Managing and Collecting Unallocated @miibpe.-ty
Funds in CRM Accounts

This guide offers a straightforward approach to managing and allocating unallocated
funds within the CRM, ensuring that users can efficiently track and apply funds to
outstanding invoices. By following the outlined steps, users can easily navigate to the
unallocated funds section, select the appropriate invoices, and allocate funds either
individually or in bulk. This process not only aids in maintaining accurate financial
records but also enhances cash flow management by ensuring that all received funds
are appropriately assigned.

@ What Are Unallocated Funds?

Unallocated funds are payments brought into the CRM against either a Property
or a person e.g. Tenant and NOT allocated to an invoice e.g. Rent.

If funds are brought into CRM via a Bank Receipt but not allocated to an invoice,
they will be stored on the CRM as unallocated funds against the person or
property they where paid in by (Tenant) or To (Landlord/Property).

& Alert! Any Unallocated funds paid in by a Landlord are stored against the property
record they where paid in for. If Perform Payments is run before the unallocated
balance is set against an invoice (or transferred e.g. to a float) the money will be
paid straight back to the Landlord

Unallocated Funds

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



http://crm.iamproperty.com
https://crm.iamproperty.com/MyDay

2  Click "Accounts"

;‘:perty My day Lettings ~~ Sales ~» Accounis'~ Reporting ~ Communicafions ~~

iashboard General ~ Landlord ~~ Tenant -~
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3  Click "General"
@pr@perty Myday Letfings Sales ~» Accounts »~ Reporting Communication

Accounts dashbboard General Landlord Tenant

General

Adjustment Credit Nofe Regul

BACS List Jobs Outstanding Regul



4  Click "UnAllocated"

Credit Note Regular Charges Contracior S
Jobs Outstanding Regular Expenses

Ledger Transfer Unallocated

Opening Balances View Ledgers
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5 The screen shows the record and record type of unallocated funds in all

accounts.
iamproperty CRM movebutier iamsold
@pl‘bpel'ty Myday Leflings ~ Sales -~ Accounts ~+ Reporling ~» Communicafions i Om _P Q f:_ _‘ i raccount k]
Unallocated Funds All - Totel Balence £2,050.00 OSinvolce Balance £2,060.00 ToAllocate E£2,000.00

= { Search a o ~-CrE

B Record Record Type Date Amount Unallocated Ledger Balance Bank Account OS Involces ‘OS Involces Balan:

O  Chris Hemsworth Landlord 17/12/2024 00:00 £50.00 £50.00 £50.00 Henry & Co - Client Account 1 £60(

Rebx g Tenant (P ) 21/10/2024 00:00 £2,000.00 £2,000.00 £2,00000 Henry & Co - Client Account 1 £2,000(
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6 It also shows the number and balance of outstanding (OS) invoices.

OSinvolces  OSInvolces Bala... Bank Ref

L E 60.00

7 Click on the menu next to the funds you want to allocate and click "Allocate"
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B FRecord Record Type Date Amount Une
O Chris Hemsworth Landlord 17/12/2024 00:00 £50.00
RebeccaFerguson  Tenant (Prebooked)  21/10/2024 00:00 £ 2,000.00 £l

Allocate

View Ledger




Click the checkbox next to the invoice/s to which you wish to allocate the funds, or
use the checkbox in the column headings to select all. If you bulk allocate
transactions, this will allocate against the oldest invoice first.

In the 'Allocate’ column enter the amount you are allocating, from the total
unallocated funds, to that invoice. Continue until all of the funds are used or
invoices paid.

You don't need to pay the full invoice amount

Date 21/10/2024
Record Type Tenant (Prebooked)
Record Rebecca Ferguson
Criginal Amount £2 000.00
Outstanding £2 00000
Bank Reference

Description

Type Description Amount Amount OS  Allocate
Rebecca Fergusen (01/0.. £2,000,00 £2,00000 £000
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9 Click "Allocate" This will then allocate the available funds against the invoices
selected.

Tto1af1 I ¢ Pegslofl > 3|

(=>4

Auto Allocate

@ Tip! Auto Allocate allows multiple records to be selected and then the CRM will
allocate the funds to an invoice to pay the oldest invoice first.

10 Select all the records you want to allocate funds to. Either individually, as here, or
by selecting the box at the top of the column to select all the entries.
Click this checkbox.
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Record

Arthur Morgan

applicant102

Lettitia Applicant106

Alfie Martin

applicant100

Record

Arthur Morgan

applicant102

Lettitia Applicant106

Alfie Martin

applicani100

Dick Blyton

Lettings Applicant...

Record Type

Landlord

Tenant

Tenant (Prebooked)

Tenant (Archived)

Tenant

Record Type

Landlord

Tenant

Tenant (Prebooked)

Tenant (Archived)

Tenant

Tenant

Tenant (Archived)

Date

18/12,/2024 00:00

17/12/2024 00:00

17/12/2024 00:00

13/11/2024 00:00

09/10/2024 00:00

sl e e e

Date

18/12/2024 00:00

17/12/2024 00:00

17/12/2024 00:00

13/11/2024 00:00

09/10/2024 00:00

27/09/2024 00:00

05/08,/2024 00:00



O 0O 0 08 08 0 &

]

8 0 9

8 O

O o 0O

Arthur Morgan

applicant102

Lettitia Applicant106

Alfie Martin

applicant100

Dick Blyton

Lettings Applicant...

Georgina Morgan

Alfie Martin

T —

Lettitia Applicant106

Alfie Martin

applicant100

Dick Blyton

Lettings Applicant...

Georgina Morgan

Alfie Martin

Lona Martin

Ry

Landlord

Tenant

Tenant (Prebooked)

Tenant (Archived)

Tenant

Tenant

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Prebooked)

Tenant (Archived)

Tenant

Tenant

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

18/12/2024 00:00

17/12/2024 00:00

17/12/2024 00:00

13/11/2024 00:00

09/10/2024 00:00

27/0%/2024 00:00

05/08/2024 00:00

25/07/2024 00:00

24/06,/2024 00:00

e e (s o e

17/12/2024 00:00

13/11/2024 00:00

09/10/2024 00:00

27/09/2024 00:00

05/08/2024 00:00

25/07/2024 00:00

24/06/2024 00:00

22/06/2024 00:00
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Alfie Martin Tenant (Archived)
applicant100 Tenant

Dick Blyton Tenant

Lettings Applicant... Tenant (Archived)
Georgina Morgan  Tenant (Archived)
Alfie Martin Tenant (Archived)
Lona Martin Tenant (Archived)

wn | Unallocated Funds %

NP N At e e

13/1M/2024 00:00

09/10/2024 00:00

27,/09/2024 00:00

05,/08/2024 00:00

25/07/2024 00:00

24/06/2024 00:00

22/06/2024 00:00

Click the 'Auto Allocate' option. You will see a progress box as the transactions are

completed.

@ property

cated Funds All ~
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My day Leftings -~ Sales -~
Record Record Type
Arthur Morgan Landlord
applicant102 Tenant

Lettitia Applicant106 Tenant (Prebooked)

Bank Allocation Screen

Accounts ~~

Date

18/12/2024 00:00

17/12/2024 00:00

17/12/2024 00:00

Reporting ~~

Communication



@ Tipt

You can also allocate funds on an individual basis from the bank account.

12 Click "Accounts"

operty Myday Leffings v Sales counts| ~  Reporting ~  Communications

Jashboard  General v~ Landlord ~  Tenanf
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13 Click "Accounts dashboard"

@p;bparty Myday Leftings ~ Sales v Accounts v Reporfing ~ Communication

14  Click the 3-line menu next to the appropriate account.

+H
0, 66206 Reconclled £18, 61206
2,050.00 Unreconciled £2,050.00

90ec MWhec TDec TRDec BVDhec WDec WBhec Whec Thec

P —

Hi

Invoices 8 [ 19mso
Rent Involce

£11, 000.00 £7,000.00

Total Due Paid

Agent Fee Involce

£480.00 £480.00

Total Due Paid

1



15 Click "Allocate"

Myday Lefttings ~ Sales ~ Accounfs »~ Reporfing ~ Communicafions

+8 Invoices
Account A= Rent Involce
EZ'D, M:Z. - 0? Reconclled Beconciie £ “: 000.00 -] -?.
£ L 030.00 Unreconciled Total Due
Import
Allocate Agent Fee Involce
Bank Transter
Edit Account Details
£ LB0.00 E£i
B 7 Dec BDec 9 Dac Whec TDec RDec BhDec Do Whec Whec Thec Landlord Fee Involes
ount E —
- £120.00 £¢
£0.00 Reconciled £0.00 SRR
£0.00 Unreconciled £0.00

On the left-hand side, you will see each unallocated transaction. On the
right-hand-side, you will see any outstanding invoices for that record. Click the
checkbox next to the invoice/s to which you wish to allocate the funds.

16

lamproperty  CRW

@ property Myday Leitings -~ Sales »~» Accounts »» Reporfing ~+ Communicafions #H OB @ Q
) Start Date # || EndDate  #
Bank Allocation™ | 03/12/2024 17/12/2024 cancel

Total £2,080.00 | Fully Allocated £0.00 Total Outstanding £2,060.00 | Fully Allocated

Partially Allocated £0.00 | Total Allocated £0.00 Partially Allocated £0.00 | Total Amount Allocated
Date Date Amount O =] Descrlf Days Overd
17/12/2024.15:43 -

17/12/2024 £2,000.00 £2,000.00 £2,00000 Rebecea Ferguson (17/12/2024 -16/0.. 0

Reference

Amaunt
£2 00000

Unallocated

£2 00000

Tenant

Record
Relecca Ferguson

Property
1 Park View Road, Witney
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17 To part-allocate to an invoice, simply overtype the amount and the balance will
remain on the CRM as an outstanding invoice.

17/12/2024 Sk

itad £ 2 000.00 Total Outstanding £2 060.00 Fully Allecated

e £ 2 000.00 Partially Allocated £ 0.00 | Total Amount Allocated

Date Amount Outstending Allocated Deecription Daye O\

17/12/2024 £2,000.00 £2,00000 | LLsy

I Rebecca Ferguson (17/12/2024 - 16/0.. 0

Tip! once the first record is completed move on to the second and subsequent
records by scrolling down the screen.

13



18  Once happy, click "Allocate"

iamproperty  CRM  movebutler  iamsold

ons v # m £ Q 2 Myaccount
Cancel Allocate
Total Outstanding £2 060.00 | Fully Allocated £2 000.00
Partially Allocated £0.00 | Total Amount Allocated £2 000.00
nding Allocated Deszcription Days Overdue Record Type
20.00 | Kajily, | Rebecca Ferguson (17/12/2024 - 16/0.. 0O Tenant




