Adding a New Landlord Record in CRM @'Ei‘bperty

This guide provides a step-by-step process for adding a new landlord record in the
CRM system, ensuring users can efficiently manage client information. It emphasises
best practices, such as merging records to avoid duplication and creating necessary
fields like salutation for personalised communication.

By following this guide, users can streamline their data entry processes and enhance

their interactions with landlords, ultimately improving their property management
efficiency.

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

2 Click the "Bento" menu, or Add New Record.

iamproperty CRM

@pr{:perty Myday Lettings ~ Sales »~ Accounts ~ Reporting »~ Communications

Welcome back, lan

+ Add New Record 5 View Property Management ¢33 Visit Help Centre

Search all records

% TOday‘s il - @ MV?aSks T

3 Click "Add new record"
Click "Landlord"


http://crm.iamproperty.com
https://crm.iamproperty.com/MyDay

iamproperty CRM movebutler iamsold

My clay  Lsttings -~ Sales ~~ Accounts ~ Reporting ~ Communications ~~ 3 _ﬁ Q .

& Active branches

me back, lan

R, Calls
[} Contacts
=] Events

- View Property Management ¢® Visit Help Centre
[J Notes

© Tasks

(5]  sales Applicant & Lettings Applicant &
{E} Sales Property & {2y Lettings Property &
£, LandlordO © & Portfolio &
g, Vendor . p Tenancy .
£ contractor @ 2% Maintenance job &

@ Tip! From the next screens complete all the fields that you have information for.

The minimum to add is a SURNAME and EMAIL address.

If you use an email that has been used before then a warning message will show
and there will be an option to use the original record (for example the user is an
existing Landlord) or Merge the 2 records (for example if the prospect is already a
Vendor/Applicant etc)



& If your agency has 'Core Process Simplification' features set up on your account
you will see a different screen at this point

Personal Details

Click "Title" to add the title from the drop down menu. This menu can be updated
in configuration and new items added.

Mr

E - [ Negotiator |an Henry "'} [ Branch: Henry & Co "'] [ Status: Activ
Mrs
Ms

F ovremre Financial information
Title Forename Overseas ‘ ‘ Tax enabled
Surname g Company name Exclude from payments
Website Phcne number Registration no Cnrno
CLEAR

Vat registration no Hmre due de
29/1/202

~ AN

Work phone Mobile phone Cnr approval date Tax rate
29/11/2024 0
Email address ' . Salutation .

Alert! If you have a 'Mr and Mrs' Landlord record, you have the option to create 1
record. However, it is Best Practice and to make the use of movebutler (or any
other area of CRM) easier, you should create 2 records, a Mr. and a separate Mrs.



5 Click the "Forename" field and add the clients first name.

[ Reference:

] [ Negotiator |an Henry

Y'} [ Branch: Henry & Co "] [Sfatus: Activ

Personal information

Financial information

Overseas ] { Tax enabled

Exclude from payments

Title Forename
Mr
Surname Company name
Website Phcne number
Work phone Mobile phone

[ Email address Salutation

Registration no Cnr no
Cnr approval date G| Tax rate
29/1/2024
Vat registration no Hmrc due de
29/1/202¢
il

6 Click the "Surname" field and add the clients last name.

[ Reference:

] [ Negotiator |an Henry

Y'} [ Branch: Henry & Co "'] [SfanS: Activ

Personal information

Financial information

Overseas ‘ ‘ Tax enabled

Exclude from payments

L

o

Registration no Cnrno

Cnr approval date G 1| Tax rate

29/1/2024

Vat registration no ( Hmrc due de
29/M/2024

Title Forename
Mr | Karlos
Surname Company name
Website Phcne number
Work phone Mobile phone
[ Email address Salutation
(e i | e

( Statement ] ( Send statem



7  Click the "Mobile phone" field and add the clients mobile number.

N.B. If the client does not have a landline number, best practice within the CRM is
to copy the mobile number to the Phone Number field as well as mobile number

[Reference: ] [ Negotiator |an Henry Y'} [ Branch: Henry & Co "] [Sfatus: Activ

Personal information Financial information

Titls - Forename Overseas Tax enabled
Mr Karlos
Surname 4 Company name Exclude from payments
| Fandango
Website Phone number Registration no Cnrno
[ work phone Mobile phene Cnr approval date SR | Taxrate
29/1/2024
Email address X Salutation Vat registration no Hmre due dz
29/1/2024
l' Arrmmmnmnt mamme — r B i ] ( Statement 1 ( Send statem



Click the "Email Address" field.

If the email address has been used previously in the CRM (e.g. a Vendor), then you
will be given the option to 'merge/use’ the 2 records to save on data entry.

Personal information

Title Forename
Mr bl Karlos
Surname Company name
Fandango
Website Phone number
Work phone ( Mobile phone
| 07462 251489
Email address : . Salutation .
Agreement name . Source

d
—

Letting reason

Financial information

Overseas ‘ [ Tax enabled

Exclude from payments

Registration no Cnrno

Cnr approval date cE | Taxrate

29/1/2024 0

Vat registration no Hmre due de
29/11/202¢

Statement Send statem

No Statement ¥ Email

Safe deposits type Safe deposit

Registered




9

Click here to build the Salutation.

It is important to create this, there are email and letter merge tags for 'Salutation’
and if the salutation is not created these areas will be left blank.

Personal information

Title Forename

Mr &4 Karlos

Surname Company name

Fandango

Website Phone number

Work phone Mobile phone

07462 251489 Build Salutation

( Email address : Salutation *
| ian.henry+17@iamprope L4

Agreement name Source

Letting reason

10

Personal information

Title Forename

Mr b2 Karlos

Surname Company name

Fandango

Website Phene number

Work phone Mobile phone
07462 251489

Email address
ian.henry+17@ia

Salutation

Build Agreement Name [claleGllsle}

Agreement name

x ‘ { Source

Letting reason

Financial information

X

Overseas

l [ Tax enabled

o

Exclude from payments

Registration no Cnrno

Cnr approval date CLER 1 Tax rate

29/M/2024 0

Vat registration no Hmre due date
29/1/2024

Statement
No Statement

Send statement vie
Email

Safe deposits type
Registered

Safe deposits reg.

Financial information

Click here to create an 'Agreement Name'. This text can be edited if required.

Overseas ‘ ‘ Tax enabled

Exclude from payments

Registration no Cnrno

Cnr approval date SR | Taxrate

29/1M/2024

Vat registration no Hmrc due ds
29/1/202¢

Registered

Statement Send statem
No Statement g4 Email
Safe deposits type Safe deposit




11

Recommendation etc.

Personal information

Agreement name
Mr Karlos Fandango|

AT

ian.henry+‘|7§iamprope.

Mr Fandango

Title Forename
Mr i Karlos
Surname Company name
Fandango
Website Phone number
Work phone Mobile phone
07462 251489
Email address Salutation .

Source

Letting reason

4
) S

12

Personal information

-

Title

Forename
Mr = Karlos
Surname Company name
Fandango
Website Phone number
Work phone Mobile phone
07462 251489
Email address ‘ Salutation
L ian.henry+17@iamprope) Mr Fandango
Agreement name Source
Mr Karlos Fandango Rightmove =

Letting reason

T, S

Financial information

Click here to set the source of the record e.g. Rightmove, Advert, Friend

Qverseas ‘ Tax enabled

Exclude from payments

Registration no Cnr no

Cnr approval date CLEAR || Tax rate

29/1/2024 0

Vat registration no Hmrc due date
29/1/2024

Statement
No Statement

Send statement via
Email

Safe deposits type
Registered

Safe deposits reg.

Click this text field and add a Letting reason, if required.

Financial information

Overseas

1 [ Tax enabled

Exclude from payments

Registration no Cnrno

Cnr approval date CLEsf ) | Tax rate

29/1/2024

Vat registration no Hmre due de
29/M/202¢

Statement Send statem

No Statement ¥ Email

Safe deposits type Safe deposit

Registered =




Financial Information

13

Click here and note if the Landlord is an Overseas Landlord, this will cause this
landlord to show in the Tax Ledger.

Click here. Tax Enabled will drive the CRM to retain the tax at the rate shown in the

'Tax Rate' box. If the Landlord has a CNR number, switch this option off.

ime
L

any Name

1 Number

2 phone

tion
organ

w

1 Brooke Morgan

Financial Information

Overseas

[ Tax Enabled

Exclude From Payments

-

Registration No CNR No
8

CNR Approval Date Tax Rate

20/02/2025 0.00

“

-

VAT Registration No

-
HMRC Due Date
20/02/2025

L.

Statement
No Statement

Send Statement Via
i Email

zagg.dave@gmail.com

D D €D

SO000H

[ Reference: ] [ Negotiator: Brooke Morgan -A] [ Branch: Morgan&Co MB '-] [ Status: Active v.]
Personal Information Financial Information
::e ;‘:r::;:e [ Overseas Tax Enabled

Surname
Morgan

Company Name

Website

Phone Number

9

Email Address
zagg dave@gmail. com

5 Salutation
Ms Morgan

#

Agreement Name
Ms Brooke Morgan

Source

I
I
I
J [ Mobile phone
I
I

x

|
|
|
[ Work phone
|
|
[

Letting Reason

—_—1 S SR NSRS G G

Exclude From Payments

Registration No

CNR Approval Date
20/02/2025

20/02/2025

Statement
No Statement ¥

|

[ I

[ I

[vm Registation N ][HMRC Dus Dste
[ |

f I

Safe Deposits Type



14

15

Enabling 'Exclude from payments' will stop the CRM from paying out to the
landlord. If this option is enabled, then the Landlord payment will be withheld
until the option is disabled. Management fees are still taken and paid to Agent.

1 Brooke Morgan
zagg.dave@gmail.com

(1) Waming X set GDPR

IIEDEH

l Reference:

] [ Negotiator: Brooke Morgan

v [branch: Morgan&Co MB

-

[ Status: Active

Personal Information

Financial Information

[ Title

Forename
Brooke

Tax Enabled

Surname
Morgan

Company Name

Website

Mobile phone

Email Address
zagg.dave@gmail.com

Salutation
Ms Morgan

#9

Agreement Name
Ms Brooke Morgan

I
I
][PhonﬂNumber
I
I
I

Letting Reason

|
[
[ Work phone
[
|
|

Click this text field.

1 Brooke Morgan
zagg.dave@gmail.com

— G S SIS S VS ), GRS N

CNR Approval Date
20/02/2025

20/02/2025

Statement
No Statement

Send Statement Via
Email -

Safe Deposits Type
Registered

|
[
[
[ VAT Registration No
[
[

Safe Deposits Reg. No.

—am N S

|
(3=
] [ HMRC Due Date
I
3

(D) Waming

X Set GDPR

IIEDEH

l Reference:

] l Negotiator: Brooke Morgan

[ Status: Active

Personal Information

Financial Information

[ Title

Forename
Brooke

Tax Enabled

Surname
Morgan

Company Name

Website

Mobile phone

Email Address
zagg dave@gmail.com

Salutation
Ms Morgan

“ |l 9

Agreement Name
Ms Brooke Morgan

X

I
I
J[Fhor\eNumber
I
I
Il

Letting Reason

|
[
[ Werk phone
[
|
|

L S L N L J

Registration No

CNR No

CNR Approval Date
0/02/2025

Tax Rate
0.00

20/02/2025

Statement
No Statement

Send Statement Via
Email b g

Safe Deposits Type
Registered

|
[
[
[ VAT Registration No
[
[

Safe Deposits Reg. No.

[ U ) UNE i UN—" ) S i S—

|
|
] [ HMRG Due Dete
I
I

10



16

17

Click this text field and add the Landlords CNR Number, if this is added part way

through a year then the Tax report will have 2 lines, one before the CNR added,

one after.

1 Brooke Morgan
zagg.dave@gmail.com

(1) Waming

X set GDPR

IIEDEH

l Reference:

] [ Negotiator: Brooke Morgan

-

[ Status: Active

Personal Information

Financial Information

[ Title

Forename
Brooke

Tax Enabled

Surname
Morgan

Company Name

Website

CNR No

Mobile phone

CNR Approval Date
20/02/2025

Tax Rate
0.00

Email Address
zagg.dave@gmail.com

Salutation
Ms Morgan

#9

20/02/2025

Agreement Name
Ms Brooke Morgan

I
I
][PhonﬂNumber
I
I
I

Statement
No Statement

Send Statement Via
Email

|
:
[ HMRC Due Dete
|

Letting Reason

|
[
[ Work phone
[
|
|

— G S SIS S VS ), GRS N

Safe Deposits Type
Registered

|
|
[
[ VAT Registration No
[
[

Click "CNR Approval Date" add the approval date here.

1 Brooke Morgan
zagg.dave@gmail.com

|
)
)
J
|

Safe Deposits Reg. No.

(D) Waming

X Set GDPR

SO0008

l Reference:

] l Negotiator: Brooke Morgan

[ Status: Active

Personal Information

Financial Information

[ Title

Forename
Brooke

\ -

Tax Enabled

Surname
Morgan

Company Name

Website

Exclude From Payments

Registration No

CNR No

Mobile phone

CNR Approval Date
20/02/2025

Email Address
zagg dave@gmail.com

Salutation

= Ms Morgan

“ |l 9

HMRC Due Date
20/02/2025

Agreement Name
Ms Brooke Morgan

I
I
J[Fhor\eNumber
I
I
Il

X

Statement
No Statement

Send Statement Via
Email

[
)
|
[

Letting Reason

[
[
[ Work phone
[
[
|

L S L N L J

Safe Deposits Type
Registered

|
[
[
[ VAT Registration Ho
[
l

]
)
)
)
|

Safe Deposits Reg. No.

11



8 Add the Tax Rate for the Landlord here, if the Landlord has a CNR number make

this rate 0.

1 Brooke Morgan
2agg.dave@gmail.com

X

X

X set GDPR

SO0000

[ Reference: ] [ Negotiator: Brooke Morgan [branch: Morgan&Co MB v [smus: Active -'I
Personal Information Financial Information
r'"e Foreqame Overseas Tax Enabled
Brooke

Ms Brooke Morgan

No Statement

Email ~

Letting Reason

Safe Deposits Type

Surname Company Name Exclude From Payments
Morgan
[ Website J [ Phone Number J [ Registration No ] [ CNR No ]
Work phone Mobile phone CHR Approval Date Tax Réfe
ﬂ 20/02/2025 0.00
Email Address = Salutation ;& VAT Registration No HMRC Due Date
zagg dave@gmail.com Ms Morgan 20/02/2025
[ Agreement Name ] [ Source J [ Statement ] [ Send Statement Via 1
4

Registered

et
Safe Deposits Reg. No. [ =

19 Add the VAT Registration number here if required and the date the VAT is due.

1 Brooke Morgan
zagg.dave@gmail.com

X

X

l Reference: ] [ Negotiator: Brooke Morgan l Branch: Morgan&Co MB . [ Status: Active v’l
Personal Information Financial Information
r'"*’ Focename Overseas Tex Enabled
Brooke

Ms Brooke Morgan

No Statement

Email »,

Letting Reason

Safe Deposits Type

Surname Company Name Exclude From Payments
Morgan
[ Website ] [ Phone Number J [ Registration No ] [ CHNR No J
Work phone Mobile phone CNR Approval Date Tax Rate
-] 20/02/2025 0.00]
Email Address = Salutation x VAT Registration No HMRC Due Date
zagg dave@gmail.com Ms Morgan 20/02/2025
[ Agreement Name ] [ Source } [ Statement ] [ Send Statement Via ]
y

Registered

L E
Safe Deposits Reg. No. ’ e

12



20

Click into the Statement menu and select the statement type the Landlord

requires.

Mobile phone
07462 251489

Salutation
Mr Fandango

pe
Source
Rightmove
nt

Edit address

-

‘ Postcode

|

21

Cnr approval date
29/M/2024

Tax rate

0

Vat registration no

Hmrc due date

29/1/2024

CLEAR

Statement
No Statement

No Statement

Landlord Statemeant

Consoclidated Statement

Grouped Consolidated

Statement
Portfolio Statement

Advanced Landlord

Send statement via
Email

Safe deposits reg. no.

Click into the 'Send Statements Via' to set the landlords preference of how to send

their statement.

JL

Phone number

Mobile phone
07462 251489

pe
Source
Rightmove

Salutation
Mr Fandango

.-4\;

nt

“

Edit address

-

‘ Postcode

4.'.

Registration no Cnr no
Cnr approval date CeaR 1| Taxrate
29/M/2024 0]

Vat registration no

Hmrc due date

29/1/2024

CLEAR

Statement
Landlord Statement

Safe deposits type
Registered

Financial notes

Send statement via
Email

Email

Letter

13



22 Click here to set the 'Safe deposits type' pick from the drop down menu and add
the Safe Deposits Reg No. into the the relevant box.

1 Phone number l Registration no Cnr no
Mobile phone Cnr approval date R Tax rate
07462 251489 29/M/2024 0
R Salutation Vat registration no Hmrc due date e
pe Mr Fandango 29/1/2024
Source Statement Send statement via
Rightmove - Landlord Statement & Email =
Safe deposits type Safe deposits reg. no.
nt Registered v

Financial notes
B/ 1]\ U] =

Enter notes here._. e

‘ Postcode

-

4 .




23 Click here and add in the address for the Landlord. There are 3 options, Contact,
Correspondence and Official. There can only be 1 address set in total.

Type the postcode into the Postcode field and click the search icon, select the
address from the menu, use 'Edit Address' to edit if required.

wpl'l‘)pel'ky My cay LsTmngs SHales ACCOoUNTs ~ Keportng ~ communicanons HH

[ MIT REINOS Fanaango - [ mygnimove J e L )
Letting reason Safe deposits type Safe deposit
New rental investment Not Registered x

Address Edit address Financial notes

{ Address type . 1 { Postcode . S
ot (B][1][u][=]
{ Address J Enter notes here...

User defined fields

24  Click "Checklist" and complete any checklists that have been set.

Properties 0
Identity Confirmed x
Address Confirmed X

Last Contacted

A Details

© Checklist

# Properties

@ Tenancies

A Contacts

8 Documents

15



25 Click here to add a note to the Checklist query.

To complete a checklist query, click here. The query will be struck through and the
name of the person completing, plus date and time are added also.

iamproperty CRM movebutler famsold

@pi‘{aperty Myday Lettings ~» Sales ~ Accounts ~ Reporting ~ Communications 22 [} _ﬁ Q &

KF ian henry+17@iamproperty.com

07462 251689
. . ! &) N
25 Millet Way, Curbridge, Witney m u -
[ Reference: ] [ Negotiator |an Henry "} [ Branch: Henry & Co "] [ Status: Active "]
Add ons 0 of 1checked

O Landlord Insurance Offered? @

Properties 1 Brooke Morgan
BM zagg.dave@gmail.com
Identity Confirmed X
Address Confirmed X . i
35 Kingsway, Darlington
Last Contacted
I Reference: ] [ Negotiator: Brooke Morgan vA] [ Branch: Morgan&Co MB '_l [ Status: Active
2 Details
© Checklist | Add ons L
ﬁ Properties
tandiordHnsurance Offered Checked by Training Dave on 24/02/202512.0 @

g Tenancies

B Contacts

8 Documents

@ Journal

p E-Sign

@ Audit



Click 'Date Required' to add a date that the task will be complete. This will then
26 ) o ,
show in the Activity list as a reminder.

Hge, Witney &« November 2024

} { Ne,goﬁator lan Henry v'} [ Branch: Henry&CO Sun Mon Tue  Wed Thu Fri Sat v
28 29 30 31 1 2

3 & 5 6 7 8 ?

10 n 12 13 14 15 16 hecked

7 18 19 20 2 22 23 m
24 25 26 27 28 30
o B ~
irance. Going to think about it. )
2 3 4 5 &

27 Click here to save the notes.

Karlos Fandango LS VE X Set GDPR

ian.henry+17@iamproperty.com

07462 251489
25 Millet Way, Curbridge, Witney m D E
Reference: } [ Negotiator 1an Henry v ] [ Branch: Henry & Co "} [ Status: Active "]
Add ons 0 of 1 checked

Discussed landlord insurance. Going to think about it. ®

17



28 Click here to save.

Age, Withey

} { Negotiator an Henry "'} [ Branch: Henry & Co "] [Status: Active "']

0 of 1 checked

ince Offered?  Date Required: 06/12,/2024
rd insurance. Going fo think about it.

29 Click "Properties" this screen will show all of the properties that are controlled by
this landlord. It is also a good place to add a new property from.

Identity Confirmed x
Address Confirmed X

Last Contacted

& Details

© Checklist
#A Properties
@ Tenancies
A Contacts
Im Documents

@ Journal

18



Karlos Fandango LL VE LY Set GDPR

KF  lanhenry+17@iamproperty.com
Q7462 251489

25 Millet Way, Curbridge, Wiiney m a -

[Reference: ] [Negotiafor lan Henry V'] [ Branch: Henry & Co V'] [Sfatus: Active V']

[ S Sort Properfies > ]
No matching properties
[ Search B
Clear filters
Landlord Menu' (3

Property style
Select Mulfiple Options

30 Click "Tenancies" this will show all of the tenancies in the Landlords properties.
Live, Pre Booked or Archived. will show here.

Address Confirmed X

Last Contacted

& Details
© Checklist
& Properties
9 Tena_ncies
B Contacts

B8 Documents

@ Journal




25 Millet Way, Curbridge, Wiitney

[Reference: ] [Negotia'ror lan Henry "] {Branch: Henry & Co '°] [Status: Active

e - EEA

[ & Sort Tenancies ki ]
Search B f \
Clear filters

No matching tenancies

Status

Tenancy expired

31 Click "Contacts" to see all the Landlords Contacts.

Address Confirmed X

Last Contacted

& Details

© Checklist
# Properties
@ Tenancies
A Contacts
8 Documents

@ Journal

20



32 Click "Documents" to view or/and upload new documents to the record.

Address Confirmed X

Last Contacted

4 Details

© Checklist
# Properties
@ Tenancies
A Contacts
@8 Documents

@ Journal

33 Toupload a document. Click "Add Document"

Karlos Fandango
ian.henry+17@iamproperty.com
07462 251489

25 Millet Way, Curbridge, Witney

[Reference: ] [ Negotiator |an Henry Y'} [ Branch: Henry & Co Y'] [STatus: Activ

< + Add document >
[ % Sort Documents * J D

Search E No documents available

Pleass click the button to add

Clear filters



34  Set the document type from the menu

Add Document

Compliance Certificate
Unspsecified

Contract

Statement

Invoice

. Letter

35 If you add a 'Proof of Identity' or 'Proof of Address' the Proof of Identity/Address
icons at the top of the Landlord screen will update to ticks.

x
Document type
Unspecified

Letter

Spreadsheet

Proof of IdomiO
Proof of Address

EPC Graph

- EPC Certificate

22



Properties 1

Identity Confirmed v
Address Confirmed X
Last Contacted

36 Click the "File Name" field. Add a filename, it is not necessary to do this as the
filename will be populated with the name of the file you use.

Add Document

Document type
Proof of Identity

File name m
.

Expiry date J ‘ Password protected

Client logins

-

s

Upload Document




37

Click the "Expiry date" field.

This is optional and will enable you to be notified when the document expires e.g.
Right to Rent document.

The other options on this screen are -

Password Protected; allows you to set a password to stop unauthorised access
to the document.

Client Logins; this enables the document to be viewed in the appropriate Client
Portals (in this case Landlord portal).

Sun Mon Tue Wed Thu Fri Sat x

27 28 29 30 31 1 2

3 4 5 6 7 8 9

~ 10 0Mm 17 13 % 15 b

w18 19 20 AN 2 » >
~
SR IR R 20 [ =

1 20 d A s
Ex). «y aate - Pa d protected
29/11/202{ w J { ISSWOord pro e

A
Client logins
@
Upload Document

v

24



38 Click here to search for and select the document.

Add Document

Upload Document

@ You can only upload one file af a time.

39 Click "Save"

LL_F

Upload Document

26.4 KB

Passport.pdf

@ You can only upload one file af a time.

@

25



40 Click "Journal"

& Details

© Checklist
# Properties
@ Tenancies
B Contacts
@ Documents
@ Journal

o E-Sign

@ Audit

Adding Journal Entries

41 Click "New Journal"

Karlos Fandango
ian.henry+17@lamproperty.com
07462 251489

25 Millet Way, Curbridge, Witney

[Reference: ] [ Negotiator |an Henry "'} [ Branch: Henry & Co "'] [Status: Activ

( 4+ New journal

N

| J Ni]
{ Start J No journals available
| |
[ |

S Sort Journal x*

29/08/2024 .
Please click the button to add.

End
29/1/2024

Search




42

43

Click "Select a Journal entry type"

Add New Journal Entry

Details Attachments Records

Make public

e

8] 1][u(e] ) x[s][=]

Date * Entry type
L 29/1/202416:26 Select a Journa pe

Referenca(s)
Rent Arrears

SMs

For example. Click "Call"
Details Attachments Records
[ Date * Entry type *
L 29/1/202416:26 Call >
Make public

A

—

B/ 1/[u)[a][xi[x/ s = = ©

(cancer ) (D

27



44  Click here and add the text of your Journal entry.

[ Date .
| 29/11/202416:26

Make public

QIEHIRISIERISIS

O

) @

45 Be as descriptive as possible, click make public to make the journal visible in Client
Portals. Then click 'Save' if the journal entry is complete.

Add New Journal Entry &
Details Attachments Records
Date * J { Entry type *
29/1/2024 16:26 Call ¥
A /_‘\J

| Mok puble @
81 (u)[a)[x}x) (8] (=] =]

Discussed the suggested marketing price for 8 Park View Road of between £1800 and £2000 and
agreed on £2000.




46

To add a copy of an email to a journal. Click "Email" in the entry type menu.

Add a description of your email in the first screen.

[ Date * Entry type * |
L 29/1/202416:26 Call ]
Make public

A

Associated Letter

Call
@@@@ Credit Check I

Discussed the suggested marketing price for 8 Par
agreed on £2000. Email

Feadback

File

= @

47

Click "ATTACHMENTS"
and then drag the email from your email software (e.g. Outlook). If your journal
entry is complete click 'Save'

29



Add New Journal Entry

Details A'rls Records

Date s
L 29/1/202416:26

Make public

-

B)(4)(u)(a) x(x](s][=][=

Discussed the suggested marketing price for 8 Park View Road of between £1800 and £2000 and
agreed on £2000.

Add New Journal Entry

Details Attachments

Journals can have up to 2 attachments

742 KB

Calendar Eve...

30



48 To link this Journal to another record in CRM, a property or another record. Click
"RECORDS" Click this text field.

Add New Journal Entry

Details Attachments

£
l | ( ) I Link Record

Landlord

Karlos Fanclango

Private

®

49 Tﬁ/p(le the name of the person or property you are linking to and select them from
the list.

Add New Journal Entry &
Details Attachments Records
l Sl Hgnsyorthl I ‘ Link Record ’
LandlordU

Karlos Fanclange

Private

®

Y
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50 Click "Link Record"

Add New Journal Entry

Details Attachments

Chris Hemsworth

Landlord
Karlos Fandango

Private

®

51 Click "Private" to make the Journal entry visible to both records and Client Portals

Detalls

| Link Record

Attachments

Records

Landlord

Karlos Fandango

Landlord

Chris Hemsworth (Landlord)

Private:

()

|( Link Record |
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Click "Save"

Landlord

Karlos Fandango

®

Landlord

Chris Hemsworth (Landlord)

| Link Record

Landlord

Karlos Fandango

Shared .

®

Landlord

Chris Hemsworth (Landlord)

=@

Y
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Click "E-Sign" to see any documents that have been sent via E-sign.

(IR (©) PROSPECT

(D) Waming

] [ Negofiator: Brooke Morgan -'] I Branch: Morgan&Co MB -'] [ Status: Active

Properties 1 Brooke Morgan
BM zagg.dave@gmail.com
Identity Confirmed v
Address Confirmed X R g
35 Kingsway, Darlington
Last Contacted
i Reference:
; Details
) Checklist

4+M:IDm-u:_f

A& Properties

@ Tenancies l # Sort Documents

Searct Q
B Contacts
Clear filters
I Documents |
@ Journal Proof of Identity
p' E-Sign |
© Audit

B0 hoccumens
n ’

Screenshot 2025-02-24 104000

Proof Of Identity - 9 KB

@ 24/02/2025

54

This screen will allow you to track progress for E-sign letters sent in relation to this

record. Any completed E-sign documents will come back and show in here.

5 Kingsway, Darlington

SCO000E

Reference: I [ Negotiator: Brooke Morgan v l I Branch: Morgan&Co MB v ] [ Status: Active v ]
Date Type Sender Letter Email S.. Status Created Sent Completed En...
Date Created * —

|E| Training D... Landlord Particulars Created 24/02/202515... = =

Date Range
24/02/2024 - 24/02/2025

= Q|

Clear filters
[ Show Cancelled ]
[ Show Hidden ]

Audit
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55 The Audit screen has a full list of all the 'clicks' made in the record since it was
created. Click "Audit"

Properties 1 Brooke Morgan (%) PROSPECT
BM zagg.dave@a

Identity Confirmed v

Address Confirmed X R g
5 Kingsway, Darlington

Last Contacted

[ Reference: ] [ Negotiator: Brooke Morgan .'] l Branch: Morgan&Co MB -'] [ Status: Active
; Details
@ Checklist Fr— Sender  Letter EmailS.. Status Created Sent Complete
Date Created -
- Training D...Landlord Particulars Created 24/02/202515... -
A Properties Fer—
24/02/2024 - 24/02/2025

° Tenancies

& View Document
B Contacts Clear filters

B Documents

[ Show Cancelled I

Journal
- [ Show Hidden I

P E-Sign

© Audit

5 The screen shows the Date the change was made and the User that made the

change.
iamproperty CRM maovebutler iamsold
@ prf)perty Myday Lettings ~ Sales -~ Accounts ~ Reporting ~ Communications ~ - ] f Q | g "f‘!w
Properties 1 Brooke Morgan LL VE (%) PROSPECT LY Set GDPR
zagg.dave® X
Identity Confirmed v
Address Confirmed x 3 ] N
35 Kingswy, Darlingon SO000H
Last Contacted
[ Reference: ] [ Negotiator: Brocke Morgan L4 ] [ Branch: Morgan&Co MB - ] [ Status: Active A ]
2 Details
@ Checkist [ Sean o\}
[ Date User ] Field Old Value New Value
A Properties
24/02/2025 14:48:45 Training Dave Journal Attachments Screenshot 2025-02-24...
@ Tenancies
24/02/2025 14:48:45 Training Dave Screenshot 2025-02-24... Screenshot 2025-02-24...
B Contacts y
24/02/2025 14:48:45 Training Dave Screenshot 2025-02-24... Proof of Identity
B Documents 24/02/202512:07:23 Training Dave Checklist ltem (Landlord... True False
24/02/2025 12:0712 Training Dave Checklist Item (Landlord... False True
@ Journal
24/02/2025 N:56:33 Training Dave Address - Postcode DL3 8LA DL 3ey
£ E-Sign
24/02/2025 N:56:33 Training Dave Address - Address Line 1 Barrett Road Kingsway
© Audit 24/02/2025 N:56:33 Training Dave Address - House name,/ ... 7 35

24/02/2025 N:54:23 Training Dave Address - Address type Contact Correspondence
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Field shows what was changed in the record e.g. Address Postcode.

The 'Old Value' is what the entry was, 'New Value' is what the option was changed
to. These could be a blank space or it could be 'False' which could show a checklist
item was not selected or 'True' which could show that a checklist item was

selected.
iamproperty CRM movebutler iamsold
@ property Myday Leffings ~ Sales v~ Accounts ~ Reporting ~ Communications v 2O f (@} & My account
L J
= ==
Properties 1 1
Date User Field Old Value New Value Il
Identity Confirmed v /
24/02/2025 14:48:45 Training Dave Journal Attachments Screenshot 2025-02-24...
Address Confirmed X
24/02/2025 14:48:45 Training Dave Screenshot 2025-02-24... Screenshot 2025-02-24...
Last Contacted
24/02/2025 14:48:45 Training Dave Screenshot 2025-02-24... Proof of Identity
2 Details o s )
24/02/202512:07:23 Training Dave Checklist Item (Landlord... True False
(& Checklist 24/02/202512:07:12 Training Dave Checklist Item (Landlord... False True
24/02/2025 1M:56:33 Training Dave Address - Postcode DL3 8LA DL 3ey
A Properties
24/02/2025 N:56:33 Training Dave Address - Address Line 1 Barrett Road Kingsway
@ Tenancies
24/02/2025 N:56:33 Training Dave Address - House name/ ... 17 35
B Contacts / .
24/02/2025 1:54:23 Training Dave Address - Address type Contact Correspondence
I Documents 24/02/2025 N:54:23 Training Dave Address - Postcode DL3 8LA di3 8la
24/02/2025 M:54:17 Training Dave Landlord Status Agent can use this howe... Active
@ Journal
24/02/2025 N:54:17 Training Dave Address - County County Durham
P E-Sign
24/02/2025 M:54:17 Training Dave Address - Town Darlington
© Audit | 24,/02/2025 1:54:17 Tralning Dave Address - Postcode DL38LA di3 8la 5]
24/02/2025 N:54:17 Training Dave Address - Address Line 1 Barrett Road

Top of the Screen
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58 Reference is for your Internal Reference, it is your decision how to use this.

Negotiator and Branch are the who and where the record is allocated. For
example CRM will show any Portal Enquiries against the name of the Negotiator

registered to a property.

Status is an information field it has no control, although can be reported against.

iamproperty

@pn}perty Myday Lettings ~ Sales ~ Accounfts ~ Reporting ~ Communications

CRM movebutler iamsold

ian.henry+17@iamproperty.com

07462 251489

25 Millet Way, Curbridge, Witney

SO000ES

Reference: | ] [ Negotiator |an Henry "] [ Branch: Henry & Co "] [ Status: Active "]
= B

Date User Field Qld Value New Value

29/1/2024 16:30:16 lan Henry Journal Attachments CalendarEventRemi...

29/11/2024 16:25:56 lan Henry Utility Bill - File Name Utility Bill

29/11/2024 16:25:56 lan Henry Utility Bill - Docum... Proof of Address
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