
CommunityHub user guide

Committee member’s guide 
to using CommunityHub
Here’s a quick guide on what you need to know 
when navigating your CommunityHub portal.
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Welcome to CommunityHub
We’re here to help you get started on your committee member journey

CommunityHub is an online portal designed to give you access to your strata property 
information at any time, from anywhere. 

With CommunityHub, you can help keep up to date with your property’s finances, pay your 
levies online, reach through minutes from your last AGM, access common property insurance 
information, view your by-laws, find the best contact details for your strata manager and more, 
all through one easy-to-use channel. 

Our ultimate aim is to simplify and enhance your user experience and journey as a committee 
member. Here’s a quick guide on what you need to know when navigating your CommunityHub 
portal.
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My Communities homepage
After logging into CommunityHub, your journey begins at the ‘My Communities’ home screen.

This page serves as a dashboard, providing a simple overview of the property details and easy access to 
functionalities to complete committee member and owner duties. 

In this guide, we will explore the key areas on the CommunityHub portal to help committee members 
easily access information to manage tasks, collaborate, and make informed decisions.

The first feature to explore is the ‘Plan details’ button located on the ‘My Communities’ home screen. 
This will direct you to a centralised repository for all essential property information about your scheme.

Strata manager full name

strata.manager@email.com.au

1300 889 227
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Plan details page
By clicking on the ‘Plan details’ button on the homepage, you can access valuable information and 
features designed to help make your committee member duties easier. 

The top sections within this page provide further details about areas briefly covered within the property’s 
overview on the My Communities homepage, including your plan, strata management provider, and lot. 
Underneath, you’ll find a series of collapsible headings that can be expanded to provide deeper insights 
into various areas. 

The following parts of this guide will delve into each section, breaking down what they are for and how 
to utilise these functionalities. 

Strata manager full name
Strata manager full name

strata.manager@email.com.au

1300 889 227
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Plan details

Management company
This section provides key details on the plan’s strata management company, giving you easy access to 
key contact details when needed.

The first section of this page summarises key details for the scheme, such as the plan number, property 
type, manager name, and address. This information is here for easy reference and can also be found on 
the My Communities homepage.

Strata manager full name
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Lot details
The lot details table in this section is also found on the My Communities homepage, providing an 
overview on owner-specific information related to the address, lot number, and levy balance. 

By clicking the ‘View’ link in the details column, you unlock more functionalities. Here, you can manage 
levy payments, check notices, and uncover further details about owners, tenants, and agents.

For a more detailed look into these features, check out our CommunityHub lot owner’s guide for more 
information.

Committee members
This section can be expanded to gain easy access to a list of all current committee members and their 
details, such as their full names, respective roles, and dates of appointment.

Financial overview
The financial overview section offers a simple snapshot of the scheme’s funds, arrears, and investments, 
all at a glance. You can also see the date and time of the last balance update to help provide committee 
members with better clarity on the property’s financial status.
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Financial reports
This section provides committee members with a suite of reports to help gain a more detailed picture of 
the property’s financials. 

You can conveniently download documents from here by clicking the orange ‘Generate’ button. In the 
following sections, we will dive into the different financial reports that you can download:

• Accounts payable

• Annual budget

• Balance sheet

• General ledger transactions

• Income and expenditure
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Financial reports > Accounts payable
Generating an accounts payable report will produce a list of outstanding invoices that require committee 
members’ approval to be paid. 

This is a valuable tool, providing clarity on pending financial obligations and facilitating efficient cash flow 
management. 
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Financial reports > Annual budget
This tool is essential for tracking planned expenditures and ensuring the property operates within its 
approved financial parameters. 

By regularly reviewing this report, the committee can help track the property’s expenditures and manage 
finances effectively within the agreed budget.
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Financial reports > Balance sheet
Generating a balance sheet report will give you an overview of the property’s finances, total assets, 
accounts payable liabilities, and administrative and capital works fund equity.

In this section, you have the flexibility to fetch details from the current day, the start of the current or 
previous financial year or even a custom date of your choice.
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Financial reports > General ledger transactions

The general ledger transaction report allows you to generate a record of the total balance of incoming 
and outgoing payments.

In this section, you have the choice to pull reports for either the current or previous financial year to help 
track, manage, and understand your property’s cash flow.
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Financial reports > Income and expenditure
Income and expenditure reports can also be generated for the current or previous financial year.

These reports are fundamental to understanding the flow of funds tracking the property’s revenue 
streams and expenditure patterns. They help maintain a balanced budget and assist in making strategic 
financial decisions for the property.
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Lot levy balance
Underneath the financial reports section, committee members can access the lot levy balance 
information.

This area provides an easy-to-read table, offering a quick, clear view of any outstanding payments, 
making it easier to manage and plan for these financial obligations.

• Current balance: this column displays the balance of current levy amounts owed by each lot to date. 
It helps you keep track of outstanding payments and understand the financial position of each lot.

• Projected balance: this column shows what the expected total balance would be after the next levy 
due date and is updated based on any payments made per lot.

For example, if someone has paid ahead of the next levy due date, their current balance would display 
green, and their projected balance would be $0.
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Documents 
These two sections at the end of the plan details page provide an easy 
and efficient way to store and view important property records and 
documents for committee members and owners. 

To view and download a copy of a file, simply:

• Expand the ‘Select category’ drop-down menu to view the different 
areas where the documents are stored. 

• From the list of options, select a category to view a list of all related 
documents.

• If you find a document you’d like to review further, just click on the 
‘Download’ icon on the right-hand side to automatically download a 
copy on to your device.
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Download the CommunityHub owner’s user guide

Learn more about your CommunityHub  
lot owner features
You’ve now reached the end of our CommunityHub committee member guide.

We hope these tools help empower your committee member duties, making tasks easier to manage, 
facilitating effective collaboration, and underpinning smart, data-driven decision-making. 

As a next step, we highly recommend you go through the ‘Lot owner’s guide to using CommunityHub’ to 
explore your lot owner-specific features such as:

How to pay levies on 
CommunityHub

Access levy notices 
for your lot

View lot owner, tenant, 
and agent details

Update owner  
contact information
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Liability limited by a scheme approved under Professional Standards Legislation. You are receiving this information sheet because we are your strata 
manager. This information sheet was created by PICA Services Pty Ltd ABN 70 651 941 114 (PICA Group). Links to third-party websites are provided for 
convenience only. PICA Group does not endorse or accept any responsibility for these websites’ content, use, or availability. PICA Group accepts no 
liability for any loss or damage caused by the use of or reliance on the information contained in this email or any links or third-party websites. Any links or 
files transmitted with it are intended solely for the use of the recipient to whom they are addressed. While PICA Group  has taken every reasonable care in 
compiling the information in this email, we do not guarantee the accuracy or completeness of the information provided. ©PICA Group 2024.

Got a question 
or require further 
assistance?

Our team are here to help. If you 
have questions or require further 
assistance, please do not hesitate to 
contact our customer service team 
at picagroup.com.au/contact-us.

Thank you for choosing to be part of 
our community. We look forward to 
supporting your journey in property 
management. 

http://picagroup.com.au/contact-us.

