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Buildings — Documents tab
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DOCUMENTS TAB

All the documents that have been uploaded or internally generated for a building are available in this area. Documents can be in
the format of PDF, JPEG (JPG) PNG, word document or excel. Note: only PDF documents can be previewed from the documents
tab using the View Doc button

Select a date range to refine your search

To filter your view by document type, click on the dropdown list
Click to highlight document(s) on the screen.

The time and date of creation shows in this column

The date the document was uploaded shows here

The user that uploaded the document shows here

The name of the document shows here

The document type shows here
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The details of the document show here

=
o

. Click on Due Notice Attachments/Cover Pages to add documents that will be automatically attached whenever you send
out due notices. (see details below)

11. Click +Document Entry to add a document (see details below)

12. Click View Doc to view the document — this option is only available for documents in PDF format

13. Click Email to email the document (see details below)

14. Click Print to create a printable copy of the document

15. Click Download to download the document for viewing or saving elsewhere

16. Click Delete to delete the document Because Plans

17. Click Upload Document to upload a strata plan document that isn’t already saved in the building’s and BL»Jy-Laws
d‘?cume”ts . . o are viewed

18. Click Choose Plans Document to select a plan document that is already saved in the building’s frequently, you
documents can create

19. Click Upload Document to upload a by-Laws document that isn’t already saved in the building’s short ;“ts to

view them

documents

20. Click Choose By-Laws Document to select a by-laws document that is already saved in the building’s
documents
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Anne Fluva r
Address 2| |
oo = Suburb [TOWNSVILLE | stater[aD v
- =
Building Type* [Siaa | Buitding Name [rre Mariner | Picode[ |
Building Sub Type* | Residential i - =
Parish Magnetic | Couniylshaﬁwan
Building Class High Rise
Module [Sandard v
Type None |
Totr uoe:
Tota e Ene
Active ¥ AllInclusive Fees
Debt Collection * Payment Plan
I Setfings I Dates I Charges I Info I Financials I Budget I Motes Registers I Alerts I Work Orders I Insurance Claims I Emails I Log of Changes
From 1072017 |To [oanoi2ms | Filter: [All
(=] Crested Time Date User Name Type Details
O | 24/D9/2018 - 11:45am | 24/92018  ams Debtor Invoice 2015-08-01 pdf Debtor Invoice -
¥ 030772015 - 7:51 pm | 3772018 ams Management of Funds Report - 04/D8/2017 to 08/0... = Financial Generated by Building Financial Reports
O 2452018 - 308 pm : 24/572018 :ams Financial Report 09-02-2018 to 05-05-2015.pdf Financial Generated by Bulk Blilding Financial Reports
O 1420171232 pm: 141172017 | ams The Mariner 2017 Proposed Budget Report. pdf Budget Report Generated by Print Budgst
[l 4417047 . G54 am ame 493 Ruey Arrml}n@irﬁﬂﬂﬂn i :.;0;@-9 @aIAer@ﬂ nﬁ@],.n,i;@’ @ 4
o \ / - ’ ey ety L . .
1 document selected @ @ | Due Notice Attachments/Cover Pages | | + Document Entry ” ™ View Doc || © Email || & Frint ” + Download || & Deete |
Gustom Documents / \ ;
—
Plans: Mo file chosen| @ Upload Document £ Choose Plans Document |
By Laws: Mo file chosen| @ Upload Document A Choose By Laws Document |

20

Opening Balances

# Schedules || B Financisl Reports || #* Edit || + Dons |
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DUE NOTICE ATTACHMENTS

You can attach a document to be sent as an attachment to Due Notices

1. Select Due Notice Attachments/Cover Pages
2. Select Due Notice Attachments
3. Click Edit

Building

LR A — o

Street Name* | Mariners Drive

Manager

Building Type*|Stata |

Building Sub Type®[Residenfial |

Building Class[HighRise |

Module[Standard v |
Type[Nane 7|

TotalUOEs[120 |

O Mo Attt

Attached Document

Notice Type

+ Ad ttachment

Continuous Expiry Date

Total Int Ent*|120
Active ¥ All Inclusi
Debt Collection Payment Plan~
I Setfings I Dates I Charges I Info I Financials I Budgst I Notes Registers I Alerts I Work Orders I Insurance Claims I Emails I Log of Changes -
From [G7077 70 Finer:
=] Created Time Date User Name Type Details
O 08102015 -8:45em | 8HOR018 | ams PIQ client billing audit xisx Asbestos Report -
@ 03102018 -845am : BAOD2018 : ams A quick guide to adding a building - Victoria.docx Meeting
O 24/092015- 11:45am | 24/2/2018 | ams Debtor Invoice 2015-09-01.pdi Debtor Invoice
O | 03072018 -7:51 pm | 372018 ams Management of Funds Report - 04/08/2017 to 08/0... ' Financial Generated by Building Financial Reports
[ 2amsmnis anfnm | 24mPMA  ame Finanrisl Renart nam_monvmm it Finsnrisl enarated hu Fulk Ruilding Finaneisl Renars T
1 document selected | Due Notice AttachmentsiCover Pages. | | 4+ Document Entry ” O View Doc " © Email ” & Print ” + Download " & Delste |
Custom Documents
Plans: Mo file chosen| @ Upioad Document || 2 Choose Plens Document |
By Laws: Mo file crmsen‘ Upload Document H £ Choose By Laws Document ‘

@& Opening Balances

Click +Add New Attachment

Due Notice Atiachments/Cover Pages *

Due

Attachments  JVENCENT

Notice Type Attached Document

[ s o st |

Continuous Expiry Date
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Select the notice type you want to attach this document to. The choices are: reminder, arrears, legal and final
Select document to search for the document you want to attach

By default, the document will be attached continuously, but you can untick to select an expiry date

You can delete the attachment here

P wnNe

Due Notice AttachmentsiCover Pages »x
Due Nofice Altachments

MNotice Type Attached Document Continugus Expiry Date

oReminder A B SelectDD:umEe @ e Eo

| # Add New Attachment |

1. Select Document opens the building’s document tab
2. Select the document you want to view
3. Click Select

Building [— [ x]
C.TS. [ From Date QROV018 | To Dote Documents
Manager"| Are Fina Dars - nare sPn Buiing Hame swestrisme Lot |U_ | mansger suppoer | Dorument
Foor
o ] | ]| I [T [ [ \
Buikding Type | Sirata S1D1__ | A cuick grde o adking & buiding - Vicko,| 4356 | The Meriner \loivars Drve e Faee Veoting
Bulding Sub Tyver|Bostisme [ O @10.. P em biling susit s 4356 The Mainer Msingss Dive anne Pl aspastos
e A LA N T 2 Ee s o sariva oe
O 24 Detrorimvoice 150801pdt 4355 Theariner Mariners Diive e Flsa Deblor Inv...
Total e En: 720 =
Active All Inclusive Fees
Dett Colection * Bayment Plan
= == o | =
From | o[
Crestea Tive: Date User =
DB/IDEME- 1224 | G10C018 | ams Lagai Notice atschnent o
DBIDZNG. B45am | GI0CIIE | ams PIQ chant biling Skt s
O 010206 B4Sam 102018 ams A quick guide o ading 2 by e
=
408TNE-M4Sam B0 ams Debior Imosce 2018-08-01.pf Debtor v
B e
0 Gocuments selected [ e totce AtiachmertsiCaves Pages | [ 4+ Document Entey | = w0 Emei || & Print | & Downioed || @ Deete
Custom Documents
Plans: o fle chosen| @ Uploed Dotument ][ Ghoose Piens Document |
By Laws: 140 fls chosen| @ Upioaa Dozument || Choose By Laws Documen |
T e P

PropertylQ
Buildings — Documents Tab
24.02.2020

1.



COVER PAGE ATTACHMENTS

You can attach a custom merge template as a cover page for due notices.

From the building card select the documents tab,

Select Due Notice attachments/cover pages

1.
2.
3. Click Edit
4.

Select Cover Pages

S8/Plan™ 233423
Manager* | Training Manager

Folio® |NSW BRAMCH

Notice Type

Selected Cover Page

Active ¥
Debt Collection ¥

Building Type*|Strata
Building Sub Type*Residential |
Building Class[Townhouses |

()
4

*Please note Cover Pages can be defined at Global level under Utility > Settings > Cover Pages. A Cover Page defined at
the Building level will override any cover page set at Global level

All Inclusive
Payment Pl

# Edi

Done

Settings I Dates I Charges I Info I Financials I Budget I Notes ishers I
S

Alerts I Work Orders I Insurance Claims I Emails I Log of Changes _

0 documents selected

Custom Documents

From | o | \ Filter:
] Crested Time Date User Name Type Details On Portal
O 031002018 - 450 pm ams 253423 Morada Place Managing Agent Invaoice... | Supplier Invoice Total Amount: 5310.80 Status: Unpaid x

O | p4/07/2018 - 10:46 ... ams 283423-Morada Place Managing Agent Invoice... | Supplier Invoice Total Amount: $310.80 Status: Fully Paid x

O 1om22018 - 227 pm : 19/22018 : Glen Gilman Financial Report 09-07-2017 to 08-01-2018.pdf  : Financial Generated by Bulk Building Financial Reports x

O 16112017 - 1:15 pm ams 283423 -Morada Place Managing Agent Invoice... | Supplier Invoice Total Amount: 536830 Status: Fully Paid x

1§ 1RA1AMT . 4107 am ame 93347 Meraria B iine St Inuniea Sunnlisr Inunica Trntal Ameuint S0 AN Statue Fulh Pair x

‘ Due Notice Attachments/Cover Pages | | + Document Entry || ov

oc ” & Email " & Print " & Dow

Plans: Mo file chosen

@ Upload Document

£ Choose Plans Document |

By Laws: Mo file chosen

@ Upload Document

£ Choose By Laws Document |

8 Opening Balances

1. Click +Add New Cover Page

O Info Cerificates " # Schedules ” @ Financial Reports ” # Edit ” + Done ‘

Due Notice Attachments/Cover Pages

Motice Type

[

Selected Cover Page

| + Add New Cover Page |o
e

*Please note Cover Pages can be defined at Global level under Utility = Settings = Cover Pages. A Cover Page defined at
the Building level will override any cover page set at Global level
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Choose the type of due notice you want to attach the cover sheet to. The choices are: reminder, arrears, final or legal
Click on the search icon to search for the custom merge template you want to attach

1
2
3. Select the custom merge document
4

Click Select

Legal notice cover sheet A4 Lot Letter
e Letter about washing on balconies ™" A4 Lot Letter
+ Add New Cover Page \ ¢ Levy Cover Letter A4 Lot Letter
Levy Letter A4 Lot Letter
*Please note Cover Pages can be defined at Global level under Utility > Settings = Cover Pages. A Cover Page defined at Levy Message A4 Lot Letter
the Building leve! will everide any cover page set at Global leve!
Meeting Minutes A4 Lot Letter
Meeting Minutes - 1 A4 Lot Letter
Meeting Minutes -2 A4 Lot Letter
— i —
— Meeting Minutes EGM A4 Lot Letter
(=] Created Time Date User Name
— - Minutes Of A Special General Meeting A4 Lot Letter
O 0371072015 - 4:59 pm ams 283423-Morada Place Managing Agent Invoice... | §
Minutes Of Committee Meeting A4 Lot Letter
MyStrataCo Annual Mesting Notice A4 Lot Letter
O 04/07/2018- 10:46 ... ams 283423-Morada Place Managing Agent Invoice... - §  Natalie Ad Lot Letter
new A4 Insurance Claim
— 4 New Custom Merge for Testing PIQS-759 A4 Lot Letter
B 190272015 - 227 pm  19/22018 Glen Gillman Financial Report 09-07-2017 to 08-01-2018.pdf
new owner letier - copy Ad Lot Letter
NEW Test Temp A4 Lot Letter
O 16M12017- 1:15 pm ams 253423 Morada Place Managing Agent Invoice...  § Noise complaint letter I e
Neise | abar 1 BA1 k| etar T
- [+ vew | @ cione |[ ~ Eon [« select | & preview | x close |
Bl | 4RM1PMT _ 1107 am ama IRAATLMarads Dlars Mananinn Anent Inunics

Note: You will need to create the custom merge documents you want to attach.
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DOCUMENT ENTRY

Click on +Document Entry to get started

Address
S/Plan® @ SweetNo  [15 |  StreetName*[Florence |
Manager | Training Manager | Address 2 | |
Folio® fooesric 5] Suburb [HORNSEY State* [NSW 7 |
Building Type* | Stiata v Building Name| Towers | Picode[2077 |
Building Sub Type®| Residential v

Building Class
Total UOE" 220

Active L All Inclusive Fees
Debt Collection ¥ Payment Plan

SelﬁnglemIChanesIlnluIFinmialslB\mINmes

Registers I Alerts I Work Orders I Insurance Claims I Log of Changes _

From |01/10/2017 To 01122017 Filter: | Al hd
m] Created Time Date ‘ User ‘ Name Type Details On Portal
¥ (28/112017-225pm | 280112017  ams [Customised] Insurance Claim form - 28-11-201...  Insurance Claim Generated by Insurance Claim Notice Generator X -
Emailed to: rebeccap@propertyiq.com.au on: 29/11/2.. I
O 20MR017-225pm 200112017  ams [Customised] Insurance Claim form - 20-11-201... ' Insurance Claim Generated by Insurance Claim Notice Generator x

Emailed to: mystratacustomers@gmail.com on: 20M1/...

O 20M12017-225pm 201112017  ams [Customised] Insurance Claim form - 28-11-201.  Insurance Claim Generated by Insurance Claim Notice Generator x
Emailed to: rohit sachdevagea@gmail.com on; 28/11/,

O | 20M12017-225pm  28/11/2017  ams [Customised] Insurance Claim form - 28-11-201... ' Insurance Claim Generated by Insurance Claim Notice Generator x
Emailed to: claims@cgu.com.au on: 28/11/2017 01:25...

B 20M1PMT - 72K nm  26H1PMT | ame ICystnmicad] Inciiranca Caim form - 20.11.201  ineiranca Claim (Ranarated b Ineiiranra Ciaim Netics Ganaratnr ® T

1 document selected

Due Notice Attachments | ||+ Document Enty | o viewooc [ @ Emai | @ Print ][ 4 Downioad | @ Delete

Custom Documents.

Plans: SmPLanI.PNGlnvim ”bupmnumumm HDChmmPhnsDncmlanl |

By Laws: Strata by laws.PNG | @ View ][ @ Uploaa Document |[ 0 croose 8y Laws Document |

8 Opening Balances D Info Certiicates | # Schedules | & Financial Reports || #* Edit || + Done |

Click Upload Document

Document Fatry

+ Downioad | & P [ 8 Save | a6 Ciose |

You can either drag and drop files or choose Find File to select them from your computer

Click Done when you have added all the files you want.
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Document Entry

@ Open W Document | Show Docs By Current User

@Q- | » Libraries » Documents » Strata training » « [ 45 || sear — x

Drag and drop files here to upload them

Organize New folder The max allowed fle size 1§ 32.00 ME

T Favorites D. ..

= ange by: Folder =

& Dovmloads
4 b ts
ocument & 85 Valuation for 15 Florence Avenue, Florance Avanua,
M Deshiop . Hornsby NSW 2077
@ OneDrive - PropertylQ

#Voting Sheet T
") RecentPlaces || ‘ﬁ

% Dropbox -
¥ T I ‘\

= Valuaticn for 15 Flarence Avenue,

o

Frvee)

AN

+ Downoad | @ Prt | @ Save ||  Close |

4

7

:

o Find File || ¢ Ciear Compk v Done

4 Libraries
5| Documents
o Music

| PoF | Valuation for 15 Florence Avenue, Homsby Date modified: 04/12/17 9:47 AM
. Adobe Acrobat Document Size: 85.7 KB

Fie name: Valustion for 13 Forence v Horsh + (Bl ]

1 selected

Show Legel

1. If you are uploading PDF documents you will see preview of each document. These documents are pending full
upload. You can have more than one document pending full upload by using the arrows to move between documents
2. Click Delete to remove a pending document
3. Click Refresh to refresh the screen
4. “Show docs by current user” will be ticked by default, but you can untick this if you want to view documents that were
selected by another user.
5. The date defaults to today’s date, but you can alter if you want to.
6. The name of the document that is being previewed and its size show here
7. Asyou are entering from the building card, the building will already be selected
8. If the building has more than one contribution schedule, select the schedule from the dropdown list
9. If this document relates to a lot, click on the search icon to search for the lot this document relates to.
10. If this document relates to a supplier, click on the search icon to look for the supplier this document relates to
11. Choose the document type from the dropdown list
12. Click Download to download the document to your computer
13. Click on Print to open a PDF copy of the document in a new tab that you can print
14. Click Save
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'vmwuv\mtm » || & Oslete | @ Refesn || a» Upicad Document |# Show Docs By Current User [
Date 0422017 °

e |
Z Neme  Nauston for 15 Forence Avenue, Homsbypaf Size 857548 o P
CTS. 833777 Homsdy Towers o —
Schedute | M: nedue v | | =
2 ol jule | Main Contrbouton Sc . E
Borg Valuations Pty Ltd Lot » o

Supplier  Borp Valuations. p °

Valuation for 15 ot — Py
Florence Avenue,
Hornsby NSW 2077

Comments\aiuaton 1.12 2017 ] °

[+ powncas [ @ Pt | @ save | x Ciose
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EMAILING THE DOCUMENT

The documents that are being emailed show here. Check that you have the correct document here

Click to select the building delivery options

Click to select the lot delivery options

If this is a general correspondence email you have the choice to email to all recipients or only email to those
recipients whose general correspondence delivery method is set to email

HwnN e

You can type email addresses here to email individuals
You can type email addresses here to BCC individuals
Enter an email subject here

Enter the body of your email here

Click here to email the document(s) when you are ready

WX NoOW

Documents To Be Emailed:

123456789_Jack of All Trades_200.00.pdf (35.81 KB)
The Bachelor Pad 2016 Amended Budget Report.pdf (49.06 KB} o
The Bachelor Pad 2016 Proposed Budget Report.pdf (36.42 KB)

Total Attachments Size: 121.30 KB

Delivery Options
Building Delivery Options

| Committee Members Email ¥ Original Proprietor Email

All Lot Delivery Options
! Owner Email | Mortgagees Email

|#| Tenant Email — #| Nominees Email

! Levy Recipient Email |#! Managing Agent Email
|#! General Correspondence email o
'® Send to all

() Only send if Deliver Correspondence by email is set

Manual Delivery e o
#| Manual Email - ¥ Manual Bec Email ™~
iessiemelven@gmail.com | [reginabrown@mystrataco |
Email Settings
Email Subject:” o
|Here's your Documents
Email Body:*

Hello all, o
here are your documents e

| = Email Document{s) ” ® Cancel
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PLANS AND BY LAWS DOCUMENTS

Because these two types of documents need to be referenced frequently, they can be accessed and viewed using shortcut

buttons.

Click Upload to upload a document from your computer that isn’t already saved in the building’s documents

Adcrees

SiostNo 12 ‘Stroot Name [Harbour Sirest
Address 2

Suburb HAMLTON

Buiding Name Haroous Towe!

Pan ] Pansn [Brecane

Al ncusive

PiCode <007
County i Qi

From To

[T T T T T R T T T T

0 acuments seecten

Custom Documens

Plans: Mo fie chosen | ge Uslosd Document | | A Chaose Plans Document

By Laws: No fis chosen | @ Usload Document || 9 Choose By Laws Dacument |

Due Nofice Aachments

Fiiter: | A .
Craateq Tme Date Lser Name Type Dot On Pl
0STR017 - 12.20 pm Faye Gootman Insurance polcy - 5P 45644 pdf suace Poicy No- 3456 From: 01050017 To- 31122017 x
] 08TR017 - 1220 pm Faye Googman Endarsement PNG Insuance Poiicy No: 3456 From 011082017 x
05772017 - 1161 am 2 Faye Gooomar Sbata Management Agency Agresment Exampl  Agency Agreement x

# Opieing Baiances

# Scheces

0 Francial Repots | # £ot | o Done

Organize =

New folder

pr 4 Favorites
8 Downloads

B Desktop

@ Sync

2l Recent Places

¢@& OneDrive - Property

Documents library
Strata Plans and By Laws

=1 Strata by laws
= Strata Plan 1
#| Strata Plan 3
| Strata Plan2

1. Click Choose Plans Document or Choose By-Laws Document to select a document that is already saved in PropertylQ for

that building

2. Type some key letters in any of the empty boxes on the top line to refine your search
Click on a document to highlight it, and then double click to select it

cass e

Seibe (2| S b s e
Warger == ¢
Fall E = = i
i e b e o1 Pt it
Dulding 540 Tyt Romicee £ [0 wioh Diatae County 50 1
R i e
P
e
Tevoe
I (8

Click on Select to select a document that is already highlighted on the screen

oo

[ | cowe | oo | o ] roumion ] owiow | o o | e | Wk Y as curen
» /

G 3 Yare. C
017~ 12200 FarrGemin e ey - 6 4366457
1STACT - 2200 Faslocin  DomostP
v S [Epr——pp— prmpre——

e o 2 e[ s || 2 o P e

@ upows Dreunem | [ 5 Gaooss by Laws Decurset

iy Lo e b s

Documents
JCD = o iy e 12 [0 [ e Joee [
- o | I ] |

G "y r—r—— r——— - %
v e 3
Pedcy o 3e58 |

o

[ el |

# Openra e

# Sowases | 0 Frical feoas | 2 ot | v Do
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Once the documents are attached, you can view them by clicking View

Ll i NEMAPMA - 1737 SHANMNR
0 documents selected

Custom Documents

ame I nb 4N AFRA Miraites Kintics - 31MNAR nedf

hastinn bdini tee Cenarastad b binites Batice Cenerstor

Due Motice Attachment=/Cover Pages | | + Document Entry || (3 View Doc || =2

N—
Plans:  Strata Pian 1PNG]| © view ]| @ pload Document || 2 choose Plans Document |

By Laws: Sirata by laws.PNCI| O View @ Upload Document £ Choose By Laws Document |

This opens a PDF in a new Tab

1 Noise

cOommon property.
2 Vehicles

stand any motor or

An owner or occupier of a lot must not create any
noise on the parcel likely to interfere with the
peaceful enjoyment of the owner or occupier of
another lot or of any person lawfully using

An owner of occupier of a lot must not park or

other vehicle on common

property except with the prior written approval of
the owners corporation.

3 Obsftruction of common property
An owner or occupier of a lot must not obstruct
lawful use of common property by any person.

SCHEDULE 1 BY-LAWS FOR STRATA SCHEMES REGISTERED PRIOR TO 1 JULY 1997

repair any i ion or
structure referred to in subclause (3) that
forms part of the common property and that
senvices the lot, and

& Behaviour of owners and occupiers

An owner or occupier of a lot when on commen
property must be adequately clothed and must not
use language or behave in a manner likely to
cause offence or embarrassment to the owner or
occupier of another lot or to any person lawfully
using common propery.

7 Children playing on common property in
building

An owner or occupier of a lot must not permit any
child of whom the owner or occupier has control to
play on property within the ing or,
uniess ied by an adult ising
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