PropertylQ

Work orders

TABLE OF CONTENTS

INErOAUCTION £ WOTK OFUEIS....cuiiiietieiieieee ettt et s bt e e s bt e bt st e s b e s aee bt eas e s b e e s e e b e e r e ese e bt eneesreeneesreennesnnen
WOTK Order FIOW CRArt ..ottt ettt ettt b et s b et e bt et e bt e bt e st e s bt eme e ehe e bt sbe e bt sae et e s st e b e eabesbeeabenbeenbenbeenbeeneeneeenee
Templates reqUIrEd FOr WOIK OFGEIS......cuoi ittt ettt sttt ettt ettt et b et e s bt e beebe e bt eae e bt eabeebe et e sheenbesheebesutenbesabesbeeatesbeans
(=TT =) - [ (= SRR
Adding @ New Work Order — N0 QUOTE FEQUITE......ccccuiiiiciieeiiee e et s ettt e sieesestteesetaeeessteeeeseeesssseassseeeasseeessssaeasssessasseesnsseessssesnanes
L2 E<T o] oT1=T 0 4T - RS
FEOUESTING QUOTES/TENTEBIS ... veieeeeieecteeete ettt et et e et e e et e e beesteeebeestaeebeeeteeeteeebeeeabeesssasaseesaseeseessssenssensesenbaeesseenteessseenseesaseenseenseean

EMQIlING @ QUOTE FROUEST ...ttt ettt ettt ettt e bt e a e bt e at e s bt et e sae et e sheebeeaeesbeeateabeeabeebeeabeeat et e eaeesbeensesbeeneesaeebesanan
FaXolol=] o) [ =2 1 O 10T ) { IO ST PUPPOPPPPPPRNE 11
[N Lo =T - o T T ST U PO P PRRPRTR 12
[ ol¥ o 1= o g ] « TP PSP S PP PSP 14
ALEIES TAD ettt ettt h et b et e bt e bt e bt e bt e u e e bt e a e e sh e e a e e b e e ke e bt e b e eh e ekt SRt e eh e eR bt e R e et e eReenRe e Rt e nRe e Rt e ebeea b e ebe e b e ehb et e eneenbeenes 16
SIMIS TAD 1ttt ettt ettt ettt et s he et s bt et e e bt ke eh e e ke ea e e bt e a bt ekt e Eeeae et e eh e e eheeabeShe e beehe e beeh s e ke eh s e ebeeateehe e beeheetesaeenbeeaean 16
Viewing and Editing an EXiStING WOIK OFTEI ......co.uiiiiiiieeiit ettt ettt et st b et st e bt e st e e s st e st e e sate e st e sateebeesneeennes 17
o] oI ST 4 1) =T SRR 19

INTRODUCTION TO WORK ORDERS

The work orders function allows you to process and track all your work orders; email suppliers and committee members;
request and accept quotes and finalise work orders. You can track the whole team’s work orders or filter to view by individual
or building.

A work order in PropertylQ refers to every stage of a job that needs to be done and retains the same identity and ID number
throughout the whole process.
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TEMPLATES REQUIRED FOR WORK ORDERS

There are two standard merge templates required for work orders —

e Work Order

e Request for Tender

These should be edited to suit your company requirements prior to generating any work orders.

GETTING STARTED

PropertylQ Strata Fae E] Tobo @ Processeg @ Bang End of Pesiod Usies E] LogOu

o Bl o[ s [ o [ [ [ e A | womrms [ e [ 2|

Templates

Cusvently Logoed

e T — I

Name - Tyoe Sank Type Foio

QLD EGM Minutes Notice (Co) 01D EGM Minutes Nosice (Co) D < -
QLD Exiraordinary General Mesing Noike GLD Exiraoninary General Mesing Notice ao *

QLD Extraornary General Messing Notce 0D Exyaornary General Messing Notce o

QLD IGM Minuiss Nofice LD IGM Minutss Nofice [T ’

QLD IGM Minutes Notice (Co) 0LD IGM Minutes Notce (Co) o @

QLD Inzugural General Meeing Noice QLD Inaugural General Meeing Noice ao *

QLD Section 205 Certficate: QLD Section 205 Cerbficate o -

QLD Section 206 Carsficate QLD Section 208 Cersicats o ’

QLD Special Mesting Notice: QLD Special General Mesting Notice o <

MF«W Request or Tender =

Regquest For Tender - folio Request For Tender NSW BRANCH =

testng foio - AGM Minutes Notce LD AGM Minutes Nosce: 1) QLD BRANCH

testing folio - AGM Minutes Notice LD AGM Minutes Nosice [T QLD BRANCH *

Tesing R00 - AGM NOUCRS QLD Annual General Meeting Nobce an QLD BRANCH =

festng foio - AGM Notices - OBy LD Annual General Mesting Notce ao QLD BRANCH *

Uniity Invoce e Notee 4

Weter Noice \ater Notice [F

| Work Ordier <

Work Order - Foko Work Oroer NSW BRANGH . >

To Do
To access work orders, go to and click on Work Orders.

Diary
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The default view shows all work orders, but you can refine the view to view by status:

o Quote: quotes requested, awaiting on responses

° Pending: work order created but work not yet requested

. In Progress: work requested/in progress but not complete

. Complete: work order has either been marked as complete from the work order or invoice has been processed, automatically
changing the status of the work order to complete

. Cancelled: the work order has been cancelled

. Standing: an ongoing work order. There is no tab for Work Orders with Standing status. To find these, type Standing in the
Status column

You can click on any column heading to order the screen by that heading

Type some key letters in any of the empty boxes on the top line to refine your search

The Strata plan number of the building the work order is for shows here

The name of the building the work order is for shows here

The street number of the building the work order is for shows here

The street name of the building the work order is for shows here

The manager of the building the work order is for shows here

When a work order is created, it is automatically assigned a unique job number, which shows in this column

. The summary details of the work order show here
. The status of the work order shows here

If a supplier has been selected for this work order, their name shows here
If a work order document has been issued, its date of issue shows here

If an estimated date of completion has been entered, the date shows here
If the work order has been completed, the completion date shows here

If a quotes close date has been entered, it shows here

Click +Add to add a new work order

Click View to view a work order that has been highlighted on the screen
Click Job Register to generate a register of all work orders in PDF Format

Work Orders

cTs.

Street No Street Name Manager Joo # Summary Supolier Dalelssued | EstCompieted. . Completed Date | Quoles Close

—Buiding Nameo

Peppermint Gardens

test folio Sparkys Blectrica

370 Fx the roof

Anne Fluva n

Anne Fluva 189
Anne Fiwa

Anne Fluva

Anne Fluva 383 Jamage 1o the Roof

Anne Fluva 2 ool

Anne Fluva

Anne Flwva

631 Aurora Tower
61 Aurora Tower
Aurora Tower

w7 Sydney Tower

B
=
A
P
Py
o

YSullvan Road

Anne Fluva
Anne Fluva
Anne Fluva
Anne Fiuva

Adrian Bolton

Roof Leak

Paint work
Regaif leaking tap

Test Summary

Quote

In Progress

n Progress
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ADDING A NEW WORK ORDER — NO QUOTE REQUIRED

Click on +Add at the bottom right of the work orders screen.

Work Orders

sFn Buiang Name. Strest o Sweet Name Manager sonm Summary Staus ‘Supplier Dstelssued | EstCompleted . | CompietsdDste  Cuctes Ciose .
[ ] [ [ il I [ [

1 The Bacneior Paa 8 Holywood Drvez Roht Satnoe 1z e root In Progress dack: of l Trades 181206 1842016 2052016 =
1 ‘The Bacheior Fad 8 Hallywood Drivez Roht Sachdeva i Repais 12 common area foyer walls In Frogress Henry The Man 016 2001 i
1 The Becheler Pag 18 Hellywose Devez Reht Sathass 145 Rt ek In Progress Jack of Al Trsdes 2080018 2042018

1 The Bachelor Pad 18 Hollywood Drivez Roht Sachdeva 150 Paint under Eaves Complete Locksmiths Supples 2840018 2842016 1z0e

i The Bacheior Pad 8 Hollywosd Drivez Raht Sachdeva 1% Eroken Rioaf tles In Progress Cleon Green Sirata Maintenence 1152016 24722017

1 The Bachelor Pad 5] Hollywood Drivez Foht Sachdeva 154 Fixthe roof In Progress Daren Hammand Electrical 1652018 31/z018

1 The Bacneior Pad 8 Hollywood Drivez Roht Satnoevs 166 Painting quots - main &ntry door In Progress dack: of l Trades 2650016

i ‘The Bachelor Fad 8 Hallywood Drivez Roht Sachdeva i Leaking Roof In Frogress Jack of Al Trades 73016 BTRHT STR016

1 The Bachelor Pad 5 Hellywood Drivez Roht Sathdevs 122 \Urgent 54 repairs required InProgress Kore Elevstors 1832018

1 The Bachelor Pad 18 Hollywood Drivez Roht Sacheva 15 External sscurty light not working In Progress Jack: of AllTrades 1852018

1 The Bacheior Pad 8 Hollywosd Drivez Fiaht Sachdeva 1% Lift phone nct working Complete Kone Elevators 2480018 112016

1 The Bachelor Pad 2 Hollywood Drivez Foht Sachdeva 05 Evoken e over ot 3 bakcory In Progress Henry The Man 207207 201

1 The Bacheior Pad 8 Hollywood Drivez Roht Satnoe 309 Paint intarior hamway In Progress dack: of l Trades 10aem?

i The Bachelor Fad 8 Hallywoad Drivez. Roht Sachdeva 38 Resufsce divewsy In Frogress TRT

1 The Bachelor Pad 5 Hellywood Drivez Roht Sathdevs ) ‘Seruity robier nof werking InProgress wEzorT e

1 The Bachelor Pad 18 Hollywoad Drivez Roht Sachieva £ Fix the drains Quote 1852018

2 Soctts hiansion 1 Pork: Lane Astiey Jones 10 Bathroom leaking info ceiing of unit below InFrogress Pertect Plumbing Services 20112015 2B 15722016 2201

3 HARARD PLACE HARVARD STREET Mtk = Clean guters Complete Soutrpest Py Lid 18122014 2uz014 1562015 -
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10.

11.

12.

13.

14.

Click on the search icon to find the building the work order is for

Enter some summary details — this information shows on the work order document and also on the work order
card

Enter more details — this information shows on the work order document and on the work order card

If the building has more than one contribution schedule, use the dropdown list to select the contribution schedule
the invoice will be paid from

The work order status will default to In Progress. This is correct if you are not requesting quotes

You can enter your estimated cost here. Note: the supplier will not see this on the work order document

Enter the job terms here. Note: if you have a standard term that you put on all work orders, it is easiest to add this
to your work order template so you don’t have to keep entering this for each work order you create.

Enter any special instructions here

If the job has been requested by a lot owner, click on the search icon to find the appropriate lot owner.

Click on the tabs to nominate the contact person — Agent, Tenant, Owner, Other. If the contact’s details are
already in PropertylQ, they will appear below or you can type the details for an Other contact

Tick the box to nominate their preferred contact method.

Select the chart of accounts code you want to allocate to the work order (this can be entered later) By default,
only codes that have been budgeted for that building show. If you want to select another chart of accounts code
that is not budgeted for, click the budgeted accounts tab to display all accounts

If you are not requesting quotes, enter the supplier here by clicking on the search icon to open the suppliers
screen. The date issued defaults to today’s date but you can click in the box to open the calendar and select
another date.

Click Save to save your work order.

PropertylQ



C.T.S. [270978 Moorings on Cavill 63 Cavil Ao | (1]

Summary* |Repa\rs to front fence

Full Description|

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

Schedule” °

| Mocrings Standard Centribution Schedule ¥ | .
Status”

+ Exira Details

My Estimation $1.000.00 e

Completed within fourteen days

Job Terms

P

Safety barrier will need to be erected around the

- . site
Special Instructions

Requesting Lot

Lot:|2/2 Maria Stellino A e
Contact Details” —
Agent Tenant | Other
= [over | @
Preferred Contact Method: B
Phone 1: ) Phone 2: \/ Mobile:

Name |Maria Stellino
Email |mystratacustomers@gmai

Phone 1

|

Phone

Mobile (0423 443 345

|

* Account

Select Account: S Building Repairs - Majc,o

Account:Building Repairs - Major
Budget $10,000.00
Actual  $0.00

Supplier

sl 5 @
Date Issued 18/01/2017 N

Date Quated

Amount Quoted $0.00|
Estimated Complelionl:|

Completed Date

Extra Name l:l
Extra Email l:l
Extra Phone l:l
Extra Mobile ]

RECIPIENTS TAB
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The supplier will always be a recipient and their method of delivery is set on their supplier card, so they don’t need to appear
here. This area is only for other parties that need to receive a copy of the work order document. The creator of the work order
and the strata manager for the building show as recipients by default.

Currently Logged In s Training Manager
Roe: Admmsirator

Summary’  Balcony Rail rofting, needs replacement

Tne balcony rail on unit 1 main baicony has wood 10t and needs 10 be replaced urgently

cTs Buikding Name StreetNo FullDescription d  EstComplete . | CompietedDa  Quotes Close

The Bachelor Pad HollY - schedule Moorings Standard Contribuon Schedule ¥ 19142018

The Bachelor Pad 7 Holly| ~Status* Iner My Estimation 5000

helor Pad 17 Holly

Bacheior Pad 17 Holly

Bacroorpas o] | evom 1) 2]

ey 4% freee @ MName  Training Manager Email Address  mystataclients@gmail com Email  FPost ~ [ & remove 3152016
Address 1 Leamning Boulevarde SUCCESSVILLE NSW 2000

Bacheior Pad " Holy

1 The Bachelor Pad i Holy| | [+ Ada Contactts) | [ + Add Commine memberts) | + Adatotis) || + Agausens) | ° 672016
1 The Bacheior Pad 17 Holly

D et M (4]

1 The Bachelor Pad " i oo S o TOTWOTTY

Scotts Mansion Bathroom leaking into ceiling of unit below

HARVARD PLACE

HARVARD PLACE 4 iding
3 HARVARD PLACE 4 ainting Quote Jack of All Trades 2015
3 HARVARD PLACE 104 | deck area Jonos Maintainance 261112015
HARVARD PLACE 05 Pai area hailways and foyer In Progress Jack of All Traces
HARVARD PLACE Trim gum trees at front of building Quote Hornsby Garden Maintenance 2 -
+ Add || B View | @ JobRegisier

1. The delivery method is automatically set to email if the recipient has an email otherwise it will set to post
Click on the Remove button if you do not want any of the default recipients to receive the work order

3. Click the +Contacts tab to search for additional contacts such as a building manager or caretaker to send a copy of the
the work order to. Note: Once the contacts screen is open, you can add a new contact by clicking on +Add

4. Click +Committee members to search for committee members to send a copy of the work order to.

5. Click +Add Lot(s) to search for lot owners to send a copy of the work order to

6. Click +Add User(s) to search for users to send a copy of the work order to.

7. Click +Save to save your work order

Click on the Preview Recipients button to generate a preview or the Generate and Deliver to Recipients to email or post.

(A4 3 270976 Mocrings cn Cavill 63 Cavill 4,2

Job Number 241

Summary* [Pool decking boards loose
There are four loose decking boards, please secure

Full Description

Schedule’ Moorings Standard Contribution Schedule ¥
Status® 5w My Estimation $200.00
- CODEooe
#1 Creator
& MName  Tramning Manager Email Address  mysirataciients@gmail com Emall  “Post
Address 1 Leaming Boulevarde SUCCESSVILLE NSW 2000
#2 Contact
» MName  Andre Peterson Email Address  mystrataciient@gmail com Email  “Post 8 View

Address Unit 6 BELAIR

€& Preview Reciprent Documents » Generale and Deliver to Recipients.

[[@Pimt [ @Emai | /st | v Done |

EMAIL BUTTON

You can choose the Email button to send the work order if you want to attach additional documents.

PropertylQ
Work Orders
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Click on the Email button

AN o

committee member card.

~

The job number and the receiving email address show here
Choose Upload Attachments to upload and attach documents that are on your computer

Choose Select Building Documents to attach documents that are already saved in the building’s documents
The subject is pre-populated, but you can edit if you need to

Send copy to all recipients sends a copy to all the recipients shown on the recipients tb

8. Click here to save the email attachments to the documents tab of the work order
9. Email work order when you are ready to send the work order

Send copy to committee sends a copy to all committee members that are ticked as work order recipients on their

i o ]

C.T.5. 270976 Moorings on Cavill 63 Cavill
Job Number 240
Summary* Replacement of extemal awnings ||

Full Description

Schedule* Moorings Standard Contribution S:E

Status* In Progress ¥

=
n Recipients I Quotes I Motes I D

Work Orders To Be Emailed

Work Order Job #: 240 e

Supplier Email: mystrataclients@amail.com s

WARNING: Cnly attached documents of type '.pdf will be available for printing. However
documents of other types are able to be emailed.
Files To Be Attached

Extra Attachments For The Work Order:

broken pipe inwall. JPG | 3% Remove

» Exira Details

» Requesting Lot

@ Upload Attachmenis o

Building Documents:

¢+ Insurance Claim

Avenue ~ Anne Fluva

Avenue Anne Fluva

Avenue Anne Fluva o_
Avenue Anne Fluva =

| @ Select Building Documents ‘

Email Settings
Email Subject:*
|Work Order - C.T.S. 270976 Moorings on Cavill - Job #240 - |

‘L' Send Copy to Committee ?

|#| Send Copy to all Recif,

‘ @ Save Email Attachments " & Email Workorder ” * Cancel |

\o

[ @Frnt | @Emai | » Edt | v Done |

BS  Jack of All Trades 23117201
_s Megasealed Bathrooms Aust ... | 23/11/201
L Henry The Man 2311201
L 2311201

Aven

REQUESTING QUOTES/TENDERS

Locksmiths Supplies

If you need to request quotes/tenders for the work order, make sure you set the work order status to Quote

PropertylQ
Work Orders

15.01.2020
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Waork Order { %]
crs. |98 Peopemnt Garcens 12 Pne Avem |
Job Wumber  [383 ]
Summary®  [Storm Damage o the Rea
Large Clustér of foof 16 Tave $ustained Jamage Irom 2 recent siom
Full Description

Schedule” Contribution

i Quoe v My Estimation] 50.00)

BT T T T I I
» Exta Detalls » Account ‘
» Requesting Lot

b Insurance Claim

Enter the closing date for quotes here. This will automatically create an entry in your diary.
Click on +Add Suppliers to add any suppliers you want to request a quote from.
3. Type some key letters in the blank fields at the top to refine your search for suppliers. You can search by name or if you
have created supplier types, you can search by type.
. Select the suppliers you want to request quotes for by clicking here
5. Click Select

Repeat to add more suppliers. You can add as many suppliers as you want

Joomonr 361 Suppliers |
Sumeary’  Pooi cacking boands lsose, £ S| e | awanes Trpe Subud Prone Neoie ABN Conpla 8

There are four 1608¢ J8<king boar | Im” | I | ‘ I |
P Descroten) @ [Bors vean randgyman Benn | VENN 5000 Hasoyman PG A1 45 41254450543 P
Schudulo L s Saancard Conir on § °

Status in Progrss *

Suppier
¥ vomany Garden MamEnance.

# acd Suppier | D view Detais || 0 o

°

EMAILING A QUOTE REQUEST

Click on the Generate Request button to get started

PropertylQ
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Wark Order Emaifing Tender Requests B [ x}
- Send o L Tender Requests To Be Emaied
Job Mumber 245
summary Reg nience Supplier Namwe: Homsty Garcen Maintenance
Supplier Email: accouns@nomsnanten eom au
1o Font fence damaged by stom. Two par 0

Supplier Name: Boris Venn Harngyman Services

Full Description
Supplier Emall: mysiaiacienis@omai com

Schedule
Status: — o

Extra Attachments For Tender Requests

Guotes Close Date|

P

[ upioaa amacnmens | (2] [ comens

?  roms

Buikling Documents.

@ Seiect Building Documents 0

Email Setings
Email Subject” o
Request For Tender - C TS 270976 Moorings on Cavill - Job #245
| Send Copy to Comminee ?

+ Asasupster || 8 vewbeats | Gereras requss | @ 6 o o
[ o save'eran Atachments || @ Email Tt Requess | % Cancel

# Edt | + Done

1. The Suppliers you selected will show on this tab and will receive a PDF quote request. Note: This is a standard merge
template that you can edit to suit your company from the Templates menu.

phariet Gyrcpena <

QUOTE REQUEST 245
-
on [———Orderno]
el
= Lo s
[Expected Compietion| |

Attention to:

‘Contractor Name Bors Venn Fangyman Servees Yol
and address 23 Hhnson Avence. Fax:
Ann: N 2071 Mob0A13434 345
Contact
Public Liability 2610372017 Ucs|

Prease provide a quote 1o uidertake the klowng work o1 63 Cavill Avenue SURFERS PARADISE QLD

Detaits: y S0, Two panes Adjons 1ot L

[Special Instructions. Safety barrie (o be srecied around pb

[Terms: Congpleted witn 7 days

1 you have any hirther Guestons leel free to contact Faye Goodman

Mutualy suttable e

‘Contact on site: Maria Stelino

Mbow contractors are requied 1 inchide & copy of public kabilty poicy. logether with banking detas (including
Bark. BSB. ACCount rame and numBer) When SbIING INVoKes for payment

2. Click on the Upload Attachments button If you want to add extra attachments. For example a photo. If you are printing
the quote request then only PDF documents will print. A photo file such as a JPEG or PNG will attach to an email but

will not print.
3. Click on the Select Building Documents tab if you want to attach any document that is already saved in the building’s

documents.
4. The subject line will fill automatically but you can overtype this if you want to

PropertylQ
Work Orders
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5. Tick here if you want to email a copy to the committee
Click on the Save Email Attachments button to save a copy of any attachments you have selected. These will now be
saved in the documents tab of the work order

7. Click Email Tender Requests to send. The standard merge template Tender Request is the document that generates.

You will receive a confirmation that your emails have been sent. Note: if the supplier is selected to receive all jobs by mail, a
PDF will generate in the job centre on the right side of your screen. Once this process is completed the Delivered column shows
the date the emails were sent.

2 suppliers were emalled, and O supplier fles are

@ ready for printng

(o]

ACCEPTING A QUOTE

CIs. 270976 Moorings on Cavill 63 Cavill £ Quote Request 0 |

Job Number 2 Supplier Boris Venn Kandyman £5 0 |
Surmmary Phone: [ YT

e o font fence damaged by siom. Two panesnd  Quoled $460.00 Date Quoted 17/012017 siatus” cceped » D)
Full Description Work 10 @ completed In seven days o

Torms
Schedule’
Status® In Progreas ¥ wm

Bofis Venn Handyman
Files

Supplier Complian (7]

Hormsby Garden Maintenance v & Upioad File | o

o v

Quotes Close Date

@ | Bons venn Hanayman Services

+# Add Supplier || © ViewDetails || W Generate Request | ® Buk SMS

# Edit | « Done

Highlight the supplier you want to accept for the job

The supplier you selected shows here

Enter the amount quoted

Enter the date the quote was received

Use the dropdown list to change the status to Accepted

Enter any terms the supplier has included in their quote

If you want to add further documents, you can use the Upload File button
Click Save

O N O Uk WwDN R

PropertylQ will automatically alter the status of any other quoting supplier to Declined. You can email them manually to
advise them if you want to.

Click on either Print or Email to send the work order to the accepted tradesperson

PropertylQ
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Work Drdor [x]

crs, 270506 Mosrngs an Gl €3 Cavll 2
Job Wamber (241
Summary’  [Pool decking beards loosa.
These are fous loose dockng boards, please socre
Full Description
Schedulor [ nedu

s’ P r— 0w

B =TT R
—

2 Suppher Compliance Phans [ Stans Cuate Derse
# [ Horrut Gervtor Marnarance v 0412 345 28 Acrerted

# 420 Suppher | D View Dstmis | W Gersmate Request | @ Bk SHS

Qoo s [

If you are requesting quotes, it is a good idea to avoid using words specific to a quote when you create your initial work
order. That way you won’t have to alter any of the wording at this stage. Quote specific wording should be part of the master
template

Altering a quote request status to Cancelled

1. Click on the quote request you want to edit
2. Choose Cancelled from the dropdown list

This will not email the Suppler. You can notify them manually by sending them an email if you want to

Work Order x|

sPan 888777 Homsby Towers 15 Florence o
Job Number (222

Summary* New 00or required for Main Foyer
The front main entry 0oor was damaged by vandais. il need 10 be replaced.
Full Description
Schedule” Contribution Schedule ¥
S Complete v My Estimation $2.000.00)

o - Desoe

Quotes Close Date|

Supplier a Complance Prone Modie Saus Quote Oeivarea
= 0 0423045443 Accepted $1,80000

@ [sacx of A Trages

Jonos Maintinance

SupplierJack of All Trades
Phone: Fax: Mobile:0423645443 e

Quoted $1,800.00 Date Quoted01/112016 Status{ Canceliod ¥

= Wil be completed asap
O View Detalls

Torms

Cancel

£

Name Type

| @ wpioaaFiie e

NOTES TAB

PropertylQ
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Click +Add Note to create a new note

Enter the details of the dote

No vk wnR

Click Save to save the reminder

Enter a name for the note, this is what you will see when you look at your diary providing a reminder is set on the note

If you select Pending as the status, you will be able to set a date and time for the reminder to appear in your diary
Use the calendar to select the date and time you want the note to appear on your diary
Click Done when you have completed entering the reminder time

C.T.5. |2?DE|76 Moorings on Cavill 63 Cavill { MName*

|Requesl more details

Job Number Request more details on guote from Brianna, Ace Roofing 0414 343
566
Vi |Elroken roof tiles e
tree fell on the roof during storm and|  Details ° b A
Full Description Status -
Reminder|20/02/2018 - 07:30
. ings St Contributi ber 2018 >
Schedule |Mocr|ngsS.andard ontribution Schy
Status g Su Mo Tu We Th Fr Sa
ot e EIIEE e OELII'TIEMS 1ﬁ
2 3 4 5 6 7 8
Name / Al 2l aal el s Status Created Creator
‘Work order Created el 7l a2 19‘E| | 22 complete 11/09/2018 - 11:16 am Bella Carstairs
23(| 24| 25 28‘ 2?| 28(| 29
.0
Time 07:30 —
Hour
00 04 08 12 16 20
o Minute
- 00 10 20 30 40 E0
[ + Aganote | @ viewnote | @ Pant |
Now e Done

[ @ rint | @ Email | » Edit | v Done |

1. Toview an existing note, click on the note you want to view to highlight it, and then click View Note or

2. Double click on the note you want to view.

3. Click on Print to print a PDF of all notes for the work order. This will open a PDF in a new tab

PropertylQ
Work Orders

15.01.2020

13



Work Order

]
CTs. [270076 Moarings on Cavil 63 Cavill Ap |
Job Number
Summary*® |Elruker1 roof files
tree fell on the roof during storm and broke 30 roof tiles
Full Description
y:

Schedule® | Moorings Standard Contribution Schedule ¥ |
status® wyEstmaton| 51000000

Job Recipients Quotes Documents Aleris 8SMS3

Name Details Status Created Creator
Regquest more details | Request more dtequole from Brianna, Ace Roofing 0414 343 566 | pending 20/09/2018 - 10:40 am Bella Carstairs
‘Work order Created - complete 11/09/2018 - 11:16 am Bella Carstairs

+Addnte | @ View Note [ & Pt

| & Print ” = Email || # Edit || + Done |

DOCUMENTS TAB

You can upload and store as many documents as you want. Any documents that you attached when you emailed the quote

request will be automatically added to this tab. When you process a supplier invoice through the supplier transactions function,
and associate it with a work order, the invoice will automatically be stored here.

ers. 270676 oarngs on Cavi 3 Canil o Drag and crop files nere to upioad them

T e 3iowed 18 675 1§ 3200 ME
Jonhunper 243 e ToreiE =
Sommary’  Seplacersent stermns awengs 1 =

S— St | o vevis [wer [=

Click on Upload Files to upload a document.
Click on Find File or

Drag and drop the file here
4. Click Done when completed to save the document to the work order

PropertylQ

Work Orders
15.01.2020
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5.  You will have a number of options once your document is uploaded.

1. Double click to select a document
2. Click View Doc to open and view the document
3. Click to email

Documents To Be Emailed:

You can email documents to the supplier, the committee members or email manually to other recipients.
Tick to select the recipients or tick manual email to enter an email address manually.
Enter your message

Select one or more documents and then you can:
1. Click Email Documents(s) to send.
2. Click Print to print the selected document(s
3. Click Download to download document(s). If there is more than one document selected, PropertylQ will create a zip
file
4. Click Delete to delete the selected document(s)

PropertylQ
Work Orders
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ALERTS TAB

You can add alerts that will pop when triggered by actions

il A

Click +Add to add an alert

Add the alert text

Select the icon you want to use for this alert

The active box will be ticked by default. You can click here if you want to stop the operator from continuing once the
alert is activated

Select the event that will activate the alert — either when clicking on the work or when processing supplier transactions
for that work order.

SMS TAB

SMS is available as an addition to your subscription. For more information about SMS, see the manual “SMS”

16

1.
2.
3.

PropertylQ

Work Orders
15.01.2020

Click on Send SMS to start
Type your message
Click Send Message to send the message
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Work Orders

To view an individual work order in detail. either double click
on the work order summary line or click once and then click View

ok 5:3 Building Name Street No Street Name Manager Job# Summary Status Supplier Date Issued EstCompleted . Completed Date | Quotes Close
| [homns B 1'[ )i J [ Ji Rl R [
434544333 Homsby Towers 15 Florence New door required for Main Foyer Complete Jack of All Trades 4112016 101112016 151112016
434544333 Hornsby Towers 15 Florence Repairs to front fence Complete Henry The Man 151112016 16112016
434544333 Homsby Towers 15 Florence Blocked drains - below unit 1 Compiete Perfect Plumbding Services 161112016 16112016
434544333 Homsby Towers 15 Florence Electrical repairs. Compiete Jack of All Trades 2122016 221122016 22122016

You can view and edit existing work orders from the Work Order Screen

Filter first if you have a lot of records. This screenshot is filtered by building but you can filter by typing key letters in any of the

blank boxes at the top

Double click on the work order summary line or click once and then click View at the bottom of the screen.

PropertylQ Strata (&) = (@] =0

cTs.

434544333 Hornsby Towers 15 Fiore o

Job Number (222 ]
Summary®  [New door required for Main Foyer ]
crs Bulkding Hame Swwst o Goor by vandals. wil need to be replaced
[ | [homs T i
43454433 | Homsby Towers 5 Fior
434544333 Homsby Towers 15 For| Schedule* | Contibuson Scheduie v
431544333 Homsby Towers " Fof  Status® Compiets * My Estimation] 5200000
434544333 Homsby Towers 5 Fer
recioients | ouotes | nows | oocuments | mens | sus
[+ Exva etmis ] » Account |
I * Requesting Lot | * Supplier |
[@ront | @ Email ][~ Eat |+ oone |

Currently Logoed in ax: T

Complele  Cance ALL

Compieted Date | Quotes Giose.

E51Comgietsd
10112016

5

5

5 22122016

15112016
161112016
161112016

221272016

1.

PropertylQ
Work Orders

15.01.2020
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Click Print to generate a PDF for printing




2.

3.

Click Email to email a copy to the supplier. You can tick to send a copy to the committee this will only send to
committee members nominated as work order recipients on their committee member card.

pr .
s e a

Marage Addieas 2 Lot /8 Baiey Buwn 2 | 2 Viesla
Folio® ot N Fs
Sbwb  HCRNSBY
P . ‘ [ Saluuation 1o
L] i Position T . Appoiated” (010772015
Bullding Sub Type" Secdornal LS .
Building Class. Rep  * Rssiga stio
- = Subs Rep’ Financial Raports Reciprant
Extemal Approses Work Orcer Rocipient ¥
Active “ Al Inclusive

Address

E [o==1] “__@nm_ T oo [ s | o] Adéosen 15 Flrece St
'
ot

ExTEd Fax

Posiicn N ™ | ok ] Mobilel5413 544 328
P— Frarca Swnols Emi mpitscetomsggna] = Rep
Secretary Sally B F— fom Rep
2 o il con Ry
— oo v i Rep
Post
v SuS |

7 Bt | Done

[ v | s Comie o || © A i Lo | @ 8o ss | +5ad | o vew |

‘Spending Limits

Commities Expenditure 310003
Major Spending L
Date of Resobition

Work Orders To Be Emaied

Work Order Job # 222
Supplier Email: jack@alivaces comau

type *pdf will be available for printng. However
emalied

Files To Be Aftached

Extra Attachments For The Work Order

G LpIoas Aachments

Buiding Documents,

Email Ssmngs
Email Subject:*
(ork Order - SiPlan 434544333 Homsby Towers - Job #222
 Copy to Commitiee

| = Save Emait Azacnments || @ Email Worhorder | % Cancel

Click Edit to start editing. See the section above on adding a work order for a full explanation of each tab.

PropertylQ

Work Orders
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Work Order { x|

CIS. 1434544333 Homsby Towers 15 Flore o
Job Number 222 You can edit the information in

Summary  [Newdoor required for Main Foyer any of the boxes that are white Click on the arrows to

open the "Accordians"
Then you can edit the
information inside them

| The front main entry Goor was damaged by vandals, il need to be replaced.

Full Description

Schedule” Contribution Schedule ¥
Status® Complete ¥ My Estimation 52,00000

@Rzmpien!s I Quotes I Notes I Documents I Alerts. I SMS

~ Extra Details

Completad within seven days Select Account )

Job Terms Account:Building Repairs Major

Budget $0.00
Actual -$550.00
Please ensure that finished paintwork
conforms with building colour scheme:

Special Instructions Supplier

Select Supplier:Jack of All Trades

~ Requesting Lot Supplier:  Jack of All Trades

Phone:
Lot: 3 Fax:
Contact Detalls® ::::mmmoe
Agent Date lssued 041112016
Date Quoted 01112016
e R P e Amount Guoted 5180000
o Estimated Completion 10112016
Emal 1 Completed Date | 15/1122016
Phone 1 Extra Name
one2 | Extra Email
Mobile | Extra Phone
) Extra Mabile

4. Click Done when finished

JOB REGISTER

You can generate a job register in PDF format.

1. Click on Job Register to get started
Tick Single Building if you only want to include one building or leave blank if you want to generate for all buildings. If
you select Single Building, use the search icon to find the building you are looking for
3. Tick Single Supplier if you only want to include a single supplier. If you select single supplier, use the search icon to find
the supplier you are looking for.
The default is all managers. Use the dropdown list to select a manager if you want to generate for just one manager
Click to define the sort order
The default is all work order statuses. You can select a single status from the dropdown list
Enter a date range to filter based on the date the work order was created
Enter a date range to filter based on the estimated date of completion that was entered

W e NV, e

Click Generate to create a PDF repot of all selected work orders

PropertylQ
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End of Period

Work Orders

cI1s Buikting Name Streetho

Building
¥ Singie Buiiding

Supplier
[single Suppiier

Suppher 3

Manager
Manager: | All Managers ¥ 9

sort

* pate

~ Suppiier

 Estimated Completion Date.

e ——————————

Building: 270875 MosnngsonCap |

Fiter

Status: | All Statuses ¥ |
Cate Range o

From: [QIM12016 _ffo: [B1052017 | N
Estmated Compietion Daie Range

From: (01122016 flo: (01082017

SteetName Manager Job & Summary Siatus Supplier Daizkssued | EstCompieled . Completed Dale | Quotes Ciose
| [moor ] [ ]

270976 Moonings on Cavisl 63 Cavil Avenue Training Manager 240 Replacement of axtemal awnings Pending 4ot

270975 Moorings on Cavil 63 Cavil Avenue Training Manager 24 POl Detking DOaras 10088, W Progress Jack of Al Trages 612017

Pro 1Q Strata Testin

PO BoxpsgorgXNNlNG VALE QLD 4554 Agl: 123456789
Ph: 1300 724 256 Email: stephanieb@propertyiq.com.au
Printed: 20/01/2017 09:10 am User: Faye Goodman

Page 1

Job Register

All Jobs As At 20/01/2017 For All Managers

Date Created Job# Building/Supplier

Status Est Completion Date Details

08/04/2014 1 SP: 10 Tempo/ Jims Mowing  Complete 14/04/2014 Toilet
Please quote the fix toilet
please complete 3 days
fifsdv

26/07/2014 2 SP: 10 Tempo/Jims Mowing  Complete 31/07/2014 Garden Clean up and hedge tri

mming
Please complete full service on this block during next
visit.

PropertylQ
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