ when generating an Income Tax
Return report in PropertylQ.

22. Enter a default chart of accounts code for Wages PAYG. When processing BAS, PropertylQ will allocate Company
PAYG payments to this account.

23. Select here to include the bank account number details on balance sheets.

24. Select here to include your company details as a header on program generated documents.

25. Select here if you want to show the opening and closing balances on Income and Expenditure reports.

26. Select here if you want to show the building’s financial year start date as the From date (instead of opening balance
date) when generating an Income and Expenditure Report during a building’s first financial year in PIQ.

27. Select here to determine whether income and expenditure reports are ordered by account name or account code
order.

INCREASE MANAGEMENT FEES

Company Details Application Setting Meetings I Supplier Compliance I Mailing House I Portal Integration I Bank S

Application Setfings
Allocate credits across schedules on Bulk Credit Transfers
Allow overdrawing of Fund Balance {but not Account Balance)
Aus Post Charge 5275
GST Rate 10.000%
Income Tax Rate 30.00P%
Lock Financials once Final Reports are run
Lock Transactions in a prior BAS period
Print Due Notices with zero balance:
Print Totals Only on Last Page of Due Notices:
Single Page Arrears Notices
Single Page Final Notices
Single Page Legal Notices
Strike Chargeback Levies by Default: CPl Increase u
Use Chart of Account GST Applicak

az
O
O
O
az
az
02

2

I # Increase Management Fees

CPI Amount to Increase By:‘ %

Apply character limit to exported

Supplier Transactions Defaults

B Update *® Cancel

Hold
Approval T
1. Select the Increase Management Fees button.
2. Type the percentage amount you want to increase fees by
3. Update
PropertylQ
Settings
11.12.2023
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SUPPLIER TRANSACTION DEFAULTS

| Property|Q Strata File @ To Do @ Processing . Billing End of Period @ Reporting Utilities
Settings

Company Details Application Settings Meetings I Supplier Compliance I Mailing House I Portal Integration I Bank Settings I Reminders I File System Related |

Application Seftings Financial Reperting Settings
Allow overdrawing of Fund Balance (but not Account Balance) [ Consolidate GST Accounts:
Aus Post Charge 52.7 GST Account Label*

GST Rate 10.00/% Consolidate Variable & Activity Chargg|
Income Tax Rate 30.00/% Default Company PAYG Account:
Lock Financials once Final Reports are run

Default Wages PAYG Account:
Lock Transactions in a prior BAS period

Include Bank Account # on Financial f
Include Co details on Header:

Print Due Notices with zero balance:

Print Totals Only on Last Page of Due Notices:
Include Opening & Closing Balance or|
Income and Expenditure Report Order|

Single Page Arrears Notices

Single Page Final Notices

Single Page Legal Notices

Strike Chargeback Levies by Default:

Use Chart of Account GST Applicable Setting:
# Increase Management Fees

Supplier Transactions Defaults
Hold
Approval
External Approval

DD\ DDDDDDDDDIll

I~
@

1. Select here to set the default status for Supplier Transaction invoices on the Supplier Payments screen to Hold here.
Invoices won’t be paid while they are set to Hold status.

2. Select here to set the default status for Supplier transaction on the Supplier Transactions screen as Approval (needing
internal approval) Invoices won’t be paid while they have Approval status.

3. To set the default status for Supplier Transaction Invoices on the Supplier Transactions screen as External Approval
(needing approval from the building’s committee/council) click here. Invoices won’t be paid while they have External
Approval status.

PropertylQ
Settings
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DEBT COLLECTION SETTINGS

GENERAL
These settings are relevant to the Debt Collection V2 feature that must be enabled by PropertylQ.

e Tolearn more about this feature and how to enable it, visit Debt Collection V2 resources page on our website.

e For more detailed instructions, see our Debt Collection V2 help manual.

Debt Colleciion Setfings

Fulio: Payment Plan Statement if you are having difficulties paying your levies, please contact your Strata Manager to discuss payment ?
Min. Amount Overdue  Min. Days Overdue [EDErs
Arrears Notices $50.00 14
Final Notices. $50.00 28
Legal Notices $50.00 56
AND Received Prior Notice A
Reset debt collection stage when debt is less than or equal to $0.00
PAYMENT PLAN STATEMENT
Payment Plan Statement
Payment Plan Statement [ you are having difficulties paying your levies, please contact your Sirata Manager to discuss payment plan options ?

1. Payment plan statement. This is the statement that will appear on arrears, final and legal notices if the building has the

box “Payment Plan” ticked on its building card and you have added the merge field {{&Payment_Plan_Statement}} to
the standard merge templates for arrears, final and legal notices.

PropertylQ
Settings
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https://www.propertyiq.com.au/assets/propertyiq/documents/Debt-Collection-V2.pdf

BUDGET SETTINGS

=

Budget Seftings _,_--"'—— o
RoundTo  $0.05 $1.00 ;:_,..—-o

No Rounding on Budgets
Budget Breakdown Layout

Owner & Contribution Summary Layout

Expenditure Only Layout1 ? Layout1 ?
Expenditure Less Income

Levy Income Cnly

Budget Calculation

Layout 2 ? Layout2 ?

1. Choose whether you want to round levy instalments to the nearest 0.05c or the nearest $1.00

Select to disallow any rounding on budgets

3. Select your preference for budget calculation

a. Expenditure only — the budget will be calculated based only on the expenses you enter (you can still enter
income items — they just won’t be taken into account when calculating the budget)

b. Expenditure less income —the budget will be calculated based on any expenses you enter less any income you
enter.

c. Levyincome only. The budget calculation is based only on the amount you enter as income using the default
levy income chart of accounts code. (You can still enter expense items — they just won’t be taken into account
when calculating the budget)

There are two layout options for printing budgets. You can hover your mouse over the question mark to see full details
about each layout

a. Layout 1 prints in Landscape style

b. Layout 2 prints in Portrait style

5. There are two layout options for owner and contribution summary pages. You can hover your mouse over the question
mark to see full details about each layout.
a. Layout 1 shows a line for each lot
b. Layout 2 allows you to group lots with the same UOE together to reduce the overall size of the report.

PROPOSED BUDGET LAYOUT 1

Group Training Com%any
Proposed Budget for Strata Plan 888777
HORNSBY TOWERS, 15 Florence HORNSBY
Prepared by Group Training Company (ABN )
Ph Fax
Printed 24/07/2017 at 14:47:03 User= Faye Goodman Page 1
lAggregate Units of Entitlement Proposed Adjustment Current Year Last Year
UOE) 220 Budget (01/05/2017-30/04/2018) (01/05/2016-30/04/2017)
Fund- (01005/2018-90/04/2019) Budget Actual Variance Budget Actual Variance

Main Contribution Schedule

Fee-BAS $0.00 $0.00 $40.00 $-40.00 50.00 $0.00 $0.00

Gkt $0.00 $0.00 $1.401.50 $-1,401.50 $0.00 $0.00 $0.00
Bank Charges $650.00 $100.00 $-500.00 $600.00 $100.00 $0.00 $100.00
fodi Caip: Fee $3,000.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Common Electricity $0.00 $0.00 $1.000.00 $-1.000.00 $0.00 50.00 $0.00
Cosiuiion Wiltee $400.00 $400.00 50.00 $400.00 $400.00 $0.00 $400.00
Eactiical $500.00 $500.00 $200.00 $300.00 $500.00 $0.00 $500.00
Group Trainin Com%any
Proposed Budget for Strata Plan 888777
HORNSBY TOWERS, 15 Florence HORNSBY

Prepared by Group Training Company (ABN )
Ph Fax

Printed 24/07/2017 at 14:49:07 User= Faye Goodman Page 1

Main Contribution Schedule

Administrative Fund Proposed Budget Current Actual Current Budget

(01/05/2018-30/04/2019)  (01/05/2017-30/04/2018)  (01/05/2017-30/04/2018)
Expense
Accountancy Fee - BAS $0.00 $40.00 $0.00
Administration Cost $0.00 $1.401.50 s0.00
Bank Charges $650.00 $(500.00) $100.00
Body Corp. Management Fee $3,000.00 $0.00 $0.00
Common Electricity $0.00 $1.000.00 s0.00
Common Water $400.00 $0.00 $400.00
Electrical $500.00 $200.00 $500.00
Erection of Mangement Sign $500.00 $0.00 $0.00
Fire Protection $0.00 $300.00 $0.00

PropertylQ
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TXN FILE PROCESSING SETTINGS

The allocation rules determine how funds are allocated when you process a TXN file and run the Bulk Credit Transfer function.

Tan Processing

Pre-allocation Rules

When processing a TXN file, these rules determing how ach owner deposit will be pre-allocated to the owner's levies
The below rules will be 2pplied in order until one of them matches. Any dissbled ule will be skipped

Order | Enabled Rule

. - Search for matching direct debit transactions o
Search for direct debit transactions ereated via the Billing = Direct Dehit screen for levies thet have not been fully paid. Matehing deposits to the franssetions on the exact amount, and the CRN.The allocation will done according to the detsils of the direct debit transaction. This rule may not be disabled

. z Allocate credit receipts
if all the owner's levies are fully paid, allocate the deposit to eredit. This rule may not be dissbled
5 Z Search for matching special levies
- Search all unpaid special levies (Including those in the futur), and allocate 1o the first one exactly Matching the deposited amount.

Allocate to the oldest levy group
Group all unpsid levies by due date, then allocate to the group of oldest levies i their sum equals the deposited smount
‘You may not enabile both this rule and rule 99 (below).

Allocate to all levies first then back to oldest penalties o
Allocates fo all standard levies first, part peying if necessary. Any remsining amount is aliceate to special levies, starting with the oldest and proceeding in date order. Parfial allocations will be assigned using the Autofil Settings, below
You may not enable both this rule and rule 3 or rule 99

Allocate to levies in due date order, part paying if necessary
£ # Starting with the oldest levy and proceeding in date order, fully andfor partly pay levies until the full amount is allacated. Partial allocations will be assigned using the Autofill Settings, below.
Enabling this rule causes 100% of identifisble owner deposits to be pre-allocated. You can siil review the pre-alioc ations and modify them if you wish

Autofill Settings
These settings dstermine the order in which partial levy allocations are assigned when using Autofill

Autofill Order:
Interest then principle o
Principie then interest

Partial Discounts:

Partial discounts may occur when an owner partially pays a levy in advance. This setting controls whether Autofil calculates and applies. a pro-rata discount on the portion of the levy received. You can manually edit the discount applied, regardless of this sefting e
Autofill partialipro-rata discounts

1. This rule ensures that transactions that have been processed via the direct debit process will be recognised when the
show on the .txn file.

2. This rule ensures that owners are allocated a credit if they pay more than all levies that are due. This rule cannot be
unchecked.

3. Select here to allocate owner payments to future special levies if the amount they are paying matches a future special
levy.

4. Select here to allocate owner payments to the oldest unpaid group of levies if the amount they are paying matches the
group of levies. This rule fosters payment of the oldest owner debts first.

5. Select here to allocate owner payments to standard levies first and then allocate back to special levies, the oldest first.
This rule fosters payment of standard levies first.

6. Select here to allocate levies in due date order, part paying if necessary. This will allocate all owner payments to the
oldest due levies and ensure that they are paid first.

7. Autofill order. Click on the circle dial to choose between allocating owner funds received against interest first and then
principal or principal first and then interest.

8. Select here to tick to apply discounts globally if levies are paid early.

NOTE

The percentage amount of discount, and time period to apply it are all set individually for each Building in the Building
Card>Settings Tab>Levy Discount accordion.

PropertylQ
Settings

11.12.2023

11



DOCUMENT TYPES

Document types are used in PropertylQ to categorise and store files and documents.

There is a default list of document types, however you can edit and create additional types as required.

Document Types

MName

Inzurance Policy
Agency Agreement
Work Order

Cluote

Supplier Invoice o

\oting Shest g o
Meeting r\w/f'h_,

‘ + Add Typs || o View Type |r

1. This area shows the types of documents that are available for your company. Click here to add a new type of
document. See below for a list of default document types you should never alter.

Documant Types

tene Click +Add Type, gve your document Type a name, ther
nsurance Paoloy - G|Ick SaVE'

geney Agreamen
honeey ba Document Type E

Work Oirder
Name{Legal Astion Dosuments| ]

Quote

Suppher |reoice w he Cancel
ting Shest

O View Type

2. Click here to view a document type and edit its name.

™

Partial Disoournts:
Farial dkecunis may ootw When 28 owner panklly pays 3 kvy In aovanse. Ths setting contaks whethor Autefll caiculates and appiies 3 Pro-raca dkcount on the porton of th

L — Click edit and you can then overtype the document Type
i name here. Click Save to save the new name

Hame

Ingyrance Pabey — Document Type ﬂ

pency Agreement
e Nama* Due Motice

Work Crder

Cucts B Delete B Jave [ X Cancel
Seppher Invoice:

ating Shest

Meeting Notice -

D View Trpe
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DEFAULT DOCUMENT TYPES YOU SHOULD NOT ALTER

The following system default document types should never be altered as they draw information from other areas in PropertylQ.

NOTE

~ These document types cannot be deleted.

=  Work Order

®= Quote

= Supplier Invoice

= Meeting Notice

= Meeting Minutes

= Levy Notice

= Due Notice

= Arrears Notice

=  Final Notice

= Legal Notice

= Correspondence

= |nsurance

=  Financial

= Annual Notice

= Published Document

= BAS Report

= Budget Report

= Remittance Advice File

= Tender Request

= Electricity Utility Notice
= Gas Utility Notice

=  Water Utility Notice

= Income Tax Report

= Bas Clearing Journal Summary
=  Work Order Attachment
=  Work Order Email Attachment
= Quote Request

= Quote Attachment

= Quote Email Attachment
= Other Utility Notice

= Cash Book Reports & Statements
= Cash Book Month End

= Change of Owner

PropertylQ
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INCOMING EMAIL TYPES
This setting is relevant to the Incoming Email feature that must be enabled by PropertylQ.

For more details, see Incoming Email Settings and Incoming Email Types sections in this manual.

1. Any existing incoming email types show here
2. Select +Add Type to add a new incoming email type
3. Select View Type to view/edit an existing email type you have highlighted

Incoming Email Types

Name

Repairs o

| + Add Type || O View Type |

PropertylQ
Settings
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MEETINGS

Settings that affect meetings are located on this tab.

Select the button to edit your meeting settings.

1. Thisis the default percentage of lot owners in attendance at a meeting that is required for a quorum. When you create
a new meeting, the percentage entered here will default, but you can override for an individual meeting from the
meeting card.

2. If thisis ticked, when generating meeting notices for a NSW building, it will also generate extra notices to any formal
tenants who are not already selected as the recipient for meeting notices.

3. [If this is ticked, the names of any documents that you attach to a meeting notice, will show at the bottom of each page
of the attachment.

4. |If thisis ticked the time of generation and the user that generated any documents that you attach to a meeting notice,
will show at the top of each page of the attachment.

PropertylQ Strata (@) (@) () rcesra (§)omna [(J) erworrenos  (P) vumes () oacne

Settings
| comoeny Detsis | Avpicaton setinos Suppber Comgiznze | waiing touse | Ponal niegraton | genk Setings. | Remincers | Fie Systempeated | mai remetes | GoverPages. [ wai senersetings | eensng | connectons | sws | sunstes _
Mesting Sefirgs
Percentage For Meeting Guorum [ = =’
Sent Misting Notices to Tenants (NSW onlyj: ?-_o
s et e on g P s | N J
o
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COMPLIANCE

The Compliance tab determines all the functions that affect supplier compliance and the building compliance register.

Supplier compliance

e You can select whether you use an external provider to monitor and update your supplier compliance or whether you
maintain compliance records manually.

e Choosing an external provider allows you to upload data from the Supplier screen in .CSV format to send to the
provider and import the updated compliance data they provide to you. You will need to have an account with the
provider.

Building compliance

e  You can setup and manage your default list of building compliance types and statuses.

e  These will form your default list to choose from when adding or editing items in the building compliance register in
Building card>Registers tab>Compliance Register accordion.

e  Ensures consistency and uniformity in what’s selected by users and what’s shown in reports.

SUPPLIER COMPLIANCE

Edit

Select the button to edit your compliance settings.

’] Company Details I Application Seftings I Meetings Mailing House I Portal Integration I Bank Settings I Reminders I File System Related I Cover Pages and Attachmenis I Mail Server Setfings I Ceonneclions I SMS I Statistics .

Supplier Compliance

Default Supplier Compliance Integration System| Trades Monitor / Solutions IE v

Supplier Compliance ID 830

Restrict Selection of Non-Compliant Suppliers [ ? 3 o
O,
O
- O
B

MNOTE: Please ensure that the ‘Supplier Compliance Reminder’ Schedule Task is enabled under "Control Panel = Scheduled Tasks" o

Supplier Compliance Automated Reminders

<

Suppliers Email To Use| Accounts Email

<

First Reminder 3 Weeks

<

Second Reminder 1 Wesk

<

Expired Reminder 1 Day After

Supplier Compliance Types Building Compliance Types Building C Statuses
Name Name Name
Public Liability - Annual Fire Safety Statement - No Further Action
OHS Cnmpl\anceTest UpnalanAgaln Scheduled
Insurance Compliance o ‘Water Overdue
Electrical Compliance Plumbing inspection Work Order Raised
Police Compliance Pest Control
Projgagional Licence fdin
N 10 FSET 11 . . Acbestos Inspection .
@ Consolidate Type(s) | ‘ + Add Status " O View Status
1. Select whether you want to update supplier compliance manually or select Trades Monitor from the dropdown list.
2. If you are using Trades Monitor, enter your account ID here. This is provided by Trades Monitor.
3. If you tick this box, non-compliant suppliers will not be selectable for work orders, quote requests or invoices
4. If you want to send automated supplier compliance emails, select which of the email addresses entered on the supplier

card you want to send the reminders to

5. Select the time period prior to the supplier’s compliance expiring that you want the first automatic email reminder to
send.

6. Select the time period prior to the supplier’'s compliance expiring that you want the second automatic email reminder
to send.

7. Select the date you want the “compliance expired” email to send

HOTE,
~— If you want to send automated supplier compliance emails, you need to create the appropriate email templates

from the File>Templates>Standard Email Templates tab. For full details, see the manual “Templates”. The names of
existing compliance types appear in this list.

8. If you want to send automated supplier compliance emails you need to enable the scheduled task “Supplier Reminder”
from the Control Panel > Scheduled tasks. For full details, see the manual “Control Panel”.

PropertylQ
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9. The existing supplier compliance types show in this list
10. Use +Add Type button to add a new compliance type
11. Select View Type button to view an existing compliance type

ADDING A NEW SUPPLIER COMPLIANCE TYPE

Supplier Compliance Types

N € |

Name*| Ashestos Safety Cartificat|

-

Public: Lishility

OHS

| Inzurance Compliance

I_BSaveJ X Cancel

Electrical Compliance

Police Compliance

P'°3I Licence

+ Acl_d Type o View Type

1. Select Add Type
2. Enter a name for the new supplier compliance type
3. Save

BUILDING COMPLIANCE

ﬂ Company Details I Application Settings I Meetings Mailing House I Portal Integration I Bank Settings I Reminders I File System Related I Cover Pages and Aftachments I Mail Server Settings I Connections I SMs I Statistics .

Supplier Compliance

Default Supplier C: i ion System| Trades Monitor / Solutions IE v
Supptier Compiance D

Restrict Selection of Non-Compliant Suppliers [ ?

Supplier Compliance Automated Reminders

Suppl\ers Email To Use Accounts Email ?
?
?

<

I

Second Reminder 1 Week

Expired Reminder 1 Day After

MNOTE: Please ensure that the "Supplier Compliance Reminder Schedule Task is enabled under "Control Panel = Scheduled Tasks"

<

<

Supplier Compliance Types Building Compliance Types Building Compliance Statuses
Name Name Name
Public Liability - Annual Fire Safely Statement - No Further Action
OHS Compliance Test Updated Again Scheduled
Insurance Compliance ‘Water Overdue
Electrical Compliance Plumbing inspection Work Order Raised
Police Compliance Pest Control

Frofessional Licence T
Audit Report Test Supplier Compliance Type - Ad 2 specticl 3 -

B Save Cancel

The existing building compliance types show in this list. It will be empty by default for a new client.

Use +Add Type button to add a new building compliance type.

Select View Type button to view an existing building compliance type.

Select Consolidate Types button to merge two or more types together, allowing you to clean up and delete redundant
types.

5. The existing building compliance statuses show in this list. It will be empty by default for a new client.

6. Use +Add Status button to add a new building compliance type.

7. Select View Status button to view an existing building compliance status.

PropertylQ
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ADDING A NEW BUILDING COMPLIANCE TYPE

Building Compliance Types

Building Compliance Type

Name*|Pool Inspection|

J
Water B Save || ® Cancel
Plumbing inspect

Inspaction -

O View Type ™ Consolidate Type(s) | |:

1. Select Add Type
2. Enter a name for the new building compliance type

Compliance Test

3. Save

CONSOLIDATE BUILDING COMPLIANCE TYPES

Consolidate Compliance Type{s) n
e e ———
2 | Seiect Target Complance Type | Ths buicing complisnce type il replsce al selected compiance types below el a
O Name Linked Compliance Items
Name Linked Compliance liems
Fool Fence Compliance 3 [ ] ‘
O Compliance Test Updated Again 2 o
O Pumbing inspection 5
O Pest Control 1
Building Compliance| | A Select Compiiance Type(s) 1o be Replaced o E Electrical Switchboard 1
Asbestos Inspection 1
P Name Linked Compliance ltams T3 Pet mspecion 2
| ool 0 ;
Complancs Test Upal D swmmne FooL 3
s  swiMminG PooL 0 O eectrcal | °
o
| - -
P——— 9 [/] ‘ Pool Fence Compliance 3
B} O Pool 0 -
Pest Control 1 oot 5
Electrical
select || cancel
e . |Gl o]
+ AddType | O ViewType @ Consolidate Type(s) | | # Add Status ‘l O View Status

1. Click Consolidate Types.

2. Click Select Target Compliance Type to choose one target type from the list — this will replace the type/s you select in
Step 7.

Find and select the type.

The number of register items linked to this type will show here.

Click Select.

The selected target type will be shown here.

Click Select Compliance Types to be Replaced to choose one or more types from the list.

The selected types that will be replaced will be shown here.
Click Complete

© PN U AW

You are about to about to replace 2 building

(‘ compliance types, linked to 0 building

compliance items with Pool Fence Compliance.
This cannot be undone. Are you sure you want to

continue?

10. Click Yes to confirm.

PropertylQ
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0 building compliance items have been successfully
updated.

Would you like to delete the 2 building compliance
types that have been replaced by Pool Fence

Compliance?
Mote: This cannot be undone.

Yes

11. You also have the option to delete the old types you’ve replaced. Click Yes to delete, or No to keep them.
You can still delete a type from the list at any time by viewing them and using the delete button.

NoTEI
" You can only delete a type that is not linked to any compliance register items in your PropertylQ.

ADDING A NEW BUILDING COMPLIANCE STATUS

Building Compliance Statuses

Name

NCAZTOEY | Compliance Status
Scheduled

Name*{Complian{ 2 | L

Overdue

Work Orde 68 Save ” % Cancel | I

+ Add Status || 0 WView Status

1. Select Add Status
2. Enter a name for the new building compliance status
3. Save

PropertylQ
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MAILING HOUSE

You can elect to have your documents sent to Bing mailing house for processing (Currently Bing is the only mailing house that
integrates with PropertylQ)

If Mailing House is selected, any documents you generate that are set to Post are sent to the mailing house for printing,
enveloping and posting. You can also elect to have your emails sent by a Bing. You will need to set up your own account with
Bing.

+ Edit
Select the button to enable editing

Select here to enable using a Mailing House

Choose Bing from the dropdown list

Enter the account ID and username provided by Bing
Select here if you also want Bing to send emails
Select the upload interval here

Save

AN S o o

PropertylQ Strata (@)= (@)= (W) roeiu (§) o (D) swareie [ umm (] im0 - hmmE
Settings

Compin Dt | opcsion st | oo Compioe. [ 7ot v | o Setngs | Remies | i Sien Retid | it Teis | Core s | it s setios | tewers | e | 50 | s [
Maing Heuze a
Use Maiing House @ e

Mailing House Type( g Wai v —
Ascount D =

Username

Password = ° N
Send Emails Using Bing?

Upload Interval 10 [Sesonds
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PORTAL INTEGRATION (PORTAL V1)
These settings were for users of Portal V1 — a third party integration with CoreLogic.

These settings are now redundant and are no longer relevant (since 2021). Do not use.

BANK SETTINGS

The bank settings tab records the settings from your bank.

Select the button to start editing your bank settings.

PropertylQ Strata @ Fie E] ToDo E] Processing @ Biling End of Period Unities @ Log Out

Settings

I Company Details I Application Settngs I Suppiier Compilance I Mailng House I Portal Inegraton Remingers I File System Related I Email Templates l Cover Pages I Mai Server Settings I Licensing ] Connections ] SMS I Statistcs. _

Bank Seftings.

(1)
Cheques - e
Use Handwritien Cheques || o
Inciude Header on Cheques ¥ ? g
MICR Ling Positioning
Vertical Coordinate 287
Horizontal Coordinate 6.4

mim

N
Amount in Words Positioning o

LU

Vertical Coordinate 0

Horizontal Coordinate D n
Supplier Payee Posilioning
Vertical Coordinate 0 mm

Horizontal Coordinate 0 mm,

Folio] Giobal Setings ¥ e

Payment Siip Seffings

BPay Biller Refl4533 o
APCA Number (545643 9
APCA Name  [MystrataCo o
o

Macquarie bank should be selected
Select here if you are using handwritten cheques. If this is not ticked, PropertylQ will produce printed cheques

3. If you have selected Include Co. Details on Header in your Applications Settings, you can tick or untick here to alter
whether header details show on cheques

4. These are the positioning details on your cheque stationery. You can physically measure one of your printed cheques

and then enter the co-ordinates here.

5. If you are using folios, and your folios have a different BPay and APCA credentials, you can enter separate details for
each folio. Note: to utilise this function, your Building Manager’s role will need to have Folio specific data enabled. For

full details, see the Manual “Users, Roles and Permissions”

6. If you are a BPAY Biller, your BPAY Biller reference is entered here. This is supplied to your bank by BPAY and they will

supply it to you.
7. Your six-digit APCA ID number is entered here. This is supplied by your bank.
8. Your APCA ID name is entered here
9. Save

PropertylQ
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REMINDERS

The reminders settings area is where you set the timeframe for advance reminders in your diary for specified events.

* Edit
Select the button to edit the reminder settings, then select the length of time you want advance reminders to trigger,

from the dropdown list.

NOTE
/
=d If you alter the reminder periods you should email support@propertyig.com.au and ask for the calendar to be

regenerated so that any existing reminders can be updated.

Currently Logged In =s: Faye Goodman

PropertylQ Strata @ File @ Do E] Processing @ Billing £nd of Period Rk it
Settings

| Company Details | Application Setings I Supplier Compliance | Mailing House | Portal Integration | Bank Setiings File System Related | Email Templates | Cover Pages I Mail Server Settings | Licensing | Connections | sMs I Statistics _

Diary / Calendar Reminders
IMPORTANT. If you change these values, you will probably wantto regenerate the calendar dates (in Utils)hich will update the existing reminders with ihe newvalues.

Buikdings Current AGM Meeting Reminder| 26 Weeks ¥ |
Buildings Next AGM Date Reminder [24 Weeks v
Insurance Renewal Reminder 16 Weeks v

Agreement Date Reminder |16 weeks v |

FILE SYSTEM RELATED

These settings were used for locally hosted PropertylQ clients. All PropertylQ clients are now hosted in the cloud using Amazon
Web Services (AWS), with automated backups and monitoring. The use of drop folders on local servers is not available in PIQ
cloud hosted environments.

These settings are now redundant and are no longer relevant. Do not use.
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COVER PAGES & ATTACHMENTS

This tab is where you can:

1. View and select cover pages (using a custom merge template)
2. View and select attachments (using a saved PDF document in PropertylQ)

Here you can nominate cover pages and attachments at the Global or Folio level as required. These will then be included when
issuing the relevant notices.

TIPS:

e You can also nominate cover pages and attachments at a Building level under File > Buildings > select building >
Documents tab.

e Youcan only use 1 cover page at any time. The cover page at the building level will override any set at the Global or
Folio level. If none is set at the building level, it will use Folio. If there is none for Folio, it will use Global.

e  You can configure and use both an attachment at the building level AND an attachment at the folio or global level.

e When using cover pages and attachments, the print order will be:

Cover page — building or global/folio

o Notice/Report
o Attachments — building
o Attachments — global or folio

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

I Company Details I Applicafion Setlings I Meetings I Supplier Compliance I Mailing House I Portal Integration I Bank Settings I Reminders I File System Related

Folio: Global Settings v|?

Cover Pages and Attachments Mail Se|

Cover Pages Attachments
Arrears Notice Pal Fee Notice Pal
Final Notice B Arrears Notice o p
Financial Reports p|? Final Notice Pl
Legal Notice 2 Legal Notice Pl
Fee Notice pel
Special Notice F
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COVER PAGES

PropertylQ Strata (g« (@) w0 (M) rrceons [§) ans (D) croorwms (P vmes (3] e

e e e e e e e I

Folio] Giaoal Selings

Reminder Notice: aSgn outaceess

e

A Access Regster
CUSTOM TEMPLATE Ad Lot Letier

tem Ad Lot Letisr

Cover Pages
Arears Notice o T — L=
Final Notice s e Hame T
e surance Caim Torm AdInsuiance Clam =
Financial Reports ACT 113mergeTest o  ?
Motice Header Ad Lot Leter

Legal Notice o A Pest Inspection advice A4 Lot Leter

P

o

Special Notice Basa Tempéate - AGT

Acsess Leter - So0e e - Gner A Lot Leser
ACT 118 merge Test Ad Lot Letiar B sae
Aderess Fisd Test Ad Lot Leter
Allanz caim At Insurance Ciam
Az maurance Giam Aé msurance Ciam
Bajot Paper At Lot Leter
Base Terwiate A Lot Leter
Gase Tempiate - ACT Ak Lot Lemer
A Lok Leter
A Lok Letier

e @ @ @ Q@ O

I P P T |

1. The cover pages area defaults to global settings, but if you are using Folios, you can click on the dropdown list to attach
different cover sheets for each Folio

Use the search icon to search for a custom merge document template to attach. This will open the templates box.

Use the New button to create a new custom merge document

Click on at template to highlight it and click on the clone button to clone an existing document

Click on a template to highlight it and click on the Edit button to edit an existing document

Click on a template to highlight it and click on the Select button to select an existing document

Click on a template to highlight it and select Preview to open a preview

Close to exit templates

N U kAE WD

The template editor will open the selected document in a new tab. You can then edit the template. For full details about editing
templates, see the manual “Templates”

F 3 settings % ) O it Template x

C | @ Secure | https//stratarpdata.com/uat/templates

pailable Fields Cover Letter - Reminder Notice

Jeument_date)} Lot Letter *_ Folio: Global N
feurrent_date_display}} B B
notice_recipient)) 8@ DRER OO B G « WOAD % S RDE QR
fowner_block_1]} —

jowner_biock_2)) B T U ax x, x* A 1=
m[::::j}; Format - || Font -~ sie - Lnewel - Teckng - A-¥- S BB AR
Jowner_block_5))
[notice_block_1}}
[notice_block_2}}
notice_block_3})
(notice_block_4})

notice_block_5}) Reminder Notice for {notice_block_1}}
kagent._biock_11)

Enl====mwu g P

levy_block_1)}

tevy_block_2})

evy_block_3})

ey block_41) L1

Hlewy_block 511 L] ]
committze_name}) /
{committee_salutation])

fcammittee_block_2)}
committee_block_3}
iittee block 41

My Strata Company
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ATTACHMENTS

Currently Logged In as. Nicki Scrivener
Propertle Strata @ File @ To Do @ Processing @ Billng End of Period @ Reporting Utiliies Help @ Log Out n‘:; ::n"r:n;;
Settings
ﬂ Company Details I Application Settings I Meetings I Supplier Compliance I Mailing House I Porta)
FolofFoiot _ v|? From Date [041122020 | ToDate | o
e J— om Date (04122020 ] To Documents + Document Entry
Arvears Notice \:I Fee Notice Date ~ Name _ orc.. Building Name: StreetName (L. |U. Ianager Supplier Documen... OnP.
T ] Amearshoice [ 5] [ IMOEIEI\ |l ][] (] L [ | |
1612/._. | VIC Terms of Notice pdf 333 HARVARD PLACE HARVARD S Caroline Fon Comespo %

Financial Reports. ol? Final Notice P
Legal Notice \:I Legal Notice ol
|
Scvosee [ 2

L —

+ Pubish ioPortal | @ UploadMetadata | »~ Edii | v Select | x Close

1. The attachments area defaults to global settings, but if you are using Folios, you can click on the dropdown list to attach
different attachments for each Folio.

2. Select the search icon for the notice type you want the attachment applied to

3. Ifthe document is already saved in PIQ, search and select it from the list

4. If the document is not yet saved into PIQ, upload and save the document from your local computer using the
+Document Entry button

5. Once the document is selected, click the Select button

I Company Details I Application Settings I Meetings I Supplier Compiiance I Mailing House I Portal Integration I Bank Seffings I Reminders I File System Related (CTOLSERRPNEC L SIS Mail Server Setiings I Licensing I Conneclions I Statistics. -
Folieffole 1 v]?
Cover Pages Attachments

e I B S T T 1
e (Y | ceor
Financial Reports | P|? FinalNeice [ p|
SpecialNotice | P

[#sme |

1. The selected attachment will appear here
2. Select Save to save the changes and apply the attachment
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There are two tabs in the mail server settings area — Incoming and Outgoing.

PropertylQ Strata (g 7 (@)oo (M) procossis  (§) 5ueo End of Period vimes (%] wos ou

Settings

I Company Detsils I Applicstion Settings I Mestings I Supplier Compliance I Msiling House: I Portal Intsgration I Bank Settings I Remindsrs I File System Relsted I Cover Pages |VEECIEET ARl | icensing I Connections I SMS I Statistics I

[P Incoming

OUTGOING EMAILS

The outgoing emails settings allow you to configure PropertylQ to send emails to lot owners, suppliers, committee members and
others directly from PropertylQ. You can usually find your mail server settings from the settings area of your email account.

Settings
—— T T T T T T T . P
O N EEE——
Folio: Global Setings. b) °
Mad Surver Setlings —
‘Outgoing Mall Sarver
Mail Server Google : 4
URL smitp gmail com °
Port Number 485 o
Authentication
Authentication Method °
- o
Usermame bellajeancarstairs@gmaid.com o
roes (<)
Sender details - these will appear on outgoing mail
From name Proparty 10 @
From emal piaitestcom.ay 0 {This setting will only have an effect if the Mail server alows it)
Reply to pigEtestcom.au
Send Email Options
| @
Mark Emails as Bulk ’ e’
Max Lecal Emall Reciplents 500 ? 0

Select the Outgoing tab from the Mail Server settings page.
2. The default view is global settings. If you use folios, you can select a folio from the list to set up different mail
server settings if the folio uses another mail server
3. Select your mail server type. The choices are
a. Office 365
b. Outlook
c. Google (gmail)
d. Other (if you select Other, you will need to enter all other details manually)
Once you’ve selected your mail server type your outgoing mail server URL shows here
Once you’ve selected your mail server type your port number shows here

4

5

6. Once you've selected your mail server type authentication method shows here

7. Once you've selected your mail server type, your authentication protocol shows here

8. Enter your email account username shows here your company the email address)

9. Your email account password is entered here

10. Your sender details are entered here,

11. This is the email address emails are sent from and will show in the “from” field of the email. this will show for your
recipients if your mail server allows it.

12. This is the email address you want replies to go to. If a recipient replies to an email you have sent it will be sent to
this address. There are alternative “reply to” options for some email types. These can be set from the Templates
menu>Standard Email Templates

13. Select this option to mark your emails as bulk notifications to reduce the possibility of them being categorised as
spam by the recipient’s email server. Click on What Does this Mean to see this explanation:
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If a particular email address sends out a large
0 number of emails in a short space of time, they can

possibly be marked as a sender of spam.

Setting emails to indicate that they are part of a bulk
or automatic process can help prevent this possibility.
We recommend this setting be ticked.

14. Enter the maximum number of recipients per email. This is often 500 for applications like outlook. If you're
sending an email to more than the specified number of recipients, PropertylQ will automatically create multiple

duplicate emails.
15. Save.

Once you have saved your settings you can click send test email to trigger a test email.

NOTE

e
- If you change these settings and save, the Test mail server settings field becomes available. You can enter an email

address here, select Send Test Email and will receive an email confirming your emails are working

T o commes | oo ] rio sy s | comepages

Folls: Giobal Seftings
Mall Server Settings

Outgoing Mail Server
Mail Server

URL 127,004

Port Number 25

Authentication
Authentication Method

Authentication Protocal

Sender details - these will appear on outgoing mail

From name Property I
From email pin@test com au {This setting will only have an effectf the Mail server allows t)
Reply to piq@lest com au

Send Email Options

7 What does this mean?
Mark Email ‘

Max Local Email Reciplents 500 ?

Tost Mail Server Settings

Send Tost Emai
Email Address mystrataclents @gmail.c

o | comerions ] ¥ | smes
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INCOMING EMAILS

GETTING STARTED

The first step is to ask your email server administrator to create a new imap (pop addresses are not compatible with
this feature) email address on your email server that will not be used by staff members (PropertylQ will clear the inbox each

time it connects)

Once the address had been created you will need to know the following details to proceed with setting up incoming emails:

Email address

Email username

Email password (note: an application password may be required to allow PropertylQ to connect and make changes)
imap url

port

We suggest that you create an email address named something like strata-import@ (yourcompanyname.com.au)

Now, go to

and select Settings

‘urrently Logged In os: ams

PropertylQ Strata Fie @ ToDo @ Processing @ Biing @] End of Perioa Unites E] Log Out ok S e
Settings o
I Company Details I Applicaton Settngs I Suppher Compiiance I g I I I Reminders I File System Related I Emai Tempiates l GCover Pages P o L;lmnq l Connections I Sus I Statisties I PIQ Suppart _
J Name Host Agdress Emal Adoress Last Connection Status Last Connection Time
| | | If | |
. ( |
1. Select Mail Server Settings
2. Select Incoming Email
3. Select Add
PropertylQ
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mailto:strata-import@(yourcompanyname.com.au)

Mailbox Mame® |[Email imports Q

Active Flease verify settings with "Test connection’ to unlock this
Mail Address® strata-import@mysirataco.com.au

Incoming Mail Server
URL* mail.mysfrataco.com.au o

Port’ 993 9

Server Type imap v | = E o

Security Type | SSLTLS ¥ e

Username® straia-impors@mysirataco.com.au o

Password® — |sessssssees 1 o |

After Maove to folder v o
Downloading

Emails
Move Processed |PIQ-Processed @

To Folder*

Move Failed To  |PIQ-Failed @
Folder®

Warning: Flease do not use a personal address. It is recommended that you use a
dedicated addrass (2.g. strata-import@company.com )as the emails will either be moved
from the Inbox or deleted from the mail server (depending on your seleried sefting ~hove).

©

| # Test Connection ”?Delete || n Activate || B Save ” ¥ Cancel |

LN U e WN R

10.

11.

12.

Give the mail box a name you will remember

Enter the email address you created in step 1 above.

Type the details of your company’s incoming mail server. (Your own IT support can help you with this if you need it)
Enter the port number (Your own IT support can help you with this if you need it)

Select the server type from the dropdown list (Your own IT Support can help you with this if you need it)

Select the security type from the dropdown list (Your own IT Support can help you with this if you need it)

Type the username here (usually the same as the mail address)

Type the password for the email address here

From the dropdown list, choose what you want to happen to emails once they are downloaded to PropertylQ. The
choices are:

i. Move to Folder (recommended). When Property 1Q has successfully downloaded the email, the email
will be moved from the inbox (on your mail server) into the folder (on your mail server) specified
below. This is so Property I1Q knows that the email has been imported and won’t re-import the same
email again. You can enter the folder name below, and if the folder you enter doesn’t exist on your
mail server, PropertylQ will try to automatically create the folder for you when you click ‘Test
Connection’.

ii. Delete from Server — If this option is selected, after Property I1Q has successfully downloaded the
email, it will delete the email from your mail server. (This option is not recommended and we suggest
only using this if you have very limited space on your mail server.)

A better approach if you have limited space on your mail server is to use the option Move to Folder,
but every month rename the folder to something like “PIQ-Processed-Jan-2019”, and then “PIQ-
Processed-Feb-2019”. And then you can delete/ archive older folders from your mail server when you
run low on space.
If you selected move to a folder, you will need to provide the name of the folder (or use the default of PIQ-
Processed) Any emails that have been imported by PropertylQ will be moved to that folder.
Regardless of what option you select from the dropdown list, you will also need to provide a folder name (or use
the default of PIQ-Failed) that will be used by Property IQ to move any emails that it cannot import into the
application. For example, if an email has an attachment that is too large to be imported in to Property 1Q, it will be
moved into this folder.
Test Connection to test whether your details are valid, and also to create the folders (specified above) on your mail
server.

PropertylQ
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If your credentials are valid you will see this message:

Connection Successful

Close

If your credentials are invalid the pop-up will show you what the problem is:

Connection Failed

“ Connection error: No such host as

mail.mystrataco.com.au

13.
14.
15.
16.

Delete to delete the connection

If your credentials are valid — select Activate to complete setting up the credentials
If you have made any changes you want to keep, Save before you exit

Cancel to cancel any changes you have made and exit the screen

VIEWING AND EDITING AN EXISTING INCOMING EMAIL BOX

Cumenty Logged In as: sms
Role: Super. tor
0154031752018

PropertylQ Strata Fie @ ToDo @ Processing @ Biing

End of Period

Settings

Company Details | Applcation Seffings | Mestings | Suppiier Compiance | Mailing House | Portal Integration | Bank Settings | Reminders | File System Related | Cover Pages

Mail Setver Seffings

Licensing I ‘Connections I SMS I Statistics I PIQ Support _

n Active | InActive

Host Address

Email Address

Last Connecton Status

Last Connection Time.

[ 1

O gmail st
¥ Email imports

imap.gmail.com

pigemaitest@gmail.com

Imsi\ mystrataco comau

| strata-import@mystrataco com. au

24052018 - 11:33 am

1. Select the incoming email box you want to view or edit

2. Edit
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Incoming Email Box ﬂ

Mailbox Name®  |Email imports | |

Active Flease verify seftings with Test connection’ to unlock this

Mail Address® |strata-impon@mysﬁa’[a{:{:_com_au |

Incoming Mail Server
URL* |n'nai|.mys1rata{:o_com_au |

Port* o3 |

Server Type 0
Security Type S5LMTLS v

Username™ |strata—impor|s@mysﬁatac0.com.au |
Password® Ty |
After Mave to folder v

Downloading

Emails

Move Processed |F'IQ-Pror.essed |
To Folder®

Move Failed To |PIQ-Failed |
Folder

‘Warning: Please do not use a personal address. It is recommended that you use a
dedicated addrass (¢ “rata-import@cempany.com Jas the emails Cer be moved
from the Inbox or o m the mail server (depending on your s etling above).

| # Test Connection ” @ Delete || n Activate H L] Sa_ve ” ® Cancel

1. Enter any changes you want to make
2. Test connection to test the new settings
3. Save when you are ready
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INCOMING EMAIL TYPES
You can allocate types to your Incoming emails to help categorise them (similar to document types but for emails).
Go to Application Settings > Incoming email types.

PropertylQ Strata [Fre [@)» [Wree [§oms ([ srem () romars (e [T e (3] e
Settings

s Tes Rt i
Inccrm el Expenbre aport Cdered By Accoumbams  Account Code
Frint Zers Dot Raminder Notizes -
Frimt Totsis Oy on Lan Page of Reminer Nosces:

Expenrae <1
=0 e Ca dulc. oz .
=4 e fank Rozoumt §on Francen Rt
ar sk Levies by Detuuk: -1
U Char afscoust Gt Appisoh Sotng: “
?
'
Extrm Agpronat ?
P ——
Budam ez symem i Smeent
RoundTo  SLE3 S U0 Paymast Plan Statoment (/Yo 31 72070 SITOUES S35W80 SOAY WV GHA32E COMaZT YU SIREA MATAger 10 SESDLEE BRYTIETE. San 000 F
Mo Ronding on Budgets
i N —— [ y——
Expundiars Ot Layowt 1 Loyt *
* Expeeuire Lexs hcome $Laymez? sLayontz
Loy ncana Duy
ar—
Pre-sscstn il
e
Tos b e e e i ey el e b sepped
o | Enatiea e
“Seach or matching st et ransactons
- crrmten resing > toriges i o ok e iy o ot .3 e AN T shocaton o g o o e e e onsachon T s oy o e e
RN
H
T —
. - e T sy g i et i ek 5 sccial s, g i h e ) s o e i 2 ocatons i e g th Auefd Saings, bekm
Yoy s e ot i i 3o
i s Paril wibion vl b aire g e vl Secing,Eeon:

regarsless of s seirg,

Uty Lise e Trpes

= ity Tyem
Seamcey.
or v .
aanze Sectrery
OmPe Sercey.
Commoe virer s
Pay TV e
Mg hotoe - ot iz s

el e DO [erze [0 veaee |

Uty Final R szt
T Th &3 et o LSty -l ASaS SEaemart. 1 1T 3 i o Uiy 17l P SCSnan, 1 TV &3 B o L0y
P R Srement H T 23 e GRS

Incoming Email Types

MName

Voting Sheet

Praoxy o

Repairs and Maintenance

e’

| += Add Type H & View Type ‘

1. Your existing incoming email types show in this list. It will be empty by default for a new client.
2. Use +Add Type button to add a new incoming email type.

a. Enter a name for the type. Optionally assign a document type for the storage of email attachments, and
optionally select whether you want email attachments to automatically save to this document type when
you allocate the incoming email.

3. Select View Type button to view an existing incoming email type.

PropertylQ
Settings

11.12.2023

32



CONNECTIONS

1.

These are your Macquarie Direct Uploads credentials. These are provided by your Macquarie Bank relationship
manager.

These are your Macquarie Direct Downloads credentials. These are provided by your Macquarie Bank relationship
manager

These are your Macquarie Direct Debit Authority credentials. These are provided by your Macquarie Bank Relationship
Manager.

Invoice Express is no longer available and has been replaced by Automated Invoice Management (AIM) If you would like
more information about AIM, email support@propertyig.com.au

Macquarie Outbound Communications is no longer available

These are your ABN lookup service credentials. This is usually enabled by your implementation team as part of your
account configuration. You can enable ABN Lookup yourself by registering with the Department of Industry Innovation
and Science’s ABN lookup service. Click here for more information about the ABN Lookup Service Once this is enabled,
when you enter an ABN on a Supplier’s card PropertylQ will check the ABN lookup service and advise whether you have
entered a valid ABN. If the ABN is valid, PropertylQ will also tick the supplier as being GST registered.

.PropertyIQStrata B @ [MWexem (§hom (I emoiroms  [(P] vames (] ooow

Settings

o e e e e e ] ~T- I

Connectons.

Macquarie Direct Uploads

Service URL = Hliploac.

Service URL |https:ifwww.macquarie.com.au/ab3directdownloadidownload
e
Password ]
o a5

Startpate

ARLURL [tpsifep sandiox cet comau ]
RootBillerld (12340 ]

ClientID PixewUPEMITVIBNCT J04A0BAMCZ 1260

Waca

Inquiry Service URL

Transfer Service URL.

ClientID

Invoice Express Username

Invoice Express Password

Set Invoice Transaction Date from MIX with Current Date ¥ 7

- setiovice Dug Daic Gom X it CurentDgig 2

o

WOG Servios URL|
WOC Account D | ]
woCsecret | ]
[ GonerotiocToren |

ABN Lookup Service

Service URL [s

i
1
i

 Valigate Cregentials

Currenty Logged in as: ams.

@

Privacy Policy | Terms & Condiions
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mailto:support@propertyiq.com.au
https://abr.business.gov.au/Documentation/Index

If you have SMS enabled, you can test your SMS is working and review your SMS history from the SMS Tab.

SMS SIGNATURE

To edit your outgoing SMS signature, select the Edit button and enter the signature you want here.
This will show on all SMS messages sent from your company.

AT —— —r—

PropertyIQ Strata File @ To Do @ Frocessing @ Billing End of Penod Uilibes @ Log Cut T)“CqT:;::f;‘:
Settings
I Company Details I Application Seffings I Supplier Compliance I Mailng House I Portal nbegration I Bank Seffings. I Reminders I File Systam Related I Email Templates I Cover Pages I Mail Server Setings l Licensing I Connections NS Statstics _

SMS Provider

Cuilgoing SMS Message Signaturedily Stata Co
@ Send Cuslom SMS_| ® View S4S Messages

B Save | % Cancel

SEND CUSTOM SMS (TEST)

You can test your SMS by sending a Custom SMS message to yourself.

Currently Logged In as: ams

PropertyIQ Strata File @ To Do @ Processing Biling End of Period . Utiities @ Log Out Role: S:pzﬁ!l;;:s:?}:c:

I Company Details I Application Settings I ‘Supplier Compliance I Mailing House I Portal Integration I Bank Settings I Reminders I File System Related I Email Templates I Cover Pages I Mail Server Settings I Licensing I Connections (VRN statistics _

SMS Provider

API Credentials (Only Visible for PIQ Support Staff)
Enable SMS Integration ¥ ?
Account SID [AG250170b6205157 10a 133555407 2c T5e.
e |
From Phone Number  [+61433311352

Outgoing SM'S Message Signature [y Strata Co ]

[ sena custom swis_|[ @ view swis wessages | !7

F

= — To (0432545654 — ]2 EEa
- ~ Edit
e 4 ? & Gonditions
+ Signature My Sirata Co N e
e Messages: 1

Length: 34 A4

Estimated Message Cost: $0.20 e

1. Select Custom SMS

2. Select View Text Messages to view a log of SMS messages (see below)

3. Enter your own mobile number

4. Enter the text you want to send

5. The standard signature shows here

6. The number of characters in the message shows here. There’s no limit on the number of characters but once the message
is more than 160 characters you will be charged for a second message.

7. The total cost of the message shows here

8. The number of messages you will be charged for shows here.

9. Send Message

You should receive an SMS to the mobile number you entered.
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SMS HISTORY

To view your SMS history, click on the View SMS Messages button.

Propertle Strata File @ ToDo @ Processing @ Billing

I Company Details. I Application Settings I Supplier Compliance I Mailing

SMS Provider

Outgoing SMS Message Signature [y Strata Co

 Send Custom SHS || @ View SMIS Messages J,-\_.

From [01/08/2016 | To [01/05/2017

End of Period

Settings

SMS Messages

To From 55a0e Stat_. | S/PI Lot Supplier Committee Member Created By Sent Created
S R [ .%DIDIEH [ = == |
B B e TIOTZOTT = UGS, TOTZ0T7 = 1053

042 +61._.  TestMessage<Tes... Sent ams 06/0172017 - 4:44 06/01/2017 - 4:44
041 +61. Hello=Test Strata- _ Sent Boris Wenn Handy.. Training Manager 22/11/2016 - 11:40_.. - 221172016 - 11:40.
042 +61._. TesttosensSMSa.. Sent 688 10 ams 09112016 - 753 09/11/2016-7:53
042 +61. Testto OPTOUTus... Sent 688 10 o ams 09/11/2016 - T:47 09/11/2016 - 747 _.
+61.. +61... Sending Message ... Sent Dean Sc;rce Elect.. ams 31102016 - 2:16 ... - 311M0/2016-2:16 ..
043 +61. Sending Message ... Sent 10 Dante Waterman ams 31/10/2016 - 2:04 3110/2016-2:04 _
045. +61... Sending message ... Sent DARRYL JOHN HA.. ams 31102016 - 1:51 ... : 31M0/2016-1:51 ..
042 +61. Sending Message ... Sent 10 1 ams 31102016-1:28 31102016 -1:27 .
+54. +61. thisis amessage T Sent ams 28/10/2016- 2:38 28M0/2016 - 2:37 _.
042 +61._.  Thisis a test from Sent Brett Earle ams 25102016 - 421 25M0/2016-421 .
042 +61. Test SMS with Sign_.. Sent 1 1 ams 25/10/2016- 4:18 25M0/2016-4:18 _.
042. +61... TestNewSignature... Sent 689 Samta ams 2510/2016-4:05 ...  25M0/2016-4:.05 ..

Statistics.
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Select the date range by clicking in the date fields to enable the calendar

The view defaults to Sent but you can toggle your view to see All, Sent or Error SMS

To refine your search, enter some key letters in any of the empty boxes on the top line
. The details of each SMS show here.



STATISTICS

The statistics tab shows your current position. The statistics from this tab are emailed to the accounts department at PropertylQ
each month by the scheduled task “Lot Count Emailer”.

1. The default view is all folios, but if you use folios, you can select to view individual folios from the dropdown list
2. Your statistics show here

PropertylQ Strata Fie @ 0o @ Processing @ ailing Ena ot erioa Unies @ Logout

I (Company Details I Application Seftings I Supplier Compliance I Mailing House I Portal Integration I Bank Settings I Reminders I File System Related I Email Templates. I Cover Pages I WMal Server Settings I Licensing I Connections I SMS
Sttisics o
Folio: Al Folios. —a
Total  Active Inactive Unlocked
Buildings. ] 63 7 2

Lots 420 75 15 1w
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