Collecting Rent in CRM @'b’,’;@,perty

This guide offers a straightforward method for property managers to efficiently
collect rent from tenants using a CRM system. This guide shows how to collect a full
and a part rent.

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

2  Click "Accounts"
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3  Click "Tenant"

@pr@;perty Myday Letftings ~~ Sales ~» Accounis ~» Reporfing ~ Communicafions -~

Accounts dashboard General ~~ Landlord ~~ Tenant| ~
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4  Click "Collect Rent"

Accounts dashboard General ~ Landlord ~~ Tenant ~~
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Click "Select Tenant"

Click on the Tenant that you wish to collect the rent for. All tenants with an unpaid
rent invoice will show in this list, Live, Pre Booked and Archived, so overdue and
long term debt can be collected here.

Collect Rent

Total
Unallocated Funds
Deposit Balance

Tenant
Select Tenant

Collection date * Amount .
FiE Use deposit
21/1/2024 £000
|
»
Account Transaction 1

Morgan& Co Client Account

Tenant Bank
A

Description
Enter description

:
Bank referer

Enter bank

e

OITETANDING INVOICFES

Total
Unallocated Funds
Deposit Balance

-

Tenant
Select Tenant

Mark Wahlberg - £2000.00 - 40 Moor Avenue, Witney - MWahlberg40Moor

lettings Applicant101 - £1600.00 - 729 Pelaw Crescent, Chester le Street - No E

Lettings Applicant88 - £1300.00 - 122 Pelaw Crescent, Chester le Street - No B

Leonard Reeks - £1200.00 - 355 Yew Tree Close, Hurworth, Darlington - No Bar

Vendor Vendor10 - £1200.00 - 359 Yew Tree Close, Hurworth, Darlington - No E

| ettinne Annlicantf8 - S1200 NN - 711 Palaw Craerant (Thaetar la Straat - Na R

No outstanding invoices



6  Click this checkbox.
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Account * Transaction 1
Morgan& Co Client Account v Tenant Bank
.
L
Description Bank referer
Enter description Enter bank
.

QUTSTANDING INVOICES

[0 Date Type Amount QOutstand
[0 15/1/2024  Rent Invoice £1,600.00 £1,600.0

7 Click "Collect"

Bank reference Cheque no.
Enter bank ref. Enter cheque no.
~
Amount Qutstanding Description Days Overdus
£1,600.00 £1,600.00 Mr lettings Applicant10... 6
1to10of1 K < Pagelofl »

Ancther ) ( Collect & Perform Payment > ( Collect )




8 Click "No"

9  Toreceipt a part payment.
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Account bt Transaction 1
Morgan& Co Client Account A Tenant Bank
b
8
Description Bank referer
Sir Lettings Applicant88 (01/11/2024 - 30/11/2024) Enter bank
.
QUTSTANDING INVOICES
Date Type Amount Qutstandin
ﬁ 01/1/2024 Rent Invoice £1,300.00 £1, 300,00
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Click the "Amount" field. Enter the amount you are collecting.

Total
Unallocated Funds
Deposit Balence

-
Tenant

s

» Lettings Applicant88 - £1300.00 - 122 Pelaw Crescent, Chester le Street - No Bank Ref.

i« ™y 3 ™y e

Collection date * Amount * 5
e Use deposit Use u

21/1M/2024 £1,300_OC+
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Account » Transaction type » Sub t
Morgan& Co Client Account v Tenant Bank Receipt v BACE

. A S "y A

r N ¥ ' i
Description Bank reference Chec
Sir Lettings Applicant88 (01/11/2024 - 30/11/2024) Enter bank ref. Enfel
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QUTSTANDING INVOICES

Date Type
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Click the 'Outstanding' field. Type the amount you are collecting
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A
™
Bank reference Cheque no.
slicant88 (01/1/2024 - 30/11/2024) Enter bank ref. Enfer cheque no.
A
IVOICES
Type Amount OQutetanding Description Days Overdue
¥ Rent Invoice £1,300.00 m Sir Lettings Applicant88 (01/1/2024... 20
Tto1ofl 1< < Page1of 1 > >
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12 Click "Collect"

Bank reference Cheque no.
Enter bank ref. Enter cheque no.

Amount Qutstanding Description Days Overdue

£1,300.00 Sir Letings Applicant88 (01/11/2024... 20
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Another ) ( Collect & Perform Payment ) Meci >

13  Click "No"
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Would you like to produce a tenant receipt?

.
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If you check back to the Tenant entry in Collect rent you will see the Outstanding

Payment.
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Account » Transaction type g Sub type
Morgan& Co Client Account v Tenant Bank Receipt A BACS Transfe
N
'
Description Bank reference Cheque no.
Enter description Enter bank ref. Enter chequ
S
OUTSTANDING INVOICES
|:| Date Type Amount Outstanding Description D
|:| 01/11/2024 Rent Invoice £1,300.00 £30000  Sir Lettings Applicant88 (01/11/2024.. 2(
N\ o W o r



