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INTRODUCTION TO THE SUPPLIER SCREEN

The supplier screen shows the information relating to supplier records and allows you to perform tasks in bulk, such as updating
compliance details from external providers, emailing, creating mailing labels and exporting.

GETTING STARTED

File

To get started go to and click on Suppliers
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1. Click in the boxes on the left colum to select a supplier (or click in the top row to select All)

2. Type some key letters in any of the empty boxes to refine your search and find the supplier you want

3. The supplier name showsin this column. You can click on any column heading to sort the screen in order of that
heading

4. When you create a supplier, you can create a code for them. This is a handy reference to search by. For full
details, see the Manual “Supplier Card”

5. The balance column shows the total of processed but unpaid invoices tht are currently owing to that supplier. For
detailed information about paying supplier invoices, see the manual “Supplier Transactions”.

6. You can allocate a type that indicates the type of work they do. Ths is handy reference when creating work wrders.
For full details on work orders, see the manual “Work Orders”

7. The supplier’s suburb shows in this column
The supplier’s main phone number shows here

9. The supplier’s mobile phone number shows here

10. The supplier’s ABN shows here

11. The supplier’s compliance status shows here. Two ticks indicates that both their Public Liability and OHS are
current. A cross and a tick indicates that one of the two is invalid, two crosses indicate that both are invalid. Two
question marks indicate that no compliance details have been entered for this Supplier. For details about entering
compliance information, see the manual “Supplier Card”.

12. The screen will default to show Active suppliers but you can toggle to show All, Active or just Inactive suppliers

13. If you are using an external provider to maintain your compliance records, for example Trades Monitor, click the
Compliance button to either export data for submission or to import updated data from the provider. See section
below on Compliance

14. Click on the Email button to send a general bulk email to any Suppliers that are selected on the screen. See section
below on Emailing suppliers

15. Click on the Export button to export the details of any Suppliers that are selected on the screen. See section below
on Export. Do not use this button to export to Trades monitor

16. Click on the Add Mailing Labels button to create mailing labels for any suppliers that are selected on the screen.
For detailed information about mailing labels, see the manual “Mailing Labels”

17. Click on the + Add button to add a new supplier. For full details on adding a supplier, see the manual “Supplier
Card”
18. Click on the View button to view the supplier card for a supplier that is selected on the screen.
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Supplier Name » Supplier Code Balance Suburb Phane Mabile ABN

B00-GOT-JUNK? §62000 Agent DARLING 030508 5857

§35200 Plumber, Removallst, Electicians, Owner PARRAMATTA

BOB 50.00 SMILETOWN
VEMN S0.00 Handyman EFPING

MELBOURNE
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S0.00 Plumbe
$0.00 STKILDA

35555 5000 Handyman SYDNEY 0288765578
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22345 50.00 REDSTCNE 0308767837
5000 Elec

5000 Window Cleaner 901804733 0
5000 00
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COMPLIANCE BUTTON
The Compliance button is used to send your supplier details and receive updated information from an external compliance

monitoring service provider, such as Trades Monitor.

NOTE
= i you are using an external compliance provider, the provider needs to be selected in the settings>supplier compliance

function. By default, only administrators have access to the settings function but your company may have altered permissions.

Currantly Logged In s Faye Goodman

PropertylQ Strata [ e (@) v () oo () o () ewooroms () vmmes (] temcne
Settings
B PRt s ouse | Poregrain | sanksemngs | Remncers | e ysem msae | mai Terpiates | coverPages | wansenersetngs | Lsnang | connectons | svs | susecs [N

Suppiler Compilance

Default Supplier Compiance INtegration System| T130es Monior/SAIONSE ¥

Suppler Comgiance 1D 825

Type some key letters in the empty boxes on the top row to refine your search and find the suppliers you want
Tick the box on the top left to select all (or you can click on the supplier’s individually if you don’t want to send data for
them all)

3. Click on the Compliance button at the bottom of the screen

Propertyla Strata E—-;' File E] BDo E] Processing @ Billing End of Period Usiites @ Log Out

Suppliers B -
L Supphier Name ~ Suppier Code Batance Troe Suburd Pnone Mabie 8N Compiance
@ 1800-Gok-Junk? 1800-GOT-JUNK? 562000 Agent DARLING 03 9538 5657 0414303968 9856324 o =
@ Adam Plumber $35200 Plumber, Removalist Bleckicians, Owner PARRAMATTA 424515115 8858324 s
#  Bob The Builder B8 $000 SMILETOWN 0434 380 841 21434552858 L ad
@ Boris Vienn Fandyman Services VENN 5000 Handyman e 0413434 345 43254856543 L
¥ Bt Eade $50000 Agent MELBOURNE. 0424515115 s
@ DARRYL JOHN HAMMOND $75000 Plumber, Gandening 19354173582 L4 d
% Dean Scarce Slectical PIL DEANSELEC 1840186 Electicians, Gardening, Plumber, Handyman, Removalist 03 9856 5264 +61414382000 85875685212 v
& Folio Supplier 100 m $456001 Handyman 67688350 0
¢ Giens Doors 5000 SMITHTONN 4645464848792 o0
¥  Glens Plumbing $000 Plumber SYDNEY L
@  Gym Equipment Austaiia $0.00 STKLDA 234543333 00
& | Henry The Man 35555 $0.00 Handyman SYODNEY 0289765678 0412654655 1238765 R
@ Homsby Garden Mainenance HORNS 000 Gardening WAHROONGA 0412345 345 21434434545 v
#  Jack ot All Trages JACK 560000 0423045443 v
9 Jouw's Pumbing 245 5000 REDSTONE 0396767837 0402795857 xx
®  John Elecrical $000 Electicians E521485 K
B JOHN RAYMOND SCHMIDT $000 Window Cieaner 90160873311 22
2 jonn e water man 000 ° L2 -
7 semetea

[[comomance | @ Eman [ = Ewon | o Ao maing Laves |+ ase [ & view |
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You will see this screen pop up

Trades Monitor n
E Flease select one of the following options below:

| @ ExportData || @ Upload Data | % cancel

The Export Data button creates an Excel spreadsheet in CSV format that you can send to your external provider.

A [ < o E F G H 1 J 3 L M N ] e Q R s T u v w X ¥ z A AB AC
ID  SoftVend SoftReg SPID  TMID  TMRef OK Name  Contact TID Title  Address Suburb State  PCode Phone  Mobile Fax Email  ABNENtityABN  GST Tiype  SM2TM  TMCommilastUPD Memos
825 PROPERTY Propertylt 14959 1E408 A TESTER N 123456 R First Aid Supplier On 28/01/16 Description | Status | Comments |
925 PROPERTY Propertylt 14960  1E408 TESTZ TEST3  Nobody NN Electriciar 1 Nobody SYDNEY ~ NSW 2000 nadia.tannous@mac 1.23E412 R Supplier Only - Not ! 27/01/16 Description | Status | Comments |
825 PROPERTY PropertylQStrataTe  1E+08 JMAINT Janos Maintainance Lift Cantre 4.25E408 jono@pixalut.com R 22/04/16

825 PROPERTY PropertylQStrataTe  1E+08 Test R
825 PROPERTY Proge: . 08 RA i 3 .

When you receive the updated information from the provider, save it in a place you will remember. Click on the Compliance
button again and select the Upload Data option. Find the file and upload it. This will update the information in PropertylQ.

EMAIL BUTTON

You can bulk email suppliers from the supplier’s screen.

1. Type some key letters to refine your search and find the suppliers you want
Click in the boxes on the left side of the screen to select the suppliers you want (Or click in the box on the top line to
Select All)

3. Click on the Email button

Currenty Logged In sx: Faye
Rox:

PropertylQ Strata

Suppliers = e
Suppiier Name « Supplier Code Baiance Trpe Supurs Frons: Mobile ABN Compiiance

D 1800-Gotunk? o 1800-GOT-JUNK? $62000 Agent DARLING 9856124 L

£1am Prumber $35200 Puumber, Removalist Electricians, Owner PARRAMATTA 2856324 v
- Tne Buiiger 808 5000 SMILETONN 21430654555 v
2 Boris Venn Handyman Services VENN 5000 Handyman EPPING 413434 345 43054458543 v
* Brencane 550000 Agent MELBOURNE 0424515115 v
& DARRYL JOHN HAMMOND $75000 Pumber. Gargening 19358173582 Ll
% Dean Scarce lectrical PAL DEANSELEC $18.401.86 Eveckricians. Gardening. Plumber. Handyman. Removalist 0396565264 +61414392000 85075685212 e
@  Foiio Suppiier 100 11 $455091 Handyman 57888880 @
@  censDoers 5000 SMITHTONN 545464848792 00
&  Glens Pumbing $0.00 Prumber SYDHEY L
¥ Gym Equipment Ausiraia 5000 STHLDA 234543333
% | Henry The Man 35555 3000 Hancyman SYDNEY 0288765678 0412654655 1238766 Lo
¥  Homsby Garden Maintenance HORNS $0.00 Gardening WAHROONGA 0412345 345 2143844545 Lad
#  Jackot Al Traces JACK $600.00 0423945443 s
F  Jow's Pumbing 22345 3000 REDSTONE U3IBTGTBIT 0402799887 XK
@ John Electrical S000 Eieckicians 8521448 K
@ JOHN RAYMOND SCHMIOT 5000 Window Cieaner 20180473311 00
% onn e water man 5000 e -
e

Compiance | @ Emad || ¢ Expon | © Adawaing Lases | +Acs | & view |
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You will see this screen pop up

— Please selectthe email address you would like to
use:

Accounts Email || Work Orders Email || cancel |

All Supplier cards allow for an Account Email address and a Work Orders Email address. For full details on adding the emails, see
the Manual “Supplier Card”. Choose the option you want depending on the subject of your email.

This will open your email acount. Type your message and click Send when done.

TE
note

Recipients will automatically be Bcc’ed so they can’t see one another’s email address

Gheque payments no langer being made

-

These emails are sent from your email account and will show in the Sent items of your email account. To save them into

PropertylQ Strata, you willl need to create a PDF or Image file and upload into Documents. See the manual “Documents” for full
details.
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EXPORT BUTTON

Click on the Export button on the bottom of the screen to export all the supplier information for any suppliers selected on the
screen. Do Not use this button to send information to an external compliance provider such as Trades Monitor

Th

1. Type some key letters in any of the empty boxes on this line to refine your search and find the lot owners you want to
export

2. Click in the boxes on the left to select the suppliers you want to export. (or click in the top line to Select All)

3. Click on the Export button.

Curently Logged in ss: Faye Goodman

PropertylQ Strata File E] Do E] Processing @ Sillng @ End of Period Roke: Aamasror
0137.0 20202017
Suppliers
Suppiler Name Supplier Code Balance Tpe Suburt Phone Mobile ABN Compliance
0 1800-Got-Junk? ° 1800-GOT-JUNK? 52000 Agent DARLING 03 9598 5657 0414303 968 9856324 23 =
aam Plumber 535200 Plumber. Remavalist Electicians, Owner BARRAMATTA 0424515115 856324 s
El The Builder 808 5000 SMILETOWN 0434 369 841 21434654656 v
@ Boris Venn Handyman Services VENN 5000 Handyman EPPING 0413434 345 43254456543 s
¥ eetsaie $500.00 Agent MELBOURNE 0424515115 4
¥ DARRYL JOHN HAMMOND $75000 Piumber, Gardening 19354173582 L4 d
#  Dean Scarce Blectrical PIL DEANSELEC $13.40186 Electicians, Gardening, Plumber, Handyman, Removalist 03 0856 5264 +61414302000 85075685212 s
@ Folio Supplier 100 m $456001 Handyman 67688883 +@
#  Giens Doors 5000 SMITHTOWN 4645464848732 (212]
¥ Glens Plumbing $0.00 Plumber SYDREY L d
#  Gym Equipment Auswalia 5000 STKILDA 234543333 (212]
@ [Henry The Man 35555 5000 Handyman SYDNEY 0288765678 0412654655 1236766 v
®  Homsty Garden Maintenance. HORNS 5000 Gardening WAHROONGA 0412345 345 21434434545 s
@ Jackof All Trades JACK $500.00 0423045443 s
#  Joe's Pumbing 22345 5000 REDSTONE 0398767837 0402730867 XX
¥ Jonn Electrical 50.00 Electicians 8521448 .
# JOHN RAYMOND SCHWIDT $0.00 Window Cieaner $0180473311 o0
# John the water man 5000 o 00 -
3% scectes
compliance || @ emai |[ 2 Expon | @ Agomaiting Labers | + Aca | @ view |

is will create an Excel spreadsheet in CSV format.

A B 4 o E F G H 1 J K L M N o 3 Q R s T u v w X \ z AR L
|Nsme  Supplier CABN Contact Address 1 Address 2 Address 3 Suburb  Postcode Phone  Mobile  Fax Accounts | Work OrdiType  Payment [ Cheque P.BPAY Billz BSB Account NAccount T Public Lial Public Lial OHS Statu OHS Expir Complian:Last Paid Date
Sundry Crediter testing a really long name to see what happens Cheque  dafhgdjf Owner Unknown 01/04/16 10/05/16
Managing Agent 5.45E+08 Direct Managing 65887 123-456 1212121 title 23f01/17
|Tax Creditor address 1 address 2 SUBURB 3333 Bpay mrsupplic 43435 18/08/16
Dean Scar DEANSELE  8.6E+10 82 Charter Carlton VIC 3053 03985652 6.14E+10 stephanie steveh@g Electriciar Bpay DeanScar 12345 182-222  5.87E+08 Dean Scar Valid 01/11/14 valid 01/11/14 24/10/14 06/01/17
TESTER 123456 stephanieb@proper Direct TESTER 111-111  1.11€+08 TESTER  Valid Invalid 28/01/16 25/08/16
Locksmith LOCSUP  5.41E+10 John Smit 3 City Street Melbourn 3000 85861245 rebeccapé rebeccapiSecurity Cheque  John Smith 183-334 2245784 Locksmith Valid 01/0%/14 Valid 17/10/16
|rona GARDENS 1.25E+09 ron currie street adelaide 5000 4.28+08 rebeccap( rebeccapg Gardening Cheque  Ron A 5688 Restrictec 31/12/14 Invalid 28/02/15 01/12/14 11/07/16
1800-Got- 1800-GOT- 9856324 PO Box 1274 DARLING 3145 03 9598 56 0414 303 968 steveh@g steveh@gAgent  Bpay 12345 valid 01/03/18 valid 01/03/18 02/03/17 23/03/16
0 | DARRYLJOHN HAMN 1.94E+10 rebeccapi rebeccap{Plumber Direct 96503 182-222 | 5487521 Chester p, Valid 31/01/16 Valid 23/12)15 29/04/16
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ADD MAILING LABELS BUTTON

Use the Add Mailing Labels button to create labels that can be printed later from the Mailing Labels area.

1. Type some key letters in any of the boxes on the top line to refine your search and find the suppliers you want to print
labels for

2. Click in the boxes on the left side of the page to select the suppliers you want. (Or click in the top line to select all
suppliers on the screen)

3. Click on the Add Mailing Labels button

Curmenty Logged in sx. Faye Goodman

| PropertylQ Strata (&) e E]lwo Bm E]mnq Emmmm Usiies E] Log Qut P —

Suppliers B -
Suppiier Name Supplier Code Balance o Type Suburb Fhone Mobiie A8N Compliance

@ 1800-Got-Juni? 1800-GOT-IUNK? $62000 Agent DARLING 03 9596 5657 0414 303 968 9856324 I
#  adam Piumber $35200 Plumber, Removalist Electricians, Ouner PARRAMATTA 0424515115 9856324 e
# g The Buiger 808 $0.00 SMILETOWN 0434 369 841 21434654656 2
’ gd\mm Hangyman Services VENN $0.00 Hanayman EFFING 0413434 345 43254456543 A

Brett Earle. $600.00 Agent MELBOURNE 0424515115 Cad
¥ DARRYL JOHN HAMMOND §750.00 Plumber, Gardening 19354173562 v
®  Dean Scarce Electical PIL DEANSELEC §$18401.86 Electricians, Gardening, Plumber, Hangyman, Removaiist 039856 5264 +61414392000 85675685212 d
@ Folio Supplier 100 m $5838.02 Handyman 67836889 v0
@ GensDoors 5000 SMITHTOWN 4645464848752 00

Giens Plumbing $0.00 Plumbed SYDNEY i
@ Gym Equipment Australia 50.00 STKILDA 234543333 [>1]
@ Henry The Man 35555 $0.00 Handyman SYDNEY 0288765678 0412654655 1238766 o
®  Homsby Garden Mainienance HORNS $0.00 Gardening WAHROONGA 0412345 345 21434434545 L
@ Jackof All Trades JACK $600.00 0423045443 el
@ Joes Pumbing 22345 $0.00 REDSTONE 0398767837 0402799887 XK
#  John Electrical $0.00 Electicians 8521446 X
@ JOHN RAYMOND SCHMIOT $0.00 Window Cleaner 20180473311 “
¥ Jonn the water man $0.00 o0 -
35 selected

compliance | @ Email |[ @ Expont | ® Acd Mailng Labeis || + Aca | o view |

Add Mailing Labels [ x|

Type: Suppliers
Address Options

® Contact Details

| + Ada | x cancel

The contact details circle is selected by default. Click on the + Add button to create the mailing labels job. For full details on
printing mailing labels, see the manual “Mailing Labels”

ADD BUTTON

Click on the +Add Button to add a new supplier to the program. For full details on adding a supplier, see the manual “Supplier
Card”

VIEW BUTTON

Click on the View Button to view the supplier card for a supplier that is selected on the screen. For full details on the supplier
card, see the manual “Supplier Card”
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