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The Message Maker is for creating a message that can be displayed on Levy Notices, Arrears Notices, Ledger
Cards and Invoices. The message may be changed to suit a particular situation or even for an individual owner.
It is important to review the template currently selected to ensure there is room for a message to display.

We also have the Message Maker Video, Communicating Your Office Hours, which covers the Message
Maker process.

Creating a new Message
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Search or select the area that the message has been created for i.e. Levy Notice Reports, Arrears Notice,
Invoice Printing, Ledger Card or Utility Billing.

Click Conditions tab and click Message Maker.

Select either 'Global' to apply the new message to all properties in your portfolio, or 'Local’ to add new
message which will be unique to the selected building.

Click on the 'Message File' required.

Tag 'Set As Active Message'.

Click OK.

Click 'Yes' or 'No' to the message 'Do you want to alter the description for the message?

If Yes was selected, this will put the message into an editable format. Edit as required and click OK.
From the 'Conditions' tab, ensure Print Message is ticked and tick Set as Default if required.

Preview a Levy Notice Reports, Arrears Notice, Invoice Printing, Ledger Card or Utility Bill to ensure there is

space for the message prior to distributing. Adjust the Template if required (screen shot below).
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MSGO000Z NOT: Global Levy Message Example

This is an example of a message.

File Location: Description:
(® Global

Message File:| MSG00001.MOT: Lana’s Message Make

O Local MSGDDDD2.NOT: Global Levy Message |
| New | | Delete |
I@ Set As Active Message I | Ok | | Cancel |

F Lewvy Arrears Notice STRATAMAX OMLIME HELP 11 29 January 2020

File  Options Gote Tools Help

Templat Use Tools / Amears Notice Setup
(® Screen i EmReE |

Printer |

() Printer 5]

Paper Source |

Copies

Letterhead | Default

Building Details
Deposit Reference Regulation CTS No Type Flan
| Accommodation |11 |BFP. [11
Select Lots  Condttions Change Building
Report Order | [ Print Message | | Set o= Dol | | Proceed |
Account Code  ~ i Include Cument
[ Ignore Ase Balance | Set Local Paper Source | Close
[] Process Fees and Log [ Advise ff in Legal
Minimum Amears $50.00 | Message Maker |

[] show Anomalies
Email Whers Set

— o
Message: Email/Mail as per Contact Preferences

This is an example of 3 message. A

View Log




ﬂ Levy Motice STRATAMAK OMNLINE HELP 11 29 January 2020 X

File  Options Gote Tools Help

Template LNOTE17 Levy Notice + Deposit Slip + Qld 1937 2nd I I
(® Screen i, : | |
= , Prirter |\\fsirrt\HF' Laseriet M506 B7A SM Training
. e
O Prnter =) Paper Source | Automatically Select Copies |1
Letterhead Default e
Building Details
Deposit Reference Regulation CTS Mo Type Plan
| Accommodation |11 [BFP. [11
Select Lots  Select Levies Conditions Change Building
Report Order Print Message Set g5 Default Proceed

Account Code Show Amears
Set Local Paper Source Close
[] Process Fees and Log [ Print Interest Words
Emiail Where Set Message Maker
Email/Mail as per Contact Preferences

Include Curmrent

Message:
This is an example of a message. ~

View Log

Edit a Message

1. Search or select the area that the message has been created for i.e Levy Notice Reports, Arrears Notice,
Invoice Printing, Ledger Card or Utility Billing.
2. Click Message Maker on the 'Conditions' tab.

3. If an Active Message has been 'Set As Active Message' previously, it will be displayed.

4. Select 'Global' to select a message from the global list, or 'Local' to select a message unique to the
selected building.

5. Select the message to edit.

6. The contents of the message will be displayed, make changes as required.

7. Click OK when you have finished editing the message.

8. When asked: 'Do you want to alter the description for this message?' select Yes or No.

9. If you selected yes, then the text description box for the message will appear above the message file list,

type in the new description then click OK.
10. This edited message will become the selected message for the levy/arrears or invoice. It does not become

the active message (default message) unless you also specify (Set As Active Message).
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MSGOD0Z.NOT: Global Levy Message Example

This is an example of 3 message.

File Location: Description:

® Giobal Message File:| MSGO0001.NOT: Lana's Message Make
O Local MSGODD02.NOT: Global Levy Message |
| New | | Delete |
IE Set As Active Message I ‘ Ok ‘ ‘ Cancel ‘

Delete a Message

1. Search or select Message Maker.

2. Select either 'Global' to display all messages globally, or ‘Local' to display only messages unique for the
selected building.

3. Select the message that is to be deleted, then click Delete.

4. When asked: 'Delete this message?' click Yes.

8l Message Maker Editar >
Help

MSG00002 NOT: Global Levy Message Example

Thiz is an example of a message.

File Location: Description:

® Global  1yecsage File: [MSGODDDT.NOT: Lana's Messags Make
) Local MSGODD0Z.NOT: Global Lev

MNew I Delete I

Set As Active Message | Ok | | Cancel |




