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INTRODUCTION TO UTILITY LEVIES

The Utility Levy functions in PropertylQ allow you to bill lot owners for utilities such as gas, electricity and water. Utility bills
processed from the Utility Levies screen show on the lot ledger You can also generate a fee to the building and to the utility
invoice recipient.

TEMPLATES FOR UTILITY LEVY INVOICING

PropertylQ has standard merge templates for utility invoicing. You may want to edit these for your needs and add your logo etc.
For full details about templates, see the manual “Templates”

SETTING UP CHARGES FOR UTILITY LEVY INVOICING

You can set up charges to charge each building for utility levy invoice processing and can also charge the end recipient of the
utility invoice. For full details about setting up charges, see the manual “How to set up Fixed and Variable Charges”



GETTING STARTED

B Billing
To get started go to and select Utility Levies

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

5 Due Notices

@ Reporting Utilties Help

5 Direct Debit

N Sl Privacy Policy | Terms & Conditions

# Utility Levies

ELECTRICITY LEVY INVOICES

1.
2.
3.
4.

First, select the building you want to create electricity invoices for

Type some key letters to refine your search and find the Building you want
Click on the Building you want and then double click to select or

Click Select at the bottom of the screen to select

PropsrtyIQ Strata Fie @ ®0o @ Processing @ Biing End of Period Usiises @ Log Out

span ° £ | scheauser [Select a Schedule v Type: | Electicity ] [ meon

Meter Detais. Peal| 75‘4‘.‘"‘“ P L
e Buildings f
Account No. Carrent. g L M ) m‘
Previous Date’ Usage ¥ SPan - B\Mmqhﬂw‘ Ste Sreet Name Suburb Sae  Pos Manager Lots  Units Folo | po|
Cument e cennperl [ ] [rom S | - | [ ] pol
Contine] @ 888777 | Homaby Towers ‘_\zs Florence HORNSEY NOW 2077 TramngMarager 13 13 Reh. Po|
Total Usage| P

Sub Meter No Lot e Pre Supply Charge Admin Charge GsT Total Charge

Totals 0 00 50.00 $0.00 $0.00 $0.00
Show Legend [+ 208 Tovien | 2 £ ][ sewct | x cose

1. If the Building you selected has more than one Contribution Schedule, choose the Contribution Schedule the Utility
Invoices income will be allocated to.

2. Select Electricity from the dropdown list.

3. Youcan import data — see section below — Importing Utility Data

&

4. Type the meter number for the main building meter from the provider’s invoice. It is not mandatory to enter
the main meter details, if you choose not to enter them, you may want to remove the merge fields relating to the main
meter from your utility bill notice.

5. Type the electricity provider’s account number from the provider’s invoice

6. Type the date of the previous reading from the provider’s invoice

7. Type the date of the current reading from the provider’s invoice
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You have the option of entering On Peak and Off Peak values if they apply to your meter.

Off Peak

8. Type the previous reading figure from the provider’s invoice

9. Type the current reading figure from the provider’s invoice

10. The Usage amount will populate automatically once the readings are entered

11. Type the cost per unit from the provider’s invoice

On Peak

12. Type the previous reading figure from the provider’s invoice

13. Type the current reading figure from the provider’s invoice

14. The Usage amount will populate automatically once the readings are entered

15. Type the cost per unit from the provider’s invoice

16. Click on Enter Usage values if you want to enter the usage amount in the usage column. If this is unticked, you will
enter the previous reading and current reading figures and the usage will calculate automatically.

17. The “left over” amount will populate here automatically once the values are entered below. This is the amount that is
left after you have allocated the amounts to each lot/meter. This is usually considered to be the amount for common
property usage.

18. If there is common property electricity usage on this account you have three options.

i. Ignore — this will leave the “left over” amount unallocated to any lot owner and you would just pay
the total bill through supplier payments without being able to recoup from the lot owners
ii. Divide evenly — this divides the “left over” amount evenly between all the sub-meters
iii. Pro-rata — this divides the “left over” amount between all meters, based on the lot’s Units of
Entitlement

19. Click on the box to open the calendar and select the date you want to show the lot owner’s invoices due

20. Click on the box to open and select the date you want to show the lot owner’s invoices

21. If the Building you selected is not registered for GST — then free is the default and you will not be able to alter this. If

NOTE
the Building you select is registered for GST you can choose the GST status from the dropdown list. You may
want to consult your accountant about whether you want to choose GST. The choices are:
i. Inclusive —totals include GST
ii. Exclusive —GST is added at the end
iii. Free

22. If the charge schedule for this Building includes a fee with a chargeback to the lot owner for processing electricity
invoices, the amount charged to each lot shows here.

23. The total Off Peak amount will populate automatically from the information you entered in the Off Peak section

24. The total On Peak amount will populate automatically from the information you entered in the On Peak section

25. If you enter rebate amounts in the rebates column for each meter/lot, then the total of all rebates will show here.

26. If the provider charges a supply charge, type the amount here. This will be divided evenly between all the lot sub
meters

27. The total charge will populate automatically, based on the figures you entered in the On Peak and Off Peak areas plus

the supply fee, (if any)

PropertylQ



Plan* 888777 Homsby Towers 15 Flc o Schedule* | Contribution Schedule v Type® | Electricity

=10

Meter Detais OFF Peak ON Pesk @ Other Charge @
leter No* 4345#"9 Previous Reading 435434 Dd‘o Previous Reading 34545.1)0' Enter Usage Values ¥ @ \ Admin Charge/Lot $0.00
ccount No 403232059 Cunent Reading 568765.00 4. Curtent Reading 41656.00 1 W@ OFF Peak w0 @
revious Date?01/01/2017 Usage 13333100 Usage 71110 Proata v @ ON Peak Bl 1)
ument Date® 31/03/2017 Cents per unit 0 7‘__0 Cents per unit 30042017 » Less: Rebates $3.00 @
Qyoaz017 @ Supply Charge $55.00 @
Combined = @
Total Usage 140442 00 Avg Cents per Unit [ e S1.103.87 @
Sub Meter No Lot UoE Previous Reading Current Rey Usagy Common Usage Charge #:s:s Supply Charge Adn
20 2334300 2655500 3212.00 3182 $2441 §4.00 5423
2 10 2343400 23868 DD” Enter 5434.00 |f Entel’ 1591 4101 $0.00 5423
3 10 19132.00 nrspUsage s Usage 15.91 $32.80 $4.00 $423
" b 3212300 39??900\/3“.195 IS 7e5500 Valuesis 3182 §57.85 5000 5423
5 20 1254500 22090 nnunmked' ssesop  TiCKed, 3182 §7207 5000 5423
6 20 1543400 20888 Dﬂemer t?e 5454.00 enter the 3182 $4128 $0.00 5423
Curren
20 6565.00 12800.00 . £235.00 Usage . 3182 $47.16 50.00 5423
_______ reading in ~—amountin

Adding the Lot/meters details

1. Type the meter number for each meter in this column. You will only need to do this once as PropertylQ will remember
these the next time you generate utility invoices for that Building.
2. Allthe lots in the building will automatically populate. If some of the lots don’t have a sub meter. For example if they
are carpark lots, then don’t enter a meter number and they will be ignored.
3. The units of entitlement for each lot will populate automatically
4. Type the previous reading for each meter in this column. You will only need to do this once as PropertylQ will
remember current usage and populate it as the previous reading for the next time you create utility invoices.
5. If “Enter Usage Values” is unticked, type the current meter reading for each meter in this column
If “Enter Usage Values” is ticked, enter the amount of usage for each meter in this column
7. The common usage will populate automatically and the amount is determined by whether you chose to ignore, pro-rata
or divide evenly the common property allocation, which is the “left-over” amount after amounts have been allocated to
each lot/meter.
8. The utility charge for each lot/meter shows in this column
9. You can type any rebates to the lot owners in this column. You will only have to do this once as the program will
remember them and populate them the next time you create utility invoices for this Building.
10. The supplier’s supply charge entered above is divided evenly between all lots/meters and shows in this column
11. The admin charge per lot owner shows in this column
12. If the building is GST registered, and you have chosen Inclusive or exclusive, the GST amount being charged to each lot/
meter shows in this column
13. The total charge to each lot/owner shows in this column. It is made up of the usage charge, each sub meter’s share of
the common usage, minus any rebates, plus their share of any supply charge, any admin charge and any GST.
14. Click Preview to create a PDF preview report of the invoices. This will create a job in your job centre on the right of your
screen.
15. Click Process when you are ready to process the invoices
PropertylQ
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Currently Logged in &s: Faye Goodman

Role: Adminstrator
013833032017
h‘m Schedule’ Moorings Standard Contnb ¥ Type' Gas ¥ GasRates' Energy Australia p @ Import
Meter Detais Gas Meter Reading GasRates Oer Charge
serNo' | ECSS4M5{  Previows | 7400  From To Rate Enter Usage Values ¥/ Admn Chamgelot  S000
ountho | SHTSEA :‘“ T g s Commatowe | 0 orres [ wnmd
revious Date 01012017 ———— 1000 sw e Ll SR ONPesk [ s
e 03T w0 oeow 00T i) [T
NotceDote' 03042017 e r oy
ot fue v TotsCharge | 558338
SwuesrNo | Lot | WE Previous Reading CurentReading Usage Common Usage Chae Retate Supply Charge Admin Crarge GsT Total Crarge
=i @ 20 =» 0 s @ wn @ Q = Q s Q v [ Q «» ww@ @ o=
e o wew o s ~ o ~ s ~ s TS ~an s 7 sue
3 © 2w 645700 anw 5160 $13726 5000 5563 000 $000 514289
s © 3w %4100 200 5480 $1519 5000 5563 000 5000 28
5 2 0w 194300 194300 730 5178 $2000 5563 000 5000 740
s 2 ow 79000 78000 730 52531 $000 5563 000 000 53094
7 2 0w 500 94500 73 53049 s000 5563 000 5000 $36.11
8 2 0w 128400 128400 7320 112 $000 5583 000 000 4674
PDF Preview

Preview Utility Notices

Completed Time: April 4th 2017, 9:05 am

Results:

- Preview Utility Notices 2017-04-04 pdf -

[i5)

Today
ELECTRICITY NOTICE
From 01/01/2017 to 31/03/2017 (89)
RE: Hornsby Towers Strata Plan 888777, Lot 13, 15 Florence, HORNSBY NSW 2077.
Meter No 434543 Account No 403232323 'CHARGES

Sub Meter 13 LotNo 13 Usage Charge $494.09
Supply Charge 5423
Previous Reading | 56454.00 Admin Charge $0.00
Current Reading | 122111.00 Less Rebate 5000
TOTAL USAGE | 65657 Common Charge $020
GsT 5000
Total Due if paid by 3010472017 $498.52

O DE F T Ezis—r= %

SETY PAYMENT SYSTEMS .
i . [Account: Hornsby Towers
g pommm— E bn Code: 96503 -
PAY| | fOwner: Franca Swindells
No: 13
=3 e Ingitition to make a BPAY
s ay in person at any Ausiralia Post Office using Cash,
JOEFT Payment Systems or EFTPOS
B Pamers s s —
soor osing feo by o,
IO oo
DEFT Reference Number: 5558888888 03733

When you select Process, you will receive a message to confirm that you wish to proceed.

PropertylQ
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Are you sure you wish to process these sub meter

( ‘ readings.?
f

[ e

Yes to confirm you are happy to proceed.

The invoices will now be produced in your job centre on the right of your screen. Lot owners or other utility invoice recipients
with email as their delivery method will now be emailed and PDF invoices will be created for those with post as their delivery
method. Delivery preferences are set on the lot owner card, in the delivery notices tab, utility notices accordion.

Utility Notices
Completed Time: April 4th 2017, 10:04 am

Results:
- Utility Notices 2017-04-04 pdf _

Blo B)oui ol o Lo

&Y o

L

Today Jobs

GAS INVOICES

First, select the building you want to create gas invoices for

Type some key letters to refine your search and find the Building you want
Click on the building you want and then double click to select or

Select at the bottom of the screen to select

Eall S

[x] Currenty Logged in ax: Faye Goodman
Rok Acmnesysice

01383 3002017

PropertylQ Strata rie (@) w00 () P

o Buildings

SPian’ mw:e_ @ [5Pan.  Buikding é”\e Sve Sreet Name Suburb State Pos. Manages Los | Unis | Folio

Meles Detsis OFF Pask ﬁ |imoor = | | | | - | | 1| |
e P 000 | @ 270376 |Mooringson Cav |°|53 Cavill Avenue SURFERSPARADISE  GLD 4217 Training Manager & 8 G
Account No Cument Reading 0.00
Frevious Date” Usage 000
Cusrent Date” Cents per wnit 0.00

Combied
Total Usage 0.00
Sub Meter No Lot UoE Frevious Reading Cun Admin Charge GST Total Charge
Totals 0 Show Logend [+ a0 [ o view || # €an ][« seiect | 2 ciose .00 $0.00 $0.00 $0.00

Sre
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If the building you selected has more than one contribution schedule, select the schedule from the dropdown list
Select Gas from the dropdown list

Click on the search icon to select a pre-loaded gas rate. To add a gas rate, see section below “Add a Gas Rate”
Click on a gas rate and then double click to select it or

vk wnN e

Click on the Select button at the bottom of the screen

o v | GasRates’ £ A| @ Import All Inactive

vieter Details Gas Meter Readng Gas Rates Other Charge

an® | 270976 Moorings on Cavill 63 (o schedule” | Moorings Standard Contnb Type' | Gas

Name Cooe

1er No Previous 000 From To Rate Enter Usage Values ¥ Admin Charge/L:
— Reading {units) {units) [centsiunit) E—1T— 000 S
wious Date” Fument feading 2.00 Common Usage”  Ignore v ON Peak

arent Date et 00 Due Date*

Avg Cents/Unit 0.00

Less: Rebates.

Motice Date® 03042017 Supply Charge
Coefficient 1.00 GST-
Total Charge

sub Meter No Lot UoE Previous Reading Current Reading Usage Common Usage Charge Rebad Total Charge

0 0.00 0.00 0.00 $0.00
0 0.00 000 000 5000
0 0.00 0.00 0.00 3000
00 000 000 000 3000
0 0.00 000 0.00 3000
0 0.00 0.00 0.00 5000
0 0.00 0.00 0.00 $0.00

Type the meter number here

Type the account number here from the provider’s invoice

Type the date of the previous reading here from the provider’s invoice

Type the date of the current reading here from the provider’s invoice

Type the amount of the previous reading here from the provider’s invoice

Type the amount of the current reading here from the provider’s invoice

The energy units used will populate automatically from the information entered above
The average cents per unit is calculated from the pre-loaded gas rate

L O N E WN e

The co-efficient shows here. |.E a co-efficient of 1 will calculate the lot/meter rate by a factor of 1, a co-efficient of 2

would multiply it by a factor of 2 and so on. Co-efficients are sometimes used by Energy companies to vary the amount

charged. For example, if the quality of the gas in a particular period is really good then the user might need less gas to

get the same result. The company might multiply the normal gas rate by a factor of 2. If the quality is just the normal

quality, then they would just multiply by a factor of 1.

10. The details of the gas rate will show here automatically once the gas rate is selected

11. Click on Enter Usage values if you want to enter the usage amount in the usage column. If this is unticked, you will
enter the previous reading and current reading figures and the usage will calculate automatically.

12. If the charge schedule for this building includes an administration fee with a chargeback to the lot owner for processing
electricity invoices, the amount charged to each lot shows here.

13. The total minus any admin charge will populate here automatically

14. On Peak doesn’t apply to this gas rate so this box is greyed out

15. If you entered any rebate amounts in the lots/meters details, the total of all rebates will appear here

16. If the provider charges a supply charge, type the amount here. This will be divided evenly between all the lots/meters

17. The total charge will populate automatically, based on the usage figures you entered plus the supply fee, (if any)

PropertylQ
Utility Levies
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Propertyl Q Strata File @ To Do @ Processing Billing End of Period Utilities @ Log Out
S/Plan® 270976 Mecrings en Cavill 83 (o ‘ Meerings Standard Contrib v Type" Gas Rates” |Energy Australia sl | | & Import |
Meter Details Gas Meter Reading Ges Rates Other Charge
Meter No® ECSSdusiao/ Previous 7554.055_0/ From To Rate Enter Usage Values ¥ 0 Admin Charge/Lot $0.00 'Q
i {(units) (units) (cents/unit)
Account No 5467534543 @) Feeie o 100 1000 EmS 2193000 oFF peak 557838 @
e Current Reading QGDDD,DDr /i M o
Previous Date’|01/01/2017 7 Y 1000 500 ON Peak s000 @
Energy Unit Used 18446.00, ¥ 550 Soooocog 200 30/04/2017 Py
Current Date” 31032017 (@) 0o Less: Rebates 5000 @B
Avg Cents/Unit 314, A 03042017 ¢
Supply Charge $45.00| @
s 0@ =
ree Total Charge $583.38 0
e
Sub Meter Mo Lot UoE Previous Reading Current Ready usa‘y Common Usage Charge Rebate Supply Charg
1 1 20 3234.00 5669.00 2435.00 0.00 $76.35 520.00
2 2 20 1876.00 621900 if Enter 4343.00 I Enter 0.00 $136.18 $0.00
3 3 40 2134.00 845700 |Jsage 432300 Jsage 0.00 $135.55 50.00
4 4 40 3111.00 3311.00 Val!jes is 20000 Valies is 0.00 $6.27 $0.00
5 5 20 0.00 104300 Unticked 104300 finked 0.00 $60.92 52000
6 6 20 0.00 7e000  enter the 750.00 enter the 0.00 $24.46 $0.00
7 7 20 0.00 saspo - current 945 00 usage 0.00 52063 $0.00
8 a 20 0.00 128400 r€ading 128400  in this 0.00 54026 5000
L
mthis column
column
Preview Utility Notices
Completed Time: April 4th 2017, :05 am
Results:
- Preview Utility Notices 2017-04-04 pdf -
Today
PDF Preview
Bailey Brown Tax Invoice
Unit 1/15 Florence Street 123434354
HORNSBY NSW 2077 Date of Nobice 04/04/2017
GAS USAGE NOTICE
From 01/01/2017 to 02/04/2017 (91)
RE: Hornsby Towers Strata Plan B88777, Lot 10, 15 Florence, HORNSBY NSW 2077.
Meter Mo 345 Account Mo 3455 CHARGES
Sub Meter 10 Lot No 10 Usage Charge 5236
Supply Charge 5111
Previous Reading | 4565 00 Admin Charge $10.00
‘Current Reading | 5461.00 Less Rebate $0.00
TOTAL USAGE | 896 Common Charge 5014
GsT $0.00
Tolal Due if paid by 30/0472017 $13.61
“Payments by phone or Intemet rom your cheque of SMNGS Accaunt require regrdrabon,
o D E F T Prease complate & Cusiomer initiated Direct Debit saismtion lom available al ws defl com sy
or cal 1800673 162
WEET PAYMENT SYETEMS regisiation ‘may apply.
_— |-+ N IAccount: Hornsby Towers
O poteme, [[E)] foer coe: seses Bamin
|conre @ o get comm. : 5558083888 03036 Oowner: my Brown
thNo: 10
A —— )
® EEES ST
B;‘;:mmwn y\LwF::;r:Mwnmw.mun il G s muz be made payable to
|Locked Bag 2501 Penh wa, | Dillpay WS mase Al Ausislia oS will incur & 32.75 DEFT Homiby Towers admin
| eont ]
[ Total Due
$13.61

PropertylQ
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When you select Process, you will receive a message to confirm that you wish to proceed

Are you sure you wish to process these sub meter
readings.?

P

Yes to confirm you are happy to proceed.

Lot owners or other utility invoice recipients with email as their delivery method will now be emailed and PDF invoices will be
created for those with post as their delivery method. Delivery preferences are set on the lot owner card, in the delivery notices
tab, utility notices accordion.

Utility Notices
Completed Time: April 4th 2017, 10:04 am

Results:
- Utility Notices 2017-04-04 pdf

Blo Bloii Al i

al

ADDING A GAS RATE

Once the gas rates box is open you can add, clone, edit or make existing gas rates inactive.

Click on the +Add button to add a new gas rate

Type a name for the gas rate (usually the provider name)

Type a code for the gas rate

The gas rate will be active by default, but you can untick it later if you want to inactivate it
The first rate will be “From” 0

o U A wWwN R

If you only have one line item the “To” value will be 999999. You can enter the maximum number of units for that rate
once you have a second line item.

~

Type the amount of cents being charged per unit.

8. You can remove any line item by clicking Remove (so long as there is at least one line item still in use)
9. Type the amount of cents being charged per unit.

10. Click the +Add Line Item button to add new line items.

11. Click Save to save the new gas rate when you are ready

12. You can also clone an existing rate by clicking on it to highlight it and then clicking Clone

13. Click on the View button to view an existing Gas Rate

14. Click on Select to select an existing Gas Rate

PropertylQ

Utility Levies
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End of Period

Gas Rates
eter No Previous 0.00 IF::’ To Rate Enter Usage Values ¥ Admin ChargeiLot | I |
o —— e -
"evious Date” .70

ute Energy Unit Used 0.00 Name* AGL - L |
e #wg Cents/Unit 0.00 Codls [AL o —
ive ¥ o L
Coefficient 1.00 ::: - Cents/Unit ]
O w0 w@E= 0|
'Sub Meter No Lot WoE Previous Reading Current Reading 3000 20000200 0.02° & Remove Rebd
1 20 0.00 000 + Add Line fiem °| o
2 20 0.00 000
R o > Ol [row]
4 40 000 000 000 000 5000 \
5 2 0.00 000 000 000 5000 N
6 20 0.00 000 000 000 $0.00
7 20 0.00 000 000 000 $0.00
1. Select Gas as the type
2. Click on the search icon to search for existing gas rates
3. Click on the gas rate you want to edit,
4, Click View

Proper'(yIQ Strata File @ To Do @ Processing @ Biling End of Period

@
Gas Rates
sPisar | £ | schedule  Select a Schedule v Type | Gas \ v GasRates' W
Meter Detais Gas Meter Reading Gas Rates Neae Code
MeterNo® | Previous Reading| 0.00 From To Rate Enter Usage Values ¥ I I
Account No \ | Current Reading o"oTﬂ Common Usage — _.900 AGL
Previous Date’ ] Eneray Unit Used. 000 Common Usage®  Ignore v] e =
Comemtowe | | AvgCersten | 000 S Lose: Rebetes | e rergy Austalia st EAUST
Coefticient [ 1.00 MNotice Date* Supply Charge
GsT Free o
Sub Meter No Lot UoE Previous Reading Current Reading Usage Common Usage Crarge
Totals 0 0.00 0.00 $0.00
[+ 200 [ @ cione | @ View | v seect | x cioss |

Total Charge

$0.00

|anw-|~|:Pm

Edit the gas rate as needed and click Save

PropertylQ
Utility Levies
25.6.2019
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Name* AGL 2018 |

Code 4533 |

Active ¥

From To Cents/Unit

| o | 500 | 0.05

| 500 | 900 | 0.02|

| 900)| | 09999999 | 0.01|
+ Add Line Item

o Remove

T Remove

o Remove

I B Save Ixﬁancel

WATER INVOICES

1. First, select the building you want to create water invoices for

HwN

PropertylQ Strata (g me (@) w00 W) erc

Type some key letters to refine your search and find the Building you want
Click on the building you want and then double click to select or
Click on Select at the bottom of the screen to select

° Buildings -
SPlan* — h% ¥ | SPian - Bmldmv‘éw Se. Street Name Suburd State  Pos. Manager Lots  Units | Folio
[ — = [ @ [ | [ ] | ] ] [ |
Meter Ho™ Previous Resding 000 | @ 270070 annn:mmm.|s: Cavill Avenue SURFERSPARADISE  OLOD 4217 Training Manager 8 8 G
Account No Cument Reading 0.00|
Frevious Date” usage 0.00
Cunrent Date" Cents per unit 000
Combied
Total Usage. 000
Sub Meter No Lot UoE Previous Reading Curf Admin Charge GsT Total Charge
o
Totals 0 Show Lagend [+ a0 [ o view | # ean ][ v seect | % ciose $0.00 $0.00 $0.00
[ Frevew J 1 Process |
Utility Levies
25.6.2019
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L O N oA WwN

B R e
N P, O

13.

14.

15.

16.
17.
18.

19.

20.
21.
22.
23.
24,

If the building you selected has more than one contribution schedule, select the schedule these invoices relate to from
the dropdown list

Select Water as the type from the dropdown list

You can also import data — see the section below on importing

Type the meter number here

Type the account number here from the provider’s invoice

Type the date of the previous reading here from the provider’s invoice

Type the date of the current reading here from the provider’s invoice

Type the amount of the previous reading here from the provider’s invoice

Type the amount of the current reading here from the provider’s invoice

. The water units used will populate automatically from the information entered above
. Type to cents per unit cost here
. On/off peak doesn’t apply to water but you may have two different rates, for example after a certain amount of water

is used, the rate increases, if so you can enter a second rate in this column
Click on Enter Usage values if you want to enter the usage amount in the usage column. If this is unticked, you will
enter the previous reading and current reading figures and the usage will calculate automatically.
The “left over” amount will populate here automatically once the values are entered below. This is the amount that is
left after you have allocated the amounts to each lot/meter. This is usually considered to be the amount for common
property usage.
If there is common property electricity usage on this account you have three options.
i. lIgnore — this will leave the “left over” amount unallocated to any lot owner and you would just pay te
the total bill through supplier payments without being able to recoup from the lot owners
ii. Divide evenly —this divides the “left over” amount evenly between all the sub-meters
iii. Pro-rata — this divides the “left over” amount between all meters, based on the lot’s Units of
Entitlement
Click on the box to open the calendar and select the date you want to show the lot owner’s invoices due
Click on the box to open and select the date you want to show the lot owner’s invoices created
If the Building you selected is not registered for GST — then free is the default and you will not be able to alter this. If
the Building you select is registered for GST you can choose the GST status from the dropdown list. The choices are
i. Inclusive — totals include GST

ii. Exclusive —GST is added at the end

iii. Free
If the charge schedule for this Building includes an administration fee for processing electricity invoices, and you have a
chargeback to charge the lot owners, the amount that will be charged to each lot shows here.
The total minus any admin charge will populate here automatically
On Peak doesn’t apply to this water account
If you entered any rebate amounts in the lots/meters details, the total of all rebates will appear here
If the provider charges a supply charge, type the amount here. This will be divided evenly between all the lots/meters
The total charge will populate automatically, based on the figures you entered plus the supply fee, (if any)

PropertylQ



SPtan: (888777 Homsby Towers 15 Flop |

PropertylQ Strata (&g v (@) =

Currenty Logged In ss: Faye Goodman
Role’ Adminstrator
013833002017

Meter Detais OFF Peak ON Peak.
Meter No® 454560 Previous Reading 23434 Dd\o.mmu
Account No 454345522 (@) current Reading .
Previous Date” 01/02/2017 <°" Usage 0.00]
Current Dater 02/04/2017 Cents per unit .
Total Usage, 76333.00 Avg Cents per Unit 0
SwMewrNo | Lot | WE S e J Rebate Supply Cnar Admin Crarge asT Total Charge
3 3 10 400100 843500 Imoo K 1900 52039 5000 $3750 §1000 5000 576689
4 4 20 232300 2449.00 126.00 32.00 5108 $0.00 3750 $1000  $000 54858
if the Enter
5 5 2 545400 733000 1e7600 If the Enter 3800 1283 $0.00 $3750 $1000 3000 $60.13
6 6 20 654300 1108600 454300 Usage 3800 $3023 $000 $3750 $1000 3000 $77.73
Values box |
7 7 20 454500 12190.00 ; 5 7es500 Values 3800 $50.71 $000 $37.50 §1000  $000 $98.21
is unticked box is ticked
8 8 20 543400 1509000 g tar the 0656.00 X IS Tic s 3800 $63.08 $0.00 $37.50 $1000 5000 $111.48
9 9 20 434300 1588300 o yrrent 1154500 ENtET the 3800 §76.45 5000 $3750 §1000  $000 §12395
10 10 20 212100 776400 reading in 564300 amet:::t 3800 3749 5000 $3750 $1000  $000 58499
1 1 10 434300 20888 00 thi 1654500 .~ 18.00 $10032 $000 $3750 $1000  $000 $156.82
this column thie SAlUR i 0 s
12 12 10 5656.00 17699.00 1204300 19.00 $7961 50.00 $37.50 $1000 5000 $127.11
13 20 000 000 000 000 5000 5000 5000 $000 5000 $000
Totals 200 75953.00 380.00 $503.80 50.00 $450.00 $120.00 $0.00 $1,073.80
PDF Preview
Preview Utility Notices
Completed Time: April 4th 2017, 9:05 am
Results:
- Preview Utility Notices 2017-04-04 pdf -
Today
Franca Swndells Tax
Uit 105 Foreace e it
HORNSHEYE NSW 2077 ol 7

WATER USAGE NOTICE
From 0LA01/2017 to 04/04/2017 (93)

RE: Hornsby Tawers Strata Plan 888777, Lot 1, 15 Florence, HORNSBY NSW 2077.

iy
e e 472 162
Fagment b Cont

CHARGES
Sub Meter 1 Lotmo Usage Crarge 2279
Suppy Crange 200
Prevcus Beaing | 0 01 i Charge $1000
Less Retas e
TOTAL USAGE | 3453 Common Chaege 00
oSt sa0
Toami Due # paid By 304042017 327

Ly et 1 it Tt G N i T
et L ac et s g rian e S 2hie = e L2

Cart 60 ek e s s 5 amchoge s w06y

|aceount: Homsoy Tosers
faomin

[

o

18 Onvcues e e st s s

Ly —

Total Due
$32.79

PropertylQ
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OTHER UTILITY INVOICES

PropertylQ also has provision for other utility invoices. For example, geothermal energy.

Select the building and contribution schedules in the same way as you would for all types of utility Invoices. Select Other from
the dropdown list and complete the details from the provider’s invoice.

Curtently Logged in as. Faye Geodman
Roe:

PropertylQ Strata fe (@) woo (] ocemsng () e

o

Pian® BS8T7T Homsby Towers 15 Floo | Scheduler |Contribution Schedule v m.l Other v I ]m]
Mater Detads OFF Peak ON Peak Ctner Charge.
Meter No™ 1} Previous Reading 0.00] Previous Reading 000 Enter Usage Values ‘Admin Charge/Lot $10.00
Account No Curment Reading 0.00 Current Reading 0.00 Common Usage 0.00 OFF Peak $0.00
Pravious Date” Usage 000 Usage 0.00| Common Usage | Ignore M ON Peak 50.00)
Current Date” Cents per unit 000 Cemts perunit 000 L Less: Rebates 50.00
— Notice Date 04042017 Supply Charge 5000
Total Usage. 0.00f Avg Cents per Unit 0.00 o - u e $0.00
SUD Meter No ket ok Frevious Reading Current Reaging Lsage Comman Usage Cnarge Rebate Suppty Charge Agmin Charge GST Total Charge
3 10 {000 0.00 000 000 3000 $0.00 $0.00 5000 50.00 s000 ~
4 20 000 0.00 000 000 3000 $000 $0.00 5000 5000 5000
5 20 000 0.00 000 000 3000 5000 $0.00 5000 5000 5000
L] 20 000 000 000 000 $0.00 $000 $0.00 $000 $000 $000
T 20 000 0.00 000 000 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
L] 0 000 0.00 000 000 $0.00 $0.00 $0.00 3000 $0.00 $0.00
a 20 000 0.00 000 000 5000 $0.00 $0.00 $000 5000 $0.00
10 20 000 0.00 000 om $0.00 $0.00 $0.00 000 $0.00 §0.00
" 10 0.00 000 000 000 3000 5000 $0.00 3000 5000 5000
12 10 0.00 0.00 0.00 0.00 $0.00 $0.00 $0.00 $0.00 8000 $0.00
12 20 000 0.00 000 000 $0.00 $0.00 $0.00 $0.00 $0.00 S000 o
Totals 0 0.00 0.00 50.00 $0.00 $0.00 50,00 50.00 $0.00

IMPORTING DATA
If the data is provided to you in a spreadsheet, you can import the information into PropertylQ.

% Youcan export the Lot owner information from the Lot Owner screen and use this as a base for your meter data. For full
details, see the manual “Lot Owners Screen”.

From the utility invoices screen, select your building
Select a contribution schedule if the building has more than one.
Select a utility invoice type

il S

Once these items have been selected, the Import button will no longer be greyed out. Click on it to find the
spreadsheet you want to import

Casrentty Logged n as: Faye Goodman

PropertylQ Strata (g re (@) voe (M) Pocossnn  [§) s () eractrons  (P] mser (] 1ow0nt o o i

o ©
1.5 [B8BTTT Homsby Towers 15 Flog o.,cm.u- [Main Contribution Sthedub + | Typer | Electricity . o
Ieter Detaily OFF Peak. ON Peak Oter. Charge
Weter o 3433 previous Resding 2764500 Previoss Reading 2254500 Enter Usage vekies Admin CharperLof $10.00
Account No MEL Cumemt Reading 000 CumentReading 0.00 Common Usage D00 oFF pea s0.00
Provious Date|0304/2017 Ussge 000 usage 0.00 s [ M ON Pask 30,00
Cumrent Date” Cents per unit 035 Conts perunit 0.23 == Loss: Rebites 5000
pr— Matice Date” 1506872017 Supply Charge 3000/
Tatal Usage 000 v Eants per Unit [ fee * TolalChenoe 000
Bub Meter No Lot UoE Frevious Reading Current Reading Usage Common Usage Charge Rebate Supply Charge Admin Charge asT Total Charge
1 1 20 175400 3754 00 000 o0pa 000 £0.00 $0.00 $10.00 $0.00 $1000 -
2 10 000 000 000 000 5000 5000 5000 5000 $0.00 5000
3 0 000 a0 000 000 5000 5000 000 5000 $000 5000
4 ) om0 oo oo 00 5000 500 5100 om0 s soo0
5 0 000 aon 000 o0 000 $0.00 $0.00 3000 000 3000
0 2 000 a0 000 000 5000 5000 5000 5000 $900 5000
7 20 0.00 a0 000 000 5000 5000 $0.00 5000 $0.00 5000
L] 0 000 aon 000 000 5000 5000 $0.00 3000 $0.00 000
9 20 000 a0 0.00 000 $0.00 5000 $0.00 5000 $0.00 $000
) 2 000 000 000 000 5000 5000 5000 5000 $000 5000
" n 000 oo 000 00a 5000 a0 .00 5000 s000 so00 .
Totals. 20 0.00 0.00 $0.00 $0.00 $0.00 $10.00 $0.00 $10.00

PropertylQ
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1. Click on Find File

Import Uiitos
Import File Detats.

1 ] @)

Selacted Feld Informaton
First Row Contains Field Names.

NOTE: The CurrentReading wii be caiculates using the PreviousReacing and e Uisage

Select the file you want

Organize »  Newfolder
4k Favorites Documents library
& Downloads Strata vaining
B Desitop
. Activity spreadsheets
; OneDrive - PIopeRy 1 Bank Satements
-4 r e . Insurance Documents
nt Ji Iwosices for Processing
4 G4 Libraries ) swmen Lot
© [# Documents e
s = Aitken Buikding Quote for Roof Repairs
Mk = Bakcony fitures
V8 ficone 8 oo
B s % Detaited waring about ssbestos 363 Cavill Avenue
=¥ Fence panel colour guide
iy, | SO
- G5 Metes resdings

Your spreadsheet must have the following information:

i Lot Number
ii. Meter Number
iii. Previous Reading

iv. Current Reading
V. Usage
Vi. It is optional to enter rebate information if applicable
1
A E C D E F G H J
S/Plan Building Name Street No Street Nar Lot# Meter No Previous Reading  Current Reading MName
888777 Hornsby Towers 15 Florence 1 1 405 900 435 Franca Swindells
888777 Hornsby Towers 15 Florence 2 2 295 620 325 Maddison Furness
888777 Hornsby Towers 15 Florence 3 3 296 801 505 Ellery Borenson
888777 Hornsby Towers 15 Florence 4 4 517 700 183 Sally Bennett
oaoTTT 0 e 15 1 = = prrs ca ~an limn i

PropertylQ
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Click here if your spreadsheet has the field names in the top row.

and the program will ignore them for this import

Import File Details

Filename: |Meter readings.xlsx

| | 2 FindFile

Selected Field Information

¥/ First Rmﬁ)nt&ins Field Names

Choose the fields that are relevant for each column
The information will fill into the fields
Click Import when you are ready

MNOTE: The CurfgntReading will be calculated using the PreviousReading and the Usage

{Skip} - \{Skip} - {Skip} - {Skip} - Lot |= MeterNo| = PreviousR. » {Skip} |« {Skip} -
| Dot eI LeEimssn e eterbis  Previsnsh | SorertRe| (skip
B8BETTT Hornsby To...: 15 Florence 1 1 405 o a00 CurrentReading‘
BBETTT Hornsby To...: 15 -e.Florence 2 295- — ; G20 Usage
88877y Hornsby To... 15 Florence 3 3 296 801 Rebate
BBETTT Hornsby To...: 15 Florence 4 4 517 700 183
B8BETTT Hornsby To...: 15 Florence 5 5 208 647 3449
BBETTT Hornsby To...: 15 Florence i} i} 2049 712 413
B8BETTT Hornsby To...: 15 Florence 7 7 1017 1215 198

S 5

[ [ o

The information will now populate the Utility Invoices screen.

If any of the field names in your spreadsheet are not relevant to meter readings, choose skip from the dropdown list

Click Preview to create a PDF preview of your invoices. This creates a job in the job centre on the right of your screen
Click Process when you are ready. This creates a job in your job centre, creates PDF documents for those lot owners

that need to be mailed, emails those that need to be emailed, and uploads to any owner’s portal accounts.

Corrmstty Loggeed I s Faye Goorwan
R

@111 w2017

1.5 [B38TTT Homsby Towers 15 Flcn | Schedule | Main Contnbution Schedul ¥ Type: | Elactncity v [ wpen |
M Cotain. OFF Peak. ON Pask Other Change
Mt Mo 33 Brevous Reading 27645.00 Ermvious Beading 2254500 Enter Usage usiues ¥ Admen Charge Lot $10 00|
Acosent e MEM  Cumunt Reading 000 CumentResding 0.00 Common Usage: ATA00 orp pean 50.00]
Previous Date{03/042017 Usage 000  Usage 000 (o M ON Pask 5000
Currest Dute” Cents paer unit 035 Conts perumit 0.28] Dwe Dt Lowa: Rebates 5000
Notca Date 15062017 i 000
S T R — m - = @
SwbMewihe | Lot | LoE Brevious Ruating Curront Reading Usage Common Lsage Charge Retao Sugly Charge Agmin Charge ST il Charge
1 1 ‘ZJ ‘JZZBJ 800.00 49500 Jﬂn- sooa $0.00 Eﬂ-ﬂﬂl HJ-JD. !GJG. iln]-).'
2 2 i 2500 62000 2500 000 000 5000 8000 $1000 %000 1000
] 3 10 29800 80100 50500 000 000 $0.00 $0.00 $1000 $0.00 $1000
. 4 2 51700 70000 18300 000 5000 5000 5000 $1000 5000 51000
5 5 T 28800 64700 030 000 50.00 5000 3000 j0m 31000
a L] 0 #9000 71200 000 so00 %000 $0.00 $1000 $0.00 s
7 T n 101700 121500 9" o000 sooo $000 5000 $1000 so00 §1000
L] L] ] 30100 620,00 31900 000 so000 $0.00 $0.00 $1000 s0.00 31000
L o 0 62200 787.00 144.00 000 s000 $0.00 80.00 $10.00 s0.00 $1000
10 0 2 30300 74300 440,00 000 5000 $0.00 5000 s$1000  s000 31000
1 0 32400 55400 2000 000 000 5000 000 $000 %000 $1000 -
Totals 0 4374.00 0.00 $0.00 $0.00 50.00 $130.00 50.00 $130.00
o Proview |+ Process |

Terma & Coneions
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