How To...View Tenancy Details for a @'”,‘;bpe,.ty
Property

This guide provides a straightforward process for accessing detailed tenancy

information for a specific property, property managers can efficiently manage their
rental agreements.

By following these steps, users can quickly navigate the system to view important
details about tenants and their agreements, which is essential for effective property
management.

It's an invaluable resource for anyone involved in property rentals who needs to stay
organized and informed.

@ There are a few ways to view the Tenancy details. The quickest way (and the way
we would advise) is to use the global search option and search the tenant or
property name, then select the Tenancy tile that shows on screen.

Alternatively you can find the tenancy from the tenant record, the property

record, even from the Landlord record. We will look at Tenant and Property record
in this guide.

1 Navigate to https://crm.iamproperty.com/myday

Simplest and Best way to find the Tenancy record.

2 From the My Day Screen. Click into the 'Search all records' field and type the name
of the tenant or property. Click the magnifying glass to search.
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3  Ifyou are notin the My Day screen, use global search. Click the Search icon
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Mr Lettings applicant180
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0752635800
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Mr lettings applicant121
zagg.dave@gmail.com
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7291 Pelaw Crescent, Chester le Street, 771 Pelaw Crescent, Chester e Street,

Type the Tenant name or the Property details, press enter. Click "View Tenancy" to
jump to the tenancy record.
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5  You are now in the Tenancy Record.
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& From here down are the alternate ways to find a Tenancy from various places on
the CRM. The vast majority of times you will not need these options, we include
them for completeness and clarity.

Finding the Tenancy From Property or Tenant Search Views




6  Click "Lettings"
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7  Click "General"
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8  Click "Properties" or click "Tenants"
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9  Click "#all" to view all of the records.

iamproperty CRM movebutler iamsold
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10 Then from the list select the details of the tenant or property you want to look at.

iamproperty CRM movebutler iamsold

& € q 2 Myaccount

property Myday Leftings ~ Sales » Accounts ~ Reporting ~ Communications

Explore your leftings properties

Ut g

Lettings Propertiss 79  Landlords s Lefting

Available

‘#all' returns 79 properties

Property Address Reference Rent Town Landlord Tenant
suspense Yew Tree Close, Hurworth, Darlington, Durham, DL2 2HX 0 Darlington David-George Margan =
806 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX 0 Chester le Street Lettling Landlord I
135 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX 0 Chester le Street LandlordS I
759 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX 1,400 PCM Chester le Street letting landlord34 I
7291 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX 1300 PCM Chester le Street sales vendor30

771 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX 1,500 PCM Chester le Street Lettings landlord32

771 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX 1,500 PCM Chester le Street Lettings Landlord28 Lettir




@ Tip! The quickest way is from the Tenant record.

11 Inthe Explore my Tenants screen, select the tenant you want.

‘#all' returns 63 tenants

Tenant Name Reference Property Address Rent Amount Phone
Mr Lettings applicant180 (PB) 759 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX, UK 1,400 PCM 07526:
applicant150 (PB) 7291 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX, UK 1,300 PCM
applicant130 (PB) 771 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX, UK 1,500 PCM
Mr lettings applicant121 (PB) 345 5 Yew Tree Close, Hurworth, Darlington, Durham, DL2 2HX, UK 1,100 PCM 078520
Mr Letting Applicant107 771 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX, UK 1,600 PCM
Ms gﬂiTQA pplicant10& (PB) 63 Woodland Road, Darlington, County Durham, DL3 7BQ, UK 150 PCM 07215
applicant105 822 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX, UK 1,800 PCM
Mr lettings applicant104 (PB) 16 Yew Tree Close, Hurworth, Darlington, Durham, DL2 2HX, UK 1,250 PCM 05642
Ms Lettings applicant104 63 Woodland Road, Darlington, County Durham, DL3 7BQ, UK 2,000 PCM 02458
Mr applicant102 319 Yew Tree Close, Hurworth, Darlington, Durham, DL2 2HX, UK 1,300 PCM
Mr Lettings Applicant103 M Yew Tree Close, Hurworth, Darlington, Durham, DL2 2HX, UK 1,400 PCM

lettings applicant102 919 Pelaw Crescent, Chester le Street, County Durham, DH2 2HX, UK 1,400 PCM
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This will take you to the Tenant record, from here Click "Tenancy"
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Tenant Rent Details
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Rent Period
]
13 You are now at the Tenancy record.
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Viewing Tenancy details from a Property Record



14  Click "View tenants"
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Property Information

15 To go to the Tenant record, click on the Tenant name

Tenants
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16 This will take you to the tenant record, from there click "Tenancy" to move to the
tenancy record.

iamproperty CRM movebutler iamsold
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17  You are now in the Tenancy Record. to return to the Property, click on the address.

iamproperty CRM movebutler iamsold
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18 Click "Properties"

Properties
Identity Confirmed
Address Confirmed

Last Contacted

a Details

) Checklist

A Properties

@ Tenancies

B Contacts

8 Documents

@ Journal

P E-Sign

@ Audit

Lettings Landlord28
LL zagg.dave@gmail.com

Reference:

] [ Negotiator: Training Dave

-

[ Branch: Morgan & Co

v‘] [ Status: Active

Personal Information

Financial Information

Title
Mr v

Forename
Lettings

| Overseas Tax Enabled

Surname
Landlord28

Company Name

Phone Number

Email Address i
zagg.dave@gmail.com

Salutation
Mr Landlord28

“ || e

Agreement Name ‘&
Mr Lettings Landlord28 g

[
[
[ Work phone
[
l

[
|
|
[ Mobile phone
|
[

“

| ) W G VS G —

From Property Record, Tenancies tab.

Exclude From Payments

Registration No

VAT Registration No HMRC Due Date

19/12/2024

Statement
No Statement k-

[ )
- }
[ )
| |
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19 Click "Tenancies"

Properties
Identity Confirmed
Address Confirmed

Last Contacted

; Details

© Checklist

A& Properties

Q Tenancies

B Contacts

B Documents

@ Journal

p E-Sign

© Audit

Lettings Landlord28 (IR (©) PROSPECT
zagg.dave@gmail.com

] [ Negofiator: Training Dave -'] I Branch: Morgan & Co -'] [Sratus: Active

B repenes

Clear filters

Select Multiple Options 77 Pelaw Crescent, Chester le Street

—

0 Ratings
Property Style ’ e

Beds: 4 Baths:3 Receptions: 2

Minimum Bedrooms 03
[ Minimum Bathrooms 02
-

20 Althe Tenancies current, Pre Booked and Archived can be viewed.

Lettings Landlord28
zagg.dave@gmail.com

} [ Negotiator: Training Dave v

[ Branch: Morgan & Co v

[ Status: Active v'l

B0 = o

Clear filters
Letting applicant107
Status P 31/01/2025
Tenancy Expired
‘ © 30/01/2026
‘ Tenancy Active 5
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Properties
Identity Confirmed
Address Confirmed

Last Contacted

; Details

© Checklist

M Properties
@ Tenancies
B Contacts

B Documents
@ Journal

p E-Sign

© Audit
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Lettings Landlord28
zagg.dave@gmail.com

Click onto the small icon "LA" this will take you to the Tenant Record
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i Reference:

] [ Negotiator: Training Dave
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vv] [ Status: Active

Clear filters

Status

Tenancy Expired

Tenancy Active

Lettings ~»  Sales ~»  Accounts

Mr Letting Applicanti07
LA zagg.dave@gmail.com

771 Pelaw Crescent, Chester le Street

Reporting ~

- [

Letting applicant107

P 31/01/2025

Q 30/01/2026

Click "Tenancy" to go to the tenancy record.
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