Setting Up a Scheduled Management @}J.l':bperty
Fee in iamproperty CRM

This guide provides a step-by-step approach to setting up scheduled management
fees in iamproperty CRM.

The scheduled management fee charges a fixed amount on a specified schedule. This
fee is charged in ADDITION to the the management fee entered in the property

information panel.

From this guide Users will learn how to set the amount, frequency, and next charge
date.

A Alert! This fee is charged in ADDITION to the the management fee entered in the
property information panel.

1 Navigate to the property you want to create the Scheduled Management fee for.
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Scroll down the screen, on the left side under the 'Property Information' panel,
2 .
you will see the Scheduled Management Fee.

Click the "Amount" field and set the amount of the charge.

iamproperty CRM mo iamsold
nr@)perty Myday Leftings ~ Sales ~» Accounts v~ Reporting ~ Communications - ﬁ i 0 Q —
a Rent amount is Rent amount is Rent amount is l ol | N J =
5 exempt from VAT inclusive of VAT exclusive of VAT yendor¥encorlo
Scheduled Management Fee @
i |
OTHER Am Next Fee Date
2 £0
list
Entry Code Charge Frequency Cha Vecant
Alarmed rge When an
als S © [ 9563122 ] [ -
- { Requires HMO Licence [ MG Exping Date ]
tions
= Elect for Rent On Time l [ e On Yime Encl Data ]
s >
SR Landlord Insurance l [ Landlord Insurance Renewal Date ]
ation
User Defined Fields
nance >

3 If you already have a 'Management Fee' set there will be a warning message to
confirm this, edit as required. Click "OK"

Multiple management fees

You have entered both a management fee and scheduled
managemenf fee.

Please confirm you'd like fo keep both before saving the property.




4 Click the "Next Fee Date" field. This will set the next (first) date the fee is charged.

N.B. If the Next Fee Date is set to a date in the past, the fee will be charged from
that date at the frequency set. For example if the date is set 3mths in the past the
CRM will create 3 monthly invoices to catch up to the current billing date.
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5 Click the 'Charge Frequency' field and select the frequency you wish to charge the
fee from the drop down menu.
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6  There are a variety of 'Charge Frequency' options to select from
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& Alert! If the Charge is created in the past, e.g. the charge was created for
yesterday or earlier in a month, then the CRM will ;

« Create an invoice on the property ledger:
* Transaction Type: Agent Fee Invoice
« Transaction Sub-type: Management Fee
« Description: Management Fee - [property name]
+ Advance the Next Fee Date by the amount specified in Charge Frequency
» The Agent Fee Invoice will show in the Property Ledger for the date that the charge was

created e.g. if charge was created for the 27th May and we are now at the 29th May the charge
will show as being raised on the 27th May. The next charge will be raised on the 27th of June



7 Click here and set whether the charge is to be made when the property is vacant.
N.B. Pre booked would not count as 'Live'.
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8  Click here to save the charge.
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9 Once saved, if the charge was created in the 'past' it will automatically charge the
fee



