


Overview PropertylQ

@ Description « This is a Quick Reference Guide for PIQ+ Meetings: Meetings - Agenda.

* A new meeting will include default agenda items and motions that are pre-populated from the meeting template
selected when creating the meeting.

* From the Agenda tab, you can:
1. View and edit the items pre-populated from the template
2. Add additional agenda items from the library
NOTE: To create an item in the library, refer to Quick Reference Guide “Libraries - Motions”.
3. Create new ad hoc items that only apply to that meeting
Group agenda items

+ All agenda items for a meeting will be grouped into a ‘Agenda block’ merge field that is used in meeting notices
and minutes.

n— What you’'ll learn This guide will assist you to navigate the following:

+ How to add agenda items to a meeting from the library

+ How to create ad hoc agenda items for a meeting

+ How to group agenda items for a meeting (including ‘Group of same-issue motions’ for QLD buildings)

0,0
r‘%’“‘ Who should read this » Users responsible for creating and editing meetings
+ Strata Managers

* Administrators

OAN
Read time 8 minutes
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How to add items to a meeting from the library Proper‘tle

There are 7 steps to adding an item to a meeting from the library. Below are steps 1-2.

3 4 5 6 7

Propertle Nicki Scrivener ‘G‘ PIQ ‘ Log out

Select Meetings from the left-hand Meetings

navigation menu. el Meetings
Libraries

’ Building v ’ ‘ Date v ‘ ‘ Status v ‘

Select a meeting from the list to view details
of the meeting and agenda items.

1096 items

Meeting Plan Meeting type Date w Manager Status

18421 - AGM 01/10/2023

= = i 18421 AGM 01/10/2023, 10:30AM Pending notice

Jacksons Hill - 1014 Phillips Drive REDHILL, NSW 2001
988 - AGM 20/09/2023 98 AGM 30/09/2023, 09:00AM Notice sent
‘Waldorf Apartments - 2 Sussex Street REDFERN, NSW ..
988 - AGM 30/09/2023 4

988 AGM 30/09/2023, 08:30AM Notice sent
‘Waldorf Apartments - 2 Sussex Street REDFERN, NSW ...
987 - VOCM 3010912023 987 VOCM 30/09/2023, 07:00AM

Sydney Tower - 261 George Street SYDNEY, NSW 2563

988 - AGM 29/09/2023

988 AGM 29/09/2023, 09:00AM Completed
Waldorf Apartments - 2 Sussex Street REDFERN, NSW ...
234323 - AGM 01/09/2023 2 :
> : 234323 AGM 01/09/2023, 07:50AM Pending notice
Scott's Mansion - 1 Park Lane KENSINGTON, QLD
234323 - AGM 01/09/2023 - .
3 234323 AGM 01/09/2023, 07:50AM Pending notice
Scott's Mansion - 1 Park Lane KENSINGTON, QLD
4. - /: ~
@ 234323 - VOCM 0110912023 234323 VOCM 01/09/2023, 07:50AM Notice sent

Scott's Mansion - 1 Park Lane KENSINGTON, QLD
Settings
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How to add items to a meeting from the library (continued) Proper‘tle

There are 7 steps to adding an item to a meeting from the library. Below are steps 3-4.

> 1 ) 2

Propertle Nicki Scrivener 4 PIQ l Log out
l Select Agenda tab.

&_%_A < Back to meetings
Msstings 18421 - AGM 27/02/2025  Pencing notice

Select + Add Items D:ll Jacksons Hill - 1014 F‘ve REDHILL, NSW 2001

Libraries
Attendance Results Minutes

+ Creategroup

Details Agenda

1v Accept minutes of the previous meeting Ordinary resolution

2V Financial statements Ordinary resolution
Appointment of Strata Managing Agent

3V PP ging Ag Ordinary resolution

Submitted by Committee

33

Settings
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How to add items to a meeting from the library (continued) PropertyIQ

There are 7 steps to adding an item to a meeting from the library. Below are steps 5-7.

> 1 > 2 > 3 > &« JISINDNTETNDNTITD

PropertyIQ Nicki Scrivener 7 piQ Log out
Select lerary‘ A‘%’A Meetings > 18421 - AGM 27/02/2025 > Agenda
Niestines Add items to 18421 - AGM 27/02/2025 pending notice
. D:ll Creat
Select checkbox to add the item to Libraries | s |
the meeting.
Title ~ Motion type Resolution type Last updated
Select Add to meeting. ‘ ‘ _ )
It will then ShOW in the ||St on the 1st Motion Ordinary resolution 17/11/2023 by Jaz Jan 20 A @
Agenda tab.
2nd Motion Ordinary resolution 13/03/2025 by Nicki Scrive... [
3rd Motion Ordinary resolution 13/03/2025 by Nicki Scrive... &4

Accept minutes of the previous meeting

. . e 2
Accept minutes (v2023) Ordinary resolution 15/10/2024 by Nicki Scrive... @

agm global 1234

test agm global Ordinary resolution 05/04/2023 by Michael @

A int t of Strata M. ing A t
Ppointment of Strata Managing Agen Committee Ordinarv resolution 15/10/2024 by Nicki Scrive...

o Add to meeting

Strictly confidential | © Macquarie Group Limited 5




How to create ad hoc items for a meeting Proper‘ty|Q

There are 16 steps to creating an ad hoc item for a meeting. Below are steps 1-2.

ST 02> 3 >4 >5 >6 >7 >8 >9 >10 >11 »12 »13 > 14 » 15 >16 »

Propertle Nicki Scrivener 4 PIQ Log out

Selec:c and open the meeting from the 2 ¢ Back to mestings
Meetlngs screen. Meetings 18421 - AGM 27/02/2025 pending notice

D:ll Jacksons Hill - 1014 Phi rive REDHILL, NSW 2001
Libraries
Details Agenda Attendance Results Minutes

+ Creategroup

Select Agenda tab.

1v Accept minutes of the previous meeting Ordinary resolution
Select + Add Items.
2V Financial statements Ordinary resolution
Appointment of Strata Managing Agent
3V PP ging Ag Ordinary resolution

Submitted by Committee

33

Settings
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How to create ad hoc items for a meeting (continued) PropertyIQ

There are 16 steps to creating an ad hoc item for a meeting. Below are steps 3-10.

EDED >  EOEDTDIDEDID

Select Create New.

Scroll down to Notice text section.

This item will only apply to this meeting. PropertylQ Nicki Serivener { Br | togou
. . . . &% Meetings > 18421 - AGM 27/02/2025 » Agenda
. This is the Details section. Meetings Add items to 18421 - AGM 27/02/2025 pending notice
S . T D:“ [ Library Create new
elect what Type of item it is. s
Options are Motion and Agenda item.
Details .
. Enter Title for the item. .
oypeMotion Agenda item © .
[Only applicable for Motion type]
Select the Submitted by Title (appears on notice and minutes)*
Options are Owner and Committee. ‘
[Only applicable for Motion type] Submitted by
Select the Resolution type that's Select v ‘
applicable.
Note: This displays a list of available Resolution type*
types across all States. Ordinary resolution v ‘
[Only applicable for Motion type and Motion with alternatives
non-QLD bUIldIngS] Add options to vote on ‘
Select if this is a Motion with
alternative options to vote on. <3 ,
. I Notice text

Strictly confidential | © Macquarie Group Limited 7



How to create ad hoc items for a meeting (continued) Proper‘tle

There are 16 steps to creating an ad hoc item for a meeting. Below are steps 11-13.

EDFDEDEDEDEDEDEDEDED D1 )1 ) EDEDID:

PropertylQ Nicki Scrivener Log out

Thls IS the NOtlce SeCtIon’ {%& Meetings > 18421 - AGM 27/02/2025 ) Agenda
Meetings Add items to 18421 - AGM 27/02/2025 pencing notice
Enter Description. ju) .
Horaries Notice text

This is the text that will appear in
meeting notice document.

Motion description*

B I USX x*T7, = === ZTv)Tv == @ B~

[Only applicable for Motion type]
Select toggle to add ‘
Explanatory note and/or
Instructions.

[Only applicable for Motion type]
Scroll down to Minutes text xpranatony note
section. ‘

Instructions

Minutes text
Motion outcome text that will a in the minutes

Yes*

i3

Settings
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How to create ad hoc items for a meeting (continued) PropertyIQ

There are 16 steps to creating an ad hoc item for a meeting. Below are steps 14-16.

EDEDEDEDEDADEDADEDEDEDITDID 1)1 1))

This is the Minutes section. PropertylQ Nicki Scrivener | (7 PIQ Log out
F%—L Meetings > 18421 - AGM 27/02/2025 ) Agenda Export worksheets
Meetings Add items to 18421 - AGM 27/02/2025 Pending notice
[Only applicable for Motion type] o
Enter Motion outcome text that will uEHes Minutes text ’
appear in the minUtes document- Motion outcome text that will appear in the minutes
Yes*
[Only applicable for Motion type] B I USXxxT7 === :I=visv == @ @v

You must add a description for each

possible motion outcome. .

Note: Motion outcomes are
determined by the Motion Results
settings. To configure, go to Settings
menu in PIQ+ > Motion results
section. No*

w
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Select Add to meeting. [

The motion or agenda item will then Cancel Add to meeting
show on the Agenda tab. o

Settings
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How to group items for a meeting Property|Q

There are 15 steps to grouping agenda items for a meeting. Below are steps 1-3.

e DDA EDEDEDEDEDEDEDEDED

PrOpertle Nicki Scrivener 7 PiIQ Log out

Select and open the meeting from the

o )
. = < Back to meetings
Meetin reen. §82
eetings scree LSl 18421 - AGM 27/02/2025 Fensngrote
[j]j Jacksons Hill - 1014 Philk rive REDHILL, NSW 2001
Libraries
Details Agenda Attendance Results Minutes

Select Agenda tab.

~+ Create group -+ Add items

Make sure the items you want to
group are already added to your

agenda and ViSible in the IiSt. 1v Accept minutes of the previous meeting Ordinary resolution
Note: Refer to Slide 3 ‘Add items 2v Financial statements Ordinary resolution
from library’ or slide 6 ‘Create
adhoc items’ for instructions. 3.  Appointment of Strata Managing Agent Ordinary resolution
Submitted by Committee
4~ Motion Ordinary resolution
Select + Create group. ‘
5\v General business agenda item

€3

Settings
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How to group items for a meeting (continued) PropertyIQ

There are 15 steps to grouping agenda items for a meeting. Below are steps 4-7.

EDEDED = > = XDEDEDEDEDEDEDED

[Only applicable for QLD buildings]
Select the checkbox if it's a Group of
same-issue motions.

18421 - AGM 27/02/2025 | Agenda

Create Group

Note: This affects voting and

outcomes on the group of items on Details
the Meetlng> ReSUIts page‘ Group of same-issue motions ® .
. Group title (appears on notice and minutes)*
Enter Group Title. S ‘
Select toggle to add a Group Notice text

Description and/or a Group explanatory
note.

Group description ‘

Group explanatory note

. ltems
Scroll down to Items section.
[ ~+ Add existing + Create new ]
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How to group items for a meeting (continued) Proper‘tyIQ

There are 15 steps to to grouping agenda items for a meeting. Below are steps 8-15.
>l o2 >3 >4 > s > 7 JEIDISD0 DTN DTS

Select + Add existing to add items from
the library and/or select items already ltems

added to the meeting. Notice text

[ + Add existing ] [ + Create new

Search and select items already Group description Title Resolution type
added to the meeting.

9

1v Motion Ordinary resolution X
Group explanatory note

10 Search and select items from the
Ilbrary' Items 2 v General business agenda item X
[ + Create new

11 Select Add.

[ + Add existing

Cancel

Select + Create new to create a hew

adhoc item for the group. search Q

Note: Refer to slide 6 ‘Create adhoc e 2kl e Ty ~

items’ for instructions.
[] Accept minutes of the previous meeting .

o . , 4 v Group of items
View the items you've added to the (] Financial statements
group. You can also reorder and remove .
. el Le Appointme Strata Managing Agent

the items within the group. 9 ‘ 4.1 Motion Ordinary resolution
4 Motion

Select Create to create the group. General business agenda item

b ‘ 4.2 General business agenda item

Motions Library

The items will then show on the Agenda

tab in a group under the group title. Cloar
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