
USER GUIDE
S I N G L E  S O U R C E  L I F E T I M E  M A I N T E N A N C E  P L A T F O R M
B u i l t  f o r  o w n e r s .



The Unit Titles (Management) Act mandates that
Owners Corporations maintain a formal Maintenance
Plan. The Executive Committee and Building Manager
are responsible for regularly referencing and updating

this plan to ensure common property is safe,
comfortable, and properly maintained. Arcsite is a
collaborative portal that enhances the relationship

between Building Managers and the Owners
Corporation. This user-friendly platform streamlines
communication and documentation, helping owners

meet the requirements for maintaining and updating a
building’s maintenance plan while reducing the high

costs of reactive maintenance.

It's the law.

Built for Next Level Management

Arcsite offers a world class solution to the
now legislated requirement for an Owners
Corporation to hold and regularly review a
Building Maintenance Plan. As the stakes
get higher it is important that your
management solutions are well considered
and robust. The Executive Committee
should be taking their lead from Building
Managers who value collaboration,
transparency and cost effective,
comprehensive problem solving. 



let's get started...
A "group profile" has been created for your building, with
your email linked as the ‘Username’ for that group...

portal.arcsite.com.au

Copy this link and bookmark me!
link also found at arcsite.com.au

http://portal.stratalink.com.au/


FIRST LOOK

Buildings where you are listed as the Building Manager,
Builder/Developer, or Executive Committee member will be instantly
accessible to you.
You can click to expand the list to 'all buildings' in your Group's portfolio
if you have permission to view other buildings.  
The Home screen gives you a quick snap shot of your Portfolio Activity
and Next Actions.

YOUR LOGIN WILL TAKE YOU TO THE ARCSITE HOME SCREEN. 



ADDRESS BOOK
This is built and accessed by every team member in your Group. When you wish to make a comment against
an Area or Item in the system or add contractors to your building you can select from the drop down list to
associate a service provider. It is important that your team regularly adds service providers if they are not
available in the address book to ensure lightening fast data entry and accurate record keeping.



MANAGEMENT DATA
If you are assigned to your group as a Building Administrator you will have access to the Management Data
tab. Here you will find high level reports related to team productivity and portfolio data specifically tailored
to support the leaders of your group.



Once you're in a building, the left-hand menu items allow
you to navigate all aspects of the portal for this location
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CONTACTS & GENERAL NOTES
Here you will find the people associated with your building’s team. 
And a place to add general notes against the building.

add notes here...



NEXT ACTION
Your new go-to for reminders. No more sticky notes or email chains. Anytime you need a reminder for this
building, just add it here. “Next Actions” will appear on your home screen, ready to prompt you on the day.
All team members can view “Next Actions,” so if someone’s away or needs a hand, everyone stays in the
loop.

REPORTS
Select a date range and generate a range of reports that

can be used for Owners Corporation Reporting, Insurance
Renewals and Proactive Maintenance Planning. 

Do you have more

reports you'd like to

generate? Share your

feedback and we will do

our best to build them!



Finally! one place for files, photos, warranties,

certificates, receipts and service history...

BUILDING FOLDERS
Your lifetime file and photo repository. Anything saved in these folders can be accessed by the 
Group. Creating an easy to navigate historical digital filing cabinet for your building.

Create new folders
and sub folders for

easy navigation.



BUILDING MAINTENANCE DIARY
This is your central hub for tracking maintenance and building activity! Insurance companies increasingly request formal
documentation to verify the monitoring and management of your maintenance plan. If any action is taken on an asset, log it
in the system under the relevant item. This information feeds directly into real-time reports that provide a snapshot of
building activity over any selected date range. Updating an item takes seconds.

STEP 1.
User may either click on
area drop downs to find the
appropriate item. Or may
choose to run a search

STEP 2.
Click on the plus button and
add a note against the asset

"Pool filter failed"
(record cost, technician

and outcome)



KEY DATA SNAPSHOT
Found in the

Building
Maintenance
Diary, the Key
Data Snapshot

shows you a list of
all assets

registered in
Arcsite and offers

quick access to
Operation &

Maintenance
Manuals for new

builds.



UPCOMING PERIODIC INSPECTIONS
This page does most of the
work for you! Just keep your
dates and contractor
information current, and
Arcsite will send reminders
before periodic inspections
are due. New dates
automatically save the
previous inspection in the
history, which is essential
for maintaining warranties
and supporting insurance
claims. Regular inspections
help the Owners
Corporation fulfill its
responsibility to keep the
building safe and functional.



MANAGEMENT SUMMARY
Want a no fuss way of seeing what's been happening in
Arcsite? Jump to this page to view every entry in the system
for the last 180 days.

MAINTENANCE MANUAL REGISTER
Maintain a record of Service Technicians and
contractors who have received manuals or onboarding
documents for the building. This documentation is
essential for effective long term record-keeping.

BUILDING CONTRACTS
A valuable record of contracted services for the building,
including renewal frequency and annual spending.



RESIDENT MAINTENANCE REQUESTS 
& BUILDING FOOTPRINT
QR codes are placed strategically throughout the building on key assets or common areas. 

Residents can view Open Building Notifications posted by the Building Manager or deliver
a common area maintenance request via the QR code.

1.

Service contractors and technicians will check in, creating invaluable records of site visits.
This history enhances security and allows easy cross-referencing with service agreements.

2.



COMMON AREA DEFECT REGISTER
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CAPITAL CONSTRUCTION GROUP

The most effective way to liaise with your Building Group
during the common area defect period.

Log Common Area Defects and the Builder/Developer will be alerted1.
All entries default to “waiting” and the Builder will change the status to “in progress” to
acknowledge receipt

2.

All parties can post “feedback requested” to exchange information3.
The Builder will marked “closed” on items following completion4.



What happens if ECs, building managers or management groups change? 
We are sure that everyone’s performance and productivity is going to blow through the roof with this program, however, we also understand
that relationships change and people move on. If your Arcsite portal is fully up to date, handover will be a breeze. When Executive Committee
members or building managers change, it is simply a matter of logging users off and onboarding new team members to access Arcsite in real
time.

Can the entire Owners Corporation see Arcsite? 
No Arcsite is available to the builder, building management company and members of the
Executive Committee.

Is the data in Arcsite safe and secure? 
Our experienced highly qualified technicians house the Arcsite platform on Microsoft Azure Australia Central
onshore facilities with secure cloud back ups that follow Australian best practice. We highly recommend that
updated Maintenance Plans available to you in PDF are downloaded and stored externally to add an additional
level of data protection.

What if I the OC decides they don't want to use the system anymore? 
We're willing to bet you a lamington that you all won't look back, but that said we only want happy customers. We will always collaborate with you to
do our best to deliver an outstanding customer experience, however, if an OC wishes to move on after contract expiry you will have access to
download ALL your data before users are logged off and we will hold the file in archives for 90 days. After this time the information will be
permanently deleted from the Arcsite system.

How do we justify the investment in Arcsite to our Owners Corporation?
If used as designed Arcsite should save an Owners Corporation money! Unmonitored common area building assets fail faster over time if not
adequately serviced and reviewed. Now that Maintenance Plans are a regulatory requirement there is significant pushback from insurance
companies to obtain evidence that the OC is meeting the legislated obligation to hold a plan and that it is being periodically reviewed and
properly implemented before claims are considered.... the same goes for warranties! The lack of specifics surrounding the new legislation does
not protect against a relaxed approach, rather, an EC should be actively seeking to put the highest protocols in place instead of ticking the box
by procuring a sub standard Maintenance Plan that gets filed 'for later'.  A proactive way to assist in protectecting your Owners Corporation from
failing to meet their obligations is to prepare, plan, forecast, follow up and document. Sure all of these things can be done manually, but the cost
associated with an ad hoc approach and inconsistent record keeping  may be (unfortunately) very confronting and costly in the future.


