The new alteration requests process using Buildium.

This document serves as instructions for committee members to approve architectural requests in Buildium. Architectural requests are the same as alteration requests, Buildium simply refers to them as architectural requests in their software, but the process remains the same. This document will detail the instructions an owner will take in Buildium if they would like to submit an architectural request. The general process goes as follows: 





Screenshots from the owner’s perspective. 

Firstly, the owner will sign into their Buildium account and start from their home screen menu. I’ve scribbled over any information of an owner used in this example, but everyone’s home screen will look the same as shown in the screenshot. To start an architectural request simply click on the “Architectural requests” tab highlighted in yellow on the left-hand side of the screenshot I’ve attached below:

[image: ]

Once clicked the following screen will appear:

[image: A screenshot of a computer

Description automatically generated]

To create an architectural request simply select the green “Create architectural request” button on the top right-hand side of the screen. The following screen will appear, and the user will follow the stated instructions.
[image: A screenshot of a web page

Description automatically generated]

It’s important that an owner that is the process of submitting an alteration/architectural request to fill out the form before submitting. Once that is completed, the owner will attach the form in the upload area. They can name the project in relation to the information pertaining to their alteration/architectural request and then submit the request for the strata manager to then send to the alterations committee/ council to vote on for approval. Following this the owner will wait for a decision and will be notified via email when a decision has been made on whether their alteration/architectural request has been approved. 


Screenshots from the council member’s perspective. 

Council members for a strata have been put into an alterations committee (unless a strata already has an additional alteration committee with non-council members). As shown in the previous section from the perspective of an owner that has submitted a request, the committee member will receive a notification in the ‘Committee requests’ tab on the architectural requests home screen. This is shown in the screenshot below.
[image: ]

After clicking on the committee requests, we can see the “TEST” architectural request has been created. 
[image: A screenshot of a computer

Description automatically generated]
After selecting on the “TEST” request, the following screen will appear.

[image: A screenshot of a computer

Description automatically generated]
The right-hand side of the screen shows the committee votes. These are the council members that will vote on any architectural requests that have been made. A council member can also make any comments or updates in the “Updates” section. Lorraine can now vote on this request from the right side of the screen. After doing so, the following screen appears. 

[image: A screenshot of a voting form

Description automatically generated]
Lorraine either approves or denies the request and the vote will then be updated on the strata manager’s architectural request viewer. Once everyone has submitted their vote, the strata manager can tally the votes and decide whether to approve or deny the alteration/architectural request.




Owner signs onto their Buildium account


Owner clicks on architectural request tab 


Owner signs 5W alteration agreement document and submits an architectural request 


Strata manager is notified of the architectural request in their buildium dashboard


The strata manager notifies the council to vote on the architecrual request


The council then votes to approve on the architectural request through Buildium


Once the vote is completed, the strata manager finalizes the decision in buildium and the owner is sent an e-mail based on the decision. 


image1.png
HOLYWELL
PROPERTIES

@ Home
B Payments

P Requests

Announcements

Documents

®
/N Violations
B

Contacts

De

® Community

(& Reports

Buildium

Iy

Your current balance is
$0.00

® 1scheduled payment

Open requests

~
£

How can we help you?

Your open requests will display here.

Create request

Al
R

Make payment

Set up autopay

New announcements

™
&)

You're all caught up!

New announcements will display here.




image2.png
o T
HOLYWELL

PROPERTIES

My submitted requests ~ Committee requests
B Payments
P Requests
Q Search Request status + 3 W/ Pending v Sort by: Newest v

&Y Architectural requests

PROJECT NAME DATE OF REQUEST REQUEST STATUS DECISION STATUS
& Announcements

/N Violations

[@ Documents

2 Contacts

® Community




image3.png
Architectural request details
1 Instructions

“IMPORTANT- Before submitting an architectural request form, please sign and fill out the sttached pdf
labeled 5W Alteration Agreement Application. Once completed, save the updated form and name it
AlterationAgreementApplicationFILLED_[YOURNAME]_[DATESIGNED] where the fields [YOURNAME]
correspond to your full name and [DATESIGNED] correspond to the date of the form completed.

After saving the updated form, either drag or drop the form in the upload tab in part 2 just below the forms
section.

Once uploaded, name the form related to your architectural request with your name and date in the window
field.

Once that s all finished and you have created your architectural request, please e-mail your strata manager
that you have submitted an architectural request so that they then can notify the other committee members to
vote on the application.

Forms
5W Alteration Agreement Application.pdf el

2 Upload
Each file must be 20 MB or less. Attach up to 15 files.

Drag & drop files here or browse

Name your project

30





image4.png
Architectural requests

My submitted requests  Committee requests @)




image5.png
Q search

PROJECT NAME

/| TesT

Your vote - 3

Request status -2 v

Pending

DATE OF REQUEST

10/18/24

Your voTE

Not submitted

Sort by:

REQUEST STATUS

New

Newest

DECISION STATUS

Pending

v




image6.png
< Architectural requests

TEST Committee votes

Architectural request
req;

@ Antonia Fairmaid

ial request. To add files, use the ‘Upload' button below. © Jane Mellor
Janis Johnson
Marguerite Millar
Ray Reny
Updates

Messages and uploaded files will be shared with staff.

0000

Scott Downey
e Scott Downey submitted the request.

Oct 18, 2024, 4:27 PM « Shared with association owners and committee members
Vote

To: Alterations Committee
All committee members will see messages and uploaded files.

Homeowners (Scott Downey, Cathy Downey)
All homeowners vill see messages and uploaded fles.

Decision status

©

Det:

Request status

New




image7.png
Select your vote

Holywell Properties and committee members will see your vote and any
comments.

v x

Approve Deny

Comments (Optional)

Cancel





