Adding a Sales Applicant Record in CRM @'Ei‘bperty

This guide provides a step-by-step process for adding a Sales Applicant record in the

CRM system.

By following this detailed instruction, users can ensure accuracy and completeness in
their data entry, which is crucial for effective sales tracking and customer relationship
management.

The guide is particularly beneficial for new users or those unfamiliar with the CRM
interface, helping them navigate the system with confidence.

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

@ Tip! When creating a new applicant record, if there are 2 applicants e.g. Mr&Mrs,
Mr&Miss etc, it is best practice to create 2 separate applicant records and link the

applicants via the link applicants option. This allows easier compliance checking
through movebutler.


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

2 Click "More Actions" aka the 'Bento' menu
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3  Click "Add new record"
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Click "Sales Applicant"

Tip! if you press and hold the 'ctrl' key on your keyboard this screen will open in a
new browser screen.

Add New Record

Select record type

plic:anl o Lettings Applice
‘@ Sales Property . ‘@' Lettings Properi

£, Landlord ® & Portfolio



5  Click here and complete all the fields required.

The minimum information required to set up a new applicant is the
Surname and Email address.

If an email address is used that has been used previously in CRM, you will see a

screen that allows you to merge or import the data from the old record into the

new one.

Myday Leftings ~ Sales

@ property

Latest Offer £0.00
Offer Status
Applicant Status X

Applicant Temp.

Accounts ~  Reporting ~

iamproperty CRM movebutler iamsold

Communications #HOm '_0 Q & My account
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| [ Negoiator: Trsining Dave

= | [ Branch: morgens co = | [ stotus: actve -

:'. Import

] [ Forename

] [ Surmame

] [ Gompany name

[ Reference:
Last Contacted 01/01/000100:00
2 Details ) ]
Personal information
[ Title
[ Website

] [ Phone number

] [ Work phone

] [ Mobile phone o

[ Email address

Salutation
= ||

R R b Y

5¢ || sevree Temperature
Advert . .

Applicant address

Postcode
Enter posicode

Q ] [ Address

Pantant naban

Tip! the absolute minimum information required to add an applicant is Surname

and Email address.
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6 Click here to create the 'Salutation'. It is always a good idea to create this as it is
often used in letters and email templates and if not created will leave a blank

space in the letter or template.

l Reference: l l Negotiator: Training Dave

- ] I Branch: Morgan & Co

- ] I Status: Active

Personal information

L Import

g

Title
Mr

Forename
X David

Surname
Johnson

|

Company name

[ Website ] { Phone number

01870860871

Mobile phone
] { 077223344 &

‘Work phone
Build Saluiation 1870860871

Lo L R v L

Email address =~ Salutation % Source Temperature

david.johnson@iampropert s Advert hd -
Applicant address (@ Edit manually

Postcode Q Address

Enter postcode :
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7 Click the "Enter postcode" field. click the search icon to find the property address

of the applicant.
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Title Forename
Mr 4 David

.

£
Website Phone number

01870860871

A
Email address - Salutation w
david.johnson@iampropert Mr Johnson s

A

Applicant address

Postcode

Emer postcode

MAantart natae



8  Select the address from the drop down menu.

Forename Surname w ( Company name
David Johnson
Phone number
01870860871
. # ' —- Select Address —-
Salutation % 71 Pelaw Crescent, Chester le Street, County Durham, DH22HX, UK
Mr Johnson

72 Pelaw Crescent, Chester le Street, County Durham, DH22HX, UK
73 Pelaw Crescent, Chester le Street, County Durham, DH22HX, UK

74 Pelaw Crescent, Chester le Street, County Durham, DH22HX, UK )

TE Palaw (Tracrant (Theactar la Straat (Canindw DNinirham MH22HY 1K

Q Address
-- Select Address —

If the address isn't showing or is incorrect select the best option and then click
"Edit manually"

o
R ™ N
1ame Surname Company name
d Johnson
A AN A
N ™
e number Work phone Mobile phone @
‘0840871 01870860871 O77M223344
A AN
i N ™
ation s Source Temperature
chnson ‘}‘ Advert - -
N AN A
9 Edit manually
Q Address
71 Pelaw Crascent, Chester le Street, County Durham, DH22HX, UK v
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If the address needs to be edited, then click into this field. Click this text field.
10
Complete all the updates.

® Dotails Applicant address

Postcode

DH22hx

House » Linel

71| Pelaw Crescent
Town » County

Chester le Street County Durham

Contact notes

P

11  Once the address is selected and any edits are complete scroll down the screen.

iamproperty CRM  movebutler  iamsold

;erty Myday Lettings ~ Sales v~ Accounts ~» Reporting »~+ Communications EEE = ‘ Q g MV ‘account

Title Forename Surname 5 Company name
£0.00 Mr b David Johnson
‘Website Phone number Work phone Mobile phone @
01870860871 01870860871 077M223344
X

Email address 5 Salutation }& Source Temperature
david.johnson@iampropert Mr Johnson Advert ot S

01/01/0001 00:00

| Applicant address

Postcode Q Address
DH22hx 71 Pelaw Crescent, Chester le Street, County Durham, DH22HX, UK -

House . Linel L] Line2
ne Pelaw Crescent

Town - County - Country
Chester le Street County Durham UK A

Contact notes




12 Click "Enter your notes here..." these could be best times to contact the applicant,
or not contact.

@pr@:perty My day Leftings ~~ Sales ~ Accounfs ~  Reporting ~ Communication
Latest Offer £0.00 Contact notes
Offer Status
Applicant Status X |E| ‘i| ‘£| |E‘

Applicant Temp. F'T-er your notes here...

Last Contacted 01,/01/0001 00:00

& Details

& Alert! This area is customisable to your needs. The options in Applicant Criteria on
your CRM will be different from what are shown here. Some options may be
empty or contain different options to those shown

@ Tip! If you are going to use the 'Matching' function in CRM then it is important you
put some details into the Applicant Criteria area.



13 Now add the Applicant Criteria, this is the details of the type of property the
applicant is looking for. Click the "Search for Area..." field.

@pr:operty My day Leftings -~ Sales -+ Accounts ~» Reporting ~» Communication

Applicant criteria

Latest Offer £0.00
Offer Status | _ NERre
Applicant Status 4

Applicant Temp.

T |-
Last Contacted 01,/01/0001 00:00

Move in date

18/10/2024

2 Details

Ty

[ Property Attributes

Type the town, street, postcode of the area your applicant is looking for a

property.
@pr:operty My day Lettings ~~ Sales ~»  Accounfs ~» Reporting ~  Communications
Applicant criteria
Latest Offer £0.00
Offer Status { Durham, UK
Applicant Status X

Applicant Temp.

T |
Last Contacted 01/01/0001 00:00

[ Move in date

. :
= Details 18/10/2024

Property Attributes



15 Click into this drop down to set a search radius around the area selected. If a town
is selected this is around the postcode area for that town.

1/4 Mile o.Add Area
1/4 Mile a imimum Bathrooms
- B |
1/2 Mile

TMile

3 Miles

5 Miles

1N Milac

ortunity [ Searc

Apartment
portunity

Bar/Nightelub

16  Click here to set the lower price limit the applicant is looking for

wraluro\..u -~y 1Ly wauy Lenimnggs v T E TLU R o A T F T T (RS LT TN TS AL R R 1D
B

Applicant criteria
Latest Offer £0.00

Offer Status Durham, UK

Applicant Status X

Applicant Temp.

T =
Last Contacted 01/01/0001 00:00 \

Move in date

[ ] .
i Daturs 18/10/2024

Property Attributes

Rental Investment Opportunity

10



17  Click here to add the upper limit.

Applicant criteria

Durham, UK 1 Mile

inimum Bedrooms

ST - &

Move in date Buyer position
18/10/2024
Property Attributes Property Type
Rental Investment Opportunity [
Apartment

18 Click this text field to add the minimum number of bedrooms and minimum
number of bathrooms.

- (RSN TRT B L e s ans ] = ~— Fe=n TTEY R

1Mile a QAdd Area

inimum Bedroems inimum Bathrooms
i - -

Buyer position

Property Type

(e |

Arnartmant
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19 Click here to set the buyer position

inimum Bedrooms imimum Bathrooms

Buyer position

Cash Buyer

yortunity
First Time Buyer
sportunity Nothing to Sell
. Investor
sortunity
Property to Sell - Not on Market Yet
srtunity

RN IV S 1201

Tip! The more completely these screens are filled in the more accurate any
property match will be.



Click the "Search Property Type" field to set the types of property the applicant is
20 , ,
looking for. Complete the other screens as required.

lamproperty CRM movebutler lamsold

@prbperty Myday Leftings ~ Sales ~  Accounts ~ Reporting ~  Communications HOE £ € 2 My account
Latest Offer £0.00 Property Attributes Property Type
Offer Status

Rental Investment Opportunity [ b
Applicant Status X Aperment

Land/ Developmem Opporrunity
Applicant Temp. Bar/Nighrelub
Last Contacted /610001 0050 Refurb Investment Opportunity =

n
HMO Investment Opportunity Bam Conversion
2 Details

Property Age Property Style

Period 30's Semi

Pre-war Addison Homes

Post-war Georgian

Modem Victorian

Other Criteria

Garden

Parking 8

Click "Additional information" to add any more info regarding the applicants

requirements.
iy

Status

Single Garage
:ant Status X

Double Garage
:ant Temp.
ontacted 01,/01/0001 00:00

Details

Additional information

B8] [1][u] (=]

Enter your notes here...
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Click here to save the details you have added.

| |
o Y \
Save Changes J§ ] )
N J_/

v

v
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Once the new applicant is saved there will be a list of new menu options on the

23
left of the screen.
Checklist will only be of use if you have created a Checklist for a New Sales
Applicant.
Viewings will show entries created in the Property record as well as the calendar,
Offers will show entries created in the Property Record as well as the Applicant
record.
Documents, any documents relating to the Applicant should be loaded into here.
e
| [Reference: ] I Negotiator: Training Dave - ] [Branch Morgan & Co
2 Details
&) Checklist
Personal Information
@ Viewings
Title Forename Surname
B Offers [Mass b Salesette } Applicant123
Website Phone Number ‘ Work phone
282 Linked Applicants 0123552555
Email Address . Salutation Source
B Contacts zagg.dave@gmail.com H )& ‘
@ Documents
Applicant Address
B Journal
Posicode Address
2 E-Sign DL2 2HX Q 77 Yew Tree Close, Hurworth on 1
© Audit

Creating a Linked Applicant

®

As mentioned at the start of this guide it is important to create Linked Applicants
where there are more than 1 applicant in a sales or lettings agreement. This
allows quick and easy linking to other areas of CRM e.g. movebutler or
Referencing.

15



24  Click "Linked Applicants"

Applicant Status
Applicant Temp.

Last Contacted

A Details

() Checklist

© Viewings

B offers

23t Linked Applicants

B Contacts

@ Documents

@ Journal

P E-Sign

@ Audit

Miss Salesette Applicant123

77 Yew Tree Close, Hurworth on Tees, Darlingt

[Reierenoe: ] [ Negotiator: Training Dave - ] [Branch Morgan & Co -J [Status Active

Personal Information

Title Forename Surmame " Company Name

Miss x Salesette Applicant123

Website Phone Number Work phone Mobile phone
0123552555 078522332

Email Address R Salutation Source Temperature

zagg dave@gmail com ‘ ’ x ’ { - ] [ Hot

Applicant Address (9 Edit Me

Postcode Q Address
DL2 2HX 77 Yew Tree Close, Hurworth on Tees, Darlington, Durham, DL2 2H

25  Click "Link Applicant"

@s

Offer Status
Applicant Status
Applicant Temp.

Last Contacted

2 Details

) Checklist

@ Viewings

2, Offers

2st Linked Applicants
B Contacts

@ Documents

@ Journal

A F_Cirn

Myday Lettings ~» Sales ~ Accounts ~» Reporting ~» Communications E . .f Q 2 MY"-

Salesette Applicant123

i SA | zaggdavegmailcom

77 Yew Tree Close, Hurworth on Tees, Darlington, Durham

I Reference: ] { Negotiator: Training Dave - ] [Emnch Morgan & Co - } [Shﬂus Active

— ink Applicant B D D Total

l 4 Sort Applicants -

=

Clear filters

L}

Mr sales applicant123
zagg dave@gmail.com
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26 Click here.

Link Sales Applicant

Current Applicant
Miss Salesette Applicant123

[ Contact Type Q

Solicitor

Tax Advisor
Emergency Contact
Guarantor

Partner

27 Click "Partner"

Link Sales Applicant

Current Applicant
Miss Salesette Applicant123

[ Contact Type

I Salicitor

Tax Advisor

Emergency Contact

Guaranior
Partner

17



28 Click here.

Link Sales Applicant

Current Applicant
Miss Salesefte Applicant123

[ Contact Type

Partner

Use Existing Applicant ’. Add New Applicant

29 Click "Link"

Link Sales Applicant

Current Applicant
Miss Salesette Applicant123

Contact Type
Partner

Use Existing Applicant Add New Applicant

Cancel ’ Link

-




