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INTRODUCTION

The SMS
[ ]

feature in PropertylQ allows you to send SMS messages in bulk or individually to the following entities:
Lot Owners

Tenants

Committee Members

Suppliers

The SMS
activatio

feature is an optional feature and must be enabled by the PropertylQ team before you can use it. As part of the
n process, we’ll arrange a dedicated service mobile number for sending SMS messages from your PropertylQ.

To request activation of the SMS feature, please contact us at support@propertyig.com.au.

SMS Charges

SMS is an additional cost to your PropertylQ subscription.

SMS messages are charged at $0.06 per message, with one message limited to 160 characters.
For example, for a message of 200 characters you will be charged for two messages.

An automatic signature <Please do not reply> is included in every message and counts towards the overall character
count.

To recover or charge SMS costs to your building/s you can setup a SMS Message variable charge, so a charge is incurred
by the building when sending a message from the Lot, Committee Member and Work Order screen. See section
Variable charge for SMIS messages.
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GLOBAL LOG — SEARCH, VIEW & EXPORT

You can view a global log of SMS messages that have been sent from your PropertylQ under Utilities menu>SMS Messages.

From this screen you can:

e Search, sort and filter all SMS messages by date and a range of different criteria.

e Preview message details such as recipient phone number, message content, message count, status,
building/lot/supplier/committee member, user who created/sent the message, sent date and time.

e View an individual message by double clicking on one in the list.

e Export by selecting one, multiple or all messages from the list and downloading the details into an export file.

g Utilities Help

[
45 Control Panel
£7 Audit Trail
Emailing
SMS Messages
@ i .
% Export Building Data  |sion
@ Mailing Labels peting
From [26/02/2024  |To m Sent m
0 ™o From Message Count Status S/Plan Lot Supplier Committee Member Created By sent Created ~
( ] ( ] ( ] ( ( ] ( ) [ ] ( ] ( ) [ ]
0447842535  +614858658... This is a message that will be excluded 1 Sent 25/03/2024 - 12:15 pm 25/03/2024 - 12:15 pm
0447842535  +614858658... This is a message that will be excluded 1 Sent 25/03/2024 - 12:15 pm 25/03/2024 - 12:14 pm
O 0447842535 +614858658... This is a message that will be excluded 1 Sent 25/03/2024 - 12:14 pm 25/03/2024 - 12:14 pm
[0 0432061285  +614858658... This is a message that will be excluded 1 Sent 25/03/2024 - 12:14 pm 25/03/2024 - 12:14 pm
(0 0447842535  +614858658... This is a message that will be excluded 1 Sent 25/03/2024 - 12:14 pm 25/03/2024 - 12:14 pm
O 0447842535  +614858658... Thisisa message that will be excluded 1 Sent 25/03/2024 - 12:14 pm 25/03/2024 - 12:14 pm
O o4ta973997 +614858658... fee test 1 Sent 04/03/2024 - 2:57 pm 04/03/2024 - 2:57 pm
O 0414973097  +614858658... exclude fees test 1 1 Sent 0410312024 - 2:46 pm 0410312024 - 2:46 pm.
[ 0414973997  +614858658... me exclude fees 1 Sent 04/03/2024 - 9:57 am 04/03/2024 - 9:57 am
[0 0404004004 +614858658... jhihiihi 1 Sent 29/02/2024 - 2:50 pm 29/02/2024 - 2:50 pm
[0 0414973097  +614858658... testmsg 1 Sent 2010212024 - 2:03 pm 29/02/2024 - 2:03 pm
O 0424515115 +614858658... test123 1 Sent 29/02/2024 - 1:53 pm 29/02/2024 - 1:53 pm
O o4ta973997 +614858658... testeingniestnsietiesnitesnites 1 Sent 29/02/2024 - 1:52 pm 29/02/2024 - 1:52 pm
[0 0414973097  +614858658... testest 1 Sent 20/0212024 - 1:52 pm 20/0212024 - 1:52 pm.
[ 0414973097  +614858658... testmessage 1 Sent 28/02/2024 - 8:20 am 28/02/2024 - 8:20 am
O o4t4973997 +614858658... test message 1 Sent 27/02/2024 - 1:37 pm 27/02/2024 - 1:37 pm
[0 0414973097  +614858658... test message 1 Sent 27/02/2024 - 1:27 pm 27/0212024 - 1:27 pm
2 Export SMS

PropertylQ
SMS

26.03.2024

3



LOT OWNERS / TENANTS

VIEW SMS MESSAGES FOR A LOT OWNER OR TENANT

All SMS messages that have been sent will be automatically saved under the SMS tab on the lot card.

rwoini ... 0

Owner Info
S/Plan* 14 ST JAMES PARK 122 A'Beckett Road L Pe] Owner Name®* Theo Khan & Co ¢ Change Owner
Lot"4 Unit 40 Street No 122 (Ah) 12323 Email email@email.com
Category Primary Secondary (Bh) 12332 Salutation  AS
Street Name*  [White Hart Lane Mobile 99487847347 Contact Name SB
-
Suburb SYDNEY Fax 23434 Paid to 30/09/2018 Last Settled 16/07/2023
Accessory Unit Committee Member: Y Committee Member Status: Active
UOE* 250
CRN 0000000786
Debt Collection
Stage | Arrears v Exclude from Debt Collection ? Building Debt C Y R Plan: N Legal Action: N
Notes
© Issued by: PIQ: Raj Naidu on 05/03/2024 - 3:51 pm - Post
Contact Info Delivery Settings Ledger Notes Documents Alerts Emails Log of Changes
From [26/02/2024 | To | | [ P Eror |
To Message Status Sent Created By
0414973997 fee test Sent 04/03/2024 - 2:57 pm Oscar Zhao
0414973997 exclude fees test 1 Sent 04/03/2024 - 2:46 pm Oscar Zhao
0414973997 me exclude fees Sent 04/03/2024 - 9:57 am Oscar Zhao
0404 004 004 jhihiihi Sent 29/02/2024 - 2:50 pm Oscar Zhao
0414973997 test msg Sent 29/02/2024 - 2:03 pm Oscar Zhao
0414973997 test message Sent 28/02/2024 - 8:20 am PIQ: Raj Naidu
& Lot Owner Page || ® Email || O Info Certificate ” O Last Info Certificate " »# Edit " + Done |

PropertylQ
SMS

26.03.2024

4



SEND INDIVIDUAL SMS MESSAGE TO A LOT OWNER OR TENANT

File
To get started, go to and select Lots/Owners

Diary
Type |All Types g: i S v User [All Users v | All Buildings v Include Inactive Buikdings |
[«[<I>1»] 2 February 2017 iy week [ cay |

© s : =
© o
@ Bank Accounts
0 Chart of Accounts
© oocuments

O Tempiates

1. Enter some key letters to refine your search
2.  You can either double click on the owner you want to send the SMS to or click once and then View. This opens the lot
owner card.

—
Currently Logged In as: Training Manager

Role: Administrator
0.136.1 2012017

Lots
o CTS. & Lot & Unit CRN o Owner Street No Street Name Building Name Strata Manager Name Com. Method Delivery Method
Ol ] \ o~ i ] [ [ [ ]
@ 73074 2 2 0000000307 l Manuel Fuentes o Iﬂ] Shoreline Drive Shoreline Towers Training Manager Owmer Post
434544333 2 2 0000000295 Maddison Fumess 15 Florence Homsby Towers Training Manager Owner Post

1 selected

|o|mpm || @ Link Lot Owners ” @ Change Owners ‘| © Email H © Merge || @ Export || @ Data Source ||  Add Mailing Labels |.suksms I’A’” || O View |
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1. Select Send SMS.
2. All the mobile numbers recorded on the lot card appear on the list.
a. The primary lot owner will appear first.
b. If thereis a joint lot owner, the joint owner’s mobile will show next with (J/O) beside it.
c. Ifthereis a tenant, the tenant’s mobile will show with (T) beside it.
d. Double click on the row of the recipient you want to send a message to and the green ¥ will appear beside
that number.

NOTE: You can only send an SMS to one number using this process. To send bulk SMS, see the section on Bulk

SMS.
Enter your message. Make sure you keep it brief (see note about pricing at the beginning of this manual).
The signature you set up for SMS shows here (this is set under Utilities>Settings>SMS).
The number of characters in your SMS shows here.
The estimated total message cost shows here.
If you wish to waive the SMS cost to the relevant building, tick this box to exclude it from the fee schedules run.

No v k~uw

NOTE: You’ll only see this option if you have the user permission enabled for Utilities>SMS>Exclude from Fee Schedules.

8. The number of messages shows here. In this case the number of characters is less than 160 so the charge is for 1
message.
9. Select Send Message.

Owner Info
S/Plan 14 ST JAMES PARK 122 A'Beckett Road op R arNANE Theo Khan &Co ¢ Change Owner
Lot'4 Unit 40 Street No 122 (Ah) 12323 Email email@email.com
Category Primary Secondary (Bh) 12332 Salutation  AS
Strest Name®  [WitohiartTang Mobile 99487847347 Contact Name SB
Suburb SYDNEY Fax 23434 Paid to 3010912018 Last Settled 16/07/2023
Accessory Unit Committee Member: Y Committee Member Status: Active
UOE* 250
CRN 0000000786
Debt Collection
Stage Arrears v Exclude from Debt Collection ? Debt C Y Plan: N Legal Action: N
Not

otes Issued by: PIQ: Raj Naidu on 05/03/2024 - 3:51 pm - Post

Contact Info Delivery Settings Ledger Notes Documents Alerts Emails Log of Changes

From [26/02/2024  |To | | [ Y Eror |

To Message Status Sent Created By
0414973997 excld Double Click Row to Select the Recipient to SMS. 04/03/2024 - 2:46 pm Oscar Zhao
~| Only the selected recipient will be sent the message. =
0414973997 me e = 04/03/2024 - 9:57 am Oscar Zhao
Name Mobile Send to

0404 004 004 jhiniifl 14 4/40 Theo Khan & Co 6 09487847347 v 4 29/02/2024 - 2:50 pm Oscar Zhao

0414973997 testy 14 4/40 (J/IO) 0410111111 X 29/02/2024 - 2:03 pm Oscar Zhao

0414973997 testd 144140 M 0400000000 bl 28/02/2024 - 8:20 am PIQ: Raj Naidu

| Message* This is a SMS message. e N
Vi ?
+ Signature My Strata Co
Length: 34 Messages: 1 o 1
Estimated Message Cost:  $0.06 ® Send SMS
e Exclude from Fee Schedules [
" 0O Info Certificate ” O Last Info Certificate ” # Edit " + Done |
| & Send Message || % Close |

Confirm you wish to proceed.

(.\

Are you sure you want to send this message?
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SEND A BULK SMS MESSAGE TO LOT OWNERS OR TENANTS

File

To get started, go to and select Lots/Owners.

Proper‘tle S‘trata File @ To Do E] Processing Billing End of Period @ Reporting Utilities Help @ Log Out
0 Buildings

a Lots / Owners. Privacy Policy | Terms & Conditions

;3 Property Managers

@ Suppliers
@ Debtors
@ Bank Accounts

0 Chart of Accounts

a Access Register

O Documents
0 Templates

1. Enter some key letters to refine your search. This example shows how your screen looks if you are sending an SMS to
all lot owners in a specific building.

2. Tick here to select all owners on the screen, or tick one by one if you only want to send a message to some of the
owners.

3. Select Bulk SMS

Currently Logged In as: ams
Role: Super Administrator

0.167.2 18172019

Lots

?e SPlan « Lot Unit RN Ouner StreetNo Street Name Building Name Strata Manager Name Cor. Method | Delivery Method
o o

il ] [ ] [ ] [ ] [ ] | [moorings v ] [ ] [

¥ 2700 1 1 0000000336 Rocco Sivester 3 Cavill Avenue Moorings on Cavil Anne Flwa Ouner Email

@ 2100 2 2 0000000337 Maria Stelino & Cavill Avenue Moorings on Cavil Amne Flwa Ouner Email

@ 2700 3 3 0000000338 Botech Py LTd & Cavill Avenue Moorings on Cavil Amne Flwa Ouner Post

@ 219 4 4 000000033 Celia Chan & Cavill Avenue Moorings on Cavil Anne Flwa Ouner Post

@ 2100 5 5 0000000374 Costa Gianapolous 3 Cavill Avenue Moorings on Cavil Amne Flwa Ouner Post

@ 2700 s s 0000000375 Costa Gianapolous & Cavill Avenue Moorings on Cavil Amne Flwa Ouner Post

“ om0 7 7 0000000376 Costa Gianapolous & Cavill Avenue Moorings on Cavil Anne Flwa Ouner Post

@ 2100 s s 0000000377 Costa Gianapolous 3 Cavill Avenue Moorings on Cavil Amne Flwa Ouner Post
8 selected
Show Legend @ Import_|[ @ Link Lot Owners || @ Change Owners || @ Email || @ Merge || & Export || = DataSource || @ AddMailing Labeis | @ BuiksMS || @ DrectDebitinvte || + Add | @ View |

1. Select the types of contacts you want to send the SMS to
2. Select Write Message

Select Lot Contacts u

Select the type of Lot Contacts to Bulk SMS

“/Owner o ¥ Joint Owner
¥ Tenant N’

I ® Write Message " % Cancel
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10.

Message will be sent to 17 recipients

This message shows you the number of contacts with a valid mobile number. Note: The number shown will always be
the first number for each lot owner.

This message shows you the number of contacts with a missing or invalid mobile number

Enter your message here. Make sure you keep it brief (see note about pricing at the beginning of this manual)

The signature you set up for SMS shows here (this is set under Utilities>Settings>SMS).

The number of characters in your SMS shows here. In this example, the message is less that 160 characters so the
charge will be for one SMS.

The number of messages per recipient shows here

The estimated cost per recipient shows here

The total estimated cost for all messages shows here

If you wish to waive the SMS cost to the relevant building, tick this box to exclude it from the fee schedules run.

NOTE: You'll only see this option if you have the user permission enabled for Utilities>SMS>Exclude from Fee Schedules.
Select Send Bulk Message

Name Mobile
| 14 230/23 Billy Dunne & Canilla Dunne | 0447842535
14 45/234 Bob Bob 0414392000
14 4/40 Theo Khan & Co 99487847347
14 4140 (T) 0400000000
14 4140 (JIO) 0410111111

Message cannot be sent to 34 recipients

Name Mobile Reason
14 64/64 Billy Jones 0413 137 388, 0415786 453  Mobile number not valid
14 64/64 (T) | e Missing mobile number
14 64/64 (J/O) Missing mobile number
14 230/23 tenant data (T) Missing mobile number
14 230/23 (J/O) Missing mobile number
Message*

4
+ Signature My Strata Co o

Length: 34 e # Of Messages Per Recipient: 1 o
Estimated Cost Per Recipient: $0.06 e Total Estimated Cost: $1.02 °
Exclude from Fee Schedules [ o

This is a SMS message. °

| & Send Bulk Message " * Close |

Confirm

you wish to send the message. The job is created and viewed in the job centre on the right side of your screen.

f\

Bulk SMS Job has been created. View the progress of

@ the job in the sidebar

Are you sure you want to send this message?

PropertylQ
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COMMITTEE MEMBERS

VIEW SMS MESSAGES FOR A COMMITTEE MEMBER

All SMS messages that have been sent will be automatically saved on the committee member’s card, and if the committee
member is linked to a lot, it will also be saved on the SMS tab on the lot card.

| Committee Member |

Lot: /40 Theo Khan &Co B

Name* Mary Dunne Salutation Mr
Position  Chairperson v Appointed* 08/07/2023
Nominator4/40 New owner (3 2 Resignation
Schedule | OC 1 v Financial Reports Recipient
Rep Work Order Recipient
Sub Rep Insurance Claim Recipient
External Approver

Address
Address 18728 Kertzmann Roads Suburb CALDWELL

51399 Aimee Street State
Post Code

Contact Details
Home Fax
Work Mobile 0414973997

Email* email@email.com

Delivery Method
Email
Post
Note
Va
From o[ ] [ Y e
To Message Status Sent Created By
0414973... feetest Sent 04/03/20... : Oscar Zh...
0414973... ' exclude fees test 1 Sent 04/03/20... : Oscar Zh...
0414973... ' me exclude fees Sent 04/03/20... : Oscar Zh...
0414973... testmsg Sent 29/02/20... : Oscar Zh...
0414973... test message Sent 28/02/20... - PIQ:Raj ...
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SEND AN INDIVIDUAL SMS MESSAGE TO A COMMITTEE MEMBER

File

Goto and select buildings

1. Type some key letters to narrow your search
2. Highlight the building you are looking for and double click to open the building card or
3. View

Buildings 3 -
v SPlan a Building Name Street No Street Name Suburb State Post Code Manager Lots Folo
[ | moor () \ [
@ 2m9 Moorings on Cavill 63 ‘ Cavill Avenue e | SURFERS PARADISE ao a7 Anne Flwva 8 QLD BRANCH
1 selected
Show Legend [ &wot | + Ads | © View

1. Go to the Info tab
2. Select Committee accordion

3. Double click on the committee member to view, or highlight the member and click the View button.

I EEEEEEE————T

Address

C.TS” 2708

Street No Street Name* [Cavill Avenue ]
Manager* ‘Anne Fluva v

Address2 | ]
Folio* laLD BRANCH P

Suburb |SURFERS PARADISE | state [aD v
Building Type* z"a"’a ") Building Name on Cavil | Picode
Building Sub Ty esidential v

lding Sub Type* Plan 270976  Parish [SURFERS PARADISE |  County|

BuigngCass ||
Module [Accommodation ¥

Formal Tenancy 50%

Type [Mixed v

Total UOE:
Total Int Ent*
Active 4 All Inclusive Fees

Debt Collection ¥ Payment Plan

I Settings I Dates I Charges ma:ials I Budget I Notes I Documents I Registers I Alets I Work Orders I Insurance Claims I Emails I Log of Changes _
—
| AII| Appointed Resigned |
5] Position Name Lot |Appointed | Resigned | Status Contact Email Type
5] Celia Chan 4 ue2017 Acive 0414323434 113_email@deadend. piq
@ Secretary Costa Gianapolous e |s  2m2017 Active 0757468734 114_email@deadend.piq
O Secretary Celia Chan i 4 2182017 Acive 0434265765 115_email@deadend. piq
O secretary Bottech Pty LTd 3 snoo17 Active 0411232242 124_email@deadend.piq
O Secretary Rocco Silvester 1 2302017 Acive 0414332332 125_email@deadend.piq
[[@ Email | ® Merge Committee Letter || @ Add Maiing Labels | @ Buksms || + Add |[ @ view |
Spending Limits
Commites Exendtun 55008
Major Spending 52,000.00)
Date of Resolution
» Tradespeople
» Insurance
» Investment Accounts
» Community Association / Precinct Association / Buiding Committee

# Schedules || & Financial Reports || #* Edit || v Done |

8 Opening Balances
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1. Select SMS
2. Send SMS

Lot: |5/5 Costa Gianapolous o || 0 View Lot

Name® salutation [ ]
Position|Secretary V| Appointed* |02/03/2017

Rep Resignation| |

Sub Rep . . L

External Approver Financial Reports Recipient

Work Order Recipient L4
Insurance Claim Recipient
Address

AddressPOBox25%6 | Suburb  [SURFERS PARADISE
L s
[ | rostcossmm |

Contact Details

Home 075746 8734 Fax |07564 7683
Work (073645 545 vovie |
Email*|114_email@deadend.piq
Delivery Method
Email ¥
Post
Note

Vi

S —

To Message Status Sent Created By

PropertylQ
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8.

If the Committee member has a valid mobile number, it will be selected automatically and will appear with a green ¥
(If not you will receive an error message and will need to edit the Committee member’s card and add a mobile number
before you can proceed.)

Enter your message. Make sure you keep it brief (see note about pricing at the beginning of this manual)

The signature you set up for SMS shows here (this is set under Utilities>Settings>SMS).

The number of characters in your SMS shows here

The number of messages shows here. In this case the number of characters is less than 160 so the charge is for 1
message

The estimated total message cost shows here

If you wish to waive the SMS cost to the relevant building, tick this box to exclude it from the fee schedules run.

NOTE: You'll only see this option if you have the user permission enabled for Utilities>SMS>Exclude from Fee Schedules.
Select Send Message

Name Mobile Send to

Mary Dunne 0414973997 ° "4

Message*

4
+ Signature My Strata Co 0
Length: 34 o Messages: 1 °

Estimated Message Cost: $0.06

Exclude from Fee Schedules O o o

This is a SMS message. e

| & Send Message " % Close |

Confirm that you want to send the message

(\

Are you sure you want to send this message?

PropertylQ
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SEND A BULK SMS MESSAGE TO COMMITTEE MEMBERS

File
To send an SMS to more than one committee member, go to and select Buildings

PropertylQ Strata v (@ oo () ooy (§) oo End o Percd v (3] o0t

Buildings o I i |
7 o Q@ i St S s St S [reices e T ] v | e
[ ] o ] \ [
W asaan ‘Homeby Towers o I Florance. HORNSBY NSW 2077 Trairing Managar 12 2 Rohits Na
.
SnowLegsn [ Expon ||+ 2da | view |

Select the Info tab on the building card

2. Click on the small arrow next to Committee

3. Click in the top box to select all committee members or tick one by one if you only want to send to some committee
members.

4. Select Bulk SMS

Address

S/Plan* Street No Street Name” lFlorence ‘
Manager* ‘%‘ Address 2 | |

Folio® Suburb  [HORNSBY | state" [Nsw |
Building Type*  [Strata v] Building Name Homsby Towers | PiCode[2077 |

Building Sub Type*| Residential v
ButdngClass ||
Total UOE*

Active T All Inclusive c
Settings Dates Charges Financials Budget Notes Documents Registers Alerts Work Orders Log of Changes

o () ———
o [ A | Appointed Resigned |
v Position Name Lot | Appointed Resigned Status Contact Email Type
@ Chairperson Franca Swindells 1 1/7/2016 Active 0411 243 545 mystrataclients@gmail.com Rep
¥ Secretary Sally Bennett 4 1/7/2016 Active 0432 343 434 mystrataclients@gmail.com Rep
@ Treasurer Bailey Brown 8 1/7/2016 Active 0412 544 344 mystratacustomers@gmail.com Rep

| @ Email | © Merge Commitiee Letter || ® Add Mailing Labels | @ BuksMs | + Add | o View |
Spending Limits.
Committee Expenditure $100.00;
Major Spending
Date of Resolution [ |
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The committee members that will receive the message show here

Any committee members that have a missing or invalid phone number show here
Enter the message here

The signature you set up for SMS shows here (this is set under Utilities>Settings>SMS).
The number of characters in your SMS shows here

The estimated total message cost shows here

NouvkwhR

The number of messages per recipient shows here. In this case the number of characters is less than 160 so the charge
is for 1 message

©®

The total estimated cost shows here
9. If you wish to waive the SMS cost to the relevant building, tick this box to exclude it from the fee schedules run.

NOTE: You'll only see this option if you have the user permission enabled for Utilities>SMS>Exclude from Fee Schedules.
10. Select Send Message

Send Bulk SMS B

Message will be sent to 1 recipients

Name Mobile

Mary Dunne o 0414973997

Message cannot be sent to 1 recipients

Name Mobile Reason

Faith Lin e Missing mobile number

Message*

This is a SMS message. o
+ Signature My Strata Co a

Length: 34 # Of Messages Per Recipient: 1 o
Estimated Cost Per Recipient: $0.06 0 Total Estimated Cost: $0.06 o
Exclude from Fee Schedules [ o

| % Send Bulk Message " x Close |

Confirm that you want to send the message. The job is created and viewed in the job centre on the right of your screen.

Are you sure you want to send this message? Bulk SMS Job has been created. View the progress of
@ 0 the job in the sidebar.
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SUPPLIERS

VIEW SMS MESSAGES FOR A SUPPLIER

All SMS messages that have been sent will be automatically saved under the SMS tab on the supplier card, and if the SMS
message was sent to a supplier from the work order screen, it can also be viewed under the SMS tab of the work order.

ewer ... @

Contact
ABN 9856324
Name* Adams Plumbing Address 45 James Ruse Drive Contact
Code ADAMS Phone 1 Phone 2
Check Ref Inv. GST Registered Mobile 0424515115 Fax
Active Sundry Supplier Suburb PARRAMATTA State NSW A Email y i @gmail.com.au Email remittances
Li No. 4573733
icense No Postcode 2150 Work Orders Email mystrataclients@gmail.com Email Tender Requests
Balance $352.00

From | o | | B - B3
To Message Status Sent Created By
0424515115 test123 Sent 29/02/2024 - 1:53 pm Oscar Zhao

| @ Email || # Edit | v Done |

SEND AN INDIVIDUAL SMS MESSAGE TO A SUPPLIER

File
To get started, click on and select Suppliers

PropertylQ Strata e (@)oo (] Processno  (§)

0 Buildings

&b Lots/ Owners

Privacy Policy | Terms & Conditions

-
&> Property Managers

Q Suppliers
@ Debtors
@ Bank Accounts

0 Chart of Accounts

ﬁ Access Register

O Documents
O Templates
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1. Enter some key letters to refine your search
2. Select the supplier you want to send an SMS to,
3. View (or double click on the Supplier name)

Currently Logged In as: ams.

PropertylQ Strata Fie @ ToDo @ Processing @ Biing End of Period @ Reporting Ubiies Help

Suppliers
” Supplier Name « Supplier Code Balance Type Suburb Phone Mobie ABN
[ Ga [ \ ]
¥ | Dial alady handy services ° [ $0.00 Handyman 22
fy— [5)
[[Gomprance || @ Emal | & Evvor | B Acavaing Labes | + A3 | o view |

1. Select the SMS tab on the supplier card

The Supplier that is going to receive the SMS will appear here. If they have a valid mobile number, it will show here
with a green ¥

Enter your message. Make sure you keep it brief (see note about pricing at the beginning of this manual)

The signature you set up for SMS shows here (this is set under Utilities>Settings>SMS).

The number of characters in your SMS shows here

The estimated total message cost shows here

Nouvkuw

The number of messages shows here. In this case the number of characters is less than 160 so the charge is for 1
message
8. Select Send Message

T ——————

Contact
ABN 85975685212 © AsIC
- Add |82 Charter Road \ Contact [ |
Name* |Donna Scooby Electrical P/L \
[cariton vic 3053 | Phone1 03 9356 5264 phone2 |
code [ ] | | mobile +61414392000 Fx [ ]
Check Reflnv.[)  GST Registered ¥ swburb [ state] | Accounts Email  [100000000_emai 1d.piq | ¥ Email remittances
Active ¥/ Sundry Supplier ¥/ Postcode| | Work Orders Email[100000000_workOrdersEmail@deadend| ¥ Email Tender Requests
Balance $19,065.86
Settings || Ledger | Notes || Documents || Compliance | Alerts Emails | Log of Changes
To Message Status Sent Created By
+61414392000 Sending Message to Quoting Tradespeople<Test Strata- Please do not reply= i Sent 31/10/2016 - 2:16 pm ams
+61414392000 ams
0414392000 Name Mobile Sendto ams
Dean Scarce Electrical PIL e +61414392000 4 |
Message*

Hi Donna, please contact me urgently about *= repairs to the garage
door opener)|

9 + Signature My Strata Co
e Length: 92 Messages: 1 o o

"1 Estimated Message Cost:  $0.05 e ® Send SMS

\[' | 5] Se‘rrug;ﬂessage || x Close

i Deactivate | 8 save |[ % cancel |

PropertylQ
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SENDING A BULK SMS MESSAGE TO SUPPLIERS — QUOTE REQUEST

File
To send a bulk SMS to all quoting tradespeople for a particular Work Order, go to and select Work Orders.

Note: to send a bulk SMS to quoting tradespeople, the status of the job must be Quote

1. Enter some key letters to refine your search

2. Highlight the work order you want. You can either double click on that work order or View on the bottom right of your
screen

Currentty Logged In as: Faye Goodman

Role: Administrator
0.136.1 2012017

Work Orders Pending | _In Progress | Complete | Cancelled | ALL |
cTs Building Name Street No oe« Name Manager Job# Summary Status Supplier Date Issved | Est Complet | Completed D Quotes Close.
] [ L = ] ] [ ] ]
65236 Avast N Malware Place James Jannes 29 maintenance before inspection Quote rona 16/122014
270976 Moorings on Cavill 6 Cavill Avenue o Training Manager 252 Repairs to front fence 191112017 19112017
o]

1. Select the Quotes tab from the work order card

2. You can either tick all, or individually tick all the quoting suppliers you want to send an SMS to
3. Select Bulk SMS

C.T.S. 270976 Moorings on Cavill 63 Cavill Av0 l
Job Number 252
Summary* [Repairs to front fence

Two panels of the front fence have been damaged in storm and need replacing
Full Description

Schedule® Moorings Standard Contribution Schedule ¥

Status® Quote v a My Estimation $1,000.00

m Quotes Notes Documents Alerts SMS

Quotes Cln Date 19/01/2017

CJ) - Supplier Compliance Phone Mobile Status Quote Delivered
2 ] Jack of All Trades | 00 +61423945443 Pending 20/1/2017
¥ Boris Venn Handyman Services vV 0413434 345 Pending 20/1/2017

+ Add Supplier | ( View Details | ® Generate Request || ® Bulk SMS |

‘ & Print “ ® Email ‘| 2 Edit || + Done I

PropertylQ
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The quoting suppliers that will receive the message show here

Any quoting suppliers that don’t have a valid phone number show here

Enter the message here

The signature you set up for SMS shows here (this is set under Utilities>Settings>SMS).

The number of characters in your SMS shows here

The estimated total message cost shows here

The number of messages per recipient shows here. In this case the number of characters is less than 160 so the charge
is for 1 message

NouvkwhR

©®

The total estimated cost shows here
9. Select Send Bulk Message

Message will be sent to 1 recipients

Name Mobile
Deannas Electrical P/L +61414392000 o

Message cannot be sent to 3 recipients

Name Mobile Reason
Locksmiths Supplies e Missing mobile number
Pest Removal v Missing mobile number
Fire Safety Australia Missing mobile number

.
Message” [ piease note changed access arrangements. Call Anna Simpson

0434 343 454| o
Vi
+ Signature My S~ CO
Length: 37 e # Of Messages Per Recipient:  * o

Estimated Cost Per Recipient:  $0.06 e Total Estimated Cost:  $0.06

o % Send Bulk Message " % Close |

Confirm you want to send the message. A job is created and viewed in the job centre on the right of your screen.

Bulk SMS Job has been created. View the progress of

Are you sure you want to send this message?
(‘ @ the job in the sidebar.

The message is automatically saved in the SMS tab of the work order and also on the supplier card of each quoting tradesperson
you sent the message to.

PropertylQ
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SENDING AN INDIVIDUAL SMS TO A SUPPLIER - WORK ORDER

To send an SMS to an individual supplier from a work order, go to and select Work Orders.

1. Type some key letters to refine your search
2. Highlight the work order you want. View to open the work order. (or double click on the highlighted work order)

i Currently Logged In as: Faye Goodman
PropertylQ Strata End of Period Role: Administrator

01361 2012017

Work Orders

cTS Builiing Name Street No Street Name Manager Job # Summary Status Supplier Date Issued | Est Complet. | Completed D... | Quotes Close.
| [hom = ] — [ ] m— [ ][ ] [ ][ [ [ ]
434544333 Homsby Towers 15 Florence \o_/ Training Manager 222 New door required for Main Foyer Complete Jack of All Trades 411112016 10/11/2016 15/11/2016
434544333 Homsby Towers 15 Florence ining Manager 29 Repairs to front fence Complete Henry The Man 15/11/2016 16/11/2016
434544333 Homsby Towers 15 Florence Training heqger 2 Blocked drains - below unit 1 Complete Perfect Plumbing Senvices  16/11/2016 16/11/2016
434544333 Homsby Towers 15 Florence Training Manager 239 Electrical repairs Complete Jack of Al Trades 2122016 2122016 221272016

1. Select the SMS tab
Select Send SMS
NOTE: The supplier selected under Job tab>Supplier accordion must have a mobile number entered.

Work Order u

C.TS. (434544333 Homsby Towers 15 Florenc.0

Job Number 222

Summary* ‘New door required for Main Foyer

The front main entry door was damaged by vandals, will need to be replaced.

Full Description

4
Schedule® \m
Status” ‘W

Job Recipients Quotes Notes Documents Alerts

To Message Status Sent Created By

® Send SMS

[[8 Pint ][ @ Email | »Edit | v Done |

PropertylQ
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The Supplier shows here

Enter your message. Make sure you keep it brief (see note about pricing at the beginning of this manual)
The signature you set up for SMS shows here (this is set under Utilities>Settings>SMS).

The number of characters in your SMS shows here

vk W e

The number of messages shows here. In this case the number of characters is less than 160 so the charge is for 1
message
The estimated message cost shows here
7. If you wish to waive the SMS cost to the relevant building, tick this box to exclude it from the fee schedules run.

NOTE: You'll only see this option if you have the user permission enabled for Utilities>SMS>Exclude from Fee Schedules.
8. Select Send Message

Name Mobile Send to
Deannas Electrical P/L (Supplier) +61414392000 0 4

Message*

This is a SMS message. °

+ Signature My Strata Co o

Length: 34 ° Messages: 1°

Estimated Message Cost: $0.06 o

Exclude from Fee Schedules [_J ° °

| & Send Message " % Close

PropertylQ
SMS

26.03.2024

20



VARIABLE CHARGE FOR SMS MESSAGES

SETUP A VARIABLE CHARGE FOR SMS

e You can set a variable charge for SMS messages in the variable charge schedules screen, under Building card>Charges

tab>Edit mode>Configure Charges button>Charge Schedule.
e Avariable charge to the building will be created when
o the building has an SMS variable charge amount set that is greater than $0.00; and

o A SMS has been successfully sent from a Lot, Committee Member or Work Order screen as these are linked to

an associated building and charge schedule.

e All SMS Charges will be recorded against the Contribution Schedule even if Split Fees mode is enabled for a building, as

there’s no option to relate a SMS to a schedule.
e  SMS message charges will be automatically included in the Fee Schedule run, invoices and income reporting.

I Name* 1 ‘
Amount Posting Account Category Charge Charge Back Account
Back to
Client
Receipt $0.00] [AAdministration Cost 1.0 | | o a
Payment $1.50] [AAdministration Cost .0 | | o a
t invoice [nAdministration Cost o | | 2| )
E Annual Levy Notice [nAdministration Cost o | | o] 5
H  Due Notice [nAdministration Cost o | | o] i
Special Levy [nAdministration Cost o | | o] N
Arrears Notice [$24.00] [AAdministration Cost 0 | | p|  [$2400] [nadministration Cost &2 | i
Final Notice m ‘AAdministration Cost b O ‘ ‘ Pel ‘ m ;
Legal Notice [ ses.00 ‘AAdministration Cost b .02 ‘ ‘ p ‘ [ $88.00 |AAdministration Cost [ .0 ||
Work Order $10.00] [AAdministration Cost B0 | | o] i
Quote Charge Per Work Order $20.00 ‘A ManagementFee [0 ‘ ‘ o ‘ H
Quote Charge Por Quote Request | $30.00] [ Fee 00| | o] s
Meeting $198.00] [AAdministration Cost .0 | | 2| 0
N Insurance Claim $25.00 ‘AMminish‘ation Cost b O ‘ ‘ Pl ‘ N
H Extra Meeting ‘AAdministration Cost b O ‘ ‘ pel ‘ N
Info Certificate [nAdministration Cost o | | o :
Electricity Notice I Electricity oo et Bo| $1.00] [AElectricity Income (e 0 | ? | |
=1 ) | 2] |
| ) | 2] ?
Other Utility Notice \ o] | 2| lutity Account 0| 2
Mail Merge ‘ pel ‘ | pel |
Cash Management Report $0.00] ‘ pel ‘ | p | N
Change of Owner [ $0.00) ‘ el ‘ | pel |
Debtor Invoice $0.00] ‘ L ‘ | p |
Ll Debtor Statement [ so00] | sl | o]
SMS Messages 7 $10.00| [AManagement Fee [0 ‘ ‘PAYZ (Lpe) ‘l
This variable charge will be triggered by SMS
e
cannot be recovered unless they were sent from a
‘Work Order record.
All SMS Charges will be recorded against the
Contribution Schedule even if Split Fees is
enabled for this building.

PropertylQ
SMS

26.03.2024

21



WAIVE A SMS CHARGE

e When sending a SMS message from the Lot, Committee Member or Work Order screens, you'll see an option called
‘Exclude from Fee Schedules’.

e When this is ticked, the building will not be charged and it will not appear in the Fee Schedule run, invoices or income
reporting.

e You'll only see the option to ‘Exclude from Fee Schedules’ when sending a SMS if the user permission under
Utilities>SMS>Exclude from Fee Schedules has been enabled. Refer User permissions below.

Send Bulk SMS n
Message will be sent to 2 recipients
Name Mobale

RTS 772343578

RTS CM 071017578

Message*

Length: 0 # Of Messages Per Recipient: 0

Estimated Cost Per Reciplent: $0.00 Total Estimated Cost: $0.00

Exclude from Fee Schedules

@ Send Bulk Message [ x Close I

PropertylQ
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USER PERMISSIONS

Once the SMS feature has been enabled for your PropertylQ, you'll see three (3) user permissions related to SMS.
You'll need to enable and/or disable these permissions for your users and roles as required.

e View: Ability to view all SMS messages and SMS tabs throughout PropertylQ — Lot card, Supplier card, Committee
Member cards, Work order card, global SMS log under Utilities>SMS Messages.

e Send SMS: Ability to send SMS messages throughout PropertylQ — File>Lots screen, Lot card, Building card>Committee
accordion, Committee Member card, Supplier card, Work order card.

e Exclude from Fee Schedules: Ability to waive SMS charges when sending a SMS message. Refer Waive a SMS Charge.

Billing
’ Bllllng ) Due Notices Special Levies Utility-lnvoices Fee Sche-ci;;les
Direct Debit View Transactions Process Reprocess
Building Charges Configure Charges
End of Period
’ Re;:.t;;iing Building Lot Supplier Man;gement Debtor
Other Cash Book BAS Income Tax Returns Building End of Year
Utilities
’ Po}i;i Control Pa.n.;l ’ View Edit Delete ’ o o
Control Panel View Run Tasks
Scheduled Tasks View Edit Run
Audit Trail View
Emailing View All View Emails For Entities Allocate Incoming Emails
Delete Incoming
Mailing Labels Manage Manage Formats
Motions Library View Add Edit Delete
Roles View Add Edit Delete
Users View Add Edit
Settings View Edit
Sspart-Dete A Lo Erciat=Fbanors dlding Data
SMS View Send SMS Exclude from Fee Schedules 1
A
) Buiiding Alerts ’ View Add Edit Delete
Lot Alerts View Add Edit Delete
Work Order Alerts View Add Edit Delete
Supplier Alerts View Add Edit Delete
Debtor Alerts View Add Edit Delete
Incs Claim Alarte M Acdd Dedis Nealas,
PropertylQ
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ERROR MESSAGES

If you don’t have valid mobile numbers for an individual, you will see this message:

There are no valid mobile numbers provided on the
entity you are trying to message. Only numbers
whitespace () + and - are allowed

This message can indicate that there is no number in the mobile field or that the number recorded for your recipient has extra
characters that aren’t allowed.

If you see this message, you will need to go back to the lot, committee member or supplier card to correct the error, and then
try again.
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