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This is a Quick Reference Guide for PIQ+ Task Centre: Invoice Approvals.

Task Centre is a centralised hub for managing, tracking and completing tasks. The first task type available in Task Centre is invoice
approvals.

You can configure invoices for internal and external approval in PIQ and then track every step from start to finish in Task Centre.

This guide will assist you to navigate the following: Additional information included:
1. Invoice process flow * Important system behaviour
2. How to setup invoice approvals * Permissions

3. How to trigger internal approval for invoices

4. How to trigger external approval for invoices

5. View invoice details & activity feed in PIQ+

Users responsible for managing invoices

Strata Managers

9 minutes



Invoice process flow PropertyIQ

=

Invoice becomes visible in the Portal

" ° L 202, v

Building Invoice Select invoice Internal approval is Proceeds to External approval  Invoice approved and ready Invoice paid in your next

enabled for uploaded in options for hold required if ‘Internal if ‘External Approval’ ticked for payment payment run

Portal invoice PIQ and approvals Approval’ ticked

approvals Requires over 50% of ‘External approval’ Any invoices with ‘Hold’
Once complete, approvers to approve in Portal checkbox automatically ticked will remain on hold
‘Approval’ checkbox unticked in P1Q once until you manually remove
manually unticked Track progress in PIQ+ approved the hold
(if applicable) (if applicable)

A\ 4
Hold
EHold Holds invoice for payment. You can still send for approval in Portal whilst ticked.

I
Eﬁpprwa : Approval

Edexternal Approval Requires internal review and approval. Optionally nominate an Approving User.

Approving I.qu| Select a User... External Approval

Once internal approval complete (if applicable), sends to Portal for committee approval (the nominated
‘external approvers’).
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How to setup invoice approvals PropertY|Q

There are 4 steps to configure and setup invoice approvals in your PropertylQ and Portal. Below are steps 1 and 2.

> x> 3 > 4 >

Building

S/Plan* 1008
Enable on the building: Once PIQ+ Task Centre has been activated in your PIQ, you will need to Manager* Ignacio Sample N
Folio* non earum neque DA
enable each applicable building for invoice approvals. Building Type * Gommunity N
T . . . Building Sub Type* Residential ~
Go to the building card in PIQ and tick the checkbox ‘Invoice Approvals In Portal’. B::Id::: o e
Total UOE* 110
Active Il Inclusive Fees
i ment Plan
I Invoice Approvals in Portal I
Setup committee members as external approvers: For each member authorised to approve J Dates || Charges || Info || Financials|
invoices for the building, go to Building card>Info tab>Committee and on the committee member p——————
card ensure the ‘External Approver’ checkbox is ticked. Lot: | 2] [ o Viewtot |
Salutation : Name* Type
Apponted: D) Raprssanisti
Schedule - Resignati :] External Approver
Address Contact Details

IMPORTANT NOTE

* Buildings not enabled for ‘Invoice Approvals In Portal’ will continue to use the current
external approval flow in PIQ, where each invoice is emailed to approvers using the

standard email template.




How to setup invoice approvals (continued)

PropertylQ

There are 4 steps to configure and setup invoice approvals in your PropertylQ and Portal. Below are steps 3 and 4.

> 1 > 2 > s > s D

Register Committee Members with Portal V2 n

Register Committee Members with Portal V2

Missing Email || Allul Registered |

Committee members are registered for Portal: For each member that’s been setup as

m] ‘ Registered | S/Plan ~ Building Name | Name « Position | Email Lot Owner
an external approver, ensure they’re registered for Portal under Utilities>Portal Control L L I IC :
(] Sample PLC Holly Trik Chairperson x H
Panel>Register Committee Members. 0~ sempie L0 raperon x .
0O« 1 Sample PLC John smith Chairperson x

Registered members will have a tick % in the Registered column. P e
To register amember, search, select and register them using the Register button. _— 2 Configuration

#& configuration m Committee

il Buidings Global v

38 Users Building page Meetings page

‘:9 History Property Info Upcoming Meetings.
Enable ‘Approvals’ page in your Portal: Log in to the PIQ Portal as an administrator. P o i

Type Download Minutes
son

Bocumant page
Building category

5T Regitered

Go to Configuration>Committee and enable the 'Approvals' page. This is where your

@ number of Lots

committee go to view and approve their invoices.

Note: Only buildings with portal approvals enabled (see Step 1) will see the Approvals

page in Portal.

Financial year start
Lewy Frequency
Insurance

Insurer

Broker

Policy Number

Palicy Premium

Poloy Expiry

Strata Marmgr Contack infa
Onsite Manager Contact Info
Carmeaker Contact nfo

Committee/Council Members

Financlal page

Balances

Detalied Financial Reports

Show documents from member's appointment date
Lot category.

Show documantsfrom aseiba's sppoltent date
Financilcategory

Show documents from member's appointment date
Meetings category

Show documants from mamber's sppoletrment date

Insurance categery

\ow documents from member's appeintment date

F—

Show documents from ment date

My Profile page.
Edit delivery preferences




How to trigger internal approval for invoices Property | Q

E] Processing

Go to Processing>Supplier Transactions or Processing>Supplier

L L . Supplier Transactions
Payments and open the invoice requiring internal review and
E inveice 303 [+ | goelete | o Refresh | @ Upload invoices || @ Invoice Express
Entry Mode | All Folios ~| ®irwoice  Credit Note
a pprova I . Supplier” ‘Grsen Thumb Gardening [u}p=} | L L4 Supplier Payment Details
OlCorp™ ‘JL01 Wayne Tower 101 George Street [ 2 | Bs8 565-555
Tick the Approval checkbox. Workorgers | o] Asoemillo [PUOGEORSOS
I NVO I c E T Account Title DO NOT EDIT
. . . . . Transaction Date* | 10/06/2026
Note: Skip this step if internal approval is not required. e —— Due Dat 1010612026 S— -
DueDate: 12 October, 2025 Cash B"i:"“‘l’ et o
Invoice Date: 15 October, 2025 ‘ sa,m;'n: $1,300.00 $8,215.00
. . . [ Hold 4
Optional: You can also select a user from the Approving User W ‘ :
. . . . . Enama roval
dropdown to assign the invoice to this person for the internal i 4
I Approving | Augustine Mock v| I Total {inc GST)
i Rows highlighted in red, have accounts selected that are not budgeted for.
rev‘ eW. PAYMENT METHOD Schedule Details Amount Account | GST
Account No: 123-456-78%0 — -
Rasoantlaie: Saiah Wilaan Contribution Schedule  Landscaping §500.00 | 100000509 E Free |z|
Branch Name: Company Branch
L, AL QTY SUBTOTAL
_O_ TIPS
- H ‘ ’ ‘ ’ . 1 $100.00
- * You can tick both ‘Approval’ and ‘External Approval’ at the same time
and the invoice will proceed through each step in sequence (being ! i oot et oo o s =0
Internal Approval THEN External Approval). ! $100.00 Gt | $1.200 00 ast $0.00
1 $100.00 e $0.00 Allocated (inc GST) $500.00
* While an invoice has ‘Approval’ ticked, the committee cannot see or Remaining $0.00
approve the invoice in Portal. o S Fle Namel|NV435-2_Green Thumb
. . . . .. # Charge Owner || Charge Debtor Reimbursement B8 Pay Now B Pay Later
* Aninvoice marked for internal and/or external approval will be visible ” H " | ‘
in PIQ+ Task Centre.




How to trigger external approval for invoices

PropertylQ

Go to Processing>Supplier Transactions or Processing>Supplier
Payments and open the invoice requiring external approval by

committee.
Tick the External Approval checkbox.

Note: Skip this step if external approval is not required.

Select Yes on the confirmation popup to continue. This will send the

invoice to Portal for committee approval.

O'- TIPS
4

* You can tick both ‘Approval’ and ‘External Approval’ at the same time and
the invoice will proceed through each step in sequence (being Internal
Approval THEN External Approval).

*  While aninvoice has ‘Approval’ ticked, the committee cannot see or
approve the invoice in Portal.

* Aninvoice marked for internal and/or external approval will be visible in
PIQ+ Task Centre.

¢ See ‘Important system behaviour’ for more detail.

File @ To Do E] Processing

Supplier Transactions
E Invoice 3 of 3 ‘ v ” @ Delete || & Refresh H & Upload Invoices ” & Invoice Express
|Entry Mode v| | All Folios v| ®invoice  Ccredit Note
Supplior” Green Thumb Gardening mo| ¥¢ Supplier Payment Details
OlCorp* ‘JL01 Wayne Tower 101 George Street 3 .2 ‘ BSB 555-555
Work Order & ‘ o ‘ AccountNo 5555555555
I Nvo I c E R INV4352 Account Tile DO NOT EDIT
Date*  |10/06/2026
Y
3 Due Date” 10/06/2026 -
Invoice No: #123456 ue ::;:‘“::”" Usert
Sarah Wilson DueDate: 12 October, 2025 A‘:“"I’ "
. min q
Man:gg\%g::‘epc::; Invoice Date: 15 October, 2025 $6,915.00 $1,300
Edexternal Approval 1|
Approving | Augustine Mock v Total (inc GST)
= nts selected that are not budgeted for.
lo-7890 Details Amount Account |
eallygreatsite.co $500.00 | 100000509 |_’E| Free
where St., Any Ci
Warning: You've marked this invoice for External
Approval. This will publish this invoice to the portal for
E external approvers to action.
PN Note: External approvers can't approve invoices in
portal whilst the Approval checkbox is also ticked.
Do you want to continue?
actual for row 1 Subtotal

IMPORTANT NOTE

* Once abuilding has invoice approvals in Portal enabled, the previous behaviour of sending an
email to external approvers from PIQis no longer available (instead portal notifications are
sent based on their preferences).




View invoice details & activity feed in PIQ+ Proper’cyIQ

PrOpertle Caroline Test Nolan ‘ 4 PIQ Log out
Go to Task Centre to view the list of invoice approval tasks.

Task Centre
By default, the list is filtered by invoices In progress for buildings Loat pdated:15.Jun 2026, 354prm Retresh

Building ~ Status: In progress v | Reset filters

Manager v J

managed by the logged in PIQ+ user (if the user is a Manager). s

352 Tasks Sort by Newest created v

Task Status Details Assigned to ‘
The list is sorted by the newest created. Green Thumb Gardenlng involce

Inv# TEST-UPDATE-INV-02
S/P 098 - Happy Meal Pending approval nv# TEST-U 0203833 H H HI

$650.00
Task# 2722 - Created 15 Jun 2026

Use the Assigned to column to see who needs to approve the Green Thumb Gardening invoice it 4573
0/C JLO1 - Wayne Tower Pending review (@UEIE4%N $1000 L
Task# 2615 - Created 25 May 2026 .
Invoice.
Green Thumb Gardening invoice It JKLIKLIKLIKL
S/P 1119 Completed
Task# 2590 - Created 19 May 2026 $700.00

’ropertylQ

Fully paid or cancelled invoices have a status of Completed.

Green Thumb Gardening invoice

= < Backto Task Contre
0/C JLO1 - Wayne Tower Pending payment |EXSS

Green Thumb Gardening invoice  penngpayment

2 Task no. 2714 + 0/C JLOL - Wayne Tower - 101 George Street, GOTHAM CITY VIC 3000 ‘
0 Details Activity

Task# 2714 - Created 10 Jun 2026

Click on a task to open the details. The Activity feed panel

. . . . . . Green Thumb Gardening Invoice is fully approved and pending payment
provides a chronological history of all actions on the invoice.
INV435-2 @ Selena Gomez approved the invoice
Caz Fake Nolan assigned the invoice to Caroline Test for
P o © Gt ok
' . &5 ; bl
-\O’- TI P Amount (inc. GST) $500.00 ’:":m::v s55pm
“=" | ¢ Invoices assigned to you (the logged in user) will have an extra -

ST 5000

status of Awaiting you. R oo




Important system information PropertY|Q

Cannot see or access PIQ+ Task Centre in your PIQ?

As a new feature, PIQ+ Task Centre must firstly be enabled by PIQ Support.

If you do not have access to PIQ+, please contact us at support@propertyig.com.au and request to activate it.

If you have PIQ+ Task Centre enabled in your PIQ and a user cannot see it, you may need to check their user permissions. See ‘Permissions’ for more detail.

Some invoice types are not visible in PIQ+

The following invoice types are not currently available or visible in PIQ+ Task Centre:

* Credit notes
* Invoices where the supplier is the default system managing agent (folio or global)

* Invoices where the supplier is the default system tax creditor (ATO).

Pre-existing invoices with ‘External Approval’ already ticked, do not automatically use new invoice approvals flow in Portal

For pre-existing invoices in PIQ (created before building setting was enabled) that already have ‘External Approvals’ option ticked will not automatically appear in PIQ+ Task Centre or Portal. Only

invoices that have ‘External Approval’ option ticked after the building setting is enabled will use the new external approval flow.

To initiate the new external approval flow on a pre-existing invoice, you can untick and re-tick the ‘External Approval’ checkbox on the invoice. This will then trigger the new approval flow in PIQ+

Task Centre and Portal.

Sequential approval flow — Internal THEN External

Please note an invoice will proceed through each step of the approval flow in sequence. If you mark an invoice requiring both ‘Approval’ and ‘External Approval’, internal approval is required

BEFORE external approval. While an invoice has ‘Approval’ ticked, the committee cannot see or approve the invoice in Portal.



mailto:support@propertyiq.com.au

Permissions PropertyIQ

Access to PIQ+ Task Centre will be determined by the user permissions set in PropertylQ under Utilities>Security menu.

If you think you have the wrong permissions, please contact your administrator to update your role permission in PIQ.

View tasks in PIQ+

Users with: View View Task Centre menu in PIQ+ and all invoice approval tasks.
Utilities> Security> Role>
Processing — Supplier
Payments

Note: Additional user permissions will be added as new functionality in PIQ+ Task Centre is released.

User data access restrictions

Users with: No Data Access Restriction can work with tasks belonging to global and all folios.
Utilities> Security> Role>
Data Access Restriction

Restrict to Data In Users Folios can only work with tasks under global and folios they have access to. For example, if a user has access to Folio A and B, they
will only have access to tasks belonging to global, Folio A and Folio B.

Restrict to Data in Buildings Managed by User can only work with tasks under global and folios with buildings they have access to. For example, if a user
has access to Building A and B of Folio X and Building E of Folio Y, they will only have access to tasks belonging to Global, Folio X and Folio Y.

\ 4
'O' TIP: If your administrator has updated your permissions, you will need to logout and then login again for those permissions to reflect in PIQ+.
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