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olla This article covers an overview of the Task Management interface and the various
‘/ options, functions, and buttons available. The icon may be located on your StrataMax
Task .

Man:;emem Desktop or found using the StrataMax Search.

The Task Management screen provides users with the tools to efficiently manage the varying tasks
associated with strata management, ensuring nothing is missed. Tasks can be associated with a
building; where not associated to a building the task is considered an office task.

Task Management | Task Details Overview

This section provides an explanation of fields & functions available in the Task Details window, which
appears when the user creates a new task or opens an existing task.

1. Due Date: The date the task is due.

2. Title: Used to identify the task name, and is also used by the search field in the main Task
Management screen.

3. Description: Additional text to provide a more detailed explanation of the task, and is also used by
the search field in the main Task Management screen.

4. Building: The building the task relates to. If it's left blank, the task is considered an office task. This
is also used by the search field in the main Task Management screen. Remove the building
selection by clicking the red X.

5. State: A drop-down menu to help manage the various states of a task. Available for selection are
Not Started, In Progress, Blocked, Abandoned and Complete. The state of a task can be updated
manually or by drag and dropping a task to a different column in the Kanban view.

6. Priority: A pick-list to assist with managing the urgency of a tack. Available for select are Low,
Medium and High.

7. Assigned To: A pick-list of users & user groups from StrataMax security. Tasks can be reassigned
whenever required.

8. Category: A picklist that can be managed via the Categories button to assist in grouping tasks such

as Maintenance, Correspondence, Procedures.


http://smhelp.stratamax.com/help/stratamax-desktop
https://smhelp.stratamax.com/help/stratamax-desktop#stratamax-search

9. Parent Task: Use this ellipsis button to select a Parent task to assign this task to, which turns this

task into a child task.

F Task Details : Pest Control

DueDate |30/09/2026 |+ e
Title |Pest Centrol Tasks

Description | Parent Task for Pest Control

Building STRATAMAX OMLIMNE HELP KEEP 300621 + | > e

State | In Progress

Priority ehﬁedium "|
Assigned To  |tristan.collins
Category |Telm'rte Inspection v| KB d_‘
Parent Task I!

9

10. Add Link: URL & file links can be added to provide quick access to information, procedures etc.
Multiple links can be added along with a name for easy identification. To add a link, type or paste
the website URL or the file path into the URL field, then type a name, and click the green plus

button. Once added, any links will appear in the Links tab where they can be clicked to open them.

URL . . A
Add Link |www zapthepests.com.au | +

Mame |Zap Pests |

Documents (1) Links (1) | All Related Tasks (2]

&2 | Termites Gone 2%

11. Documents / Add Document: The Documents tab will display any documents that have been added
to this task. Open the document by clicking the icon to the left of the name. To remove the
document from this task, click the red X button to the right of the name. To add documents, click
the Add Document button in the bottom right of the Task Details window and locate the document

from the DocMax Select Document window.
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These are also some notes x

25 Sep 2026 - tristan.colling

Documents (1) | Links (1) | Time entries (0} | All Related Tasks (2) |

StratalMax_Reecel X These are the notes x

25 Sep 2025 - wistan.colling

|| Add Document |I| Save and Close || Close

12. Time Entries: Where time entries for this specific task are managed and added. See7imed

Tasks further below in this article for more details.

Documents (0) | Links (0)f Time entries (1) | All Related Tasks (1) |

Add time entry
Operator Elapsed Comment Billing status
tristan.collins 00:01:41 This is a test comment Billable 4 »

13. All Related Tasks: Displays any Parent or Child tasks associated with this task. Related tasks can be

opened by clicking the Pencilicon. See Task Managemem‘/Ch/'/d Taskfor more info.

Parent Tazk [IE
URL | |
Add Link
16 -

Mame |

Documents (1) | Links (1)] Al Related Tasks (2)

Pest Control Tasks (this rask)
Dues 30 Sep 2026

Termite Inspection )
Due 37 Ot 2038 Medium Mot Started E]

Medium In Progress

14. Checklist: For tasks that may require multiple action points, items can be added to the checklist
and marked completed individually. Once all items in a checklist are marked as complete; the task
state will update to Complete also.

o Checklist items cannot be edited, so if there is a typo or mistake, the checklist item needs to
be deleted by clicking the red X and then added as a new checklist item.

15. Notes: Notes can be added to a task to help capture important information throughout its life cycle.
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These will present with a date and username on them.

o Notes cannot be edited, so if there is a typo or mistake, the note needs to be deleted by

clicking the red X and then added as a new Note.

16. Save and Close: Click to save the new task or any changes and close theTask Details window.

17. Close: Click to close the Task Details window without saving.

Create a New Task

To create a new task, including applying a Task Template, follow the below steps:

1. Open Task Management.
2. Click on the Add Task button.
o When in Calendar view, the user can double click within a date to create a new task or open
an existing task.
3. To apply a Task Template, select one from the Task template drop-down menu, then (optionally)
click the Preview template button if required, then click the Apply template button.

o See Task Auz‘omaz‘/ons/ Task Templatesfor info on how to create and manage Task

Templates.
N Task Details : New Task — O X
Task template =
Commities-Metings
Due Date 29 Drag and drop template test
Title N Levy Generation Test Edit
Pauls Dev Template -EEI
Description - ¢ -
Recerved Insurance Claim
TCs Clone Task Template
Tristan's Task Template
VOCM

4. Enter or change any information required in the task as per theTask Details Overview section
above for an explanation of the various settings and fields.

5. Click Save and Close.

Edit/Update a Task

This section describes how to edit / update a task. A task can also have the state updated by drag and
dropping it to a different column in the Kanban view.

1. Open Task Management.
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2. Locate the required task and double click to open it.
3. Update information as required as per the Task Details Overview section above for an explanation
of the various settings and fields.

4. Click Save and Close.

Delete a Task

This section describes how to delete a task, which cannot be undone.

1. Open Task Management.
2. Locate and select the required task.

3. Click the Delete Selected button.

Task Management | Interface

There are three views available in the Task Management screen, and there is also theSearch Tasks
screen, which can be used to access all tasks, report / export tasks, and create Dashboard items, etc.
Each user can set their desired default view in the Configuration window.

List View

By default, the list view displays tasks inDue Date order and can be changed by clicking on the column
headers. To open a task, simply double-click it. The percentage number in the Progress column observes
the Checklist Items within the task.

A search bar is available above the list and will search the task Title, Description, and Building.

The colour of a task indicates the priority, which is set in the Task Details screen; these can be Low
(green), Medium (yellow), or High (red).
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Kanban View

The kanban view displays tasks in columns based on the state field. Additional columns of Abandoned
and Blocked can be included if the setting is ticked under Kanban Options within the Kanban view or if
'Show Extra Board Columns' is ticked in the Configuration window.

A search bar is available above the list and will search the task Title, Description, and Building.

The colour of a task indicates the priority, which is set in the Task Details screen; these can be Low
(green), Medium (yellow), or High (red).

Tasks can be dragged from one column to another which will update the state of the task based on
where it is dropped, and to open a task double click on it.

Tasks in this view will also indicate if they are aParent task, and have any Child tasks within, and if they
belong to a Parent task.
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Calendar View

The calendar view allows users to see tasks within a monthly or weekly view, with additional
configuration available to show / hide weekends.

A search bar is available above the list and will search the task Title, Description, and Building.

When in Calendar view, the user can double click within a date to create a new task or open an existing

task.

The colour of a task indicates the priority, which is set in the Task Details screen; these can be Low
(green), Medium (yellow), or High (red).




i Task Management

Date Filter

| Today | I Tomerrow
| Thisweek || NextWeek
[ ThisMonth || Clear

~ | Custom Range

[[] Show completed in last 7 days

Assigned To

@ Show All

) Me And My Groups
() Specific Assignment

tristan.colling E

Building / Company Filter

(® All Buildings

) Current Building

) My Buildings (Account Manager)
) Office Tasks

Category Filter

Show All

Calendar Options
[] Show Weekends

® Month View
) Week View

Q| Tasks found: 221

= ] X
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Regular Schedule - Build... Uses Emgpty Desk Bins x
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Task Management | Filters

The filters available in Task Management remain the same regardless of whether using the Kanban, List
or Calendar views. The filters are used to manage what tasks will display.

Date Filter

By default, no date filters are automatically applied. To limit tasks displayed, select from the quick date
filters or set a custom date range.

Tick Show completed in last XX daysto include completed tasks within the set number of days. The
number of days displayed in this setting is based on the number set in the Configuration. Tasks that
have been completed will show with a line through them.

Date Filter

|  Teday || Tomomow |
| Thisweek || Netweek |
| ThisMonth ||  Clear |

v | Custom Range

[] Show completed in last 30 days
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Assigned To

By default the assigned is set to your username. Select either other users or user groups to view tasks
assigned to them. To view tasks assigned to all users & user groups tick Show All. To view tasks
assigned to your username of security groups you are a member of, select Me and my groups.

Assigned To

@ Show All

() Me And My Groups
() Specific Assignment

Building / Company Filter

By default A// Buildingsis set when opening Task Management, but other filters can be selected.

e All Buildings will display tasks for all active buildings.

e Current Building will display tasks for the currently selected building.

e My Buildings (Account Manager) will display for the users buildings where they are set as the

Account Manager. The user name must be linked to the Account Manager in Account Manager

Edit.

¢ Management Office can be selected if the Management Office function is being used in StrataMax.

Once ticked, select the required Management Office to view the tasks for the buildings associated

with the selected Management Office.

o Office Tasks can be ticked to display Office Tasks, that are not associated with a building.

Category Filter

Building / Company Filter

(® All Buildings

() Current Building

() My Buildings (Account Manager)
() Management Office

[

() Office Tasks

By default no category is selected. To filter by a specific category, untickShow Alland select the

required category.

Category Filter

| A

Show All
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Kanban Options (only displayed in Kanban view)

Tick Show All Columnsto include any tasks with the state of Abandoned and Blocked.

Kanban Options
[] Show All Columns

Calendar Options (only displayed in Calendar view)

e Show Weekends can be ticked to display weekend days within the calendar.

e Month View and Week View can be selected to view the calendar as either monthly or weekly.

Calendar Options
[] Show Weekends

@ Month View
) Week View

Task Management | Categories

Categories can be assigned to tasks to assist with grouping them, whether it be via filters, searching,
reports, or Dashboard items.

e To add a new category, select Add Category.

e To edit a category, change the Category Name and select Save Changes.

Categories are not able to be deleted if they have been used for a task.
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Task Management | Child Tasks

This section covers the topic of Child Tasksin the Task Management screen. Child Tasks allow a main or
Parent task to be broken down into multiple activities that can be assigned to different users and
completed on different dates.

Child Tasks can be created within any type of Automation. Child Tasks can also contain additional Child
Tasks, creating multi-level task structures for complex workflows.

Add a Child Task to an Automation

This section explains how to add a child task to an automation. This can be done whilst setting up a new
automation or retrospectively to an existing automation. Child tasks can also be added to existing child
tasks, creating multiple of layers of tasks and sub-tasks.

Note that when a child task is added to any existing task automation, any tasks that have already been
created based on the automation, will not add the new child tasks.

1. Search or select Task Management and click the Automations button.

2. In the Task Automation window, expand the relevant automation section or use the search field to
locate and select the automation required.

3. Click the Add child task button and the new child task will immediately appear slightly indented,

under the existing task with the Task title'New Task.'



B Task Autornation = o *

Task automation @]
Create tagks from business events, recurring schedules, of reusable termplates,
= CHILD TRSK
ke Clane automation || Add child task
New Task ‘L
] Show disabled
® Task Templates & ’.—_l Created with parent Ownership
4 Reusatle tark definitions i task template This. chid task is created when its parent is created, Chonse who receives each genersted task
Cammiittes Mettings . Task due before / after event date ] days ] Assign to the building sccount manager
" Reusable taik template Assagn fo Wsers D
Category Building Insurance b
. [Dvagand drop template test Task to create | l
Feusable task template
This becomes the fask urers see in Task Managemerit
. Levy Generation Test Edit : Task tith New Task i
Feuzable task bemplate T Checklist template
Descrigtion Task Description Ewery genersted task ttarts with thete chedidist ibems,
. Pauls Dev Template % | .
o i Add item

Fleusable task template

. Received Imsurance Claim
Bleusable task template

. TCsClome Task Template
Reusable task template

Trictan's Task Template
Reusable task femplate

Pew Task Lo
Child task

. WOOMm
Reusable task template

| Delete automation | [ Saveallchanges | [  Close |

4. The unique field in a child task is in theCreated with parent section, called Task due before/after
event date. This figure will be number of days the child task is due relative to the due date of its
parent task.

o A positive number will result in the child task being due that number of daysafter the due date
of the parent task.
o A zero will result in the child task being due on thesame date as the parent task.

o A negative number will result in the child task being due that number of daysbefore the due

date of the parent task.
5. For guidance and information on the rest of the fields and options, see7ask Management/ Creating
New Automations.

6. The Click the Save all changes button.

Add a Child Task to an Existing Task

This section explains how to add a child task to an existing task. This can be done whilst adding a new
task, or it can be done retrospectively to an existing task. Rather than creating a child task inside an
existing/parent task per se, a task needs to be assigned to another existing/parent task.

1. Search or select Task Management.

2. Either follow the process to Create a New Task or select an existing task that willbecome the child
task.

3. The field to note is the Parent Task field. Click the ellipsis button and the 'Select Parent Task'
window will open.

4. Use the Search field to locate the required task, or scroll and select the task that will become the
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parent task.
5. Click the Select button and the 'Select Parent Task' window will close, with the Parent Task field

now populated.

Due Date
Title

Description

Building
State

Priarity

Assigned To

Add Link

6. Add any remaining details and configure any other fields or options.

Task template |

Documents (0) | Links ()

(2211012026 [ =] Checklist
'TC's New Child Task

Description of ¥C's Mew Child Task

ﬂ Select Parent Task

I temp I

|: Title Due Date Assigned To  State
LUl New task with no template 16/09/2026 12:00:C NotStarted
Medium

tristan.colli

Select Close

7. Click the Save and Closebutton.

9=

Add Document [ | Save and C|

Reassign or Remove a Child Task from an Existing Task

This section explains how to replace or remove a child task from an existing task. This can be done
whilst adding a new task, or it can be done retrospectively to an existing task. Rather than removing a
child task from an existing/parent, a child task needs to have the assigned parent task changed or
removed from within the child task's 'Task Details' window.

1. Search or select Task Management.

2. Locate and open the child task so the 'Task Details' window opens.

3. If the child task needs to be assigned to a different parent task...

o Click the ellipsis button next to the Parent Task field, and the 'Select Parent Task' window will

op

en.

o Use the Searchfield to locate the required task or scroll and select the task that will become

the parent task.

o Click the Select button and the 'Select Parent Task' window will close, with the new Parent

Task assigned.



4. Toremove the parent task, click the red X to the right of the ellipsis button next to theParent

Task field.

F Task Details : TC's New Child Task Mew task with no template

Due Date ﬂ

Title |TC's New Child Task
Description | Description of YC's New Child Task

Building | -
State | Not Started -|
Pricrity | Mediurn = |

Assigned To |tristar|.col|ir|s | |

Parent Task ‘Newtaskwith notemplatelzl >

URL Clear Parent Task
Add Link 3 | | | m

Task Management | Automations

The 'Task automation' screen is where users can manage the three different types of Task Automations,
which are Events, Schedules, and Task Templates. Each section and item can be expanded using the
arrow beside the heading to display their automation items or their child tasks. Users can also clone
existing automations from this screen, as well as create Child Tasks for each of these Automation types.

The Automations button has a permission associated to it in Security Setup, which is called 'Manage
Automations'. If the Automations button is inactive for a specific user, check this permission and ensure
it is set to 'Allow’ or is inheriting from a parent permission that grants access.

Here are some key features and functions within the 'Task automation' screen.

e The search field can be used to search anywhere in the automation name, including child tasks.

e Ticking the Show disabled box will display automations that have been disabled by removing the
tick in their Enabled box.

e Drag & Drop support so automations can be reordered or moved to other automations of the same
type. This can be used to convert a child task to a top-level automation of the same type.

e Cloning an automation is essentially creating a copy of it.

e A child task is designed to be a way of breaking down a larger, overarching task into a number of
tasks that belong to the overall or Parent Task. These child tasks can be created within all three

Automation types and can be assigned to different users and completed on different dates.
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Task Automations | Drag & Drop and Reordering

Drag & Drop support allows users to reorder or move automations and child tasks to other automations
of the same type. This can be used to convert a child task to a top-level automation of the same type, or
to add multiple layers of sub-child tasks.

® Task Templates 2
Reusable task definitions

Committee Mettings
Reusable task template

Prepare Agenda :
Child task

| Drag above or below to reorder, or onto an automnation te make it a child

| Mew task template | ”

Issue Agenda

Select the drag handle (six small dots to the right of the item) > Hold down the mouse button > Drag the
automation to the required position.

® Task Templates 2

Reusable task definitions New lask template |

—CommmrmitteE et [;&;: :

LAy BEed R =g e B o g 1 =

Prepare Agenda . @
Child task h

Issue Agenda @

When releasing the mouse button, it's important to be aware of where the mouse cursor is in the
automation item, as this impacts the outcome of the dragging & dropping.

e Dropping it to the top zone of a child task will place the item above it. Whilst dropping it in the top
zone of main or parent task, will move it out of the parent task and essentially convert it to an
automation of the same type.

e Dropping it to the bottom zone of a child task will place the task below it. Whilst dropping it in the
bottom zone of main or parent task, will move it out of the parent automation and essentially
convert it to a separate automation of the same type.

e Dropping it into the centre zone will place the automation or child task inside that item as a child

task. If dropped into an existing child task, it creates a sub-child task.

Task Automations | Events

Event Automations observe various data triggers, which are spread out through different areas in
StrataMax. Once they have been set up (and enabled), they are created for the upcoming dates based



on the number entered into the '‘Create Task with due date X days before.’

Create Task Events

1. Search or select Task Management and click the Automations button.

2. In the Task Automation window, click the New eventbutton on the left side.

3. The cursor immediately highlights the Name field, so a new name can be entered, and the Task

Event will be placed in alphabetical order in the list of Events on the left.

4. The only unique fields in Events are located in the orange 'When this event happens' section.

o The Data triggeris a drop-down menu to select from a series of event types that happen

throughout StrataMax. Refer to the table below for an explanation of each of these events.

o The number entered into Create task with due date X days beforemeans the task created

from this Event Automation will be due that number of days before the event occurs. For

example, if /nsurance Dueis selected and '30' is entered into the field, a task will be created

with a Due Date 30 days before the Due Date in the BUILDING policy type in the

Insurance screen.

B Task Avternation

Task automation

(] Shew disabled

& Events 22

Triggered by Building Valustion

Building Trf in 2
Triggered by Builing Transter in

Craigs Insurance
Triggered by Insurance Due

Emergency lighting
Triggered by Emengency Lighting inspection

Fire
Trigpgered by Fire Safety inspection

Triggered by Fire Satety lnspection

Creste tasks fram budindds svents, recurning dehediles, of reusabile templates.

EVENT AUTOMATION

Insurance Event 100 Days

| Preview event | | Clone automation | | Add child task |

kS Data-deiven trigger Moo event
Buiding valuation

‘When this event happens
Creates the tack when this business event is detected.

Dats trigger [Imm Due

Cwnership

Choase wha receives each generated task

[ Assign to the building account mansger

Creste task with due date 100 days before

Assign to Administrators

Category [Bnling Irsurance - "]

Insurance Event 100 Days
Tiggered by lnsurance Due

Insurance vahustion
Triggered by Inswurance Valuation

Lewy VE
Triggered by Levy Year End

Lift Rego

irsrvasadd hos | 0 Danchrmbion Mes

Automation details

Mame and describe this automation for other users

] Enabled

Mame Insurance Event 100 Days

Deseription Will trigger based on the Due Date an the
BUILDING Peley Type, in Insurance.

Task to create

This becames the tik used s i Taik Mansgement

Task title Insurance Fenewal

i Trigg ed on the Due Date in the

BUILDING Pebey Type, in Insurance.

Prigity Medium

Checklist template

Every generated Task starts with these checklist items.

Add item
Gather insusance quotes a v X
Send quotes to committes - * X

5. After the remaining fields have been completed and options configured, click theSave all changes

button in the bottom right.

o For guidance and information on the rest of the fields and options, see7ask Management |

Creating New Automations.

An event date can have multiple tasks automatically created if required. Event Types that are currently
available for selection include:
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Task Management Event
Type

Annual Fire Safety
Asbestos

Back Flow Testing

Building Transfer In

Building Valuation

Building Year End

Contract Expiry

Contract Increase Due

Contract Next Option Due

Emergency Lighting

Inspection

Fire Safety Inspection

First AGM

Health and Safety
Inspection

Insurance Due

Insurance Valuation

Levy Year End

Lift Registration Due

Next AGM

Next General Meeting

Next Sinking Fund Report

Due

Area

Inspections
Inspections

Inspections

Transfer In/Out

Inspections
Building
Information
Contracts
Register
Contracts

Register

Contracts

Register

Inspections

Inspections

Building

Information

Inspections

Insurance

Inspections

Building

Information

Inspections

Building
Information
Building

Information

Inspections

Data Source

Default Inspection Type - Annual Fire Safety Statement
Default Inspection Type - Asbestos

Default Inspection Type - Backflow Testing

Earliest Date of Transfer. This also contains a default
checklist for common tasks that are recommended to be
completed.

Default Inspection Type - Building Valuation

Financial Year End

Expiry Date

Increase Due

Next Option Renewal Date

Default Inspection Type - Emergency Lighting (Next
Planned field)

Default Inspection Type - Fire Safety Report (Next
Planned field)

Meeting Type - First Annual General Meeting

Default Inspection Type - Workplace H & S (Next Planned
field)

Building Type - Due Date

Default Inspection Type - Insurance Valuation (Next

Planned field)
Levy Year/AGM

Default Inspections Type - Lift Registration (Next Planned
field)

Meeting Type - Annual General Meeting

Meeting Type - General Meetings

Default Inspection Type - Sinking Fund Report (Next
Planned field)
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Painting Inspections
Pest Control Inspections
Switchboard Inspections
Termite Inspection Inspections

Unfinished Work Order TaskMax

Default Inspection Type - Painting

Default Inspection Type - Pest Control

Default Inspection Type - Switchboard

Default Inspection Type - Termite (Next Planned field)
Description: Contractor and Finish Date; Due Date is the

Notice Before Due; Title: Work Order Subject

Task Automations | Schedules

Schedules are designed to create tasks based on frequency and dates, which are set by the user. Once
a Task Schedulehas been created in Task Management, the backend system runs an automatic daily
check, which creates new tasks based on the Task Schedules that have been set up. This daily check is
managed by the StrataMax Support team and cannot be altered by users.

Create Task Schedules

1. Search or select Task Management and click the Automations button.

2. In the Task Automation window, click the New schedulebutton on the left side.

3. The cursor immediately highlights the Name field, so a new name can be entered, and the Task

Schedule will be placed in alphabetical order in the list of Schedules on the left.

4. The only unique fields in Schedules are located in the blue 'When should it run?' section.

o Frequency can be selected from the drop-down menu, and is hard-coded, so cannot be

changed.

o Select the Start date and End date

o Optionally, tick the Skip weekends box if the tasks should only be created on business days.

o Enter a number in the Task due after X daysfield. The system will automatically apply a due

date based on this number when a task is created using this schedule.
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W Task Automation = o ¥
Task automation ()
Create tasks from business events, recurring schedules, o reusable templates.

a SCHEDULED AUTOMATION [
Clome autemation Add child task
Water the Plants Schedule 10 ]
[ Show disabled
® Beenits 21
Data-Giiven trigpess When should it run? Ownership
Creates the tatk when this cslendar schedule becomes due. Choose wha receives each generated task
® Schedules 5 bieiaheaicl 1 Assign to the buil nt
4 Calendar.driven runs | Newachedule Frequency [weety =] [] Assign to the building sccount manager
T Start dte 5020 [%] Aasignte Reception L]
tarmat o
" Daity § Hext 17 Er:nmg Enel date S1n2ra029 [l Category HMeveCategosy '_l
] Skip weekends
b} ket Tk s 1
" et 17 O Checklist template
et Rk Every genersted task starts with these ehecklist tems.
Manth End | Med 31 O i T
Renes Deblot Inveices
Montnly | Hed 18 Oct Peace Lilly by window - 1 glass A T X
Renee Test 3 - New Version Wiater the Plants Schedule o .
Weskly | Mext 15 Oct Deserip This aut » to water the Giank Bird in reception - 1 glass A T X
PAIILS Every wibde.
Renee Test 3 - Mew Viersion Clened
Weekly | Mext 15 Oct Raindrop Peperomia in meeting room - 1/4 glass - r X
Test Commiittee Meeting Schedule
Quarterly | Mest 00 D Task to create
Ths Brecomes the 1ask users see in Task Management,
Water the Plants Schedule ow
Task title Water the plants
Des Task created from "Water the plants schedule’
® Task Templates & P
Reusable task definitions L New task w“. |
Pricsity [ vigh =]
| Delete sutomation | | Saveali changes | [ Close

5. Once all other fields have been completed and options configured, click theSave all changes
button in the bottom right.
o For guidance and information on the rest of the fields and options, see7ask Management |

Creating New Automations.

Task Automations | Task Templates

Task Templates are designed to streamline the creation of recurring manual tasks. When creating a new
task, the user can select a Task Template and preview it before applying it. This populates the task
details, ownership settings, checklists, and scheduling structures. This reduces the need to manually
recreate tasks each time and helps ensure consistency across task management processes. An example
could be Insurance Claims Received.

Create Task Templates

1. Search or select Task Management and click the Automations button.

2. In the Task Automation window, click the New task template button on the left side.

3. The cursor immediately highlights the Name field, so a new name can be entered, and the Task
Template will be placed in alphabetical order in the list of Task Templates on the left.

4. The only unique field in Task Templates is in the purple 'Applied Manually' section called 7Task due
after X days. The system will automatically apply a due date based on this number when a task is

created using this template.


https://smhelp.stratamax.com/help/task-management#task-management-creating-new-automations

W Task Automation

Task automation

Create tasks from business events, recurting schedules, of reussble templates.

= TASK TEMPLATE
- . .
Tristan’s Task Template
[[] S disabled
Test Committes Mesting Schedule =
Quartesty | Hext D1 Dec Applied manually

Users can select this template wiven creating 2 task. it never runs sutomaticasy.

® Tosk Templates = -
47 Reusanie task detinmions (1ieW bk templale Tazk due after 3 days o
. Committee Mettings.
FReusabie task template

Automation detalls

Hame and Sesribe this sutomation for other users.

IDrag and drop template test .
Reuzsble tagk template [+ Enabled

Levy & jon Test Edit Hame Tuistam’s Task Template

Rrusabie tatk template Deseription Thitz iz the description of the autcmation.
Mew Task Template 22

FReusable task template

Pauls Dev Template
Reusable task template Task to create

This becomes the task users see in Task Management

Received Insurance Claim

Reusabie task template Task title TCs Task mez Task
= o Dessription This s the Task Description.
Reusable task template
Child Task Titse
Child task Pnonly l
VOEM

Reusabie task template

| Clone auternation | [ Add ehild task

Ownership

Choose who recenves esth genersted tatk
[[] Assign to the building sccount mansger

Assagn to tristan.coling

Category [ mvesee b

Checklist template

Every genersted task tarts with thede chectiist Rem

Checklist item #1

Checklist gem 22

Checklist tem 73

A or X
s v X
i v X

[ coese

5. After all remaining fields have been completed and options configured, click theSave all

changes button in the bottom right.

o For guidance and information on the rest of the fields and options, see7ask Management |

Create New Automations.

Task Management | Create New Automations

This section covers the various fields, buttons, and options in the 'Task automation' window. For each
type of automation, there is a unique section containing the appropriate fields. Each of these unique

fields are covered in their respective sections in this article.

1. Search or select Task Management and click the Automations button.

2. In the Task Automation window, click the New event, New schedule, or New task template button.
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F Task Automation

Task automation

Create tasks from business events, recurring schedules, or reusable templates.

Search task automation

SCt

Q

[] Show disabled

® Events 22
Data-driven triggers

® Schedules 7

4 Calendar-driven runs Bl

® Task Templates 2
Reusable task definitions

|| Mew task template ||

Wi
Cre
Fre

Sta
Ent

3. The cursor immediately highlights the Name field, so a new name can be entered.

o The Automation will be placed in alphabetical order in the list on the left.

o An orange dot on the item in the list indicates that changes to the item have not been saved

yet.

4. Enter the unique information related to the Automation being created.

o For Events see Creating Task Events.

o For Schedules see Creating Task Schedules.

o For Task Templates see Creating Task Templates.

a Task Automation

Task automation

Creste tasks from business events, recuriing schedules, of reusable termplates.

Manthly | Hext 16 Oat

Reree Test 3 - New Version
Weekly | Next 15 Oct

Remee Test 3 - New Version Cloned
Weekly | Nest 15 Oct

Test Committes Meeting Schedule
Quarterty | Next 01 Dec

® TaskTemplates & .

= TASK TEMPLATE
a
New Task Template 26
(] Show disabled
AL EFIU | PR30 L =
Rares Dabboe Invsices Applied manually

Users can seledt this template when creating a task, It never runs
sutomatically.

Task due after o days

Automation detalls

Mame and describe this automation for other users.

] Enakled

‘ Reussbie task definitions Lot

Committes Mettings
Reusable task template

Dvag and drop ternplate test
Feusable task template

Lewy Generation Test Edit
Rewsable task template

New Task Template 22

Reusable task template

New Task Template 26 @
Reusable task template

| Mame New Task Template 26
o
Task to create
This becomes the task users see in Task Managemend,
Task title New Task
[} Task Descrip
Priciity Medium

[ Clone automation | | Add child task |

Cwnership

Choose wha receives each generated task

[[] Assign to the builing account manager

Rssign ta Users 7]
Category [Bm Irsurange ki ]

Checklist template B

Every generated task stans with these checklist items.

Add item

Delete automation | | Save all changes Close

5. Automation details:

o To disable an automation, remove the tick in the Enabled box.



https://smhelp.stratamax.com/help/task-management#creating-task-events
https://smhelp.stratamax.com/help/task-management#creating-task-schedules
https://smhelp.stratamax.com/help/task-management#creating-task-templates

o Type a Name for the automation.
o Write a Description for the automation.
6. Taskto create:
o Type the required Task title.
o Use the Description to include any additional information that may be required include help
links for procedures etc.
o Set the Priority of the task.
7. Ownership:
o Tick the Assign to the building account managerif needed.
o Use the Assign tofield to select the user or user group the task will be assigned to.
o Set the required Category if applicable.
8. Checklist template:
o Add any checklist items that are required on the tasks by typing the details and clicking the
Add item button.
o If a mistake or typo is made, the checklist item needs to be deleted and a new one created.
o Click the up or down arrows to change the order of the checklist items and click the red X to
delete a checklist item.
9. Once all fields have been completed and options configured, click theSave all changes button in

the bottom right.

Clone a Task Automation

This section explains how to clone an existing automation.

1. Search or select Task Management and click the Automations button.

2. In the Task Automation window, expand the relevant automation section or use the search field to
locate and select the automation to clone. This also includes any child task automations.

3. Click the Clone automation button and immediately it is copied, with the word 'Copy' added to the

Automation's Name field.

a Task Automation - a x

Task automation ()

Create tasks from business events, recurring schedules, or reusable templates.

TASK TEMPLATE

New Task Template 26

|| Clone sutomation | Add child task

[[] Show disabled

BAUTILEE BN | UL 30 L

- - Annlied mannallv Chunerchin

4. Make any necessary adjustments and click the Save all changes button.




Edit a Task Automation

This section explains how to edit an existing automation. Note that this will not change any tasks that
have were already created based on this automation.

1. Search or select Task Management and click the Automations button.

2. In the Task Automation window, expand the relevant automation section or use the search field to
locate and and select the automation to edit.

3. Make any required changes.

4. Click the Save all changes button.

Disable a Task Automation

This section explains how to delete a schedule. This will stop any further Tasks being created based on
the setup. It will not delete any tasks already created.

—_

Search or select Task Management and click the Automations button.
In the Task Automation window, expand the relevant Automation to disable.

Remove the tick from the Enabled box in the Automation Details section.

P W D>

Click the Save all changes button.

Delete a Task Automation

This section explains how to delete a schedule. This will stop any further Tasks being created based on
the setup. It will not delete any tasks already created.

—_

Search or select Task Management and click the Automations button.
In the Task Automation window, expand the Schedules and select the Schedule to delete.

Make any required changes.

P W bd

Click the Delete automation button.

Timed Tasks

Timed Tasks have been developed so users can record time against tasks directly withinTask
Management, and from the StrataMax desktop. Timed entries can be marked as billable provided the
task is associated with a building, allowing consultancy recoveries to be created in TRMax and
subsequently processed through the standard recovery workflow.

Since timed entries can be billable, a billing processing functionality is included and enhances task
visibility through recorded time entries. Time allocations can be reviewed, analysed and
reported/extracted with Search Time Allocations.

Timed Tasks Configuration
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Before using Timed Task recordings, a consultancy invoice code needs to be configured inTRMax.

Please the following articles that cover the setup:

Consultancy Invoice Code

TRMax Consultancy Rate

Record Time Entries

This section covers how to record time entries for tasks in StrataMax, using the timer in the top right of
the StrataMax desktop.

1.

4.

Click the timer in the top right of the StrataMax desktop.

Choose active task

Timed Task Test =
Madium | 2025 . STRATAMAX ONLINE HELP Kee

Medium | 2025 . STRATAMAX ONLIME HELP Ked

Search Creditor Crediter

[ Y T—— [ J——, Eatms Connch Fondibnee  Connele Aoomns

B P R & QR

. Select the required tasks from the list and the timer will start automatically.

o The building number and name will be displayed next to the task unless it hasn't been
assigned to the task yet.
o The numbers represent HH:MM:SS currently being recorded.

o Clicking the pencil icon on the right will open the task itself.

open the 'Save task time entry' window.

B0

TCs New Child Task |mm_‘m EI

- o x
| Buitding: STRATAMAX ONLINE HELP... 2025 ~| . AcMenager lanallarke @
. Current Montt October 2026 [ ~ . ] f
| Cument vesr: 01/05/2026 to 3070472027 ~|| Lock || | Working Date: [18/10/2026 [~ Choose a task L =

. The blue Pause button will pause the timer, whilst the red Stop timerbutton will pause the timer and

pud

£

- O
2025 ~ + | A/cManag Lana Clarke i )
Current Mc October 2026 o TCsNewChildTe. oy.seam o 1 .}
Tracking now
= 'H o H ‘ Working Di [19/10/2026 [*] ¢ :
Stop timer

In the 'Save task time entry' window.

o The Comments box supports up to 250 characters and can be used to enter any additional

info about the time entry.

o If the task is already assigned to a building, theBillable time tick box will be available to tick. If

ticked, then the time entry will be saved in the Process Task Billing window, so it can be
processed and saved as a TRMax recovery.

o If the task is not assigned to a building, then theBillable time tick box won't be available.

o Clicking the Discard time button will close the 'Save task time entry' window without saving
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the time entry and clear the task from the timer.
o Clicking the Save entrybutton will save the time entry against the task and clear the task from
the timer.
s The time entry can be seen from within the task, in the7ime entries tab.
o Clicking the Cancel button will close the 'Save task time entry' window and the timer will

continue.

Add Manual Time Entries

This section covers how to manually add time entries to a task, without using the task timer on the
StrataMax desktop.

—_

ok~ LD

Search or select Task Management, then locate and open the required task.
In the bottom left section of the 'Task Details' window select the Time entriestab
Click the Add time entry button and the 'Add task time entry' window will open.
In the Duration field type the required duration in a HH:MM:SS format.
The Comments box supports up to 250 characters and can be used to enter any additional info
about the time entry.
If the task is already assigned to a building, the Billable time tick box will be available to tick. If
ticked, then the time entry will be saved in the Process Task Billing window, so it can be processed
and saved as a TRMaxrecovery.

o If the task is not assigned to a building, then theBillable time tick box will be inactive.

Click the Save button to save the time entry and close the 'Add task time entry' window.
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| DueDate 1971072026 [=] ] DueDate  [22/10/2026 [3]
| Title Timed Task Test Tithe TC's New Child Task
Description | This is the description Description  Description of YC's New Child Task
| Building :ﬂ Building || STRATAMAX ONLINE HELP Keep 2025 | >
State | NotsStantea v| | state Not Started v
Priority [ Medium =] | priority [ edium -]
Assigned To | tistan.colling =] Assigned To  tristan.colling Tl
| Category [ NewBuildings | > Cotegoy | 7]
Parent Task E Parent Task | New task with no umpmeE ot
M
URL ~ . URL
Add Link + Add Link
e MName
|[ Documents l-.-e Time entres (1) | Al Relsted Tasks (1) 3 Decuments () | Lino Time entries 2) | All Related Tasks (3) | 3
|| | Operator Bl g0 Add task time entry % Operator . 1
tristancollins 00 tristan.colling | NV Add task time entry ®
. - 4 |
Durstion 01:30:00 tristan.colling buration o
ENEAT durmtion s HELMAMLSS Enter duration as HH:MM: S5
User tristan.colling 3 g
User tristan.colling
:;?;:;::::’:‘:::‘:::;mm:::;;?; ok These are the comments fior this task. it is billable because
Comment | building] the task is assigned to a building.
Comment
7
6 6

Non-billable time entry on the left. Billable time entry on the right.

Edit or Delete Existing Time Entri

es

This section covers how to edit or delete existing time entries that have been saved in a task.

1. Search or select Task Management, then locate and open the required task.

2.

In the bottom left section of the 'Task Details' window select the 7ime entriestab.

o To delete a time entry, click the red X icon next to the entry and clickYes to confirm.

Documents (0] | Links (0} | Time entries (2) | All Related Tasks (3] |

Add time entry

Delete task time entry

Operator  Elapsed Comment Billing status

tristan.collir 00:01:09 Comments Billable 4

x

Delete the 01:25:46 time entry for tristan.collins? This cannot
be undone.

| Add Document || Save and Close || Close |

o To edit a time entry, click the pencil icon and the 'Edit task time entry' window appears where

the Duration, Comments, and Billable time box can be modified.



URL 21 Edit task time entry b4
Add Link | |
Mame | |

Duration ||00:01:3q|. |
Documents (0) | Links (0) | Time entries (1) | All Related Tasks (3) | Enter duration as HH:MM: 55

- User tristan.collins
Add time entry

| Comments. Additional info. [

Operator  Elapsed Comment Billing status

> Comment

|Bi|lab|etime| [ save N[ cancel

Process Billable Task Time

This section covers the steps to process the billable task time in Task Management.

1. Search or select Task Management and click the Process Billing button.
2. In the 'Process Task Billing' window tag all the required entries (use the Tag Alland Tag
None buttons for convenience).
o Time entries can also be edited or deleted by clicking theEdit or Delete buttons on the right
side.
3. The total number of time entries tagged as well as the total duration being processed are displayed
in the bottom left.

4. Click the Continue button and the 'Process Task Billing' window will close.

T N Child Tack TRATANAY
a Process Task Billing — o ?

Billable task time

Tag the entries to process, then select Continue.

" Tag All | | Tag None |]
Tag Task Comment Building User Time
[] Insurance Due Today sadlkgfjhs sd kulsdhf lijdsf 46160 - BLU CENTRAL SQUARE  craigjeffcoat  00:00:11 »x |n
1 [0 Insurance Due Teday This is a charge 10364 - GLENMORE ROAD LM Kl eraigjeffcoat  00:30:00 p x
[] Insurance Due Today did this 10364 « GLENMORE ROAD LN Kl craig jeffcoat  00:00:50 P e
Mew Task Insurance Valuations  This section provides an explanation of fields & 14409 - 51 CUNNINGHAM STRE suzanne.green 00:00:08
-2 Due Date: The date the task is due. x
Title: Used to identify the task name,
TC's Mew Child Task Co 5 STRATAMAX ONLINE HEI tristan.collins |
[] ‘earEnd Event Year End Event Tazks 50735 - MILLBROOK - KEEP anne-mareesu 00:00:27 PR
I 10f 16 entries tagged  Total: 81:308:00 0 o Conﬁnuh_] | Cancel |
View:|Kanban || Qi Search || Categories || Automations || ProcessBilling || =+ Add Task || MarkSelected AsComplete | | DeleteSelected || Close ]|

5. A new recovery record for each time entry will be saved in TRMax where it can be opened for

review, edited before saving and being processed, or deleted from TRMax.
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B TRMax - Cost Recovery and Consultancies : STRATAMAX ONLINE HELP Keep, 2025 - a X
File Reports Tools
Status Ref No Date 20/10/26 Tme 0951 Operator |(TASC)tristan.colins | -
Buidng Number: 2025 | Company:  |GCOMP32 |2 . =
|STRATAMAX ONLINE HELP Keep | [ABC Strata KEEP |
Recovery Type Account Manager: | Lana Clarke Close Entry
Recovery Code |21 =] : | _ | -
Recovery Name Consuttancy TC’s New Child Task: Comments| I
Bxpense Account 150141 Income A/c [ 1075
1 Consultancy ] Recovery
+| Charge Building [] Charge Owner
Lot AcNo | | Lot No | | Unitbo | |
Charges
_ ' L —)| B
(TASC)tritan.colins tristan colins v O o tpices [ 2500 [ o1 30 o0
S . . Total s =
RS 15000 @ |1 in § 5.00 % s L LR
Manager: Lana Clarke No of Lots: 10 Building Type: B.F.P. Operator: (TASC) tristan.collins tristan.collins

Search Time Allocations

This section covers the Search Time Allocation screen, which has been designed to provide users a

method of searching, reporting, and exporting data from time entries that have been saved in tasks in
Task Management.

The interface has been designed to be and function exactly the same as all the other Search screens
throughout StrataMax. Therefore, please refer to the Searches article for a comprehensive guide on how
to utilise the Search Time Allocation screen, and other Search screens in StrataMax.
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B Search Time Allocation - o ®
Erycnirs
RestrictTo || Field Candition Value
Columns E‘ Task B [mw 'I 1 A E]
S (=] Task Assigned To E| [EMW .I (> nin
75‘ Time Entry User Bluequalw 'I l:l}i EHE
Advanced L
[=] “Building Number [+] [ equaito =] | BIs
=) oiing Name [ s 2] | BIe
=] cotegory [] [stans with gl [ ] [a]
[=] Billing Status [=] [is equatto - [z] > BIE
Sorted By Task A to Z Limited to 1,000 records
) 52 records displayed | | Find Farst
Task e Task Assigned To Time Entry User Building Number  Category Elapsed Seconds  Billing Status Comment
baby task craigjeffeoat paulbeet 0 Billable asdasd ~
Call Craig craigjeffeoat craig jeffeoat 354235 I Pracessed tHIS WIAS for c2
Call Craig craigjeffeoat craigjeffooat 354235 230 Billakle hello helle
Call Craig craigjeffeoat craigjeffcoat 354235 15 Billabile Test test
(Call Craig craigjeffcoat craigjeffcoat 354235 54 96T Billable it was long
Cormmittes Mettings AMS Edit anne-maree summerfie anne-mares summerfie 49793 Comittee Meetings 2,103 Billable
Date Issue Task anne-mareesummerfie anne-maree.summerfie g Net Billakle
Date Issue Task anne-marnee.summerfie anne-mares.summerfie 42 Mot Billable
Dew template paulbeet paulbeet 82,800 Billable asdagdacd
Dev tempilate paulbeet paulbeet 3 et Billakle
Dev template paulbeet paulbeet 5 Mot Billable v
L 4 ¥

Quick Tasks

Shortcut icons used to create a task are available from the below areas of StrataMax; these are intended
to allow for quick creation of a task without the need to navigate to Task Management.

¢ Building Information.

e DocMax (a saved document).
e Bank Account Setup.

o Office Bearers.

¢ Invoice Hub / Review Invoices.
e Bank Rec.

e Building Transfers.




s Building Information - 5P 8526 Keep 8526

View: | All Fields

w | D | Search

-

Building Registration
Status

State, Legislation & Type

Body Corporate Name
Building Long Name
Address

Australian Business Number (ABN)

Building Short Name

Plan Number

CT5 Number

Date of Registration of Plan
Property Type

Registered Address

Active Mark as Inactive | | Markaslost | 77

State | MSW - | ﬁ

Type | Strata Plan (5P.) v

Regulatory Module | v|

Strata Schemes Management Act 2015

| SP 8526 Keep | ¥
| %
| %

|Branch: l:l jﬁ’

| ¥

| 8526

| ¥

| ¥

|o1/08/2024

[=]

% @

| ¥

W

MNotes || History || Report || ESave || Close

Search Tasks

Tasks are available for direct search in Task Management using the search button or by selecting

Search Tasks.

The following is an example of the restriction and column display fields for All Overdue Tasks.

All Overdue Tasks (Search Tasks)

Restrict To:

Field

|E| Due

-t | is on or before

Value

- | Specific Dates I:E‘

IEI Task State

Displayed Columns:

|L| ||'san)rof

T |

|L| Mot Started In Progre-ss




Displayed Columns

Building Number

Building Name
Title

Assigned To
Due

Created
Priority

Task State
Category

Task Management | Logs

When a task is created, deleted, or when any of the following fields are updated, details will be recorded
in Log Viewerunder the category of 'Tasks'.

e State B Search Logs . a X
. [ @ refresh || Eport || N Advanced |
e Assigned :
|| Field Condition Value
to (=l owerime ] fromenstr 7] O e o
- Category Iiuqualm x | Tasks |x
e Due Date |_____i = .E : ..E
= rane Hemss -  BEx
e Priority 31 records displayed | [ Find First | [Find Next |
N t Date/Time Log Level Username  Description Building Category
° otes 09/07/2025 1:07:16 PM  Info tristan.colling Task 620 This is the title” updated: State changed from "NotStarted' to 'InProgress’ Tasks ~
Assignment changed from ‘tristan.collins’ to ‘Users'
Building changed from 'None' to '154112"
Category changed from ‘None' to ‘Maintenance’
09/07/2025 12:54:37 PM Info tristan.colling Added link www.stratamax.com to task This is the title Tasks
09/07/2025 12:54:18 PM Info tristan.collins Added document 17 to task This is the title Tasks
09/07/2025 12:53:58 PM Info tristan.colling Added note Note 2 to task This is the title Tasks
09/07/2025 12:53:54 PM Info. tristan.colling Added note Mote 1 to task This is the title Tasks x
| print || Load/Edit/DeleteSearch | SoveSeorch || SaveSearchAs | [ Ciose



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

