PropertylQ

Adding suppliers and the suppliers card
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INTRODUCTION TO SUPPLIER CARD

The supplier card stores all the information for each supplier, including their contact details, payment method, compliance and
history.

GETTING STARTED

File

To get started go to and select Suppliers

Proper'(le Strata File @ To Do @ Processing . Billing End of Period @ Reporting Utilities

0 Buildings

8 Lots / Owners Privacy Policy | Terms & Conditions

27:3 Property Managers
@ Suppliers

=) osvtors

@ Bank Accounis

0 Chart of Accounts

ﬂ Access Register

O Documents
O Templates

ADDING A NEW SUPPLIER

To add a new Supplier, click on the +Add button at the bottom right of the Supplier Screen.

Sumently Logged In as: tiela Carsiars
Properfyl QQ Strata Fie E] ToDo E] Processing Billing End of Period @ Reporting Utiities Help [Z] Log Out Role: Administrator
0.158.1 11/92018
Suppliers ) T
[E] Suppiler Name ~ Supplier Code Balance Type Suburb Phone Mobile ABN Compliance
Ol I.[ ] [ ] [ Ji ] [ Ji ] [ Ji ]
O 1800 Handypeople 1500 HANDYPEOPLE 575400 Handyman BALLARAT 03 9593 5657 0414 303 968 9856324 v0 -
[ AG Thomas Valuations THOMAS $0.00 Valuer PUTNEY 02 0817 8366 44
[ AJ. BLUNT PAINTING CONTRACTORS PTY. LTD. $0.00 71007933002 00
O Adams Plumbing ADAMS $352.00 Plumber PARRAMATTA 0424515115 9856324 44
O acMPumoing AGM $200.00 Plumber 3215646544 885765765 L4 d
O Archi-Qs Pty Ltd ARCHI $000 Electricians HURSTVILLE 9536 4401 0411 116 595 (Sam) L4
[ Baulknam Brook Pools TiAs PoolWerkx Chermybrook BAULK $0.00 Plumber TOONGABBIE EAST 0413 440 634 45555444 24
O Borg Valuations BORG 5000 Valuer SYDNEY 02 76676777 042676543 57558535 70
[ Boris Venn Handyman Services VENN 000 Handyman EFPING 0413434 345 43054456543 ov
O Busy Accountants P/ BUSY 550000 Agent CANBEERRA 123456789 v
[ caims Sirata Pty Lid CAIRNS $0.00 Agent CAIRNS 07 454 5454 54545856 oe
[ Charoo Gardening Services 5000 Gardening 44
) Clean Green Strata Maintenance BOB $500.00 Owner, Handyman SMILETOWN 0434 360 841 21434654656 4
O Deannas Electrical PIL DEANNA, 52126386 Electricians, Gardening, Plumber, Handyman, Removalist 03 9856 5264 61414332000 85975685212 24
O Envirocivil NSW Pty Lid ENVIR 5000 Gardening oe
O Fire Safety Australia FIRE $21540.94 Handyman 67232530 v
O Gary Mooty $0.00 Electricians 00
[ Geordie Decorator GEO 5000 Painter BATTLE 0430 456 739 32165438 00 -
0 setectes
Complance || @ Email | o Expor | o Addvaiing Labss | + aca [ view |

PropertylQ
Supplier Card
22.07.2020

1



1.

2.

Type the Supplier’s ABN

NOTE

Click on the ASIC Button. This sends a validation query to ASIC This is a free service but you will need to have an
account set up with ASIC, and enter the account details in your Settings. For more details, see the “Settings” manual.

Name*
Code

License

Balance

ABN n [15812521212]

~ Supplier Types b LastPaid ‘

~ Payment Method
Amount
Biller Code*
CRNStart 0 CRNEnd [0
Amount Start 0 Amount End 0 If?N ,

Contact

Address Contact
Phone 1 Phone 2
Check Refinv. ¥/  GST Registered D e
Active®  Sundry Supplier Suburb State Accounts Email Email remittances
No Postcode Work Orders Email Email Tender Requests

5000

——— ]

Test Scan

ljw:\.m
1

1.

[some [ xce]

If the ASIC search finds a valid ABN, the name of the company will automatically populate and GST registered is ticked
automatically. If no valid ABN is found you will see this pop up on the screen. You can still continue to add your
supplier if the ABN or ACN is not found to be valid.

Search text is not a valid ABN or ACN

(L

Enter a code for the Supplier. This is a handy reference for work orders and other interactions with your suppliers.
The Check Ref Inv. box is ticked by default. This tells PropertylQ to look for duplicate invoice reference numbers when
processing payments to assist in preventing you from inadvertly paying an invoice twice. If propertyiq detects that you
have entered the same invoice reference twice you will receive a warning. The reference you enter must be exact; for
example, if you entered 00012345 and then enter another invoice as 12345, PropertylQ will see this as a different
reference number. Untick this box if your supplier is a provider that issues the same reference number on multiple
invoices. (usually an account number or customer reference number)

The supplier is active by default default. You can inactivate later by clicking on the Deactivate button that shows on the
Supplier card once it has been saved.

GST Registered is ticked by default if the ASIC search found a valid ABN. If no valid ABN was found you can tick it
manually if you want to.

Select sundry Supplier if you are not planning on using this supplier regularly, or if this supplier is a lot owner. If you are
using an external compliance provider, sundry suppliers will be ignored for the purpose of compliance.

Enter the Supplier’s Licence Number here

PropertylQ
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5. This shows the balance of any invoices that have been processed on propertyiq but not yet paid out. The balance will
be zero for a new supplier.

6. Enter the supplier’s contact details here

7. Enter the supplier’s accounts department email here. If you want remittance advices to be sent to that email, tick the
box

8. Enter the supplier’s work orders email here. If you want tender/quote requests to go to this email tick the box

9. The settings tab will be defaulted when you add a supplier

10. If you have permission to edit supplier payment details, you need to enter supplier payment details before you can
save the supplier. If you do not have this permission, you will be able to save the supplier without adding any supplier
payment details. Click on either BPay, Direct or Cheque to record the suppliers preferred payment method. This
example shows a Supplier being paid Direct.

11. If direct you can enter a lodgement reference here. The Supplier will see this reference when funds appear in their bank
account.

12. Save

Contact
ABN 75612521212 & AsIC

Neme'  [TYDENPOWERPTLMTED @] o [ Morten lce | Contact @ [Lachian Anderson |

Code @l [ | Phone 1 |02 6541 7674 | Phone 2|02 4376 6845 |

CheckRefInv. ¥ GST Registered (@) | | Mobile [p415 454 545 | Fax | |
Active ¥ Sundry Supplier [ Suburb Slale Accounts Email |acccunls@lydenpower.com au o ¥/ Email remittances

License ND-@G Postcod Work Orders EmﬂiI|LAnderson@lydenpower com.au e ¥/ Email Tender Requests

Balance $0.00 e -

e Notes Decuments Compliance Alerts SMS Log of Changes

» Last Paid ‘

~ Supplier Types

+ Add Type
~ Payment Method
‘ BPAY Cheque |®

BSB* 012-234 Account Number* | 764568 Account Title* | Tyden Power
Lodgement Reference” MyStrata 0 ¥ Use lodgement reference

B Save ® Cancel

SUPPLIER BEING PAID BY BPAY

There are two options —

Option 1 - Using a hand held scanner

1. Click on the BPay tab

2. Scan a test barcode for that supplier with your hand held scanner into the test scan box

3. This will populate the numbers into the large box

4. Carefully peruse the invoice and move the sliders to tell Propertyiq how to read the barcode. (or you can type the
positions in the boxes on the left)
In this example the Biller Code is the first four digits, so the left four digits make the biller code. Digits 5-19 make up the
CRN and digits 20-28 make up the amount of the invoice.

5. Save

PropertylQ
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= Supplier Types » Last Paid

+ Add Type

O o o

cm ° Amount
Bl Code 2156 | 54347654567876545656545
CRN Start |5 | cRNERd |19
Amount Start 20 | Amount End 28 b :
est Scan [—I
Tost § 543476545678765456565 o Amount 0—;:_5:.

")

NOTE

/

—Jlf you have set up a supplier using the scanner method, do not manually type in the reference number when processing
supplier transaction. This will not work as the barcode and reference numbers are different and it will read the wrong part of it.

Option 2 - Manually enter BPay Details

If you are not using a scanner you just need to enter the Biller Code. You will enter the CRN and amount when you process the
Invoices

1. Enter the supplier’s biller code here
2. Save

Contact
ABN Te612621212 © ASIC
L Address |1 Morden Place Contact [Lachian Anderson
Name'  [TYDEN POWERPTY. LMITED |
[ Phone 1 (02 6541 7674 Phone 2 02 4376 6546
Code TYDE ]
Check Reflav. @ GST Registered @ [ Moblis (0415 454 545 Fa ]
Active®  Sundry Supplier [/ Suburb |TUGGERAH Stata|[NSW | Accounts Email |accounts@tydenpower.com.au | # Email remintances
License No. 768766 Postcode 2259 | Work Orders Email LAnderson@tydenporer com au | Email Tender Requests

Balance 50.00]

 Payment Method

BPAY Cheque.
Amount
Biller Code® 2195~ | ‘
CRN St [0 CRNEnd [0
Amount Stan b Amount End 0 ﬁ“" )
Tost Scan

Amount
O

PropertylQ
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SUPPLIER BEING PAID BY CHEQUE

1. Selectnthe Cheque tab

2. Enter the payee details you want to appear on the Supplier’s cheques

Contact
ABN Tse12821212 @ Asic
Address 1 Morden Place Contact Lachian Anderson
Name* TYDEN POWER PTY. LIMITED
SRR Phone 1 0265417674 Phone 2 02 4376 6546
Code  TYDE .
Chock RefInv.®  GST Rogistered # Lo Q415 454 545 -
Aciive®  Sundry Supplier [ Suburb  TUGGERAH State NSV Accounts Email  accounts@tydenponer com au | ¢ Email remittances
License Nol6768766 Posicode2259 Work Orders EmailLAnderson@tydenpawer com au ) Email Tendor Requests
Balance 5000

Payee"Tyden Power Pty Lid

» Last Paid

(This will appear in the Payee fiekd for a cheque)

Once you have entered the details on the top half of the supplier card and the payment method, you can save the supplier, but
it is best practice to continue to add other details.

OTHER FUNCTIONS ON THE SETTINGS TAB

SUPPLIER T

YPES

You can assign types to suppliers to group them by the kind of work they do. This is useful when creating work orders and

requesting quotes.

1. Click on the little white arrow next to supplier types
2. +Add button to add a new type

PropertylQ Strata Fie

BN 75612621212

Contact

Address [1 Morden Pl “Agery
Name™ |TYDEN POWER PTY. LIMITED ‘
Conveyancer
Code
a8 ‘Supplier Name ~ [TYDE - ‘
— Check RefInv. ¥ GST Registered Electncians
Active®  Sundry Supplier [/ Suburb [TUGGERA! Gardening
O 1800 Gat-unk? Liconso No 5768765 Postcods 2258 ;
Balance 0,00 rancyman
= Adam Plrmber _ Lift Contractor
Bob The Builder

O | Boris Venn Handyman Services

O Brett Earle
DARRYL JOHN HAMMOND

) Dean Scarce Electrical PIL
Folio Supplier 100
Glens Doors

O Glens Plumbing

O | Gym Equipment Australia

7| Henry The Man

5 Homsby Garden Maintenance

Jack of All Trades

Jos's Plumbing

0 John Electrical

LY

JOHN RAYMOND SCHMIDT

5| John the water man
1 selected

Settings.

+ Add Type

~ Payment Method

sy | Drect [
Payee'{Tyden Pover Pty Lid

Mawers
Owner
Painter
Pest Cortrol
Plumber
Remoualist
Secunty
Tier

Windoy
{This wil appear in the Payee field

B

éaane. o

# Edit

v Select || % Close

[Lachian Anderson
[0z 6541 7674 | Phone 2[02 4376 6546
[0415 454 545 | Fax |
[accounts@tydenponer.com.au
paillLAnderson@tydenpawer. com. au

I Email remittances
I Email Tender Requests

855324
866324
1434554556
3054456543

6354173582
5975685212
7880589
(645464848792

34543333
238766

1434434545

Fmlo=]|

$0.00 Electricians
$0.00 Window Cleaner
$0.00

8521446
90180473311

Compiance || @ Emal |[ & Expot

D Add Maiing Labols | + Add || @ View |

PropertylQ
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LAST PAID

Last paid shows the date and amount of the last payment made to the supplier. This updates automatically when you have
made a payment. See the manual “Supplier Payments” for full details on making supplier payments.

Supplier u
Contact
ABN 12456434787 !
Name* ‘Jack of All Trades ‘ Address ‘1 Bolero Drive | Contact ‘ |
Cote | | oeener | Prone?) |
Check RefInv. ¥ GST Registered ¥ ‘ | Mobile ‘l]d23945¢ll3 | Fax ‘ ‘
@ .
Active Sundry Supplier Suburb | AMBERLY State Accounts Email ‘]ack@a\\trades,com,au ‘ # Email remittances
Postcode/4092 Work Orders Email| des.com.au | ¥ Email Tender Requests
Balance $600.00
BT T I
| » Supplier Types « Last Paid

Date  |17/02/2017
Amount $100.00

| » Payment Method *

PropertylQ
Supplier Card
22.07.2020
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LEDGER TAB

The ledger tab shows all transactions for the supplier.

1. You can filter by building if you want to search for transactions relating to a single building
You can filter by status. The available statuses are:
a. Pending — Invoice has been entered on PropertylQ but not yet paid out to Supplier
b. Paid —Invoice has been paid. You can click on the line item to view invoice details
c. Payment — A record of the payment being made. You can’t view invoice details from here
d. Applied Credit. An invoice may be manually marked as paid by entering an applied credit.
3. By default, the screen will be filtered from today’s date to a month ago, but you can alter if you want to.
4. You canfilter by the reference you entered when processing the invoice (usually the supplier’s invoice number)
5. You can search by transaction amount Hover your mouse over the question mark to see the explanation This will
match on invoice total amounts and invoice line item amounts
6. If you have entered an amount to search for, select Search
7. Select Ledger Report to print a ledger report
8. Select here to show the item creator details
9. Creation details show here if selected
10. The date of the transaction shows in this column — usually the date the transaction was entered onto PropertylQ
11. The type of transaction shows in this column (invoice or credit note)
12. The reference number that was entered when you created the item shows here (usually the suppliers invoice number)
13. The building details show here
14. The details of the item show here
15. The status of the item shows here (paid, pending or payment)
16. The amount of the transaction shows here
17. If the transaction has been paid or part paid, the amount paid shows here
18. The balance owing (if any) shows here

ABN 1234567891 Contact
Name* Jack of All Trades Address 1 Bolero Drive Contact Jack Jones
Code JACK Phone 1 Phone 2
Check Ref Inv. + GST Registered Mobile 0423945443 Fax
Active 8 Sundry Supplier Suburb AMBERLY State QLD Accounts Email  jack@handyman.com.au ¥ Email remittances
License No. 4345654
Postcode 4092 Work Orders Email Jack@handyman.com.au + Email Tender Requests
Balance $50,170.00
Notes I Documents I Compliance I Alerts I SMs I Emails | Log of Changes m
0 (4) (5) (")
SiPlan © - storus (Pending e 4) FromDate 01/02/2018 To Date 26/08/2019 Reference Amount ? { D Search | I O Ledger Report I
om Include Creator Details
Creation Details Date Type Reference S/Plan Details Status Amount Paid Balance
Bella Carstairs 14/8/2019 invoice 130 888 Costly repairs Pending $550.00 $0.00 $550.00
14/08/2019 - 5:30 pm 888 Cascade Gardens 15 Ark...  Window Cleaning
ams 24/7/2019 invoice 12345 19831 Painting Pending $550.00 $000 $550.80
24/07/2019 - 4:20 pm o Q O @ 19831 Dolwing Apanmanta@. Painting 0 @ Q \ @
ams 24/7/2019 invoice BA1322 19831 Painting Works Pending $550.00 $0.00 $550.00
24/07/2019 - 4:00 pm 19831 Dolwing Apartments 17... = Painting
Bella Carstairs 23/10/2018 invoice 160 888 fioc lift Pending $330.00 $0.00 $330.00
23/10/2018 - 12:34 pm 888 Cascade Gard 15 Ark...  Lift Mai ce
Bella Carstairs 23/10/2018 invoice 160 888 lawns Pending $220.00 $0.00 $220.00
23/10/2018 - 12:34 pm 888 Cascade Gardens 15 Ark... - Lawn Mowing
Bella Carstairs 8/8/2018 credit 5443 99 Credit note Pending -$200.00 $0.00  -$200.00
08/08/2018 - 2:44 pm 99 Peppermint Gardens 12 Pi...  Photocopying
Bella Carstairs 4/6/2018 invoice 6546 888 Repairs to fence Pending $110.00 $0.00 $110.00
26/07/2018 - 1:40 pm 888 Cascade Gardens 15 Ark... R&M Cleaning
Bella Carstairs 4/6/2018 invoice 6546 888 repsirs to roof Pending $110.00 $0.00 $110.00
26/07/2018 - 1:40 pm 888 Cascade Gardens 15 Ark... Electrical

| & Email || # Edit ‘l + Done |

PropertylQ
Supplier Card
22.07.2020
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VIEWING THE ORIGINAL INVOICE DETAILS FROM THE LEDGER SCREEN

To view the original invoice entry for an item, click on the item to highlight it and then double click.

ABN 1234567891 Contact
Name* Jack of All Trades Address 1 Bolero Drive Contact Jack Jones
Code JACK Phone 1 Phone 2
Check Ref Inv. + GST Registered Mobile 0423945443 Fax
Active #  Sundry Supplier Suburb  AMBERLY State QLD A Emall comau + Emall remittances
License No. 4345654
Postcode 4092 Work Orders Email Jack@handyman.com.au + Email Tender Requests
Balance $50,170.00
I Settings Notes I Documents I Compliance I Alerts I SMs I Emails I Log of Changes
SiPlan o Status [ Pending %) FromDate 01/03/2017 To Date 26/08/2019 Reference Amount 7| O Search I | O Ledger Report
¥ Include Creator Details .
Creation Details Date Type Reference SiPlan Details Status. Amount Paid Balance
01/05/2018 - 4:05 pm 888 Cascade Gardens 15 Ark... Machinery maintenance
Bella Carstairs 23/4/2018 invoice 150 888 Fix door - ete Pending $550.00 $0.00  $550.00
ey 232 SeGaane s Ao Clociioo)
Bella Carstairs 23/2/2018 invoice 139 888 Carpentry Repairs Pending $300.00 0 $300.00
23/02/2018 - 12:43 pm 888 Cascade Gardens 15 Ark... Machinery maintenance
Bolla Carstairs TIZ0T8 invoice 739 888 Fix garden Tap Pending 525000 $250.00
23/02/2018 - 12:43 pm 888 Cascade Gardens 15 Ark... Plumbing
ams 19/1/2018 invoice 164 888 Fix door Pending $200.00 $0.00 $200.00
19/01/2018 - 12:47 pm 888 Cascade Gardens 15 Ark... Plumbing
ams 19/1/2018 invoice 154 888 Fix window Pending $350.00 $000  $350.00
19/01/2018 - 12:47 pm 888 Cascade Gardens 15 Ark... Gardening
Trainee2 23/11/2017 invoice 100 THE PINES REPAIRS Pending $100.00 $0.00 $100.00
23/11/2017 - 1:44 pm THE PINES The Pines 22 Sle... _ Electricity
Trainee2 23/11/2017 invoice 100 THE PINES REPAIRS Pending $450.00 $0.00  $450.00
23/11/2017 - 1:44 pm THE PINES The Pines 22 Sle... Common AreaElectricity
ams 10/10/2017 invoice 464646464 888 Maior rewiring Pending $15,000... $0.00 $15,000...

The original Invoice entry screen will now show

Supplier Transactions

Supplier  [ackofAlTrades 5

Bsa" h82222 Account No* (5478963

SPlar (85777 Homaby Towers /> Manager: Tranng Manager

Cash Balance
Work Order & 8

Admin Cap. Works Total
-$11,654.00 $9,140.00 -32.514.00
Reference” [54344443 Transaction Date* [D5/10/2017 Due Date* (0502017

Date: Movember 13, 2016
e 100 ok [

Avproval [
External Approval ‘

Approving User| Selecta User Total finc GST) $550.00]

Scheguie Account GST

Main Contriution Sch_..  Electical Repairs Electrical A Inclusie

Conty Repairs
Current budget and actual for ow 1 Sublotal 50000

Cunrent Budget | §20,000 00 GST $50.00)
Current Actual | $14311.35 Allocated (in¢ GST)| $550.00)

Total Disconat Remaining s0.00)

Sebtotal File Name' 54344443 _Jack of All Trade
ast

—
- e | oo tir || Rmsrsement [ 7 et v |

Click Edit if you need to change any of the details, for full instructions on entering invoices, see
the Manual "Supplier Transactions"

PLEASS MAKE PAYMENT TO: BSB 152-222 A/C 6547553

PropertylQ
Supplier Card
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PRINT LEDGER REPORT

You can select to print a ledger for a single Supplier or can print for all Suppliers from a Supplier Card

ok wnNeE

Select Ledger Report
The default is to print for All Suppliers, click on Single to select a single supplier
Select here if you only want to print totals

If you have selected to print for a single Supplier, use the search icon to find the Supplier you want
You can print the ledger for all buildings or for a single building by clicking here
If you choose a single building and that building has more than one contribution schedule, you can choose to print

transactions for one schedule or consolidated (all schedules for that Building)

N

Select the type of report you want to generate.

8. Enter a date range if you want to narrow the search

9. By default, the screen will show transactions from both the Admin and the sinking/reserve/capital works/maintenance

funds, but you can refine to view by fund

10. Generate Report. This will create a job in your job centre on the right of your screen

Supplier Ledger Report

Supplier Range
AN

‘®Single o

Building Range

Al e

‘_lT_maIs Only o

Supplier |Jack of All Trades pe]

'-.'Single;C.T.S. o | Schedule | Consclidated Sc.h;.au\es'

Ford |
765678 | Phone 2| |
1654655 | Fax | |

theman@gmail.com ‘

Email remittances

ss{@propertyig.com.au ‘ Email Tender Requests

Report Type Date Range
Raiiianal [Frm | rTE | ‘ ‘ A2 Search ‘ ‘ O Ledger Report ‘
/Unpaid Invoices
@ Paid Invoices e Fund Range Status Amount Paid Balance
(_Payments '®'Both Funds ‘'Admin ‘'Sinking e Pending $550.00 %000 $550.00
@ Paid $550.00 $550.00 $0.00
| & Generate Report || % Close |
Paid $200.00 $200.00 $0.00
434544333 Homnsby Towers 15 Flore_. : Lawns & Maintenance
nent DID#1 270976 Repairs Payment $0.00 $550.00 $0.00
270976 Moorings on Cavill 63 Cavill .. - Painting Facade
nent DID#10 - 434544333 Door Repairs Payment $0.00 $200.00 $0.00
434544333 Homnsby Towers 15 Flore...  Lawns & Maintenance
1 ]
Supplier Ledger Reports

Completed Time: March 6th

Results:
- Supplier Ledger Report

2017, 11:12 am

- 2017-03-06.pdf |~

Click on the PDF to open it.

PropertylQ
Supplier Card
22.07.2020

9




PropertylQ Strata Testing
Supplier Unpaid Invoices - Jack of All Trades as at 06/03/2017
Printed: 08/03/2017 at 11:12:13 User: Faye Goodman Page 1
Date Reference Details C.T.s. Debit Credit Balance
Jack of All Trades
161112016 1234 Invoice - Test 5 $100.00 $100.00
Account: Electrical $0.00
221212016 101 Invoice - Repairs to foyer light 434544333 $200.00 $300.00
Account: Electrical $0.00
22122016 101 Invoice - Service Fire Extinguisher 434544333 $300.00 $600.00
Account: Fire Protection $0.00
Supplier Total $0.00 $600.00 $600.00
Overall Total $0.00 $600.00 $600.00
NOTES TAB

The Notes tab allows you to create and store notes about the Supplier. You can also create reminders for each note that appear
in your diary if you need to take actions.

The name of the note shows in this column

The details of the note show in this column

The status of the note shows in this column

The date and time the note was created show in this column
The name of the user that created the note shows here
+Add Note to add a new note

View Note to view an existing note

S G o o

Print to print all the notes for a supplier

Contact
ABN 34323432
Name® |_Jack of All Trades | Address |1 Bolero Drive \ Contact |Jack Jones |
[ | Phone1 [ | Phonez| |
Code 1 [ | Mobile 0423045452 | Fax | |
7 i 7
Check R:;"V' 7 ?STdRe!;'Sler Suburb |[AMBERLY State Accounts Email |iackd@propertyiq com.au | # Email remittances
ive undry Supplier
o - "
License No S Postcode4092 | Work Orders Email jackd@propertyig.com.au | Email Tender Requests
Balance $49,320.00
Settings Ledger Documents Compliance Alerts SMS Emails Log of Changes
Name o o Details Status o Created o Creator
Call about contract rew Contract due to be rénewed on 01.12.2018 pending S— 18/09/2018 - 528 pm ™ Bella Carstairs
Call to updated details | His phone number seems to be disconnected | pending 19/01/2018 - 12:24 pm ams
Call about compliance Question about whether compliance is valid pending 171172017 - 1212 pm ams

+ AddNote || O ViewNote | & Print

(= emat [+ et |7 5o |

PropertylQ
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ADD NOTE

+ Add Note button

Enter the details here.

Eall S

taken place

Enter a name for the note — this is what you will see in your diary reminder

The status defaults to pending but you can alter to complete if you just want to record something that has already

5. If the status is pending, you will be able to create a reminder for the task. Click in the reminder box and the calendar

will show. Use the calendar to select the date and if you want to allocate a time, use the sliders. This will create an

event in your diary.

6. Done when you have the time and date correct

7. Save

N

Cq
ABN 34323432 Name*  [Call about quote - |
Name* |Jack of All Trades | Add Need to check quote details |
| Pnonez2| |
Code — B Details 4 | Fax | |
Check Ref Inv. GST Registered " . =
Sub|  status m jg.com.au Email remittances
Active ¥  Sundry Supplier — .

License No. /4345654 Posl Reminder|19409/2013 - 10-:00 o jo.com.au Email Tender Requests
Balance $49,320.00 (<] September 2018 0

Su Mo Tu We Th Fr Sa

Settings Ledger Documents Copgafliance Alg N
P
Name / D 2 3| 4 S| Bl 7 g Status Created Creator

Call about contract renewal

Call to updated details

Call about compliance

| + At;I-d h.J.ole ” 0 View Note " & Print |

Contracjflie to be renewed on 01.12.2d| 9| 10f| 11| 12)| 13| 14) 15
| }—Mone number seems 1o be disconny| 18 |7|E 20/ 21} 22
Question about whether compliance is v |22 24| 25| 2 | G| 29

30

pending
pending
pending

15/09/2015 - 5:28 pm
19/01/2018 - 12:24 pm
1712017 - 12112 pm

Bella Carstairs

Time 10:00
Hour
00 04 08 12 16 20
Minute
00 10 20 30 40 50
Now Done

| @ Email | » gdit | v Done |

PropertylQ
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PRINT NOTES

You can print all the notes for a Supplier

1. Select Print This will create a PDF document that you can print later.

Contact
ABN 85975685212
Name"  [Dean Scarce Electrical PIL | Address |32 Charter Road | Comtact \ |
Check Ref Inv. GST Registered [ | Mobile +61414392000 Fac [
. .
Active Sundry Supplier Suburb |:|sme|:| Accounts Email ‘ﬂephanieb@pmpertwq.cam.au | “ Email remittances
Postcodel:l Work Orders Emil‘sleveh@pmpertqu,cﬂm au | “ Email Tender Requests
Balance
=TT T [ I
Name Status Created
‘ Call about hallway lightfittings ‘ pending 20/5/2015
Call next Thurs to follow up on progress pending 30/10/2015
Call to about access to Meter room pending 15/8/2016
+ Addote | @ ViewNote | @ pant |
Propertx’IIQ Strata Testing
PO Box 330 CANNING VALE QLD 2000 ABN: 123456788
Ph: 1300 724 256 Email: stephanieb@propertyiq.com.au
Printed: 06/03/2017 02:18 pm User: Faye Goodman Page 1
Notes Report
Dean Scarce Electrical P/L
Name Details Status  Reminder Time
Call about hallway Call to discuss whether LED lighting would be more appropriate pending  28/05/2015 02:00 pm
lightfittings
Call next Thurs to follow pending  05/07/2016 02:00 pm
up on progress
Call to about access to Call to discuss best option for access lo meter room pending
Meter room

PropertylQ
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DOCUMENTS TAB

The supplier card documents tab holds all documents relating the supplier. You can add documents by uploading through the
documents screen. See the manual “Documents” for full details. Documents such as work orders or remittance advices that
have been generated by PropertylQ will appear automatically in this tab.

1. You can search for documents that were created or uploaded during a date range by typing a date range here

By default, this screen will show all types of documents, but you can filter by using the dropdown list to show a
particular document type

Tick the boxes on the left side of the screen to select the documents you want (or click in the top box to select all)
View Doc to view a document you have selected

Email to email a document(s) you have selected

Print to print a PDF of the document(s) you have selected

Download to download a document(s) you have selected

N U AW

Delete to delete a document(s) you have selected

ABN Contact
Name* ‘Jack of Al Trades ‘ Address ‘1 Bolero Drive | Contact ‘ ‘
Code ‘ | Phone 1 ‘ | Phone 2‘ |
Check RefInv. ¥ GST Registered ¥ I | Mobile [0423945443 | P | |

. Active ¥ Sundry Supplier Suburb Sla(e Accounts Email ‘jdubinson@console.cum.au ‘ ' Email remittances
License No.l:l Poslcod Work Orders Email‘dibinson@chsolE.cDm.au ‘ ' Email Tender Requests

Balance $600.00|

From | |To | | Filter: |AH7°7'\

o Created 'ﬁmg Date User Name Type Details

— T zxarrT = ar ST T "
& 15/02/2017 - 2:35 pm admin TEST _Jack of All Trades_100.00.pdf Supplier Invoice Total Ameunt: $100.00 Status: Fully Paid

¥ 03/02/2017 - 4:18 pm e Training Manager Paint Balceny Rails. pdf Werk Order Emailed on: 03/02/2017 04:18 pm

U 03/02/2017 - 3:42 pm Training Manager Paint Balcony Rails.pdf Work Order Emailed on: 03/02/2017 03:42 pm

U 03/02/2017 - 3:41 pm Training Manager Paint Balcony Rails.pdf Work Order Posted on: 03/02/2017 03:41 pm

Y 03/02/2017 - 3:35 pm Training Manager Paint Balcony Rails (For Rocco Silvester) pdf Work Order Emailed on: 03/02/2017 03:35 pm

¥ 03/02/2017 - 3:35 pm Training Manager Paint Balceny Rails (For Jack Dobinson).pdf Werk Order Emailed on: 03/02/2017 03:35 pm

¥ 03/02/2017 - 3:35 pm Training Manager Paint Balceny Rails (For Training Manager). pdf Werk Order Emailed cn: 2017 03:35 pm

190172017 - 3:08 pm ams Electrical repairs. pdf Werk Order Emiﬂ\\e‘d DFI.” I pgé;;B;E)B pm

Y 19/01/2017 - 3:07 pm ams Electrical repairs (For Training Manaaer).pdf Work Order osted on 017 1 m o M
4 documents selected [© Viewboe | @ Email | @ Prnt | # Download | @ Delete |

PropertylQ
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EMAIL DOCUMENT

1. Select the Email button
Check that you have the correct document here

w

Choose the email options — you can send to the accounts email recorded for the supplier, the work order email
recorded for the supplier or both

Enter an email address here to manually email individuals

You can ignore this section when emailing supplier documents

Enter an email address here to manually send an email to any individual

Enter an email address here to manually send a BCC to any individual

Enter an email subject here

e A L

Enter the body of your email here
10. Click here to email the document when you are ready to send

Emailing Documents

Documents To Be Emailed:

23456_Adam Plumber_352 00.pdf (144.78 KB) o

Total Attachments Size: 144.78 KB e

Delivery Options

Supplier Delivery Options o
¥ Accounts Email ¥ Work Orders Email o

General Correspondence email
Send to all

Only send if Deliver Correspondence by email is set

Manual Delivery o
¥ Manual Email o ¥/ Manual Bec Email

sbowen@sbaccountants.com.au rbrown@mystratacompany.com.au

Email Settings
Email Subject:*
Documents for Adam Plumber
Email Body:*

Hello, o

Here are the documents you reuested

| & Email Document(s) || ® Cancel

You will receive a confirmation that the email has been sent

Your email was successfully sent to

@ anna@accurateaccounting.com.au

PropertylQ
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PRINT DOCUMENT

1.
2.

Select the document(s) you want to print
Print. This will create a PDF document that you can print

Suppl
Contact
ABN 85875685212
Name'  |Dean Scarce Electrical P/L Address [82 Charter Road | Contact [ |
Code DEANSELEC [Gariton vic 3053 | Phone1 03 9856 5264 | Phone2| |
Check Ref Inv. GST Registered [ | Mobile [+61414352000 | Fax | |
e )
Active Sundry Supplier Suburb [ |sme | Accounts Email | @propertyiq.com_au | % Email
License No
Work Orders Email steveh@propertyiq. com au  Email Tender Requests
Balance $18,301.86]
| otes [Pl compiance | aens | sus | Logof cranges

L I — Fillr:

8] Created Time Date User Name Type Details

@ ] 63!2017 - 4:45pm admin chequeRemittance.pdf Remittance Advice File -

I u2ud2017 - 12:13 pm admin chequeRemittance.pdf Remittance Advice File

O 020372017 - 12:12 pm admin chequeRemittance. pdf Remittance Advice File

O 09/0272017 - 3:27 pm ams 674_Dean Scarce Electrical P/L_100.00.pf Supplier Invoice Total Amount: $100.00 Status: Unpaid

O 08/02/2017 - 9:35 am Brett Earle Test Schedul e pdf Work Order Posted on' 08/02/2017 09:35 am

O 07/02/2017 - 3:44 pm Brett Earle leaking roof pdf Work Order Posted on' 07/02/2017 03:44 pm

O 2811172016 - 12:01 pm Natalie Conlon CN121321_Dean Scarce Electrical P/L_200.00.pdf  Supplier Invoice Total Amount: $-200.00 Status: Unpaid

O 1411172016 - 12:58 pm admin TESTING pdf Work Order Emailed on: 14/11/2016 12:58 pm

O 031172016 - 3:45 pm Natalie Conlon KONE ELEVATORS PTY LTD.pdf Quote Request Emailed on: 03/11/2016 0345 pm

2 documents selected @ View Doc ‘l © Email H @ Print ‘l + Download H @ Delete

Cheque Remittance Advice
Date: 02/03/2017
Biller Ref#: 11

Dean Scarce Electrical P/L
82 Charter Road
Carlton VIC 3053

Date
08/11/2016

SiPlan

10 Tempo

Reference Details

12345 Supplier Invoice

Amount
$100.00

PropertylQ
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COMPLIANCE TAB

COMPLIANCE SETTINGS

PropertylQ allows you to either record your Supplier compliance manually or to import and export information from external
providers, such as Trades Monitor. For full details on importing and exporting compliance data, see the Manual “Supplier
Screen”.

Your default supplier compliance settings can be viewed and changed under Utilities > Settings > Supplier Compliance tab of
PropertylQ.

NoTE
> Access to the Settings area is usually restricted to administrators but roles may be altered in your company.

COMPLIANCE TYPES

Compliance types need to be set up in Settings.

Go to Utilities and select Settings.

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

S Control Panel

{7 Audit Trai

Emailing

'39 Export Building Data

Mailing Labels

@ Mations Library

(W) Security

Settings
|

Select the Supplier Compliance Tab

If you tick this box, non-compliant suppliers will not be selectable for work orders, quote requests or invoices
You can add your own compliance types — the names of existing compliance types appear in this list.

Add Type to add a new compliance type

Enter a name for the new compliance type

Save

Click on the view type button to open the type and edit it

Noukwhek

Save again if you have made changes

PropertylQ
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PropertylQ Strata (B re (@) ooo (W) rocessng  [§) cmo enaotpercs [ umes (%] oo Syt > e

0.147:2 2082017

Company Details | Application Seitings [ERFETSIeMARERIA 1aiing House I Portal Integration I Bank Settings I Reminders I File System Related l Email Templates I Cover Pages I Mail Server Settings I Licensing I Connections I sms I Statistics _

Supplier Compliance
Default Supplier Compliance Integration System| Manual .
Supplier Compliance ID 825
Restrict Selection of Non-Compliant Suppliers ¥/ 7 a

‘Supplier Compliance Types

Compliance Type | x|
- o
Pubiic Liabiity e sional Licencel

CHS

Insurance Compiiance

[w5]

Electrical Compliance

Police Compiiance

+ AddType | O View Type o o

Supplier Card Compliance Tab shows the Suppliers compliance details.

MANUAL COMPLIANCE DATA ENTRY

1. Select Manual from the dropdown list
2. “last updated” date shows here
3. Details of any existing compliance items show here
4. Toadd a new compliance item, select the type from the dropdown list
5. Enter the amount if applicable (e.g. Insurance cover amount)
6. Enter the compliance expiry date here
7. You can enter comments here (optional)
8. Choose the status of the compliance from the dropdown list. The choices are:
a. Valid
b. Query
c. Owner
d. Exempt
e. Verifying
f.  Restricted
g. Unknown
h. Valid
i. Invalid

9. You can remove a line item by clicking on the cross

10. General notes about the Supplier’s compliance can be entered here (optional)
11. Save

PropertylQ
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-0
Contact

Add }1 Bolero Drive \ Contact | |
Name*  [Jack of All Trades |

[ | Phone1 | | Phone2| |
Cade \ | Mobile [ps23g45443 | Fax | \
Check Refinv.¥  GST Registered ¥/ Suburb AMBERLY  |statelalD | Accounts Email  [sbussinger@oconnorsirata com au | #Email
Active®  Sundry Supplier [ Pustcode@ Work Orders Emait| ‘ [} Email Tender Reguests

Balance $45,300.00

Settings Ledger MNotes Documents Compliance Alsrts SMS Emails Log of Changes

Compliance Integration System| Manual v o
~ Compliance Status

Last Updated |’U2}D312C|‘IT Compliance Status: Non-compliant
Type Sum Insured Expiry Date Comments Status
Public Liability $0.00 1F112018 ! o valid : E
- N + c— :
OHs s0.00 122018 i vaiid : EI :
Insurance Compliance $500,000.00 1732018 ; valid : EI :
“0 0 O o -0

Public Liability

OHS b
Insurance Compliance

Electrical Compliance ™
Police Compliance
Professional Licence

- lio)

1 Deactivate ” B Save ” ¥ Cancel

NOTE
" The status you select for each compliance item determines the symbols that appear in the Compliance column on the
Supplier Screen. For full details, see the Manual “Supplier Screen”

(€] Exempt

R Invalid

1 Owner

©) Query

S Restricted
(7] Unknown
o Valid
Verifying

PropertylQ
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COMPLIANCE STATUS CHECK FOR ‘MANUAL COMPLIANCE’

PropertylQ has an optional scheduled background task called ‘Supplier Compliance Status Update’ that will check and update the
compliance statuses each night for Suppliers that have their Compliance Integration System setting set to ‘manual’ (or set to
‘system default’ with the Default Supplier Compliance Integration System = Manual in Compliance Settings).

The scheduled task will check all Suppliers and the expiry dates of their compliance types, and where the expiry date is in the
past it will update the supplier’s compliance status accordingly e.g. from Valid to Invalid.

The ‘Supplier Compliance Status Update’ scheduled task must be enabled by clients so that it runs automatically overnight.
Once it’s enabled, you don’t have to do anything further. For more information on scheduled tasks, see the manual “Control
Panel.”

To enable the ‘Supplier Compliance Status Update’ scheduled task, go to Utilities > Control Panel > Scheduled Tasks tab

1. Double click on the scheduled task called ‘Supplier Compliance Status Update’ to view
2. Select Edit

Control Panel [ x]
Scheduled Tasks

Scheduled Tasks

Name Cron Expression Enabled
Supplier Compliance Status Update o 4516*=** x
Auto Refresh Active Banking File Status 3017 ="~ L4
Bank A t Bal, Check 017
ank Account Balance Chec) J — n |
Auto Archive Documents to File System 301
1 N 3 Supplier C li Stat [
Portal v2 Financial Reports Generation 014 ame upplier ompliance Stk
= - : = —| Enabled 3
Supplier Compliance Reminder Emails 01 *| Cron Expression” 45 16 == = * |
MIX Download and Process Invoice Files 0 197 Parameters |
MIX Sync and Verify Reference Files 017
Lot Count Emailer 001 Times and Results (shown as local time)
Refresh Bing Delivery Status 14| NextRun Time: 01/07/2020 - 2:45 am
—| Last Started Time: I
MOC Delta Sync 3013 Last Completed Time:
Full Backup p 12| LastRun Status:
" | 5 |
Portal Full Sync 3014 i Refresh Times & Results H + View Last Run Results ‘
Test Emailer Scheduled Task 514 - T H  Edit H Er ‘ |

3. Tick the checkbox to enable the schedule task
4. Select Save

Scheduled Task | x|
Name* Sup L ompliance Stat
Enabled O

Cron Expression®|45 16 ** = *
T —

Times and Results (shown as local time)
Next Run Time: 01/07/2020 - 2:45 am

Last Started Time:

Last Completed Time:

Last Run Status:

+ View Last Run Results
Cosme ]

Close and exit the screen. The schedule task will then be enabled and run automatically from the following day.
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ALERTS TAB

PropertylQ Strata allows you to set alerts in a number of areas that can either warn you or stop you from continuing with a task

once the alert is triggered. You can create an alert about anything you want.

+Add to add a new Alert
Enter the details of the alert here

PN U R WNE

Click on the alert to highlight and click View at the bottom of the screen
Edit to edit an existing alert that is highlighted on the screen
Delete to delete an existing alert that is highlighted on the screen

The alert will be active by default, but you can deactivate later if you want.

Any existing alerts will show here on the screen. You can either click and then double click on the alert or

If you tick the box “Don’t allow operator to continue after alert is shown”, it will prevent you from completing the task

once the alert is triggered. In this example we wouldn’t want the operator to continue with a supplier payment until the

bank account issue is resolved so the box is ticked.

9. Select the context you want to trigger the Alert. You can only have one active alert for each context for each supplier.

IE. This supplier already has an active alert triggered by selecting them for a work order or by opening their supplier

card, so you can’t add another alert in those contexts.

10. Select the icon you want to use for this alert. It's a good idea to keep these icons uniform across your program

11. Test Alert if you want to see how the Alert will look

12. Save

Contact

ABN 43254456543
Name* ‘BDHS Venn Handyman Services ‘ Address |23 Johnson Avenue ‘ Contact |BDns Venn
Code  [VENN | | Phone | | Phone 2|
Check Ref Inv. ¥ GST Registered [ | Mobile [0413434 345 | Fax
Active ™ Sundry Supplier Suburb [EPPING State NSV | Accounts Email  [mysir gmall com
License No.5456765
Postcode 2971 Work Orders Emaillm fr gmail com
Balance $0.00]

! Email remittances

“/ Email Tender Requests

8] leon Text

Contexts

Active

User

o @ Compliance < 30 days

Supplier Card, Work Orders, "4

“ ©

Text

Supplier has a new bank account but has not advised the details. Do not<br /.

Supplier Transacticns

Supplier has a new bank account but has not advised the details. Do not
process any payments for this Supplierd until new details are entered.

Options
¥ Active

alert is shown

Contexts

Supplier Card

¥/ Supplier Transactions
Work Orders

| /Quotes

¥/Dont allow operator to cr

Y o

v

Training Manager

Faye Goodman

Select an Icon

| +add [ o View | »Edit | @ Delete |

s P00

‘ = Email ” # Edit || « Done |

00 9“®

9 oneop?®
0000
o ©

SMS TAB

PropertylQ
Supplier Card
22.07.2020

20



SMS is an additional service you can add to your subscription. For more information, see the manual “SMS”

EMAILS TAB

The Emails Tab shows all outgoing emails that have been sent to the supplier and all incoming emails that have been allocated to
the supplier.

OTE
L

Incoming email is not activated by default. For full details, see the manual “Incoming and Outgoing Emails”. If you would
like to activate incoming emails, contact support@propertyig.com.au

VIEWING OUTGOING EMAILS FOR A SUPPLIER FROM THE EMAILS TAB

1. The outgoing tab is the default, but you can click on the incoming tab to view incoming emails

2. The default view is for the past month, but you can click on the boxes to open the calendar and select a date
range

3. The default view is Sent emails, but you can toggle between tabs to view emails with all statuses or error to
view emails with error status

4. Type some key letters in any of the empty boxes on the top line to refine your search
Click on an item to highlight it on the screen and then double click to select it or

6. Click the View button on the bottom of the screen

PropertylQ
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/Users/fgoodman/Strata%20Manuals/support@propertyiq.com.au

I ——)

Contact

ABN 34323432
Name® |‘Jack of All Trades ‘ Address [1 Bolero Drive | Contact [ |
| ‘ Phone 1 | | Phone 2| |

Code JACK [ | Mobile 423045443 | Fax | |
Check ij fnv. * SSTdRe%'S‘E’IE_d . Suburb [AMBERLY State[QlD | Accounts Email  [100000020_email@deadend piq | Email remittances

ctive undry Supplier
License No. Pustwde Work Orders E.milln mail.com | # Email Tender Requests
Balance $45,300.00
Lo I Notes I Dacuments I Compliance I Alerts I SM3 Log of Changes

‘Oulgoing

Incoming

From [19/03/2018 | To | |

Cc
Ll Ifi o"ll\ I |

Ll mystrataclients@gmail.... | 100000058_email@de... Work Order - S/Plan 1 ...  Sent ams

¥l mystrataclients@gmail.... |{100000059_email@de... 100000054_56]&.. Work Order - S/Plan 1 ... : Sent ams

[} To Bce Subject Status Created By Sent

10/04/2018 - 430 pm
19/04/2018 - 4:38 pm

19/04/201% - 4:39 pm
19/04/2015 - 4:38 pm

1 selected

VIEWING INCOMING EMAILS FOR A SUPPLIER FROM THE EMAILS TAB

1. The default view is Outgoing emails, but you can click on the incoming tab to view incoming emails.
2. The default view is for the past month, but you can click on the boxes to enable the calendar and enter a
different date range
3. If you have more than one incoming mailbox, you can click on the dropdown and select the emails from
individual mailboxes
4. The default read status is All, but you can choose unread to view emails with unread status
5. Type some key letters in the message or subject box to search for emails with those words in their message
or subject
6. Search/Refresh to view any new emails that have been allocated to the building that fit the criteria you have
entered.
7. Click on an email to highlight it on the screen and then double click to open the email
8. Hover your mouse over the question mark to see information about auto allocation. (See full instructions
above “How to use Auto Allocation to allocate incoming emails”)
9. Select Run Auto Allocate to auto allocate the email(s) selected on the screen. (See full instructions above
“How to use Auto Allocation to allocate incoming emails”)
PropertylQ
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10. Select Allocate to manually allocate the email(s) select on the screen. (See full instructions above “How to
manually allocate emails”).
11. View to open an email that has been highlighted on screen

Supplier [x]

ABN Contact
Name*  [Jack of All Trades | Address |1 Bolero Drive | contact I |

‘ | Phone 1 ‘ | Phone 2| ‘
Code [ | mobile [p423045443 | Fax | |
Check “:;:L‘; : ‘:::d':!;i:;'ﬁ;‘r Cd suburb [AMBERLY  |state[lD | Accounts Email | ] Email remittances
License Nn‘l:l Pustcude Work Orders Email ] Email Tender Requests

Balance $45,706.00

T
I Settings I Ledge’c Notes I Documents I Compliance I Alerts I SMS Log of Changes

v| Read [Al v| Message or Subject | — ]  Search / Refresh

From [01/07/2012 | To [12/12/2018 | Mailbox [All

7] From Subject S/Plan Lot No Debtor Attachm... Received « Incoming Email Type
[l Il 1[I 1[I 1[I 1[I 1[I i |
¥ |Faye Goodman <fayeg@pr... | ((JACK)) ° 0 11/12/2018 - 3:24 pm

1 selected of 1 rows.

?[ @ Run Alto-Allocate || # Alocale | o View |

LOG OF CHANGES TAB

The log of Changes Tab records all changes that have been made to the supplier card

Click + view full details
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Contact
ABN 43254456543
Name* ‘Bon's Venn Handyman Services ‘ Address |23 Johnsen Avenue ‘ Contact ‘chs Venn |
Code  [VENN | | Phone1 L ehene
Check RefInv. ¥ GST Registered [ | Mobile 0413434 345 Fax [ ]
o "
Active Sundry Supplier Suburb [EPPING State NSW | Accounts Email | jents@gmail.com | ¥ Email remi
License No. 5456765 :
Postcode 2971 Work Orders Email| @gmail.com ‘ # Email Tender Requests
Balance $0.00|
I Settings I Ledger I Notes I Documents I Compliance I Alerts I SMS Log of Changes
Agction User Time

El update Faye Goodman 06/03/2017 - 3:57 pm

Column: paymentMethod Value Before: direct Value After: cheque

Column: chequePayee Value Before: null Value After: Beris Venn Handyman Services

E update Training Manager 221112016 - 11:41 am

[ creation Training Manager 2211172016 - 11:31 am

NOTE ABOUT MANAGING AGENT SUPPLIER

Because you need to draw your fees/charges via a supplier payment run, PropertylQ comes with a supplier called Managing
Agent. You should alter this to the name of your company, and add your general bank account details to the Payment Method
before you make any payments for your fees.
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