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Introduction

Welcome to Complex Affairs. This is an online communication and internal

complex management system. This printable manual is written to help you
get the most use out of your Complex Affairs system.

Through months of investigating the various needs of a complex, we found
that the communication barrier was the biggest problem with the communal
decision making. Occupants were not getting the relevant information at the
right time. Just look at the grumpy faces of some of the occupants during an
AGM.

Complex Affairs operates on a system of full relevant information disclosure
to the occupants. All information is at the occupants fingertips at any time of
the day. This also reduces the need for piles of paperwork that would be
passed around between the Managing Agent and the Trustees. Even

the paper-trail is sometimes lost between occupants and the Trustees

and even during the changing of Managing Agents. Complex Affairs
provides a full online backup of all the information relevant to that complex.
Think of it like a flight recorder for all things related to the complex.

Our most important criteria in designing the online system was that of ease-of
-use and the speed of accessing the required information. If its complicated,
you're just not going to use it. This software was designed in conjunction with
a 17-year veteran trustee who understands the need for a good, fast, clear
communication system between the Trustees, Managing Agent and

the occupants.

With email updates of important events and a full set of information at your
fingertips, Complex Affairs is the simplest and fastest way of being upto date
with all complex affairs.

Complex Affairs is here to make your life easier. Never be without the
information you need, when you need it. Be on top of the situation with your

complex. You're just a finger click away!

Enjoy the benefits of your Complex Affairs online system.

The Complex Affairs Team

www.complexaffairs.com



Home Page Layout
Step 1
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Home (This returns you to the Home Page)

About (Shows information about the design of Complex Affairs)
Register (Go here to sign up and register your complex on the site)
Tell A Friend (Share Complex Affairs web site with an email link)
Contact Us (Contact us for support at Complex Affairs)
Facebook link (Follow us on Facebook)

See How It Works (This allows non-registered users to explore
the features of a demo complex) TRY IT!

Log In (Enter your email address and password to gain access)
Information Pages (IMlustrates the features of Complex Affairs)
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Getting Started
Step 2

@ After your complex has been registered

« Upon your complex being registered on the Complex Affairs
web site, your Chairman or a Trustee will have entered your
basic details and uploaded them to the website.

« You will receive a welcome email with a User Name (your
email address) and a random Password.

IMPORTANT: KEEP A RECORD OF YOUR LOGIN DETAILS

(If you have not received your welcome email then please
contact your Chairman or Trustees so they can upload your
basic details)

(2] Log In (first time user)

« On the internet go to www.complexaffairs.com and click
on the Log In button. Enter your User Name and Password
you received in your welcome email. You will next get the Pt
option of ticking the Remember me? box (this is helpful to
speed up log In times in the future). To keep your Log in
details secure leave box un-ticked. Remember you will have
to enter your Password each time you Log In.

. In the off chance you have forgotten or misplaced your
Password click on Forgot Password? and a new random password will be sent to your email address.

« Click the Log In button. (you will now be taken to your complex Notice Board).

© Update your profile details
(Only the Trustees will have access to your profile)
o Click the Menu button

« This Menu display is interactive. Move around your boxes
by clicking, holding and dropping them where you like.

« Click the Profile button

« With the Profile page open you can add details like Tel No,
Fax No, Date of Birth, Emergency details and so on.

« The Notifications box allows you to select email notifications
for the ticked boxes. (as things are updated on your complex
website you will receive an email notification).

WARNING: CHANGING YOUR EMAIL ADDRESS WILL
ALSO CHANGE THE NAME YOU USE TO LOG IN

« Click the SUBMIT button to save your updated profile settings.

(make changes to your profile settings as needed).

affairs
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Notice Board
Step 3
P-03

Demo Complex

Il Calendar | Downloads | Contacts Search Email

Bl all !lz kel e
af yooe Body :
Covpote with the

1 Notice Board (After you Log In you will be taken to the Notice
Board, or click the Notice Board button)

2 Date of Notice (Fach time a new Notice is added a date is applied
to the lower right corner of the notice)

3 Max 8 Notices (A total of 8 notices can be placed on the board)

For the Trustees

0 To add new notices to the Notice Board, or remove old ones click
Menu / Notices - Add Remove

@ Type in the Content box. Use up to 150 characters for your new notice.
Click SUBMIT.

® To delete a notice click the X next to the old notice.

www.complexaffairs.com a ffd Irs




Calendar
Step 4

Demo Complex

QL g Downloads Contacts Search Email

Bulst pipe At unit 14

Eskom load shedding

S
\ & pim
AGM at the clubhouse
+ Shaw 24 haurs

1 Calendar (Gettothe Calendar by clicking this button)

2 Navigation (Scroll through the days, weeks and months)

3 Today (Quickly get back to the current day without navigating)
4 Pull down calendar (Quickly navigate to specific dates)

5 Show 12/24 Hours (Change between 12 and 24 hrs layout)

6 Day Week Month (Select calendar view)

7 Calendar entry (Colour-coded and time based)

For the Trustees

@ To add new Calendar entries double click on a time slot or right click and
select New Appointment. Select Subject, Start and End times, Category
and then type Description. Click Save.

Note!! All entries into the calendar are

final upon submission
@l@@)mpﬂ@x
, affairs
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Downloads
Step 5

P-05
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Home Notice Board Calendar ReCITGILEGEE  Contacts

1 Downloads/ e
W | Letters - Messages /PG Size: LLIER
J Uplaaded by Tammy Dema on Mon. Jan 13 2013 [6:29 7
m Insurance Policizs - Inbox PG Size: 125Kh

5 Uploaded by Tommy Dema on Mon, Jan 13 2014 L LL

3 \. House Rules - MoticeBoard pef Size: 1BIKD

. Uplaaded by Tornmy Dema an Mon, Jan 13 2014 1557

AGMs - Calendail og.pdf Size: 173Kh
- Uplaaded by Tormmy Demao an Man, Jan 13 2014 1557

Minutes - DocumentDownloads pdf Size: 177KR
. Uploaded by Tarmmy Dema an Mon, Jan 13 2014 1556

E Letters - Contactinfo.pdf Size: LB0KD
Uploaded by Tarmmy Dema an Man. Jan 13 2014 1556

Insurance Pahaes - Search.pif Size: L66ER

Hebemizd by Tammy Dema on Mon. Jan 13 2014 [5:56

Huuse Rules - SendErmails pof Size: 145kh

Size: 136KD

i
Uploaded by Tommy Dema on Mon, Jan 13 2014 1555

Uploaded by Tornmy Dema an Mon. Jan 13 2014 15,55

4 - o L | Page sze: 11 ¥ Page: 1 | of 1@ Ttems 1 to 9of 9

1 Downloads (Get to the Downloads by clicking this button)

2 Search (Search for Downloads by name if there are many)

3 File Type (Icon showing the file type of download)

4 Category & File Name (Text details describing the file)

5 Page Control Bar (Set amount of downloads displayed on a page)

6 Information Button (Move pointer over icon for page information)
7 File Size (Display of document file size)

For the Trustees

To add, edit or remove Documents click Menu / Downloads - Add Remove
To upload a new Document click NEW, to delete click X, to edit click the
Edit icon.

Downloads can be set with an access level. Click on boxes to set access level

® ©O@

to that document.
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Contacts
Step 6

(/él’@(t’)[J
. affairs

Home Noﬁca Board' Calendar . Downloads

1 List Of Contacts / e
© —7

2 Com plex Contacts ®

3 # Managing Agent @
4: JD: 3rd Party Services |

Caretaker Demo Caretaker

Contact Mame: Hareld Caontact Mo: 0820000000 Email: hareld@demo.co.za o
Electrical Demo Electrical

Contact Mame Jim Cantact Ma; 0820000000 Email; im@demo.co.za 8
Handy Man Demo Handyman

cantact Hame: Neil Cantact Ma: 0820000000 Email: neil@demo.co.za

Fire Hydrants Demo Hydrants

contact Mame: Frank Contact Mo: 0820000000 Email: frank@demo.co za
Plumber Demo Plumber

Contact Name: Pete Contact Mo: 0820000000 Email: pete@demeo.coza

Pool Demo Pool Services

Contact Mame: Henrietta Contact Mo: 0820000000 Email: henrietta@demo.coza
Security Demo Security Co

Cantact Hame: Shannen Cantact Mo: 0820000000 Email: shannon@demeo.co.za

 Complex Affairs Contacts ©)

1 Contacts (Get to the Contacts by clicking this button)

2 Emergency Contacts (Ambulance & Fire & Police)

3 Complex Contacts (Trustees and Chairman) Trustees see full list

4 Managing Agent (Your current complex Managing Agent)

5 3rd Party Services (Caretaker, Electrical, Plumber and so on)

6 Complex Affairs Contacts (Support, Enquiries and Billing)

7 Information Button (Move pointer over icon for page information)
8 Email link (Click on underlined email link to send email)

For the Trustees

@ To add, edit or remove Contacts (Only Emergency and 3rd Party Services)
click Menu / 3rd Party Services - Add Remove.
To add new contact click New, to delete click X, to edit click Edit icon.
@ To change Complex Contacts click Menu / Owners Tenants - Add Edit
© 1o change Managing Agent click Complex - Edit

@l@@)mpﬂ@x \'
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Search

Step 7
p P-07

CO) Demo Complex
affairs

[ S —

Home Notice Board | Calendar = Downloads Co Saarch
Search e
Search for notices, calendar events, downloads, messages, complex contacts and 3rd party services AN 5

pool D

Search Results

Type: Calendar
3 Category: Poal

Subject: Paal cleaning

Content: The poal will be cleaned today
Posted By: Tommy

Posted Date: 13/01/2014 LL43

From: 25/02/2004 4730

To: 25/02/20L4 09:30

Type: 3rd Party Service

Category: Poal

Company Name: Dema Paol Services
Contact Name: Henretta

] Contact Email: henriettaddema.coza

jﬁ)nmd HMo: 08200000010
4 o L Page see: | 1{ ¥ Page: 1 ofl @ Items Lto 2 of 2

1 Search (Get to the Search by clicking this button)
2 Search Bar (Enter text here)

3 Search Results (Shown from Notices, Calendar, Downloads,
Messages, Contacts and 3rd Party Services)

4 Page Control Bar (Set amount of downloads displayed on a page)
5 Information Button (Move pointer over icon for page information)

@,@@[ﬁmpﬂ@z ‘
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Email f
Step 8
0 P-08

The Advantage of sending emails through Complex
Affairs it that it ties up with the SEARCH ENGINE

Demo Complex

LA N AINTAUGIINGIIL I UG SHINING ik 8 chare M

?’affmrs

Home Notice Board | Calendar Downloads Contacts Search

Send Email e. 7

Category v
3 Subject
Content

Send To  [JManaging Agen
e o Cope b ‘| €— Trustees will view this selection

6 R — [ Tenants

1 Email (Get to the Email by clicking this button)

2 View All Messages (Read and reply to listed messages)

3 Category (Complaint, General, Security Alert and so on)

4 Subject (Enter your Email Subject here)

5 Content (Type your message in here)

6 Send (Click to send mail to Trustees) Trustees can send to selected boxes
7 Information Button (Move pointer over icon for page information)

VIEW ALL MESSAGES

(‘ coimplien Demo Complex
affairs . : .

Home Notice Board | Calendar | Downloads Contacts Search

All Messages o.¥ 1

From Subjact Type Date Sent

Betty Dema Testing Message  2014/01/15 094118 P @.¥ 2

Tommy Demo This is a demo mail Message 2014/01/13 04 10:16 PM Yy

1 Information Button (Move pointer over icon for page information)
2 Reply to Email (View and reply to email)

’(gyﬁ[gﬁ:&ﬂ’@z
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Menu (Extra Features)
Step 9
P-09

CoORDIEK Demo Complex
@ affai nolex manasement m

—

10

1 Menu (Get to the Menu by clicking this button)
2 Notice Board

3 Calendar

4 Downloads

5 Search

6 Inbox (Link to View All Messages)

7 Send Directions (Send visitors email directions)
8 Contact Info (Link to all Contacts)

9 Send Email

10 Profile (Update you personal details)

Updated Profile details will be sent to your Managing
Agent

’fﬁ[gﬁ:pg@z
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Menu (Extra Features)
Step 9 continued
P-10

For the Trustees

@l@@[’rﬁl[ . Demo Complex
affair manapam :

: " .
Home Notlce Board Calendar ' Downloads Contacts Search

Notices - Owners/Tenanls -
1 2 Add/Remove Add/Edit Downloads - Add/Remove
3rd Party Services - Add/Edit

Complex - Edit

11 Notices - Add/Remove (Trustees may add and remove)

12 Owners/Tenants - Add/Edit (Trustees may add and edit)
13 3rd Party Services - Add/Edit (Trustees may add and edit)
14 Subscriptions - Edit (Trustees may edit the subscription)

15 Downloads - Add/Remove (Trustees may add and
remove downloads)

16 Complex - Edit (Trustees may edit the complex details)

Changes to the details of your Managing Agent are done
in the Complex - Edit section.

G

www.complexaffairs.com




r ¢ [complien

affairs

For further support contact us at
support@complexaffairs.com

BREAKING DOWN
THE COMMUNICATION ]




