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H-.'-I:I- The instructions in this article relate to Creditors Management. The icon may be located on

Creditars | YOUr StrataMax Desktop or found using the StrataMax Search.

Management

The Creditors Management icon is for previewing Creditor Invoice details and will assist with checking
important information such as the balance, invoice totals, any outstanding balances, credit notes,
payment held status and BPay Reference information. There is also the option to include Master Chart
Status to assist with Creditor account cleanup and checking if the Creditor account is in the Master
Chart, or has a different account code to the Master Chart. Reports can also be produced to Excel on a
global basis.

The creditor invoice activity report, which can be used for the StrataMax Online Portal can be set to
upload for a configured period as outlined below.

Creditors Management | Security Setup

To access Creditors Management screen, the user must have the permission set to 'Allow' for 'Creditors
Management' under the 'Creditors' category in Security Setup.
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http://smhelp.stratamax.com/help/stratamax-desktop
https://smhelp.stratamax.com/help/stratamax-desktop#stratamax-search
https://smhelp.stratamax.com/help/security-setup

Creditors Management

On accessing the Creditors Management screen, default fields will be applied: Current Building, Master
Chart Code, Creditor Name, Has Balance or Issues 'Yes' and Status to allow for quick searching of
Creditor Invoices. Regularly used searches can be saved for future use or saved as aDashboard item for
quick access. Each Creditor account listed in the results can be selected, and all the information available
for the Creditor account will be displayed in the bottom grid allowing for BPay CRN details to be edited,
any document attached to be viewed, and the Creditor Invoice to be placed on hold or removed from
hold as well as being tagged as paid if appropriate. There is also the option to include Master Chart
Status to assist with Creditor account cleanup and checking if the Creditor account is in the Master
Chart, or has a different account code to the Master Chart.

1. Search or select Creditors Management.
2. Use any of the 'Fields' to narrow down the results to what you would like displayed, then click the
Refresh button to display the results.
o The Refresh button needs to be clicked each time any of the 'Fields' are changed to display a

new list of results.

Creditors Management | Edit BPay CRN Details

If a Creditor has a warning alert details can be viewed in the bottom grid once the Creditor account is
selected. If it is noted that the BPay CRN is missing, you can click the pencil icon to edit the details or
select from the dropdown to correct the issue prior to moving into the Paymentsicon.

1. Search or select Creditors Management.
2. Use any of the 'Fields' to narrow down the results to what you would like displayed, then click the
Refresh button to display the results.
o The Refresh button needs to be clicked each time any of the 'Fields' are changed to display a
new list of results.
3. Select the Creditor account with the warning alert and view the details in the bottom grid.

4. Click the pencil icon and adjust the BPay CRN as noted on the invoice from the supplier.

Creditors Management | Place Creditor Invoice on Hold

Creditor Invoices can be placed on Hold with a single button click from Creditors Management. Placing
a Creditor Invoice on Hold will withhold the balance from payment until released from Hold.

Please note that the Hold tick box is controlled by a permission in Security Setup called 'Hold
Creditor Invoices'.


http://smhelp.stratamax.com/help/security-setup
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1. Search or select Creditors Management.
2. Use any of the 'Fields' to narrow down the results to what you would like, then click the
Refresh button to display the results.
o The Refresh button needs to be clicked each time any of the 'Fields' are changed to display a
new list of results.
3. Click on the Creditor record to list any Creditor Invoices for the building and creditor account in the
lower half of the screen. Tick the 'Hold' box to place the creditor invoice on hold.
o If you need all invoices for this particular Creditor in the building to be on Hold or off Hold,
click on the ‘Hold All and 'UnHold All to collectively set the status.
o If the Building is configured for Invoice Hub approval, the On Hold will not be able to be

adjusted until the Invoice has been approved via the Invoice Hub.

W Creditor Management - ] >
‘ (%) Refresh | | Export | | \t Advanced
|| Field Condition Value
|—| Current Building |Z|
[=] Creditor Cade [7] [is equaito - x
|—| Creditor Name |L| starts with = at
|:| Has Balance or Issues |L| is equal to ® Yes ) No
|:| Status |L| is not any of S |L| Banned |F| Inactive ﬂ
3 1 record displayed
Building Number  Building Name Creditor Codi  Creditor Name Balance Invoice Total Credit Note Total ~ On Hold Total 0 O status
< >
011122 LANA RESORT Balance: -250.00 Invoice total: 0.00 Cheque
08200002 BODY CORPORATE MANAGER Credit Note total: -250.00
No compliance status found [] Show More Information
Invaice Number Date Work Order Hub BPAY CRN Reference Amount  Paid Amount Description Expense Account Hold
223423434 31/10/2022 D0000001 250,00 0.00 Fix hole 12900 BUILDING REPAIRS {’m

Load/Delete Search Save Search Save Search As | ‘ Close




Creditors Management | Move Creditor Invoice off Hold / OK to Pay

Creditor Invoices can be removed from Hold and made available for payment with a single button click
from Creditors Management.

Please note that the Hold tick box is controlled by a permission in Security Setup called 'Hold
Creditor Invoices'.
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1. Search or select Creditors Management.

2. Locate the Building / Creditor record by adjusting the Fields as required.
Tip: Click Refresh if changes to Fields are made.

3. Click on the Creditor record to list any Creditor Invoices for the Building and Creditor Account in the
lower half of the screen. Click 'Hold' to remove the tick so that the Creditor Invoice is removed from

Hold ready for the payment process.

o If you need all invoices for this particular Creditor in the building to be on Hold or off Hold,
click on the ‘Hold All and 'UnHold All to collectively set the status.
o If the Building is configured for Invoice Hub approval, the On Hold will not be able to be

adjusted until the Invoice has been approved via the Invoice Hub. Refer to the Hub field.


http://smhelp.stratamax.com/help/security-setup

e Creditor Management

‘ (%) Refresh | | Export | | \\ Advanced
|| Field Condition Value
|—| Current Building |z|

[=| creditor Code [7] [is equaito - x

|—| Creditor Name |L| starts with = Pat

|:| Has Balance or lssues |L| is equal to ® Yes O

No

|:| Status |L| is not any of S

O'I record displayed

|L| Banned |§| Inactive ﬂ

Building Number  Building Name Creditor Codi  Creditor Name Balance Invoice Total Credit Note Total ~ On Hold Total 0 0 Status
< >
011122 LANA RESORT Balance: -250.00 Invoice total: 0.00 Cheque
08200002 BODY CORPORATE MANAGER Credit Note total: -250.00
Mo compliance status found [] Show More Information
Invoice Number Date ‘Work Crder  Hub BPAY CRN Reference Amount  Paid Amount Description Expense Account Hold
223423434 31/10/2022 D0000001 250.00 0.00 Fix hole 12900 BUILDING REPAIRS) ]
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Creditors Management | Edit Description

In order for this function to be available, the permission called 'Transaction entry edit reverse' under the
'Data Entry' category, must be set to 'Allow' in Security Setup.
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1. Search or select Creditors Management.

2. Locate and select the creditor invoice by adjusting the fields as required, then clickingRefresh.

3. In the bottom section of the screen, click the Edit Description button (small pencil button under the

'‘Description' header).


http://smhelp.stratamax.com/help/security-setup

8 Search Creditor Invoi - O bt
|| Field

|—| Current Building

|—| Invoice Date Dates I:ﬂ

3 14 records displayed

Reference Invoice [ or Code  Creditor Name Expense Code  Expense Name Details
ABC Painting Co 15810 PAINTING - INTERNAL
pore P PP —— P ——————— E———— .
300621 STRATA Total: 500,00 Qutstanding: 500.00 ©EFT
(D 08200012 ABC Pai
Invaice Number Refel 3 Description Expense Account Amount  Paid Amount Hold
08765 DO000014 Painﬁng - Internal 15810 PAINTING - INTERI 500.00 000 [
- R Pay Immediately
Edit Description
| Tag Paid Invoices || HoldAll || Unhold All |
View Creditor Contact ‘ | Load/Edit/Delete Search | Save Search ‘ Save Search As | ‘ Close ‘

4. The 'Change Description' window will appear, and the Description field can be edited. Click
Save when done.

o The 'Change Description' window will close, and the change can be observed immediately.

E STRATAMAX OMLINE HELP KEEP 300621 - C... - O *
Crediter 08200012 ABC Painting Co
Invoice Reference DO00DO14
Invoice Date 02/04/2024
Crescription |Painting - Ed'rlec‘ |

Invioice Number 08765
Invoice Amount 500.00

Amount Outstanding 500,00
| Save “J' Close
1.

Creditors Management | Tag Paid Invoices

If there is an Invoice that is on Hold and not paid that matches a Credit Note entered, it can be tagged as
paid. Once tagged as paid, the Creditor Invoices will no longer display in any Unpaid Invoice searches or
reports.

Please note that the button 7ag Paid Invoicesis controlled by a permission in Security Setup called
‘Creditor Balance / Tag Paid Invoices'.


https://smhelp.stratamax.com/help/security-setup
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1. Search or select Creditors Management.

2. Locate the Building/Creditor record by adjusting the Fields as required.
Tip: Click Refresh if changes to Fields are made. Or use a Saved Search for On Hold .

3. Select the Creditor account and view the details in the grid in the lower half of the screen.

4. Untag as Hold any Creditor Invoice which matches the Credit Note balance.

5. Click Tag Paid Invoicesto view all available unpaid Creditor Invoices for the selected Creditor
account.

6. Tag/tick the Credit Note and Creditor Invoice, the Difference must equal 0.00 to be able to click

Save.

Creditors Management | Tag Paid Invoices - Convert Journal Balances to Invoices

To draw a payment a Creditor Invoice is required. Use Tag Paid Invoiceto correct Balances that have
been journaled to Creditor accounts, this tool will convert a Journal to a Creditor account to a Creditor
Invoice. A journal may have been entered to a Creditor account to adjust the balance, such as an ATO
adjustment, however Creditor Invoices are required for any balance to a Creditor account, so this tool
will assist with moving the journal and creating a Creditor Invoice.

Please note that the button 7ag Paid Invoicesis controlled by a permission in Security Setup called
‘Creditor Balance / Tag Paid Invoices'.
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1. Search or select Search Creditor Invoice Items.
2. Locate the Building/Creditor record by adjusting the Fields as required.

o Tip: Click Refresh if changes to Fields are made. Or use a Saved Search for On Hold .


http://smhelp.stratamax.com/help/security-setup

Select the Creditor account and view the details in the grid in the lower half of the screen.
Select Tag Paid Invoices.

‘Convert journal balances to invoices' will be available in the lower half of the screen.
Click Add.

Enter the details into the fields for the Creditor Invoice to be created.

Click Save.
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Please see the example below of a balance on the Australian Taxation Office ATO Creditor account due
to a Journal being entered to make an adjustment to the Creditor account balance. The Convert Journal
Balances to Invoicetool will create a Creditor Invoice for the balance.

| @ Refresh |[ Bport || - Advanced
[ Fiela Condition Value
[=] currentBuilding [z
B [ e o Bl x
[ i B | I
[—‘ Has Balance or lssues E is equal to @ Yes O No
e g [ asres
@ 4 records displayed
Building Number  Building Name Creditor Code  Creditor Name Balance Invoice Total Credit Note Total  On Hold Total @D ] ' Status Aec
G5k Banaa foilioo g220000 DDy ~ocoTAD 4 g 6 .
|
Feree Building REED E20 : R L EMER i - U RER
Renee Building KEEP 08201000 ABC Strata 1,000.00 1,000.00 0.00 0.00 € None
< >
5656 Renee Building KEEP Balance: -100.00 O Invoice totak: 0.00 Cheque
(D 08200003 AUSTRALIAM TAXATION OFFICE Credit Note totak 0.00 None
Invoice Number Date Work Order Hub BPAY CRN Reference  Description Expense Account Amount  Paid A L
Tag Paid Invoices

Views Creditor Contact | | Invoice Actvty Report | | Aged Bolances | [ 42 || Losd/tdivelete seareh e search || Save Searchs || close |




e Creditor Balance / Tag Paid Invoices - Renee Building KEEP 565¢

- O X
Creditor Code 08200003 Balance -100.00 Inveices 0.00
Creditor Name AUSTRALIAN TAXATION OFFICE Credit Notes -100.00
Difference 0.00
Reference Invoice Date Invoice Number Invoice Hub  Description Qutstanding
Convert journal balances to invoices I + Add
Invoice Date  Description Expense Account Amount
Invoice Date 28/02/2023 | = >
Description ATO Credit
More Info  Credit for an Adjustment made
Expense Account | 12305 AUDITORS - AUDIT SERVICES
Amount -100.00
Save Close
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E
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fm=| Current Building [=]

S e 5 i

=] Creditor Hame [2] [starts it = x
=] Has Balance or tssues |_:_ is equal to ® Yes O No

=] starus B [asanst - [*] sannea [3x]
Qniwu: displayed

| Buildng Number  Buildng Name

Creditor Code  Creditor Hame EBalance Irvoice Total Credit Note Total  On Hold Total D ] 5 Seatus AL

5656 Renae Building KEEP 08201000 ABC Strata 1,000.00 1,000.00 0.00

0.00 8 Mone

5656 Rere Building KEER Balance: -100.00

Irrdice totak 000 Chegue
0 DEA00003 AUFSTRALIAM TAXATION OFFICE

Credit hote total: 10000

Expente Accourit

12505 AUDITORS - AUDN

Journals can only be entered to a Creditor account from the Old Year, use Creditor Invoices and
create a Creditor Note if required in the Current Year.

Creditors Management | Log

To check when a Creditor Invoice was moved to or from Hold, this can be viewed from theLog
Viewer with a Category of 'InvoiceHold'.

1. Search or select Log Viewer.

2. Adjust the Category field to /InvoiceHold.
3. Click Refresh.

a Search Logs

[ @ Refresn |[ oport || N Advanced |
Field Condition Value

[=] Date/Time [=] [is onorafter = | [J Specific Dates

[=| current Building [zl

[=| categary [7] lis equalto =] "nvoicekold [ =]

[=] Usemame [7] [is equalto - x

@ 5 records displayed

Date/Time Log Lev Username Description Building Category
28/06/2023 3:40:37 PM Info lana.clarke Invoice D000C00T now on hold 011122 InvoiceHold
28/06/2023 3:40:36 PM Info lana.clarke Imvoice DO0OD000T now ok to pay 011122 InvaiceHold
28/06/2023 3:40:35 PM Info lana.clarke Invoice 0000001 now on hold 011122 InvoiceHold
28/06/2023 3:40:34 PM Info lana.clarke Invoice DO0O0000T now ok to pay 011122 InvaiceHold
28/06/2023 3:40:34 PM Info lana.clarke Invoice D000000T now on hald

011122 InvoiceHold


http://smhelp.stratamax.com/help/log-viewer

Creditor Invoice Activity Report

The Creditor Invoice Activity Reportwill display all invoices, paid or unpaid, for a specific period (using
the Creditor Invoice date), based on the number of days set and is not limited to current and old year -
the date range can be entered for historical year invoices also. This report can also be viewed on

the StrataMax Portal and is refreshed each night duringthe upload process. There is a separate
configuration for the Invoice Days for both the standard report and the StrataMax Portal version of the

report.

—_

Search or select Creditor Management.

Click on the /nvoice Activity Reportbutton.

A w0Dd

Check the Building and Distribution Method and click Proceed.

The Report Distribution screen will open with the Creditor Invoice Activity Report selected.

The period date range is displayed in the top right hand corner and if the Creditor Invoice date falls

in this range the invoice will report.

26/10/2021) 08202467 Lana Gardening
Total Processed and Paid

110.00

Creditor Invoice Activity Report | Configuration

Page | Invoice Activity Report 0970912021 to 0871272021
T
T
BUILDING FORMAT PLAN NO. 2021
Date Creditor A/cCreditor Name Amount Expense A/cExpense Name Details RefNum  Invoice No Paid?
Invoices Processed and On Hold
15/10/2021) 08200358 Lana Maintenance 350.00 13010 Caretaker June 2021 D0000006 454 On Hold
Total Processed and On Hold 350.00
Invoices Processed and Paid
110.00 13905 Garden & Grounds Garden & Grounds DO0000007 4578 Paid

There is a separate configuration for the Invoice Days for both the standard report and the StrataMax

Portal version of the report.

—_

a r 0D

Search or select Creditors Management.

Click on the /nvoice Activity Reportbutton.

The Report Distribution screen will open with the Creditor Invoice Activity Report selected.

Click on the cog wheel to access the Configuration menu.

Update the /nvoice Days as required. Click Close to save and exit.




i Report Distribution - STRATAMAK OMLINE HELP 123456 - O X

Creditor Invoice Activity Report

Building: |STRATAMAX ONLINE HELP 123456 ... |

o Creditor Invoice Activity Report 14 c:Comp 4o ¥ @ Distribution Method
"l' Report | ‘@J Attachrnent | ~ \\fsint\Building 75h 3§
Excel Export | | Proceed | | Close
2% Configuration — O *
Settings
Invaice Days |30 |
Template
Template | InvActComp Invaoice Activity Report N |

Creditor Invoice Activity Report - StrataMax Portal | Configuration

The Creditor Invoice Activity Report is available for upload to theStrataMax Portal. The configuration for
the StrataMax Portal report days differs from the standard Creditor Invoice Activity Report.

—_

Search or select Creditor Management.
Click on the cog wheel at the bottom of the Creditor Management screen.

The Invoice Days for Invoice Activity Reportcan be set for the StrataMax Portal.

w0 D

Click Close to save and exit.


http://smhelp.stratamax.com/help/stratamax-portal-reports-and-documents

#% Configuration — O ot

StrataMax Website

Invoice Days for Invoice Activity 120
Report

Creditors Management | Report

A Creditors Management Report can be created into Excel fromCreditors Management. The current
data displayed in the Creditors Management menu will be reported on, so if you require specific
buildings or creditors you can adjust the Fields in Creditors Management, such as removing 'Current
Building' to report across the portfolio globally. Alternatively filters can be applied to Excel once the
report has been produced.

1. Search or select Creditors Management.
2. Adjust any fields as required or Load a Search.

3. Click Exportto open an Excel report version of theCreditors Management information.



