Community Portal for Owners
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| Urbanise Community Introduction
The Community Portal is a web portal system that is connected to your Manager’s Strata
Management software (Urbanise Strata). The purpose of the system is to enable Committee
Members, Owners and Tenants to access information relating to their property in a secure online
environment.
As well as the desktop version of Community, Urbanise have also developed the Community App for
mobile devices. The app is available on both the App Store (Apple IOS) and Google Play Store
(Android).

| Community Portal Roles
The Community Portal has four roles, and each role has a level of default access.
The four roles are:
●
●
●
●

Manager
Committee Member
Owner (You)
Tenant

| Logging in
Once your manager has configured the Community Portal for your property, you will receive a
welcome email with a link and information on how to log in for the first time.

Click the link in the email and follow the prompts to log in.
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| The Dashboard
The Dashboard is the ‘home page’ of the selected property.
On the Dashboard, you will find the following information:
●
●
●

The Property name
Your Levy Balance with links to statements and to make payment
Recent Activity:
○ Requests (Maintenance or Service Requests)
○ Social (Recent Notices, Events, Promotions and Comments)
○ Documents (Recently Updated Documents)

Scrolling down on the Dashboard, you will then see:
● Manager Details
● Community Financial Summary

3

And finally, the bottom section of the Dashboard contains the most recent Community Wall
comments.

| Changing between Properties
If you have more than one property with manager(s) that use Urbanise Community, you will be able to
cycle between your properties at the top left of your screen.

| User Profiles
Due to the social components of MyCommunity we provide the ability to upload a profile picture, enter
some About Me information as well as change notification settings and password.
All of these are optional and can be accessed by clicking My Profile in the drop-down menu at the top
right of your screen.
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Profile
Once in the My Profile section you are able to change your profile picture and enter various other
information including contact details. (Profile Picture Dimensions: 210 x 280 pixels).
It is important to note that updating details in MyCommunity does NOT change details in Urbanise
Strata. This is intentional to maintain the integrity of the Urbanise Strata database.
Note: All information that is not entered is simply not shown.

Password
Your password can be changed at any time using the Change Password drop menu in your My
Profile settings. Enter and confirm your new password and click the Change Password button to
save.
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Note: There are no restrictions on the type of password that can be used.

Notification Settings
Using MyCommunity can generate a significant amount of communication to users of the portal. In
fact, improved communication is one of the key benefits of the system.
However, sometimes this additional communication can be unwanted in which case the user is able to
change their notification settings to ensure that they are only contacted about items they are
interested in.
Email Notification Options Include:
●
●
●
●
●
●

New document uploads
Community events
Community notices
Community comments
Local promotions or special deals (sent by your manager)
Gallery

All options are ticked by default, so be sure to configure these to your preference as soon as possible.
Un-tick the box for each option you do not wish to be notified by email for; and click Save to update
your preferences.
Important Note: All notifications are sent to the email address used for the user profile.
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| Using Urbanise Community as an Owner
Here we are going to look at how to perform the following actions as a Committee Member in the
Community Platform:
●
●
●
●
●
●
●
●
●

View your Levy Ledger and download Levy Notices (My Levies)
View the property’s Financial information (Financials)
Post to the Community and Committee Walls (Community Wall)
View and reply to Notices, Events and Promotions (Community Wall)
Submit Service and Maintenance Requests (My Requests)
View the Property’s Insurance Policy Information (Insurance)
View and download Documents (Documents)
View information about the Community (Community Info)
View the current contact information that your manager has for you (My Contact Info)

| My Levies
The Levy Ledger is where Owners can see their Current balance, along with Levies issued and
Payments made. This is found within the My Levies menu item.

Here we can change the date range:

Clicking the Description for a Levy will open a copy of the levy notice in a new tab, and clicking the
description of a payment will open a copy of the receipt; also in a new browser tab.
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From this screen, you will also have the option to print the ledger.

| Community Wall
The Community Wall is the place for all general communication. It provides all members of the
community with a familiar communication medium that is easy to use. Here we are going to take a
look at each of the screens available within the Community Wall main menu item.
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All
The All screen acts as an activity stream that shows all new posts from the community wall, notices,
events and promotions.

To add a comment to the community wall, simply click within the text field available and begin typing.
If you wish to add an attachment such as a pdf or image (jpg), simply click the Attach file link and
select the file from your PC to attach. Once you are ready to post your comment, click the Post
Comment button.

Replying to a post is like creating a new post. Select the Post you wish to reply to, and type your
message in the Comment field. Press Enter to publish your Comment.
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Community Discussion
The Community Discussion screen contains all community wall comments (less notices events and
promotions). Here you will find discussions between general members of the community.

Community Notices
The Community Notices screen is essentially an electronic notice board for your Manager to use to
communicate with your Community. It is rather powerful as it also sends an email message to the
members of your community at the time that a notice is posted.
Tip: This may be for things like a road closure or scheduled building maintenance.
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Events
The only real difference between a promotion and an event is the categorisation; otherwise they
behave in much the same way. By default, all users can create events, however only managers can
create promotions.
The intention is that anyone may create an event for say a ‘pool party’, however promoting a business
or service is something that must go through proper channels.
Before creating an Event, ask yourself: Is the event “Public” or “Private”?
To allow the event to be public, tick the Show on Homepage box, this will add an event to the What’s
On section on the homepage (Overview). If it is private; leave this un-ticked.
1. To start, select the type of message (Event) from the Create drop down.
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2. Enter the Title, start and end date/time, the venue and the description in the fields available.
Once all standard information has been filled out; there are some additional options you need to
consider under Settings.
3. Next you tick which groups of users this event is to be sent to. An event notification email will
be sent based on the options you tick. (As shown above)
Note: Use the In section of tick boxes to pick which communities (you can pick more than one) you
want this event to be sent to. If you select Multiple Properties a list of your properties will appear to
select from.
Finally (and optionally) you can choose to attach documents to your event. The documents can be
PDF, Word, Excel or images. You can also upload an image to display for the event by clicking the
Upload Display Image in the circle in the top right.
Once all documents are uploaded, they should appear in the bottom left of the panel with an X option
to remove them if needed.
When finished, click the Send button to create your new event and email the appropriate people with
an event notification.
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When created the event will appear on the “What’s on” page if selected to; and the display image will
show if uploaded. See example below.
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Specials, Deals and Promotions
This is where special deals or promotions from businesses or suppliers that service your Community
will be displayed. This option is only available to Managers.

| My Requests
Here, Owners will be able to create new Service and Maintenance Requests and see all current Open
and Closed Requests.
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To create a Request, click the Create New Request button.

Start by entering a contact number, and select the type of request from the Request Type drop down.

The next step is to select the service or maintenance request type from the next field.
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Populate the remaining fields accordingly, and click Submit Request to proceed.
Tip: If you would like to attach a file or photo to your request, click Attach File and select the file from
your PC. This is particularly useful for maintenance requests.

Once the request has been submitted, you will receive a confirmation email containing your request’s
ticket number.
You will also be able to follow the progress of your request within the My Requests screen in
MyCommunity, and from within the Community Mobile App.
Click the request name to view the details of your request.
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To add a comment or reply to a manager comment on your request, simply enter your comment within
the Comments field and click Post Comment. Alternatively, click View All Requests to return to the
list of requests.
Tip: If you no longer need what you have requested, you may also delete the request by clicking the
Delete button at the top right of the screen.

Once your request has been fulfilled, your manager will change the status to Closed and you will
receive a notification email for this change.
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| Insurance
The insurance screen contains the current and prior insurance policy information for your residence,
should you need to access it.

| Documents
The Documents screen stores files uploaded by both Managers, and Committee Members. Documents
will include Minutes of meetings, Insurance certificates, House Rules, Reports and other documents
relating to your property.
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| Community Info
The Community Info screen contains a series of useful information relating to your community. This
includes; Manager Details, a Financial Summary, General Community Information, Important Dates,
and the Committee List.
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| My Contact Info
The My Contact Info screen contains a list of the contact information that your manager has on file for
you.
To request to have your contact details updated, click the Update Contact Details link at the top
right of the screen.

This will take you to a request form to complete. Simply add your new contact details and click
Request Update.

This will create a new service request within the My Requests screen, and a notification will be sent
to your Manager accordingly.
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Once your Manager has updated your details, the changes will be reflected within the My Contact
Info screen, and the request will be closed.

| Meetings
The meetings screen shows a record of meetings recorded within the previous version of our Strata
Management Platform. We recommend that your manager turns this feature off, as it will not apply to
you.
Your meeting documents may be uploaded and viewed within the Documents screen as mentioned in
Documents above.
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