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INFO TAB

The Info tab holds all the information about committee members, preferred tradespeople, insurance policies, investment
accounts and precinct/community associations or other entities that this building is a part of.

COMMITTEE

1. Thisis where you record all the members of the building’s committee or council. Click on the white arrow to open

The screen defaults to view active committee members but you can click on the tabs to switch your view to all,
appointed, active or resigned

The committee member’s details show here

Click in the boxes to select individual committee members or click on the top line to select them all

You can record any committee spending limits here. This does not affect any other part of PropertylQ, it is just for your
information

Once you have selected at least one committee member on the screen, the email button will no longer be greyed out
and you can click to email the selected members. Clicking on the Email button opens your email program and
automatically inputs the selected members as recipients. NOTE: Emails sent by this method are not saved in
PropertylQ and committee member will be able to see each email address.

Once you have selected at least one committee member on the screen, the Merge Committee Member button will no
longer be greyed out and you can click to email the selected members. See below for mail merging instructions

Once you have selected at least one committee member on the screen, the Mailing Labels button will no longer be
greyed out and you can click to create mailing labels for the selected members. This creates a job in the mailing labels
centre for you to print later. For full details on mailing labels, see the manual “Mailing Labels”

If you are subscribed to the SMS service and you have selected at least one committee member on the screen, the Bulk
SMS button will no longer be greyed out and you can click to bulk SMS the selected members.

10. Click the +Add button to add a new committee member. See instruction below

11. Click View to view an individual committee member’s card

EEEEEEEEEEEEEE——————_ ]

Address

C.TS* 270076
Street No 63 Street Name* | Cavill Avenue
Manager” Anne Fluva v
Address 2 L
Follo [OLO et = Suburb SURFERS PARADISE state [QLD v
Building Type® | Strala ' Building Name Moorings on Cavil PiCode 4217 |
Buliding Sub Type'| Residenkal N Plan 270676)  Parish [SURFERS PARADISE County|
Building Class
Module Accommodation ¥
Type Mixed ¥
Total UOE™ 200
Total Int Ent* 200
Active o All Inclusive Fees

Debt Collection Payment Plan

I Settings I Dates I Charges Financials I Budget I Notes I Documents I Regsters I Alerts I Work Orders I Insurance Claims I Log of Changes _

o ‘ Al ‘ Appointed RSN Resigned |
u Position Name - Lot Appointed Resigned Status Contact Email Type
o 1 Rocco Silvester 112017 Active 0414 332 332 fayeg@properlyig.com.au
) Celia Chan 4 182017 Active mystratacustomers@gmail.com
¥ | secretary Costa Gianapolous 5 282017 Active 0415453 456 costagian@gmail.com
L Secretary Celia Chan 4 21182017 Active mysiratacustomers@gmail.com
e ’—EEmau || O Merge Committee Letter ” O Add Mailing Labels || 2 Buk SMS ” + Add ” O View |
Spending Limits ~—
Committee Expenditure §500.00
Major Spending $2,000.00
Date of Resolution 06/0672017
» Tradespeople
» Insurance
» Investment Accounts
» Communily Association / Precinct Association / Building Management Committee

& Opening Balances

# Schedules " [ Financial Reports ” # Edit || « Done |
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MAIL MERGING TO COMMITTEE MEMBERS

Click Merge Committee Letter to get started

Click on the search icon to find the template you want to merge to

Committee members with email selected as their delivery method will be emailed — Enter an email subject line here
Tick here if you want to override committee member delivery methods and create a PDF that you can print and post for
all the selected committee members.

The name of each recipient shows here, and their delivery method

Click on the attachments accordion to open it

Click here to add a document

HwheE

o N oW,

Click close to exit the mail merge process

Current Selected Template: El e

StreetN ™| Cavill A
Template Type: Existing Template e :| reet Hame | e |
Email Subject: Commitiee Apppointment - o |
Override Email To Post L/ RFERS PARADISE | State” ‘ Qlp v |
Template will be sent to 3 recipients rings on Cavil | PiCode \421? |
S/Plan Lot Name Delivery  |o76)  Parish [SURFERS PARADISE |  County|
270976 4 Celia Chan Email
270976 5 Costa Gianapolous - Email
270976 4 Celia Chan Email

~ Attachments e Documents | Registers || Alerts || Work Orders f| Insurance Claims f| Log of Changes

| All | Appointed Resigned |
Lot Appointed Resigned Status Contact Email Type
1 112017 Active 0414 332 332 fayeg@propertyig.com.au
4 118/2017 Active mysiratacustomersi@gmail com
5 208/2017 Active 0415453 456 costagian@amail.com
o 21182017 Active mysiratacustomers@gmail.com
| + Add Document ” @ Remove Document | e

| # Cu

@

| O Preview || =] £ || % Close |

| 2 Email ” O Merge Committee Letter " 0O Add Mailing Labels " D Bulk SMS " + Add ” O View |

Spending Limits

Committee Expenditure $500.00]
Major Spending §2,000.00
Date of Resolution 06/06/2017

v Tradespeople

}+ Insurance

¢+ Investment Accounts

» Community Asseciation / Precinct Association / Building Management Commitiee

@ Opening Balances

# Schedules ” [ Financial Reports H # Edit || + Done |
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Adding a document to the Mail Merge

Click on Add Documents
The documents show on the screen
Click on the document, to highlight it, and then double click to select it

s wn e

Click on the Document Entry button to add a document that is on your computer, but not saved in PropertylQ. This will

also add the document to the building’s document card
5. You can also remove a document that you have previously added, by clicking on the Remove Document button

Custom Template Merge oged In ;’;ﬁ:m
Current Selected Template: E] D oc u m e n ts Document Entry 0.1450 21872017
Template Type: Existing Tempiate [ | Date ~ Name S/Plan Building Name StreetName Lot U..  Suppler Document ... OnP.
EmaiI'Subjectf Committee Apppointment “ 7I ‘l ] — l l \l — lf I [ I\ ] Active ve
Override Email To Post Folio
will be sent to 3 recip O 3wl Electricity Utiity Notce 01-07-2017t0 14-0... 689 Building 639 Pye 10 10 Electricty .. % 5 [
S/Pian Lot Name 31/ Electricity Utiity Notice 01-07-2017 t0 14-0... 689 Building 639 Pye 3 3 Electricity .. %
270076 4 Celia Chan [ 317/ Electricity Utiity Notice 01-07-2017 to 14-0... 689 Building 689 Pre 4“4 4 Electricty .. % et
270976 & Costa Gianapoious [ 31/ Electricity Utiity Notice 01-07-2017t0 14-0... 689  Buiding 689 Pye 45 45 Electricity .. %
270976 (4 Cella Chan O 31/ Eectricity Utity Notice 01-07-2017t0 14-0... 639 Buiding 639 Bye % Electricity .. %
o318 Electricity Utility Notice 01-07-2017 to 14-0. 689 Building 689 Pye 101 101 Electnicity x
318/ Electricity Utility Notice 01-07-2017 to 14-0... 639 Building 689 Pye 102 102 Electricity x
[ 3181 Ewectricity Utiity Notice 01-07-2017t0 14-D... 689 Buiiding 689 Pye 0. 0 Electricty .. 3
| 3181 Electricity Utiity Notice 01-07-2017t0 14-0... 689  Buiding 689 Pye 0. 0 Electricity .. 3
& 3178/...  Electricity Utility Notice 01-07-2017 fo 14-0... 689 Building 639 Pye G b Electricity X
e = @ 2w ’Mo:[ 270976 Moorings on Cavil Cavill Avenve Financia X
[E) 2508/, Storage area keys PNG AccessRe . R
o 25m1 Debtor Invoice 2017-08-25.pdf 888777 Hornsby Towers Florence x
| 25m) Financial Report Final 25-08-2016 to 24-08... 688 Pye Street Financial x
e 25/8/... Financial Report Final 25-08-2016 o 24-08... 688 Pye Street Financial x
(5 25/8/.. TneBachelor Pad 2017 Proposed Budget ... 1 The Bachelor Pad Hollywood Drive BudgetRe.. %
& 25//..  Detailed Attendance Report paf 76567 Roman Architecture Roberts Road MeetingR.. %
o e ) 25/8/.. Attendance Report.pdf 76567 Roman Architecture Roberts Road Meeting R x -
[+ Acd Document || @ Remove Document | [ seeect |  cose |
Ny Preview & Genera % Close | & Export E:I-BVIEW
‘ ’ [@ Email | © Merge Commitee Letter || O Add Maiing Labes | @ Buksus || + Ads | & view |
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SENDING A BULK SMS TO COMMITTEE MEMBERS

If you subscribe to the SMS service, you can bulk SMS Committee members

Select the committee members you want to SMS and click on the Bulk SMS button

The recipients and their mobile numbers show here

Enter your message here.

Your standard signature is set up in the settings menu - SMS tab. For more detail, see the manual “SMS”
The character count shows here

AN o

The estimated cost per message shows here. Messages are charged in 160 character blocks. If your message is up to

160 characters, it will count as one message for billing purposes, if more than 160 it will count as two and so on.

7. The number of messages per recipient shows here. As this message is more than 160 characters, two messages per
recipient will be charged.

8. The total estimated cost of the bulk message shows here

9. Click Send Bulk Message when you are ready to send. The SMS will be recorded on each committee member’s card

10. Click Close to exit the bulk SMS

Building Send Bulk SMS [ x] o
Message will be sent to 8 recipients
S/Plan* 385777 g P ;
Name Mobile

Manager

Franca Swanden 0423324 343 -
Folio* Support Team Training o

Sally Bennett o 0432 343 434
Building Type* | Strata v \

Bailey Brown 0412 544 344
Building Sub Type*| Residential v
Building Class |:| Carolyn Samuels 0422 343 434
Total UOE* Ellery Berenson 0414 223 554 -

; 7 5 .

(Active . AllInclusive Fees Message™ i eyveryone, reminder that the strata commitiee meeting is on tonight at |
Debt Collection #| Payment Plan Cd 7 pmin our offices - 224 Pacific Highway, \Waitarg. Please email me if

you cant attend . o
; ; 4 ﬁ
Settings Dates Charges Financi + Signature My Stratz Co o o 5 Emails Log of Changes
e Length: 174 # Of Messages Per Recipient: 2
Estimated Cost Per Recipient:  §0.40 Total Estimated Cost:  $3.20 e
& Send Bulk Message |_x Close NM ‘ AT HESE |
: e : -

1 Position TvaTe o e T Email Type

|#l  Chairperson Franca Swanden 1 1712016 ACtive 0423 3247343 fayegi@gropertyig.com.au Rep -
1#l  Secretary Sally Bennett 4 172016 Active 0432 343 434 sallybenrigti@amail.com Rep

¥l Treasurer Bailey Brown 3 1712016 Active 0412 544 344 mysiratacgtomers@amail.com Rep

1#]  Chairperson Carolyn Samuels 12 82017 Active 0422 343 434 cs@amail.c

5d] Ellery Borenson 3 19122017 Active 0414 223 554 elleryb@gmajcom

1#)  Manager Nicole Bauer 30 15172018 Active 0422 304 T4

|#/  Chairperson Carolyn Samuels 12 25712018 Active 0422 343 434 -

[ @ Email | @ Merge Committee Letter | @ Add Maiing Labels | = BulksMs || + Add || & View |

Spending Limits

Committee Expenditure $200.00
Major Spending $10,000.00/
Date of Resolution 0112017
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ADDING & EDITING COMMITTEE MEMBERS

To add a new committee/council member, click the +Add button from the Committee screen.

NOTE

If the committee/council member is not a lot owner, you can skip Steps 1-3 below and enter their details directly onto the
committee/council member’s card.

Committee Member o o o n

Schedule hd a Resignation o

MNominator sl @
Address
Address [ Addess Srest gy Suburh
E—
Delivery method
Email @
[J Post

FG@

From [07/06/2025 | To [07/07/2025 | WUser [All Users ~|

External Approver

Contact Details
Home [ g
I —

Note

Lot: [1/1 Mr Smith o] [ o viewLet Sync With Lot Owner
Salutation  [Mr Name® Mr Smith o_—l TDFFE o R.etipiem of
. m .
Position @o Appointed* 07/05/2025 o Representative Financial Reports
O sub Representative [ work Order

[ insurance Claim

Mobile 0400 000 001

4

SMS Log of Changes

Action

User

Time

= update Nicki Scrivener
Column: Position

Column: Mobile

Value Before: chairperson
Value Before: 0400 000 000

OF/07/2025 - 4:58 pm

Value After: secretary
Value After: 0400 000 001

creation Nicki Scrivener

07/07/2025 - 4:58 pm

EO ]

1. Use the search icon to find and select a lot owner if the committee/council member is a lot owner.
If the committee/council member is linked to a lot, you can also click the page icon to open the lot card.

w N

If the committee member is linked to a lot, you can view the lot here.
IMPORTANT! If you select Sync with lot owner the information here comes from the lot card; changes and updates to the

lot owner card will automatically update the committee member card.

Enter a salutation for any correspondence.
The committee member’s name shows here.
Select their position from the dropdown list.
Enter the date this person was appointed.

WO NOU R

will be marked as ‘inactive’.
10. Enter the nominator of the member (if applicable).
11. Select the type of member where applicable:
a. Select if they are a representative of the lot
b. Select if they are a sub-representative of the lot

PropertylQ
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If this is a multi-OC building and this member is a member for a single-OC, select the schedule.
If the person resigns from the committee, enter the date of their resignation here. Once a date is entered, the member




c. Select if they have authority to approve supplier payments that need committee/council approval. If this is ticked,
when you are processing supplier transactions and you select that the invoice requires external approval, they will
automatically be sent an invoice approval request.

12. Select if committee/council member receives copies of documents where applicable:
a. Select if they receive a copy of financial reports when generating in bulk from the Reporting menu
b. Select if they receive a copy of work orders when you send them to suppliers
c. Select if they receive a copy of insurance claims when you send them to insurers.

13. If you don’t sync with the lot card, you can update any of the address details for this person here.

14. If you don’t sync with the lot card, you can update any of the contact details for this person here.

15. Tick their preferred delivery method for committee related correspondence. The options are email or post.

16. You can record notes here that relate to the person’s committee/council member role.

17. [Visible once created and for existing members] If you are using the SMS function, you can click here to SMS the
committee member. Any SMS you have sent will also be recorded here.

18. [Visible once created and for existing members] The creation and any changes to the committee/council member will be
recorded under the Log of Changes tab here.

19. Click Save when done.

PropertylQ



BUILDING INFORMATION

You can record important building information under Building>Info tab>Building Information accordion. Any changes to this
screen will be reflected in the building’s Log of Changes tab.

NSW StrataHub: Capture the building information required for StrataHub reporting, including information for multiple building
structures reported under the scheme (strata plan).

Settings Dates Charges Financials Budget Motes Documents Registers Alerts Work Orders Insurance Claims Emails Log of Changes

» Committee

~ Building Information 1

Total lots in scheme: 4 [anary 4, Secondary - OJ StrataHub Settings °
- @

No. of Residential Lots: Chairperson can update records:

No. of Commercial Lots: D Exclude from StrataHub:

No. of Retirement Lots:
Mo of Utility Lots:
No. of Other Lots:

Insurance Replacement Value $2,840,000.00

Last AGM Date 14/08/2023 °

Balance of Capital Works fund §7,480.00 °

(from last financial year)

Has a Strata Renewal Committee been Date of i t: |01/04/2024
Established? o °
Buildings

Building #1
Building Reference: |100 Daisy Strest 10- Number of Storeys Above Ground: m This is a Class 2 Building: ] o

Annual Fire Safety Statement Date: |01/02/2024/QE]) Interim Occupation Certificate Date: Final Occupation Certificate Date: |06/07/2002 |k

IThis Building Has a NABERS Rating: Energy Rating: |5 v Indoor Rating: |4 v Waste Rating: |3 v Water Rating: (2 v I-e

17

» Tradespeople

1. Click on Building Information accordion to open it.

Here you’ll see the total number of lots in the building (same as building lot count).

3. Inthis section you can record the breakdown of lots depending on use e.g. number of lots that are residential,
commercial, etc.
4. View the building’s insurance replacement value here.

a. Read only field. Calculated based on the sum insured amounts for all active insurance policies of the building,

where coverage type is Building/Common Area.
5. View the last AGM date of the building here.

a. Thisis a shared field with ‘Last AGM Date’ under the buildings Dates tab. If there’s a date in ‘Last AGM Date’ field

under Dates tab, it will be pre-populated here. If you update one, it automatically updates the other.
6. View the balance of the Capital Works/Sinking/Maintenance/Reserve Fund as at last financial year.

a. Read only field. Calculated based on the sum of Capital/Sinking balances of all bank accounts as at the last day of
the building’s previous financial year. If no previous financial years, the opening balance date will be used for
calculations.

7. Here you select if a Strata renewal committee has been established (relevant for NSW buildings).

Here you can enter the establishment date if a Strata renewal committee was established. This date field is only visible

if you've ticked the strata renewal committee option.
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9. StrataHub Settings are only visible for NSW buildings AND when the NSW StrataHub Integration setting has been
enabled. If you aren’t seeing these settings and should be, contact us at support@propertyig.com.au.

a. Here you can select if the Chairperson can update StrataHub records.
b. Here you can select if you want to exclude this building from StrataHub reporting.
10. Here you can enter the Building Reference.
a. The default value for Building #1 is [Street Number]+[Street Name], separated by a space.
b. There’s a maximum of 100 characters and it cannot contain invalid special characters.
c. For NSW buildings, the reference is mandatory and must be unique across all sub-buildings within the same
building — see Step 16 for adding sub-buildings.
11. Here you can select if it’s a Class 2 building (Only visible for NSW buildings).
12. Here you can enter the number of storeys above ground. This field is mandatory if ‘Class 2 building’ is ticked.
13. Here you can enter the Annual Fire Safety Statement date.
14. Here you can enter the Interim Occupation Certificate date.
15. Here you can enter the Final Occupation Certificate date.
16. Here you can select if the building has a NABERS rating and enter the ratings where applicable.
a. There are individual NABERS ratings for Energy, Indoor, Waste and Water.
b. When ‘Has NABERS rating’ is ticked, the individual ratings are mandatory. Rating options are 0-6 in 0.5 increments.
17. Multi-buildings — For multiple building structures reported under the scheme (strata plan), you can add the additional
sub-buildings and capture the above information for each sub-building. To add more sub-buildings, click the +Add
Building button.

PropertylQ
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TRADESPEOPLE

You can record the building’s preferred tradespeople here.

TE
note

You will still be able to select any tradespeople you want when creating a work order, as this area is just for your
information.

1. Make sure you are not in edit mode on the building card and click here to get started
2. Enter some key letters to search for the tradesperson you want
3. Select to add them

Building
. - B
SiPlan’ o T Suppliers e
Manager* v
e Address 2 ! Supplier Name: Supplier Code | Balance Type Suburb Phone. Matile ABN Complia
Folio™ NS a2
Suurs [ [ [ [ [ I | \
Buildi Typa" Sirals M
i Tree e Bullding Kama| =™ 5 i vean Handyman Sanioss | VENN 000 Handyman EPPING MM MG | SN | P

Fusibding Sub Typa® fesdential
Building Class  Townhouses
Total UOE" 41

Active # Al Inclusive

e [ ones [ oo [l e | sotse |

» Committae

Nama

+ A0 Tradespenon | @ Remove Tradesperson | @ Pant |

[+ ate | o view [ v select i1 || % Gioee |

»_Insurance

You can remove a preferred tradesperson

1. Highlight the tradesperson you want to remove
2. Click Remove Tradesperson to remove them from the list. This will not remove their supplier record from

PropertylQ.
T ——
* Agddre
S/Plan 283423 .
StreetNo 2531 | Street Name* Mie End Road

Manager® .

e Address 2
Follo Suburb [ROUSE HILL State* | Nsw v
Braliching Tpe* agerend Oowmallinn ¥ Building Name Morada Piace PiCode 2155

Building Sub Type”, Reside
Building Class | Townnouses

Total UOE* 40
Active o All Inclusive Fees
Debt Collection Payment Plan

I Settings l Dates I Charges Financials I Buaget l Notes I Documents I Registers l Alerts I Work Orders I Insurance Claims. l Log of Changes _

*» Committee
=

Name Trades. Phone Mobie Fax
Boris Venn Handyman Services [ Hanayman ° 0413434 345

+ Acd Tragesperson | @ Remove Tragesperson || & Prnt |

You can print a list of all preferred tradespeople for the building by clicking on the Print button.
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INSURANCE

You can record all insurance policies relating to the building here. Recording your insurance policies here creates entries in your
diary so you won’t miss any policies expiring. This information is also utilised when you process an insurance claim. For full
details about insurance claims, see the manual “Insurance Claims”

1. Any existing insurance policies will show here. Click on the policy to highlight it, and then double click to open it
2. You can enter the latest insurance valuation amount and the date of the latest Insurance Valuation here
3. Youcan add insurance valuer suppliers here - click on the search icon to search for a supplier.
4. +Add button to add a new insurance policy or
5. View button to view an insurance policy that you have already highlighted on the screen

Building n

S/Corp* 45 RELE

Street No ‘2 Street Name* Dorinda Place
Manager® Anne Fluva v
s Address2 | J

Folio® 2 Suburb [PORT AUGUSTA | ste [sa v

Building Type® | Strata M Building Name|Dorinda Waters | Picode[5232

Building Sub Type* Residential v

Building Class

Total UOE* 120

Active v All Inclusive Fees

Debt Collection & Payment Plan U

I Settings I Dates I Charges m Financials I Budget I Notes I Daocuments I Registers I Alerts I Work Orders I Insurance Claims I Log of Changes _

» Committes
» Tradespeople
Policy Number Insurance Company Type Renewal Date Premium
43543555 |CGUInsuran:e 1232017 §5,000.00

& (3 )
Insurance Valuation| $3,000,000.00 Valuer |ABC Valuers ,c; ‘
valuation Date  [01052017 | Valuer Details
Name ABC Valuers Phone 102 76676777
Address101 High Street Phone 202 76676328
SYDNEY NSW 2000 Mobile 042876543
Email john@abcvaluercom
» Investment Accounts
» Community 1 / Precinct 1 Building M Committee
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ADDING AN INSURANCE VALUER

Use the search icon to search for a supplier
Enter some key letters in any of the empty boxes on the top line to refine your search
Click on the supplier you want to highlight them and then double click to select
You can also add, view, edit and select suppliers here. For full details, see the Manual “Suppliers Screen”

HwheE

L0gged in 5= Fays Goodman
Fcie: Admpesraice
014102550017

Insurance Vatuation|
Valuation Date  [01/0472017

§3,000,000.00 Valuer|ABC Valuers

- @

Valuer Datails
Name  ABC\aluers
Address101 High Steel
SYDNEY NSW 2000

Address. N
c.Ts.” [
e ] suvetho (17| Sttt N poyvood Dive Suppliers (o I e |
nager =3 Mac v
adaressz  [TMEISFORLEICESTERWN | Supplier Name Supplier Co Balance Type Suburb Fhone Mobile ABN Complia. ..
Folier £ Suburd  MURMLLUMBAH T T = R T I I I 1 k] ==
Building Type® | Sirata "] puiing Mame(Te Bachelor Pag Dean Scarce Electical PR DEANSELEC 31364180 Removalist 03 DREG 5264 ~31414362 . | BSOTSEBE2IZ | Wfof |
Building Sub Type*| Resigential . — Parish = Dean Scarce Elackical PA © el & S ]
Buisng Class  |Piatnum O | Adam Plumber $352.00 Removalist PARRANATTA 0424515115 | 9356324 Ll 3+ 3
Module - # [ABCValers S0.00 Valuer SYDNEY 0278676777 | 042876543 | S7s5as88 @M@ s New .
Tyoe Nane ¥ p
Total UOE* 174
Total int Ent* 50000 s NewF..
Actve L AllInclusive ™
Someas | Loes | Gramws [l reeeciin | sl | s | oocimens | e | Aes |
[+ conmitee P
s NewF.
+ Tradespeople
]
Follcy umber Insurance Company Type /
54543344 CGUInsurance BuligingiCommon Property BTING
o ”
fs NewF... =
||+ 2ee | @ view |« Ear [+ seect || % ciose | I -
+ 2gd [ @view | o ean v setect [ % ciose | b | o view |

(3 [ver

Phone 102 76676777
Phane 202 76676333

Mobile 042876643

Emall  john@abevaluercom

» Invastmant Accounts

{Bullding Commities

ADDING AN INSURANCE POLICY

+Add to get started

Debt Collection ¢ Payment Plan

S/Corp* 435 R —
SweetNo  [2 | Street Name® Dornaa Pace
Manager Anne Pluva . i
Folia 2 Suburb PORT AUGUSTA State* [Sa v
Bulding Type®  [Stal M Building Name|Dornda Waters PiCode 5232
Bullding Sub Type” Residential v
Building Class
Total UOE* 120
Active L Al Inclusive Fees

Ismnplhsxslm\:pnﬁmmsl&m)mlNmmltmumxlﬁegmlmImuml\mmecmmlwmcm_

‘ncammee

J

+ Tradespecpie

Valuation Date 010572017

Address101 High Street
SYDNEY NSW 2000

» Investment Accounts

Policy Number Insurance Company Type Renewal Date Premium
43543885 }mu Insurance 1232017 $5,000.00
[+ Aca Jo vew ]
Insurance valuation 53,000,000.00| Valuer ASC Valuers Ll

Phone 102 76576777
Phone 202 76676333
Mobile 042876543

Email  john@abevaluercom

» Comemunty Associaton  Pracinct Association / Buldng Management Commitiee

PropertylQ
Buildings — Info Tab
22.07.2025
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Enter the policy number here

A wnN e

If you have an insurance company contact, enter their name here
Enter the start date and end dates of the policy here
Enter the date you want to manage the renewal here — enter this well ahead of the actual expiry as this creates a

diary reminder for the strata manager and gives you time to ensure the policy doesn’t expire

+Add button to add a new Insurer.

L N oW

Use the search icon to search for an insurer.

The policy is active by default, but you can inactivate it if you need to

Click on an insurer name to highlight them then double click to select them

Once you have highlighted an Insurer on the screen, View to view their details

10. Once you have highlighted an Insurer on the screen, Edit to edit their details

11. Click on an insurer name and then Select to attach that insurer to the policy

NOTE

— . . . . . . . . .
~~~ When adding an insurer, make sure you enter an email address in the claims email section so insurance claims can be

emailed to them.

Insurer Details

Period From™ |15/08/2018

Policy Number*(4345 o 4

| ot [1410872019 |

Renewa

Contact Petrina Fenech o
7] =

Active

Insurance Company Phone

Address Phone 2
Suburb Fax

State Email

Post Code Claims Dept Email

| Date |15/07/2018

Coverage Details

+ Add Cover

Insurance Broker Phone 1
Address Phone 2
Suburb Fax
State Email
Post Code
Commission
Actuat: Anticipatet
‘ @ Upload Policy Document H A Select Policy Document |
Insurance Policy Document:
‘ @ Upload Endorsement ” £ Select Endorsement ‘
Endorsement Document:
Note:
Fd
Premium Details
Premium Date Paid I:l
Amount Paid

B Save ® Cancel

[T

ﬁ‘CHU

Phone 2
02 5463 6589

Fax

02 5426 8596

Company Name Phene 1

CGU Insurance 02 8569 4521

AAMI

Suncorp 0398765678 Note found on the...

Insurance Alliance

1300 361 263 1300 361 269

| + Add || o View ” » Edit ||  Select H % Closs |

PropertylQ
Buildings — Info Tab
22.07.2025
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BROKERS

Complete this section if you are using a broker.

+Add to add a new broker

Edit to edit the details of a broker

AN o

broker)

Insurer Details

Policy Number* 4345 Period From® |15/08/2018 To™ |14/08/2019

Contact Petrina Fenach
Renewal Date | 15/07/2018

Active L

Insurer: *|CGU Insurance R

Insurance CompanyCGU Insurance 02 8569 4521

Address 54 Cumberland Road Phone 2 02 5468 6589
Suburb RICHMOND Fax 0215426 859
State NSW Email feadend.pig
Post Code 4526 ail 1_claimsEmail @deadend.piq
Broker: o o
Insurance Broker - Phone 1
Address Phone 2
Suburb Fax
State Email
Post Code
Commission
Actual: $0.00/  Anticipated: $0.00°

I @ Upload Policy Document I A Select Policy Document ‘

Insurance Policy Document:

[ @ Upload Endorsement | o Select Endorsement |

Endorsement Document:

View to open and view an existing broker’s details

Use the search icon to open the brokers list. This will show all existing brokers
Click to highlight a broker and click View to view that broker’s details (or double click on the highlighted broker)

Click to highlight a broker and Select to add them to the insurance policy details (or double click on the highlighted

Broker Name Phone 1

Phone 2 Fax Note

Kinnane Insuranc 03 5264 8569

Bennaris Insuran

Regina Holsworthy ~ 1300 878 989
Body Corproate B
CRM Brokers 1300 580 494

Direct Insurance

03 9745 6523 03 9744 5264 o

Note found on the

9225 9943

Note:

Premium

Amount Paid

Premium Details

Coverage Details

| + Add ” D View || # Edit H + Select H % Close i

$0.00| Date Paid
$0.00

1. Enter your actual insurance commission here.

2. Enter your anticipated commission here.

3. Click here to upload a new policy document. See section below — uploading insurance documents

4. Click here to attach a document to this policy that is already in PropertylQ. See section below — uploading insurance
documents

5. Click here to upload a new Insurance endorsement document/policy alteration document. See section below —
uploading insurance documents

6. Click here to attach an endorsement document to this policy that you have already attached to PropertylQ. See
section below — uploading insurance documents

7. Enter the amount of the premium shown on the insurance policy documents here
Enter the date the premium was paid here

9. Enter the actual amount of premium paid here e.g. if you are paying in monthly instalments you can enter the

amounts here.

10. Add Cover to add details of cover

PropertylQ
Buildings — Info Tab
22.07.2025
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Insurance Policy u

Insurer Details
Policy Number* 4335 | Period From* [ot/082018 | Te* [31072019 |

Contact |Lila Pertone |
— Renewal Date |01/07/2018
Active ]
Insurer: *CGU Insurance o |
Insurance CompanyCGU Insurance Phone 1 02 8569 4521
Address 54 Cumberland Read Phone 2 02 5463 6589
Suburb RICHMOND Fax 02 5426 8596
State NSW Email 1_email@deadend.piq
Post Code 4526 Claims Dept Email1_claimsEmail@deadend pig

Broker: Kinnane Insurance Broke o

Insurance Broker Kinnane Insurance Brokers Phone 103 5264 3569

Address 762 The Plaza Phone 203 9745 6523
Address Line 2 Fax 03 9744 5264
Address line 3 Email 1_email@deadend.pig

Suburb FITZROY

State viC

Post Code 3256 o

Commission - Q
Actual: | 5500.00| Anticipated: | $500.00|

‘ @ Upload Policy Document H £ Select Policy Document | e
W

Insurance Policy Document:

‘ @ Upload Endorsement H O Select Endorsement ‘ °
Nt

Endorsement Document:

Note:

Premium Details

Premium | e $25,000.00) Date Paid |16/07/2015 @

Amount Paid | o $25,000.00|

Coverage Details

4 Add Cover o
Ve

| B Save “ ® Cancel

PropertylQ
Buildings — Info Tab
22.07.2025
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ADDING INSURANCE COVER

Choose the type of cover from the dropdown list

Enter the sum insured

Enter the amount of weekly premium payable (if paid weekly)

Enter the amount of excess payable if you make a claim

Enter any additional notes here

You can delete the cover here (This does not delete the whole policy, just this area of cover)
Save

N oy swNe

Coverage Details
o ¥ |Sum Insured

Excess

$4,500,000.00 o
$1,000.00 o

‘ # Delete ” B Save " ® Cancel ‘

Building/ Commaon Property

$0.00 o

Type*

Weekly

Note |Includes whole plan

+ Add Cover re

NOTE
" You will not be able to process an insurance claim on a policy unless it has Building/Common property cover

attached to it.

UPLOADING INSURANCE DOCUMENTS

Click on upload policy documents or upload endorsement to attach a document that is saved on your computer but not yet
uploaded into PropertylQ. If you have already added the policy document or endorsement document to PropertylQ, you can
click select policy document to search for it.

Insurance Policy | x|
Insurer Detalls
Policy Number 2. Period From® 12042017 To' (11052017
Contact Ashiey Finucan Organize » Mew folder
Renewal Date (12022017

i e —— 477 Favorites Documents library
Insurance Company CGU Insurance Phone 1 & Downloads Insurance Documents

Address 54 Cumbertand Road Phone 2 B Deskt

SHNG Fax 5 eskio| ¢

oy e Email Information@: guinsurance com au F *|Endorsement

Siwte Now degrizszichs ¢@ OneDrive - Property

Post Code 4528 Clales Dopt - #!Insurance event pop up

e & syne _
Broker: Regna Hosworthy £ . "1 Insurance policy - SP 45644
. R = Recent Places . =

Insurance Broker Regina Hoiswortny Phone 11300 8 = "1 Insurance policy 14 Smith St
Address 24 Soistice Crrcut Phone 2 -

Suburb Fax

State Email  regina@hoisworthy.com au

Post Code

Commission
Actuat 40000 Anticipated:

@ Upload Policy Document | O Select Policy
Insurance Policy Document: Insyaee®
@ Upload Endorsement®] O Select Endorsement

Endorsement Document: Endorsemant PNG
Pramium Detals

$5,000.00

$5.000.00

Premium Date Paid (02/07/2017
Amount Paid

Coverage Details

+ Aad Cover

® Save || X Cancel I

PropertylQ
Buildings — Info Tab
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NOTE ABOUT INACTIVE INSURERS

You can inactivate insurers, but to prevent you from activating insurers that are already attached to an insurance policy, you will
receive this warning if you try to inactivate an insurer that is attached to any policies.

1 building is linked to this insurer:

@ 270976 - Moorings on Cavill

Are you sure you want to deactivate this insurer?

Yes

If you edit and then try to save an Insurance policy that is attached to an inactive insurer, you will receive the following warning:

The Insurer is not active.

/"\

Are you sure you wish to save this policy with an
inactive insurer?

PropertylQ
Buildings — Info Tab
22.07.2025
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INVESTMENT ACCOUNTS

Some buildings have separate investment bank accounts, where they transfer some of the funds they don’t need for immediate

use to earn interest.

Click on +Add Investment Account to get started

+Add Investment Account

=

To search for an existing investment account, enter some key letters here to refine your search
+Add to add a new investment account. The permission to add or edit bank accounts is usually restricted to the roles of
Administrator and Accounts, but roles may be customised in your company.
To view or edit the details of an account, highlight the bank account you are looking for and click View
5. To select a bank account, highlight the account you want and then click Select (or double click on the account you want

to select)

Building

Cumrently Log

SIPlan* 283423 el X
Manager e — = :::el lloz 29-31 Street Name” |Mile End Road Bank Accounts
o === eea2 | Bank A

Folio D Suburb [ROUSE HILL an ccoun ts

Building Type® Strata v Building NameMorada Place | | Account Ny BSB Account No Admin Balan Sinking Bala Balance

Building Sub Type’Residential 7 | | ||sp¢ Rl | | | | |

Building Class |Tuwnhouses owners of 5 185-300 00010001 $0.00 $0.00 $0.00

Total UOE* [0 SP 16 182222 784512963 $2,515.00 $0.00 $2,515.00

Active ’ All Inclusive Additional ac  011-234 124576567 $0.00 $0.00 $0.00
SPTI0T4A. 182222 434345844 $20,000.00 $30000.00  $50,000.00

» Committes

I Seltings I Dates I Charges Financials I Budget I Netes I Documents I Registers Iy

» Tradespeople

/

» Insurance

Account No.

/

Account Name

+ Add Investment Account

[+ Ao | @ view | St | % ciose |

PropertylQ
Buildings — Info Tab
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COMMUNITY ASSOCIATIONS, PRECINCT ASSOCIATIONS AND BUILDING MANAGEMENT COMMITTEES

These are the organisations that sit above an individual strata scheme (and usually incorporate a number of strata schemes.)
The information entered here merges onto an information certificate. The building you manage may have to pay levies to these
organisations for items that affect the whole of the precinct, for example swimming pool expenses for a pool that services a
number of strata plans.

1. Select the type of association/committee you want to enter

2. Enter the name of the association/committee

3. Enter the address of the association/committee

4. Enter the date the association/committee levies were determined

5. Enter the date levies due to the association/committee are paid to

6. Enter the amount of any arrears owed to the association/committee

7. Enter any amounts that have been paid in credit (advance) to the association/committee

8. You can enter the details of any levies due here

9. Save

- Address
S$/Plan Street No Street Name* |Mi\e End Road ‘
Manager Addross2 | ]
Felio® e L Suburb  |ROUSE HILL State [NSW/ v
Building Sub Type'|Residential v | H
Building Class Name of Building Management Committee® |Rouse Hill Residential Precinct o
Total UOE* Address for service of notices |P0 Box 245 ROUSE HILL NSW 2155 o
Active 7| Al Inclusive Date Determined o Paid To e
Current Arrears o $0.00 Current Credit
Settings Dates Charges Financials Budget Notes Documents Registers - ——
Peried From Peried To Due Date Admin Capital Werks

» Committee e

» Tradespeople

» Insurance

» Investment Accounts

~ Community Association / Precinct Association / Building Management Committee
Name Type e

@

4+ Add Community Association ” 4+ Add Precinct Association H + Add Building Management Committee

Building Management Committee m

Name of Building Management Committee™ |Rouse Hill Residential Precinct

Address for service of notices |F’0 Box 245 ROUSE HILL NSW 2155

Date Determined |(01/10/2016 Paid To 01/03/2017
Current Arrears | $0. 0[}| Current Credit | 5400. E}[}|
Last Updated 30/01/2017 - 2:20 pm

Period From Period To Due Date Admin Capital Works
I 1132017 62017 132017 $5,000.00 $3,000.00

PropertylQ
Buildings — Info Tab
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RELATED BUILDINGS

On the Building card>Info tab, the ‘Related Buildings’ accordion allows you to link related buildings to each other and also record
buildings that are managed by another strata/OC management company. For example, multi-OC, multi-tiered or layered
schemes.

? HINT for Victorian clients — If you are using separate buildings for multiple OCs (unlimited and limited OCs) instead of using

schedules in one building, you may want to link the buildings in PIQ to easily identify them as being part of a multi-OC.

Using the Related Buildings area, you can:
e Link one or more buildings in PIQ using the Add button

o Once buildings are linked together, they will form a group of related buildings.
o A building can only be linked to one group of related buildings at a time.
o When linking buildings, if you select a building that’s part of a group of related buildings, all buildings in that
group will be linked and shown in the Related Buildings accordion of the building you’re currently viewing.
Because of this, you can link or unlink a building from a group by going to any of the buildings in the group.
e Record one or more related buildings managed by another Strata/OC management company

o Manually enter any other related building/s that are managed by another manager, including the manager’s
details for record purposes.
o View details of a related building in the grid

o Details include SP/CTS/OC number, building name, total entitlements, total lots, main bank account balance
and Tier (VIC only).
e  Open the building card of a related building by double clicking on the row in the grid or using the View button

e Generate a related buildings report using the Print button

e Unlink a building using the Remove button

o You can manually unlink a building at any time.

o Unlinking a building will not just remove it from the building you’re currently viewing but will also unlink it
from the group of related buildings. For example, the unlinked building will no longer show in the Related
Buildings accordion for any building in the group.
Because of this, you can link or unlink a building from a group by going to any of the buildings in the group.

o When a linked building is made inactive, it'll be removed automatically from the group of related buildings and
will no longer appear in the Related Buildings accordion.

Permissions
e You'll need existing permissions of Building>View and Building>Edit to view and edit details within the Related Buildings
accordion. Data access restrictions for Folio and Manager are also be applied when viewing details and linking buildings.

IMPORTANT NOTE: The linking of buildings is for information purposes only. If a change is made to building details for a building
that is linked to one or more other buildings, the change will not propagate to any of the other related buildings. Building

details, reports, budgets etc will all still need to be managed separately on each building card as is currently the case for
separate buildings in PIQ.

You can refer to the below instructions for more detail.

1. View related buildings accordion

2. Link a related building (for buildings that are in PIQ)

3. Add other related building (for buildings that are not in PIQ)

4. Unlink a related building

5. Generate related buildings report

PropertylQ



VIEW RELATED BUILDINGS ACCORDION

vk W e

10.

11.

12.

13.

14.

Go to the Info tab.
Click here to open the Related Buildings accordion.
The SP/CTS/OC number of the building will show here.
The name of the building will show here.
VIC buildings - The Tier of the building will show here.
All other states - This column will not be shown.
VIC buildings - Total Units of Liability (UOL) for the building will show here.
QLD buildings - Total Interest Entitlements (Int) for the building will show here.
All other states - This column will not be shown.
Total Units of Entitlement (UOE) for the building will show here.
Total lots of the building will show here.
The main bank account balance of the building will show here.
Click Add to link buildings that are in your PIQ (create a new group of related buildings or add the selected building to
an existing group of related buildings). Refer instructions Link a Related Building for more detail.
Click Add Other to manually add a building that’s managed by another strata/OC management company (a building that
is not in your PIQ). Refer instructions Add Other Related Building for more detail.
Click Remove to unlink a building from a group of related buildings.
Refer instructions Unlink a Related Building for more detail.

Click Print to generate a related buildings report in a new browser tab.
Refer instructions Generate Related Buildings Report for more detail.

Click View to open the building card of the selected building in the grid.
Alternatively, you can double click on a row in the grid to view the building.

NOTE: Terminology and column types will change depending on the building’s State.

Building x|
Address
O/Corp* 10 ;
Street No 13 Street Name* Mitre Drive
Manager* Al -
Address 2
Folio - Suburb CROYDON State” VIC v
Building Type * Mg e Building Name Atrium PiCode 3072

Building Sub Type* Re

Debt Collection Payment o

Seftings Dates Charges Financials Budget hotes Documents Registers Alerts Work Orders Insurance Claims Emails Log of Changes

Total Lots -9 (Primary - 6, Sscondary - 3)

Building Class

Services Only Tier 4

Total UOL* 351

Total UOE™

Active All Inclusive Fees

» Committee

» Tradespeople

» Insurance

» Investment Accounts

» Community Associe@ecincl Association / Building Management Commitiee

~ Related Buildings

OfCorp Mame Tier Total UOL Total UOE Total Lois Main Bank Account Balance

" |The Plaza 5 100 220 2 558,107 40
65345 Ormond Towers 4 120 120 4 543,343.00

L-l- AdeI_lRemwﬂl_a PrinlJ_B ViewJ_

PropertylQ

Buildings

—Info Tab
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LINK A RELATED BUILDING

On the building card, go to the Info tab.

Click here to open the Related Buildings accordion.
Click Add to open the building list.

Select one or more buildings from the list.

Click Select to add the selected building/s.

Click Close to exit to return to the prior screen.

A o

Adress i i
oicorp* o Buildings
P Swetha 13| Siue e i oo g = =]
Mg - P §Pn .| Buldng Name Sira Stroat Nama Suturn st | Pos. Managar Lots. | Foll
Folio™ . C
Subub  CROYDON St Ve v = = 1 ] ) [ ==
Building Type e - Building Name Al PiCode 3072 () -
Bullding Sub Type” = 4 Pevith Plaza Smith BAYBROOK WA 2750 AMS Mick 2 AF
Guilding Class Total Lots .8 (Prmary -6, Secondary - 3 =
O Boiar Apartments 1 vukcan e WATSON NOW 2602 | AMS Mick 3 e
Services Only Tier &
Ole Kes 5 Fansvense suBuRE Vic 2023 AMS Mk s ns
Total UOL" 3 °
B n The o 1LOR m " N
Tots e g @ Flaza David Street KEILOS C 325 AMS Mo 2 e
Active Allinclusive Fass 0 r Rverside toma Roa HAMILTON ic JackDabinsen 56 WA
Debt Comection Payment PL 0O n Open Lane g Open Lane BRISBANE o dack Datinson 9 oL
D u Smin Srest Bubkdng 1 Smin Street BRISBANE SA 400D | AMS Mick BT
Seltings | Datos | Charges Franciak | Buget | Notes | Cocuments | Regetocs | miode | workodors | insurance claims | Emais | Log of hangeq - Tow Seutons 1530 | Fao eet F— 20 |10 | AvE mmer s Tor
f O 1 Isaacs 35 lstAve INDOOROOFILLY QLD 4112 AMS Mick 4
+ Commities i
* Tademao / 0w T smsaane a0 wcpoonsm 4
» Insurance 20 Maiverm Giove “ Mabvesn Parade THE POST OFFICE WA AMS Mick 0
» investment Accounts. 0 2 -] 1 Sirast SUBURE QLD 000D AMS Mick 4
'+ Communiy Assocalion / Pragut Ass | Bulding Management Commitse - n Camellia Grove (dev1) 15 Flarence Avenue SYDNEY wic 322 AMS Mick 15 vic...
T | 2 The Mazning 6 Lia =8. Easy Suost TESTINGTON NSW AMS Mick 1 N
e — =
0w s T e mssae a2
= = e e e w iy @
Show Legend o Select (1) | % Ciose
o + i | 2 @ Prit
& Opening Baances | [ Scheuies || Financii Reports | - Esit | v Done |

Once successfully added, the building will be shown in the grid.

NOTE: When linking buildings, if you select a building that’s part of a group of related buildings, all buildings in that group will be
linked and shown in the Related Buildings accordion of the building you’re currently viewing.

~ Related Buildings

O/Corp MName Tier

Total UOL

Total UOE

Total Lots

Main Bank Account Balance

11 The Plaza 5

100

220

2

592,107 40

[+ a0 | & Remove | @ Pint | @ view |

PropertylQ
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ADD OTHER RELATED BUILDING

1. On the building card, go to the Info tab.
Click here to open the Related Buildings accordion.

3. Click Add Other to add a building managed by another strata/OC management company (a building that is not in your
PIQ). If the building is in your PIQ, link the building using the +Add button — refer instructions above.

4. Enter the details of the building and manager, and an optional internal description (the description wont be included in
printed reports).

5. Click Save to add this building as a related building.

Address

O/Corp* 45654

Street No 123 Street Name* Bass Street
Related Buildings ¥

Address 2
Manager* Brendan Comiskey ~

Suburb MELBOURNE State® VIC v
Folio® VIC BRANCH L el

Building Name Jade Apartments P/Code 3000
Building Type * Strata ~

Building Sub Type* Residental ~ Total Lots - 5 (Primary - 1, Secondary - 4)
Building Class

Services Only Tier 5

Total UOL* 100

Total UDE* 100 Other Building
Active All Inclusive Fees Details

Debt Collection

O/Corp Number* [0C4

Name* |Green Apartments

udget I

Payment P
I Settings I Dates I Charges Financials %
4

-

Tradespeople

-

Insurance

/

Strata Mame |ABC Strata
} / b Address [ Green Avenue, Melboume VIC 3000
» Committee
» Building Information / Y
Description

OC4 in Plan1234. OC Manager is Jane Smith.

P

» Investment Accounts / 5
» Community Associglisgel PrecingfAssociation / Building Mar

Tier

gz

Total UOL

Primary Lots | Secondary Lots | Total Lots Main Bank Account Balance

+ Add Other

4

25 5 0 5 $0.00

| + Add || @ Remove || & Print ” O View ‘

Once successfully added, the building will be shown in the grid in the colour blue to indicate that it’s a manually added ‘other’

building.
~ Related Buildings
OfCorp Name Tier Total UOL | Primary Lots | Secondary Lots | Total Lots Main Bank Account Balance

342 The Lakes 4 25 5 0 5 $0.00
0oc4 | Green Apartments ‘

Hide Legend

« This building has been manually added

*+ Add Other | + Add ” T Remove ” & Print || O View |

PropertylQ
Buildings — Info Tab
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UNLINK A RELATED BUILDING

On the building card, go to the Info tab.

Click here to open the Related Buildings accordion.
Click on a building in the grid to select it.

Click Remove to unlink or remove the selected building.

HwheE

IMPORTANT NOTE: The building will be removed/unlinked from the group of related buildings, not just from the building
currently being viewed.

Address

O/Corp* 10 -

Street No 13 Street Name* Mitre Drive
Manager* AMS Mick v

Address 2

=
Folio & Suburb CROYDON state® VIC v
Bulding Type*  [HeiohbuurTiond e Building Name Atrium PiCode 2072
Building Sub Type* Residential v
Building Class Total Lots - 9 (Primary - 6, Secondary - 3)
Services Only Tier 4
Total UOL* 351
Total UOE*
Active All Inclusive Fees
Debt Collection Payment o
Settings Dates Charges Financials Budget Motes Documents Registers Alerts Work Orders Insurance Claims Emails Log of Changes
+ Committee

» Tradespeople

¥ Insurance

+ Investment Accounts

+ Community Association / Precinct Assaciation / Building Mar Commitiee
~ Related Buildings e—
O/Corp Mame Tier Total UOL Total UOE Total Lots Main Bank Account Balance

1 | The Plaza o | 5 100 220 2 $98,107.40

| + Add ” 1 Remove " & Print " O View ‘

[~ scneaues |[ g Financiai Repors || » Eait | v Dane |

You'll see a popup that warns you that the building will be removed/unlinked from the group of related buildings. Press OK to
proceed.

Remoaoving this building will unlink it from the group of

(‘ related buildings. Do you want to continug?

Once removed, the building will no longer show in the Related Buildings accordion for any building in the group.

PropertylQ
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GENERATE RELATED BUILDINGS REPORT

1. On the building card, go to the Info tab.
2. Click here to open the Related Buildings accordion.
3. Click Print to generate the report in a new browser tab.

Address
O/Corp* 10 _
Street No 13 Street Name* Mlitre Drive
Manager* AMS Mick v
Address 2
Folio & Suburb CROYDON State® VIC v
Building Type® N v Building Name Atrium PICode 3072

Building Sub Type* Resid
Total Lots - 9 (Primary - 6, Secondary - 3)

Building Class
Services Only Tier 4
Total UOL* 351
Total UOE*
Active All Inclusive Fees
Debt Collection Pﬁymento
Settings Dates Charges Financials Budget Motes Documents Registers Alerts Worlc Orders Insurance Claims Emails Log of Changes
» Committee

v Tradespeople

b Insurance

+ Investment Accounts

» Community A: iation / Precinct A tion / Building Management Commitiee

OiCorp Name Tier Total UOL Total UOE Total Lots Main Bank Account Balance

" The Plaza 5 100 220 2 598,107.40

| +ad | @Remove | @Prnt [ @ View |

[ # scneautes || g Financial Reponts ||~ Eat || v Done |

Example report:

(Note that terminology and column types will change depending on the building’s State)

Printed: 10/05/2024 02:43 pm  User: Nicki Scrivenar Page 1

Related Buildings Report
O/Corp 45654 Jade Apartments

O/Corp Name Strata Manager Name Tier Total UOL Primary Lots Secondary Lots Total Lots Balance
342 The Lakes Brendan Comiskey 4 25 5 0 5 $20,936.09

Other Related Buildings

O/Corp Name Strata Manager Name Strata Manager Address

0Cc4 Green Apartments ABC Strata Management 1 Green Avenua, Melbourne VIC 3000
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INFO CERTIFICATES

To improve efficiency and assist you in complying with your disclosure requirements, you can record important information on
the building card and set default attachments for generated information certificates.

DETAILS TAB

Under Building card>Info tab>Info Certificate accordion>Details tab you can record information that needs to be disclosed in
information certificates. The data fields available on this screen will change depending on the building’s State, as disclosure
requirements vary State to State.

Each data field has a corresponding merge field that can be inserted into your certificate template/s and will allow this
information to be pre-populated in each certificate generated.

Corresponding merge fields available in certificate templates

o General text fields: {{&Building_Repairs}}, {{&Building_Liabilities}}, {{&Building_Leases_Licenses}},
{{&Building_Orders}}, {{&Building_Proceedings}} and {{&Building_Other_Info}}

Swimming pool: {{Swimming_Pool}}

Embedded network utilities: {{Embedded_Electricity}}, {{Embedded_Water}}, {{Embedded_Internet}}
(QLD) Is the scheme part of a layered arrangement?: {{Layered_Arrangement}}

(QLD) Is there a current sinking fund forecast?: {{Building_Management_Statement}}
(QLD) Does a Building Management Statement (BMS) apply?: {{Sinking_Fund_Forecast}}
(QLD) Is there alternative insurance approved under an alternative insurance order?: {{Insurance_Alternative}}

o O O 0O O O O

(ACT) Ceiling insulation — Are all lots exempt from complying with minimum insulation standards?:

{{Insulation_Exempt}}

o (ACT) Ceiling insulation — Lots that must comply (table of lots, whether lot has insulation and R-value):
{{Insulation_Min_Standards}}

o (ACT) Ceiling insulation statement: {{&Ceiling_Insulation_Statement}}

Data fields (All States)

~ Info Certificates

Repairs &
Maintenance:

Liabilities:

Leases & Licenses: [ | Include leases and licenses register report in certificates

Notices & Orders:

Legal Proceedings:

Other Information:

Swimming Pool: Is there a regulated swimming pool?
Embedded Network  Electricity Hot Water / Gas Internet / Data

Utilities:

PropertylQ
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QLD additional fields

Is the scheme part of a layered arrangement? Does a Building Management Statement (BMS) apply?

Is there a current sinking fund forecast? Is there alternative insurance approved under an

alternative insurance order?

ACT additional fields

Ceiling Insulation: Are all lots exempt from complying with minimum insulation standards?

Statement:

Ceiling Insulation

Lots that must comply

Lot: 1 Unit: 1 Has Insulation?  R-value I:I =
0O View T Remove

Owner: Owner 1

+ Add Lot(s)

ADD DETAIL TO CERTIFICATE DATA FIELDS

P WNPR

10.

11.

12,

13.

Prope
Buildings —
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On the building card, go to the Info tab

Click on the Info Certificates accordion

Click on the Details tab

Repairs and Maintenance - Here you can record details of any repairs, maintenance or other work that has been or is
about to be performed that may incur additional charges. Any information entered here will be shown in the merge
field {{&Building_Repairs}} in the certificate template.

Liabilities - Here you can record details of any liabilities and contingent liabilities of the building. Any information
entered here will be shown in the merge field {{&Building_Liabilities}} in the certificate template.

Leases & Licenses - Here you can record details of any leases and licenses over common property or a lot. Any
information entered here will be shown in the merge field {{&Building_Leases_Licenses}} available in the certificate
template.

Leases & Licenses report when generating Certificate — Here you can decide to include the leases and licenses register
report by default when generating certificates. If you tick the checkbox, it’ll be included when generating a certificate.
Notices & Orders - Here you can record details of any notices or orders served on the building in the last 12 months
that haven’t been satisfied. Any information entered here will be shown in the merge field {{&Building_Orders}} in the
certificate template.

Legal Proceedings - Here you can record details of any legal proceedings to which the building is a party and any
circumstances that are likely to give rise to proceedings. Any information entered here will be shown in the merge field
{{&Building_Proceedings}} in the certificate template.

Other Information - Here you can record any other details or general information that may need to be disclosed by the
buidling. Any information entered here will be shown in the merge field {{&Building_Other_Info}} in the certificate
template.

Swimming Pool — Here you can record if the building has a regulated swimming pool. The dropdown options are blank,
Yes or No. It is blank by default. The response will be shown in the merge field {{Swimming_Pool}} in the certificate
template.

Embedded Network Utilities - Electricity — Here you can record if the building has an embedded electricity network.
The dropdown options are blank, Yes or No. It is blank by default. The response will be shown in the merge field
{{Embedded_Electricity}} in the certificate template.

Embedded Network Utilities — Hot Water / Gas — Here you can record if the building has an embedded hot water
and/or gas network. The dropdown options are blank, Yes or No. It is blank by default. The response will be shown in
the merge field {{Embedded_Water}} in the certificate template.

rtylQ
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14. Embedded Network Utilities — Internet / Data — Here you can record if the building has an embedded internet or data
network. The dropdown options are blank, Yes or No. It is blank by default. The response will be shown in the merge
field {Embedded_Internet}} in the certificate template.

15. Click Save to save your changes.

I Sattings I Dates I Charges womah I Budget I Motes I Documeants I Registars I Alaris I Work Orders I Insurance Claims I Emails I Log of Changas -

v Committee

=

Building Information

-

Tradespeople

Insurance

=

=

Investmant Accounts |

=

Community Association / Precinct Association | Building Managemeant Committes

| + Related Buildings o |
~ Info Certificates
O=

Repairs &
Maintenance:

Liabilities:

- M-

Leases & Licenses: [ Include leases and licenses register report in certificates o

Notices & Orders:

Lagal Proceedings:

Other Information:

0000

Swimming Pool: Is there a regulated swimming pool? o
Embedded Network  Ejactricity @ Hot Water | Gas @ Internet [ Data o

Utilities:

[o'sen [ e |
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ADD MERGE FIEL

il A .

open and

andard Merge Templates

DS TO CERTIFICATE TEMPLATE

To update your certificate template, go to File>Templates>Standard Merge Templates screen

Select the State filter to view templates specific to your State (if not already selected)

Find and click on the relevant certificate template in the list

Click on Edit button to open and edit the template. Alternatively, you can double click on the template in the list to

edit.

Merge Templates | Standard Email Templates | Custom Email Templates

NSW [=11] SA WA ACT ALL Macquarie Bank Westpac ALL
Name Trpe = State Bank Type Folio Selected
VIC MBL Legal Notice: VIC MBL Legal Notice vic Macquarie Bank
VIC MBL Legal Notice (CA) VIC MBL Legal Notice (CA) vic Macquarie Bank
VIC MBL Legal Notice (Co) o VIC MBL Legal Notice (Co) vic Macquarie Bank
[ vic oc conincate VIC O Certiicate vic |

+ New | ® Clone | ~ Edit | @ Dele  Preview

5. Find and locate the new merge fields in the merge field list. You can click ‘Ctrl’ + ‘F’ on your keyboard to search content
on the screen.

6. Insert them into your template where applicable

7. Click the Save button to save your changes

{{Agent_Phone}}

{{Mailing_Address}}
{{Caretaker_Name}}
{{Caretaker_Block1}}
{{Caretaker_Block2}}
{{Caretaker_Block3})
{{Caretaker_Blockd}}
{{Credit_Amount}}

{{Agent_Fax}} VIC OC Cert ILAnMﬂ}} {IFee_Amount1Z}j
VIC OC Certificate ~ | Folio] Global |
(Ea) AR OO B Jsue + BOAE M %(F mE-E s
B wx, x| EE | EnyE=zz=ple g P
Mormal - Font - Size -  LneHel.. - Tracking - A-%- 2] R A RRB

{{OnsiteManager_Name}}
{{OnsiteManager_Block1}}
{{OnsiteManager_Block2}}
{{OnsiteManager_Block3}}
{{OnsiteManager_Block4)}
{{Agreement_Start_Date}}
{{Agreement_End_Date}}
{BPAY_Client_ID}}
{{Committee_Sec_Name}]
{{Committee_Chair_Na
[Committes Traz=yrar
{&Building_Repairs}}

ns1_Policy
{{ins1_Period}}
{{ins1_Company}}
{{Ins1_Premium}}
{{ins1_Date_Paid}}
{{ins1_Renewal_Date}}

c) Unpaid fees and levies presently total {{Arrears_Amount}} plus penalty interest of
{{Interest_Amount}}.

d) The following special fees or levies have been raised and are payable on the dates indicated
below-

Due Date Amount
{{Spec_Levy_Dueil} | {iSpec_Levy_Amti}}|i{Spec_Levy_Detaisi}}
{{Spec_Levy_Dus2}} | {(Spec_Levy Ami2)j{{(Spec_Levy_Detais2)}
{{Spec_Levy Dusdl} | {{Spec_Levy Amta}}i{Spec_Levy Detailsdf}
{{Spec_Levy Dued)} | {(Spec_Lewy Amtd}}{{{Spec_Levy_Detailsd}}

{{ins1_Broker_Name}}
{{lns1_Commission}}
{{Ins1_Anticipated_Commissi
{{ins1_Type}}

{{ins1_Sum}}
{{ins1_Weekly}}
{{Ins1_Nota}}
{{ins1_Excess}}
{{ins2_Policy}}
{{ins2_Period}}
{{ins2_Company}}
{{lns2_Premium}}
{{ins2_Date_Paid}}
{{ins2_Renewal_Date}}
{{ins2_Broker_Name}}
{{ins2_Commission}}
{{ins2_Anticipated_Commissi
{ins2_Type}}

| {fins2_Sumi}

e) The repairs, maintenance or other work or act which has been or is about to be performed
which may incur additional charges which have not been included in the annual fees and
special levy fees are-

{{&Building_Repairs}} o

PropertylQ
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ATTACHMENTS TAB

To make it easier for you to manage certificate attachments, you can now set documents as default attachments for certificates
from the building card.

From the attachments tab, you can:
e add, view, remove and re-order documents you want included as default attachments to certificates.

e for buildings with more than one certificate type (QLD, ACT), you can also select whether a document is attached to all
certificates, or only one certificate type.

e for buildings where only one certificate type is applicable, you'll see ‘All’ as the type by default.

Any default attachments relevant to the certificate type being generated, will be automatically included within the Attachments
accordion on the certificate generation screen, where you can then do a final review, reorder, remove and add custom
attachments as required before generating a new certificate.

IMPORTANT NOTE: Any changes made to default attachments will only apply to newly generated certificates and will not affect
any certificates in a draft or published state.

I Settings I Dates I Charges (UMM Financials I Budget I Notes I Documents I Registers I Nerts I Work Orders I Insurance Claims I Emalls I Log of Changes i

» Committee

* Building Information

» Tradespeople

* Insurance

* Investment Accounts

» C ity Precinct / Building Committ

* Related Buildings

* Info Cerlificates

Any changes made to attachments will only apply to new certificates.

Name Date Size Certificate Type
| Notice 234323 - AGM 05/03/2218.pcf | 532218 479.06 k8 Al
Financial Report Final 01-07-2015 to 30-06-2016.pdf 19/12/2024 1390 kB Section 205

4+ Add Document || & Remove Dacument

[enam et

Selectad Lot info

Lot 1 Building: The Lake  State: QLD

Cortificate Date: 1000172025 Include Register Reports:
Typa: ®section 205 Osectionzos o Reter
| Authorisations Affecting Lots

Invoice RecelverMame | | ] Common Authorisations
Invoice Receiver Address Line 1 '7 ] € | e Register
Invoice Recoiver Address Line2 | | Gontracts Register
Inveice Receiver Address Line 3 | Exclusive Use Allocations
Invoice Amount | Funding Proposals
Invoice Included G5T $0.00/ | Leases and Licenses
invoics [ ] | Lot Authorisations
Invoice Paid Label [ | | Unregistered By-Laws

Include Other Reports:

| Insurance Claim Register

Lo |

Name Date Size
Natice 234323 - AGM DS0X2218.pdf SA2218 A79.06 KB
=  Financsl Report Final 01-07-2015 %0 30-06-2016. pal 1811272024 1390 k&

+ Add Docimaent I W Ramove Document

1 e,
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