Processing Rent Refunds to a Tenant @miibpe.-ty
When Payment already made to
Landlord

This guide provides a step-by-step process for handling rent refunds from a tenant
when payment has already been made to the landlord, ensuring accurate financial
management. By following the detailed instructions, users can efficiently navigate the
necessary systems and maintain clear records of transactions. It is essential for
property managers and agents to understand this procedure to ensure compliance
and maintain positive relationships with both tenants and landlords. Viewing this
guide will streamline the refund process and enhance operational efficiency.

@ If you follow the rent collection process in CRM this should be a VERY rare
requirement.

1 Navigate to https://crm.iamproperty.com/Dashboards/Accounts

& Alert! This process should only be followed if the Landlord has been paid out using
perform payments and the payment made to them.

The refund is made up of 2 parts, refunded rent from the Landlord and refunded
Agent/Management fees from yourselves.


http://crm.iamproperty.com
https://crm.iamproperty.com/Dashboards/Accounts

2 The Landlords rent payment needs to be returned back to you by the Landlord,
this will be any rent the Landlord has been paid for this property in the period you
are refunding.

Once refunded by the Landlord. Click here to show the refund in CRM.

iamproperty ~ CRM movebutler

Communications #H O e Q -

@pr@)perty Myday Leftings ~ Sales ~~ Accounts ~ Reportig

Accounts Invoices & [ 25/12/2024 - 22/01/2025 ]

Morgan& Co Client Account &= Rent Invoice Vi

008 o N e -—

Balance £293,943.77 Reconciled £ 293, 579.57 £47,725.00 £32,560.00 £0.00 £15,1

Unallocated Funds £30, 480.87 Unreconciled £364.20 Total Due Paid Due Overdy
Tenant Fee Invoice Vi
[EE— |
£ 610.00 £300.00 £0.00 £3
Total Due Paid Due Owe
Deposit Invoice Vi
|

Morgan ﬁngﬂmmnensﬂ"ammvw Jackl Jarg2 Jan 2=

01-02-03 45685263 £2,415.31 £2,415.31 £0.00 £C
Total Due Paid Due ov

Balance £9,99015 Reconciled £9,990.15

Unallocated Funds £0.00 Unreconciled £0.00 Service Charae Invoice Vi

Balance Sheet c Expenses & [ 01/10/2024 - 22/01/2025

Assets £317,038.37 £31,03837 Total £8,9

Wilton Branch Client Account £2,773.65

i e i B oal o @ £1.791.00

3  Click "Landlord"

Bank Receipt

* Property = Tenant
Select property - Select record

- Amount . Bank Account .
£000 Select paymentaccount ¥ Select payment method

fenan
de * Cheque No. Bank Reference
Landlorg - Enter cheque no. Enter bank reference

Contractor

L Enter transaction description

OQutstanding Invoices

O

No Outstanding Invoices

(=D G @D




4

Click "Select property" that the rent refund is for. Type the details.

Select the property

Bank Receipt

Record Type L
Landlord -

Collection Date |
22/01/2025

Please enter 3 or more characters
Sub Type/Nominal Code

BACS Transfer * | | Enter cheque no.

B Landlord
Select record

Bank Account 4 Payment Method
Select payment account b2 Select payment method

Bank Reference
Enter bank reference

Description
Enter transaction description

Outetanding Invoices

O

No Outstanding Invoices

Bank Receipt

(" cumcn ) ( aomer ) (SIS

Record Type . Property
Landlord v Select property
Collection Date westg
22/01/2025 (Q\r
24 errace, Darlington

~

Sub Type/Nominal Code
BACS Transfer

o J l Enter cheque no.

g Landlord .
Select record -

Bank Account b

Payment Method
Select payment account b Select payment method -

Bank Reference
Enter bank reference

Description
Enter transaction description

|
'J
|
)

Outstanding Invoices

O

No Outstanding Invoices

(" cmen ) (oo ) (SIS



5  Click the "Amount" field. This is the amount the Landlord is refunding to you.

Bank Receipt

Record Type * Property s Landiord v Q
Landlord v 24 Westgarth Terrace, Darlington - Pamela Green -

—
Collection Date - Amou = Bank Account - Payment Method -
22/01/2025 £p_0 Select payment account b2 Select payment method a
Sub Type/Nominal Code * Cheque No. Bank Reference
BACS Transfer ¥ Enter cheque no. Enter bank reference
Description =
Enter transaction description
Qutstanding Invoices
D Date Type Amount ‘Qutstanding Payment Description Days Overdus
O 212/202.. Landiord Fee Invoice £30.00 £30.00 £3000  rent guarantee 32
O =2/0v2025.  Landiord Fee Invoice £30.00 £30.00 £3000  rent guarantee 1
O 2/08/2024.. Landiord Fee Invoice £3000 £30.00 £3000  rent guarantee 154
O 2/09/2024.. Landiord Fee Invoice £3000 £30.00 £3000  rent guarantes 23
-

( Cancel \ ( Another

6  complete all the other required fields

Bank Receipt X

2 Landlord ¥
bl . [ Pamela Green ¥ Q ]
o
Collection Date '] [Amaum - ] {é‘ﬁm "’] [PaymamMalhod "]
22/01/2025 £70:0_00 lect ent account v Select payment method -
T
Sub Type/Nominal Code . } [ Cheque No. ] [ Bank Reference ]

Record Type L Property
Landlord kg 24 Westgarth Terrace, Darlington

BACS Transfer .4 Enter cheque no. Enter bank reference

Enter transaction description

Outetanding Invoices

Date Type Amount Outstanding Payment Description
21/12/202 . Landlord Fee Invoice £3000 £3000 £3000  rent guarantee
21/01/2025 .. Landlord Fee Invoice £3000 £3000 £3000  rent guarantes
21/08/2024 .. Landlord Fee Invoice £3000 £3000 £3000  rent guaranies

21/09/2024..  Landlord Fee Invoice £30.00 £30.00 £3000  rent guaraniee

[
E2
[n.m.,.e..,. .

loooo o

(, Cancel \ ( Another




7 Click the "Description" field and enter a detailed description that clearly identifies
the transaction, for example 'Landlord Rent Refund payment.'

Bank Receipt

Record Type * Property o Landlord
Landlord A 24 Westgarth Terrace, Darlington A Pamela Green

Ceollection Date - Amount . Bank Account . Payment Method
22/01/2025 £700.00 Morgan& Co Client Account ¥ Bank Transfer

BACS Transfer -

Description
Enler transaction description

i

Enter cheque no. Enter bank reference

Outeranding Invoices
Date Type
21/12/2024 .. Landlord Fee Invoice
21/01/2025 .. Landlord Fee Invoice
21/08/2024 ..  Landlord Fee Invoice

21/09/2024 .. Landlord Fee Invoice

|
[
[smmmmmum ] [ChequuNo. ] [a..* Reference
[

8 Click "Collect" to receipt the money into CRM. The money will now show as
Un-Allocated against the Property in the Property Ledger.

Bank Receipt al

Record Type * Property 2 Landlord g Q
Landlord 24 Westgarth Terrace, Darlington - Pamela Green -

Collection Date . Amount - Bank Account . Payment Method
22/01/2025 £700.00 Morgan& Co Client Account Bank Transfer

BACS Transfer i Enter cheque no. Enter bank reference

Description .
Landlord Rent Refund parvmem|

[ |
[ :
[SubT\rpe/NannuICode ] [cnmm ] [Bcnkksferen:s ]
[ ]

Qutstending Invoices
O Dpae Type Amount Outetanding Payment Deecription Daye Overdue
[0 21/12/202.. Lendiord Fee invoice £3000 £30.00 £3000  rent guarantes 2
O =/01/205.. Landlord Fee invoice £3000 £3000 £3000  rent guarantes 1
[0 2v08/2024.. Landiord Fee invoice £3000 £30.00 £3000  rent guaranas 1854
[0 2v09/202. Landiord Fee invoice £3000 £30.00 £3000  rent guarantes 23
e

(omear ) ( avatne




There will be an option to create a receipt for the payment, select as required.
9 H n n H
Click "No" (unless you want to create a receipt to send your landlord.

s

Would you like to produce a landlord receipt?

Refund the Landlord Management fees

10 Click "Landlord"

lamproperty CRM movebutle

@prf}perty Myday Leflings ~ Sales ~ Accounfs ~ Reporiing ~ Communications i | f Q -

Accounts dashboard General Landlord Tenant

Landlord

Agent Refund HMRC Payments Statement Merge

Charge Landlord Fee Perform Payments Rapid Pay




11  Click "Agent Refund"

@pﬂ}perty Myday Leftings ~ Sales ~ Accounts ~ Reporting ~ Communications i f Q -

Accounts dashboard General v Landlord ~ Tenant ~

Landlord

A_g HMRC Payments Statement Merge
N

Charge Landlord Fee Perform Payments Rapid Pay

12  Click "Select landlord"

Agent Refund 2

=

—
‘ Select’and\crd [ Select property Q }
Transaction Date - Bank Account Sub Type . VAT Type
22/01/2025 Morgan& Co Client Account ¥ Managsment Fee - VAT Type
Amount Net VAT Total
£0.00 £0.00 £0.00 £000
Paymam Method . Invaice No. Cheque No. Bank Ref.
- CRM - 490 Enter cheque no. Enter bank ref.
Description
Enfer transaction note
Outstanding Payments

No Outstanding Payments

(" omen ) ( anomer ) (SEN




13  Click on the Property the rent is being refunded for

Agent Refund

L

2.2 . (1 Suucilwe Darlington

N —_

Bank Account *
Morgan& Co Client Account ~

[ VAT Type

Inclusive

!
. =3
)

Invoice No.

CRM - 490 [ Enter bank ref.

>}

No Qutstanding Payments

(" cancar ) ( anemer ) (G

14  Click "Management Fee"

Agent Refund

Landlord i Property

Pamela Green 24 Westgarth Terrace, Darlingfon

Transaction Date Bank Account Sub * VAT Type
22/01/2025 Morgan& Co Client Account ¥ = Inclusive

Amount Net VAT Total
£0.00 L £0.00 £000

BACS - Enter cheque no. Enter bank ref.

= e e =

Description
Enfer fransaction note

Outstanding Payments

o

Mo Outstanding Payments

(" cmear ) (" aooner ) (G




15 Click the "Amount" field and enter the value of the management fees you are
refunding.

Agent Refund

. Property . a

Pamela Green . 24 Westgarth Terrace, Darlington -
Transacfion Date * Bank Account - Sub Type * VAT Type
22/01/2025 Morgan& Co Client Account ¥ Managsment Fes - Inclusive

Net VAT Total

£000 £0.00 £0.00
Plymsm Method = Invoice No. Cheque No. Bank Ref.

b CRM - 490 Enter cheque no. Enter bank ref.
Description
Enfer transaction note
Qutstanding Payments
o
No Outstanding Payments

= (=) =D

Click the "Description" field and add a detailed description eg. 'Refund of
16 :
Management fee for rent refund

Agent Refund

Landlord
Pamela Green 24 Westgarth Terrace, Darlington

Transaction Date Bank Account . VAT Type
22/01/2025 Morgan& Co Client Account ¥ b Inclusive

Total
E 5833 K £70.00

Payment Method - Invoice No. Bank Ref.
BACS b CRM - 490 Enter bank ref.

Description
Enter transactign note
< =z

Outetanding Payments

Amount
£7000

No Outstanding Pavments

=D C=) @D




17 Click "OK"

Agent Refund 2

Landlord b & Q
Pamela Green » 24 Wefsh_;arm Terrace, Darlington b
Transaction Date . Bank Account Sub Type . VAT Type

Morgan& Co Client Account ¥ Inclusive

-

CRM - 490 Enter cheque no. Enter bank ref.

{

(e 3
(e == ]
E= )

Payment Method . ] [ Invoice No.

B J
= ]
= == |
[ J

J

Cheque No. ] [ Bank Ref.

Description
Refund of Management fee for rent refund|

Qutetanding Payments

No Outstanding Payments

(cment ) (omee ) o )

18 Click "yes or No" as required

?

Would you like to produce a landlord receipt?

10



Transfer the refunded rent and fees to the Tenant

19 Click "Accounts"
Click "General"
Click "Ledger Transfer"

iamproperty CRM movebutle

@pl‘bperty Myday Leftings ~» Sales » | Accounts ~~ Reporting »~+ Communications #H O Om _ﬂ Q [ & Wya

Accounts dashboard General Landlord Tenant

LS - T = F T P e M ¥ o on v - LE
mo0 - o)
oo Cemee s Tremae e Trpe Trormectes bt Trpe oo W L g
0 »asmn n o xsor e Mg . (= R Bt et A Mg
0O sasnw noxsoN Lo Bare Becot  BACT Tareter s ettt
[ n o omo00d ) L CEm e . .
0 eeoses ” o s uw ' . Poyma. O v e - yon R
0  womm ” o xsuw ey tarate Ly et Trarate v pay o
0 esossso 7 o 2008 uw Loy Trar Ladger Tarate Teanater % gy Swece
0 eeonem o 2038 030 X ® ———e G CEm I
0 wena 7 on 2028 0008 By O O - ) s B Ptcn (17 00 2

iamproperty CRM movebutle

@pl‘éperty Myday Leftings ~» Sales - Accounts -~ Reporting »~ Communications i | £ Q [ & Mya

Accounts dashboard General Landlord ~ Tenant

Adjustment

BACS List

Bank Receipt

Cash Account

Credit Note

Jobs Outstanding

Ledger Transfer

Opening Balances

Regular Charges

Regular Expenses

Unallocated

View Ledgers

Contractor Statfement Me

e fhe Ptce 77 00 3



Accounts dashboard ~ General v Landlord Tenant ~

General

Adjustment Credit Note Regular Charges

BACS List Jobs Qutstanding Regular Expenses

Bank Receipt Ledger Transfer Unallocated

Cash Account Opening Balances View Ledgers
0 wena 7 00 3038 %08 Bt e @ B B Cl - o8)
0 eress 0 on 0 0aw B @ Bt b Ol - o
0 »m 0% 00 2008 Db Larord bae Paym—rt Ao bee Chs - &77

Click "Select ledger™"

20 Click "Property Ledger"

Myday Leffings -~ Sales -~  Accounts »~» Reporting »~» Communications

@ property

Ledger Transfer

iamproperty

Contractor Statfement Me

s e Puscn (77 00 3

Slias (R Ppsce M3 OV 3

movebutle

CRM

Balance
£0.00

Seledy ledger

lect ledger

{ Ledger Type

{ Ledger Type
Sel

}»

l i : Sub-Record Type s Sub-Record *
Sslect record v g . = o :
Tenant Ledger =
D ipti R
[ Agent Ledger Exclude Man Fee O [ sacnpon
Deposit Ledger
Property Ledger +
Contractor Ledger
v

Flrat | admar

12



Ledger Transfer

& GO

Ledger Type » Record 2 Balance Ledger Type L Record L
Select ledger Select record v >> £000 >> Select ledger v Select record A
| Sub-Record = Sub-Record Type = Sub-Record =
Select record - Select ledger d Select record -
Tenant Ledger =
[ Agent Ledger Exclude Man Fee O [ Beacription R
- Depesitledger W
1 Froperty Ledger =
Confractor Ledger
Flnat | edner x
8 n n 8= 8
21  Click "Select record" this is the address for the rent refund
iamproperty CRM movebutle

@ property

Myday Leftings ~ Sales ~ Accounts ~ Reporting ~» Communications HH i f Q -

Ledger Transfer - ( Add ) ( Remove Comg
Ledger Type b | Record L Ledger Type = Record =
Property Ledger - Seledh record - Select ledger - Select record -
Sub-Record Type Sub-Record = Sub-Record Type = Sub-Record =
Landlord b Select record > Select ledger » Select record ®

Transfer Date
22/01/2025

Exclude Man Fee

13



22

amount is Refunded Rent and refunded Management fees

Click the "Transfer Amount" field and enter the value of the rent refund. This

iamproperty CRM movebutle
@ property Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~ Communications #H O _ﬂ Q ~ My a
Ledger Transfer Transfer ( Add ) ( Remove Comg
Ledger Type = Record » Balance Ledger Type . Record .
Property Ledger = | | 26Westgarth Terrace, Darlingto... ~ £40, 91130 Select ledger v || select recora -
Sub-Record Type Sub-Record - Transfér Amount . Sub-Record Type . Sub-Record *
Landlord - Mrs Pamela Green - £0.00 Select ledger v || selectrecord -

Transfer Date » Description

[ 22/01/2025 ] Exclude Man Fee (:) [

Click "Select ledger"

23 Click "Tenant Ledger"

iamproperty CRM movebutler iamsold
= 3 . S, wse ek P .
rerty Myday Letfings v Sales v  Accounts v~ Reporting ~  Communications | & Q a My account
Transfer Trenaren ( Addl ) ( Renicrs Conplons )
i Type = Record .. Balance Ledger Type = Record =
rty Ledger - 24 Westgarth Terrace, Darlingto.. * £ 40.91.30 Select Jedg g Select record b m
tecord Type Sub-Record L] Transfer Amount N Sub-Record Type . Sub-Record » G
ord v Mrs Pamela Green - £77000 Select ledge! - Select record -
Pl | | (g e )] Beecrieren »
2025
b

14



iamproperty CRM movebutler iamsold

)erty Myday Lettings ~ Sales ~ Accounts ~ Reporting ~ Communications - 33 i £ Q -
‘Transfer - ( Add )( Remove Complete )

w Type ok Record = Balance Ledger Type = Record L
rty Ledger - 24 Westgarth Terrace, Darlingto... ¥ £ 40,9130 Select ledger Select record * = 4
tecord Type Sub-Record - ! Sub-Record = D
ord il Mrs Pamela Green b | \ Select record b
| Tenant ledger (]
Date D i N
;2025 ] \ Exclude Man Fee O [ ki Agent Ledger Pas ]

Deposit Ledger

Property Ledger I

Contractor Ledger

Flnat | admar

24  Click "Select record" this is the name of the Tenant being refunded

iamproperty CRM movebutler iamsold

rerty Myday Lettings -~ Sales -~  Accounts ~» Reporting ~ Communications i1} i e Q —
'Transfer - ( Add )( Remove Complete )

w Type - Record - Balance Ledger Type - Record -
rty Ledger v | | 24 Westgarth Terrace, Darlingto... ¥ £40,91.30 Tenant Ledger ~ |\ selectrgbord v [ 4
tecord Type Sub-Record Sub-Record Type - Sub-Record - D
ord i Mrs Pamela Green Tenancy - Select record »
i Date 2
/2025 ] \ Exclude Man Fee »~ ]




25

Click here this will create a detailed description of the transaction.

Uy v muvELUIE [CHTEY]

erty Myday Lettings ~» Sales »~» Accounts ~ Reporting ~ Communications i e Q a My account

Transfer Transfer ( Add ) ( Remove Complete )
i Type . Record 5 Balance Ledger Type " Record L
iy Ledger - 26 Westgarth Terrace, Darlingto.. ™ >> £ 40,9130 >> Tenant Ledger - + Ella Petch - 24 Westgarth Terrace x_:
tecard Type Sub-Record * Sub-Record Type . Sub-Record . G
ord b Mrs Pamela Green v Tenancy - Miss Ella Petch .
i Date * Description [ |

Exclude Man F
2025 ] Gy e o [ Transfer from 24 Westgarth Terrace, Darlington, County Durham, DL12LA, UK (Property Ledger) to Ella Petch Eﬂ

26

b

Click "Transfer" this will perform the transfer of funds from the Property record to
the Tenant record.

iamproperty CRM movebutler iamsold

rerty Myday Leftings -~ Sales ~ Accounis ~ Reporfing ~  Communicafions H .| e (2] S Myaccount

Transfer Transfer ( Add ) ( Remove Complete )
i Type * Record o Balance Ledger Type i Record =
riy Ledger v | | 24 Westgarth Terrace, Darlingto... ¥ £ 40 91130 Tenant Ledger | | * Ela Petch - 24 Westgarth Terrac | ) e
tecord Type Sub-Record . Sub-Record Type . Sub-Record L G
ord v Mrs Pamela Green = Tenancy - Miss Ella Petch =
i Date . Description 4

Exclude Man Fi ~
2025 } l o et Ao ()I [ Rent Refund [Transfer from 24 W, [ n A, UK (Property Ledger) to 4

4

Creating the repayment to the Tenant

16



27 From the Accounts Dashboard. Click here.

iamproperty CRM movebutler iamsold

rerty Myday Lettings ~» Sales v  Accounts ~» Reporting ~ Communications i e Q
unts +B Invoices & [ 25/12/2024 - 22/01/2025 ]
& Co Client Account @= Rent Invoice View All
pa s I —— |
£294,643.77  Reconciled £293, 579.57 £47,725.00 £32,560.00 £0.00 £15,165.00
| Funds £31,030.87 Unreconciled £1,064.20 Total Due Paid Due Overdue
Tenant Fee Inveice View All

£610.00 £300.00 £0.00 £310.00
Total Due Paid Due Overdue
Jan  WJan MNJen 12Jan 1BJen den 1SJan Jan TJan 18Jan WJlen 20Jan 21Jen 22Jan Depo'i' I"wice View All
& Co Held Deposits Bz ]
5685263 = £2,41531 £2,415.31 £0.00 £0.00
Total Due Paid Due Overdus
£9,99015 Reconciled £9,990.15
| Funds £0.00 Unreconciled £0.00 Service Charae Invoice View All
ce Sheet C Expenses & [ 01/10/2024 - 22/01/2025 ] +=
Total £8,992.69

nch Client Account £2,773.65 A
el e P @ £1.791.00
28  Click "Select tenant"

Add Invoice

Doposit Balance £0.00 Pay with deposit
Unallccated Funds £0.00

Pay with unallocated

—
Tenan L Transaction Type L Sub Type
Selectenant x Select transaction type w: Select sub-type

~ =

Invoice Date Invoice No. VAT Type
22/01/2025 CRM - 491

Amount Vat Total
£ £000 £000

Description
Enter description

] e .o

Invoices

O

No Invoices




29  Click "Select transaction type"

Add Invoice

Deposit Balance £0.00 Pay with deposit
Unallocated Funds £770.00

Pay with unallocated

. N
Tenant ® Tra = Sub Type
+ Ella Petch - 24 Westgarth Terrace, Dar™ Selett i ign type w: Select sub-type

o —

- Invoice No.
22/01/2025 ] CRM - £91 } Exclude Man. Fee

Description
Enter descripfion

{
{
E 2 I8
{

Invoices

No Invoices

30 Click "Rent Invoice"

Add Invoice

Deposit Balance £0.00 Pay with depoait
Unallocared Funde £770.00

Pay with unallocated

Tenant 2 Transaction Type = Sub Type
+ Ella Petch - 24 Westgarth Terrace, Dar™ Select transaction type Select sub-type

Invoice Date * J Invoice N

22/01/2025 CRM - 4 @ ] [ Exclude Man. Fee
Amount - Net Total
[ £ ] [ £000 Tenant Fee Invoice

£000

. Deposit Invoice
Descripfion
Enter description Service Charge Invoice

Landlord Service Charge Invoice

Invoices

O

No Invoices

18



31 Click here and exclude the management fee.

Add Invoice

Deposit Balance £0.00 Pay with depoasit
Unaliocated Funds £77000 Pay with unallocated

- Transaction Type 2 Sub Type
+ Ella Petch - 24 Westgarth Terrace, Darv Rent Invoice v Residential Rent

Start Date * End Date (Inclusive) No. of Days
22/01/2025 21/02/2025

Invoice No. J [ VAT Type

Exempt

[

O

No Invoices

Click the "Amount" field and edit to be the amount being refunded, in this case
32 £770

AQQ Invoice

Deposit Balance £0.00
Unallocared Funds £770.00

Pay with deposit o
Pay with unallocated [ @)

Tenant = Transaction Type & Sub Type =
 Ella Petch - 24 Westgarth Terrace, Darv Rent Invoice b4 Residential Rent i

£3287 22/01/2025 21/02/2025 31

)
| o S | 67l | R
)
)

22/01/2025 CRM - 491 Exempt
- Net Vat Total
od £1,000.00 £0.00 £1,00000

Ella Pe1ch (22,!'01/2025 21/02/2025)

:
[
[ T 3 ] [.W-M ] [vmm ] [E,c.m Man. Fee
b
[

Invoices Total £000

No Invoices

(=D (=) @D




33 Click the "Description" field and add your detailed description.

34

Deposit Balance £0.00 Pay with depoait
Unallocated Funde £770.00 Pay with unallocated

Tenant = Transaction Type ¥ Sub Type
 Ella Petch - 24 Westgarth Terrace, Darv Rent Invoice A Residential Rent

Daily Rent Amount

£3287

Start Date - End Date (Inclusive) 4 No. of Days
22/01/2025 21/02/2025 31

] [ et

22/01/2025 CRM - 491 Exempt

Amount L Net Vat Total
£77000 £770.00 £0.00

n
[ FIIaFetch (22/01/2025 - 21/02/2025)
7

[IrrvoioaDu'e ] [.mmh ] [vn'rwpe

O

No Invoices

=) =) =B

If not already checked, make sure 'Pay with Unallocated ' is selected, this will save
you a step. Click here to create the Invoice.

Doposit Balance
Unaliocated Funds

£0.00
£770.00

Tenant

* Ella Petch - 24 Westgarth Terrace, Darv

" Transaction Type * Sub Type
Rent Invoice ¥ Residential Rent

Daily Rent Amount
£3287

Start Date * End Date (Inclusive) No. of Days
22/01/2025 21/02/2025 31

Invoice Date
22/01/2025

- Invoice No. VAT Type
CRM - 491 Exempt

Amount
£770.00

* Net
£770.00

{ Description

Rent refund Ella Petch

Invoices

No Invoices

= =) @D

20



35 Click "OK"

Deposit Balence £0.00 Pay with deposit

Unallocated Funds £770.00 Pay with unallocated o
Tenant . Transaction Type . Sub Type .
« Ella Petch - 24 Westgarth Terrace, Dar® Select iransaction fype - Select sub-type v

|
J
Fe—- : ] [.m,m ] [p, } [ St ]
J

{ 22/01/2025 CRM - 491
Amount L] Net Vat Total
£0.00 £0.00 £0.00 £000
Description *
[ Enter description ] X ar
Invoices Total £770.00
Inv Date Invoice No. Type VAT Type Net VAT Total Descripti.. Exclude
i- 22/01/2025 CRM- 491 Rent Invoice  Exempt E£770.00 £000 E77000 Rent refund.. ~

T 1ofl

1K€ < Psgelefl > |

= ED

36 If you want to create an Invoice to give to the tenant (or receipt as the process is
the same) Click "Yes"
Click here.
Click "Standard Tenant Invoice"
Click "Run Report"
Click "Print"

21



?

Would you like to produce a tenant invoice?

= O3 O

Produce Report

22



Produce Report

Select Report -
Standard Tenant Invoice -

O GO =

Produce Report x

Select Report .
Standard Tenant Invoice -

<. =

23



Produce Report \j

n» & Q 11 = - x

Miss Ella Petch

24 Westgarth Terrace
Darlington

County Durham

DL1 2LA

) property

Tenant Invoice

Property Address: 24 Westgarth Terrace, Darlington, County Durham, DL1 2LA, UK

Date
22/01/2025 Rent refund Ella Petch
Refunding the Tenant
37 Click here to access the Ledgers.

Accounts +H
Morgan& Co Client Account A=
01-02-03 01234567

Balance £ 294, 64377 Reconciled £293,579.57
Unallocated Funds £ 31,030 Unreconciled £1, 064.20

BJen  PJan M0Jen TJan Jan 13Jen TeJdsn 15Jen 16Jen 17Jan 18Jan Wlan 20Jen Zdan  Z2Jan

Description

o

Morgan & Co Held Deposits Z=
01-02-03 45685263

Balance £9,990.1S Reconciled £9, 990.15
Unallocated Funds £0.00 Unreconciled £0.00
Balance Sheet c
Assets £317,738.37 £317,738.37
Wilton Branch Client Account £2,773.65
Morgan& Co Client Account £ 296, 194.57
Turvey & Co -£120.00
Morgan & Co Held Deposits £9,990.15
Sub Lease Account £ 8, 900.00

w @ | Unallocated Funds X Ledger X Ledger % Ledger Transfer X

22/01/2025
Invoice No: CRM - 491
Net (£) VAT ()  Gross (£)
770.00 0.00 770.00
Total  770.00 0.00 770.00

Invoices

Rent Invoice

£ 48, 495.00

Total Due

Tenant Fee Invoice

£610.00

Total Due

Deposit Invoice

£2 41531

Total Due

Service Charae Invoice

Expenses

Total

& | 25/12/2024 - 22/01/2025

£33, 330.00

£300.00

£2,41531

o ——
£0.00 £l

Ow
[ S ——————
£0.00

£0.00

]

01/10/2024 - 22/01/2025

@ £1.791.00

Electric

@ £6,15169

Gas

& £141.00
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38 Click "Select ledger type"

iamproperty CRM movebutler
@p operty Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~ Communications HH | _ﬂ Q 2 Myacc
{ Ledger Type Qutstanding Invoices £0.00 = | Deposit
— iy } = | Funds to Allocate £ = | Rent
‘ | S—
satch | [ ] 0 vl
‘ Tenant Ledger = : K
Agent Ledger
Deposit Ledger
Property Ledger
Contractor Ledger
Tav | aclrar ,
8 " "
39 Click "Tenant Ledger
iamproperty CRM movebutler
@pl{:perty Myday Lettings ~» Sales » Accounts ~ Reporfing ~+ Communications ~ Hi | ._P Q, 2 Myacc
—— S T | Outstanding Invoices eo00 | T | Deposit
Tenant Ledger - Search forRecord ¥ = =
= | Funds to Allocate e = | Rent
. ﬁ Group By Batch ‘ Sear Q] 10 *|(

O

No transactions to show
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40 Click "Search for Record" and search for the tenant record.

iamproperty CRM movebutler

@ operty Myday Letfings ~ Sales » Accounts v Reporting ~ Communications i _P Q 2 Myacc
= | Oust ! S < | Deposit
Ledger Type Recoldl utstanding Invoices £0.00 eposi
Tenant Ledger \d Search fo 0 P | e |
= | Funds to Allocate = | Rent
7]l
E@a0 - o]
Please enter 1 or more characters

O

No transactions to show

41 Click onto the Rent Payment line in the Ledger..

iamproperty CRM movebutler

@ p _:operty Myday Letfings ~» Sales » Accounts -+ Reporfing + Communications v — £ Q 2 Myacc
{ —— } [ S Outstanding Invoices £2,080.00 | T | Deposit
Tenant Ledger - + Ella Petch - 24 Westga™ = .. S = o £40)
% . ﬂ Group By Batch e Q] L ol
ID Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
: O 24457455 22/01/202510:42 Rent Payment Residential Rent CRM - 491 Rent refund Ella Petch
24457454 22/01/202510:42 Rent Invoice Residential Rent CRM - 491 Rent refund Ella Petch
22/01/202510:40 Ledger Transfer Ledger Transfer Rent Refund Transfer fro...
24399141 17/01/2025 09:06 Rent Invoice Residential Rent CRM - 483 Miss Ella Petch (17/01/2...
O 24318845 13/01/2025 08:18 Rent Invoice Residential Rent CRM = 481 Miss Ella Petch (13/01/2...
O 24287971 09/01/2025 00:02 Rent Invoice Residential Rent CRM - 476 Miss Ella Petch (09/01/2...
O 24295943 08/01/2025 13:26 Rent Payment Residential Rent CRM - 476 Miss Ella Petch (09/01/2...
O 24298942 08/01/2025 13:26 Tenant Bank Receipt Online Transfer Rent
m T T AR fan Ianar Anas ~naa rar TRy e
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42 Click "Refund"

[ LeaaerTypa J [ e ] E] Outstanding Invoices £2,080.00 E] Deposit
il = RS S [T | Funds to Atlocate £000 | T rent £40,
@.E [Search Q] 0 v |C
O i Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
O 24457455 22/01/202510:42 Rent Payment Residential Rent CRM - 491 Rent refund Ella Petch
22/01/202510:42 Rent Invoice Residential Rent CRM - 49 Rent refund Ella Petch
22/01/202510:40 Ledger Transfer Ledger Transfer Rent Refund Transfer fro...
17/01/2025 09:06 Rent Invoice Residential Rent CRM - 483 Miss Ella Petch (17/01/2...
13/01/2025 08:18 Rent Invoice Residential Rent CRM - 481 Miss Ella Petch (13/01/2...
O 2428797 09/01/2025 00:02 Rent Invoice Residential Rent CRM - 476 Miss Ella Petch (09/01/2...
O 24296943 08/01/2025 13:26 Rent Payment Residential Rent CRM - 476 Miss Ella Petch (09/01/2...
O 24296942 08/01/202513:26 Tenant Bank Receipt Online Transfer Rent
O 24078497 29/12/2024 00:06 Tenant Fee Invoice Administration Fee CRM - 465 Test charge
O 23870671 10/12/202410:51 Rent Payment Residential Rent CRM - 435 Miss Ella Petch (09/12/2...
El
@ & @ | UnellocatedFunds X  LedgerX  ledgerX  Ledger Transfer X

43  Click the "Description" field. Create a clear description

Refund Rent

-

Date
22/01/2025

Amount
£770

)

b4

Bank Reference

Enter bank reference
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44  Click "Refund"

Refund Rent

Tenant
Ella Petch

Bank Account . Date
Morgan& Co Client Account oot 22/01/2025

Available
£770

Description
Rent Refund|

[ Cheque No.

Enter cheque no.
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