Creating an Adjustment . .'b."’:bpe"ty

In this case we are creating an adjustment to fix an error in the tenant ledger. An
adjustment can add or remove (credit or debit) funds from CRM records.

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

[ Ledger Type { Record

Agent Ledger All ki
‘E‘ Outstanding Invoices £3,17225 ‘E‘ Transferred £123, mel Awaiting Payment £18, 053.67
ﬂ | Group By Batch agent Q] o v CELS
O Branch Transaction Date T Transaction Type Transaction Sub-Ty
O 25803459 Morgan & Co 19/03/2025 11:12 Tenant Fee Payment Administration Fee
O 25803457 Morgan & Co 19/03/2025 11:12 Service Charge Payment  Gardening
O 25804243 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Management Fee
O 25804242 Morgan & Co 19/03/2025 1:41 Agent Fee Payment Management Fee
O 25804240 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Letting Fee
O 25804249 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Letting Fee
O 25804248 Morgan & Co 19/03/2025 1:41 Agent Fee Payment Management Fee
O 25804350 Morgan & Co 19/03/2025 11:47 Agent Fee Payment Management Fee

]

an i lanar e


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

2  Click "Accounts"

iamproperty CRM  movebutler  iamsold -

fa @

Myday Leffings ~ Sales Communications HH =

S ~ Reporting

@ property

{ Ledger Type [ Record

Agent Ledger Al

E Outstanding Invoices emm«rEl Awsiting Payment

£3,17225 £18, 053.87
(o] w]+] o EEEEY sger )0 -/cass
O i Branch Transaction Date T Transaction Type Transaction Sub-Ty
H O 25803459 Morgan & Co 19/03/202511:12 Tenant Fee Payment Administration Fee
3 O 25803457 Morgan & Co 19/03/2025 N:12 Service Charge Payment  Gardening
H O 25804243 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Management Fee
| O 25804242 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Management Fee
i [0 25804240 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Letting Fee
H O 25804249 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Letting Fee
3  Click "General"
iamproperty CRM movebutler iamsold
@ pr}:perty Myday Leftings ~~ Sales  Accounts ~~ Reporfing ~» Communicafions 5 B _ﬂ Q .
Accounts dashboard ~ Landlord ~~ Tenant ~




Click "Adjustment"

iamproperty  CRM mavebutler iamsold
@;E@:perty Myday Lefiings ~ Sales «~ Accounis ~ Reporfing ~  Communicafions ~~ 1 'f Q .
Accounts dashboard General v Landlord Tenant
General
ient Jobs Outstanding Unallocated
BACS List Ledger Transfer View Ledgers
Bank Receipt Opening Balances Contractor Statement Merge
Cash Account Regular Charges
Credit Note Regular Expenses

5  Click "Select account type"

Adjustment

Current Balance
Unallocated Funds

£0.00
£0.00

v
Record e
Select record x
Transaction Sub Type *
Select sub type L

Collection Date
02/06/2025

i

Bank Account
Select bank account

Amount

Amount collected

.~ )

Transaction Note

Enter fransaction note

=
|
|
|
|
E

3




6  Click "Tenant", in this case we are creating an adjustment in the Tenant account

Adjustment

Current Balance
Unallocated Funds

Account Type
Select account type

|

Enter fransaction note

Enter bank reference

|
t
[ Transaction Note
[

J [ Man Fee Exclude ()J

A

7  Click "Select record" type either the tenant or property name.

Adjustment

Current Balance
Unallocated Funds

Account Type
Tenant

[
(=2t

Transaction Sub Type
Balance Cormection

Collection Date
02/06/2025

N Bank Account =
Select bank account Aok

Amount collected

3l - €

Transaction Note
Enter fransaction note

Bank Reference
Enter bank reference

==
[
[ Amount
[
[

} [ Man Fee Exclude [ @




8  Click the appropriate record from the options.

Record
Select record

‘ v
@ Julian Blyton - 1 Verily Rise, Darlington

‘ @ Julian Blyton - 1 Verity Rise, Darlington

‘ @ Julian Blyton - 12 Throstlenest Avenue, Darlington

@ Julian Blyton - 1Spruce Grave, Darlington

‘ @ Dick Blyton - 24 We oe, Darlington
@) Dick Blyton - 17 Yew Tree-Cidse, Hurworth, Darlington

Enter bank reference

J L Man Fee Exclude

( Collect & add another ) -

9 Click "Balance Correction"

Adjustment X
Current Balance £98.00
Unallocated Funds £1,567.23

 Dick Blyton - 24 Westgarth Terrace, Darlington X

02/06/2025 Select bank account =

Amount e Credit i
Amount collected } ( > ( i )

Transaction Note L }

Enter transaction note

{
e
[
[Cd.m,m Date . } [ Bank Account .
[
[
[

Fronkc i } [ Man Fee Exclude ()J

Enter bank reference

( Collect & add another ) -




10 Click "Select bank account" the adjustment is to be credited to or debited from.

Current Balance £98.00
Unallocated Funds £1,567.23

Account Type .
Tenant ol

& Dick Blyton - 24 Westgarth Terrace, Darlington X

Balance Correction L

{
==
[
== [é-;:m s
[
[
[

)
)
Transaction Sub Type . J
]

Amount
Amount collected

Transaction Note }

Enter transaction note

|

Man Fee Exclude
Enter bank reference ()

( Collect & add another ) -

11 Click the "Amount" field and add the amount

Current Balance £98.00
Unallocated Funds £1,561.23

Account Type s
Tenant X

Transaction Sub Type -
Balance Correction bl

*
* Dick Blyton - 24 Westgarth Terrace, Darlington ok J

02/06/2025 Morgan& Co Client Account i
Amount - Crodi Debit
Amount c ]

—

Transaction Note .
Enter fransaction note

Bank Reference
Man Fee Exclude
Enter bank reference } [ R ()}

( Collect & add another ) -

[
ter
[
[ Collection Date . } [ Bank Account .
[
[
{




12 Then select whether this is a credit or (in this case) a "Debit"

Current Balance £98.00
Unallocated Funds £1,567.23

Account Type .
Tenant ol

*
. Dick Bhﬂon 24 Westgarth Terrace, Darlingfon ek
Transaction Sub Type =
Balance Correction L
Collection Date * Bank Account i
02/06/2025 Morgan& Co Client Account

S
Amount Credi Debi
£7
Transaction Note
Enter transaction note
Bank Reference
[ Enter bank reference } [ MenlFee Exclade ()]

( Collect & add another ) -

13 Click the "Transaction Note" field. Create a descriptive transaction note so you are

aware of what the transaction is.

Current Balance £98.00
Unallocated Funds £1,567.23

Account Type
Tenant

Transaction Sub Type
Balance Correction

-
# Dick Blyton - 24 Westgarth Terrace, Darlington . J

02/06/2025 Morgan& Co Client Account
Amount i &
£150.00 J ( e > ( Debit )
Transaction N -
Enter fransaction nofe

——

Erenkc i } [ Man Fee Exclude ()J

Enter bank reference

[
b
[
[ Collection Date . } [ Bank Account
[
[
[

( Collect & add another ) -




14 Click "Collect"

Current Balance £98.00
Unallocated Funds £1,567.23

Account Type
Tenant

Record
# Dick Blyton - 24 Westgarth Terrace, Darlington

-

-

-

Transaction Sub Type =
Balance Correction L
*

-

*

Collection Date * Bank Account
02/06/2025 Morgan& Co Client Account

= ) em (o

Transaction Note
refund holding deposit

{ Bank Reference J [ Man Fee Exclude ()J

Enter bank reference
N
( Collect & add another ) ( Elm ?

)
3
)
)
)

15 Click here to open the ledger.

£151.00 £000 £0.00 £151.00
Total Due Paigt Due Overdue
Service Charge Invoice View All
Morgan & Co Held Deposits 2= —_..._.__._._._............BBBBBBBBBBBBBBBBBBBB . ‘|
01-02-03 45685263 = £2500 £0.00 £0.00 £2500
Total Due Paid Due Overdue
Balance £8,59015  Reconciled £11,49015
Unallocated Funds £000 Unreconciled -£2,900:00 Agent Fee Invoice View Al
[ S ————————— |
Balance Sheet c Expenses B | 01/03/2025 - 02/06/2025 +=
Assets £353,160.34 Total £693.60
Wilton Branch Client Account £12, 683.65
Morgan& Co Client Account £323,106.54
Turvey & Co -£120.00
Morgan & Co Held Deposits £8,590.15 . £108.00
Sub Lease Account £ 8,900.00 Gas
Morgan & Co (Cash) £0.00
£543.60
EPC
£4200
Garden

£ 353,160.34

@  Bank Accounts: Morgan& Co Client Account X Ledger X




16  Click "Select ledger type"

iamproperty CRM movebutler iamsold

@pf{:perty Myday Leftings ~ Sales ~~ Accounts ~ Reporting ~ Communications ~~ 5 OB f Q

Selectledger fypg| Search for Record i

[ Ledger Type { Record

| Outstanding Invoices £0.00 ‘ Deposit £0.00

£ | Rent £000
ﬂ | Group By Batch | [ Search Q] o v Ca&S

17 Inthis case click "Tenant Ledger".

iamproperty CRM movebutler iamsold

@ pf:opel'ty Myday Lettings ~ Sales ~» Accounts - Reporfing ~» Communications ~~ FH _f (8% a
Ledger Type Record
Agent Ledger All i
| g Invoices £123, ermEl Awaiting Payment £18, 053.67
. Ténant Ledger ) —
| roup By Batch agent Q] o v CHELS
Agenitedger |
Deposit Ledger
Branch Transaction Date T Transaction Type Transaction Sub-Ty
Property Ledger
Conftractor Ledger 59 Morgan & Co 19/03,/2025 1112 Tenant Fee Payment Administration Fee
Tax Ledger v < n
57 Morgan & Co 19/03/202511:12 Service Charge Payment  Gardening
O 25804243 Morgan & Co 19/03,/2025 11:41 Agent Fee Payment Management Fee
O 25804242 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Management Fee
O 25804240 Morgan & Co 19/03/2025 11:41 Agent Fee Payment Letting Fee
O 25804249 Morgan & Co 19/03,/2025 11:41 Agent Fee Payment Letting Fee



Click "Search for Record" in this case we are searching for the record we created
18 :
the debit from.

iamproperty CRM movebutler iamsold

@pr{:perty Myday Leftings ~ Sales ~~ Accounts ~ Reporting ~ Communications ~~ 5 OB £ Q 2
Ledger Type Record
Tenant Ledger Search for Récord

| = | Outstandingl || posit £000

| Fundsto All Piease enter 1 or more characters E00

agent Q] o v Ca&S

O

No transactions to show

19 Find the Adjustment line and check the transaction is as you want it to show. Click

here.
lamproperty CEM movebutler lamsold
@pr:operty Myday Leftings -~ Sales -~ Accounts - Reporting ~ Communications ~ 5 OB _f (8% =
| T | Outstanding Invoices £000 | T | Deposit £0.00
| = IFuadsroAuoca!e 3 T |Renr £0.00

E.E|GroupﬂvBﬂTch| [agenr Q] o v Cae

Debit Credit Balance Deposit Balance
t £190.00 £0.00 £-92.00 £0.00
‘on (Tenant Ledg... £2,000.00 £0.00 £98.00 £0.00
: Blyton £3,000.00 £0.00 £98.00 £2,000.00
: Blyton £0.00 £ 3,000.00 £3,098.00 £2,000.00
/2025 - 07/03/ ... £2.00 £0.00 £98.00 £5,000.00
/2025 - 07/02/... £2.00 £0.00 £100.00 £5,000.00

/2024 - 07/01/2... £2.00 £0.00 £102.00 £5,000.00



20 Then navigate to your client account.

Debit Credit
1 £190.00 £0.00
‘on (Tenant Ledg... £2,000.00 £0.00
: Blyton £3,000.00 £0.00
: Blyton £0.00 £ 3,000.00
/2025 - 07/03/ ... £2.00 £0.00
/2025 - 07/02/... £2.00 £0.00
/2024 - 07/01/2... £2.00 £0.00
2024 - 07/12/2... £2.00 £0.00
/2024 - 07/11/2... £2.00 £0.00
/2024 - 07/10/... £2.00 £0.00

4 L ——

o ‘ Bank Accaunts: Morgan& Co Client Account ¥

21 Once in the client account, if the Adjustment transaction isn't obvious (it should

Balance

£-92,00

£98.00

£98.00

£3,098.00

£98.00

£100.00

£102.00

£104.00

£106.00

£108.00

Deposit Balance

£0.00

£0.00

£2,000.00

£2,000.00

£5,000.00

£5,000.00

£5,000.00

£5,000.00

£5,000.00

£5,000.00

be)
O 02/06/202514:13 refund holding deposit £0.00
O 16/05/2025 08:34 Mr Lettings Applicant103 (13/04/2025 ... £1,400.00
O 16/05/2025 08:34 Lettings Applicant8é (13/04,/2025 - 12... £1,200.00
O 16/05/2025 08:34 Mrs Lettings Applicant34 (12/04/2025 ... £1,000.00
O 16/05/2025 08:34 Applicant&1 (11/04/2025 - 17/04/2025) £150.00
O 16/05/202508:34 Mr Leonard Morgan (11/04,/2025 - 10/ ... £150.00
[0 16/05/202508:34 Mr George Reeks (09/04/2025 - 08/... GeoReeks £ 600.00
O 16/05/2025 08:34 Mr Letting Applicant107 (08/04/2025 ... £1,600.00
O 16/05/202508:34 Lettings Applicant88 (08/04,/2025 - O... £1,200.00
O 16/05/2025 08:34 Mr lettings applicant121 (07/04,/2025 -... £1,100.00

4

o w @ ‘ Bank Accounts: Morgan& Co Client Account % Ledger %

110 50 of 2,568
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22 Search for the record, either click the "Search" field.

iamproperty CRM movebutler iamsold

@pf{)pel‘ty Myday Leftings ~ Sales ~ Accounts »~ Reporting ~» Communications 5 OB £ Q 2

E|W agent Q] o v CLh @

O Date = Description Bank Reference Credit

23  or one of the other options, for example Date.

iamproperty CRM movebutler iamsold

@pf:operty Myday Leffings ~» Sales -~ Accounts ~ Reporting ~ Communications ~ FH _f (8% =

| Group By Batch

O Date = = Description Bank Reference Credit
O 28/04/202516:36  Landlord Payment - 1 Spruce Grove, D... EveHomes £0.00
[0 28/04/202516:36  Landlord Payment - Pam Green £0.00
O 28/04/202515:43 Mrs Lona Martin (24/05,/2025 - 23/06/ ... £ 600.00
[0 28/04/202515:3%  lettings applicant121 (04/04/2025 - O... £700.00



24

@ P;épel'ty

Click the 3 lines.

My day

Lettings

Sales

~  Accounfs

Reporting ~

iamproperty

Communications ~~

CRM movebutler iamsold
# m £ Q (2

DODBO0 o

O o|o|jgo d

25

@ property

Date = T

28/04,/202515:39

28/04/202515:43

28/04/2025 16:36

28/04,/202516:36

Myday Lefti

= Description

lettings applicant121 (04/04,/2025 - 0...

Mrs Lona Martin (24/05,/2025 - 23/06/ ...

Landlord Payment - 1 Spruce Grove, D...

Landlord Payment - Pam Green

ngs ~~ Sales

v Accounts

Reporting ~

Bank Reference

EveHomes

enter the date and the system will search by date.

iamproperty

Communications ~~

Credit
£700.00
£600.00

£0.00

£0.00

CRM movebutler iamsold

f o @&

O o|o o4

Date = *

28/04,/2025 15:39

28/04,/202515:43

28/04,/202516:36

28/04/2025 16:36

| Group By Batch

= Description

Equals

B/ 04/2025

1(04/04/2025 - 0...

/05/2025 - 23/06/ ..

@® AND O OR

Equals

1 Spruce Grove, D...

Pam Green

dd/mm/yyyy

RESET

Bank Reference

EveHomes

Credit

£700.00

£600.00

£0.00

£0.00
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