Levy and Arrears Reports
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There are various reports available to identify outstanding balances for a building and any interests or discounts
applicable. The instructions in this article will provide information for those reports. The below reports are
recommended for running on a per-building basis and to include reporting options that will provide overdue
owners globally can be done using the Legal Action area with the Overdue Report.

Account Dissection

_Ea The instructions in this section relate to Account Dissection. The icon may be located on
Account your StrataMax Desktop or found using the StrataMax Search.
Dissection

Account Dissection produces a report that is a breakdown of a lot owner's account balance in each of the
building's funds, such as Administrative Fund, Sinking Fund, interest and other levies. By default the report will
not include any levies where the due date is after the report date, but this can be changed.

Account Dissection Configuration
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1. No Records Printed Report
If a report produces no records, choose what happens:

e Confirm Each Time
e Always Print Report

e Never Print Report

2. No Records Printed Report - Global Report
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If a report produces no records, choose what happens:

e Confirm Each Time
e Always Print Report

e Never Print Report

3. Global Reports Open Access
If ticked, the the global report process will not check locked buildings.

Account Dissection Report

The report can also produced using Reports/Utilities Global to produce a batch of reports for multiple buildings.
For the owner's aged balances, see the Aged Balance List below.

1. Search or select Account Dissection.
2. Inthe top left of Report Setup screen, there are three radio buttons to chose from:
o Screen: Produces an on-screen preview of the report.
o Printer: Prints the report without any preview.
o Excel: Exports the report to Excel.
3. Inthe top right, you can chose the template you want by clicking the top ellipsis button [...] next to
Template.
4. There is also an ellipsis button [...] to chose a Printer, how many copies of the report you would like to print,
and the paper source.
5. Set any limits by double-clicking the blank cell next to the corresponding fields.
o Select Codes: Presents a list of lot accounts to select. Tag the required lots and click OK.
o Amount Start: Type the number of the first value of a range to search for.
o Amount Finish: Type the number of the last value of a range to search for.
o Report Nil Balance Item (YN): If left blank the report will not include any lots without a balance.
o Include Not Due Levies: This will increase the Balance and Current columns in the report as it
includes any levies generated with a due date after the report date.
o Account Group: This is designed for Multi OC buildings. To report only a single Account Group, add
the Account Group number in the Limit Data field.
o Report All Account Groups: Type a "Y" to generate the report for all Account Groups. This will show
each Account Group on separate pages. If exported to Excel, the report will show each Account
Group on a separate tab.
6. Click the Options menu to select either Code Number Order to sort the report by code number (in increasing
order) or Name Order to sort by name (A - Z).

7. Click OK.
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Aged Balance List

:’G'_') The instructions in this section relate to Aged Balance List. The icon may be located on your

Aged Balance | StrataMax Desktop or found using the StrataMax Search.
List

The Aged Balance List reports on all debit or credit balances, displaying the age of any outstanding amount(s)
for all owners. A global version of this report is available in Reports/Utilities (Global) to include multiple or all
buildings.

The Aged Balance List report is designed to calculate according to the 'Post Period' of each transaction; aging
by the month the transaction was applied in - for example if an invoice is entered on the last day of the month it
is Current, the next day being the first day of the month means the invoice will age into the 30+ Days balance
group.
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Aged Balance List Configuration
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1. No Records Printed Report
If a report produces no records, choose what happens:
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e Confirm Each Time
e Always Print Report

e Never Print Report

2. No Records Printed Report - Global Report
If a report produces no records, choose what happens:

e Confirm Each Time
e Always Print Report

e Never Print Report

3. Global Reports Open Access
If ticked, the the global report process will not check locked buildings.

Aged Balance List Report

When a lot has been put into legal action it will show the asterisk (*) symbol at the end of the owner's name
and also after the last arrears date. Due to lack of space, the date will display as 010115 instead of
01/01/15 while in legal action.

1. Search or select Aged Balance List.
2. Inthe top left of Report Setup screen, there are three radio buttons to chose from:
o Screen: Produces an on-screen preview of the report with options to print, email or save the report as
a PDF in Windows, or in DocMax.
o Printer: Prints the report without any preview.
o Excel: Exports the report to Excel.
3. Inthe top right, you can chose the template you want by clicking the top ellipsis button [...] next to
Template.
4. There is also an ellipsis button [...] to chose a Printer, how many copies of the report you would like to print,
and the paper source.
5. Set any limits by double-clicking the blank cell next to the corresponding fields.
o Select Codes: Presents a list of lot accounts to select. Tag the required lots and click OK.
o Name Start: Type the first single or few characters of the first name of a range to search for.
o Name Finish: Type the first single or few characters of the last name of a range to search for.
o Amount Start: Type the number of the first value of a range to search for.
o Amount Finish: Type the number of the last value of a range to search for.
o Report Nil Balance Item (YN): If left blank the report will not include any lots without a balance.
o Include Not Due Levies: This will increase the Balance and Current columns in the report as it

includes any levies generated with a due date after the report date.



o Current and Over: Type a 'Y' to display lots accounts that a have an arrears balance that is current
and older. The system does this by default.

o Thirty Days and Over: Type a 'Y' to only display lots accounts that a have an arrears balance that is 30
days and older.

o Sixty Days and Over: Type a 'Y' to only display lots accounts that a have an arrears balance that is 60
days and older.

o Ninety Days and Over: Type a 'Y' to only display lots accounts that a have an arrears balance that is
90 days and older.

o Over Ninety Days: Type a 'Y' to only display lots accounts that a have an arrears balance that is
current and older.

6. Click the Options menu to select either Code Number Order to sort the report by code number (in increasing
order) or Name Order to sort by name (A - Z).

7. Click OK.

Interest Calculation

See Interest Calculation for more information.

Levy Balance Control Report

This report is entirely optional, so not required to be produced. However, it has been designed to be produced
prior to generating levies, and is used for easy reference for inquiries from owners, and for checking that the
generated notices will be correct.

The options selected in Set Levy Tag Conditions will automatically tag the levies to report.

1. Search or select Levy Management.

Levy
Management

2. Click the GoTo > Levy Balance Control Report.
3. Inthe top left of Report Setup screen, there are two radio buttons to chose from:
o Screen: Produces an on-screen preview of the report with options to print, e-mail, save (as PDF), or
save to DocMax.
o Printer: Prints the report without any preview.

4. In the top right click the ellipsis button [...] to chose the printer, how many copies of the report you would
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like to print, and the paper source.
5. You can click the drop-down menu to chose a different Letterhead, but generally most will have only one.
6. Click Change Building and tag the building as required or use the keyboard shortcut Ctrl + A to tag all
buildings, then click OK (the next levy period should be tagged already).
7. Click Proceed.

Levy Register

The Levy Register can summarise the levies for the scheme, and be used to confirm the amount being raised for
each levy period. It can also be produced for a lot, displaying the amount each lot would pay for each levy period.

1. Search or select Levy Management.

Levy
Management

2. Click the Goto > Levy Register.
3. Inthe top left of Report Setup screen, there are two radio buttons to chose from:
o Screen: Produces an on-screen preview of the report with options to print, e-mail, save (as PDF), or
save to DocMax.
o Printer: Prints the report without any preview.
4. Inthe Select Lots tab, select the relevant lot as required. If no lots are tagged, StrataMax will include all lots
in the report.
5. Inthe Select Levies tab, tag the levy period to report on.
6. In the Set Start Date tab, use the Start Date drop-down to select a start date.
7. The Conditions tab has the following options:
o No Summary: Produces the report for the tagged lots (Select Lots tab) for the selected levies (Select
Levies tab).
o Summary Only: Produce the report for the selected levies for the building, this shows what each levy
period will raise.
o Summary and Lot Details: Produces the above two reports combined.

8. Click Proceed.

Levy Charge Schedule Report

This report displays information such as the levy period, the charge units (contribution and interest
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entitlements), the amount, etc. and is limited to a specific levy period for a specific fund (Admin, Sinking/Cap
Works/Maintenance, Insurance, etc.). The template for this report cannot be changed, but it can be produced in

Excel for further modification if needed.

1. Search or select Levy Management.

Levy
Management

2. Under the 'Maintenance' tab, select the levy fund (Admin, Sinking, Insurance, etc.) and the levy period, then

click the View button.

i Levies -
File  Options Goto Help

Strike  Generate  Resubdivision
Period Total for Cumrent Levy Year Entitlements

Financial Year:|01/08/22 to [31/07/23  Numberof instamerts:[4 | Contribution:

Levy Year  [01/10/21 to [30/09/22  Gross:| 0.30010000 | Net:[ 0.30010000 | Interest: [] Show Al Levies

3to 31/03/23 0.07500000 | 01/01/23

Invaoice Code Levy Name 13 Insurance Levy
o Admini Fund Number Period Rate per U/E DueDate Discount Date Discount Rate
05 Admin. Fund Special 00030 01/10/21 to 31112721 0.0:8250000 | 01/10/21 0.00
07 Sinking Fund 00041 01/01/22t0 31/03/22 0.07000000 |01/02/22 0.00
11 Sinking Fund Special 00042 01/04/22 to 30/06/22 0.07000000 |01/04/22 0.00
00043 01/07/22 to 30/089/22 0.07760000 |01/07/22 0.00
01/10/22 t0 31/12/22 0.07500000 [01/10-22 0.00

Edt || MNew ||  Delete || Showal b‘u“lew E

| Cancel | | Change Building | |

Close

3. When the 'Charge Schedule' screen appears, click the Print button.

Schedule Report

Charge Schedule for 00045
Levy Mo Type Levy Name Account No Lot Mo Charge Units  Gross Amount Met Amourt  Period
EEE 0210000 Q000 0 0 D(01/0 [

1 of | 60

Cancel

4. Inthe 'Report Setup' screen, select the output method; Screen, Printer, or Excel.

o If you select Screen or Printer you can optionally select the Preview button to display the report in an

on-screen table, which can then be printed, shown in Excel, or exported to a .txt file that can later be
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opened in Notepad or Excel.
o If you select Excel, the Excel sheet will open with a random file name and you should use the Save As
option instead of the Save option. This is because the Save option will save the file in a temporary

location, which is difficult to find afterwards.

£ Report Setup - Charge Schedule Report O >

File  Options Help

Template |SCHDHEP Charge Schedule Report
(®) Screen Q
= Printer | Default printeris not set.
= -
O Frinter = Paper Source | Automatically Select Copies |1
==l
O Bed 1y
Limits I| & Preview
Limit Mame Limit Data
oK
Cancel

5. Click OK to produce the report.

Next Year Discounts

This serves to provide a break down of the balance sheet line item 'Next Year Discounts' under the
Liabilities section in the Financial Statement. Next Year Discounts will automatically post to the account codes
that have been set up for discounts in the new financial year; the description will show as 'Brought Forward'.

StrataMax Online Help CTS 11

BALANCE SHEET

AS AT 31 JULY 2019

ACTUAL ACTUAL
31/07/2019 311212018

LIABILITIES
Creditors 11,748.93 0.00
Accruals (10.00) 0.00

(5.00) 0.00
Levies In Advance 2,976.98 0.00
TATAI | TADN ITIC S 44 TAN OA nonin

1. Search or select Next Year Discounts.
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Mext Year

Discounts

Immediately a list will display with discounts posted since the last levy generation.

. Click the Report button.

In the top left of Report Setup screen, there are two radio buttons to chose from:
o Screen: Produces an on-screen preview of the report with options to print, e-mail, save (as PDF), or
save to DocMax.
o Printer: Prints the report without any preview.
Click the Proceed button.
Clicking the Change View button will display additional columns in the window.
Click Export to open the report in Excel, or Print to display a preview

When finished, click Close.

Reporting Discounts Given

Discounts Given displays a report for levies with discounts for an individual fund.

1.

o M W DN

Search or select Discounts Given.

Discounts Given

Highlight the levy and click OK.
Click the Report button to proceed to the next step, or OK to close.
After clicking Report the Select Report Order window appears to chose Date Order or Account Code Order.
In the top left of Report Setup screen, there are two radio buttons to chose from:
o Screen: Produces an on-screen preview of the report with options to print, Email, Save, or add to
DocMax.
o Printer: Prints the report without any preview.
Ticking the Preview box will display the report in a table before
In the top right click the ellipsis button [...] to chose the printer, how many copies of the report you would
like to print, and the paper source.

No further amendments should be required, so just click Proceed.
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