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Keeping a Key Register in Strata Master
The key register is Strata Master records the issuance and return of keys.

It is possible to use the key register to record all keys held by the Strata Manager.

Recording Type of Keys Held

1. Navigate to Configure > Register Types > Key Register Types
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2. The following screen opens. You may have fewer key types listed or more. This is a list of Key Types that
can be selected when listing your issued or stored keys.

3 Key Register Types Configuration
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Desciiption

Fire Services
Front Gate
Garage
Laundry
Letterbox
Main Door
Rear Gate
Security

3. If that list is complete, you can select EXIT. If it is not complete, you can add key types. Let's Click the add

button to add a Pool key.

4. Enter the description "Pool Key". Be more specific if there is also be a Pool Gate key which may be issued
separately.
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5. Click Save

Issuing a Key

1. Navigate to Registers in your Icon Tool bar and enter the relevant Plan. Then select the Keys tab.
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[~ GST registered owners corporation selected Active Groups ) ol - rtod o 2710475023
Enter Plan No. or Stiest Name or Body Corporate Name. L e e A s 2055,
J Y|
Stiata Plan 3333
Hordem Place
ctoria Street
OINT NSw 2011
Contiacts | Keys 1 Mestings 1 [ i T Bylaws | Complance
Key Register [V Showissued keys only
| |LotNa. [UnitNo, | Type [KeylD  [No.ofKeys |  Amount| Dale Issued|  Date Retumed  Contact Name | Contact A &
Secuity 2 1 $0.00 No 06/06/2019 Fyan Murphy

2. In the example above you can see 2 keys have been issued but not yet returned. Some keys are held by
persons/businesses for some time. Note that the key types are listed, while the Lots list includes items such

as CP for Common Property.

It is up to you to categorize your keys, however if CP and General are both available to select from, CP and

General could be interchangeable. The type of key is far more specific.

3. To add an issuance, click Edit and then the + button on the right hand side to add an entry line.
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[~ GST regi ion selected Active Grouy
Enter Plan No. or Street Name or Body Corporate Name.

Last levy notices were printed on 2770472022,
Q | Last levy notices were emailed on 14/04/2022.

23 Victoria Street
FOTTS POINT NSW 2011

Contracts | Keys 1 Meetings 1 F i 1 Bylaws | Compliance
Key Register [Z Show issued keys only
| ILotNo.  |UnithNo.  Type |KeylD  |No.ofKeys | Amount|Refundable | Date Retuined| Contact Name | Contact & &
[ Security 29 1 $0.00 No 06/06/2019 Ryan Murphy

[*]

4. Number your Pool Key with a number not currently in use, and tag it accordingly with Plan number and
key number. We will Number our Pool key as #30.

5. Clicking into each blank field, select from the options provided or type details in if there is no selection
given.

B Please make a selection x

6. The finished entries appear as

Contracts Keys ]’ Meetings T Praxy/MNomir T Imp /By Laws T Compliance
Key Register [ Show issued keys only
LotNo.  |UnitNo.  |Type |[KeyID  [No.ofKeys |  Amount R | Datelssued  Date Returned| Contact Name | Contact A &
| e Secuily 2 1 $0.00 No 06/06/2019 Ryan Murphy
P Pool Key 20 2 $0.00 No 24/03/2021 Sonia Kiuger Pool Clear

[x]
7. Note the following points -

e Unit number can be left blank and will only apply where the access is to private property.

e Number of keys in this example is 2 as there is a pool gate key and a key to the pump room.

e Amount is where keys are issued with a security deposit taken. This may be taken to cover the cost of
replacing locks if the keys are lost or not returned.

e Refund only applies if there is a security deposit taken.

8. Click Save
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To Record Returned Keys



1. Navigate back to the Key Register as in step 1 of Key Issuance above.
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3. Click into the 'Date Returned' field on the line referencing the relevant key.

2. Click the Edit button.

4. Start typing the date as xx/xXx/xxxx

Date Returned Contact Name
16/05/2022 Ryan Murphy

Sonia Kruger

5. Click the Tab key to tab out of the field.
6. Click Save

7. The returned key record will disappear off the list, unless you have unticked "Show issued keys only".
Refer screenshots below with the box ticked and without the box ticked.
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~ GST registered owners corporation selected -Active Grouj Tactlove ol nied on 2770472022
Enter Plan No. or Street Name or Body Corporate Name. Last bz :ui: x:: g‘naiedngn 1470472022,
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Strata Plan 3333
H:

ein Place
23 Victoria Street
POTTS POINT NSW 2011

T Meetings T ; i I /By Laws T Compliance: |
Key Reqgister [ Show issued keys only
[ ILotNo. UnitNo. | Type KeylD  [No.ofKeys |  Amount F Date Issued]  Date Retumed Contact Name: | Contact &
[ Pool Key 0 2 §000 Mo 24/03/2021 Sonia Kuger Pool Clear
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~ GST registered owners corporation selected -Active Groul Tatlow mot ntod on 27/0412002
Enter Plan No. of Street Name of Body Corporate Name. Last bg :d:: m:: :naiaj:;. 14/04/2022.

| 4

Strata Plan 3333
Hordem Place

23 Victoria Street
POTTS POINT NSW 2011

Conlracts | Keys 1 Mestings 1 Proxy/Noi T Bylaws | Complance |

Key Register [~ Showrissued keys only
LotNo.  |UnitNo.  Type KeylD  [No.ofkeys | Amount/F | Datelssued  Date Retuined Contact Name | Cantact A s
P Laundry 66 1 $0.00 No 08/08/2016 09/08/2016 Philip Jones
| | General Electrical Services 31 1 $0.00 No 03/02/2015 05/02/2015 James Johnson
| lcp Secuiity 23 1 $0.00 No 06/06/2019 16/05/2022 Ryan Muiphy x
cP Pool Key 30 2 $0.00 No 24/03/2021 Sonia Kruger Pool Clear

To Record All Keys

Screenshot below indicates how you can record all Keys held, whether issued or not.
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Enter Plan No. or Street Name or Body Corporate Name. mm:mmmﬂlgﬂﬂﬁ}%
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Stiata Plan 2222
Abbey Rioad Studios
22 Penny Lane
LIVERPOOL NSW 2170
1 Meetings 1 Proxy/Momir T Bylaws | Compliance
Key Register [~ Showissued keys anly
Lot No UritNo. | Type [KeylD  [NoofKeys | Amount Fefundable  Datelssued| Date Retumed Contact Name | Contact A o,
cP Secuity 21 1 $0.00 No 05/06/2019 15/06/2013 D G Evans Plumbers 10Dent 5
| General Laundry 252 1 $0.00 No 05/06/2009 Complete Cleaners PO Box 72
| o Front Giate 250 2 4000 No ®
cP Rear Gate 253 1 $0.00 No
|| General Lettesbox 254 1 $0.00 No
General Lettesbos 255 1 $0.00 Mo
Select
Contact:
(]
Tenant
Agent
Owrer
L]
[ 3 Creditor

To Locate Plan Associated with a Key Found

1. Click on Quick Reports in the Icon Toolbar, then select Registers tab and Output Option as Show Keys.
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[ Coporstions | Lets | Registers | Inswance | RAM | Recepts | Paments | Corlacts | Crlwoices |  Crediors | Mestings |
Duiners Corparation Detaik Dutput Option: Kep register
© Shaw contracts
Plan Mo, [ Manager I"Se\ecl al LI o Key type I“Se\act Al ;I
StieetNo | Stest [ & Bhowkeis Koo lD I—
- '— F‘oslcudel— (:Show compliances &Y
2. Enter the Key number in Key Id
— keey register
Key type |“Select all ;I
KeyID |25
Date issued |[DDMMANYYY [5] | 1o [DDMMAYYY (5 ¥
Date retuned [DDAMMAYY [~ | 1o [DDMMANYY [ -]
[~ Show izsued keys anly
3. Click Search binoculars and the result shows as below.
F'Ianﬂl Address for sorting | Manager | Lotﬂl Unitﬂl Lot address | Key type | Kew D | Mo of kgl,lsl Amour
2222 Penny Lane 22 Abbey Road Studios teg Mana... General Laundry 252 1 $0.0

4. It is possible to click the search binoculars without entering a key id. You will then be able to see all keys
in the results.
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