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INTRODUCTION TO TEMPLATES

Templates allow you to create and edit document templates that are utilised for functions where documents need to be sent
from PropertylQ. For example, levy notices, general correspondence, meeting notices, information certificates, covering emails.

There are four types of templates in PropertylQ

e Standard Merge

e Custom Merge
e Standard Email

e  Custom Email (not in use)

STANDARD MERGE DOCUMENTS

These are system default forms and notices used by PropertylQ and include:
e Meeting Notice Cover Sheets
e Meeting Minutes Cover Sheets
e Information Certificates
e Due Notices
e Arrears Notices
e Final Notices
e Legal Notices
e Special Levy Notices
e Debtor Invoices
e  Utility Invoices
e  Work Orders

CUSTOM MERGE DOCUMENTS

This is where you can create optional custom forms and notices used for correspondence and documents and include:
e General lot owner correspondence
e  Cover sheets for reports/notices
e Insurance claims
e  Access register sign out document

STANDARD EMAIL TEMPLATES

These are covering emails for system generated documents. You should review and update these prior to emailing any system
generated documents e.g. levy/fee notices, meeting notices, financial reports and documents.

The types are:
e Annual Levy Notice
o Used for an annual levy notice is emailed to lot owners. Generated if you’'ve ticked to send annual levy notices in
your Application Settings.
e Arrears Notice
o Used when emailing an arrears notice from the Due Notices screen.
e Custom Template —
o Used when using the merge letter function from the lots owner screen or when sending documents from the
building card, lot owner card, supplier card, work order card, meeting or insurance claim card.
¢ Debtor Invoice
o Used when emailing a debtor invoice from the Debtor Transactions screen or Utility Debtors Invoices screen.
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e Debtor Statement
o Used when emailing a debtor statement from the Due Notices screen.
e Due/Fee Notice
o Used when emailing a levy/fee instalment notice from the Due Notices screen.
¢ Final Notice
o Used when emailing a final levy notice to a lot owner from the Due Notices screen.
e Financial Reports
o Used when emailing financial reports to committee members and financial report recipients.
e Insurance Claim
o Used when emailing an insurance claim document to recipients from the insurance claim card.
e Invoice Approval
o Used when emailing an invoice for approval to committee members that are ticked as external approvers.
e Legal Notice
o Used when emailing a legal notice to a lot owner at the final stage of levy arrears from the Due Notices Screen.
e Meetings Minutes Notice
o Used when emailing meeting minutes to lot owners, committee members and meeting recipients.
e Meeting Notice
o Used when emailing meeting notices to lot owners, committee members and meeting recipients.
e Remittance Advice
o Used when emailing a supplier a payment remittance advice as part of a Supplier Payment run.
e Request for Tender
o Used when emailing a supplier a quote/tender request from the Work Orders screen.
e Special Notice
o Used when emailing a special levy/fee notice to lot owners from the Special Levies screen.
e Supplier Compliance Expired
o Automatically generated and used if you have enabled the ‘supplier compliance expired’ email in the
Settings>Supplier Compliance tab.
e Supplier Compliance First Reminder
o Automatically generated and used if you have enabled the ‘supplier compliance first reminder’ email in the
Settings>Supplier Compliance tab.
e Supplier Compliance Second Reminder
o Automatically generated and used if you have enabled the ‘supplier compliance second reminder’ email in the
Settings>Supplier Compliance tab.
e Utility Notice
o Used when emailing a utility notice from the Utility Levies screen

CUSTOM EMAIL TEMPLATES

Custom email templates are not currently available - this tab is for future development.



GETTING STARTED

.
To access the template editor, go to - and select Templates

Proper‘tle Strata File @ To Do @ Processing Billing End of Period @ Reporting Utilities Help @ Log Out

0 Buildings

v Lots / Owners Privacy Policy | Terms & Conditions

&> Property Managers

€ supiers
€ pettors
@ Bank Accounts

O Chart of Accounts

C‘, Access Register

O Documents
0 Templates

TEMPLATE EDITOR SCREEN

1. Standard merge template tab shows all standard merge templates

2. Custom merge template tab shows all custom merge templates

3. Standard email template tab shows all standard email templates

4. Custom Email Template tab is not yet developed

5. Most templates are specific to your state, as legislation requires different formats. You can click on the tabs to toggle your
view to your state’s templates

6. Some templates are specific to your bank, for example levy notices which include payment instructions. You can click on
the tabs to toggle your view to your bank’s templates.

7. The name of the template shows in this column

8. The type of template shows in this column

9. The state this template is specific to shows in this column (if applicable)

10. The bank this Template is specific to shows in this column (ifapplicable)

11. If you use folios, you can nominate the folio this template is to be used for and the folio it is attached to shows in this
column

12. Tick in this column to select the template you want to use for each type of notice. For example, you need to choose one
layout for annual levy notices, another for annual general meeting notice etc.

13. Click on a template to highlight it on the screen

14. Click +New to create a new template from a blank document

15. Click Clone to clone an existing document. Cloning allows you to utilise the existing template as a base for creating a new
template. You can than save the cloned template when you are ready.

16. Click Edit to edit an existing template. Edits you make from this screen will affect the Global (base) template

17. Click Delete to delete an existing template.
= You can’t delete a template that has been selected as the default for a particular action (has a tick in the Selected
column).

18. Click Preview to preview a template. This opens the document as a PDF in a new tab
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PropertylQ Stata [re (@) v () e (§) e (3] cwerwes () i (3] v T e

0130 172017

(1] (>} © [+ Templates

A/ A~
T T
e T e S Y T
Name ~ o Typo o sute ° Bank Type @ Foio o Soected 0

AGM natce QLD WSP Due Nofice NSW
Annual Generai Meetng @ NSW Annual General Meetng.

Annual General leetng - copy

NSW
NSW
Annual General Meetng - copy NSW
Annual General Ieeting - oy - Copy NSW
NSW

NSW

Annual Levy Notice
Annual Levy Notce
Annual Levy Notce

Annual Levy Notice Large

NSW
NSW

NSW

NSW

[+ ow | ®Cione | 7 Eat | 8 Doets || © Bravw |

Final Notice NSW MBL - New ACT NSW MBL Final Notce NSW Macquane Bank 0

NOTE

~~—~ Templates that were created in the early development of PropertylQ have no margins and use text boxes instead. You
can convert your old templates to the new format when you are ready, but you do not have to do so. See the section below in
this manual “Converting multi page templates from using textboxes to using pages”.

STANDARD MERGE TEMPLATES

NOTE
= When you onboard with PropertylQ, generic standard templates will be pre-installed for some forms, but you

should always check these before issuing and make amendments if required.

if you want to customise your standard merge templates, it is always recommended that you use the Clone option, rather than
creating a new template so you have the original template for reference if you need it.

e All payment notices — Annual Levy Notices, Levy/Fee Due Notices, Arrears Notices, Final Notices, Legal Notices
e  Debtor Invoices

e Information Certificates

e Work Orders
e  Utility Invoices

NOTE
|

— | Your payment notice templates — Annual Levy Notices, Levy/Fee Due Notices, Arrears Notices, Final Notice and Legal notices
need to be checked for format to ensure your lot owner’s DEFT reference number is showing correctly. Your customer success
manager will assist you with this during onboarding or you can email support@propertyig.com.au for assistance.

You will need to create new Standard Merge Templates for:

e  Meeting Notices — Front Page(s)
e  Meeting Minutes - Front Page(s)

PropertylQ
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CREATING A NEW STANDARD MERGE TEMPLATE

From the Templates screen, go to the Standard Merge Template tab
Click on the +New button

Type a name for your new template

Select the type of template from the dropdown list

Create

LN e

Currently Logged In as: Fsye Goodman
Role:

PropertylQ Strata
0.1430 11772017
Templates
QMMM e [ D C) E
Name [myStrataCo Annual General Meeting Notice|
ISl oo [ vic [ Tas [ sa [ Nt [ WA acT [ AL | Type [NSW Annual General Meeting Notce o
Name W,ﬁ;a—’[ Bank Type Folio Selected
NSW AGM Minutes Notice - Procare NSW AGM Minutes Notce L
NSW AGM Minutes Notice - Regional M NSW AGM Minutes Notice L
NSW AGM Minutes Notice - Regional Nowra - old NSW AGM Minutes Notice [E
NSW AGM Mnutes Notice - Welman NSW AGM Minutes Notce
NSW AGM Minutes Notice - APS NSW AGM Minutes Notice [
NSW AGM Minutes Notice - TPC Rockdale NSW AGM Minutes Notice E
Strata mark NSW AGM Minutes Notice
NSW AGM Minutes Notice NSW AGM Minutes Notice -
SM AGM Minutes Notice NSW AGM Minutes Notice i
NSW AGM Minutes Notice - Regional Nowra - current NSW AGM Minutes Notice ©
NSW AGM Mnutes Nofice - Spencerware - New Act NSW AGM Minutes Notice C
ZZNSW 15t AGM Minutes Notice - Perpetual NSW AGM Minutes Notice u
NSW AGM Minutes Notice - Perpetual NSW AGM Minutes Notice -
NSW AGM Mnutes Notce - Test 1 NSW AGM Minutes Notce
NSW AGM Minutes Nofice - cstm test NSW AGM Minutes Notice s
NSW AGM Minutes Notice - Test 2 NSW AGM Minutes Notice @
NSW AGM Minutes Notice (Co) NSW AGM Minutes Notice (Co) NSW 4
NSW Annual General Meeting Notice - Procare NSW Annual General Mesting Notice NW m]
NSW Annual General Meeting Notice - Reglonal Nowra NSW Annual General Meeting Notice: NSW L -
[ hew | & core | 2ot | @ Deete | Proview

Now you can create your template. For detailed instructions on editing, see the section below in this manual — “Editing
Functions”

Available Fields MyStrataCo Annual Meeting Notice \

Heurrent_date}} Lot Letter Folio Global v
Heurrent_date_display}} - .
Hnotice_recipient}} da 0 B OO B 5 source oA ln # % 5 @E-E 05

{owner_block_1}} I
i ; 3 = B

{{fowner_block_2}} B I U &k x. x' |4 iZ i = W
Normal - Font - Size - Line Hei... ~ Tracking ~ A~ aby

-

{owner_block_3}}

H{owner_block_4}}
H{owner_block_5}}
Hnotice_block_1}}
notice_block_2}}
H{notice_block_3}}
Hnotice_block_43}
Hnotice_block_5}}
fagent_block_1}}
I{agent_block_2}}
I{agent_block_3}}
Hapent_block_4}}
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CUSTOM MERGE TEMPLATES

You will need to create a Custom Merge Template for:

e Insurance claim form(s) that you use for merging when you submit a claim to aninsurer

e Access register document(s) - used to record details when you sign a key out of your office from the access register
e General correspondence to lot owners and committee members

e  Cover sheets for items like levy notices, financial reports

ADDING A CUSTOM MERGE TEMPLATE

Select Custom Merge Templates

Select New from the bottom right of the template screen
Enter a name for your new template

AN R

Select the type (size) from the dropdown menu. The choices are:
i. A4 -—Pagesize 210x 297 mm
ii. C4-Envelope Size 229 x 324 mm
iii. C5-—Envelope size—162 x229mm
iv. D4 —Envelope size —220x 110 mm
v. AdInsurance Claim — page size 210 x 297 mm. This is the default document used when you click
merge from an insurance claim to generate a claim document
vi. A4 Access Register — page size 210 x 297 mm. This is the default document used when you click on
Pickup Request when signing out an access item.
5. Select Create

New Custom Merge Template u

Name | |
Type |Ad Lot Letter v
C4 Lot Letter + Create ¥ Cancel
C5 Lot Letter
CL Lot Letter

Ad Insurance Claim
Ad Access Register

Currentty Logged In ss: Faye Goodman

Propertle Strata g Filo @ ToDo E] Processing @ Biling End of Period Utittes @ Log Out o e
Templates

Name Type

i (3) 01
Name [Pestinspection e i
Type | A4 Lot Letter v

==

Notice Header A4 Lot Letter

ATEST CUSTOM TEMPLATE A4 Lot Letter
A4 Lot Letter

Al Lot Letter

ACT 119 merge Test
Address Fieid Test
Alianz claim A4 Insurance Claim

Alkanz Insurance Clam Ad Insurance Claim

Baliot Paper A4 Lot Letter
Base lempiate - Access Housing Realty Al Lot Letter
Base template - Access Housing Realty - copy A4 Lot Letter

Base Template - ACE Kingston A4 Lot Letter

Base Template - ACE Kingston - copy A4 Lot Letter

Base Template - ACE Mt Lawiey A4 Lot Letter

Base Template - Body Corporate Management A4 Lot Letter

Base Template - Body Corporate Management - Resident Correspondance A4 Lot Letter

Base template - Bretts Gen Correspondace A4 Lot Letter

Base template - Breits Gen Correspondace - copy A4 Lot Letter

Base Template - Bryant Strata A4 Lot Letter

Base Template - Elite A4 Lot Letter

Base template - gen corr A4 Lot Letter -

o" New | @ Clone || # Eat | @ Deete |[ & ereview

PropertylQ
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Now you can create your template. For detailed instructions on editing, see the section below in this manual — Editing Functions

Available Fields .Cover letter |

{{current_date}} Lot Letter ~ | Falio: Global wd

{{current_date_display}} ol

{{notice_recipient}} B& D RO B 7Source Aln 8% B B E- = Q =
Mo 2 >

{{owner_block_1}}
= [=:]
REREDR

DI‘

» o

{{owner_block_21} B I U abex x'|% iZiZ 3
{{owner_block_3}}
{{owner_block_4}}
{{owner_block_5}}
{{notice_block_1}}
{{notice_block_2}} {{agent_block 1J}
{Inotice_block_3}} {{agent block 2}}
{[notice_block_4]} Hagen: E:ﬁ iH
notice_block, agen
ﬁaﬂem_hlock_‘ls}}}} {{agent_block SH
L . {{agent_block_&}}

== (o

{{agent_block_4}}
{{agent_block_5}}
{{agent_block_B}}
{{agent_block_7}}

Normal - Font - Size -~ LineHei.. -  Tracking ~ A- aly,

{{agent_block_g}} {{current_date}}
{{levy_black_1}}

{{levy_block_2}}

Hlevy_block 33} {irecipient_block 13}

{{levy_block_4}} {{recipient_block 2}

{llevy_block_5}} {{recipient_block 3}

{{committee_name}} {irecipient_block_a}}

[{committee_salutation}} {{recipient_block S}}

{{committee_appointed_date]
{{committee_block_13}}
{[committee_block_2]}
{{committee_block_3}}
{{committee_block_43}
{{committee_block_5}}
{{tenant_block_1}} Dear {{recipient_block_1}}
{{tenant_block_2}}
{{tenant_block_3}}

{{tenant_block_4}} : - i
e RE: {{Building_Name}} SP {{Building}} - Lot {{Lot}}
{{property_manager_block_1]
{{property_manager_block_2

{{property_manager_block_3] Please find attached correspondence for your attention.
{{property_manager_block_4;
AR TR TR If you have any questions, please don't hesitate to contact me.

{{resident_block_1}}
{{resident_block_2}}
{{resident_block_3}}
{{resident_block_4}}
{iresident_block_5}} Yours sincerely
{[recipient_block_1}}
{{recipient_block_2}}

{recipient_block_3}} {{Manager}}
{{recipient_block_4}} {{Manager_Phone}}
{{recipient_block_5}} {{Manager_email}}

PropertylQ
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CLONING A MERGE TEMPLATE

You can follow the same procedure for both Standard Merge Templates and Custom Merge Templates

1. Highlight the template you want to clone on the screen

2. Select Clone

PropertylQ Strata e (@ oo (M) rocessno  (§]) o

Currently Logged In as: Faye Goodman |

Role: Admirisirator
0.143.0 1MAR2017

Templates
[nsw [ aw [ vic [ mas [ sa [ wr [ wa[ act [ ac |
Name » Type State Bank Type Folio Selected

Annual Levy Notice Annual Levy Notice “ -
Annual Levy Notice Annual Levy Notice @

Annual Levy Notice - copy 0 Annual Levy Netice 5]

Annual Levy Notice Large Dt Annual Levy Notice Large @

Annual Levy Notice Large - copy Annual Levy Natice Large =]

Annual Levy Notice Large - copy Annual Levy Notice Large a

Annual Levy Notice Muli Schedule: Annual Levy Notice Muli Schedule @

Annual Levy Notice Multi Schedule Large Annual Levy Notice Multi Sthedule Large v

Electricity Notice Electricity Notice 4

Gas Notice Gas Nolice @

MBL Deposit Siip MBL Depostt Sip Macquarie Bank =]

MyStrataCol Annual Levy Notice Annual Levy Notice =]

Other Utility Nofice Other Uity Notice &

Request For Tender Request For Tender &

Request For Tender - folio Request For Tender NSW ]

Test Annual Levy Notice: Annual Levy Notice a

Test Deposit Slip MBL Deposit Sip Matquarie Bank 7

Water Notice Water Notice ]

Work Order Work Order -

[+ new [ @Cone | » Eat | & pecie [ Prevew

1. Enter a name fory

our new Template

2. Edit the template to suit. For full details on editing, see the section below in this Manual — Editing functions

\vailable Fields

nnual Levy Notice Large - copy

(Notice_Date}}

Annual Levy Notice Large

g::
Yoo 1

{Agent_Name}}
[Agent_Address_1}}
[Agent_Address_2}}
{Agent_Address_3}}
[Agent_Phone}}
[Agent_Fax}}

8@ DRRRODO B ¥source

B I U abe x, X* Ao == =y W=
Format - Font - Size ~ Line Hei... ~

Tracking ~

WE-EQR

o B >
A-¥”- ) RRRRB

(Agent_Email}}

{Agent_ABN}}
[Agent_Principal}}
{Agent_Block_1}}
{Agent_Block_2}}
{Agent_Block_3}}
{Agent_Block_4}}
{Agent_Block_5}}
{Agent_Block_6}}
{Agent_Block_7}}
{Agent_Block_8}}
(Manager_Name}}
{Manager_Email}}
{Manager_Phone}}
(Strata_Plan}}
(Building_ABN}}

ng_Street_Name}}
ng_Address_2}}

{Building_PCode}}
{Lot}}

PropertylQ
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{{Owner_Name}}

{{Owner_Address1}}

{{Owner_Address2}}

{{Owner_Address3}}

{Owner_Suburb}} {Owner_State}} {Owner_Pcode}}

{{Agent_Address_1}}
{{Agent_Address_2}}
{{Agent_Address_3}}
ABN: {{Agent_ABN}}
Ph: {{Agent_Phone}} Fax: {{Agent_Fax}}

Tax Invoice

{{Building_ABN}}
Date of Notice {{Notice_Date}}

Body Corporate and Community Management Act 1997
Levy Assessment for the period (from {{From_Date}} to {{To_Date}})




EDITING A MERGE TEMPLATE

You can follow the same procedure for both Standard Merge Templates and Custom Merge Templates.

1. Click on a template to highlight it
2. Click on the Edit button

ProperinQ Strata f,;“ e @ Do @ Processing @ Bising End of Perion Unates @ Log Out e et

Templates

[ [

[ [ [ [ s [ o Lo [va [ o [ Al | I

Nome « Tyoe State Bank Type Follo Solectsd
Arval Lewy Norce Arrual Lewy Notes I | | |
Avewsl Levy Nota Avews Lovy Notea
Arrual Levy Notce - ooy o Arual Levy Notke
Arraal Lovy Notce Large A Lavy Notce Large
Al Levy Notce Large - copy Anuat Loy Notee Larpe
Nokce Lirge - copy Arvui Levy Notce Large
vy Notce Large - copy A3 Levy Notce Large
vy Notce Mt Sehetude Arvual Lovy Notce st Seheciie

Annual Levy Notcs Mub Schecus Large Annual Levy Notca Mul Schecule Large ’
Slectrty Notce Bty Notce v
Gas Notce Gas Notco
VB Degost Sip MBL Depost Sip Wacauane Sank
1ySrataCol Anrual Levy Nobcn Arvwai Lovy Notce
Oer Uty Notce Ot Uity Notce
Request For Toncer Recuest For Tardr
Request For Tender - foio Reuest For Tendr NS
Test Al Levy Notce A Levy Notca
‘Test Depost Sip MBSL Depost Sip Macquane Bank
Wacer Nonce ater oo

+Now [ @ Cone | 2Eat | & © Preview

1. This edits the existing template
2. Enter your changes here. For full details on editing see the Editing Functions below

Available Fields MyStrataCo Annual Meeting Notice \

Ifcurrent_date3} Lot Letter v | Foliof Global v]

l{current_date_display)} - B
Hnotice_recipient}} (= NN B [ 1 source oA ln 8 % |5 ME-E
[{owner_block_1}} R 1= e— . = _ __

lfowner_block_2}} B I U abex. x| f iz = ElWE=E===mu g

Howner_block_3}}
H{owner_block_4}}

Normal - Font - Size - Line Hei... - Tracking ~ A~ abr.

Howner_block_5}}

Inotice_block_13}
Hnotice_block_2}}
Inotice_block_3}}
lnotice_block_41}
lnotice_block_5}}
"agent_block_11}
{agent_block_2}}
I{agent_block_3}}
Hagent_block_4}}

PropertylQ
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DELETING A MERGE TEMPLATE

You can delete a Custom Merge Template and you can delete a Standard Merge Template if it’s not selected as the default for a
particular function.

NOTE
S
—d This should be done with caution as you cannot retrieve a deleted template.

1. Highlight the Custom Merge Template you want to Delete
2. Delete

Gurently Logged In as:

PropertylQ Strata @ File @ Too @ Processing @ Bilng End of Period Utities @ Log Out o

Templates
Narme Tyoe
Letter about washing on balconies Ad Lo Letler *
Levy Cover Letter o Ad Lot Letter
Margin Test N~ Ad Lot Letter
Mesting Minutes Ad Lot Leter
Mesting Minutes - 1 Ad Lot Leter
Mesting Minutes -2 Ad Lot Leter
Meeting Minutes EGM A4 Lot Letter
Minutes Of A Spacial Genaral Maeting A4 Lot Letter
Minutes Of Committee Meeting Ad Lot Letter
MyStrataCo Annual Meeting Notice Ad Lot Latter
Natale A Lot Letter
niew owner eter - copy Ad Lot Letter
NEW Test Temp Ad Lot Leter
Noige compaint feter Ad Lot Leter
Noise Letter 1 A4 Lot Later
ok cert A4 Lot Letter
Paul's Letter Ad Lot Letter
Pest Inspection Ad Lot Letter
Pest Inspection advice Ad Lot Letter
[+ New | @ cone |~ Edt | @ Dekete |[ o Freview

Yes to confirm you want to proceed.

®

Are you sure you want to delete this template?

PropertylQ
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MERGE TEMPLATE EDITING FUNCTIONS

Hover your mouse over the icons to see what their name/function is

Pest Inspection Advice © o
Lot Letter v | Folio: Global Y|
00 0000000 _© 090 0600000092 920900
Ba DR ROM B 7source DlAall M %|5h MB-= Q.
B I U abex, xX*|R i=:= Ey R EFH===m_n g
Normal v Font ¥ Size ~ Line Heig... ~ Tracking ~ A~ ay. = BBRDHB
1. The name of the template shows here — you can overtype if you want to change it
2. The type of document shows here —in this case, Lot Letter
3. Save —click here to save your template
4. Preview —click here to create a preview of your template
5. Add Page — add a new blank page
6. Insert Page Before —insert a page before the current page
7. Insert Page after —insert a page after the current page
8. Delete Current Page
9. Set Page Margins

NOTE
e |
= Margins in PropertylQ are set in pixels. The table below shows conversions from centimetres to pixels.

Page Margins x

Top
® Type your page margins, tick the box if
Bottom

10 you want to apply to all pages in the

= template and click OK
Right
15
¥ Apply Margin to All Pages.
o
4
Normal 2.534cm 2.54cm 2.54cm 2.54cm S5px S5px S5px S5px
Moderate |2.54cm 2.54cm 1.91cm 1.91cm S5px S5px T2px T2px
Narrow 1.27cm 1.27cm 1.27cm 1.27cm 48px 43px 48px 48px
Wide 2.54cm | 2.54cm | 5.08cm | 5.08cm | 55px S5px 152px 152px

PropertylQ
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10. Add a text box
11. View source — This will show the whole document in HTML language. This is used when creating web pages but isn
generally needed for document templates. Click on the Back to Editing to go back to editing

<div id="ptmpl-pages" style="z-index: -1;"> 2 Back to editing
<div ptmpl-textbox="editable" style="width: 218mm; height: 297mm; background-color: w > s .

relative; display: inline-block; word-wrap: break-word; box-sizing: border-box; padding: 1@px 15px;"
class="page" id="pagel"><p>&nbsp;</p>

<p>&nbsp;</p>

12. Source — This will show the area of template that is highlighted in HTML. This is used when creating web pages but
isn’t generally needed for document templates. Select Back to Editing to go back to editing

Source

13. Undo. Use this to undo unsaved changes

14. Re-do. Use this to reverse any changes you have undone using the Undo button

15. Cut function. Use this to cut a selected item/area of text from the template that you can paste later

16. Copy function. Use this to copy an item/area of text from the template that you want to paste elsewhere.

17. Paste function. Use this to paste an item/area of text that you have previously cut or copied

18. Paste as plain Text. Use this to paste an item you have previously cut or copied and remove the formatting

19. Paste from Word. Use this function to paste items/areas of text that you have copied from a Word Document. This
function will give you the closest formatting to Word formatting possible.

20. Find/Replace. Use this function to find a word or phrase in the text and use the replace function to replace all instances
of the the word or phrase with the new word/phrase

Find and Replace x
FIND | REPLACE Type the word or phrase
Fing what dear Find you want to Find and
e tick the options
’7 Match case
Match whole word
% Match cyclic

Close

PropertylQ
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21. Replace

Find and Replace x

FnD [REPLAGE Type the word or phrase
Fing what oenr renice you want to replace,
Replacs with balo Replace Al type the word or phrase

S you want and tick the

atch case
Match whole ward .
¥l match cyclic OpthﬂS
Close

22. Select all — use this to select the entire document
23. Insert an image

Click on Choose file, find
the image file you want.
Type new width and
height dimensions if you
want and click Ok to
insert the image

24. Click to insert a table, drag your mouse across the squares to create a simple table or click on more and type the details.
Click on the Advanced tab to set ID, styles, language and stylesheet classes.

Table Properties x

TABLE PROPERTIES | ADVANCED

3 Id Language Direction

ot i <notset- -
Style Stylesheet Classes
width'500px

Mare...

ance oK || cancel

25. Insert horizontal line- Use this function to insert a line across your template
26. Insert a special character

PropertylQ
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Select Special Character x

I NEEEEONEEEEEEHE
R Click on the
T special character
i you want to
 EEENNNRENEEEEEEE insert.
U000 ¥ e 6lalaaaala ¢ e &
0 a ¢y by EeeWY W T ’ ™o
27. Insert a page break for printing
28. All custom templates are global documents (for all folios)
Pest Inspection Advice
Lot Letter v | Folio: Global v
Ba DR RO B T)souce 4 nlAlln %2 5 ME-E QF
B I Uaxx, X TS| sy W EBE===NuvdPr»
000000 009 9900 00920 0920
Normal ~  Font ~7 Size ~ TLineHeig..~ “Trackingg v A~-%- 0 B R B B

29. Bold function — use this to make your text bold

30. Italics function — use this to make your text Italic

31. Underline function — use this to underline your text

32. Strikethrough function — use this to create strikethroughs on your text

. . Motion

33. Subtext function — use this to create subtext e.g.

34. Supertext function — use this to create supertext e.g. Motion?

35. Remove format — use this function to remove a format that you have applied

36. Numbering — use this format to create a numbered list

37. Bullets — use this format to create a bulleted list

38. Decrease indent — use this function to decrease an indent you have made

39. Increase indent — use this function to increase an indent you have made

40. Insert a block quote — inserts a block text. This is generally a HTML function and not needed for adocument.

41. Create Division Container. Use this to create a column or division in your template. A division creates a block (similar
to a paragraph) but allows you to right click and add custom styles to it. Usually used for Websites and not generally
needed for documents

42. Align left — use this function to align selected text to the left margin

43. Align centre — use this function to centre selected text between the margins

44, Align right — use this function to align selected text to the right margin

45, Justify — justify the text between the margins

46. Text direction left to right — sets text to flow from left toright

47. Text direction right to left — sets text to flow from right toleft

48. Insert link — This creates a hyperlink in HTML format so the document recognises a link to an email or website

PropertylQ
Templates
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Link x
Link x Link X
LINKINFO  TARGET  ADVANCED
LINKINFO | TARGET ~ ADVANCED LINK INFO | TARGET | ADVANCED
1a Language Divection  Access Key
Display Text Tﬂéﬂe‘ s <not set> v
) Window B
Matizn2 ame Window (_seff) Name Language Code Tab Index
Link Type
URL v
Advisory Titie Advisory Content Type
Frotocol URL
htps v | | wewpropertyigoomau Stylesheet Classes Linked Resource Charset
Relationship Style
Force Download
oK || cance oK || cancel oK | Cancel
4 Pl 4

49. Unlink — use this function to unlink a link you have created
50. Create Anchor — An anchor is used for marking a specific part in a webpage.

Anchor Properties x

Anchor Name
one

OK Cancel

Pest Inspection Advice

Lot Letter v | Folio: Global M

da D RO @ YW,] Source 4 ‘@ AA Am #% 25 k[ B = QH
B I Uakex, X'|# (T2 &=V ====mwuv g >

Normal ~  Font - Size - LineHeig. ~ Tracking ~ A-~%¥- 2] R

AR A
(51) @ (53— >*) (55 Jm 56 J 57 M 53X 59 ) 601 61{62)

51. Use the dropdown list to select a format for your text — Heading types or normal
52. Use the dropdown list to select a font

Fonts listed with (**) or (*) are not supported when previewing or printing PDF documents. However, there are replacement
(similar/substitute) fonts available which are shown on the list.

53. Use the dropdown list to select the size of your text

54. Use the dropdown list to select the line height

55. Letter spacing plugin — Use this to set a consistent degree of increase or decrease of space between letters. This will
affect the density in a line or block of text.

56. Use the dropdown list to select a font colour

57. Use the dropdown list to select a text highlight colour

58. Show Block —show block information, will show all the 'divisions/paragraphs' on the page so you can see where a single
paragraph starts and ends

Pest Inspection Advice

Lot Letter * | Folie: Global M
B@DORRODD B D Bl B S @BE-E0R
B I U abex x4 : S===Mv & Pr

Normal - Font Tracking A-¥ JRRRD

PropertylQ
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59. Set page size to A4
60. Set page size to DL
61. Set page to C4

62. Set page size to C5

INSERT AN IMAGE OR LOGO

1. Insert an image or logo by clicking on the Image icon

2. Choose File to find the file you have saved on your computer
3. Overtype here if you want to change the width

4. Overtype here if you want to change the height

5. Ok to insert the image into the template

A}/aHahle Fields Pest Inspection Advice

B8 DRRR OO B Msoure ®0Als B
B I U akx x| 4 4

Upload a nenw image

Choose File | My Strata Logo PNG

v My Strata Company

Width Height

k=]

PropertylQ

Templates
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STANDARD EMAIL TEMPLATES

Here you can set up all the email templates for system generated emails. These templates are the covering emails that
generate when you send different types of documents from PropertylQ.

You should review and update these prior to emailing any system generated documents e.g. levy/fee notices, meeting notices,
financial reports and documents.

1. The name of the template shows in this column

2. The document/task type that the template is attached to shows in this column

3. The subject line of the email shows here. This is the subject line that the recipient sees. (with the exception of the
custom template — when sending these, you need to enter a specific subject for eachinstance

4. If you have entered a default BCC email address for this template it shows here

5. The email address option you entered for the template shows in this column

6. If the template has been set up as a Folio specific template, the name of the template shows here

7. If the template is selected as a default template it shows in this column with a tick. If it is not a default template, it
does not have a tick.

8. New to create a new email template

9. Clone to clone an existing template

10. Edit to edit an existing template

11. Delete to delete a template you have highlighted on the screen
You can’t delete a template while it is selected as a default — If you want to delete an unwanted template, you need
to select a new default template for that email type first.

12. Preview to preview an email template you have highlighted on the screen

PropertylQ Strata (e (@) oo (M) rocessno () w0 () enaorrenoe

Templates
[ Standard Merge YE"USIQSJ Custom Merge Templates Standard Email Templates
Name Tyve Subject BcC Reply To Folo Selected
Annual Levy Notice 0 Annual Levy Notice o Annual Levy Notice Otner v &
Annual Levy Notice - Brunswick Office Folio Annual Levy Notice Annuai Levy Notice Othe Brunswick Office Folio <
Arrears Notice Asrears Notice Arrears Notice Other <
Custom Tempiate Custom Tempate My Sirata Company lefter info@mystrataco com au ° Defaut e e 7 o
Deblor Invoice Debtor Invokce Dedtor Invoe ‘ Detaut v
Debtor Invoice - copy Debtor Invoice Debtor Invoice Default J
Final Notice Final Notice Final Notice Other 0
Financial Reports Einancial Reports Financial Reports Omer v
Insurance Claim Insurance Claim Insurance Claim Other 4
Invoice Approval Invoice Approval Invoice For Approval Other 4
Legal Notice Legal Notice Legal Notice Other !
Meeting Minutes Notice Meeting Minutes Notice Meeting Minutes Notice Other o
Meeting Notice Meeting Notice Meeting Notice Other v
Reminder Notice Reminder Notice Reminder Notice Other )
Remitance Advice Remitance Advice Remtance Advice Omer ‘
Request For Tender Request For Tender Request For Tender Omer v
Special Notice Special Notice Special Notice Other L
Supplier Compliance Expired Supplier Compliance Expired Supplier compliance expired Defaut %
Supplier Compliance First Reminder Supplier Compliance First Reminder Supplier compliance reminder Default 0 @ .
[+ New |[@ cione | ~ Eat ][ @ Deiete | @ Preview |

PropertylQ
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CREATING A STANDARD EMAIL TEMPLATE

1. Click the +New button

Type a name for the new template here

Select the template type from the dropdown list
Create

A W

Cancel to exit

Cunrenly Logged In as: ams

V PropertylQ Strata @ To0o @ Processing @ Biing @ End of Period Role Super

Administrator
01542762018
Templates
I Standard Merge Templates I [N VSIS U  Standard Emai Templates
Name Type Sudject 8cC Reply To Folio Selected
Annual Levy Notice Annual Levy Notice Annual Levy Notice Other 2
Annual Levy Notice - Brunswick Offce Foio Annual Levy Notice Annual Levy Notice Other Brunswick Office Foio [
Arrears Notice Arears Notice Arears Notice Other 2
Custom Tempiate Custom Tempiate My Strata Company letter info@mystrataco.com au Defaut ’
Debtor Invoice: Debtor Invoice Deblor Invoice Defaut Z
Debtor Invoice - copy Debtor Invoice Deblor Invoice em Defauit 3
Final Notice Final Notice iv\a\ Notice e & Other v
Financiai Reports Financial Reports Financial Reports Type ;m RGO v Otner ’
Insurance Claim Insurance Claim Insurance Claim / Other @
Legal Notice Legal Notice Legal Notice o o Other v
Meeting Minutes Notice Meeting Minutes Notice Meeting Minutes Notice ZSNSi Otner v
Meeting Notce Meeting Notice Meeting Notice Other 2
Reminder Nofice Reminder Notice Reminder Notice Other ’
Remittance Advice Remitance Advice Remitance Advice Other ’
Request For Tender Request For Tender Request For Tender Other 2
Special Notice Special Notice Special Notice Other 2
Supplier Complance Expired Supplier Compliance Expired Suppier compiiance expired Defaut 2
Supplier Compliance First Reminder Supplier Compliance First Reminder Supplier compilance reminder Defaut 0 L -
[+ New ][ @ cione | £dt ][ @ Delete | o Preview

Privacy Policy | Terms & Conditions

1. The name you entered in Step 1 shows here
The template type shows here
The folio defaults to Global, but if you use Folios, you can select the Folio you want this template to apply to from the
dropdown list
4. Type a subject line here, this is the subject line recipients will see when they receive the email
5.  You can type a bcc email address here. This will bce this email address whenever the email template is generated
(optional)
6. Choose a reply to option from the dropdown list here. The choices are:
i. System default —the email that is entered in your company details
ii. Manager Email —the strata manager for the building
iii. Other —if you choose other you need to type the other email address
7. Use the editing functions to format the template — see the Document Editing functions section above fordetails
8. Typein the body of the email template
From the available list of merge fields, you can also click and insert merge fields into the body of the email and/or
the email subject.

NOTE: Some template types incorporate a {{message}} merge field. For an invoice approval email, this message
contains the details of the invoice (Strata Plan number, supplier, invoice amount and reference (invoice) number).
10. You can add your logo by inserting an image if you want to.

PropertylQ
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Available Fields

{{Agent_Name}}
{{Agent_Principal}}
{{Agent_Address_1}}
{{Agent_Address 2}}
{{Agent_Address_3}}
{{Agent_Suburb}}
{{Agent_State]}
{{Agent_PCode}}
{{Agent_Email}}
{{Agent_Phone}}
{{Agent_Fax}}
{{Agent_ABN}}
{{Strata_Plan}}
{{Building_Namej;
{{Building_5Street_No}}
{{Building_Street_Name}}
{{Building_Address_2}}
{{Building_Suburb}}
{{Building_5tate}}
{{Building_PCode}}
{{Building_Manager}}
{{Manager_email}}
{{Manager_Phone}}
{{Building_ABN}}
{{Last_Fin_Yr_From}}
{{Last_Fin_Yr_To}}
{{Next_Fin_Yr_From}}
{{Next_Fin_Yr_To}}
{{Next_Budget_Yr_From}}
{{Next_Budget_¥Yr_To)}}
{{Total_Admin_Owner_Fu
{{Total_Sinking_Owner_Fu
{{Total_Total Owner_Func
{{Admin_Total_Budget}}
{{Sinking_Total_Budget}}
{{Total_Total_Budget}}
{{Disc_Rate}}

{{int_Rate)}

{{QLD_Plan}}
{{QLD_Type}
{{Recipient_Name}}
{{Unit_Owner}}
{{Owner_Lotf}}
{[Owner_Unit}}
{iLot_Street_Nol}
{{Lot_Street_Name}}

|Arrear5 Notice o | Subject }{{Strata_PIan}} {{Owner_Lot}} - Arrears Notice °_

[Arrears Notice oZI Folio [ Global o ~| Bec | o

Reply To | Other o A |accnunl5@stralacn com au

B Tisouee © Al # %5 ME-E=Q
B I U aex, x*|f iz = ElyWE===mn g > o
Mormal - Font - Size - LineHei.. ~  Tracking ~ A~ aly.

Dear {{Unit_Owner}} o

Lot: Lot {{Owner_Lot}} / Unit {{Owner_Unit}}
Please find otfoched arrears notice for overdue levies. Please make payment at your earliest convenience.

For enquiries or to arrange a payment plan, please contact our Accounts Department on (02) 123456789,

King Regards
{{Building_Manager}}
{{Manager_email}}

{{Manager_Phonel}

My Strata Company °

The email template will look something like this.

11 - Arrears Notice

100 KB

Dear Brena Mulligan

Lot 1 - Arrears Notice to 28-01-2022.pdf -

Property: SP1 The Bachelor Pad - 1-8 Hollywood Drive SYDNEY.

Lot: Lot 1/ Unit 1

Please find attached arrears notice for overdue levies. Please make payment at your earliest convenience.

For enquiries or to arrange a payment plan, please contact our Accounts Department on (02) 123456789,

King Regards
Bella Carstairs

bellac@strataco.com.au

02 4556 6554

My Strala Company

PropertylQ
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MERGE FIELDS

All the available merge fields for the type of template you want to create show on the left side of the screen

To add a merge field, place your cursor in the position you want the merge field to be and click on the merge field you want.

Available Fields | Pest Inspection Advice |
Lot Letter v Folio: Global v

B DORR OO B Fsorce « BAD M%H @O0
B I U acx, x| 8 } =W w @ »

Nomal - Fot = | Size - LneHel - Tackrg - A-%- o) RAMAM

My Strata Company

::m»m Pest Inspection Advice

((Nomines_2_ suburb]) Lot Letter v | Folioz Global v

Aorieon e 8@ DRRROO B Msowe « B A% FGaE-EoR
{(Tenant_Name)) B I Uaxx,x % i =mmuw g >

{{Tenant_Work_Phone}) Normal - | Font -~ Sze - UneHel. -~ Tackng - A-%. J) RRAAARA

SR —

anager Codel My Strata Company

Continue to add as many Merge
Fields as you need. In this
example, there is some

specific information and you can
overtypethe text at any time in the
future

{{Owner1_Bh})

{({Ownert_Mobsile})

{(Ownert_Emaity) {{current_date}} /
{(Owner2_An)) {{notice_recipient}}

{Owner2_Bh)) {{Owner_Name_1}} {{Notice_address_2}}

{{Owner2_Mobile}} {{Notice_address_3}}
{{Owner2_Emaiy) {{Notice_suburb}} {{Notice_state}} {{Notice_post_code}}

{{DEFT_REF_NO}) Dear {{Salutation}}
/A Pest Inspection will be conducted by Killemquick Pest Control on Friday 3rd April, 2017

{{Committee_3_Neme}) Please ensure that there is someone home to provide access to your lot

((Committee_&_Position)) Yours sincerely

((Committee_5_Name]} My Strata Company|

ommitiee_7_Mame3) {{Managerj}}
s s {{Manager_email}}

PropertylQ
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When you are happy with your Template, click on the Save Icon

Pest Inspection Advice
¥ | Folioz| Global

etter
@D@EB@D@‘-ﬁSoume« oA ln # 3% 5 |- = QN
===w g >

Pl ST | == W
Line Hei - Tracking

- Size ~

My Strata Company \
my Click on the Save

Icon to save your
Template

s i n il o0

{{current_date}}
{{notice_recipient}}
{{Owner_Name_1 1 {{Notice_address_2}}

RECOMMENDATIONS

Avoid using large tables, or tables for general layout. Try to limit the use of tables to:
When you are creating tabular data, eg. a table of levies with their due dates & amounts

1.
i.
ii. When you need to have 2 (or more) columns of content appearing on a single row.
2. Try and avoid having any “draggable” text boxes for general content. The main use where textboxes are still useful is for
adding page headers to each page, (see Page Headers below)
PropertylQ
Templates
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CONVERTING EXISTING DOCUMENTS TEMPLATES THAT USE TEXT BOXES TO USE PAGES

Original Custom Merge Documents and Standard Merge Documents will be formatted with text boxes. You can continue to use
them with this format .

If you have existing documents that were created using text boxes and you want to update the format, you can move content
from the textbox to the page by clicking the button in the top right corner of the text box called 'Move content to page'. When
you click this button, it will move ALL the content from that textbox to the page beneath the textbox and will remove the textbox
from the template. The content will be inserted on the page based on the rules below:

i. If the page below the textbox had a cursor position (i.e. had focus with the flashing cursor) the content will be
inserted where the cursor was located in the document.
ii. If the page below did not have a cursor position, the content will be inserted in the last position on that page.

1. First, select the document you want to edit
From the Template list, click on the template you want to edit to highlight it and then double click or
2. Click on the Edit button on the bottom right of the page

Cureniy Logged In 83 Faye Gooaman

. PropertylQ Strata @ File E] Do E] Processing @ Billing End of Period Ubites: @ Log Out e
Templates

Name

i Leter empiaie 1 o
Commities etier YV

Caver Letter - Reminder Noice

custom

DO Lefter - Council Election

DO Lefter- Standing Orders
DO Later - vobng Rights

< envelope (evy recipient]
alleter

Due Natce Cover Page

Due Naica — Welcome Cover Fage
‘emall signature Test

Envelope

Enveiope

envelope?

example e

rmiree Iooge o

[+ New [ @ Cione [ Edt || g Detete | © Prevew

Move the content from the textbox to the page by clicking the button in the top right corner of the text box called 'Move content to
page'.

ticommitte_block_4)} c ittee letter
(tcommittee_block_S}} Lot Letter

{tenant_block 2j} 88 0R0BBRO0O
@enant_block 83 B I Uk x B i
Fomal = | Font

Uproperty_mansger_block 4 My Strata Company

(property_mansger_block_E
(resident_block._1))
 block_2) 5
resident block_3) 4
(onidsnt_block_41) got
(resident_plock ¢
{fecipent biock 1)) — .
ol g Click here to
recipient block 1) move text box
g i s data from existing
o (Tcommiiee_ i
Bunaing_Nome)) omalios s documents directly
Buiding_ABNY) sommies et 2} onto the page
WBuAging._ Street_Nol) cuammiae Hbck %
. Sreet_ Mame)) eommee bacr 1
(usaing_Addresszj)
Suvarby)
(Buding_Statel)
(Buiding_PCode) s
::“"'»’;:”rm” Building name: {{Building_Name}}
eeptoiepect strata plan. {{Building)}
({Buiding_UOEY) 4
Buikting_LotCount) dear {{committee_salutation}}
FinReports_PenodFrom)) Congratulations - We confirm that you were appointed to the committee for
FnReports_PerodTol) {{Building}} on the {{committes_appointed_date)}
Fin__Stort)
Fin_y1_End)) Please advise us of your preferred method of contact for committee
Urevious_Fin¥r_Stae) cormespondence
Previous_Fin_vr_end))
ol
Yours sincerely
- My Strata Company
e
(wnmy (IManager}}
Qunt_Long)) ({Manager_email}
Lot Sueet_Nol)
(ot Street_Name))
ot nage))
Wot_Contact_Namel}
{{Owner_UOEY)
(O Name_1)
((Oaer Name_2)
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TE
odty

~——~ Remember to insert margins. Depending on how the original template was set up, you may have to move some items
around on the page. Save your template when you are done.

Available Fields

{{current_date}}
{{current_date_display}}
{{notice_recipient}}
{{owner_block_1}}
{{owner_block_2}}
{{owner_block_3}}
{{owner_block_4}}
{{owner_block_5}}
{{notice_block_1}}
{{notice_block_2}}
{{notice_block_3}}
{{notice_block_4}}
{{notice_block_5}}
{{agent_block_1}}
{{agent_block_2}}
{{agent_block_3}}
{{agent_block_4}}
{{agent_block_5}}
{{agent_block_6}}
{{agent_block_7}}
{{agent_block_8}}
{{levy_block_1}}
{{levy_block_2}}
{{levy_block_3}}
{{levy_block_4}}
{{levy_block_5}}
{{committee_name}}
{{committee_salutation}}
{{committee_appointed_date
{{committee_block_1}}
{{committee_block_2}}
{{committee_block_3}}
{{committee_block_4}}
{{committee_block_5}}
{{tenant_block_1}}
{{tenant_block_2}}
{{tenant_block_3}}
{{tenant_block_4}}
{{tenant_block_5}}
{{property_manager_block_1
{{property_manager_block_i
{{property_manager_block_Z
{{property_manager_block_4
{{property_manager_block_£
{{resident_block_1}}
{{resident_block_2}}
{{resident_block_3}}
{{resident_block_4}}
{{resident_block_5}}

TE
note

/|
~——“If there is a textbox with a really large table, rather than just moving the table to the page, we recommend that you try to

- Committee letter

D@

| Lot Letter

¥ | Folio:

1

B I U abex, X* |40 :i=:

Normal v Font v Size

A Source 4

<>

3= |99 W

Line Hei...

I1]
hl

Tracking v

A-¥- O RRAD

My Strata Company

.

A
LF
'

sapaiew apfn

{{current_date}}

{{committee_name}}

{{committee_block_1}}
{{committee_block_2}}
{{committee_block_3}}
{{committee_block_4}}
{{committee_block_5}}

Building name: {{Building_Name}}

strata plan: {{Building}}

Dear {{committee_salutation}}

Congratulations - We confirm that you were appointed to the committee for
{{Building}} on the {{committee_appointed_date}}

Please advise us of your preferred method of contact for committee correspondence.

Yours sincerely
My Strata Company

{{Manager}}
{{Manager_email}}

re-create the content on the page WITHOUT using a single large table. Either smaller size tables, or no tables at all. See the
section “Tables” below.

PropertylQ
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OTHER TIPS

GENERAL

Use Enter to insert a new paragraph

Use Shift + Enter to insert a new line in the SAME paragraph (useful if you want to keep content together when it shifts to
the next page)

Add a manual page break when you want to ensure content will always start at the top of the next page

PAGE HEADERS

Currently the product doesn’t support “real” page headers, however you can create a page header effect by following these
steps.

e Use the 'add textbox' button for each page,

e Copy the header content into the text box

e  Position the text box at the top of each page

e Set the page top margin to be larger than the bottom of the textbox

LISTS
e Use lists for numbered or un-ordered lists to give automatic numbering
e Right-click on a list and select 'Numbered List Properties' to edit the list (e.g. change the numbering style to alphabetic,
or roman numerals)
Building name: {{Bullding_Name}}
strata plan {(Building}}
Dear {{committee_salutation}) . . .
Congratulations - W confirm that you were appointed to the comiftee for nghhght the list you want
{{Building}} on the {{commitiee_appointed_date}} X ) .
Plonse nure thatwe have rocord of to edit and right click,
1 Your contact telephone number .
O . c o then click on Numbered
Youssicosy List Properties
{{Manager}}
{{Manager_email))
Numbered List Properties x
Use the dropdown list to choose a different list
Start Type type
1 Lower Roman (i, i il iv, v &tc) v
A
e  Shift +Enter to add a new line in a list WITHOUT adding a new bullet point
e Enter whilst on an indented line to move to outdent line
PropertylQ
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INDENTING

e You can indent lists using the indent buttons on the toolbar. (this will create a multi- level list) or you can use the
Tab button to indent.
e You can also indent paragraphs, tables, images or other elements using the indent button.

ALIGNMENT

e Toalign text to left, right or centre, highlight the text & click the alignment button on thetoolbar.
e Toalign a TABLE, right click on the table, and select "Table Properties' and then select the alignment from the
popup. (If you use buttons on the toolbar, it will align the TEXT in the table rather than the table).

Building name: {{Building_Name}}
strata plan: {{Building}}

Dear {{committee_salutation}}

C lations - We confirm th h f i i
ongratul z?lg):?he [; confirm (—al you wevj\dzfg;mted to the committee for R|ght C||Ck on the
Please complete the following table tab|e and then C“Ck

[ Nesiio

| on Table Properties

Delete Table

Table Froperties

Table Properties x
TABLE PROPERTIES | ADVANCED
Rows ‘Width

3 A9pX
Columns Height

. .

Edit the Table

Headers Cell spacing . .
Nene v 1 Properties and click
Border size Cell padding

1 1
 Gment OK to save

<notset> v
Caption

Summary

OK Ccancel
A

e Toalignanimage, you can right click on the image and select "Image Properties" and select the alignment of the
image from the popup, or you can select the image and click the 'Left Align / Right Align' buttons to change its
alignment.
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My Strata Company

Right click on the
X Cut Ctrl+X image and then click
Emy Copy Ctrl+C on Image Properties

‘™ Paste Ctrl+V

{{current_date}}

TLConTmmee_narer;
{{committee_block_1}}
commitiee block 211

Image Properties

Image Properties %

IMAGE INFO =~ LINK  ADVANCED

URL
RuBSBEmB/AX +k1gvulHVIQAAAABJR USETK.JQ0g=:

Alternative Text

‘Width Preview

Height ac MyStrataCompany

Properties and click
Border
HSpace

Lorem ipsum
VSpace dolor sit amet, conseetetuer adipiscing elit
Magcenas feugiat consequat diam. Maecenas
metus. Vivamus diam purus, eursus a, commodo ¥
Alignment A »
=notset> v

E Edit the Image

o | e |

A

NOTE

= Do not left align or right align a table or an image if the table/image width is the full width of the page. (e.g. if width is 100% or
even a pixel size that is the width of the document, setting the alignment to left or right will potentially cause issues between
what the document looks like in the browser, and what it looks like in the PDF file.) I.E. Only use the left/right alignment for
elements that don't use the full width of the page.
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TABLES

e If you want to use tables for layout, we recommend setting the table width to 100% (rather than a specified pixel

size). This means the table will resize automatically if you change margin sizes.

e You can resize column widths in a table by hovering over the border of a column, and then dragging the column

border with the mouse to resize it.

e To move all the content out of a large table you can:
1. Highlight all the content of the table with the mouse, and copy (or cut) the table

2. Paste the content into notepad, or MS WORD (if pasting into word, select 'Keep Text Only' when pasting)

which will paste all the content but will remove all the tables, rows and cells.
3. Copy the pure text content, and paste it back into the document.

4. Format the text as required

Building name: {{Building_Name}} g5 Cak i
strata plan: {{Building}} B Copy Ciri+C . )
f Pase  Cw Highlight the whole
Dear {{committee_salutation}} -
Cell . .
Congratulations - We confirm that you were appointed to the committee for P table and I’Ight C||Ck,

{{Building}} on the {{committee_appointed_date}}

Please complete the following table

[Telephone Number.
[Email Address
I

Yes/No |

Telephone Number: If using WOFd,

Email Ad ;.

2 GG
Email documents Yes/No

text only

choose the option
on the right — keep

Calibri (Body) - [10 ~| A" & & Ao
B I UW-A-IT sy
Telephone Number-
B X cut
Ex Copy
Email Address % Paste Options

select Cut or Copy

Copy the text from
Word

Open Word or Notepad and create a new document. Right click to paste the information you have just copied.

Email documents

Paste it back into the document template in PropertylQ.

TE
NOTE
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Depending on your security settings, you may have to use your Ctrl+V keys to paste into the template.
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KEYBOARD SHORTCUTS
Ctrl + s = Save the template
Ctrl + b - Make highlighted text bold
Ctrl +i - Make highlighted textitalic
Ctrl + x = Cut the selected text to clipboard
Ctrl + ¢ - Copy the selected text to clipboard
Ctrl + p - Paste the selected text to the current position on the document

Shift+Ctrl+3 - Enables entering content (by adding a new paragraph) before a problematic element such as an image,
table or <div> element that starts or ends a document, list, or even adjacent horizontal lines.

Shift+Ctrl+4 - Enables entering content (by adding a new paragraph) after a problematic element such as an image, table
or <div> element that starts or ends a document, list, or even adjacent horizontal lines.

Backspace, Del - Deletes a character.
Ctrl+Backspace, Ctrl+Del - Deletes a word.
Tab — Indents a list

Shift+Tab — Outdents a list.
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