PropertylQ

Receipting - Troubleshooting Guide

CONTENTS

The .txn file shows a deposit in the Informational tab and the .txn file has not been processed .......cccocvevvvieeiicieeeniciee e, 1
The .txn file shows a deposit for a lot owners levies in the Informational tab and the .txn file has been processed................ 2
You missed processing a .txn file and have since processed another file with a later date .......cccoecveeeviiiiiiniiiiie, 4
A payment shows on the informational tab and your bank reconciliation has a discrepency. .......ccccceeecveeivcieeeccieeeecee e, 5

A payment previously made by an owner or debtor has dishonoured and now shows as a payment out of the account in the
UNQIOCALEA £AD ..ttt ettt sttt ettt e et e st e et esa bt e e ab e e sa bt e et e e sa bt e et e e sa b e e e b e e sab e e e abee s beeeaneesbeeenee s 5

A single deposit has been received to pay levies/fees for more than one lot in a single building and the amount is showing in
the unallocated tab or the adjustments tab in the .tXN PrOCESSON ....ccuiiii i e saeeas 7

A single deposit has been received into a single building’s bank account but the payment actually relates to levies/fees in
MOTE than ONE DUITAING ...eeeiiiee et e e et e e et e e e sttt e e e s ate e e s aaeeeeaabaeeeesateee s aseeeesasseeeensseeesnnsneessnsseaeans 9

Problem:

The .txn file shows a deposit in the Informational tab and the .txn file has not been
processed

Cause:
The funds are for a new management and you haven’t yet completed data entry for the building and attached a valid
bank account to the building. (or incorrect bank account details have been entered for the building)

Prevention:
Always complete data entry as soon as possible and prior to any funds potentially being received into the bank
account.

Fix:
Complete the data entry, ensuring that all details are correct and then re-attempt to process the .txn file
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Problem:

The .txn file shows a deposit for a lot owners levies in the Informational tab and the .txn file
has been processed

Cause:
The funds are for a new management and you haven’t yet completed data entry for the building and attached a valid
bank account to the building. (or incorrect bank account details have been entered for the building)

Prevention:
Always complete data entry as soon as possible and prior to any funds potentially being received into the bank
account.

Step 1

Create a levy using the Special Levy function that is identical to the original levy except that the amount is a negative of the
original levy amount. I.E. The original amount of the levy is $438.75, so you process a levy for $-438.75 — ensuring that the
breakup between the admin fund and the sinking/maintenance/reserve/capital works funds is aligned to the original levy.

1. Select the building
2. Select the same settings as the original levy
3. Enter the same amounts as the original levy but with a — before each amount
4. Choose the fixed option
5. Enter the same due dates and period as the original levy
6. Select the lot owner
7. Ensure that Don’t Deliver is ticked
8. Strike Levies
spocl Lovos ) Y —]
C.T.S.* 888777 Homsby Towers o wetails |Standard Levy e
Section| Section 73(1)74(1) - Standard Levy v |Section under which levy is struck
Schedule | Main Contribution Schedule ¥
Amount to Levy
Admin -$313.75| Account A Levy Income Pl GST: | Inclusive ¥
‘Cap. Works -$125.00| Account S Levy Income pel GST: [ Inclusive v —
Total -$438.75
Method ‘Options Dates
Prorata Enable Rounding Notice Date |16/03/2013 Date Determined |16/02/2018
Divide Evenly < Attracts Interest Instalments [ 1 v|  Period Starting Period Ending
= ° Due Dates [16/03/2018 161032018 e 15052018
Manual -
Lot | Unit Owner UoE Admin Sinking Per Instaiment | Instaiments |  Total Levied
1 201  Franca Swanden 10 $0.00 $0.00 $0.00 x0 $0.00 -
2 2 Maddison Furness 10 $0.00 $0.00 $0.00 0 $0.00
3 3 Ellery Borenson e 10 §0.00 §0.00 §0.00 $0.00
4 4 $313: $438"
5 5 Caroline Liu 2 $0.00 $0.00 $0.00 X $0.00
6 6 Ann-Maree Lawlor 20 $0.00 $§0.00 $§0.00 X $0.00
T T Christy Lee 21 $0.00 $0.00 $0.00 x0 $0.00
8 8 Bailey Brown 2 $0.00 $0.00 $0.00 X $0.00
9 9 Bailey Brown 5 $0.00 $§0.00 $§0.00 X $0.00
10 10  Bailey Brown 5 $0.00 $0.00 $0.00 x0 $0.00
12 12 Carolyn Samuels 10 $0.00 $0.00 0 Pl $0.00 -~
Totale 10 31375 $12500 os o 43875 1
[ Pt J#ont oetver
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Step 2

Allocate From Credit to offset the negative levy against the positive

1. Select the lot owner using the search icon

2. If the building has multiple contribution schedules, choose the schedule this levy is allocated to

3. Choose From Credit

4. Click on the line that shows the negative amount levy you just created

5. Enter the negative amount owing to the admin fund

6. Enter the negative amount owing to the sinking/maintenance/reserve fund

7. Click Apply
PropertylQ Strata e (@)oo () rocsins (§) e emotrus () e s (7)1 (3] 1m0 i ‘%‘ﬂ::%::
n.5 BBETTT Homaty Towsrs 15 Fiorsncs Srest 5 Adjustments

e e e T e e e e T

o From Schedule’ Man Contnbution Schedule = 9 Credit Balance: $73333
) ——
e e =
&= = = = — —
= = I = e — —
= == —— T == =
= T —— = o,
. i rg ™ g -
o = =N | o
[ G [ o
1. Click on the original (positive amount) levy
2. Enter the positive amount owing to the admin fund
3. Enter the positive amount owing to the sinking/maintenance/reserve/capital works fund
4. Click Apply
5. Click Process
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PropertylQ Strata (G5 (@) wo (W) roceses (§)omes (D) ercorrom (] ooy () ises (2] b (] oo

C7.5/888777 Homsby Towers 15 Florence Stest Adjustments
B e e e e e e e e
Lot
Lot: * 414 Sally Bennen A From Schedule’ Main Contibubion Schedue v Credit Balance: §73333

Transfar Date’ 24062016 Transfor Amount_§0.00 AMlocated 3000 Remaining 50,00
Transier 1o Lovies

Ret# Dats Scheduia Detais Oustanding oandau:l?w
2 162018 Main Cantibubon Schecule Standard Levy Main Conriauton Scneduis sprs[ s43078] -
60 18372018 Main Contibubon Schedule Standard Levy S48 7 s43878
5o 18472018 Main Cantibubon Schecule oo $100.00 $0.00
1 n2ms Main Contibubon Schedule Standard Levy Main Conirinubon Scheduie 54785 s000
52 2018 Main Cantibuton Schecule Standard Levy Main Conriauton Scnedus 84785 $0.00
02 1302019 Main Contibubon Schedule Standard Levy Main Conirinubon Scheduie 21245 s

‘Standard Levy Main Confributon Schedule

Admin Cap. Works Total
o Transte Oue Transéet Due Transter

Amgurit §313.715 53127 $125.00 $125.00 | se3m7s $43878
Interest 000 50,00/ 50.00( 5000 $0.00 5000/
e B e — ==
Discount 000 50.00] 80.00( S000 000 0.00(
Total $313.75 $31375 $125.00 $125.00 [ samrs 343075
S

The original levy is now offset against the negative levy on the owner’s ledger

Problem

You missed processing a .txn file and have since processed another file with a later date
Prevention

Always upload .txn files and process in chronological order. Consider utilising the automatic upload function to
eliminate the chance of missing a file.
Fix:

Email support@propertyig.com.au They will be able to process the file out of order for you. Note: Your bank

reconciliation will show a discrepency until you process the next up-to-date .txn file, but will show correctly after

that.
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Problem

A payment shows on the informational tab and your bank reconciliation has a discrepency.
Cause

A payment has been made directly from Active Banking without a supplier payment being processed on PropertylQ.
This could happen if someone has logged directly into Active Banking and made a payment or if a direct debit has
been taken out of the account.

Prevention

Always process any payments on PropertylQ via a Supplier Payment run and upload the payment file to Active
Banking.

Fix:

Process a Bank Adjustment to decrease the bank balance and allocate it to the appropriate chart of accounts code

Problem

A payment previously made by an owner or debtor has dishonoured and now shows as a
payment out of the account in the Unallocated tab
Fix:

1. Goto onthe.TXN processing screen and select the Unallocated tab

2. The amount of the dishonour shows here.
3. Click on the search icon to search for the lot the dishonoured payment is for.

Receipts
Filename P10 5.6t Customer Name PROPERTVIQ PV LTD Customer Number 54270357
Description ACCOUNT TRAISACTIONS Total Debits & Number of Transactions 17
Remitter __NACQUARTE BAIK o Total Credits Number of Accounts 3
informationa (4) | -Adjusiments (0) IRV TOM Alocated (12) S/Plan 535777 _Building Name 355777 Homsby Towers 15 Florence
Description: [F Swandon 5
Tran# Account Tran Type Details Amount Deposited | -$500.00 Allocated Remaining [ -$500.00
000012 883983888 Ownerdepost F Swandon 5 550000 e
182222 P 338777 338777 Homsby Towers 15 Florence Y ° Credit
Date Detais Ouistanding Alocaled
S/Plan 882777 —
Admin Gap. Works Total
Due  Alocated Due Alocated Due  Alocated
Amount
Interest
\isived T [ soog [ soog
Discount
Total
Wove to Unallocated Funds
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PropertylQ has already identified the bank account and the building this is for, so you will now see all the lot owners for that

building.

Select the lot owner the dishonour is for from the list.

Fiename P10 5.txt Cusiomer Name S30PEATYIQ #TY LT Customer Number 54278357
Description ACCOUNT TRAKSACTIONS TowDesits  © Number of Transactions 17
Ramitter__MACQUIAIE 3atk Totad Crodits 5 Numbr of Accounts
niomatona (4 Alocated (12) S/Plan 535777 Buliding Nama £55777 Homsoy Towers 15 Florance
Description: FSwardon &
Tane | account Tran Type Oetals Aot Deposited | $50000 Allocated | $00 Remaining | 350000  Aboram
000012 eSS | Ownercescst F Swandon s 550000
W s 7T Horety Tomes 15 s ot | creat [ w0 3]
Gate AN Cotais Outstanding Auocaiod
SPan 388777
Lots [ I |
AR Gwnsr Sa. | GrestName | Guiing ha. | St Manager M. Cor.| D
w2 1 1 V00 |Franca Swanden 15 Floence Hornsby To..  Training Manager  Ow.. Post
aomin | G s 2 2 om wewmranes (15 Fowxs  FesbyTe | Tamghmger  Ow. | Fat
oot 0@ | 2 BB 5 3 000 Elery Boramson 15 Fowce  HomsiyTo . TranngMamger Ow.  Pos
morct [ §000 | © B8 4 4 0N | SalBemet 15 Foaexe  HomsyTo  TanegMamager Ow | Pos
S E 883 5 L] 000 Caroline Liu 15 Florence Homnsby To. Training Manager  Ow. Post
P 2; O w8 & & 00| AmiareeLawer 15 Foece  HomsyTo  TminngMamager Ow.  Fost
Total
O s 7 7 00 Cheylee 15 Fowee  HomstyTo  TranegManager  Ow. . Post
O gs. & 8 | 0N GameyBown % Fowxe  HomsyTo. TrnmgManager Ow. Em
O gs. & 3 0N Gamyoown 15 Fowwe  HomsyTo. TnmgManagsr  Ow.. Em
O mm. 10 10 | 0w | Baseyeoun 15 Foee  HomsyTo. TranmMager Ow. Em
© . 11 0N NcowBar 15 Foee  HomsyTo. TranmMamager Ow.. Fost
O e, 12 12 oM. | CaoynSamues 15 Foece  HomsyTo. TainngMawger Ow. Post
MoveloUnaiccsted Fusd [ ges 13 13 000 FrancaSwanden 15 Florence HomssyTo . Training Mamager  Ow . Post
e
Show Lagend @ impot | + A0 |~ Edn | o Sesct | % o

the original levy)

Click on the levy you want to allocate the negative amount against
Type the amount you want to allocate against the admin fund (based on whatever was allocated to the admin fund in

the funds have been allocated. You can allocate against more than one levy if you need to.

bl

Click apply
lick Allocate when you are ready

The remaining unallocated amounts show here and will be zero once all funds have been allocated.

Enter the amount you want to allocate against the sinking/capital works/reserve/maintenance fund. Continue until all

Filename  PIQ 5.txt Customer Name FROPERTYIQ FTY LTD Customes Number sa270357
Description ACCOUNT TRANSACTIONS Totl Detits 3 Number of Transactions. 17
Remitter MACQUARTE BANK Total Credits 9 Number of Accounts 3
Informatonal (4) Alocated (12) SiPlan 333777 Building Name E38777 Hormsby Towers 15 Florence
Description: 5
Trank Account Tran Tyoe Detais. Amourt Deposited | 550000 AWocated | -$50000 Remaining $0.00] o « Alocale
000012  BABBAEEEE | Ownergepost F Swandon 5 350000 -
18222 P saaTTT 885777 Homsby Towers 15 Fiorence Lot: |11 Franca Swanden o Credit somE
Lot 1 Unit 1 Franca Swanden Date Details Outtstanding Alocated
ftor on 1 seplemoer 2017
e = 30112016 Lot 1 Dlocked arans 000 000
S 1 e == =
1011201 - Charpe for amears notice dated 10/1172. 5000 .00
1011201 Charge for nal nafice dated 10VT12015 00 00
302018 ‘Standard levies camed forwand - Contri. s0.00 s000
2092016 Special levies CaTed forward - CanId 5000 5000
Stanaarn Levy Instaiment 1
Admin Cap. Works Total
Due  Alocated Due Asocated Cue  Alocated
Amount $0.00 -§300.0L\ $0.00 -§200.00, /. 5000 -§500.00
Interest 50.00 100 5000 5000 5000 5000
o £ T
Discount 5000 5000 5000 5000 5000 5000 o
Total 50,00 -§300.00 5000 -5200.00/ 5000 -8500.00
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The amount will now appear on the allocated tab.

Problem

A single deposit has been received to pay levies/fees for more than one lot in a single

building and the amount is showing in the unallocated tab or the adjustments tab in the .txn

processor
Cause

An owner that owns multiple lots in the building or a property manager that manages muliple lots in the building

has made a bulk payment covering multiple lot’s levies
Fix:
Use the split deposits buttion to allocate the funds to each lot.

Step 1 — highlight the deposit and select Split Deposit

Filename PIQ 14.txt Customer Name PROPERTYIQ PTY LTD Customer Number 34278357
DESCIiption  ACCOUNT TRANSACTIONS TomiDets 12 Number of Transactions 17
Remifler _ MCQUAAIE Baw Total Credits 7 Number of Accounts 3

Intormatonai 2) Unallcatea (2) | Aocated () C.TS. 270875 _Building Name 270578 Moorings on Cal 53 Cawil Avenve Desc Levies Balan RE D

Description: | Levies Ballan RE []
Tran# Account Tran Tyce Cetars. Amourt Adjustment Amount | 5500000 Auocated | $000 Remaining | $500000 v
000002  BGA888B3G Bani " YDEFT T $1,000.00
. . Schecuie Details Amount Accourt GST Inciusive

000004 963868633 Gankadivstment
180222 u5

Depostt Ballan RE 0
270876 Moonngs on Cavill 63 Cavill Avenue:

CTS 270876
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Step 2 — Allocate the funds to the correct lot(s)

1. Enter the amount to allocate against each lot
2. The amount allocated shows here
3. When all funds have been allocated, Accept to complete the process

Split Deposit B
Lot | Unit CRN Crwmer Amount
1 1 0000000336 Rocco Silvester £0.00
2 2 0000000337 Maria Stellino $0.00
3 3 0000000338 Baltech Pty LTd $0.00
4 4 0000000339 Celia Chan $0.00
5 g 0000000374 Costa Gianapolous ( $1,500.00
[ 6 0000000375 Costa Gianapolous = 1,00000
7 7 0000000376 Costa Gianapolous $1,000.00
] 3 0000000377 Costa Gianapalous $1,500.00

e Deposit Amount:$5,000.00
W alocated: $5,000.00
Remaining:  $0.00
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Problem

A single deposit has been received into a single building’s bank account but the payment
actually relates to levies/fees in more than one building
Cause

An owner that owns more than one lot across multiple buildings or a property manager that manages muliple lots
across multiple buildings has made a bulk payment covering multiple lot’s levies.

Prevention

Encourage the use of DEFT so that payments are always received to the correct building

Fix:

The funds need to be transferred to the building bank acount(s )that they relate to. The building(s) that the funds need to be
transferred to need to be set up as suppliers on PropertylQ. Set their payment method as Direct and use the building’s bank

account. Process an invoice to each of the suppliers you have created and process an ABA file. The fund will then appear on
your .txn file in the correct bank account(s) and you can allocate as appropriate.

Step 1 - Set up the building to be paid as a Supplier.

Contact
Address |8 Henshaw Avenue ‘ Contact ‘ |
[ | Phone1 [ | Phone 2| ]
code [ | [ | Mobile \ | Fax | |
Check Refinv.®  GST Registered [ Suburb [BATTERYPGINT  |state[TAs | Accounts Email | | Email remittances
Active® _ Sundry Supplier [-] Postcodel700¢ | Work Orders Email| | [ Email Tender Requests

License No.

Balance $0.00|
B e e o D

~ Supplier Types » Last Paid ‘

+ Add Type

~ Payment Method

Ed Oirect
BSB" 183200 Account Number” Account Title*|SP 8745
Lodgement Reference|SP 8745 Cuse lodgement reference

B Save | % Cancel
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Step 2, create an invoice and process via Supplier Transactions

1.
2.

The supplier is the building the funds need to be transferred to
Select the building the frunds need to be transferred from here

PropertylQ Strata () e (@)oo (W) roesns (§] oemo

nsactions

Cumently Logges In o s
[ p—
04501 nEEE

ievcice 33 [ » [ @ Delete | & Refresn

@ Upload Inveices | 3 Imvoice Express

Mode. Al Folios.
Supplier  [SPBT45
s

288777 Homsby Towen

» Te]

SPET45
8 Henshaw Drive
BATTERY POINT TAS 7004

crs:

Work Ordar ¢

Account No" £ 74356

Reference Transaction Date* [15/10/2018

v

T Svien

Cash Balance

Admin  Cap. Works Total
$16290 $1473974 $1490264

Credit Note.

Due Date® [15/10/2016.

INVOICE NO. DATE: 15.10.

Approving se] Select a User N
BILLTO
SP7345 Rows nighlighted in red, have accounts selected that

Total fmc G5T} [__$4.50000]

Schedule Details

a3T

Main Conirbufion Sch., ~ Levies deposted 1o wrong ak

PAID TO WRONG ACCOUNT 450000

Current Budget

Current Actusl

SUBTOTAL
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10.2018

‘Cument busget snd setusl fortow 1
52.000.00]
$4.225.27

DE =

Subtotal

|

Algcatea (neGsT) | 84,500 00/

Remaining 3000

File Mame_SP B745_4500 00 pdf

$4.500.00]
ast

4 Charge Ouner Dettor | Rembursement

e | & Py |




Step 3 - Process a supplier payment to pay the invoice(s)

Currently Logged In 2s: ams
Role: Super Adminisirator

Proper’(le Strata File @ ToDo @ Processing Biling End of Period @ Reporting Utilties Help @ Log Out AL
Supplier Payments

Cutoff Date [15/10/2018 | [All Managers v [AllFolios v Approving User [All Users | Filter by Supplier [s7 2745 2 [ % clear || v Listinvoices | Select Al || Deselect All

Supplier ‘ Selected (1) | Admin Sinking ‘ Balance Limit ‘ Avallable Funds ‘

SP3745 883777 Homsby Towers. 161012013 Levies deposited to wrong alc General expense s450000 O ] | 5433710 $14730.74 $0.00 §10,40284

Date = Amount ‘ Approval (0) ‘Ext Approval (0) ‘ Hold (0)
@

‘ Detalls. ‘ Account ‘

Building «

Payment Date [1510/2018

Your next .txn file will show the funds leaving one building and being received in the other. You can then allocate

accordingly.
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