Release Notes — Meeting Hub

StrataMax has been dedicated to meeting the needs of Strata Managers for over 20 years
through the continual enhancement of our software suite. We are committed to providing new
functionality to support you in servicing your clients and to provide opportunities for you to
optimize efficiency within your office environment.

This document describes exciting new features and enhancements available in the above
release.

A history of Release Notes can be reviewed on the StrataMax Online Help
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21

22

23

New features avadilable in this release

Functionality has been added to Meeting Hub to support the following activities:

1 Accurately record details of each individual attending the meeting (each person
present as a pre-meeting attendee and each person physically present during the
meeting).

2. Record pre-meeting voting paper votes in Meeting Hub and populate those votes into

the voting register.

Populate the voting register with all pre-meeting votes cast via VoteMax.

4.  Review and manage all pre-meeting votes in one place

5. Download a highly functional voting register in spreadsheet format which:

e s prepopulated with:
e allregistered attendees in Meeting Hub at the time of download
e all declared pre-meeting votes in Meeting Hub at the time of download
¢ Allows for manual entry and editing of:
e Attendees
e Motions
e \Votes
e Auto calculates voting outcomes (with the ability to switch to or from a poll vote)

6. Download an attendance register form for physically present meeting attendees to fill

in as they join the meeting.

w

Changes to existing functionality included in this release

CSV Vote Tally replaced by voting register download

The CSV file that previously contained details of votes cast via VoteMax has been replaced
by the new offline voting register download.

Status rollback feature

A new status rollback feature has been added to the Meeting Details screen to offer the
opportunity to roll the meeting status back to an earlier point after the meeting has
progressed past Agenda Finalised status.

Voting window extended

The voting window has been extended. When creating new meetings, the voting window
close time will default to 2 business hours prior to the scheduled meeting time (business
hours calculated based on AEST) unless manually amended to an earlier closure time.

Existing meetings for which a closure time has already been set will not be affected by the
change but can be manually adjusted to widen the voting window if required.

Previously, the default closure window was 6 business hours prior to the meeting time.
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3. Benefits of recording attendance in Meeting Hub

Recording meeting attendees in Meeting Hub provides the ability to:

e Swiftly record the individual that attended the meeting (not just the lot account
name).
e Manage voting eligibility
e Receive alerts and warnings regarding the financial status of attendees or the
presence of multiple attendees for the same lot to assist you in managing voting
eligibility.
e Accurately record:
o the means by which each set of votes was cast e.g. pre-meeting VoteMax
vote, voting paper vote, vote cast while present at the meeting etc.
o how the attendee attended the meeting e.g. present in person, present pre-
meeting etc.
o The capacity or multiple capagcities in which an attendee attended a meeting
(e.g. owner, proxy, power of attorney etc).
e Populate attendance data into an offline voting register for you to use during your
meeting
e Use the attendance information in the voting register to easily copy and paste
attendance information for each type of attendance group into your meeting
Minutes.
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4. Meeting Overview screen

Meeting Hub

20
o Back | Edit Meeting Details VEE S Rdl  Committee Election Voting Simulation
Mestings

Meeting Overview

A Attendance register contains multiple declared votes for the same lot, click here to review.

- Bob Down

MAXSOFT BETA MAX014

A Attendance register contains attendees flagged as eligible to vote and the financial status doesn't match the BCMax financial status, click here to review.
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Motions Committee Election

Motion

1. Confirmation of Previous AGM Minutes
2. Audit of Statement of Accounts

3. Administration Levies

4. Sinking Fund Levies

5. Appointment of Auditor

6. Public Officer

7. Insurance Valuation

8. Building Painting

A Contractor A

B Contractor B

9. Insurance Contractor

A Contractor 1 - Dave's Fencing Services
B Contractor 2 - Allscape Fencing and Building

10. Common Property Safety Switch/s

©@ Yes No Abstain

6 o 0

4 1 1

5 1 0

4 1 1

3 3 0

5 o 1

4 1 1
2 o

1

3

3

3

4 2 o

Details Update Meeting Status ~

Annual General Meeting for HOUSTON TOWERS
2017)

Meeting Status
Natice Issued

Meeting Date and Time
Friday 26 February 2021 at 11:00 AM AEST

Meeting Location
51 McKechnie Drive, Eight Mile Plains QLD, Australia

Quorum

[ eofioequited ]

VoteMax Settings

VoteMax Status
Show Meeting and Enable Voting

Voting Open Date and Time
Tuesday 19 January 2021 at 11:00 AM AEST

Voting Close Date and Time
Friday 26 February 2021 at 9:00 AM AEST

@ Enable Committee Election Voting

Attachments

There are no attachments

The ‘Meeting Overview’ screen is a central page providing access to everything that is
needed to effectively manage active meetings. From this screen you can manage
attendance, view an up to date count of pre-meeting votes and download the offline voting
register.

4.1 Accessing the ‘Meeting Overview’ screen.

1.

Navigate to the ‘Meeting’ list in Meeting Hub.

2. Click on the ‘Active’ menu item in the navigation pane on the left of the screen or
scroll to the list of active meetings.
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i& Meetings

é Planning

! IAct[ve |

i

Recently Held

D Historical Meetings
£, Standard Motions
M Standard Agenda ltems

#s Standard Meetings

3. Click on a meeting in an active status such as ‘Notice Issued’ or ‘Meeting Adjourned.

: i Bob Down PN
Meeting Hub Mo AT S
1 ;
4= Meetings New Meeting
¢ Planning
I
s Select | 170820 HK TEST 1 Helen Kurk Annusl Genersl Mesting 11/9/2020 7:00 PM Agenda Finalised
§ Recenty Held
%) Historical Meetings Select | 200000 POGS TEST 2000 Renee Soderlund Annusl Genersl Masting 22/10/2020 11:00 AM Created
st i
Lisbraaiinies Select | 2017 HOUSTON TOWERS Renee Soderlund Committee Mesting 30/9/2020 12:00 PM Created
‘B Standard Agenda ltens
3% Standard Mestings Select | 51865 ARBOUR RESIDENCES Lisa Li Annusl Genersl Mesting 17/6/2021 500 PM Created
Gi 3
8 T Select 51865 ARBOUR RESIDENCES Lisali Annual General Meeting 28/4/2021 10:00 AM Created
@ Oniine Help
Select | 51865 AREOUR RESIDENCES Lisa Li Annual General Meeting 23/4/2021 400 PM Created
Select 78836 HK QLD ONLINE VOTING IN Annual General Meeting 28/5/2021 1:00 PM Created
Select | 78836 HK OLD ONLINE VOTING IN Annual General Mesting 28/2/2021 200 PM Created
e b
Building®  Name$ Account Manager 8 Meeting Type & Mesting Date & Time ¢ VoteMax Pre-Meeting Voting Date & Time Meeting Status &
Select 002 RSTEST 2 Annual General Meeting 30/4/2021 3:00 PM 5/1/2021 3:00 PM - 30/4/2021 1:00 PM Meeting Adjourned
Select | 1505202 ROGUE 2016 Renee Soderlund Annual General Mesting  9/10/2020 5:00 PM 20/3/2020 500 PM - 9/10/2020 11,00 AM Notice lssued
Select | 200000 POGS TEST 2000 Renee Soderlund Annusl Genersl Mesting  14/2/2021 11:00 AM 5/172021 11:00 AM - 12/2/2021 300 PM Notice lssued
2017 HOUSTON TOWERS Renee Soderlund Annusl General Mesting  5/2/2021 1:00 PM 5/1/2021 1:00 PM - 5/2/2021 11:00 AM Notice lssued
Select | 300620 LOST BUILDING Annual General Meeting  15/2/2021 3:00 PM 20/6/2020 300 PM - 1/7/2020 900 AM Notice lssued
Select | 30585 EMERALD LAKES - THECOVE  Duncan Annusl General Mesting  30/1/2021 300 PM 6/1/2021 300 PM - 20/1/2021 300 PM Notice lssued
Select | 51865 ARBOUR RESIDENCES Lisa Li Annusl General Mesting  30/6/2021 9100 AM 6/1/2021 900 AM - 20/6/2021 330 PM Notice lssued
Select | 51865 ARBOUR RESIDENCES Lisa Li Annusl General Mesting  30/4/2021 300 PM 7/1/2021 300 PM - 30/4/2021 100 PM Notice lssued
Recently Held
Building$  Name# Account Manager Meeting Type ¢ Meeting Date & Time
Select | 300620 LOST BUILDING Annual General Mesting 1/7/2020 3:00 PM =

4. The ‘Meeting Overview' screen will be displayed.
4.2 Meeting Overview - Motions

In the ‘Motions’ tab you will see a list of all of the motions for this meeting and any warnings
regarding the registered attendees (e.g. if there are multiple attendees registered for the
same lot or if attendees might be considered unfinanciall).

For each motion you can view a tally of 'Yes, 'No” and ‘Abstain’ pre-meeting votes and if the
meeting has a Committee Election, by clicking on the Committee Election tab you can view
the votes cast for committee election nominees.
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Note The tallies on the Motions and Committee Election tabs include any attendees that are
flagged as being eligible to vote and financial. If the meeting includes a motion that allows
unfinancial votes to be included in voting outcomes, the number of votes that can count
towards the vote outcome may be higher than listed in this screen. For an accurate view of
the vote counts in this scenario, please refer to the Vote Tallies in the offline voting register
(See Section 18.4).

Tool tips @ are available on the Motions and Committee Election tabs to remind you which
attendees are included in the Meeting Overview tallies.

Meeting Overview
A Attendance register contains multiple declared votes for the same lot, click here to review.
Motions Committee Election
Motion © Yes No Abstain

69 | 1. Confirmation of Previous AGM Minutes 6 0 0
69 | 2. Audit of Statement of Accounts 4 1 1
69 | 3. Administration Levies 5 1 0
6d | 4.Sinking Fund Levies 4 1 1
69 | 5. Appointment of Auditor 3 3 0
63 | 6. Public Officer 5 0o 1
69 | 7. Insurance Valuation B 1 1
63 8. Building Painting 2 o

Click # to see more details of a motion including:

e Description

e Body

e Explanatory Notes
e Voting Instructions

Appointment of Auditor

Motion by Ordinary Resolution

That in the event that the preceding motion is defeated the Body Corporate appoints SDE Audit and Corporate as it's auditor for the ensuring financial year B App of Audit Body Attachment o
ending 31/6/2021 (Approximate Audit fees will be $2050 including GST)

NOTE : If the preceding motion is CARRIED then this motion is not voted on and will effectively lapse.

Explanatory Notes

There are no explanatory notes for this motion. B App of Audit - Explan Notes Attachment )

Yes “ Abstain

Close
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4.3 Meeting Overview - Attachments

The filenames of document attachments that have been attached to the meeting itself will
be listed here. Document attachments that have been linked to a motion can be viewed by
clicking on the motion and view the motion specific attachment from there.

4.4 Meeting Overview - Committee Election Information

Click on the ‘Committee Election’ tab in the ‘Meeting Overview’ screen

Meeting Hub

20: > : : . . - : A
(=3 Back | Edit Meeting Details |AIGHGELTRGN BAIOLENINCAME Committee Election Voting Simy
Meetings

D : :
ol Meeting Overview

eetings

A Attendance register contains multiple declared votes for the same lot, click here to review.
Standard

Motions

.-_ A Attendance register contains attendees flagged as eligible to vote and the financial status doesn't matc|

Standard
Agenda
Items

Motions Committee Election

o
e Motion © Yes No Abstain
Meetings
Py 6d 1. Confirmation of Previous AGM Minutes 6 0 0
>
>
Template .
Groups 6d 2. Audit of Statement of Accounts 4 1 1

You will see a list of each committee position that is being elected, along with a list of the
nominations for each position and the number of votes they have received.

44) Flagging committee election positions as ‘elected unopposed’

Click the View button to see more information about a committee election nominee.

As per existing functionality already available in Meeting Hub, the icon can be set to
indicate that a position is unopposed. If you attempt to set this indicator when other
nominations exist, a warning message will confirm that other nominations exist for this
position.
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Meeting Hub - Nicky White
MAXSOFT BETA MAXD41

1 n

‘=~ Back

Meetings [N I

@ %ﬂnnot set elected unopposed because there are 2 other nominations for this pesition II b |

> Committee Nomination Details

Mestings

Details
Standard

Motions

IF Nominee Given Mames Nominee Surname
) Olive Smith
Agenda

Items .

Is Nominee a Lot Owner

s @,

fal Nominee Lot Numb
L ominee Lot Number
Mestings 34
Tooriolate Payment Conditions of Nominee

Groups

Online

ek Mominated Committee Positions

Chairperson % L1 ]
Secretary ‘ 2| @
B Treasurer 8 L1 ]

Effect of setting the ‘elected unopposed’ flag
a) Meeting Attendee Vote Details — Committee Election Tab

When voting for committee nominations on the Meeting Attendee Vote Details screen,
a nominee who has been flagged as ‘elected unopposed’ will be unavailable for
selection.

Meeting Hub

*

ol ek View Attendee Details

Mevangs -

) : :

el Meeting Attendee Vote Details

8, A The offline voting register has already been downloaded, to include these votes in the offline voting register you will need to download it again.

l Motions  Committee Election

-:~'- Nominee Name

Chairperson

‘al

el | o

- Secretary

=

— >  CRANE Thomas Select

(2] PETTERS, Violet Sect

- Treasurer
CRANE, Thomas Select
LOVELIC, Dominic o
PETTERS, Violet Select
Ordinary member

CRANE, Thomas Select
LOVELIC, Dominic Select
PETTERS, Violet Select

Meeting Hub Enhancements —Release 2 Commercial in Confidence — Do Not Distribute Page 12 of 74



StrataMaox Release Notes — Meeting Hub Attendance Functionality & Offline Voting Register

b) Meeting Overview — Committee Election tab
Any positions that have been elected unopposed will be highlighted and will not have

a tally recorded.

Meeting Hub

o@e
‘aa* Back  Edit Meeting Details O OLEENCRAdE Committee Election Voting Simu
Meetings
D : .
el Meeting Overview
Meetings
A Attendance register contains multiple declared votes for the same lot, click here to review.
Standard
Motions
‘- Motions Committee Election
J 4
Standard
Agenda Nominee Name © Vvotes
Items
Chairperson
o
>
Standard View || GREENWOOD, Grace 0
Meetings
P Secretary
>
Tz‘r‘:’j':“ View | ABNERNETHY, Frances 0
(2] View | GREEN, Steve 3
Online
Help
View | GREENWOOD, Grace 2
View | LOCKLEY, Thomas 1
Treasurer
View | ABNERNETHY, Frances 2

c) Offline Voting Regjister
Positions marked as ‘Elected Unopposed’ are presented in the spreadsheet but no
votes will be recorded for these positions.

3 Chairperson  Secretary
Greenwood, Abnernethy, Green,
Include Proxy in Results [N Grace Frances Steve
'WARNING: You have entered votes for attendees that are not eligible to vote. Yelected
Include Unfinancial in Results|N See highlighted cells or change defaults in Cells C2 and C3. Unopposed
Votes 0 0 3

Lot Number | ~ | Office Held | ~ | Given Name |  |Surname | v | Capacity |~ |Voting Method ~ | Attendance Method| ~ | Financial in BCM ¥ | Financial | ~ Eligible to Vote | v |Entitlements
fl Alex Correa Owner Voting Paper Present Pre-Meeting Y Y Y 10 Y
g Philly Davis Company Non In Person Present at Meeting Y ¥ ¥ 10
g DEREK JETER Owner Voting Paper Present Pre-Meeting Y Y Y 10 Y
g Brian May Mortgagee  Voting Paper Present Pre-Meeting Y N Y 10|
g Justin Verlander Owner VoteMax Pre-Meeting Present Pre-Meeting Y Y Y 10

5. Meeting Hub Quorum Indicator

The Meeting Overview and Attendance Register screens provide a quorum indicator which
allows you to easily determine if quorum has been met.

When quorum has not been met the bar will display in red. When quorum has been met, the
bar will turn green.
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6.1

Quorum

- 13 of 50 required (i )

Quorum is calculated by comparing the quorum figure manually entered to the Meeting
Details screen to the number of attendees considered to be present for the meeting
(present pre-meeting and present at the meeting) who are also eligible to vote.

Meeting Hub

B 1
‘@ Meetings Back IV

Details

Meeting Date & Location

Meeting Details

Agenda Items & Motions
B TS Annual General Meeting for QLD BUILDING (12558)
Voting

euEaeGiotes Adjourn Meeting Update to Meeting Held | Cancel Meeting

'D Historical Meetings

Quorum

&, Standard Motions 50
‘B Standard Agenda ltems

@ Enable Committee Election
&% Standard Meetings

£ Template Groups

A tool tip is available if you hover over the 0 next to the quorum indicator to explain how
quorum is calculated.

Updating the meeting status in Meeting Hub

When a meeting has progressed to an active status such as ‘Notice Issued’ or ‘Meeting
Adjourned’ no further changes can be made to the details of the meeting. You can however,
change the status of the meeting to progress it or to roll-back the meeting to a status which
does allow changes to be made.

The following meeting statuses are available to progress the status of a meeting:
e Adjourn Meeting
e Update to Meeting Held
Selecting the following statuses will rol-back the meeting status:
e Agenda Finalised
e Draft Agenda Issued
Updating the meeting status via the Edit Meeting Details button

To change the meeting status via the ‘Edit Meeting Details’ button proceed as follows:

1. Navigate to the ‘Meeting Overview screen.
2. Click the ‘Edit Meeting Details” button.
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Meeting Hub

2% Meetings

Back | Edit Meeting Details - Committee Election  Voting Simulation

neersotons Meeting Overview

3. Either click the red Rollback Status’ button to move to an earlier status or click a blue
status button to move the status forward.
Meeting Details

D Historical Meetings

&, Standard Motions

Annual General Meeting for QLD BUILDING (12558)
L ——}

Adjourn Meeting Update to Meeting Held Rollback Status ~ Cancel Meeting

Quorum Agenda Finalised
=0 Draft Agenda lssued
A Comnhdn M onitbnn Elactinm . D?

Note: If you click ‘Adjourn Meeting’, you will be required to enter a reason for
adjourning the meeting, as well as an adjusted meeting date, time and location.

6.2 Updating the meeting status via the Update Meeting Status button

1. Navigate to the ‘Meeting Overview' screen.
2. Select a status from the ‘Update Meeting Status’ button.
Meeting Hub

9.

et Back = Edit Meeting Details EGCHRENIC RGN IAIBEENEEAdE Committee Election Voting Simulation
Meetngs

=)

e Meeting Overview

A Attendance register contains multiple declared votes for the same lot, click here to review.
Standard
Motions
" Motions ~ Committee Election
7
Standard
::0 766 1. Confirmation of Previous AGM Minutes 6 0 0 Update to
Sandad Annual General Meet Meeting Adiourned
B 63 | 2.Audit of Statement of Accounts 4 1 1 TOWERS (2017) Geting Acjoume
s Meeting Held
>z I . M Sta
,::m 63 | 3. Administration Levies S 1 0 Mf”‘g fatus
Groups o Notice Issued
3 Rollback to
69 | 4. Sinking Fund Levies 4 1 1
e e Meeting Date and Tim{  Agenda Finalised
O Friday 26 February 20
Help 63 5. Appointment of Auditor 3 3 0 Ll el Draft Agenda Issued
o Meeting Location
63 | 6. Public Officer 5 0 1 51 McKechnie Drive, Eight Mile Plains QLD,
Australia
69 7. Insurance Valuation 4 1 1
63 8. Building Painting 2 0
Quorum
A Contractor A 1

3. If you have selected a status of ‘Meeting Adjourned’ you will be asked to enter a
reason and provide a new meeting date, time and location.

7. Cancelling a meeting in Meeting Hub.

1. Navigate to the ‘Meeting Overview’ screen.
2. Click the ‘Edit Meeting Details” button.
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Meeting Hub

48 Meetings

D Historical Meetings

&, standard Motions Meeting Overview

3. Click the ‘Cancel Meeting’ button.

Meeting Details

Annual General Mesting for QLD BUILDING (12558)

Back | Edit Meeting Details Committee Election

Voting Simulation

Adjourn Meeting [l Update to Meeting Held | Rollback Status =

4. Click the ‘Yes button to confirm.

Cancel

Are you sure you want to cancel this meeting?

Clicking ‘No’ will prevent the cancellation from taking effect and will return you to the

‘Meeting Details’ screen.

8. Managing attendance in Meeting Hub

The Meeting Hub Attendance Register provides a centralised place from which to create
and manage meeting attendees, including attendees which have been system generated

as a result of votes cast via VoteMax.

Bob Down

Meeting Hub

*@e

‘= Back Download Sign-in Sheet
Meetings

) »
@l Attendance Register
Meetings Loading...

Filter...

Given Name $ Surname $ Capacity$  Lot$ Voting Method

L
—J A
Standard Alex Correa Owner 1 Voting Paper
Agenda
tems G
ompan
., Philly Davis p Y 2 In Person
s Nominee
Standard
Saador X ) VoteMax Pre-
~ Yuri Gurriel Owner 6 Meeting
=
Template
Groups A DEREK JETER Owner 3 Voting Paper
O?M A Brian May Mortgagee 3 Voting Paper
Help
Max Profit Owner 9 Voting Paper
R VoteMax Pre-
Justin Verlander ~ Owner 5

Meeting

Attendance Method 3

Present Pre-Meeting

Present at Meeting

Present Pre-Meeting

Present Pre-Meeting
Present Pre-Meeting

Present Pre-Meeting

Present Pre-Meeting

8.1 Accessing the ‘Attendance Register’ screen.

1. Navigate to the ‘Meeting Overview screen.

2. Click the Attendance button.

Votes $ Financial in BCMax %

+

i [ |

3. Select the ‘Manage’ option from the drop down.

Yes

Financial

<]

O 0 0O ©

(<]

MAXSOFT BETA MAX014

Eligible to Vote $

0 8 0O ©

(<]
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Back  Edit Meeting Details Committee Election Woting Simulation
Add
Meeting Overvie [wanag |

Motions

Motion

Committee Electi

8.2 Financial in BCMax’ Indicator

Download Sign-in Sheet

For each attendee who is representing a lot, the ‘Financial in BCMax’ Yes\No indicator will
confirm whether the data currently available in BCMax suggests that the Lot is financial. If
the current BCMax data suggests that the lot is financial a Yes will be displayed and if
unfinancial in BCmax a ‘No’ will be displayed.

Given Name = Surname %

Jose

Gillie

Alex

Philly

Grace

Yuri

Altuve

Canter

Correa

Davis

Goldman

Gurriel

Capacity + Lot Voting Method > Attendance Method + Votes =

Office
Bearer
(Director)

Other

Owner

Company
Nominee

Qwner

QOwner

1

Voting Paper

Non-Voting
Attendee

Voting Paper

In Person

Voting Paper

VoteMax Pre-
Meeting

Present Pre-Meeting

Present at Meeting

Present Pre-Meeting

Present at Meeting

Present Pre-Meeting

Present Pre-Meeting

1]

iii

DY
Financial in BCMax ¥

No

Financial + Eligible to Vote =

This indicator is NOT used in vote outcome calculations it is merely provided as supporting
information to assist the manager in deciding for themselves whether they consider the
attendee financial for voting purposes.

8.3 Financial Flag

The Financial Flag is used by a Meeting Hub user to define whether or not the attendee is
considered financial for voting purposes.

Given Name $ Surname %

Jose

Gillie

Alex

Philly

Grace

Yuri

Altuve

Canter

Correa

Davis

Goldman

Gurriel

Capacity + Lot+ Voting Method+ Attendance Method + Votes 3

Office
Bearer
({Director)

Other

Qwner

Company
Nominee

Owner

Owner

14

Voting Paper

Non-Voting
Attendee

Voting Paper

In Persan

Voting Paper

VoteMax Pre-
Meeting

Present Pre-Meeting

Present at Meeting

Present Pre-Meeting

Present at Meeting

Present Pre-Meeting

Present Pre-Meeting

1]

————————————————
Financial in BCMax ¥

Financial # Eligible to Vote 3
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831 Financial Flag Defaults to Ticked (Financial )

84

By default the ‘Financial flag is always set to Financial (tick) indicating that the attendee is
considered financial for voting purposes. This will be the case even if the Financial in BCMax’
field for this attendee shows a ‘No’ indicating that the BCMax data suggests that the lot may
be unfinancial.

The ‘Financial flag will only ever be removed if a meeting hub user manually removes the
tick to indicate that the user considers the attendee’s position to be unfinancial.

If the Financial in BCMax indicator is set to No and the ‘Financial flag is ticked indicating that
the lot will be considered financial for voting purposes, an alert will be generated to prompt
the meeting hub user to review the attendee’s financial position and, if appropriate, switch
off the Financial flag.

This will ensure that the attendees vote will be correctly included in the vote calculations for
any motions which are legally required to include votes cast for unfinancial lots.

‘Eligible to Vote’ Flag

The ‘Eligible to Vote’ flag is available for Meeting Hub users to flag an attendee as ineligible to
vote for a reason that is not related to their financial status (e.g. if an owner attends the
meeting along with their co-owner only one is eligible to vote and the other must be flagged
as ineligible to vote (duplicated attendee for lot).

Given Name $ Surname 3 Capacity s Lot Voting Method ¥ Attendance Method ¥ Votes® Financial in BCMax ® Financial +  Eligible to Vote 3

Office

Jose Altuve Bearer 8 Voting Paper Present Pre-Meeting =
(Director)
2 Non-Voting =
Gillie Canter Other Present at Meeting +
Attendee
Alex Correa Owner 1 Veting Paper Present Pre-Meeting = e a
Compan
Philly Davis Py In Person Present at Meeting + Yes
Nominee
Grace Goldman Qwner 14 Voting Paper Present Pre-Meeting g No
. . VoteMax Pre- . -
Yuri Gurriel Owner 6 : Present Pre-Meeting = a
Meeting

84 Default Setting

By default the ‘Eligible to Vote Flag is always set to eligible (ticked) unless:

e The attendee is attending in a voting capacity of ‘Non Voting Attendee’ in which case
the check box will not be displayed at all.

OR

e The flag has been manually switched off (unticked) by a meeting hub user. In this
scenario the check box will be visible but it will be empty.
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84.2 When to manually switch off the ‘Eligible to Vote Flag’

8.5

The ‘Eligible to vote’ flag is only used to identify attendees who may be disqualified from
voting because another owner or representative is present for the same lot who will be
voting instead (‘duplicate attendee for lot) or if there is a reason why the attendee’s
capacity may not be considered valid for voting purposes (e.g. the attendee is attempting
to represent too many lots as a Proxy).

Important: Do not adjust the eligible to vote flag if the attendee is not eligible to vote
because they are unfinancial. If the attendee is unfinancial simply untick the Financial flag
instead. This will ensure that if motions are voted on which legislatively require the inclusion
of unfinancial votes, the vote calculation results will include the unfinancial votes. If you
mark an attendee as ineligible to vote, their votes will always be excluded from vote
calculations and tallies.

Managing attendance records using the Attendance Register screen

All functionality required to manage attendance can be accessed via this screen including:

e Adding attendees (Add Attendance Button)

|
Lt oWty EL Tl Download Sign-in Sheet
A+

Attendance Register

Back

e Viewing Votes already cast for this lot by clicking the -~ icon in the ‘Votes’ column.

Withdrawing votes already cast for this attendee by clicking the —~ icon in the
‘Votes’ column to access the ‘Votes’ screen and clicking the ‘Withdraw Votes’ button

»
Votes
Attendes
Alex Bregman

Owner - Lot 2

Votes declared on Thursday 7 January 2021 at 9:23 AM (AEST)

Administrative Fund Budget
Mation by Ordinary Resolution
Sinking Fund Levy

Motion by Ordingry Resolution
Body Corporate Works
Motion by Ordinary Resolution
Building Painting

Motion by Mgiority Resolution
Sinking Fund Levy

Motion by Ordinary Resolution

Sinking Fund Contributions

Maotion by Qrdinary Resolution

== \
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e Adding Voting Paper Votes by clicking the + icon in the 'Votes’ column to Access the
Meeting Attendee Vote Details screen.

Back m View Attendee Details

Meeting Attendee Vote Details

A The offline voting register has already been downloaded, to include these votes in the offline voting register you will need to download it again,

Motiony Committee Election Attendee Details

wisw
Motion Tip: Use the 'Y, "N, A’ ke
) Yuri Gurriel
»  Administrative Fund Budget Yes  No  Abstsin
Owner Lot6
Sinking Fund Levy Yes Mo | Abstain
Body Corporate Works Yer Mo | Abstin
A Option & Yes
8 Option B yer
Building Painting Mo | Abstain
A Contractor A Yes
B Contractor B Yes
Sinking Fund Levy Yes Mo | Abstsin
Sinking Fund Contributions Yes Mo | Abstain

e Editing an attendance record by clicking on the pencil icon to access the Edit
Attendance screen:

Edit Attendance

Attendance Roll Dietailz Caarch Rol

Capacity Type Lot(s) Unit Number(s) . .
Lot & / 02100008 (Unit 8) Entitlements: 1
Owner E 8 g
Attendees: fose Altuve
+ add additional capacity O JoseAltuve Cwner (Director)
Given Name
Jose ®
Recently added / updated
Surmame
Altuve Jose Altuve

. Alex Bregman
Voting Method 5
. Alex Correa
Non-Voting Attendee : = o
Yuri Gurriel

n ce Method
Attendance Method Renee Manager

ik

Apology

e Deleting an attendance record by clicking the red bin icon n
You will be asked to confirm before deletion occurs. If votes have been cast to the
attendee the will be deleted along with this attendance record.
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x
Remove Capacity
Votes have already been cast for this attendee’s capacity.
Use the Attendance Register to mark the votes as ineligible
CR
Enter a reason and press proceed to remove the attendee's capacity.
Attendee
Alex Correa
Office Bearer (Chairperson) - Lot 7
Reason

| - Select One - g

Motes (optional)

Enter additional explanation

Cancel

¢ Viewing the financial status of the attendee via an Owner Info report generated by
clicking on the Yes\No entry for the lot in the Financial’ column.

e Managing voting eligibility via the checkbox & in the ‘Eligible to Vote” column.

e If votes have been cast for this attendance record, removal of the eligibility to vote
flag will withdraw the votes.

Change eligible to vote

Votes are being withdrawn for attendee. Please select a reason.

Attendee
Alex Bregman
Owner - Lot 2
Reason

L]

-- Select One --

Motes {optional)

Enter additional explanation
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9. Adding attendees

9.1 Importance of adding attendees accurately to Meeting Hub

Recording attendance accurately in Meeting Hub is critical to ensuring that:

e The content of the voting register is accurate.

e All eligible votes are counted.

e Allineligible votes are excluded.

e Attendees can be correctly categorised for inclusion in the required attendance
group(s) within the Minutes.

Initially creating accurate attendance groups within the Minutes can be achieved by filtering
attendees by capacity, voting method and attendance method in the voting register.

In future releases, the system will utilise this information to automatically populate attendee
names into the correct attendance groups within the Minutes.

9.2 Accessing the Add Attendance screen

& Lisa McCoustra
MAXSOFT BETA MAXD41

Meeting Hub

= . TR
&% Meetings Back Save & Add Votes SRS

D Historical Meetings

&, Standard Motions Add Attendance
‘B Standard Agenda ltems

& Standard Meetings Attendance Roll Details
£ Template Groups
Office Bearer :
@ Online Help Lot 71 /02100072 Entitlements: 373
-- Select One -- s
© Ellsworth Lary Owner
Capacity Type Lot(s) Unit Number(s)
Owner s 7 Unit number (e.g. 1, 3, 5)
Recently added / updated
+ add additional capacity
Given Name Fredric Delsoin
Lary Gerald Tarkowski
Jodi Hedstrom
Surname
Micahel Dallas
Ellsworth (C]
Lina Johanningmeie
Voting Method
Voting Paper

Attendance Method

Present Pre-Meeting

The ‘Add Attendance’ screen can be accessed from:
e The Meeting Overview Screen — Attendance button — ‘Add’ Option

Meeting Hub

20 :
e et < Back = Edit Meeting Details VLI E O Rall  Committee Election Voting Simulation

D Historical Meetings S—
| Add |

£, Standard Motions Meeti ng Overvie - - |
anage

‘M Standard Agenda ltems

Download Sign-in Sheet
A Atendance TEGISTEr CONTA s paaemesmmesa Me [0t(s), click here to review.

#e Standard Meetings
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9.3

9.4

e The Attendance Register — Add Attendance button.

Meeting Hub

hiestings Back |[WYelsFiai-hleElil=l Download Sign-in Sheet

Historical Meetings

Standard Motions Attendance Register

R OE

Standard Agenda ltems
Filter...

Standard Meetings

ae
Pn_'

Enter lot number or unit number

When creating attendance records you can either enter the Lot number or the Unit number.
When one or more Lot or Unit number is added, roll information associated with those lots
will be displayed in the Roll Details section of the screen.

Auto population of attendee names

The Add Attendance screen provides fields for completion on the left and information from
roll on the right which can be selected to automatically populate data into the attendee
fields to avoid the need for typing.

Note: The system will move automatically to the next field when you use the auto populate
feature — there is no need to tab between fields.

To populate data into the name fields:

1. Hover the mouse over the given name element of a name in the Roll Details section
until the name is underlined, then click to select and populate this part of the name
into the Given Name field.

2. Select the surname in the roll details area to repeat the process for the surname.

Note To select the entire name field, click the Qicon next to the name that you wish to add.
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Back Save & Add Votes Search Roll

Add Attendance
Attendance Roll Details

Office Bearer

Lot 2 / 02100002 (Unit 2) Entitlements: 1
-- Select One -- £
Attendees: Richard Branson
Capacity Type Lot(s) Unit Numbaris) [@lalexBregman Owner (Committee Member)
Owner s 2 2 | .
e _ & Mercury Lawyers Representative
+ add additional capacity B ~
Given Name — % -
—— Recently added / updated
Gi&uar‘ne of the attendee L ®
- e Alex Correa
urname -
Suewéf of the attendee lose Altuve @
Yuri Gurriel

Voting Method
oting Metho Renee Manager

“w

-- Select One -- DEREK JETER

9.5 Searchroll

The Search Roll screen allows you to search the building roll by the following information:

e Lot Number
e Unit Number
e Capacity

e Name
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x
Search Roll
Select from the below search results to populate the attendance.
| 3 Save
Lot .Accoun{%] Lot % Unit & Capacity & Name =

Select ] 02100001 1 1 Nominee Owner Richard Branson

Select 02100001 1 1 Owner Alex Correa

Select 02100002 2 2 Owner Alex Bregman

Select 02100002 2 2 Representative Mercury Lawyers

Select 02100003 3 3 Nominee Mortgagee Brian May

Select 02100003 % 3 Owner DEREK JETER

Select | 02100004 4 4 Owner Jackie Robinson

Select 02100005 5 5 Cwner Justin Verlander

Select 02100006 i} ] Owner Yuri Gurriel

Select 02100007 7 7 Owner Alex Correa

Select 02100008 1 ] Owner Jose Altuve

9.6

9.7

The system will automatically search and display roll details for your meeting’s building.
Those results can be further refined by typing into the search bar.

You can sort the results using the arrows (¢ ) next to the column names.

Select one or more lots by clicking the ‘Select’ button adjacent to the required attendee to
add the roll information for that attendee into the Roll Details’ area of the ‘Add Attendance’
screen to support swift population of the data into the ‘Add Attendance’ fields.

Swift creation of office bearer attendance records

If the attendee is an office bearer the relevant position can be selected in the office bearer
dropdown list. This will populate the Capacity Type, Given Name, Surname, Lot(s) and Unit
Number(s) held in roll for this Office Bearer position.

The only field that needs to be manually entered is the Voting Method.

Creating attendance records for individuals with multiple lots and voting
capacities

In most scenarios only one attendance record should be created per individual regardless
of how many lots or voting capacities they represent.
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9.8

9.9

10.

10.1

10.2

The Add Attendance’ screen provides the ability to enter multiple lots and capacities per
attendance record provide that the voting method and attendance method are the same
for all.

Similarly, only one attendance record is required if a person voted via VoteMax before the
meeting (which auto creates an attendance record) but also attended the meeting as a
non-voting attendee. In this scenario changing the attendance method from ‘Present Pre-
Meeting' to Present at Meeting’ is all that is required.

Managing VoteMax system generated voting records
Attendance records are created automatically by VoteMax when a voter casts their votes

online via VoteMax.

To preserve the integrity of voting records created by an owner, VoteMax attendee names,
capacities and voting methods cannot be edited.

The following changes can be made to a VoteMax attendee record:

e Mark as ineligible to vote (Which will withdraw the votes).
e Reinstate VoteMax votes which were manually withdrawn via Meeting Hub
e Change the Attendance Method.

Note: VoteMax generated attendance records cannot be deleted.
Scenarios that require two attendance records for the same individual

There are very few scenarios that would dictate the need to create more than one
attendance record for the same attendee. One scenario that would require this is:

e Anindividual who voted online before the meeting via VoteMax for their own Iot(s)
also wishes to vote during the meeting in a different capacity for different lots. (Refer
to section 10.2 for how to do this.)

How to add attendees for a range of scenarios

VoteMax pre-meeting vote & attends meeting as a non-voting attendee

If a voter cast their vote online prior to the meeting via VoteMax but still attends the meeting
as a non-voting attendee, the attendance method on the existing attendance record for
this attendee should be amended to Present at Meeting.

VoteMax pre-meeting vote & attends meeting to vote in another capacity

The VoteMax generated attendance record should remain in place and does not need to be
changed.

A new attendance record should be created for the new capacity.
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Since the Lot for which the individual is attending the meeting to vote for is different to the lot
that they cast votes for online, the additional attendance record will not be considered a
duplicate and will not generate an alert.

1. From the meeting Overview screen click the ‘Attendance’ button and select Add (or go
to the Attendance register and click the ‘Add Attendance’ button).

Select a Capacity Type of Proxy’.

Enter the lot number(s) that the Proxy is representing in the Lot(s) field.

Select or enter the attendee’s Given Name.

Select or enter the attendee’s Surname.

Select the Voting Method ‘In Person.

Click the ‘Save’ button.

N o oA N

Note : There should now be two records for the same attendee on the ‘Attendance Register’
screen for different lots, one with a capacity of ‘Owner’ and one with a capacity of ‘Proxy’.
These will be recognised by the system as separate valid records and will not generate an
alert.

8. If you downloaded the Offline Voting Register prior to making these changes,
remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.

10.3 VoteMax pre-meeting & attends the meeting to vote from the floor instead

If an attendee wishes to supersede a VoteMax vote by voting from the floor at the meeting
in person, the VoteMax attendance record must be rendered ineligible to vote and the
VoteMax Vote withdrawn.

To maintain the integrity of online votes we are unable to change the Voting Method for an
attendance record that was created via VoteMax but we can mark the vote as ineligible by
reason ‘Duplicate attendee for Lot which will withdraw the online votes from any voting
calculations.

A second attendance record should be created to register the lot owner as voting in person.
These actions can either be performed in Meeting Hub prior to downloading the offline
voting register OR the changes can be made in the offline voting register spreadsheet itself
if access to meeting hub or if it is not practical to re-download the voting register. (Please
refer to section 171 for details of how to add and edit attendees directly in a copy of the
offline voting register that has already been downloaded. )

If using Meeting Hub to do this prior the start of the meeting, proceed as follows:

Navigate to the ‘Attendance Register screen.

Click 'Add Attendance’ button.

Enter ‘Owner’ in Capacity Type.

Enter the lot number in Lot(s).

Click the attendee’s given name from the Roll Details.

ok w T
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Click the attendee’s surname from the Roll Details.

Select the Voting Method - ‘In Person’.

Click the 'Save’ button.

. Click the ‘Back’ button.

10. Locate the attendee on the ‘Attendance Register’ screen.

© 0 N o

You can filter the list of attendees by clicking the filter toggle at the top of each column or by
typing in the filter bar as shown below:

- K
Meeting Hub & . \Bchipown
MAXSOFT BETA MAXD14
10 Pt
“a-* Back EEGGENELLELN Download Sign-in Sheet
Mestings J
9 .
A Attendance Register quorum IO ©
Meetings
g x Save
Standard
et Given Name $ Surname $ Capacity $ Lot$ Voting Method 3 Attendance Method $ Votes $ Financial in BCMax $ Financial ¢ Eligible to Vote $
L
vl A Grace Goldman  Owner 14 Voting Paper Present Pre-Meeting + No s n
Agenda —
tems.
A Florence Gurriel Owner 6 In Person Present at Meeting + Yes a s n
o —
Standard VoteMax Pre- I I
».:Mmg; A Yuri Gurriel Owner 6 Mi:ﬁn;x e Present Pre-Meeting = Yes /] V4
3
=
Tempiate
Groups
Oniine

Note : When the attendee is located they will be flagged as being in error because more
than one attendee is listed as eligible to vote for the same lot.

1. For the attendee with the Voting Method - ‘VoteMax Pre-Meeting’ click the ‘Eligible to
Vote' checkbox to remove the tick. This will force the withdrawal of any votes

attached to this record.
12. Select Duplicate Attendee for Lot’ from the Reason dropdown.

Change eligible to vote

Votes are being withdrawn for attendee. Please select a reason.

Attendee
Yuri Gurriel
Owner - Lot 6

Reason

Duplicate Attendee for Lot

Notes (optional)

Enter additional explanation

Sapeel

13. Enter Notes if desired.
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14.

15.

Click the ‘Save’ button.

Meeting Hub

20e S

4 Back WEGLEMENGELLCE Download Sign-in Sheet
Meetings

9 .
Al Attendance Register quorum [N  ©
Mestings

g x Save
aaaaaa

Hesens Given Name $ Surname $ Capacity $ Lot$ Voting Method 3 Attendance Method $ Votes $ Financial in BCMax $ Financial $ Eligible to Vote $

m
St A Grace Goldman  Owner 14 Voting Paper Present Pre-Meeting + No 4 n
Agenda

tems

Florence Gurriel Owner 6 In Person Present at Meeting & Yes d n

29,

aB
Standard VoteMax Pre-
Meetings Yuri Gurriel Owner 6 ) Present Pre-Meeting = e

Meeting

<

=
Template

Groups

Oniine

Help

If you downloaded the Offline Voting Register prior to making these changes,
remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.

10.4 Attending in person for own lot and as proxy for a different lot

One attendance record should be created with two capacities i.e. Owner and Proxy.

© 0N g hs T

= =

Navigate to the ‘Add Attendance’ screen.

Ensure Capacity Type is set to ‘Owner.

Enter the owner’s lot number(s) in the Lot(s) field

Click on the lot owners Given Name in the Roll details section

Click on the lot owner Surname in the Roll details section

Select ‘In Person’ from the Voting Method dropdown

Click the + Add Additional Capacity’ button

Select a Capacity of ‘Proxy’.

Enter the lot number(s) that the attendee is a Proxy for in the Lot(s) field.
Click the 'Save’ button.

If you downloaded the Offline Voting Register prior to making these changes,
remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.

10.5 Proxy attending the meeting in person

N oo NN

Navigate to the ‘Add Attendance’ screen.

Select ‘Proxy’ as the Capacity type.

Enter the lot number in the Lot(s) field.

Click the attendee’s Given Name in the Roll Details section.
Click the attendee’s Surname in the Roll Details section.
Select the Voting Method - ‘In Person’.

Click the ‘Save’ button.
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8. If you downloaded the Offline Voting Register prior to making these changes,
remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.

10.6 Pre-meeting voting paper vote

Navigate to the ‘Add Attendance’ screen.

Ensure a Capacity type of ‘Owner is selected.

Enter the lot number in the Lot(s) field.

Click the attendee’s Given Name in the Roll details section.

Click the attendee’s Surname in the Roll Details section.

Select the Voting Method - Voting Paper.

Select the Attendance Method — ‘Present Pre-Meeting.

Click the 'Save and Add Votes’ button to add the voting paper votes or just click the
‘Save’ button if you intend to add the votes later.

9. If you downloaded the Offline Voting Register prior to making these changes,
remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.

© N koD~

10.7 Pre-Meeting VoteMax vote superseded by proxy in person at the meeting.

An attendance record for the lot owner will be system generated by VoteMax when the lot
owner declares their vote via VoteMax.

A second attendance record will need to be manually created for the proxy to capture the
proxy’s votes.

Since there will be multiple people registered to vote for the same lot, the attendance record
for the owner will need to be marked as ineligible to vote.

If you are comfortable that the owner’s online vote should be superseded, proceed as
follows:

1. Navigate to the ‘Attendance Register’ screen.
2. Click the ‘Add Attendance’ button.

Meeting Hub &I bootonn
MAXSOFT BETA MAX014.
0 . .
“an® Back |WEXLWNENLEL Download Sign-in Sheet
Meetings
) |
Ml Attendance Register auorum IR ©
Meeting:
Filter. x Save
Stand:
Mosens Given Name $ Surname $ Capacity $ Lot$ Voting Method $ Attendance Method $ Votes $ Financial in BCMax $ Financial $ Eligible to Vote $
"
ol Office Bearer
5;"’: Jose Altuve (Director) 8 Voting Paper Present Pre-Meeting = Yes s u
nnnnn
;:° Alex Correa Owner 1 Voting Paper Present Pre-Meeting = a 4 n
Standard
Mestioos Compan
Philly Davis p Y 2 In Person Present at Meeting + Yes v u
- Nominee
=
Template
Groups A Grace Goldman ~ Owner 14 Voting Paper Present Pre-Meeting o No s n
g . . VoteMax Pre- . o
Online. Yuri Gurriel Owner 6 1 Present Pre-Meeting = Yes s
Help Meeting
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»

Select a Capacity Type of ‘Proxy.
Enter the lot number to be represented in the Lot(s) field.
Click on the Proxy's given name in the Roll Details section (or type it into the ‘Given
Name'’ field).
Click on the Proxy’s surname in the Roll Details section (or type it into the ‘Surname
field).
Select the Voting Method - ‘In Person’.

Meeting Hub &

Back REVER-WCEAYIE  Search Roll

Add Attendance

Bob Down
MAXSOFT BETA MAX014

& Meetings

‘D Historical Meetings

&, Standard Motions
‘B Standard Agenda Items

Attendance Roll Details Search Roll
& Standard Meetings
£ Template G i
& lemplate Groups Office Bearer ) i
Lot 6 / 02100006 (Unit 6) Entitlements: 1
© Online Help -- Select One -- :
Attendees: Yuri Gurriel
Capacity Type Lot(s) Unit Number(s) © Florence Symth Proxy
Owner s Lot number (eg. 1,3, 5 Unit number (e.g. 1, 3, 5] L] " . )
g ©g ) © YuriGurriel Owner (Committee Member)
Capacity Type Lot(s) Unit Number(s)
Proxy : 6 6 w
Recently added / updated
+ add additional capacity
Giveniiame Grace Goldman
Given name of the attendee ® Jose Altuve
Brian May

Surname

DEREK JETER

1.

f th
Surname of the attendee Philly Davis

Voting Method

In Person i

Attendance Method
Present at Meeting

Click the 'Save’ button.

Click the ‘Back’ button.

Filter by lot number to locate the attendance records on the ‘Attendance Register
screen for the lot owner and the proxy.

Bob Down

Meeting Hub &

200
‘- Back WEGEWNELLENICI Download Sign-in Sheet
Meetings

Pl Attendance Register

MAXSOFT BETA MAXD14

quorer I ©

6 x Save

Given Name $ Surname $ Capacity $ Lot$ Voting Method $ Attendance Method $ Votes $ Financial in BCMax $ Financial $ Eligible to Vote $

5 = s VoteMax Pre- =
ey A Yuri Gurriel Owner 6 " Present Pre-Meeting = Yes s
Agenda Meeting —_—
ttems
;:c A Florence Symth Proxy 6 In Person Present at Meeting e Yes s u
tandard
Mesting:

For the Lot Owner, click the ‘Eligible to Vote’ checkbox to remove the tick. This will
prevent any votes for this attendee from being included in any motion outcome
calculations.
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12. Select Duplicate Attendee for Lot’ from the Reason dropdown.

Change eligible to vote

Votes are being withdrawn for attendee. Please select a reason.

Attendee
Yuri Gurriel
Owner - Lot 6
Reason

Duplicate Attendee for Lot

Notes (optional)

Enter additional explanation

e

13. Enter Notes if desired.
14. Click the ‘Save’ button.

Meeting Hub &  BobDown

@
‘s Back WENLPN(ENGELM Download Sign-in Sheet
Meetings J J

B Attendance Register quorum |G ;)

6 x Save

MAXSOFT BETA MAX014

Given Name $ Surname $ Capacity$ Lot% Voting Method & Attendance Method $ Votes $ Financial in BCMax ¢ Financial $ Eligible to Vote 3

Standard Yuri Gurriel Owner 6 VoteMax Pre-Meeting  Present Pre-Meeting

Yes s
Florence Symth Proxy 6 In Person Present at Meeting Yes 4 n

@

e

+ i

15. If you downloaded the Offline Voting Register prior to making these changes,

remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.

10.8 Tenant not entitled to vote

A tenant is a non-voting attendee at a meeting. An attendance record can be created for a
Tenant as follows:

1. Navigate to the ‘Add Attendance’ screen.
2. Select a Capacity Type of ‘Other.
3. Type in a 'Reason Attending’

Meeting Hub & LisaMcCoustra

MASOST SETA NAA!

=

D Historical Meetings

&8, Standard Motions Add Attendance
‘B Standard Agenda Items
% Standard Meetings Attendance Roll Details
£ Ter te Groups

Office Bearer )

Enter a lot or unit number to show roll details.

@ Online Help tlectOne ==

Capacity Type Reason Attending Recently added / updated

Other ©Q: | e 5]

Nigel Brown

+ 3dd additional capacity Jospeh Ovit
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7.

Enter the attendee’s Given Name (or select by clicking on the name in roll details if
the tenant is recorded in roll).

Enter the attendee’s Surname (or select from roll details if ovoiloble).

Select the Voting Method — ‘Non-Voting Attendee’.

Meeting Hub

L

D Historical Meetings

Standard Motions Add Attendance

B Standard Agenda ltems

% Standard Meetings Attendance Roll Details

& Lisa McCoustra
pRES P

£ Template Groups

Office Bearer Enter a lot or unit number to show roll details.

@ Online Help - Select One

Capacity Type Reason Attending Recently added / updated

Other ¢ Tenant

Given Nam

Gillie (4]
Sum

o °
Voting Method

Non-Voting Attendee ° B

Attendance Method

Present at Meeting

Click the ‘Save’ button.

Note: The attendee will be recorded as ineligible to vote.

Meeting Hub L B
MAXSOFT BETA MAXO14
20 i
- Back WENGRN(ELLELIMM Download Sign-in Sheet
Meetings
) ,
M Attendance Register quorer [EREOREEE  ©
Mestings
Filter. x Save
o
Given Name $ Surname $ Capacity$ Lot$ Voting Method $ Attendance Method$ Votes$ Financial in BCMax $ Financial $ Eligible to Vote $
Standars Office
Agenda Jose Altuve Bearer 8 Voting Paper Present Pre-Meeting = Ye a v u
Item:
e (Director)
::° Non-Voting
Standard - X )
Gillie Canter Other Present at Meeting n
Mestings ! Attendee 9 i ’
S
Y:;m Alex Correa Owner 1 Voting Paper Present Pre-Meeting = Yes ] s u

10.9 Recordi

ok w

If you downloaded the Offline Voting Register prior to making these changes,
remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.

ing an apology for non-attendance

Create an attendance record with an appropriate capacity or select an existing
attendance record from the Attendance register.

Select the Voting Method ‘Non Voting Attendee’.

Select the Attendance Method ‘Apology’.

Click the 'Save’ button.

If you downloaded the Offline Voting Register prior to making these changes,
remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.
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10.10 Lot owner attending a committee meeting

n.

1. Navigate to the ‘Add Attendance’ screen.

Select ‘Owner’ from Capacity Type.

Note: The Default will be ‘Office Bearer'.

Enter the lot number in the Lot(s) field.

Click the attendees Given Name in the Roll Details section.
Click the attendees Surname in the Roll Details section.
Select the Voting Method — ‘Non-Voting Attendee’.

Meeting Hub & LisaMcCoustra

Ao seTA 1
2 i
S Meetings Back Save & Add Votes [EESYENCET]

"D Historical Meetings

&, Standard Motions Add Attendance

‘B Standard Agenda Items

3% Standard Meetings Attendance Roll Details
£ Template Groups

N

o ok w

Lot 44 / 02100045 Entitlements: 484

© Online Help

© Michael Tokich Owner

Recently added / updated

Voting Method

7. Click the ‘Save’ button.

8. If you downloaded the Offline Voting Register prior to making these changes,
remember to re-download it when you have finished adding and editing attendees
and votes so that all changes are included.

Managing alerts

The system will provide the following alerts to assist with the management of attendees:

e Multiple attendees have voted for the same lot.
e Multiple attendees are attending for the same lot.
e Unfinancial attendees are attending.

Alerts are displayed on the ‘Meeting Overview and ‘Attendance Register’ screens.

Meeting Overview screen

The ‘Meeting Overview’ screen will display alerts at the top of the screen.

Click on an alert to open the ‘Attendance Register’ screen to manage each issue.

Meeting Hub Enhancements — Release 2 Commercial in Confidence — Do Not Distribute Page 34 of 74



StrataMaox Release Notes — Meeting Hub Attendance Functionality & Offline Voting Register

Back Edit Mesting Details m Vioting Register = Committee Blection Vioting Sirnulation

Meeting Overview

A Antendance registar contains multiple aftendees for the same ot} dick here to revicun

Mations Committee Becton

Muotion

Attendance Register screen

Alerts on the ‘Attendance Register’ screen are displayed for each attendee that has a
potential issue.

Hover the mouse over the alert icon to display the reason for the alert

Attendance Register auorum [[IESIERGI ©

Filter... X Save

Given Name 3 Surname ¥ Capacitys Lot Voting Method ¥ Attendance Method 3 Votes s Financial + Eligible to Vote &

) Alt o g vl Apol + ¥ B
o5e uve wner olo es
Attendee HER

sae | Multiple attend flagged in .
A e Y 1 In Person Present at Meeting + Yes ' u
_J:j eligible to vote for the same lot ee ==

Alex Bregman QOwner 2 Voting Paper Present Pre-Meeting * Yes < u
A Alex Correa Qwner 1 Voting Paper Present Pre-Meeting ar Yes & n

1.1 Duplicate attendees

It is possible that situations will arise where multiple attendance records for the same lot
have been either intentionally or accidently entered.

It is acceptable to have more than one attendance record for the same lot, but only one
should be marked as eligible to vote.

If more than one eligible to vote attendance record exists for the same lot, Meeting Hub will
draw your attention to it through Alerts on the ‘Meeting Overview and ‘Attendance Register’
screens and require you to address the problem by removing vote eligibility from all but one
of the records.

1111  De-duplication process

1. Navigate to the ‘Attendance Register’ screen.
2. Locate the duplicate records which will be highlighted in pink.
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Meeting Hub

488 Meetings

D Historical Meetings

&, Standard Motions

B Standard Agenda Items

3% Standard Meetings

2
€ Template Groups
2]

Online Help

3. Determine which votes will be retained.

Note: You can click on the

attendee.

Attendance Register

Filter.

Given Name &

A Adelaide

A Nigel
Gilles

A Fredric

A Emestine

A Emestine
Morgan
Adrianna

A Lot

Surname $
Borchelt
Brown
Carter
Delsoin
Everline
Everline
French
Galagher

Goldsmith

Capacity ¢
Owner

Proxy

Other

Owner

Owner

Owner

Proxy

Office Bearer (Committee Member)

Company Nominee

Lot$

76

25

87

Voting Method ¢
Voting Paper

In Person

Non-Voting Attendee
Voting Paper

In Person

VoteMax Pre-Meeting
In Person

Voting Paper

In Person

Attendance Method &
Present Pre-Meeting
Present at Meeting
Present at Meeting
Present at Meeting
Present at Meeting
Present Pre-Meeting
Present at Meeting
Present Pre-Meeting

Present at Meeting

Votes# Financial ¢ Eligible to Vote $

Quorum

& Lisa McCoustra

MAXSOFT 8ETA MAXSS1

216 50 required o

o o0

< I < ]
M SIS S S S >
Dooooooon

o

= iconin the ‘Votes column to view the votes for each

4. Click the ‘Eligible to Vote’ checkbox to remove the tick for the attendance record for
which votes will NOT be retained — this action will withdraw the votes for this
attendance record ensuring that they are excluded from vote outcome
calculations.

Meeting Hub

& Meetings

D Historical Meetings
B, Standard Motions

B Standard Agenda Items
% Standard Meetings

£ Template Groups

© Online Help

Attendance Register

Filter.
Given Name $
Adelaide
Nigel
Gilles

A Fredric
Ernestine

A Emestine
Morgan
Adrianna

A Lot

Surname ¥
Borchelt
Brown
Carter
Delsoin
Everline
Everline
French
Galagher

Goldsmith

Capacity ¢
Owner

Proxy

Other

Owner

Owner

Owner

Proxy

Office Bearer (Committee Member)

Company Nominee

Lot$

76

25

87

Voting Method &
Voting Paper

In Person

Non-Voting Attendee
Voting Paper

In Person

VoteMax Pre-Meeting
In Person

Voting Paper

In Person

Attendance Method ¢
Present Pre-Meeting
Present at Meeting
Present at Meeting
Present at Meeting
Present at Meeting
Present Pre-Meting
Present at Meeting
Present Pre-Meeting

Present at Meeting

Votes$ Financial ¢ Eligible to Vote $

+ |

+

e

+ |

i

‘Quorum

& Lisa McCoustra

MAXSORT BETA MAYOET

21 of 50 required (i}
x Save

s <0

s -0
-0

-0

s -0
o= -0
] -0
-0

~a

Note: If you have already downloaded the offline voting register you must download
it again for it to be updated with this change.

5. Select Duplicate Attendee for Lot from the ‘Reason’ dropdown.

Change eligible to vote

Votes are being withdrawn for attendee. Please select a reason.

Ermestine Everline
Owner - Lot 4
Reason
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1n.2

6. Click the ‘Save’ button.
The duplicate record has been resolved.

Meeting Hub & Lisa McCoustra

MAOSORT sETA AbDH1
™ s
A Meetings Back Download Sign-in Sheet
"D Historical Meetings
&, Standard Motions Attendance Register Quorum 20 of 50 required (i}
‘B Standard Agenda items
Filter. x Save
& Standard Meetings
£ Template Groups Given Name ¢ Sumame$  Capacity ¢ Lot$  Voting Method ¢ Attendance Method ¢ Votes ¢ Financial ¢ Eligible to Vote
© Online Help A Adelaide Borchelt Owner 76 Voting Paper Present Pre-Meeting = No -0
A Nigel Brown Proxy. 25 In Person Present at Meeting + No ] 7z B
Gilles Carter Other Non-Voting Attendee Present at Meeting * s n
A Fredic Delsoin Owner. 87 Voting Paper Present at Meeting 3 N -0
Ernestine Everline Owner 4 In Person Present at Meeting + d n
Emestine Everline Owner 4 VoteMax Pre-Meeting Present Pre-Meeting = ve s n
Morgan French Proxy 18 In Person Present at Meeting + Yes s n
Adrianna Galagher Office Bearer (Committee Member) 12 Voting Paper Present Pre-Meeting = Yes d n
A Lot Goldsmith Company Nominee 2 In Person Present at Meeting + Yes |2 u

Managing attendance records for unfinancial lots

Meeting Hub will display an alert if an attendee’s Financial flag is ticked to indicate they are
considered financial for voting purposes but the Financial in BCMax’ indicator suggests that
they may be unfinancial. Refer to section 8 of this document for more information regarding
the Financial in BCMax' indicator, the ‘Financial flag, and the ‘Eligible to Vote’ flag and how to
use them to achieve an accurately calculated vote result.

Important: Do not adjust the eligible to vote flag if the attendee is ineligible to vote purely
because they are unfinancial. If the attendee is unfinancial simply untick the Financial flag
instead. This will ensure that if motions are voted on which legislatively require the inclusion
of unfinancial votes, the vote calculation results will include the unfinancial votes. If you
mark an attendee as ineligible to vote, their votes will always be excluded from vote
calculations and tallies.

Meeting Hub &  BobDown

o
‘any Back WENSLWNIEHGELM Download Sign-in Sheet
leetings
0 X 5
BN Attendance Register qvorur [NEREIOREH < ©

MAXSOFT BETA MAX014

Meetings
Filter... X Save
]
fstandard
Motions
i Given Name $ Surname $ Capacity Lot$ Voting Method+ A d Method $ Votes $ Financial in BCMax $ Financial ¢ Eligible to Vote $
"
) : : r=
fstandara Alex Correa Owner 1 Voting Paper Present Pre-Meeting = Yes a Ve n
Agend:
Items e
ompan;
Philly Davis Pty 2 In Person Present at Meeting + Yes s n
::° Nominee
fstandard
teetings X 3 VoteMax Pre- . =
Yuri Gurriel Owner 6 . Present Pre-Meeting = Yes a s
P Meeting
>
emplate
Groups DEREK JETER Owner 3 Voting Paper Present Pre-Meeting = Yes & & d n
Q The attendee is flagged as eligible to
— A vote and the financial status doesn't 9 Voting Paper Present Pre-Meeting 7= No 7 d n
i
:e,r: match the BCMax financial status
VoteMax Pre-
Justin Verlander ~ Owner 5 Present Pre-Meeting = Yes s

Meeting
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.21 Setting an attendance record as unfinancial

1. Navigate to the ‘Attendance Register’ screen.

2. lLocate the attendance record.

3. Click the Financial checkbox to remove the tick for the attendance record.
4. When the below message pops up click the Yes’ button.

Update Financial

Are you sure you want to update the attendee to unfinancial?

If the attendee is marked as eligible to vote, marking the attendee
as unfinancial still includes their votes on motions where the
resolution allows non financial voting.

1.2.2 Reviewing the BCMax financial status of a lot
To access financial information about a given Lot, proceed as follows:

1. Navigate to the ‘Attendance Register’ screen.
2. Locate the attendance record.
3. Click on the Financial in BCMax button.

; a Bob Down
Meeting Hub et
+®0
‘e Back Download Sign-in Sheet
Mestings
T ) z
HQ‘,, Attendance Register quorum | NEISHONES - 0
Meetings
Filter... x Save

Given Name $ Surname $ Capacity$ Lot$ Voting Method$ Attendance Method ¢ Votes$ Financial in BCMax $ Financial $ Eligible to Vote $

m
Stanard Alex Correa Owner 1 Voting Paper Present Pre-Meeting = Yes a s n
Agenda
ttems -
ompan

Philly Davis p Y 2 In Person Present at Meeting + Yes rd n
;:o Nominee
Standard
Mastngs VoteMax Pre-

Yuri Gurriel Owner 6 . Present Pre-Meeting = Yes (-] v
S Meeting
>
Template
Groups DEREK JETER Owner 3 Voting Paper Present Pre-Meeting = Yes 4 u
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4. Click ‘Open.
Meeting Hub

a Bob Down
MAXSOFT BETA MAX014

M’é‘ Back Download Sign-in Sheet
;9 Ml Attendance Register quorurs [ -~ °
Filter... x Save
- Given Name $ Surname $ Capacity$  Lot$ Voting Method $ Attendance Method ¥ Votes$ Financial in BCMax $ Financial $ Eligible to Vote &
;m-za Alex Correa Owner 1 Voting Paper Present Pre-Meeting 75 Yes ,, u
% Philly Davis EZ':}’I’:: 7 [ir— I — Yes -0
e Yuri Gurriel Owner 6 ‘ - Yes Va
g Do you want to open or save this file? o
'2::::! DEREK JETER Owner 3 .:;,': ;:‘::,:t‘::;x::r:f:y;:;‘::"m‘m"W' Yes L n
c?m A Max Profit Owner 9 ‘ Fm:; retawace: sratamascoms s No 2 2 s u
Help Open Save Cancel =
Justin Verlander ~ Owner 5 | Yes s
| '@ mmm;?ﬂ:w?ﬁmmhm;anaw; r
5. The following information will be provided:
HOUSTON TOWERS CTS 2017
Alc No 02100001 Owner Information 30 September 2020
LotNo [Contribution Entitiements] Interest Enttiements [ Unit No | StrataPay No [ Car S
[ 00001 | 1 | [ I 9717m%9_|w
Owner Nawe  Alex Correa
Email ACORREA@TEST.COM
Telephone (1) Mobile
Teleghone (2) Facsimie
Account Baance Adminiztrstve Fund Paid To Sinking Fund Paid To Drect Detat
£95.00 31/1020 3110220
Rezidertisl / Buziness Adaress Adaress o Of Novces Notice Aoaress
124 THE ESPLANADE 124 THE ESPLANADE 124 THE ESPLANADE
BURLIEGH HEADS BURLIEGH HEADS BURLIEGH HEADS
4220 4220 4220
Ouvary by Post 9 Owner. Bl 45 Owrme Cwlivary by Poat 1o Owner. Ersall 35 Owree Dalivary by Poat 1o Owner; Bmall 13 Ownar
Leing AQert Adaress
Emanl
Teleghone (1) Modle
Teleghone (2) Faczimie
[ Date Descnpton Fund Reference Amount _ Balance
&mFmd ] 35.00 35.00
0202720 01 0300420 Admin Fund 10000001 20.00 55.00
0202720 01/0220t0 300420  Sinking Fund 10000000 15.00 70.00
3004/20 Admin Fund Admin Fund R0O000002 -285.00 -215.00
300420 Sinking Fund Sinking Fund RADD0002 -15.00 -230.00
160520 Admin Fund Admin Fund R0O000005 -500.00 -730.00
310520 01/08201031/1020  Admin Fund 10000017 20.00 -710.00
310520 01082010 31/1020  Sinking Fund 10000025 15.00 -£05.00
Page2 LEVY REGISTER REPORT 30 September 2020
HOUSTON TOWERS CTS 2017
Y Last Annual Total Number i
i T Gonoral Masting |  Contribution Entiements  Intarsat Entitiemsnts o st o
010272020 31012021 43 ] 28 010272020 310122021
LotNo  Descripton Period NotceDate  Amcut  Discount | NetAmount DaePad BaanceDue  NetDus
00001 CORREA ALEX Contribution Entzements: 1 inteest Enttements:
Admin Fund 01/02720 to 300420 020212020 2000 0.00 01022020 2000 020272020
Agmin Fund 01/05720 to 3107/20 01052020 2000 0.00 01052020 20.00 30042020
Admin Fund 01/08720 to 3111020 31052020 2000 0.00 010822020 2000 31052020 £95.00 -635.00
Sinking Fund 01/02720 to 300420 0202/2020 15.00 0.00 01022020 15.00 020222020
Sinking Fund 01/05720 to 3107720 011052020 1500 0.00 01/052020 15.00 30042020
Sinking Fund 01/08720 to 31/1020 31052020 15.00 0.00 01082020 15.00 31052020 0.00 0.00
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12. Editing an attendance record

To edit an attendance record, proceed as follows:

1. Navigate to the ‘Attendance Regjister.
2. lLocate the attendance record.

3. Click the attendee or click the

Meeting Hub

4

on the attendance record.

- Bob Down
MAXSOFT BETA MAXO014

z
g

Attendance Register

Filter...

{1
‘s Back |EGLFNELLENCN Download Sign-in Sheet
Meetings =

Given Name * Surname $ Capacity$ Lot$ Voting Method 3

Alex Correa Owner 1
Brian May Mortgagee 3
DEREK JETER Owner 3
g Florence Symth Proxy 6
Template
Groups
e Gillie Canter Other
Oniine
fido A Grace Goldman Owner 14

Voting Paper Present Pre-Meeting

Voting Paper Present Pre-Meeting

Voting Paper Present Pre-Meeting

In Person Present at Meeting

Non-Voting 5 T
resent at Meeting

Attendee g

Voting Paper Present Pre-Meeting

Attendance Method &

Votes &

+ [ [

quorur [ ©

x Save

Financial in BCMax $ Financial $ Eligible to Vote $
Yes s n
Yes s u
Yes a -0
Yes -0
-0
No 2l s |

Meeting Hub

a Bob Down
MAXSOFT BETA MAXD14

200
“a=* Back Search Roll
Meetings . - .

Edit Attendance

Attendance

Capacity Type Lot(s)
d Owner i 1
nda
s
+ add additional capacity
2@,
aB
S Given Name
Meetings.
Alex
=
=
Template
o Surname
9 Correa
Oniine
Help Voting Method

Voting Paper

Attendance Method

Present Pre-Meeting

Unit Number(s)

1

Roll Details

Search Roll

Lot 1 /02100001 (Unit 1) Entitlements: 1

Attendees: Alex Correa
© AlexCorrea Owner (Chairperson)

© Richard Branson Nominee Owner

Recently added / updated

Gillie Canter
Florence Symth
Grace Goldman
Jose Altuve

Brian May

Note: For VoteMax auto generated attendance records you can only change the

attendance method.
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121 Changing the voting method

The voting method is used in Meeting Hub to show how an attendee is intending to vote for a
meeting. Options currently available are:

e InPerson
e Voting Paper
e Non Voting Attendee

Note: A voting method of ‘VoteMax Pre-Meeting'’ is applied to system generated attendance
records when pre-meeting votes are cast via VoteMax.

1211 Why should | change an attendee’s voting method?

During the life of a meeting an attendee may decide to change the way that they would like
to vote. It is important to be able to capture the final method that the attendee uses to cast
their votes.

Capturing the correct voting method along with an appropriate capacity and attendance
method is important for the efficient and accurate creation of attendee lists in the Minutes
after the meeting.

1212 How to change a voting method

1. Navigate to the ‘Attendance Register’ screen.

2. locate the attendance record to be updated.

3. Select the desired voting method from the ‘Voting Method’ dropdown.
4. If votes have been declared you will receive the following message.

Meeting Hub & Lisa McCoustra

MAKSOFT sETA MATDEY
" 5
& Meetings Back SN BITALICH Search Roll

D Historical Meetings

&, Standard Motions Edit Attendance
‘R Standard Agenda ltems

3% Standard Meetings Attendance Roll Details

£ Template Groups

@ Online Help Lot 12 /02100012 (Unit 12) Entitlements: 236

Attendees: Ad
Capacity Type Lot(s) Unit Number(s)

© AdriannaGalag Owner (Committee Member)

Office Bearer s 12 12

Recently added / updated

Galagher

Voting Method

In Person

Votes have been declared. Changing the voting method may require the votes to be withdrawn.

5. Click the ‘Save’ button.
6. Click the ‘Yes’ button.
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12.2

12.21

Save Changes

Attendee details have been changed, votes and voting
declaration could be affected.

Are you sure you want to proceed?

oo

Changing the attendance method

The attendance method is used in Meeting Hub to indicate whether the attendee was
physically present at the meeting, voted pre-meeting or sent in an apology. This information
is used when creating attendee lists in the Minutes that need to be grouped by method of
attendance.

The following options are available:

e Present at Meeting - the attendee is physically attending the meeting.

¢ Present Pre-Meeting - the attendee has voted via VoteMax or Voting Paper before the
meeting has commenced.

e Apology - the attendee has given notice to the body corporate manager that they
will not be attending the meeting. Selection of the ‘Apology’ voting method will
automatically set the Attendance Method to ‘Non-Voting Attendee” and the eligibility
flag will be unticked rendering the attendee ‘ineligible to vote'.

Why should | change an attendee’s attendance method?

The attendance method should be used to accurately reflect how the attendee attended
the meeting. If an attendee changes the way that they are attending a meeting, (e.g. they
voted online via VoteMax and then decided that they wanted to attend the meeting), the
attendance method should be updated to reflect that they are attending in person.

Note: Capturing the correct attendance method for an attendee is important for the
efficient and accurate creation of attendee lists in the Minutes post meeting.

12.2.2 How do | change the attendance method?

1. Navigate to the ‘Attendance Register’ screen.

2. locate the attendance record to be updated.

3. Select the desired attendance method from the ‘Attendance Method' dropdown.
4. Click the ‘Save’ button.
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Save Changes

Attendee details have been changed, votes and voting
declaration could be affected.

Are you sure you want to proceed?

- I

12.3 Deleting an attendance record

As a general rule, attendance records should be amended rather than deleted unless the
record was created in error.

Note: Deletion is irreversible. Once deleted, the attendance record and any votes associated
with it cannot be reinstated and if required again would have to be manually recreated.

For this reason, VoteMax attendance records cannot be deleted.
12.31 Deleting an attendance record without votes

Navigate to the ‘Attendance Register’ screen.
Locate the attendance record you want to remove.

Click the n pbutton.
Click the ‘Yes' button.

W Meeting Hul u]

N N

Remove Capacity

Are you sure you want to remove the attendee’s capacity?

Attendee
Philly Davis
Company Nominee - Lot 2

12.3.2 Deleting an attendance record with votes

Navigate to the ‘Attendance Register’ screen.
Locate the attendance record you want to remove.

Click the n button.
Select a reason from the ‘Reason’ dropdown to remove the capacity.
Click the ‘Proceed’ button.

o R W N
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13.

13.1

Remove Capacity
Votes have already been cast for this attendee’s capacity.

Use the Attendance Register to mark the votes as ineligible

OR

Enter a reason and press proceed to remove the attendee’s capacity.
Attendee

Jose Altuve

Office Bearer (Director) - Lot 8

Financial Reasons
Duplicate Attendee for Lot
Entered in Error

Other

Cancel

Managing vote eligibility

The ‘Eligible to Vote’ checkbox is used to identify which attendees votes will be taken into
consideration when calculating vote outcomes.

If the ‘Eligible to Vote’ flag is removed (the checkbox is unticked), votes for this attendee will
not be included in any vote calculations — regardless of motion type.

If the ‘Eligible to Vote’ checkbox is ticked for an attendance record in Meeting Hub prior to
download of the voting register, votes recorded for that attendance record will be included
in voting calculations within the Offline Voting Regjister. (Further considerations of eligibility
to vote will be applied by the logic in the offline voting register in relation to the attendee’s
Financial status for voting. Inclusion or exclusion of votes from an unfinancial attendee will
be dependent upon state legislation for the type of motion in question.)

IMPORTANT: If you wish to mark an attendee as unfinancial, simply untick the ‘Finanacial
check box for this attendee. This will ensure that votes for this attendee are only included in
vote outcome calculations which are required to include votes from unfinancial attendees.
Do not untick the ‘Eligible to Vote’ tick box unless you want to exclude this attendee’s votes
from all voting calculations regardless of motion type.

Determination of eligibility to vote.
All attendees are by default considered eligible to vote unless they have been added with a

voting capacity of ‘Non Voting Attendee’.

If multiple attendance records exist for the same lot, the system will alert you to these
situations to allow you to decide whether to turn the flag off and render one or more
attendance record ineligible to vote.

1311 Setting and removing the eligible to vote flag

1. Navigate to the ‘Attendance Register’ screen.
2. locate the attendance record.
3. Click the Eligible to Vote tick box to toggle the flag on or off.
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The Eligible to Vote tick box toggles on and off each time you click the box. An attendee is
eligible to vote when the tick box has a tick like this B The eligible to vote flag is off when it

looks like this:

Note: If you untick the Eligible to Vote check box for an attendance record that already has
votes recorded, the ‘Change eligible to vote” window will appear and will confirm that the
Votes for this attendee will be withdrawn.

x

Change eligible to vote

Votes are being withdrawn for attendee. Please select a reason.

Attendee
Alex Bregman
Owner - Lot 2

Reason

L

-- Select One --

Motes (optional)

Enter additional explanation

Save Cancel

14. Adding voting paper votes to Meeting Hub

14.1 Adding votes once for all lots and capacities

Votes can be added using the Add votes screen accessed from the Add attendance screen.
When this method is used, one set of votes is recorded for all associated lots and capacities.

[
Back Save & Add Votes | Search Roll

Add Attendance

Attendance
Office Bearer

-- Select One -- s
Capacity Type Lot(s) Unit Number(s)

Owner : 17 1,7 L]
Capacity Type Lot(s) Unit Number(s)

Proxy s 8 8 v

+ add additional capacity
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14.2 Adding votes separately to each lot or capacity

Create the attendance record with a Voting method of ‘Voting Paper’ (refer to section 10 for
instructions on how to add attendees).

From the Attendance Register click the + *Add Votes' icon on the relevant row relating to the
lot for which you wish to add votes.

Alex Correa Office Bearer (Chairperson) 1 Voting Paper Present Pre-Meeting + Yas Fs ﬂ
Alex Correa Office Bearer {Chairperson) 7 oting Paper Present Pre-Meeting + Yes [ -] rd E
Meeting Hub
9
‘- Back View Attendee Details
Meetings.
D : :
e Meeting Attendee Vote Details
estings
A\ The offline voting register has already been downloaded, to include these votes in the offline voting register
‘:;ﬁ,: you will need to download it again.
L
R . .
tandard Motions ~ Committee Election Attendes Detils
Agenda
= Motion
:'ﬁ Yuri Gurriel
_:,'“ »  Administrative Fund Budget Yes No  Abstain
Mesomrs Owner Lot 6
- Sinking Fund Levy Yes = Mo | Abstain
= ; J K J
Template %
S Body Corporate Works Yes  No | Abstain
ﬁ A Option A Yes
Help
B Option B Yes
Building Painting No | Abstain
A Contractor A Yes
B Contractor B Yes
Sinking Fund Levy Yes No | Abstain
Sinking Fund Contributions Yes  No | Abstain
w
Last Modified 6/1/2021 4:07 PM (AEST) by Bob Down

To enter votes for Motions

1. Click on the ‘Motions’ tab.
2. For a standard motion, click the ‘Yes', No’ or ‘Abstain’ button.

For a Vote on Options Only motion, click the ‘Yes’ button for one of the options.
3. For a Motion with Alternatives, click the ‘No’, ‘Abstain’, or one of the ‘Yes’ buttons.

Note: If you want to change your voting selection for a motion, click on an alternative
button. For example: To change from ‘Yes', click on ‘No’ or ‘Abstain’.

To enter votes for Committee Elections

1. Click on the ‘Committee Election’ tab’
2. Click the ‘Select’ button for one nominee for the Chairperson.
3. Click the ‘Select’ button for one nominee for the Secretary.
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4. Click the ‘Select’ button for one nominee for the Treasurer.
5. Click ‘Select’ buttons for ordinary members.

Note: You can tab between the fields and use the 'S’ shortcut key to select a nominee.

Meeting Hub O
Ve
S Mectngs Back View Attendee Details
D Historical Meetings
Standard Motions ; i
A Stoncard Motions Meeting Attendee Vote Details
‘B Standard Agenda Items
A2 Staivlord Mestings Motions  Committee Election Attendee Details
£ Template Groups Nominee Name ip: Use the 'S" or Space key and the arow keys to select.
@ Online Help Chairperson Jodi Hedstrom
CHEN, Ken Select Owner Lot 61
TERRANCE, Hannah Select
THOMAS, Lyle Select
Secretary
CHEN, Ken Select.
L6, 5u
TERRANCE, Hannah Select
THOMAS, Lyle Select
Treasurer
CHEN, Ken Select
JAYA, Sara
LEI, Su Select
TERRANCE, Hannah Select.
THOMPSON, Paul Select
Ordinary member
> BURKE Janice
LEI, Su Select
THOMPSON, Paul

6. Click the ‘Save’ button.

15. Preparing the Sign in Sheet

To support attendance registration at meetings, a printable sign in sheet can be
downloaded prior to going to the meeting.

1. Navigate to the ‘Meeting Overview screen.
2. Select ‘Download Sign-in Sheet from the ‘Attendance’ button.
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Meeting Hub

Back  Edit Meeting Details EEA Committee Election

Meeting Overvie

Mansge

Download Sign-in Sheet 5 .
A Attendance register con ame lotis), click here 1o review,

& Template Groups
© Online Help

A Attendance register contains non-financial attendees, click here to review.

Voting Simulation

& s McCoustra

AT 7 WA

Motions Committee E
Motion Yes No Abstain Details Upcato M -
6 1. Confirmation of Previous AGM Minutes g 1 0
Anrual General Meeting for QLD BUILDING (12558)
63| 2 Audt of Statement of Accounts 5 3 4
Meeting Status
6 3. administration Levies 6 1 2 Rbotcy e
63| 4. Sinking Fund Levi > w0 Mesting Data and Time
i n
=) kg hundlevies Friday 26 MAarch 2021 3t 12:00 PR AEST
& | 5. Appeintment of Auditor g 1 0 Moeting Locatior
24 Cooinda Place, Glass House Mountains QLD Australia
63| 6. Public Officer 7 1
& 7. Insurance Valustion 3 0 0
63 £ Vote on Opticns Only Moticn
A Vote On Options - Optizn 1 s 13 of 50 required o
B Vote on Options - Option 2 4
VoteMax Set
63| 9. Building Pinting 2 2 VoteMax Se
A Contractor A 3 Max Status
ow Meeting
B Contractor 8 2
& 10.Common Property Safety Sw 9 0 o0 Nosiay Oven Dots wnd Be
— Monday 21 December 2020 3t 1200 PM AEST
Voting Close Date and Time
Thursday 25 March 2021 at 230 PM AEST
© Enable Committee Election Voting
hments
B General Meeting Document A
3. Click ' Open’
Mee ng Hub & Lisa McCoustra
[rs—
B Meetings Back | Edit Meeting Detalls - Committee Election | Voting Simulation
D ¢ .
Standard M 1 i
SR Meeting Overview
B Standard
% Standard Mee A Aendance register contains multiple attendees for the same lotis). click here to review.
A Atendanc tains non-financial attendees, click here 1o review
Motions  Comm
Motion Yes No Abstain Details
6| 1. Confirmstion of Previous AGM Minates g 1 0
Anrual Gereral Meeting for QLD BUILDING (12559)
63 2. Audit of Statement of Accounts s 31
J Meeting Status
P " " Notice Issued
63 3. Administration Levies Do you wank 16 0pen o save ths file? 6 1 2
S N Atendenc Snin Shestdecs Mocting Data and Time
€3 | 4. Sinking Fund Levi o5t W 7 2 o0 s
g T aves a [Upei)iresek Wond Docamssh, MM Fricsy 26 March 2021 at 12:00 PA AEST
——
63 . appsintment of Auditar s 1 0
- =] = rss
24 Cooinda Place, Glass House Mountains QLD, Australia
& 6 Public Officer 7 1
Wl e bt et canbe ol sve o e ety |
63| 7. Insurance Valustion e a pagy ™ v e acoe. s e spenst 9 0 o0
Quorum
& 2. Vote on Cptizas Only Motizn
A Vote On Options - Cptica 1 5 — 13 of 50 required o
B Vote on Options - Option 2 4
S s pMax Settin
6 9. Building Painting 2 2
AContractor 4 3 VoteMax Status
Show Meeting and Ens
B Contractor 8 2
N Voting Open Date and Teme
10 Common Property Safety Switch/s 9 0 0 oy

T

Monday 21 December 2020 3t 1200 PM AEST

Voting Close Date and Time

Thursday 25 March 2021 3t 230 PM AEST

© Enable Committee Elec

ing Docume achment

4. Print the sign-in sheet.
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V\ttendance Sign-in Sheet

Building Name :
Meeting :
Meeting Date :

Lot Unit Given Name Surname Capacity Signature

Number(s) Number(s) (Owner, Proxy, Company Nominee, Mortgagee,
Power of Attorney, Non-voting Attendee, etc.)

16. Downloading the Offline Voting Register

The Offline Voting Register is a powerful tool for offline meeting management. When
downloaded via Meeting Hub, the spreadsheet will be pre-populated with the details of all
pre-meeting votes cast via VoteMax or added manually as voting papers and all meeting
attendees that existed in Meeting Hub before the spreadsheet was downloaded.

Once downloaded, the attendance and voting details of voters who attend the meeting in
person can be entered directly to it.

The Offline Voting Register can be used to collect attendee votes during the meeting and
calculate the result of a motion.

Standalone Nature of the Offline Voting Register

The offline voting register is a standalone tool. It does not receive updates from or send
updates to Meeting Hub once it has been downloaded. Any changes applied to Meeting hub
after it has been downloaded will only be included in the spreadsheet if you download a
fresh version after the changes have been applied in Meeting Hub.

Similarly, if you make local changes in a downloaded copy of the spreadsheet and then
download a fresh copy, your local changes will not be included in the new download.

(In future releases an integrated voting register will be added to Meeting Hub and the offline
voting register will be used for offline back up purposes only.)
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16.1

16.2

16.3

Offline Voting Register Date/Time Stamp

The file name of the offline voting register includes the download date and time (hours
minutes and seconds) to make it easy for you to determine which is the latest version if you
have downloaded it more than once.

When should | download the Offline Voting Register

It is expected that managers will use a mobile device of some type (e.g. laptop, tablet etc)
with connectivity to the internet to support management of the meeting and will therefore
have access to Meeting Hub which will allow for the entry of attendees into Meeting Hub at
the meeting prior to the commencement of proceedings.

However, there are inevitably times when internet connections are not available. As a result,
it is recommended that you download the Offline Voting Register and save it to your device
at the following points in time:

1) After the voting window has closed but before leaving the office to attend the meeting.
This will provide a fall-back option if you cannot use the internet for any reason at the
meeting venue. If downloaded after the voting window has closed, it will be pre-
populated with all pre-meeting votes,

2) At the meeting, after adding the meeting attendees to Meeting Hub immediately before
commencement of the meeting.
This will allow you to utilise Meeting Hulb for swift attendance record creation and ensure
that all meeting attendees and pre-meeting votes are populated to the offline voting
register.

IMPORTANT — Any changes made to attendance or voting records in Meeting Hub, after the
offline voting register has been downloaded, will not be reflected in the register until you
download it again.

Protected View

The Offline Voting Register is a Microsoft Excel Spreadsheet. If your implementation of Excel
has ‘Protected View settings applied in the Trust Center’ settings (recommended for security
purposes), the offline voting register will always require you to ‘Enable Editing’ before use.

Note: Some of the downloaded data will not be displayed in the spreadsheet until you
‘Enable editing.

The instructions in this document assume that ‘Protected View' is on.
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o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing
Al s Jee Building
A E | C D E F G | H

1 |Building |
B Building Name: HOUSTON TOWERS

16.4 How to download the Offline Voting Register

1. Navigate to the ‘Meeting Overview screen and select ‘Export’ from the ‘Voting
Register’ button.

| e
Back | Edit Meeting Details elian ISl  Committee Election Voting Simulation

Export

Meeting Overview :

2. The following message will be displayed

File Download >

Do you want to open or save this file?

|mmit MName: OfflineVotingRegister 20210108152648 xlsx
Type: Microsoft Excel Worksheet, 326 KB
From: beta-www-stratamax-com-au

ham your computer. f vou do not trust the source, do not open ar

& 'gl While files from the Intemet can be useful, some files can potertially
- save this file. What's the risk?

3. To save it to your device, click save and nominate an appropriate location to save it
to.

4. To open the spreadsheet without first saving it, click Open’ and if opened in
‘Protected View’ click the ‘Enable editing’ button in the message bar.

Note: If selecting the ‘Open’ option, ensure that you manually save the spreadsheet
somewhere on your device before closing, or risk losing that copy of the spreadsheet.
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17. Using the Offline Voting Register

All'instructions assume that you have already downloaded the offline register as per the
instructions in section 16 and you have enabled editing.

IMPORTANT: Do not edit the offline voting register until all changes that you intend to apply to
meeting Hub are complete and you are sure that you are not going to need to download a
refreshed copy again. Any new downloads of the voting register from Meeting Hub will not
include any local changes that you made in a prior spreadsheet download.

171 Adding attendees to the Offline Voting Register
The offline voting register will be pre-populated with all attendance records that existed in

Meeting Hub immediately prior to download.

If you wish to add more attendance records directly into the offline voting register follow the
instructions below.

Note: a separate entry is required for each lot so that votes can be captured accurately per
lot.

1. Navigate to the 'Voting Register’ tab.
2. Locate the last meeting attendee listed in the worksheet
3. Enter a new attendance record for the lot in the next available row.

A 5 3 D € F G H 1 ] K T ™ N
{8l Quorum Required: 10 Number 1 2 3
Bl current voters: 9 Title Confirmation of Previo Audit of Statement of £ Administration Levies
Bl quorum vetz [ Type Motion Motion Motion
4 Resolution Required  |Ordinary Special Ordinary
6 Poll Required
7 Use if ruled out of order
s Out of order reason
9 Calculated Result Carried Carried Carried
10 Manual Result
11 Totals- ¥ | 6 a 5
12 Totals- N o 1 1
13 Totals- A 0 1 o
14 Alternatives Totals
15 Lot Number | office { * | Given Name | surname ~|capacity [~|votingMethod [~ |Attendance Method v | Financial in BCN ~ | Financial ~ | Eligible | Entitlements |~ |Motion 1 Votes ~|Motion 2 Votes ~|Motion 3 Votes
16 ’1 Alex Correa Owner Voting Paper Present Pre-Meeting Y Y Y 1y Y Y
72 Philly Davis Company NonIn Person Presentat Meeting Y Y v 1
s 3 DEREK JETER Owner Voting Paper Present Pre-Meeting Y v Y 1y v v
1072 Brian May Mortgagee  Voting Paper Present Pre-Meeting Y Y y 1y A N
20 ’5 Justin Verlander Owner VoteMax Pre-Meeting Present Pre-Meeting Y Y Y 1y Y Y
1 6 Yuri Gurriel Owner VoteMax Pre-Meeting Present Pre-Meeting Y Y N 1y ¥ A
2[5 Florence symth Proxy In Person Presentat Meeting Y v v 1
23 '8 Director Jose Altuve Office Bearer Voting Paper Present Pre-Meeting Y Y Y 1y i 4 Y
ba o Max profit Owner Voting Paper Present Pre-Meeting Y Y Y 2)y
s M4 Grace Goldman Owner Voting Paper Present pre-Meeting N ¥ Y 2
26 Gillie Canter Other (Tenant Non-Voting Attendee Present at Meeting N
b
s
o
20
Overview | Motions | Voting Register | VoteTally | Results | BCMaxData | Office Bearers | Committee Election

Note: If the attendee is representing multiple lots, create a new entry for each lot.
4. Enter the lot number in Column A — Lot Number

Note: If you have entered a valid lot number for the building, data will auto-populate
Column H - Financial in BCMax?” and Column K- ‘Entitlements’.
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A B C D E F G H J K i M N
il Quorum Required: 10 Number 1 2 3
B current voters: 9 Title Confirmation of Previo Audit of Statement of £ Administration Levies
Bl quorum metz  [¥9 Type Motion Motion Motion
4 Resolution Required | Ordinary Special Ordinary
6 Poll Required
7 Use if ruled out of order
8 Out of order reason
9 Calculated Result | Carried Carried Carried
o Manual Result
11 Totals - Y 3 6 a s
12 Totals- N 0 Al 1
13 Totals- A 0 1] 0
14 Alternatives Totals
15 Lot Number [ ~]office {~ | Given Name |~ | surname ~|capacity [~|VotingMethod [~ |Attendance Method - | Financial in BCN ~ | Financia| ~ | Eligible ~  Entitlements [~ [Motion1Votes  [~|Motion2Votes [~ |Motion3Votes [~
16 1 Alex Correa Owner Voting Paper Present Pre-Meeting Y Y Y 1y Y Y
h7 12 Philly Davis Company Non In Person Presentat Meeting Y Y Y 1
18 3 DEREK JETER Owner Voting Paper Present Pre-Meeting Y Y ¥ 1y Y Y
1913 Brian May Mortgagee  Voting Paper Present Pre-Meeting Y % Y aly A N
o5 Justin Verlander owner VoteMax Pre-Meeting Present Pre-Meeting Y % v aly Y Y
b1 /6 Yuri Gurriel owner VoteMax Pre-Meeting Present Pre-Meeting Y Y N 1y Y A
2 6 Florence symth Proxy In Person Present at Meeting Y 2 Y 1
=14 Director Jose Altuve Office Bearer Voting Paper Present Pre-Meeting Y % v 1y v v
pa o Max Profit Owner Voting Paper Present Pre-Meeting Y Y Y 2y N Y
s Ma Grace Goldman Owner Voting Paper Present Pre-Meeting N Y Y 2
26 Gillie Canter Other (Tenant Non-Voting Attendee Present at Meeting N
27 4 Y 1
s

5. Enter the attendee’s given name in Column C — Given Name.

6. Enter the attendee’s surname in Column D — Surname.

7. Select the attendee’s capacity in Column E from the dropdown list.

8. Select In Person’ from the voting method dropdown in Column F.

9. Select Present at Meeting’ from the attendance method dropdown in Column G.

10. Select 'Y’ from the Financial’ drop down if you consider the attendee financial for
voting purposes, otherwise select ‘N’

1. Select 'Y from the ‘Eligible to Vote” dropdown in column | if the attendee is eligible to
vote or select N’ if they will be a non voting attendee.

12. Click Save to save your changes.

17.2 Adding votes to the Offline Voting Register

1721 Adding votes for motions by attendee

1. Navigate to the ‘Voting Register’ tab.
2. Locate the attendee to add votes for.

A B T D E F G H T 7 K T ™M N

Il Quorum Required: 10 Number 1 2 3
el current Voters: 10 Title Confirmation of Previo Audit of Statement of # Administration Levies
£l Quorum met? Yes Type Motion Motion Motion

4 Resolution Required | Ordinary special Ordinary

6 Poll Required

7 Use if ruled out of order

s Out of order reason

&l Calculated Result Carried Carried Carried

0 Manual Result

1 Totals- Y ) 6 a 5
2 Totals- N o 1 1
3 Totals - A 0 1 0
4 Alternatives Totals

5 |Lot Number ~]office | ~ | Given Name |~ | Surname ~|capacity |~ |voting Method ~| Attendance Method ~ | Financial in BCN + | Financia ~ | Eligible + | Entitlements| ~ |Motion 1 Votes ~ | Motion 2 Votes ~ | Motion 3 Votes

61 Alex Correa Owner Voting Paper Present Pre-Meeting Y Y Y 1y Y v

Fae) Philly Davis Company Non in Person Present at Meeting Y Y Y 1

8 ’3 DEREK JETER Owner Voting Paper Present Pre-Meeting Y Y Y 1y Y Y

ofs 8rian May Mortgagee  Voting Paper Present Pre-Meeting Y v Y 1y A N

0 '5 Justin Verlander Owner VoteMax Pre-Meeting Present Pre-Meeting Y Y Y 1y Y Y

1 'ﬁ Yuri Gurriel Owner VoteMax Pre-Meeting Present Pre-Meeting Y Y N 1y ¥ A

20 Florence symth Proxy In Person Presentat Meeting Y 2 Y 1

3 '8 Director Jose Altuve Office Bearer Voting Paper Present Pre-Meeting Y Y Y 1y Y Y

() Max Profit Owner Voting Paper Present Pre-Meeting Y Y ¥ 2y

s 14 Grace Goldman Owner Voting Paper Present Pre-Meeting N v v 2

6 Gillie Canter Other (Tenant Non-Voting Attendee Present at Meeting N
e —— Jackie Robinson Owner In Person presentatMeeting Y v Y 1

3. Inthe column for the Motion 1, select the attendee’s response for motion 1 using the
dropdown.
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A B C 0 E F [ H 1 J K L

Ll Quorum Required: 10 Number 1
P4l Current Voters: 10 Title Confirmation of Previo Audi
£l Quorum Met? Yes Type Motion Moti
4 Resolution Required | Ordinary Spec
Poll Required
Use if ruled out of order
Out of order reason
Calculated Result  |Carried Carrl
Manual Result
Totals - ¥ 3 6
Totals - N 0
Totals - A 0

© ® - o &

=8

12
13
14

15 Lot Number - Office | * Given Name ~ Surname v | Capacity ¥ | Voting Method ~ |Attendance Method ~
25 "4 Grace Goldman Owner Voting Paper Present Pre-Meeting N Y %
26 Gillie Canter Other (Tenant Non-Voting Attendee Present at Meeting N l
R7 1

7| 4 Jackie Robinson Owner In Person PresentatMeeting Y Y Y -
s

4. E
Note: If the Motion has a type of ‘Motion with Alternatives’ the dropdown list will

include ‘N, ‘A’ and ‘Y-A’, (Yes for option A) Y-B' (Yes for option B) etc for each of the
alternatives.

Alternatives Total
Financial in BCA ~ Financia v Eligible ~ | entitlements | Motion 1 Votes ~ |Moti
2

E

Y-A
Y-B
N
A

If the Motion has a type of 'Vote on Options Only’ the dropdown list will include the
options ‘Y-A’ (Yes for Option A) Y-B' (Yes for option B) etc for each of the alternatives.

I~

Y-A
Y-B

5. Repeat the process for the rest of the motions.

17.2.2 Adding votes for committee elections to the Offline Voting Register

1. Navigate to the ‘Committee Election’ tab.

2. Navigate to cell C2 and confirm if proxies should be included in the vote count

3. Navigate to cell C3 and confirm if unfinancial lots should be included in the vote
count.

4. Locate the attendee you want to add votes for.

Note: If you are adding a new attendee you will need to add the following
information:

a) Lot number in Column A. (Although containing a number, this field is formatted as
‘text)

b) Given Name in Column C.

c) Surname in Column D.

d) Capacity in Column E - select from the dropdown list.

e) Voting Method in Column F — select from the dropdown list.

f) Attendance Method in Column G - select from the dropdown list.

g) ‘Financial Column |- select Y or N from the dropdown list

h) Eligible to Vote in Column J - select Y or N from the dropdown list.

5. Enter Y’ in the column of the preferred nominations for first committee position on
the spreadsheet that is not listed as ‘'unopposed.
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6.

Repeat this process for all other positions which are not unopposed.

17.2.3 Adding a motion to the meeting agenda

Navigate to the ‘Motions’ tab.

Locate the last Motion in the tab. (Motions must be entered on the next available
free row after all existing motions.)

Add the new motion in the next row

Note: New motions must be entered after all existing motions.

17.2.4 Ruling a

Enter the title of the motion in Column B — Title.

Select the type of motion from the drop down list in Column C.
A B c D E . F l G H

1 Motion Number|[~|Title . - Type - |Resolution Required | ~ | Number of Alternatives |+ | Alt A Title ~|alt B Title ~ | Alt CTitle

2 1 Administrative Fund Budget Motion Ordinary

3 2 Sinking Fund Levy Motion Ordinary

4 3 Body Corporate Works Motion With Alternatives Ordinary 2 Option A Option B

I 4 Building Painting Motion With Alternatives Majority 2 Contractor A Contractor B

6 5 Sinking Fund Levy Motion Ordinary

i 6 Sinking Fund Contributions Motion Ordinary

8 7 Change of Body Corporate Manager Vote on Qptions Only Ordinary 3 Option A Cream  Option B Blue Option C Green
9 8 b

10| 9 Mation

Mation with Afternatives

n 10

12 1

13 12

Select the resolution required from the drop down list in Column D.

A B C D E F ) G I H 1]

1 |Motion Number '__Tit_!e_ i . i v Type ~ | Resolution Required | ~ [Number of Alternatives | - | Alt ATitle ~ |Alt BTitle v |Alt CTitle ¥
2 1 Administrative Fund Budget Motion Ordinary

3 2 Sinking Fund Levy Motion Ordinary

4 3 Body Corporate Works Motion With Alternatives Ordinary 2 Option A Option B

a9 4 Building Painting Motion With Alternatives Majority 2 Contractor A Contractor B

& 5 Sinking Fund Levy Motion Ordinary

T 6 Sinking Fund Contributions Motion Ordinary

g 7 Change of Body Corporate Manager Vote on Options Only Ordinary 3 Option A Cream  Option B Blue Option C Green
9 g Vote on Options Only =

10 g Majority

Ordinary

n 10 Special

W i e —

13 12

If you selected a motion type of ‘Motion with Alternatives’, or 'Vote on Options Only’,
select the number of alternatives that will be offered from the dropdown list in the
‘Number of Alternatives’ column.

Add a Title for each alternative.

A B C | D E I F G | H
1 |Motion Number [~ | Title ~ Type ~ |Resolution Required | ~ | Number of Alternatives |~ AltATitle ~|AltBTitle ~ AltCTitle =
2 1 Administrative Fund Budget Motion Qrdinary
3 2 Sinking Fund Levy Motion Ordinary
4 3 Body Corporate Works Motion With Alternatives Ordinary 2 Option A Option B
5 4 Building Painting, Motion With Alternatives Majority 2 Contractor A Contractor B
6 5 Sinking Fund Levy Motion Ordinary
i 6 Sinking Fund Contributions Motion Ordinary
8 7 Repair or Replace Air Con Unitin Gym Vote on Options Only Ordinary 2 Option A Replace Option B Repair
9 8 Paint Colour for front of building 1 Vote on Options Only Majority 3 Option A Cream  Option B Blue Option C Green
10 9
n 10
12 11
13 12

motion out of order

Navigate to the ‘Voting Register’ tab.
Locate the row with the heading ‘Use if ruled out of order.
Locate the motion to be ruled out of order.
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4. Select ‘Motion ruled out of order’ from drop down.

5.

Number 1 2 3
Title Confirmation of Previo Audit of Statement of Z Administration Levies ]
Type Motion Motion Motion
Resolution Required | Ordinary Special Ordinary
Poll Required
Use if ruled out of order |j
Out of order reason Motion ruled out of order |
Calculated Result Carried Carried Carried
Manual Result
Totals-Y b 6 4 5
Totals- N 0 1 1
Totals- A 0 1 0
Alternatives Totals
Eligible ~ | Entitlements |~ | Motion 1 Votes v | Motion 2 Votes v |Motion 3 Votes v

In the row with the heading ‘out of order reason’, enter the reason the motion was

ruled out of order.

Number 1 2 3
Title Confirmation of Previo Audit of Statement of ZAdministration Levies
Type Motion Motion Motion
Resolution Required  |Ordinary Special Ordinary
Poll Required

Motion ruled out of order
Conflicts with Iegislation]

Use if ruled out of order
Out of order reason

Calculated Result Carried Ruled out of order Carried
Manual Result
Totals - Y 3 6 a 5
Totals- N 0 1 1
Totals- A 0 1 0
Alternatives Totals
Eligible ~ | Entitlements |~ | Motion 1 Votes ¥ | Motion 2 Votes ¥ |Motion 3 Votes v

17.3 Recording votes for multiple lots at the same time

For this scenario we will add the following votes to each motion using the voting tally tab:

15 ‘Yes' votes
10 ‘No’ votes
2 ‘Abstain votes

Please use the following instructions:

1.

Navigate to the ‘Voting Tally’ tab.
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3
Number
Title

) H
2 3

evies

5

Type Motion
Resolution Required Ordinary

its

Overview | Motions | Voting Register | Vote Tally | Resutts | BcMaxData | Office Bearers

3 K ™

1
the Comm¢
Motion with Alternativ
Ordinary

2

Defeated

Enter the ‘Yes Votes.

2. Locate Motion'1 (Column C).
3. Locate where Y’ responses are entered (row 16).
4. Enter the required value enter 15.

Note: If the Motion is a Motion with Alternatives, you ca
for each alternative in the Y-A, Y-B etc rows.

n enter the number of responses

A B C D E E G H I
1 Y Number 1 2 3 4 5 6 7
2 Title Confirmation of Previo Audit of Statement of Z/ Administration Levies Sinking Fund Levies  Appointment of Auditc Public Officer Insurance Valuation
3 Type Motion Motion Motion Motion Motion Motion Motion
4 Resolution Required Ordinary Special Ordinary Ordinary Ordinary Ordinary Without Dissent
5 Number of Alts
6 Poll Required
it Useifruled out of order
8 Out of order reason
9 Calculated Result Carried Ruled out of order Carried Carried Carried Carried Defeated
10 Manual Result
11 Totals - Y B — 4 3 4 4 5 13
12 Totals- N 0 1 1) 1 1 0 3
13 Totals- A 0 0 1 0 0 0 0
14 Alternatives Totals
15
17 N
18 A
19 Y-A
20 Y-B
21 Y-C
22 Y-D
23 Y-E
24 Y=
25 Y-G
26 Y-H
27 ¥Y-1

Note: As you enter values Totals — Y, Totals — N and Totals — A, values will be

updated (rows 11,12 and 13).
Enter the ‘No’ Votes.

5. Remain in the same Motion (Motion 1- Column C).
6. Locate where N responses are entered (row 17).
7. Enter the required value 10.
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A B C D E F G H |
1 Y Number 1 2 3 a 5 6 7
2 Title Confirmation of Previo Audit of Statement of £ Administration Levies Sinking Fund Levies  Appointment of Auditc Public Officer Insurance Valuation
! Type Motion Motion Motion Motion Motion Motion Motion
4 Resolution Required Ordinary Special Ordinary Ordinary Ordinary Ordinary Without Dissent
5 Number of Alts
6 Poll Required
7 Use if ruled out of order
8 Out of order reason
9 Calculated Result Carried Ruled out of order Carried Carried Carried Carried Defeated
10 Manual Result
11 Totals- Y N 20 4 3 4 4 5 13
12 Totals- N — 10 1 1 1 1 0 3
13 Totals- A 0 0 1 0 0 0 0
14 Alternatives Totals
15
16 Y Y 15
18 A
19 Y-A
20 Y-B
21 Y-C
22 Y-D
23 Y-E
24 Y-F
25 Y-G
26 Y-H
27 Y-1
¢ )
Enter the "Abstain’ Votes.
8. Remain in the same Motion (Motion 1 - Column C).
e
9. Locate where ‘A’ responses are entered (row 18).
10. Enter the required value 2
A B C D E F G H |
1 Y Number 1 2 3 a 5 6 7
2 Title Confirmation of Previo Audit of Statement of Z Administration Levies Sinking Fund Levies  Appointment of Auditc Public Officer Insurance Valuation
3 Type Motion Motion Motion Motion Motion Motion Motion
4 Resolution Required Ordinary Special Ordinary Ordinary Ordinary Ordinary Without Dissent
5 Number of Alts
6 Poll Required
il Use if ruled out of order
8 Out of order reason
9 Calculated Result Carried Ruled out of order Carried Carried Carried Carried Defeated
10 Manual Result
1 Totals- Y S 20 4 3 4 4 5 13
12 Totals- N 10 1 1 1 1 0 3]
13 Totals- A w—l. 2 0 1 0 0 0 0
14 Alternatives Totals
15
16 Y t 15
17 N 10
19 Y-A
20 Y-B
21 Y-C
22 Y-D
23 Y-E
24 Y-F
25 Y-G
26 Y-H
27 Y-

1. Repeat the steps to add the yes, no and abstain votes for the remainder of the

motions.

17.31 Calculating votes using a poll

1. Navigate to the Voting Register’ tab’.
2. Locate the Motion you wish to calculate using a Poll.
3. Locate the row with the heading ‘Poll Required’ (row 6).
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A B C D E F G H 1 J K E M

Ll Quorum Required: 10 Number 1 2]
B current Voters: 10 Title Confirmation of Previo Audit of Statement of
Bl quorum metz |79 Type Motion Motion

4 Required |Ordinary Special

6| Poll Required ~

7 Use if ruled out of order | ¥

8 Out of order reason

9 Calculated Result |Carried Carried

10 Manual Result

n Totals-Y 5 4
12 Totals- N ol 1
13 Totals- A 0 1]
14 Alternatives Totals

15 Lot Number [~ Office { ~|Given Name [~ | surname ~|capacity [~|VotingMethod [~ |Attendance Method | Financial in BCN ~ | Financial « | Eligible +  Entitlements |~ | Motion 1 Votes | ~|Motion2Votes |~
16 '1 Alex Correa Owner Voting Paper Present Pre-Meeting Y Y Y 10y Y

a0 Philly Davis Company NonIn Person Present atMeeting Y v v 10

18 '3 DEREK JETER Owner Voting Paper Present Pre-Meeting Y L Y 10y Y

1903 Brian May Mortgagee  Voting Paper Present Pre-Meeting Y Y Y 10N A

N .
4. Select'Y’ from the dropdown list.
A B C D Iz F G H 1 J K L M

Ll Quorum Requi 10 Number 1 2
Bl current Voters: 10 Title Confirmation of Previo Audit of Statement of
Bl quorum etz |29 Type Motion Motion

n Resolution Required | Ordinary Special

B Poll Required v -

7 Use if ruled out of order

8 Out of order reason

B Calculated Result |Carried Carried
10 Manual Result
l Totals-Y 60 4]
12 Totals - N 10 1
13 Totals- A 0 1
14 Alternatives Totals
15 Lot Number | ~|Office { ~ | Given Name |~ |surname ~|capacity [~|votingMethod [~ |Attendance Method ~|Financial in BCN ~ | Financia| ~ | Eligible ~ | Entitlements |~ |Motion 1 Votes ~|Motion 2 Votes 2
16 '1 Alex Correa Owner Voting Paper Present Pre-Meeting Y Y Y 10Y i
72 Philly Davis Company NonIn Person PresentatMeeting Y v v 10
18 '3 DEREK JETER Owner Voting Paper Present Pre-Meeting Y Y ¥ 10y i
o 3 Brian May Mortgagee  Voting Paper Present Pre-Meeting Y Y Y 10N A

Note: The Totals - Y’, Totals — N and Totals — A" all change when ‘Poll Requested' is

changedtoY’

17.4 Viewing the vote outcome for a motion

The results of a motion can be seen in several places in the Offline Voting Register including

the:

e ‘Results tab

‘Voting Register’ tab

Please use the following instructions:

1741 Via Voting Register tab

1.

2.
3.
4.

of the motion.

Download the ‘Offline Voting Register..
If opened in Protected View’ click the ‘Enable editing’ button in the message bar.
Navigate to the ‘Voting Register’ tab.
Locate the row with the heading ‘Calculated Result’ (row 9). This contains the result

T

w 7 I3 T ™ N T 3 ) R 5

Bl auorum Required: 10 Number 1 2 5 G

BY curent voters: 10 Title Confirmation of Previo Audit of Statement of £ Administration Levies Sinking Fund Levies _ Appointment of Auditc Public Officer Insurance Valuation _ Building Paintin
Ell quoummet? (23 Type Motion Motion Motion Motion B Motion Motion Motion Motion With Al
4 Resolution Required _|Ordinary Special Ordinary Ordinary Ordinary Ordinary Without Dissent  Majority

s Poll Required Y

7 Use if ruled out of order

8 Outof order reason

9 Caleulated Result__|Carried Carried Carried Carried Defeated Carried Defeated Defeated

0 Manual Result

1 Totals - ¥ & s s s 3 s 4

2 Totals - N 10 1 1 1 3 0 1

i3 Totals - A 1 ° 1 ) 1 1

0 Alt

5 |Lot Number [ ~Toffice {~|Given Name [~ |sumame |~ Financialin 8CN ~ | Financia Eligble - |Entitlements| | Motion 1Votes _|~|Motion2Votes || Motion3Votes _|~|MotionaVotes |~|Motion5Votes |~|Motion6Votes |~ |Motion7Votes |~|Motion8Votes

671 Alex Correa Y v 10y 2 Y 12 Y 8

72 Philly Davis ¥ Y v 10

183 DEREK JETER Y Y Y 10}y ¥ Y A N ¥ N N

103 Brian May v v v 10/ A N N N v A N

o5 Justin Verlander ¥ Y v 0¥ ¥ Y Y Y Y Y ¥-8
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Note: If the result contains ‘Managers Decision’ it means the calculation has resulted
in a split decision and requires a decision by chance. To enter a decision, see the

next section for instructions.

A B C D H | J K R S T u
Ll Quorum Required: 10 Number 7 8 9 10|
P4l Current Voters: 10 Title Insurance Valuation _ Building Painting Insurance Contractor  Common Property Safe}
Ell Quorum Met? Yes Type Motion Motion With Alternativ Vote on Options Only Motion
4 Resolution Required | Without Dissent Majority Without Dissent Special
6 Poll Required
7 Use if ruled out of order
8 Out of order reason
9 Calculated Result Defeated Defeated Manager Decision Carried
10 Manual Result
n Totals-Y 4 4 6 4
12 Totals-N 1 2 0 2|
13 Totals - A 1 0 0|
14 Alternatives Totals
15 |Lot Number ~ Office { | Given Name | | surname ~ |Financial in BCN v |Financia| v |Eligible ~ | Entitlements |~ |Motion 7 Votes ~ | Motion 8 Votes ~ |Motion 9 Votes ~ | Motion 10 Votes ¥
16 '1 Alex Correa Y Y Y 10y Y-B Y-A ¥
1 Philly Davis v Y Y 10
18 '3 DEREK JETER Y Y Y 10|N N Y-A N
19 '3 Brian May id Y Y 10 A N Y-A N
20 'S Justin Verlander Y L Y 10 Y-B Y-B ¥

17.4.2 Via Results Tab
Download the ‘Offline Voting Register..

1.

2.
3.
4.

If opened in Protected View’ click the ‘Enable editing’ button in the message bar.
Navigate to the Results’ tab.
Locate the Result’ column (Column H). This contains the results of the motions.

A B © D E F G H T 7 3 T ™ N

1 |Motion Number Title Type Required Resolution Poll Required Outof Order Calc Result  [Result N A Y-A v-8 Yv-C
2 1 Confirmation of Previous AGM Minutes  Motion Ordinary Carried Carried 20 10 2

3 2 Audit of Statement of Accounts Motion special Y Ruled out of orfRuled out of order 19 1 2

4 3 Administration Levies Motion Ordinary Y Carried iCarried 998 236 482

5 4 Sinking Fund Levies Motion Ordinary Carried Carried 19 1 2

6 5 Appointment of Auditor Motion Ordinary Carried Carried 19 1 2

7 6 Public Officer Motion Ordinary Carried Carried 20 10 2

8 7 Insurance Valuation Motion Without Dissent Defeated Defeated 28 13 3

9 8 Sinking Fund Budget Motion Ordinary Carried Carried 19 1 2

10 9 Sinking Fund Contributions Motion Ordinary Carried Carried 18 1 3

il 10 Sinking Fund Forecast Motion Ordinary Carried Carried 20 10 2

12 11 Sinking Fund Levy Motion Ordinary Carried Carried 20 10 2

13 12 Common Property Safety Switch/s Motion Special Defeated Defeated 19 1 2

14 13 Revegetation of Common Area Motion with £ Ordinary Manager DecigManager Decision, 12 10 2 3 3

17.5 Viewing Committee Election results in the Offline Voting Register

1. Navigate to the ‘Committee Election’ tab.

\

otes each nominee

Locate the row with the heading ‘Count’ (row 4). The count will show you how many
has achieved to date.

E T T K T ™ N E Q
1 Chairperson Secretary Treasurer
2 | Include Proxy in Results__|N | WARNING: You have entered votes for attendees that are not eligible to vote. reen, Lockley, The
3 [Include Unfinancial in Results|N | see highlighted cells or change defaults in Cells C2 and C3. Yelected Unopposed
4 Votes o o 3 2 o 2
6 Lot Number| - | Office Held |~ | Given Name |~ | sumame |~ | Capacity [~ |VotingMethod || Attendance Method|~ | Financial in BcM ~ | Financial  ~ | Eligible to Vote |~ |Entitlements| - |
[ Alex Correa Owner Voting Paper Present Pre-Meeting Y Y Y 10 Y Y
82 Philly Davis Company Nonn Person PresentatMeeting Y v 1% 10
9 '3 DEREK JETER Owner Voting Paper Present Pre-Meeting Y i Y 10 Ad
03 Brian May Mortgagee _ Voting Paper Present Pre-Meeting Y N - 10 ¥

Note: The default setting is to exclude proxies and committee members that are not
financial from the count. If you want to include them you can change the

corresponding setting from ‘N to 'Y".

= T T 7 15 T T ™
1 Chairperson Secretary

2 Include Proxy in Results |N WARNING: You have entered votes for attendees that are not eligible to vote. Greenwood Abnernethy Green, Stev
3 |Include Unfinancial in Results|N see highlighted cells or change defaults in Cells C2and C3. YElected Unopposed

4 Votes 0 0 3
6 |Lot Number | v |Office Held | v |Given Name v Surname v |Capacity |~ Voting Method ~ | Attendance Method| ~ | Financial in BCM ~ |Financial | ~ |Eligible to Vote | v |Entitlements | v

7h Alex Correa Owner Voting Paper Present Pre-Meeting Y Y Y 10 Y

s 2 Philly Davis Company Non In Person Presentat Meeting Y Y Y 10,

93 DEREK JETER Owner Voting Paper Present Pre-Meeting Y Y Y 10, Y

103 Brian May Mortgagee  Voting Paper Present Pre-Meeting Y N ~ 10,
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17.6 Over-ruling the calculated result of a motion in the Offline Voting Register

Please use the following instructions:

SN N AN

Download the ‘Offline Voting Register..
If opened in Protected View’ click the ‘Enable editing’ button in the message bar.
Navigate to the ‘Voting Register’ tab.

Locate the motion you want to set the outcome for.
Locate the row with the heading ‘Manual Result’ (row 10).
Enter the desired outcome.

14

161
172
183
193
205
216
22 6
23 8
20
2s s

15 Lot Number

A B C

Ll Quorum Required: 10
P4l Current Voters: 10
Yes

£l Quorum Met?

-] office I ~| Given Name [~ | surname

D H | J K L M
Number 1 2 3
Title Confirmation of Previo Audit of of £ ion Levies
Type Motion Motion Motion
Resolution Required  |Ordinary Special Ordinary
Poll Required N
Use if ruled out of order
Out of order reason
Calculated Result Carried Carried Carried
Manual Result Defeated
Totals- Y S 4 5
Totals-N 1 1 1
Totals- A 0 1 0

Alternatives Totals
~ |Financial in BCN v |Financia| v | Eligible v |Entitlements | ~ ‘Motion 1Votes

Alex Correa Y Y Y 10}y
Philly Davis Y i 10
DEREK JETER Y Y ¥ 10y
Brian May Y Y. id 10N
Justin Verlander Y, Y Y 10|y
Yuri Gurriel Y Y N 0y
Florence Symth Y Y Y 10,
Director Jose Altuve Y Y b 10ly
Max profit Y ¥i L4 20Y
Grace Goldman N Y ¥ 20

¥ |Motion 2 Votes
Y

< < p <

<

¥ |Motion 3 Votes

Y

< |2 (<

<

17.7 Offline Voting Register — Quorum Indicator

1771 Via the ‘Overview tab.

1.

Navigate to the ‘Overview’ tab.
2. Quorum is displayed in the ‘Quorum Met? row.
a. Ifit has been met (‘Yes), it will be green.

A

’Building

Building Name:

Building Number:

Regulatory Module:
Building Type:

Lots with Entitlements:
Entitlements:

® N O U AW -

9 |Meeting

L[] Meeting Type:

Bl Legislative State:

|4 Legislative Act:

Lk}l Meeting Date:

4L} Meeting Location:
{5l Meeting Open Time:
13 Meeting Close Time:
L¥d Quorum Required:
if:}l Current Attendees:
mquomm Met?

P Meeting Chairperson:

B
QLD BUILDING
12558
Standard
B.F.P.
100
25498
Annual General Meeting
Qo
Body Corporate and Community Management Act 1997
26/03/2021
24 Cooinda Place, Glass House Mountains QLD, Australia, QLD
50
51
Yes
Rachel Poncio

b. If it has not been met (No’), it will be red.
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1 |Building

P4l Building Name: QLD BUILDING

£ Building Number: 12558

L3 Regulatory Module: Standard

Ll Building Type: B.F.P.

[l Lots with Entitlements: 100
[@l Entitlements: 25498
8

9 |Meeting

L[] Meeting Type: Annual General Meeting

Ll Legislative State: Qb

i Legislative Act: Body Corporate and Community Management Act 1997

LE} Meeting Date: 26/03/2021
423 Meeting Location: 24 Cooinda Place, Glass House Mountains QLD, Australia, QLD|
{5 Meeting Open Time:

i Meeting Close Time:

i¥d Quorum Required: 50
it Current Attendees: 24

mquomm Met? No

20 PUEES QL EIETTETT I Rachel Poncio

17.7.2 Via the ‘Voting Register’ tab.

If quorum has been met (‘Yes)), it will be green.

If it has not been met (‘No’), it will be red.

18. FAQ

A B L
(Il Quorum Required: 50
A Current Voters: 51
£l Quorum Met?

Yes

A B
{ll Quorum Required: 50
¥l Current Voters: 24

No

3 Quorum Met?

18.1 What is an Active Meeting?

An active meeting is a meeting with a status of ‘Meeting Adjourned, ‘Notice Issued or
‘Meeting in Progress.

18.2 How does Meeting Hub determine eligibility or ineligibility to vote?

The system does not decide whether an attendee is eligible to vote, it recognises that it is
the manager’s prerogative to make that decision. However, it will provide alerts to assist the

manager in identifying scenarios that may warrant review.

By default, all new attendance records are listed as both Financial’ and ‘Eligible to Vote’
unless their voting method is registered as ‘Non Voting Attendee’ in which case they will be
considered ineligible to vote and no eligible to vote checkbox option will be offered. Alerts
are provided to indicate that an attendee’s eligibility to vote may need to be reviewed or
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their financial status may need to be reviewed but the decision to flag an attendance
record as unfinancial or to remove vote eligibility entirely is completely user driven.

18.3 Why can'’tl access the Meeting Overview for my meeting?
The ‘Meeting Overview’ screen can only be accessed for meetings with the following

statuses:

e Meeting Adjourned
e Meeting In Progress
e Notice Issued
e Meeting Held

18.4 Why can'tl find the Vote Tally (CSV file)?

The vote tally, that used to be accessed via the ‘Meeting Details’ page has been replaced by
the Offline Voting Register. To locate the Vote Tally within the download the offline voting
register spreadsheet proceed as follows:

1. Navigate to the Vote Tally tab.

F G H | 3 K L

1 ~ Number 1 2 3 4 5 6 7 s 9 10|
Title Confirmation of Previo Audit of Statement of £ Administration Levies_Sinking Fund Levies _ Appointment of Auditc Public Officer Insurance Valuation _ Vote on Options Only N Building Painting___ Common Property Safe}
Type Motion Motion Motion Motion Motion Motion Motion Vote on Options Only  Motion With Alternativ Motion

4 Resolution Required Ordinary Special Ordinary Ordinary Ordinary Ordinary Without Dissent Ordinary Majority Special

B Number of Alts 2 2

s Poll Required

7| Useifruled out of order

s Out of order reason

o Calculated Result  Carried Carried Carried Carried Carried Carried Carried Carried A Defeated Carried

o Manual Result

11 Totals - Y o a 3 3 3 a 3 9 a 3 4

h2 Totals-N 0 1 1 1 0 0 0 0 0 0

E] Totals - A 0 0 0 0 0 1 o 1| 0
Iternatives Totals

16 Y
iz N
ia A
1o Y-A
po v-8
1 Y-C
p: ¥-D
o5} Y-E
4 Y-F
bs ¥-6
3 Y-H
7 \al

18.5 Where can find the Committee Election Tally?

The Committee Election tally, that used to be accessed via the Meeting Details page can
now be viewed in the committee election tab of the Meeting Overview Page:
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Meeting Overview

Moticns Committee Election
Nominee Name

Chairperson

View = COREA, Carlos
Secretary

View ALTUVE, Jose

View = COREA, Carlos
Treasurer

View ALTUVE, Jose

View = COREA, Carlos

View = JETER, Derek

Ordinary member

View

ALTUVE, Jose

View

JETER, Derek

A\ Attendance register contains multiple attendees for the same lot(s), click here to review.

Back | Edit Meeting Details VLG IREL M RAl  Committee Election Voting Simulation

Votes

Update Meeting Status ~

Annual General Meeting for HOUSTON
TOWERS (2017)

Details

Meeting Status
Notice Issued

Meeting Date and Time
Friday 5 February 2021 at 1:00 PM AEST

Meeting Location
120 Kortum Drive, Burleigh Heads QLD,
Australia

Meeting Location Details

level 1 room 3

Quorum

[ eefarequied T

The offline voting register also provides an election tally in the ‘Committee Election’ tab.

Include Proxy in Results [N
Include Unfinancial in Results |N
Lot Number |~ Office Held | ~ | Given Name [~ | Surname |~
1 Alex Correa
> Philly Davis
g DEREK JETER
g Brian May
5 Justin Verlander
s Yuri Gurriel
a Florence Symth
g Director Jose Altuve
s Max profit
[1a Grace Goldman
Gillie Canter
Overview | Motions | Voting Register

Capacity
Owner

Owner
Owner

Owner
proxy

'WARNING: You have entered votes for attendees that are not eligible to vote.

~ | voting Method

See highlighted cells or change defaults in Cells C2and C3.

Voting Paper
Company Non In Person
Voting Paper
Mortgagee  Voting Paper

VoteMax Pre-Meeting
VoteMax Pre-Meeting

In Person

Office Bearer Voting Paper
Voting Paper
Voting Paper

Owner
Owner

Vote Tally

Results

BCMax Data

Office Bearers

~ | Attendance Method| - | Financial in BCM ~
Present Pre-Meeting
Present at Meeting

Present Pre-Meeting
Present Pre-Meeting
Present Pre-Meeting
Present Pre-Meeting
Present at Meeting

Present Pre-Meeting
Present Pre-Meeting
Present Pre-Meeting
Other (Tenant Non-Voting Attendee  Present at Meeting

z< << << <<=<<

Committee Election

Financial | ~

<<<<<<z/<=<<

Chairperson  Secretary

Ireasurer

Green,
Grace Frances Steve  Grace
Elected
Unopposed
Votes 0 0 3
Eligible to Vote | - |Entitlements| ~
id 10 Y
Y 10
Y 10 Y
i 10
Y 10 ¥
N 10 Y
Y 10
L 10 Y
Y 20 Y
Y
N

Lockley,
Thomas , Frances

18.6

Can the same attendee cast different votes for the same meeting?

Meeting hub caters for the possibility that an individual may wish to cast different votes for
different lots or capacities — for example if casting different votes for their own lot to the
votes they may cast as a representative\ proxy.

A separate entry is created in the Meeting Hub Attendance Register and Offline voting
register for each Lot for which an attendee is present (either present pre-meeting or present
at meeting) regardless of whether one or multiple attendance records exist for the attendee
hence different votes can be recorded for each of the attendee’s lots or voting capacities.
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18.7 How do | exclude an attendee’s votes from all vote calculatons?

This is achieved by unticking the ‘Eligible to Vote’ flag. Note that if you only want to flag the
attendee as unfinancial do not change the ‘Eligible to Vote’ flag — simply untick the Financial
flag instead. Leaving the attendee as eligible to vote but flagging them as unfinancial will
ensure that this attendee’s votes are included in the vote outcome calculations for any
motions that are required under legislation to include votes for unfinancial lots.

However if you do wish to flag an attendance record as ineligible to vote, proceed as

detailed below.

1871 In Meeting Hub

1. Navigate to the ‘Attendance Register’ screen.
2. locate the attendance record that is not eligible to vote.

3. Click the ‘Eligible to Vote’ checkbox to remove the tick.
Meeting Hub

Bob Down

1
‘e Back |WEGEWNGEHGENCEN Download Sign-in Sheet
Mestings

D
‘:(:"'“;‘ Given Name # Surname $ Capacity$ Lot#
ffi
Office
Standard Jose Altuve Bearer 8
Metors (Director)
"
n _
Standard Gillie Canter Other
Agenda
tems
:zo Alex Correa Owner i
tandard
Mestings Compant
== Philly Davis pany
- Nominee
=
Template
o A Grace Goldman  Owner 14
ﬁ Yuri Gurriel Owner 6
Help
J Multiple votes have been declared for
3
| the lot
A Brian May Mortgagee 3

Voting Method &

Voting Paper

Non-Voting
Attendee

Voting Paper

In Person

Voting Paper

VoteMax Pre-
Meeting

Voting Paper

Voting Paper

Attendance Method ¢ Votes ¢ Financial in BCMax &

Present Pre-Meeting

i

Present at Meeting +
Present Pre-Meeting E
Present at Meeting *
Present Pre-Meeting G
Present Pre-Meeting i
Present Pre-Meeting | =
Present Pre-Meeting EJ

Financial $

Eligible to Vote $

8 O

MAXSOFT BETA MAXO14

|~

(N[>

A3
o0 Ooooo o

R IEEE

4. Select areason from the Reason’ dropdown.
5. Add a note if you wish.

Change eligible to vote

Votes are being withdrawn for attendee. Please select a reason.

Attendee
DEREK JETER
Owner - Lot 3

Reason

Notes (optional)

Duplicate Attendee for Lot

Enter additional explanation

o)
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6. Click the ‘Save’ button.
7. If you have previously downloaded the offline voting register, download it again to
include this change.

18.7.2 In the Offline Voting Register

Navigate to the ‘Voting Register tab.

Locate the row for the attendance record that you wish to change vote eligibility for.
Go to the ‘Eligible to Vote’ field (Column | for that row).

Select Y or N from the dropdown list.

Save the spreadsheet.

oA W N

18.8 Why can’t I change the attendance method from ‘Present at Meeting™?

An attendance method cannot be changed from ‘Present at Meeting' if the voting method is
set to ‘In Person’.

Meeting Hub & LisaMcCoustra

MAXSOFT BETA MAXOS

a8: :
&% Meetings Back LUECAIC  Search Roll

D Historical Meetings

£, Standard Motions Edit Attendance
‘B Standard Agenda ltems

& Standard Meetings Attendance Roll Details
£ Template Groups
© Online Help

Capacity Type Lot(s) Unit Number(s) . )
Lot 18 / 02100018 (Unit 18) Entitlements: 377

Proxy : 18 18
Attendees: Morgan French

+ add additional capacity © Morgan French Proxy

Given Name © DrozdowskiVictor &Gladis Owner

Morgan ®

Surname
Recently added / updated
French

alagher

Voting Method

In Person

Attendance Method
Present at Meeting

18.9 Why doesn’t the delete button appear for an attendance record?
If the attendee voted online via VoteMayx, you will be unable to delete their attendance
record.
An attendee that was created by VoteMax will have a voting method of ‘VoteMax Pre-
Meeting’.

18.10 Where can | view an attendee’s votes?
You can view your attendee’s votes on the 'Votes’ screen. Please use the following
instructions:

1. Navigate to the ‘Attendance Register’ screen.
2. Locate the attendee whose votes you want to view.
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3. Clickthe = button.
Meeting Hub

Bob Down

MAXSOFT BETA MAXO14

9
‘e Back |WEGLENIEHGELCIN Download Sign-in Sheet
Meetings —_—

Standard Jose

Standard Gillie

Alex

Philly

e A Grace

Yuri

Altuve

Canter

Correa

Davis

Goldman

Gurriel

Office

Bearer 8 Voting Paper Present Pre-Meeting =

(Director)
Non-Votin: .

Other 9 Present at Meeting +
Attendee

Owner 1 Voting Paper Present Pre-Meeting =

Company .

" In Person Present at Meeting +

Nominee

Owner 14 Voting Paper Present Pre-Meeting +
VoteMax Pre- » =

Owner 6 Present Pre-Meeting =

Meeting

Given Name $ Surname $ Capacity$ Lot$ Voting Method $ Attendance Method $ Votes 3 Financial in BCMax $ Financial $

<]

<]

(<]

<]

Eligible to Vote

[~
(= |

(N[>

[~
= = = Y =]

[~ [>

The ‘Votes’ screen is displayed.

18.11 Why can’t | add pre-meeting votes for my attendee?

Votes

Attendee
Alex Correa
Owner - Lot 1

Votes declared on Tuesday 19 January 2021 at 10:47 AM (AEST)

1. Confirmation of Previous AGM Minutes
Motion by Ordinary Resolution

2. Audit of Statement of Accounts
Motion by Special Resolution

3. Administration Levies
Motion by Ordinary Resolution

4. Sinking Fund Levies

Motion by Ordinary Resolution

5. Appointment of Auditor
Motion by Ordinary Resolution

6. Public Officer
Motion by Ordinary Resolution

7. Insurance Valuation
Motion by Resolution without Dissent

Withdraw Votes

00006060086

<

>

You are only able to enter pre-meeting votes when the attendee’s Voting Method is set to
‘Voting Paper'. It may be that you are attempting to add votes to an attendee that has
another Voting Method, such as In Person’.

Scenario: The attendee highlighted below does not have any votes added. They have a
voting method of ‘In Person’.
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Meeting Hub a Bob Down

MAXSOFT BETA MAXO14
20:

‘- Back Download Sign-in Sheet

Meetings

Bl Attendance Register quorum [ SO ©

Filter... x Save

Given Name $ Surname $ Capacity $ Lot$ Voting Method $ Attendance Method ¢ Votes$ Financial in BCMax $ Financial ¢ Eligible to Vote $

Office
& Jose Altuve Bearer 8 Voting Paper Present Pre-Meeting = Yes a s n
: (Director) o
.
e Gill Cant oth Nan-Voting Present at Meeti + s n
e anter er resent al ieetin
Meetings Attendee J e
S
S Alex Correa Owner 1 Voting Paper Present Pre-Meeting = Yes s n
Groups -
g : Compan .
(3] Philly Davis g In Person Present at Meeting + Yes L u
Nominee pa—
Oniine
Help
A Grace Goldman  Owner 14 Voting Paper Present Pre-Meeting <r No d u

After clicking the ¥ button to add votes, the following error is displayed.

Meeting Hub

Voting Method must be set to Voting Paper in order to add votes.

Close

To update an attendance record to allow pre-meeting votes to be added, please use the
following instructions:

1. Navigate to the ‘Attendance Register’ screen.
2. Locate the attendee to edit.
3. Click on the attendee or click the - button,

Meeting Hub & BobDown

MAXSORTBETA MAKDIS
Back Download Sign-in Sheet
Attendance Register quorum [ I I ©

Filter... x Save

Given Name $ Surname $ Capacity$ Lot$ Voting Method $ Attendance Method $ Votes$ Financial in BCMax $ Financial $ Eligible to Vote $

Office

Jose Altuve Bearer 8 Voting Paper Present Pre-Meeting = Yes v g
(Director)
ik Non-Voting .
Gillie Canter Other 9 Present at Meeting . s s
Attendee —
Alex Correa Owner 1 Voting Paper Present Pre-Meeting = Yes s g
Groups — e
Compan:
g Philly Davis p Y In Person Present at Meeting + Yes u
Nominee
Oniin
Help
A Grace Goldman  Owner 14 Voting Paper Present Pre-Meeting et No '

4. Select Voting Paper’ from the Voting Method dropdown
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Click the ‘Add Votes’ button.

a Bob Down

Meeting Hub

20e

0 Back EEEVEN W.GGRVCIESE Search Roll
Mestings

D :
e Cdit Attendance

esting

Attendance

—

Motions

.- Capacity Type Company Name

— "

Standard Company Nominee s Mercury Lawyers
Agenda

items

Lot(s) Unit Number(s)

2@,

e 2 P
Standard
Mesting:

- + add additional capacity

=
Template

G Given Name

© Philly

Oniine.

Help Surname

Davis

Voting Method

Voting Paper

Attendance Method

Present Pre-Meeting

MAXSOFT BETA MAX014

Roll Details Search Roll

Lot 2 / 02100002 (Unit 2) Entitlements: 1

Attendees: Philly Davis

© AlexBregman Owner (Committee Member)
© Mercury Lawyers Representative
Recently added / updated
Gillie Canter

Florence Symth
Grace Goldman
Jose Altuve

Brian May

Click the ‘Yes' button

Save Changes

your changes before continuing?

There are unsaved changes on the page. Would you like to save

Enter the attendee’s responses for the motions.

Note: Don't forget to Click ‘Committee Election’ tab to enter the committee election

votes.
Click the ‘Save’ button.
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Meeting Hub

48 Meetings

D Historical Meetings
&, Standard Motions

‘B Standard Agenda Items
&% Standard Meetings

£ Template Groups

© Online Help

Meeting Attendee Vote Details

A The offline voting register has already been downloaded, to include the:

Motions  Committee Election
Motion
1. Confirmation of Previous AGM Minutes
2. Audit of Statement of Accounts
3. Administration Levies
4.Sinking Fund Levies
5. Appointment of Auditor
6. Public Officer
7. Insurance Valuation
8. Vote on Options Only Motion
AVote On Options - Option 1
B Vote on Options - Option 2
9. Building Painting
A Contractor A
B Contractor B

> 10.Common Property Safety Switch/s

se votes in the offline voting register you will need to download it again.

Attendee Details

Casandra Puccini
BN No  Abstain

{28 No  Abstain

Owner Lot 25

Yes
Yes
i) i

& Lisa McCoustra
MasorT seTA waxass

18.12  have a voting paper for someone who has already voted online - What should |

do?

The following guidelines should be used once you have decided which vote takes
precedence.

If you decide the VoteMax votes take precedence over the voting paper then no further
action is required.

Note: You can check the date and time that the VoteMax votes were submitted by
navigating to the ‘Votes’ screen for the attendee.

Votes

Votes declared on Thursday 17 December 2020 at 7:39 AM (AEST)

1. Confirmation of Previous AGM Minutes

A

If you decide that the voting paper votes take precedence over the VoteMax votes then the
following will need to occur:

18.13 How do | withdraw pre-meeting votes?

e The VoteMax votes will need to be withdrawn.
e Anew attendee record will be required to be created.
e The voting paper pre-meeting votes will need to be entered.

Withdrawing pre-meeting votes occurs on the 'Votes’ screen. When you withdraw votes you
will be requested to enter a reason.
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Please use the following instructions:

1. Navigate to the ‘Attendance Register’ screen.
2. Locate the attendee.

3. Clickthe = button.
Meeting Hub

:‘; Back |WEGEPNELLELGCE Download Sign-in Sheet
Meetings
L ~
O Attendance Register —

Meetings

Filter... x Save
o

R—
Motions

Standard

Given Name $ Surname $ Capacity $ Lot$ Voting Method $ Attendance Method $ Votes$ Financial in BCMax $ Financial ¢ Eligible to Vote $

Office

Agenca Jose Altuve Bearer 8 Voting Paper Present Pre-Meeting = Yes s g
tems —_
(Director)
2@,
7
7‘;?" Gillie Canter Other et Veting Present at Meetin, & s g
Meetings L Attendee g o

4. Click the ‘Withdraw Votes’ button.

Votes

Attendee
Jose Altuve
Office Bearer (Director) - Lot 8

Votes declared on Tuesday 19 January 2021 at 2:56 PM (AEST)

1. Confirmation of Previous AGM Minutes

>

Motion by Ordinary Resolution

2. Audit of Statement of Accounts
Motion by Special Resolution

3. Administration Levies
Motion by Ordinary Resolution

4. Sinking Fund Levies

Motion by Ordinary Resolution

5. Appointment of Auditor
Motion by Ordinary Resolution

6. Public Officer
Motion by Ordinary Resolution

7. Insurance Valuation

< < < < <

(<

Motion by Resolution without Dissent

Withdraw Votes

5. Enter a reason.
6. Click the ‘Yes’ button.

Meeting Hub Enhancements —Release 2 Commercial in Confidence — Do Not Distribute Page 71 of 74



StrataMaox Release Notes — Meeting Hub Attendance Functionality & Offline Voting Register

Withdraw Votes

Attendee
Jose Altuve
Office Bearer (Director) - Lot 8

Votes declared on Tuesday 19 January 2021 at 2:56 PM (AEST)

Are you sure you want to withdraw votes?

Reason

Entered in error

Note: Click the ‘No’ button to return to the ‘Votes’ screen without withdrawing the votes.

Click the ‘Close’ button to return to the ‘Attendance Register’ screen without withdrawing the
votes.

18.14 How do | recreate a VoteMax vote that | withdrew in error?

Either of the following methods can be used to reinstate VoteMax votes withdrawn in error:
1814.1 Via the ‘Edit Attendance’ screen.
Please use the following instructions:

1. Navigate to the ‘Attendance Regjister.
2. locate the attendee you want to reinstate votes for.

3. Click the attendee or click the L button.

- s
Meeting Hub S\ Bobibown
MAXSOFT BETA MAXO14
200 :
“aa° Back WENLEN(ENGELIM Download Sign-in Sheet
Meetings L
) i
P Attendance Register auorum [ ISR o©
Meetings
g x Save
Standard
Hosers Given Name $ Surname $ Capacity $ Lot$ Voting Method & Attendance Method ¢ Votes 3 Financial in BCMax $ Financial ¢ Eligible to Vote $
"
e Non-Votin,
St Gillie Canter Other 9 Present at Meeting + s n
Agenda Attendee
ttems
;:0 A Grace Goldman  Owner 14 Voting Paper Present Pre-Meeting o No s u
S—
Meetings VoteMax Pre-
Yuri Gurriel Owner 6 : Present Pre-Meeting = Yes d
< Meeting
=

4. Click the Reinstate Votes’ button.

Note: The Reinstate Votes’ button will only appear for VoteMax generated attendance
records.
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Meeting Hub

a Bob Down

MAXSOFT BETA MAX014

0
i Back Reinstate Votes
Meetings

Edit Attendance

v
;!: Attendance
Standard
Mations
-' Capacity Type Lot(s) Unit Number(s)
=
BoMl  Owner 6 6
Agenda
items
Given Name
1 i
s Yuri
Standard
Meetings
Surname
3 i
S Gurriel

Tempiate
i Voting Method
VoteMax Pre-Meeting
Oniine

Help

Attendance Method

Present Pre-Meeting s

Roll Details

Lot 6 / 02100006 (Unit 6) Entitlements: 1

Attendees: Florence Symth, Yuri Gurriel

Florence Symth Proxy
Yuri Gurriel Owner (Committee Member)
Recently added / updated

Gillie Canter

Florence Symth
Grace Goldman

Jose Altuve

5. Click the Yes button

Reinstate Votes

Are you sure you want to reinstate votes for this attendee?

Note: Click ‘No’ to cancel reinstating the votes.

The votes have been reinstated.

Votes

Attendee
Yuri Gurriel
Owner - Lot 6

Votes declared on Tuesday 19 January 2021 at 11:01 AM (AEST)
1. Confirmation of Previous AGM Minutes
Motion by Ordinary Resolution

2. Audit of Statement of Accounts
Motion by Special Resolution

3. Administration Levies
Motion by Ordinary Resolution

4. Sinking Fund Levies
Motion by Ordinary Resolution

5. Appointment of Auditor
Motion by Ordinary Resolution

6. Public Officer
Motion by Ordinary Resolution

7. Insurance Valuation
Motion by Resolution without Dissent

Withdraw Votes

1814.2 Via the ‘Attendance Register’ screen.

1. Navigate to the ‘Attendance Register.

2. locate the attendee you want to reinstate votes for.
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3. Clickthe 2 button.
Meeting Hub

°
Lol ok RIS Download Sign-in Sheet
aiis =

9 Attendance Register auorum [ EEEEEEE ©

g x Save

Bob Down

MAXSOFT BETA MAX014

Standard

Given Name $ Surname $ Capacity $ Lot$ Voting Method Attendance Method $ Votes $ Financial in BCMax $ Financial $ Eligible to Vote $

= s Non-Voting ;
et Gillie Canter Other Present at Meetin * g
Agenda i Attendee "9 —I

ttems

::0 A Grace Goldman  Owner 14 Voting Paper Present Pre-Meeting e No s u
Standard
= ) . VoteMax Pre- s

Yuri Gurriel Owner 6 ; Present Pre-Meeting 2] Yes a s
- Meeting [S—
=

4. Click the ‘Yes button.

Reinstate Votes

Are you sure you want to reinstate votes for this attendee?

Note: Click ‘No’ to cancel reinstating the votes.
The votes have been reinstated.

Votes

Attendee
Yuri Gurriel
Owner - Lot 6

Votes declared on Tuesday 19 January 2021 at 11:01 AM (AEST)
1. Confirmation of Previous AGM Minutes
Motion by Ordinary Resolution

2. Audit of Statement of Accounts
Motion by Special Resolution

3. Administration Levies
Motion by Ordinary Resolution

4. Sinking Fund Levies
Motion by Ordinary Resolution

5. Appointment of Auditor
Motion by Ordinary Resolution

6. Public Officer
Motion by Ordinary Resolution

7. Insurance Valuation

Motion by Resolution without Dissent

Withdraw Votes
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