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REAL ESTATE SOFTWARE

Editing the Meeting Agenda or Minutes Template in Strata
Master

When you need to update or edit the Agenda or Minutes for all future meetings, this article will assist you.

Review This Article Linked Here

https://kb.rockend.com/help/some-agenda-items-not-showing-in-meeting-minutes-in-strata-master
The article linked above will assist you to -

o Navigate to the location of the Template to be edited.

¢ edit motions to appear, or not appear, in the agenda or minutes.

The article above may resolve your issue. If not, read on.

Editing text in an Agenda Item (Including Motions)

1. You can edit text in an agenda item simply by clicking into the text area and typing.

NOTICE OF AN ANNUAL GENERAL MEETING
'THE OWNERS - STRATA PLAN <<PlanNumber>>

ADDRESS OF THE STRATA SCHEME:
<=BuildingName==
<=QCAddress==

DATE, PLACE & TIME OF MEETING: An Annual General Meeting of The Owners -
Strata Plan =<PlanNumber== will be held on <<MeetingDate== at
==MeetingVenue=> The meeting will commence at <=MeetingTime==.

The Agenda for the meeting is:

I can] click here and type

2. You can backspace and remove unwanted text.

3. There are formatting options, so | can highlight the text, click A and change the font and size of my text
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\ATA PLAN =<PlanNumber>>
TRATA SCHEME:

==BuildingMame==
==0CAddress==

E OF MEETING: An Annual General Meeting of The Owners -
lumber==will be held on ==MeetingDate== at

| The meeting will commence at ==MeetingTime==.
meeting is:

: and type

4. On the right there are merge fields available in Meetings. When in a specific meeting, the merge fields
will pull relevant information from the relevant Plan or individual lots. Merge fields show in the template
inside these characters << and >>.

Search

terge Fields

Tzt levy instalment date
Agency email address
Agency location address
Agency hame

Agency phone number
Arears Cut-0ff Date
Asgociated lot - BMC
Associated lot - Ca
Aszzociated lot - Precinct
BMC
Cé
Azzociated plan - Precinct
Attendes T able

Auditar nanne

Azzociated plan -

Azzociated plan -

Baody Corparate Mame
Building name
Cormizsion Received
Cormpliance Type
Current levy vear finish
Current Levy year start

Financial vear end
£

5. to add a merge field, simply click where you want the merge field to apply and then select the merge
field. The merge field will appear where you had left the mouse icon.

I can click here and type and insert merge fields toa |



Previous Levy Year Finizh
I can click here and type and insert merge fields too <<TodaysDates>]] Previous Lewy Year Start
Sinking fund forecast renewal date
Subzeqguent lewy instalment dates

Todays Date

6. if you have pictures or other graphics you wish to include with a Meeting, they would be attached to each
individual meeting at the time that the Meeting agenda or minutes are created.
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