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INTRODUCTION TO SUPPLIER PAYMENTS

This manual includes all the steps you will need to follow to process supplier payments. This includes processing a payment run
and creating the payment files (ABA or BPay) that you can upload to Active Banking

PROCESSING SUPPLIER PAYMENTS
Go to and select Supplier Payments

| Propertle Strata File @ To Do @ Processing @ Biling End of Period @ Reporting Utilities Help @ Log Out

e Receipts

é‘ Supplier Transactions

Privacy Policy | Terms & Condifions

ﬁ" Supplier Payments

é‘ Debtor Transactions

L Adjustments

é) Activity Log
I

Pay All to pay all supplier payments due

Pay Supplier to pay just one supplier

Pay Building to pay the suppliers for one Building only

Payment Sumaries to view a list of all payments and create reports (see section below — Payment Summaries)
Payment Files to see a list of all files created and download them (see section below — Payment Files)

The cut off date defaults to today’s date, you can select a cut off date to pay all invoices due up to that date
All Managers is the default but you can filter to show buildings managed by a single manager

All Folios is the default, but you can filte to show buildings attached to an individual folio

NV WN R



9. All Approving Users is the default. Users that need to approve invoices can use this filter to view and approve their
own invoices

10. Clear to clear any selections on the screen

11. List invoices to show invoices that fit the criteria you have entered

12. You can Select All to pay all invoices on the screen or Deselect All

13. The supplier name shows here

14. The building the payment is for shows here

15. The date the invoice is due shows here

16. The details entered for each invoice line show here

17. The chart of accounts code allocated to the line item shows here

18. The amount of the line item shows here

19. Allinvoices that were selected as needing internal approval when you entered them via supplier transactions have a
tick in this column. Click in this column to approve the invoice if you are authorised to. (or this may be done by
another user, such as the strata manager.) You can also click in this column if you want to change an invoice to the
needing approval status.

20. Allinvoices that were selected as needing external approval when you entered them via supplier transactions have a
tick in this column. Once these have been approved by the committee, you can approve them by clicking here. You
can also tick in this column if you want to change an invoice to the needing external approval status.

21. Invoices that were selected as Hold when you entered them via supplier transactions have a tick in this column. You
can untick here for invoices you no longer want held or tick if you want to change the status of an invoice to Hold

22. Invoices that are selected and able to be paid show with a tick in this column

23. If a building has insufficient funds to pay the invoice this message shows here. The invoice can’t be selected for
payment until the building has sufficient funds.

24. If a building has Reserve Funds ticked on the building card this message shows here. The invoice can’t be selected for
payment unless you untick Reserve Funds on the building card

25. The balance in the building’s admin fund shows in this column

26. The balance in the building’s sinking/capital works/reserve/maintenance fund shows in this column

27. If a building has a balance limit entered on its building card, and payment of this invoice would take the balance below
that limit, the invoice can’t be selected for payment until either the building has sufficient funds or the balance limit is
decreased

28. The payment date defaults to today’s date but you can alter if you need to

29. Process when you are ready to pay all the selected invoices

30. Close to exit the supplier payments screen
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note
—J You can sort the data on the screen by clicking on a column heading to sort by that heading.

Once you select Process you will be prompted to confirm

Ara you sure you wish to Pay Ine selected Invoices?

(2]

[ [ v |

Yes to confirm you wish to proceed. Your payment run will now process.The task bar on the right of your screen will open and
you will see your completed job in the list.

If you use Folios that have different APCA ID’s and payment details, PropertylQ will create separate payment files for each Folio
The Payment files that were created by the payment run will appear on the screen.
1. Ifyou are using Macquarie direct uploads, select Upload to use the direct upload link to Macquarie.

2. Edit if you want to cancel any of the individual payment lines (see section below — edit a bank file)
3. The completed payment run shows in the job centre on the right of your screen
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NoTE
—J If you are not using the Macquarie direct upload link, select Download to save the file to your computer. Then you can
log in to the bank and upload manually to the bank.

i PropertylQ Strata

Supplier Payments

Currently Logged In sx: Faye Go
Fie @um @ Procossing @ Siting @ End ot Penoa Unises @ Log Out "

| Favau | Pay suspier | Paysuiang | eaymentsummaries
& Refresh
Date. Tyve Bank Type File Name File Status ABDU Satus
w2015 BPAY Macauarie Bank 2050831232412 bpay manual_upload 7 Edit
172015 BPAY Matguare Bank 2015081704422 bpay manual_upioad
182015 ePAY Matquanie Bank 2015081023751 bpay manual_upload
152015 BPAY Matquarie Bank 2015080440359 bpay manual_upioad
amz01s BPAY Macauarie Bank 2015080404013 dpay manual_upload
482015 BPAY Macquarie Bank 20150804035217 bpay manual_upload
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HOW TO EDIT A SUPPLIER INVOICE FROM THE PAYMENTS SCREEN

You can edit a supplier payment from the payments screen by double clicking on the invoice line to open the supplier

transaction screen

F'ropertyIQ Strata Fila @ ToDo @ Processing @ Bling @ End of Period @ Reporing Usities Halp @ Log Out

Supplier Payments

BT e o

Select Edit, make the edits you need and then Save

Papmert bate GTTE0TE | 1 Frocees

There may be restrictions on editing if the invoice relates to a former BAS period or financial year.

Supplier Transactions

Cutoff Date GT/112018 || Al Managars v [AiFaies + | Appraving User | All Users + | [ Giear_| w Lstimoices | [ sesctau || Dessiectai |
Suppher Buidng « Ooe + Detais Accourt Amouet Approval (10)__Ex Approwal (| Hold (23) Selected (0) cmin Siking Balance L | Available Funds,
Tax Suppier % Peppemint Gardens /12016 Admin GST (2018-07.01 2. BAS Claaring s000 Inauficient Funds EES 5796 5000 140 -
Tax Suppier % Peppermint Gardens 112018 Sinking GST (2018.0701 -2 BAS Clearim 20000 Insuficient Funds CES B 000 a0
ManagingAgent  EHTTT Homsty Towsrs  ST1R201E Management Fes (U5/11720...  Management Fee $137%0 $32082 5966414 000 64242
Tax Suppier % Poppermint Gardens 5112016 Admn GST (201605012, BAS Clearmg 4000 Irsuficient Funds 522 3796 5000 a0
Tax Suppier 9 Poppermint Garderns 5112016 Sinking GST (20150501 -2.. BAS Claaring 20000 Irsuficient Funds 5936 5796 5000 140
Franea Swanden - ESATTT Homsty Towers 24100018 LotRehund -refinded as v Paia In Adiance 540000 5320082 59564 T4 5000 6,422
[ssck ot Testes — Tooa7d Homaty Towers 23102018 lawns. Lawn Mowng 522000 5324052 59664 14 50.00 sc42422 |
Maraging Agent 01D The Beryamn IS02018  Management Few (9111720, Managemert Fos 35000 rauicient Funds, 32150 3000 5000 32450
Managing Agent 0610 Th Banjamin 1902018 archeing (D1/112016-3011 . Administratin 5500 Irauficient Funds 52450 5000 5000 S50
Maanaging Agent 081D The Benyamin 1902006 Management Fes (0111720 Management Fee $36000 Insuficieat Funcs 52150 3000 000 s2450
Managing Agent 051D The Benyamin 1902018 archeing (D1/112016-301 ... Administaton 5600 Insuffient Funds 52150 5000 5000 s2450
Managing Agent 1001 Ve Shenion Park 131072018 Management Fes (D1/1120. . Managemert Fon 522660 Irsuficient Funds CE] 5000 5000 50
Mansging Agent 1001 Vios Shenton Pak 1902016 Archiving (D1/11/2018- 30, Administratin 52200 %80 5000 5000 8680
MansgingAgent 1001 VoeShenlon Pak 19102018 Mansgement Fee (01120 Management Fee 22660 %680 000 5000 s600
Managing Agent 1001 Vibe Shenon Pak 19102016 Archiving (01/11/2018-301...  Administiaien 5200 Inauficient Funds 680 5000 5000 5680
Managing Agent 1008 Jordan Maws 1902018 Managemant Fea (0111720, Managemert e $10360 SEETT 00 5601000 50000 533100
MansgngAgent  1231Z3Smihsbouss 1902018 Ivoks Procsssng (01102, Admimstraben 150 Irsuficent Funcs 050 5000 000 050

SUPPLIERS WITH NO PAYMENT DETAILS RECORDED

The Selected column shows suppliers that don’t have sufficient payment details to process payments to them.

If suppliers do not have the following details as a minimum, you will need to edit their supplier card before processing any

payments to them.

e  BPay payment method — biller code field

e Direct payment method — BSB, account number and account title

e Cheque payment method — payee
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Pay Buing | Payment surmanss | Payment Fies

PropertylQ Strata @ Fio @ ToDo @ Processing @ Biing End of Peniod @ Repoiting Uniives Halp @ Log Out

Supplier Payments

Cutoff Date [10112/2018 | [AllManagers v | [All Folios. v | Approving User | Al Users v | Filter by Supplier £ [ % clear | v Ustinvoices Select Al | Deselect All
Supplier Buiding « Date ~ Detais Account Amount Asproval (29) | Ext Approval 22) Hold (28) Selected (0) Agmin Cap. Works BaanceLimt | Avalable Funds

test without bpay 1 The Bachelor Pad 81212018 test Admn Fees $100.00 5] (=} = = §79,647.62 -$29,03008 $500.00 §50,117.54 =
lest without cha 1The Bachelor Pad &n22018 test Admin Fees $8000 & a2 (=} QP §79,647.62 -$29,030.08 $500.00 $50.117.54
Fire Safety Australla 1 The Bachelor Pad 122018 test ‘Admin Fees 510000 [F] [ 7964762 52903008 $500.00 $50,117.54
Fire Safety Australia 1The Bachelor Pad 122018 test2 Admin Fees §20000 & () a = §70,64762 -$29,030.08 $500.00 §50,117.54
Jackof AdTrades 1 The Bachelor Pad 5122018 testd Admin Fees 55000 O =] 2 =] §79.64762 -$29,03008 $50000 $50.117.54
Test without direct 1 The Bachelor Pad 5122018 test Admin Fees $10000 & B §70,647.62 $500.00 $50,117.54

HOW TO EDIT A BANK FILE

If you need to delete one or more payment items from a file you can edit the file.

1. Go to the Payment Files Screen
2. Select the bank file you want to edit and click Edit

PropertylQ Strata [ (@) »o0 (M) rocossra (§) sans () erorcs [P vmses (€] tono
Supplier Payments

I Pay Al l Pay Supplier l Pay Building l Payment Summares

& Refresh

Surenty Logged In wx F

Roe:
31

Dot Type

Bank Type

File Name

Fite Status

22017

282017

3052017 ABA

Macquare Bank

Macquarie Bank

Macquane Bank

20170602133953 aba

20170602123530 aba

20170530125854 aba

manual_upload

manual_upicad

manuai_upload

Tick any line items you want to remove or edit any payment details if you need to

Regenerate File to create a new file

i 201601811235 423 Dae 15062079 - 1123

= Fayes Supotan Paer stz mouet Gancl Paymant
Managng Agen 351000 -
Vg g wn I
> e 3 300 LC : »)
Felio Sapolier 100 636 Buiding 586 32000 =
Febo Segatr 100 [ s0m [}
SN——
‘ I Fmgermiain e : o Cowe
= o o oo
rewre st aneae merual o [ ot | =

NOTE

S
——J If you are using the direct upload function and the file has already been authorised by active banking this function is no
longer available.
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RESTRICTIONS ON PAYMENT FILES FOR THOSE USING AUTO UPLOAD/DOWNLOAD FUNCTION (ABDU)

1. For users of Active Banking direct uploads and downloads, there are restrictions on the editing/uploading of payment
files that have already been uploaded as part of the supplier payments process to remove the risk of making duplicate
payments.

When you click Upload, the file will be sent to Active Banking uploads/downloads (ABDU). The status will update to
Upload in Progress and will then progress to some of the other statuses below. Once the file has one of these statuses,
you won't see the Upload option again.

e Pending authorisation

e Unknown

e  Partially authorised

e Authorised pending balance
e Pending accept

e  Pending posting (BPay only)

e Expired
e Deleted
e Declined

e Upload errors

You will be able to see the edit function for files with the statuses of:

e Expired
e Deleted
e Declined

e Upload errors

PAYMENT SUMMARIES TAB

The Payment Summaries tab shows all previous payment runs and their method.

Click on a payment run to create a detailed report of that payment run.

PropertylQ Strata n- B'ﬁh n—' [;]- @Hdn—t u- @_n.
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Supplier Payments

Chick on payment run to
ceme  download a report

Your report will open in a separate tab
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My Strata Company
Direct Payment Summary for MBL ABA file 20170602133953.aba

Printed: 02/06/2017 01:39 pm User: ams Page 1
Details Bank Account Title Trace A it Lodg Tran Code Amount
Managing Agent 123-456 1212121 title 182-222 542687965 50 $55.00
75486 Liberty City 182-222 542687965 Liberty City 182-222 542687965 DiDi#4 13 $55.00

1 records Debits = $55.00 Credits = $55.00 Nett Amount = $0.00
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