Expenses - Cancelling an Invoice and @'“I-;bperty
Updating the Description

This guide provides a straightforward approach to cancelling an Expenses Invoice
that has been charged to a Landlord and updating its description within the CRM
system so the job can be re invoiced to the Landlord correctly.

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

& Alert! We are deleting and re invoicing an invoice raised in error. This should be a
rare occurrence not a regular transaction.

2 Go to the Expenses tile, click the 3 line menu and select the Jobs Awaiting Payment
option or if already open, pick from the tabs at the bottom of the screen.

e S ‘ Jobs Outstanding X Jobs ‘Awaiting Payment X


http://crm.iamproperty.com
https://crm.iamproperty.com/Dashboards/Accounts
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Click the 3 dot menu

@ property

Myday Leftings -~ Sales ~» Accounts ~ Reporting ~~
e G J
[0 Invoice No. Invoice Date Due Date Contractor
O CRM-3%90 15/12/2023 15/12,/2023 Morgan Contracting
EH Pay et _—
10/01/2024 10/01/2024 Morgan Contracting
& Edit
08/03/2024 28/02/2024 Morgan Contracting
'D Cancel Invoice
12/03/2024 12/03/2024 Morgan Contracting
O 29 12/03,/2024 12/03/2024 Morgan Contracting
m Aea i o i A R A —~
Click "Cancel Invoice"
s Y W J
[0 Inveice Neo. Invoice Date Due Date Contractor
O crM-390 15/12/2023 15/12/2023 Morgan Contracting
KR Pay s o ;
10/01/2024 10/01/2024 Morgan Contracting
& Edit
08/03/2024 28/02/2024 Morgan Contracting
) Cancsl Invoice
I Dslete 12/03/2024 12/03/2024 Meorgan Contracting
O e 12/03,/2024 12/03/2024 Meorgan Contracting
O 208 21/03/2024 21/03/2024 Morgan Contracting
O 213 21/03/2024 28/03/2024 Morgan Contracting
O 234 28/03/2024 28/03/2024 Morgan Contracting
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Click "Confirm" this will cancel the charge to the Landlord and add the job to 'Jobs
Outstanding' to be re charged to the Landlord.

Cancel Invoice?

Are you sure you want to cancel these expense invoices?

e

Click "Jobs Outstanding"
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7  Find and select the expense to be re invoiced to the Landlord.

@ pr@:perty My day Leftings -~ Sales -+ Accounts ~» Reporting ~»  Communication
R s J
[0 Job Ne. Property Contractor Description
O 298 24 Westgarth Terrace, Darlington DaMor Gardening no heating in th
24 Westgarth Terrace, Darlington Morgan Contracting Radiators not h
& Edit
i Delete
8 Click "Edit"
-
L= JAE J
[0 Job Ne. Property Contractor Description
O 298 24 Westgarth Terrace, Darlington DaMor Gardening no heating in th
16 24 Westgarth Terrace, Darlington Morgan Contracting Radiators not hi

-

1 Delete




If needed we can edit the description of the job. Other options can be edited in
this screen as well.

Click the "Description" field. Add the new description.

s
Property » Contractor
24 Westgarth Terrace, Darlington v Morgan Contracting
A
i
Record type » Record
Landlord b 2 Pamela Green (Primary)
W
'
Expense category . Tm job category Priority level
Water A Not specified A Gas
N
'
Description
Radiators not heating up tested @
A
"3
Notes
testing this option
S
&
Progress (%)

.

10 Navigate to the Payment tab and Invoice the job as usual



11  Click "Save" to add the job to Jobs Awaiting Payment.

Details Attachments Info Payment

Property = ‘Contiractor L
24 Westgarth Terrace, Darlington hg Morgan Contracting &g

Record type - Record -
Landlord b Pamela Green (Primary) N

- Not specified Gas

Description )
new description in helsl

|
|
[ |
|

testing this option

Notes

[ Progress (%) 0% J




