Creating an Entry in the CRM Calendar @'“,‘;bpe,.ty
and Configuring the CRM Calendar
This guide provides a walkthrough for creating and configuring entries in the CRM
Calendar, essential for managing appointments and schedules in real estate. It covers
adding appointments, filtering views, and customising the calendar. It also includes
tips for integrating with Outlook and Google calendars, helping users sync events

across platforms. Viewing this guide will help streamline calendar management and
boost productivity within the CRM system.

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

ppl‘bperty Myday Lettings ~ Sales ~ Accounts ~» Reporting ~ Communications ~~ m oa & Q & My account

Nelcome back, Training

+ AddNewRecord View Property Management 3y Visit Help Centre

varch all records

Time Name Status Name Priority Start date Due date

12:00 Test test E [J Nof Started Call Landlord 4 High 15/Nov/ 2024 15/Nov/2024
[ Not Started test A High 27/Nov/ 2024 27/Nov/2024
[ Not Started Call Landlord Medium 12/Dec/2024 12/Dec/2024
21 Not Started Call back # High 03/Jan/2025 03/Jan/2025

2 Click "Calendar" or Click here then click "Calendar"
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Test test . [ Not Started Call Landlord A High 15/Nov/2024 15/Nov/2024
: A AncRone
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H 1 Not Started Call | andlard = Medium 12/Dec/2024 12/Dec/2024
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There are 2 options to add an entry to the CRM Calendar.
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Click "Add" then from the options select the type of appointment you want to
create.
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4  Alternatively, right-click on the date, time that you wish to create the appointment.
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5  Select the appointment type from the drop down list.
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Close

6  Inthis example we are using 'Viewing'.

Select the appropriate option from the "Status" menu option.

Add new Viewing €
Details Feedback
Details
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{ Event title = J
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PN
{ggoh;d( ) . } [Vle\vlng&:nﬁnmd }
[ eminen | s sptcan
Property
[Selecfpmpeﬂy 'J + Add New Property




7  Click "Viewing Confirmed" if the viewing has been confirmed.

If not confirmed the viewing will show in the calendar in red, and will show as
unconfirmed in the Applicant and Property records.

Add new Viewing &
Details Fesdback
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[ Event title = J
Viewing
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8  Click here to search for or add the applicant.

Fesdback
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9 Click here to search for the Property. A new property can be added from here as
well.

Add new Viewing

Feedback

Please enfer 3 or more characters

R, Add new call @ Send SMS & Send Email 282 Contact Tenants

Start Time. . End Time
Thu 06 Mar 2025 11:30 Thu 06 Mar 2025 12:00

[ select catender

10  The details of the property plus the Vendor/Landlord will also show.

The 'Send Email' 'Send SMS' options can be used to send notifications.

Feedback

Properry

Select Property
3 Yew Tree Close, Hurworth, Darlington, Durha.. ¥ + AddNew Property

Mrs Pamela Green
3 Yew Tree Close, Hurworth, Darlington, Durham, DL2 2HX, UK
Mobile: 0712324567898; Email: zagg. dave@gmail.com

. Add new call & Send SMS & Send Email 2s2 Contact Tenants

Start Time End Time
Thu 06 Mar 2025 11.30 Thu 06 Mar 2025 12:00

Select Calendar
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11 If you have right clicked on the calendar to create the appointment the time and
date will be pre-set, if you haven't used that route, add the date and time here.
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12 Complete the additional fields as required.

Calendar will be set based on the type of appointment you are creating. Set any
reminders you want.

Feedback

Start Time . End Time
Thu 06 Mar 2025 11:30 Thu 06 Mar 2025 12:00

Select Calendar

Lettings X

{ Reminder

i

r 2 A
Assign to users u

James Morgan X

Select Branch
Morgan & Co

Meet At

Assign to Users will be set from the Calendar you are using, however this allows
you to assign the appointment to any user or multiple users.
Click "Brooke Morgan"
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14  Click "Save Viewing"
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15 The appointment will then show in the Calendar.

You can see an unconfirmed appointment shown in red and a conformed
appointment in the colour allocated to that user.
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Managing Calendars

16  You can filter the calendars to just see the calendar you want.

Click the "Filter Calendars" field.
Click option from the drop down menu.
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N e o s
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( New Viewing (Lettings) + )

(Nw Viewing Open House (Sales) +)
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17 Click here.
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Click the "Filter Types" field to filter by specific appointment types.
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N e
( New Appraisal (Lettings) + )

( New Viewing (Sales) + )

( New Viewing (Lettings) + )

(Now Viewing Open House (Sales) +)

@ow Viewing Open House (Lettings) 'l)

Filter Calendars

Filter Calendars ‘

Filter Types

Filter Event Type ‘

Filter Branches

Filter by branch ‘

Calendar Integrations c

endar
= Events

le Calendar
G Events

[ Search Users }

\ CTTeeimeme—es s
( New Appraisal (Lettings) + )

( New Viewing (Sales) + )

( New Viewing (Lettings) + )

(Nw Viewing Open House (Sales) +)

@ow Viewing Open House (Lettings) '9

Filter Calendars

Filter Calendars ‘

Filter Types

Filter Event Type ’

Appointment

Appraisal ‘ ’
Check-in

Checkout
| Inventory ‘

Inenartinn

s J

[ Search Users }

18

Today

sil-day

08:00

00

1200

Przso

Thu 06 Mar 2025

Brooke Morgan

¢ 6 March 2025

David-Gecrge Morgan

>

James Morgan

Month Week Day u“‘

Training Dave

| Apprassi Sot

1300

Today

sil-day

08:00

00

1200

Prso

Thu 06 Mar 2025

Brooke Morgan

¢ 6 March 2025

David-George Morgan

>

James Morgan

Month Wesk Day Lot |

Training Dave

| Appramal Siot

1300

Click the "Filter Branches" field to filter by specific branch.
Click "Morgan & Co"
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19 You can also opt to show selected colleagues calendars on your calendar. Select
the specific Users whose calendar you want to see.

Filter Calendars

Hiter Calendars ‘
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Filter by branch n3o

12:00 I‘ ==

Morgan&Co X X

Calendar Integrations c 1300
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WU vTuk user

20 There are also options on what information you see on the screen. Click "Month"
to see a month view

Click "Week" to see the whole week
Click "Split View" to see individual calendars for each users you have selected.
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Configuring the CRM Calendar

21 Click here to access the configuration area.
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New Appraisal (Sales) + )

( New Appraisal (Lettings) + ) e
( New Viewing (Sales) + ) 0200
( New Viewing (Lettings] + ) 0230
(Nw Viewing Open House (Sales) +)
o300
@o\u Viewing Open Houss (Lettings) -D
0330
00
Filter Calendars
Filter Calendars ou30
Filter Event Type o
Filter Types

[F—




can also be set here.
@ property Myday Leftings v
@l <
Today
y. 'd_-"\\
Show Weekends ('() \
o - .-\ ail-dlay
Start Time
08:00 AM -
: . 08:30
End Time
L 18:00 PM - ) T
0930
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Click here to show weekends in the Calendar. The start and end dates of the day

Sales ~» Accounts ~ Reporting v+ Communicati
= Thu 06 Mar 2025 <
Brooke Morgan David-George Morg

Click here to change the text colour assigned to a user.

Click here to edit the colour, be careful not to select a colour that is hard to view

G -

Today = Thu 06 Mar 2025
[ Show Weekends () I Brooke Morgan
all-day
Start Time
08:00 AM i
0830
End Time
18:00 PM " =

Add Custom Calendar k + )

Annual Leave

Inspection (New Property Checkl 3
Yew Trae Closa, Hurworth, Darlington,
Durham, DL2 2HX, UK

¢ 6March2025 3

David-George Morgan

Month Week Day Lt |

James Morgan Training Dave

Viowing - 3 Yow Tree Closs,
orth, Darlington, Durham, DL2 2HX
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My day

Lettings ~~
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G -
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S

Start Time
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18:00 PM v

{ TEXT COLOUR T
Add Custom Calendar k + ]

Annual Leave
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G -

[ Show Weekends

Start Time

08:00 AM v
End Time

18:00 PM =

iamproperty CRM movebutler

. e e
Sales ~~ Accounts ~ Reporting ~ Communications N W 9 Q -
36 Mar 2025 ¢ 6March2025 3 Month ~ Week  Day  Lier ‘

lorgan David-George Morgan James Morgan

Training Dave

Viowing - 3 Yow Troe Closa,
forth, Derlington, Durham, DL2 2HX

Click here to edit the main background colour for the user.

ar 2025 <

6March2025 3 Month Wesk Day Lt |

Training Dave

II
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4 25 170 146
"( TEXT COLOUR
/ 00
Add Custom Calendar k + } 12
1200
Annual Leave =
230

1300
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25 Click here to add a custom calendar.

If you are part of a group of Agencies please check before adding a personal
calendar as it can stop others seeing you appointments.

G -

Todsy &  ThuO6Mar2025 ¢ 6March2025 3 Month Wesk Day Lt |

[ Show Weekends O | Training Dave
Start Time
08:00 AM v

End Time
18:00 PM i

D orooon

Add Custom Calendar X

Annual Leave

Integrating with Outlook or Google Calendars

Alert! Before Integrating your Calendars check with your IT department to ensure
permissions are in place to allow this.

Failure to connect is usually down to a security setting in your email service.
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26 Click "Calendar Integration Settings"

G -

Todsy B  ThuObMar2025 ¢ 6March2025 Month Wesk Day Lt |
[ Show Weekends o I Training Dave

si-day
Start Time
08:00 AM id

oa3o
End Time
18:00 PM - ooe

0930

Viowing - 3 Yow T 55, Hurworth, Darlington, Durham, DL2)

1030

Add Custom Calendar + 130
1200 Tost tost
e _

230

1330

27 Click here.

Calendar Integration
Settings

‘ Select your Outlook Calendar to be synchronised

Select your Google Calendar to be synchronised

@ You need to login into your external accounts to allow CRM to get your
Calendars.

Select the CRM Calendar where the events will be synced
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28 Click here.

Calendar Integration
Settings

Select your Outlook Calendar to be synchronised

Select your Google Calendar to be synchronised

® You need to login into your external accounts to allow CRM to get your
Calendars.

Select the CRM Calendar where the events will be synced

29 If you are using Outlook this screen will show, follow the instructions to sign in
etc.

"™ login.microsoftenline.com/common/reprocess?ctx=rQQIARA...  — o X

) https://login.microsoftonline.com/common/reprocess?ctx=rQ... A




30

Click here and set the calendar that the synchronised information comes from

Calendar Integration Settings &

Select your Outlook Calendar to be synchrenised @
[

Calendar |

@ You need to login info your external accounts to allow CRM to get your Calendars_

Select the CRM Calendar where the events will be synced

31

Click here and set the calendar that the synchronised information goes to.

Calendar Integration Settings

Select your Qutlook Calendar to be synchronised
Calendar

‘ Select your Google Calendar to be synchronised

® You need to login into your external accounts to allow CRM fo get your Calendars.

l Select the CRM Calendar where the events will be synced @
|

Sales

Lettings

Annual Leave

23



32

The calendar information will show at the bottom of the screen.

Calendar Integration Settings

Select your Outlook Calendar to be synchronised
Calendar

Select your Google Calendar to be synchronised

33 Click here to close this screen.

Calendar Integration Settings

® You need 1o login into your external accounts 1o allow CRM to get your Calendars.

be synced -]m
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@ pFépel'ty

My day
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l Show Weekends

Start Time
08:00 AM .
End Time
18:00 PM =

@ Calendar Integration smmga
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Add Custom Calendar t + ,

Annual Leave
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Filter Calendars
Filter Calendars

Filter Event Type
Filter Types

Filter by branch
Filter Branches

Calendar Integrations

[ = Outlook Calendar
Events

[ G Google Calendar
Events

(S

[ Search Users

) Training Dave
p Broocke Morgan
; David-George Morgan

/' lan Johnson

) James Morgan

Click here to return to the initial calendar screen.

iamproperty % movebutler
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Viewing - 3 Yow Trea Closa, Hurworth, Darlington, Durham, D124

100

Click here to enable/disable the Calendar Integrations.

Today Thu 06 Mar 2025 < & March 2025 > Month  Weok  Day  Lier ‘

Training Dave
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0a:30

0930

| Appraisa Siot

Viewing - 3 Yow Trae Close, Hurworth, Derfington, Durham, DL2

1030

oo

1200

Tost tost

230
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36 Click here to refresh and update the calendar info.

The CRM Calendar and the Outlook/Google calendar will now show the entries
from each other, a new entry in CRM will show in Outlook/Google and vice versa.

Todey 8  Thi08Mar2025 ¢ 6March2025 3 Momth Wesk Day Lot

Filter Calendars
Filter Calendars

Training Dave

Filter Event Type sll-day
Filter Types

o830
Filter by branch
Filter Branches

w00

= .
Calendar Integrations

iy S

[ = Events
[ G (E;v:a“?se Calendar ]

Viewing - 3 Yow Trea Closa, Hurworth, Darlington, Durham, DI

[ Search Users

=
8

L ‘I‘D Training Dave o it CoR
B"' Brooke Morgan [ ) 230

DM David-George Morgan . =

Iul lan Johnson .
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