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REAL ESTATE SOFTWARE

Issue Owner Portal Log In through Web Access Wizard

This article will assist you to issue web access number and temporary password to a Lot Owner, Committee
Member, Building Manager. We will use the one term 'Lot Owner'.

This article will also guide you in resetting passwords.

Note that once the temporary password is issued, management of password is taken by the Lot Owner. They
will automatically be required to create a new password, which they must remember. If they cannot remember
their password, they will click 'forgot password' and reset it, or they can ask your office to send them a reset
password email. They also will need to periodically change their password. Passwords are no longer

visible to Users of Strata Master or Support.

This instruction can be used for Issuing Access to all Lots of a New Plan, or individual selected
Lots.

Locating the Web Access Wizard

Select 'Configure'in your top toolbar
Click on 'Web Access Wizard' toward the bottom of the menu list

On that screen you will see a section for 'lssue Usernames and Passwords'

@ Web Access Wizard =]
Welcome to the Web Select what you want to do
Access Wizard!
Al plans/contacts
@ Individual plan/contact
" Manage noltifications
Configure Portals
 Reports by plan
Q \1 " Access to particular reports
~ » © Meetings.
© General Configuration
o ] o Nt >

Difference Between the 3 Options
o All Plans/contacts is literally a list of all plans and contacts. You will be able to see who has access allowed
and a web access number already issued.
¢ Individual Plan/contact allows you to select one Plan and is most commonly used for issuance of access
for a New Plan.
e Manage Notifications will provide a list of all Lots that have not been provided with access.

You are able to provide Web Access from Individual Plan/contact, which gives more opportunity to select, and
Manage notifications.

Please read through the instructions below to plan your options, before commencing.

Issuing Log in Access Details to a New Plan



Once you have the Web Access screen open, select Individual Plan/contact.

1. Select Plan number from drop down list and click the binoculars (search). Screen opens as below.

@ Web Access Wizard

[~ Select lot owner or it

their web access status

@ Plan " Unit/Plan
Plan No.

 Lot/Plan (" Addiess (" Name (" Email Address

I~ Allow access for all

c i
coral.cont

Unit
SP 2222 Lot/U| SP 2222 Lot/Unit 2/2 @]
George Hariison SP 2222 Lot/U coral.coni [m] | |
Ringo Stan SP 2222 Lot/U coral.coni [m] | |

4 contacts loaded Hese;a mﬁm:

Close | <Back | Newt > Erish I

2. If you click the 'Allow access for all' button you will get a message warning that this is only for use when no

owners have yet received access. Select ok, if this is a new plan and no owners have been provided with portal
access. Otherwise click 'cancel' and go to step 3.

@ Web Access Wizard

- Select ot owner it web.

@ Plan " Unit/Plan " Lot/Plan (" Addiess  Name (" Emal Address
Plan No.

- 5] L}

[V Allow access for all
Acoess allowed | Web Access number
\ ]

ey
George Harison SP 2222 Lot/
Ringo Star SP 2222 Lot/U

0
| coral.con [m] 1
| coral con [m]

Strata Master

Ticking or unticking this access box may disable web access
g and

remove or alter passwords already issued to owners and
‘executive members.

You should check carefully before you proceed.

If you wish to continue select OK.
4 contacts loaded If you select Cancel and then Close the screen the changes
will not be saved.

Close o | W

L& ==

3. Tick 'access allowed' button beside each owner you wish to issue web access.

@ Web Access Wizard

(=]

[~ Select lot owner or committee member contact(s) to manage their web access status

@ Plan " Unit/Plan ¢ Lot/Plan (~ Addiess (" Name (" Emai Addiess
Plan No.

[— L)

[ Allow access for all

Access allowed | Web Access number |
coralcont 00200034
coralcon

[Name ‘Owner of lots) | Commitiee membe for lotfs) | Email
|John Lennon & Yoko G 5P 2222 Lot/ SP 2222 LotUnit 1/1

SP 2222 Lot/Li SP 2222 Lot/Unit 2/2
5 /L

George Harison

3 /L1 coalcon T 0070003
Ringo Starn 'SP 2222 Lot/ coral.cont [m]

4 contacts loaded, 3 changes Hese'tu mﬁm:

Cose | <Back | [ Ne> frih |

4. Click Next, the screen shows a list of the selected Lot Owners. Check the list carefully and if correct, click
Next again.



@ Web Access Wizard
Preview of ot owner and/or committee member contacts
Changed | Name Owner of lotfs) | Committee member forlotfs) | Email | Access alowed | Web Access number
Y John Lennon & Yoke C/ SP 2222 Lot/Ui| SP 2222 Let/Unit1/1 coral.coni Y 00200034
Y Paul McCartney SP 2222 Lot/ SP 2222 Lot/Unit 2/2 coral.coni Y 00200035
Y George Hartison SP 2222 Lot/ coral.cont Y 00200096
3 changed contacts displayed
Fmm I <Back | Negt > Erith |

5. A pop up box will ask if you want to save the changes, click 'yes'. Click 'no'if unsure or you have made a
mistake.

6. The next screen appears as below. From here you can -

e View the Email template or Letter template to ensure you are linked to the correct Template. You can also

make minor text edits to the Template. You cannot add pictures or diagrams.

e You can untick the Notification method if you wish to print all of the Letters.

Pending notifications about Web Access changes

B Addiess Emai Login rol(:) | Change date/time | Change desciption
John Lennon & Yoko Ono__ Liverpool House, 1/22 Perny L | coral conrad@risol Lot Owner, £

08/10/21 0308:0E | Access granted
Paul McCatney Livetpool House, 2/22 Penny L | coral.corvad@nisofl Lot Owner, E| 08/10/21 03.08:0E  Access granted
Geoige Harison

Liverpool House, 3/22 Penny L | coral conrad@nmrisofl Lot Owner | 08/10/21 03:08:05| Access granted

<

3 pending notifications loaded
1~ Notification method

Edit
¥ By email f the email address is supplied —

NOTE: All other owners/committee: members wil be notified by a
ini ific:ati Email template | Letter template:

letter. Click on

Close I < Back I Nest > I Einish I

7. Check that your printer and Outlook is all working correctly prior to clicking Finish on this screen.

8. Click Finish. Pop ups will confirm your selection. In this case, we unticked Email and will print all letters.

Web Access status notifications

@ 3 notification(s) will be printed via mail merge,
Proceed?

||

9. Amessage then shows asking if you want to print labels for envelopes, and if you select yes, a Word screen
will open which you can print to your label printer.

Web Access status notifications by letter

L)\ Do you want to print 3 labels for Web Access status
notification letters?

JEE |

10. You will receive confirmation pop ups that you read carefully and click Yes for printed letters and the below
message shows for emailed access letters.



Web Access status notifications > |

3 email notification(s) sent successfully,

oK

11. If you make an error, prior to any emails being sent, you can go back to steps 2 or 3, untick all boxes and
retick the boxes and start again.

Note that - In the future, if you go to step 4, the only Lot Owners that will show, will be the ones not previously
sent access letters or emails.

Resetting a Password

1. At step 2 or 3 above in instruction to "Issuing Log in Access Details to a New Plan", highlight the owner who
wants the password reset, then click the 'Reset Web Access password' button
@ Web Access Wizard =]

[~ Select lot owner or committee member contact(s) to manage their web

@ Plan ¢ Unit/Plan " LoW/Plan ¢ Address ¢ Name (" Email Address

Plan No. - i]

I~ Allow access for al

Unit 11
SP 2222 Lot/Unit 2/2

SP 2222 Lot/

Paul McCartney

George Harison |SP 2222 Lo | coral.coni|
Ringo Stan 5P 2222 Lot | coral.con o | |

4 contacts oaded Hese;a vg«::m:

Close. I < Back I ’TI Einish I

2. Click 'Yes'if you wish to proceed, 'No' if you have selected the wrong Lot Owner.
@ Web Access Wizard =]

it web access status

@ Plan " UntPlan " Lot/Plan " Addiess (" Name (" Email Address

Plan No. = LI

I~ Allow access for all

5P 2222 Lot/ SP 2222 coralcon|
5P 2222 Lot coalcon| 1
Ringo Starn SP 2222 Lo/l coralconi| [u]

Jo
Pau McCartney

Strata Master

You are about to reset the password of John Lennon & Yoko Ono the
‘owner of SP 2222 Lot/Unit 1/1.
Do you wish to proceed?

4 contacts loaded

Yes No

3. Click Next and screen shows as in step 4 above. Check again that you have the correct Lot Owner, click
Next. Otherwise click Back or Cancel.

4. From here, screens continue as in above instruction to "Issuing Log in Access Details to a New Plan"
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