Property Management - Adding and @'“I;bperty
Managing Maintenance Invoices in
CRM

This guide is essential for property management and accounts teams looking to
efficiently add and manage maintenance invoices within the CRM system.

It provides step-by-step instructions on how to upload invoices, track payment

statuses, and charge landlords for completed jobs, ensuring a streamlined financial
process.

By following this guide, users can enhance their invoicing accuracy and maintain
better organisation within their accounts.

This guide will show how to add costs and invoices to a completed job in Property
Management and then where to find and how to manage that invoice in the
Accounts module.

The 'Best Practice' for this process is the contractors add their own invoices via the
Contractor Portal, however we understand this isn't always possible

To test this guide, you will need a Maintenance Job that can be completed and
have an invoice added.

1 Navigate to https://crm.iamproperty.com/myday then to your Property
Management jobs list.

Complete the Job in the Property Management Module

2 If the Contractor has completed the task and added the Invoice, you will see
'‘Contractor Completed' on the job record. This means you only need to check the
Invoice has been added and feedback given before completing the job. It is

possible you will need to add the contractor invoice, if so follow the instructions
below.


http://crm.iamproperty.com
https://crm.iamproperty.com/Toolbox/TaskList/FilteredTasks?dateFrom=08%2F10%2F2024%2012%3A39%3A46&dateTo=02%2F10%2F2025%2012%3A39%3A46&selectedStatuses=Created&selectedStatuses=Offered&selectedStatuses=Assigned&selectedStatuses=Live

3

Open the job record (click on the property details) click "Live" and

Click "Completed"
Click "Yes, Change"

@ C pel'ty Myday Leftings ~ Sales ~+ Accounts ~ Reporting ~» Communications
Property Management » Maintenance Jobs > Report 476542
24 Westgarth Terrace, Darlington Miss Ela Perch
zagg dave@gmail.com
EP
Job Fault Priority Level 0785645855
Gas Heating b Select Priority Level b
24 Westgarth Terrace
= @ Darlington
galioes County Durham
tve - e
UK
‘ 2% Unassign \ I E4 Resend to contractor
(-)] Signln) (I:-b Sign Our)
Photos Tenant(s) Offers Landlord(s) Contractor Comments Feedback Invoice Documents
Myday Leftings ~ Sales ~ Accounts ~  Reporti ~  Communications

Property Management > Maintenance Jobs > Report #476542

24 Westgarth Terrace, Darlington Miss Ell Petch
zagg dave@gmail com
EP
Job Fault Priority Level 0785645855
Gas Heating b Select Priority Level b
24 Westgarth Terrace
e @ Darlington
e County Durham
- DL12LA
UK
| ) 3 Resend to confractor
\ c:mnp_géfeu I
® Cancelled
(> Sign Out
Photos Tenant(s) Offers Landlord(s) Contractor Comments Feedback Invoice Documents

Audit

Audit

iamproperty

wu @ o QEEE

CRM movebutler

Vulnerable Occupier No

Access Authority Yes

Contact Details Consent Yes
Assigned to: Morgan Contracting
Created: 05/02/2025 11:17:58
Updated: 10/02/2025 12.40:44

Job Completion Date: 10/02/2025 @
Price Agreed: £0.00 &

Authorised Budget: £0.00 &

Vulnerable Occupier No

Access Authority Yes

Contact Details Consent Yes

Assigned to: Morgan Contracting
Created: 05/02/2025 1:17:58
Updated: 10/02/2025 12:40:44

Job Completion Date: 10/02/2025 @
Price Agreed: £0.00 (4

Authorised Budget: £0.00 &



4

Change Status to Completed?

You cannof undo this

L

)a 2D

Click "Add Invoice" (You may need to refresh the screen to see this.)

w..nvrrcu .y My UGy LSIge v Uaiss v ALLUuINE v nepUny v o pieanuns v

Property Management » Maintenance Jobs > Report #476542

24 Westgarth Terrace, Darlington

Job Fault Priority Level
Gas Heating g Select Priority Level A
no heat @
Completed

<) Signin

8 ' Add Invoice

Photos Tenant(s) Offers Landlord(s) Contractor Comments

Task Created

Miss Ella Petch
zagg dave@gmail com
BB o7sseussss

24 Westgarth Terrace
Darlington

County Durham
DU12LA

UK

Feedback Invoice Documents

Audit

Vulnerable Occupier No

Access Authority Yes

Contact Details Consent Yes
Assigned to: Morgan Contracting
Created: 05/02/2025 M:17:58
Updated: 10/02/2025 12:41:05
Job Completion Date: 10/02/2025
Price Agreed: £0.00 [
Authorised Budget: £0.00 &



5  Click "Upload Invoice" to add an electronic copy of the Invoice

Add Invoice

L Invoice Date
10/02/2025

- J [ Include in Statement

6  Add the Invoice Number

Add Invoice

' Demo Invoice...

mave fils

& ==

b

] [ ©




7 Click the "Select the Date" field and set the Invoice date

Add Invoice

| DemoInvoice...

Ramove fis.

[ Invoice Number

Invoice Amount
£

8 Click here and add the value of the invoice

Add Invoice

b Invoice Date et
] [ 10/02/2025 }

] [ ©




9 Select if you want a copy of the invoice adding to the Landlords statement. Then
click "Add" to add the Invoice to the job record and into 'Jobs Awaiting Payment' in
the Accounts module

Add Invoice

b Invoice Date =
] [ 10/02/2025 ]

“ ] [lndudeinsmemem ()]

@ Tip! You can go back to the Completed task and add or update the Invoice, find
the job using the Invoices menu and click on the appropriate job number, or use
the filter to show the 'Completed' jobs.

10 Once completed the Job will not show in the Jobs list. If you want to view all the
Jobs that have had an invoice added, click on the Invoice option
Click "Invoices"



pprbperty Myday Lettings ~ Sales ~» Accounts ~» Reporting »~ Communications = OB “' Q _

Search for reports that people have created for you

’ Search for ID, name, report, telephone, email or address Q]

Create Job My Jobs Feedback Centre

ar [=1fz])(e

ilter by Priority Level

High H Medium | Low | Water “ Gas | Electric H Court of Protection None

[Ghered) e Priority: Water Mr Training Dave
L Created: 06/02/2025
ﬁl Natwest 28 Market Place, Barnard Castle (Plumbing, Leak) Notes: all plumbing needs fo be renewed 10:49-54
@ Updated: 06/02/2025
% ASSIGN  Completedob X Cancel Job H05ELS

Updated by: Training Dave

iamproperty CRM movebutler iamsold

rert: Myday Lettings ~ Sales ~» Accounts ~ Reporting ~ Communicafions ~~ H 1
[

Search for reports that people have created for you

[ Search for ID, name, report, felephone, email or address O\J
Create Job My Jobs Feedback Centre Invoices

ity Level

Medium | Low H Water | Gas || Electric H Court of Protection ‘ Nene ‘

- 47736 Priority: Water Mr Training Dave

28 M P B c P ing. ) Notes: all plumbing needs to be renewed %ia;esﬁ: 06/02/2025
Updated: 06/02/2025
3% ASSIGN + CompleteJob X CancelJob 10:5%:45

Updated by: Training Dave




11 This will show a list of the maintenance jobs that have been completed and if
there has been an Invoice or Invoice information added. The information shown is
the Invoice number, the value of the invoice as well as if it has been paid.
'Download' shows a copy invoice has been added to the record. If the option to
'Include in Statement' is enabled this will be added to the landlord statement
email.

If the number in the Job Link' column is clicked you will be taken to the Job record.

COMPANY JoB JOB LINK > PROPERTY DATE INVOICE STATUS
= i
Morgan Contracting Gas Heafing 476542 24 Westgarth Terrace Darlington DLT2LA 10/02/2025 12:42:25 Download 2795  paid
ownloar
Morgan Contracting Gas Heating 476875 Hat 14 Westpoint, Northumberland Street Darlington DL3 7HB 06/02/2025 141412 3 123.65 Paid
Morgan Contracting Gas Heating 474548 Flat 14 Westpoint, Northumberland Street Darlington DL3 7HB 03/02/2025 08:45:58 78 12352  psd
Morgan Contracting Electrical Fault 463055 3 Yew Tree Close Darlington DL2 2HX 31/01/2025 14:32.35 ] 12597 Peid
Download
=
Morgan Contracting Radiator - Heating 298650 24 Westgarth Terrace Darlington DL1 2LA 15/12/2023 10:52:48 Desamdosd 29 Paid
Morgan Contracting Gas Heating 463294 Flat 14 Westpoint, Northumberland Street Darlington DL3 7HB 09/01/2025 N:57:44 % 120 Paid

James Cafeconstruction Plumbing, Leak 455202 Flat 14 Westpoint, Northumberland Street Darlington DL3 7THB 08/01/202515:21:33 3 35  Pad
Morgan Contracting Gas Heating 455276 Natwest 28 Market Place Barnard Castle DL12 8PT 08/01/2025 15:20:15 250 125 Paid
- 1. 119 7 c L A -
Morgan Contracting Plumbing, Leak 456012 24 Westgarth Terrace Darlington DL1 2LA 18/12/2024 1526:50 120 Faid
Download
Morgan Contracting Plumbing, Leak 459652 1Yew Tree Close Darlington DL2 2ZHX 06/01/2025 09:43:43 g 130 Unpaid
Download

Invoicing the Job to the Landlord

A At this point the maintenance job has been completed and added to the list of
Jobs Awaiting Payment'. It has not been charged to the Landlord at this point.

The next screens will show how to charge the Landlord for the work.



12 Click "Accounts"

@PI’%’PEI'ty Myday Leftings ~~ Sales v

Search for reports that people have created for you

[ Search for ID, name, report, telephone, email or address QJ

Create Job My Jobs Feedback Centre Invoices

H -5

Filter by Priority Level

[ | oo (o |[ vt | s |[ (e |[ coetorprtoton |[ wore |

[Sfered| armss Priority: Water Wi TR D
ﬁﬁﬁq Natwest 26 Market Place, Bamard Castle (Plumbing, Leak) Noes: all plumbing needs 1o be Tensved it
Updated: 06/02/21
3% ASSIGN + Complete Job X Cancel Job 10:51:45

Updated by: Trainin

13 Click "Accounts dashboard"

iamproperty ~ CRM movebutle

@prbperty Myday Lettings ~ Sales ~ Accounts ~» Reporting ~+ Communications HH

@ General ~  Llandlord ~  Tenant ~




14 Once in the Accounts Dashboard, on the 'Expenses' tile click on the 3 line menu

and from this list select

rerty Myday Lettings ~ Sales v

Jan 29Jan 30Jan Jan TFeb 2Feb 3IFeb LFeb SFeb  &Feb

Accounts ~~

7Feb

Reporting

BFeb 9Feb 10Feb

& Co Held Deposits @=
15685263
£11,490.15 Reconciled £11,490.15
| Funds £0.00 Unreconciled £0.00
ce Sheet c
£323, 39917 £323,399.77
nch Client Account £2,773.65
Co Client Account £ 300, 35597
Jo -£120.00
Co Held Deposits £11, 490.15
Account £ 8, 900.00
Co (Cash) £0.00
£323,399.77
R n e n
15  Click "Jobs Outstanding
rerty Myday Lettings »~+ Sales ~ Accounts -~ Reporting

Jan 29Jen 30Jan Jan 1Feb 2Feb  3Feb GFeb SFeb  6Fedb

TFen

8Feb  9Feb 10Feb

& Co Held Deposits 2=
45685263

£1,490.15 Reconciled £11,490.15

| Funds £0.00 Unreconciled £0.00

ce Sheet c

£323, 39917 £323,399.77
nch Client Account £2,773.65
Co Client Account £300, 35597
o -£120.00
Co Held Deposits £11,490.15
Account £ 8, 900.00
Co (Cash) £0.00
£ 323, 399.77

Jobs Outstanding.

iamproperty CRM movebutler iamsold
Communications i _P Q

Deposit Invoice View All
£2,273.08 £2,273.08 £0.00 £0.00

Total Due Overdue
Service Charae Invoice View All
Expenses & | o1/n/2024-10/02/2025 +=
Total £8,923.69

£1,722.00
Electric

£6,151.69
Gas

£141.00
Water

£624.00
EPC

£285.00
Maintenance

Communications E B f Q
Deposit Invoice View All
£2,273.08 £2,273.08 £0.00 £0.00
Total Due QOverdue
Service Charae Invoice View All
Expenses & | 01/1/2024 -10/02/2025 +=
Total Jobs Awaiting Payment
Jobis Oursranding
@ £1.72200
Electric
@ £6,151.69
Gas
@ £11.00
Water
@ £624.00
EPC
@ £28500
Maintenance

10



& These are the maintenance tasks that have been created and completed in the
Property Management module. The jobs will show here if they are noted as
COMPLETED regardless of whether an invoice has been added.

16  This will show the list of 'Jobs Outstanding'. Click the 3 dot menu

iamproperty CRM movebutler

@pr@}pel'ty Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~ Communications HH | _ﬂ Q 2 Myacc

Jobs Outstanding

ﬂ [;:‘u“,,,. '] [ ::Irh’oliu Sod Q] o v C

Job No. Proper Contractor Description Contacted Date Completion Date
perty P!

0O 384 24 Westgarth Terrace, Darlington  Morgan Contracting no heat 05/02/2025 10/02/2025

11



17  Click "Edit"

@pl‘é}pel'ty Myday Lettings ~» Sales »~» Accounts »» Reporting »» Communications v H

n
L)
o

Jobs Outstanding

ﬁ [::‘opeﬂy - ] [ :ﬁﬂfo“o - Search Q} 0 « | C

Property Contractor Description Contacted Date Completion Date

24 Westgarth Terrace, Darlington  Morgan Contracting no heat 05/02,/2025 10/02/2025

18 This will show you the expense record. All the information added to the record in
Property Management will show here and can be edited if required. The Expense
Category is a mandatory field and needs to be completed.

Click "Select expense category" and select from the list of options.

Attachments Payment

Job No. Date Contacted
384 05/02/2025
] J

Completion Date

Title
TB_GasHeating 10/02/2025

Property ¥ Contractor
24 Westgarth Terrace, Darlington bl Morgan Contracting

Record Type * Record
Landlord . Pamela Green (Primary)

Expense jory . PM Job Category Priority Level
Select exgense category v Gas Heating G Select priority level
——

Description
no heat

Notes
Enter notes

) Gl (




19

You do not need to check or complete anything in the the Attachments or Info
screens. To charge the Landlord for the work, click "Payment".

Edit Expense

Attachments

£7,653.68 | Float £102,783.78 | Deposit

Inveice

Invoice Date Invoice No. Contractor Invoice No.
10/02/2025 Enter invoice no. 23

Sub-Type VAT Type
Select transacfion sub-type % VAT Type
Total
£2795

Tenant
Ella Petch (Primary)

Exclude Commission

13



20 To create the Invoice or charge to the Landlord. Click here.

If the contractors charges have been added to the Property Management job then
the details will show in here. If no costs or Invoice has been added you an add all
the costings here.

Edit Expense

Details Attachments

| Property £7,653.68 | Float £102,783.78 | Deposit

L

5 g Invoice Date Invoice No.
Create |
e ; \—) ]: [ 10/02/2025 J [ Enter invoice no.

B = =

£ 2795 Select transaction sub-type VAT Type
Net VAT Total
£2795 £000 £2795

Tenant
[ Split Expense ] [ Ella Petch (Primary)

Commission
£1500

Exclude Commission

S

21 You will need to set the Transaction Sub Type from the list. Click "Select
transaction sub-type"

Edit Expense =
Details Attachments info Payment
‘ Property £7, 653.68 | Float £102,783.78 ‘ Deposit £0.00 |

Invoice

: Invoice Date | [ invoice No. Contractor Invoice No.
s C] { 10/02/2025 ] [CRM—sm ] { 23

{ G| ]
F,,m =g == %
{ )

Net VAT | -
£2795 ] { £000 ] { Tax Deductible
i Check &
Spl General Mainfenance ) &
VAT Inclusive
VAT Exclusive
Amount
Exclude Commission VAT Exempt | [ e ]
| andllnrd Evnensa Innices - &
I i

= - D D




22 Ifyou are splitting the expense with your tenant. Click "Split Expense"

Info

£7,653.68 | Float £102,783.78 | Deposit

O Invoice Date L4 Invoice No.
10/02/2025 CRM - 507

23 This will show a slider that can be used to set the payment split between the
Landlord and the Tenant. Click here.

Invoice Date - Invoice No.
10/02/2025 CRM - 507

b4 Sub-Type
General Maintenance

15



Uplift and Commission

24 If a commission payment is set in the Contractor record it will show here, as either
a cash or percentage value (as pre-set). The commission rate can be edited here or
if not enabled, can be enabled here. Click "Commission" toggle to enable or
disable.

Commission is a payment from the Contractor to the Agent. It is set in the
Contractor record and is paid automatically from the payment to the Contractor
into the Agent Ledger.

Details Attachments

Sub-Type - VAT Type
General Maintenance ¥ Exclusive

Total
£36.00

] [mb.e

Tenant
Ella Petch (Primary)

—

Commi Amount
& = £15.00

G Uplift To VAT Type
[ ot ] [ £000 J [ Inclusive

VAT Total Commission
£250 £15.00

=) =) D @D

‘ Exclude Commission £ 15,0(1




25

26

The other option in the 'Commission’ screen is the option to 'Uplift' a payment.
This adds an additional charge to the Landlord and will be a cash amount added
to the Landlords invoice and paid directly to the Agent Ledger.

Click the "Uplift To" field and type the total amount to be charged INCLUDING the
uplift charge. e.g. to uplift this charge by £20

17



27 Click the "Total Commission" field and type £53.54. This will then create a charge
of £20 shown in the 'Total Commission' field.

Edit Expense w
Detail Attach Inf Payment
[Involoﬂmmum ] [s.,b.fwe J [VATType ]
£2795 General Maintenance . Exclusive
[Net ] [m ] [Tml ] [mmm‘hb ]
£2795 E559 £3354 -
[ SRIEEEE ] [ E;EPI:ICI'! (Primary) 57 ]

C=D CmD (=) D

18



This will create a charge to the Landlord that will be taken
when you next 'Perform Payments' at the same time the
payment to the landlord will be created.

& Alert! If there are funds available on the property record, you will see an option to
"Pay Now?" this allows you to pay the contractor invoice straight away. This can be

ignored and carry on as usual or opt to pay (create the payment line in the Client
Account or BACS) your Contractor.

To Pay a Contractor Before the Perform Payments is
Completed

29 This effectively gives the ability to make a payment to the Contractor before you

have done the Perform Payments function. Click "Yes" or click the "Save and Pay
Now" option.

Pay Now?
There are enough funds availbble f°p8f fhis mvoice, would you
fike 1 ppy now?

A com)i

19



30

The screen will show the details of the Contractor and the Landlord plus property
details.

The screen will show the Property Balance, Float (if appropriate), Deposit (if
appropriate) plus any funds on the Tenant record.

Pay Expense #395828
Contractor -F- ¥ Property -1 V4
Morgan Contracting Pamela Green
16 Yew Tree Close, Hurworth, Darlington 24 Westgarth Terrace, Darlington
DL2 2HX zagg.dave@gmail.com
zagg dave@gmailcom 0712324567898
07854693995
Property £7,653.68 | Tenant £0.00
Float £102,783.78 | Deposit £0.00
-Expense Details
Job No. Expense Category T™ Job Category
384 Gas - Gas Hesting -
Description Notes
no heat Enter job notes
Qursranding Invoices Total £353.54 To Pay £0.00
O Date Invoice No. Type Net VAT Total Quts
O 10/02/2025 CRM -507 Landlord Expense Invoice E4462 E£B92  E£5354

G o) @D

20



Click this checkbox. To select the Invoice to be paid. It is possible to have multiple
31 - . .

invoices for the same job from the same contractor showing on one record. The

payment to the contractor can be split so partial payment can be made.

To partial payment, scroll along the payment line and edit the payment in the
appropriate field.

Pay Expense #395828 =

Job Ne. Expense Category TM Job Category
384 v Gas Heating -

Description Notes
no heat Enter job notes

Outsranding Invoices Total £53.54 To Pay £0.00

Date Invoice No. Type Net VAT Total Outs
0/02/2025 CRM - 507 Landlord Expense Invoice £44.62 £892 £53.54

1tol1of1 1€ < Pagelofl > »
Payment Infc
Payment Date Ll Cheque No.
10/02/2025 Enter cheque no.
Caneal ( Partfalia Pavmant \\ ( Cradit Pav ‘\ —

32 There are now options to pay the contractor. Use any (retained) deposit or use the
float. Select how to pay the Contractor if paying via BACS, select the BACS option,
otherwise if paying a bank transfer disable the BACS option.

1to1of1 Ik < Pagelofl >

Payment Date * Cheque No.
10/02/2025 Enter cheque no.

Payment Description
Enter payment description

BACS Li Bank Account
Addio =t c Morgan& Co Client Account

Charge Tenant Deposit ‘ | Charge Float

{ Allow Zero Expense I | Override Fee Check

G G @D

21



33  Click "Pay" and the payment will be created either in BACS or the Client Account.

1tol1of1 Ik < Pagelofl >

Payment Inft

Payment Date * Cheque No.
10/02/2025 Enter cheque no.

Payment Description
Enter payment description

) Bank Account
Add to BACS List «© [ Morgan& Co Client Account

| Charge Tenant Deposit ) ‘ | Charge Fioat

[ Allow Zero Expense l | Override Fee Check

=D G G (@)

Alert! Although you have processed the payment to the Contractor in CRM, it still
needs to be processed by a BACS file upload or the bank transfer made in your
'real world' bank.



