Using a Checklist

) property

This guide shows how to use a checklist within iamproperty CRM.
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2  Click "Checklist"

@property My day Lettings ~» Sales ~» Accounfs »~» Reporting ~ Communications HH i

Live Jobs
EPC Rating
162 Yew Tree Close, Hurworth, Darlington, DL2 2HX
B4 53 | £1200.00 pcm
A Details

@ Checkiist 1 2
Lead landlord: Lead tenant:
> View Landlords : g View Tenants
Mr Alfie Martin @ Lettings Applicant86 -

#% Appraisals

[ Reference: ] [ Negeotiator: Training Dave - ] [Branch Margan & Co

= A
= Inspections

= Accounts >

PROPERTY PICTURES Property Address

Postcode
DL2 2HX

@ Compliance

©® Information

3 Select the Checklist you are going to complete.
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4  Click the checkbox to mark the item completed
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Notes can be added to the checklist item, either before or after the item is marked

completed. Click here to add the notes.
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Click here to save the notes.
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A date can also be added to the item. If a date is added the checklist, item will
show in the Activity List, with a reminder for the item the date is set for.
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8 Click here to mark a line as completed. Once marked complete the line will be
struck-through and the username, date and time of completion will be added to

the row.
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Click here to clear the completion date
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