How To... Refund Tenant Holding @Eiibperty
Payments in CRM

This guide provides a step-by-step process for refunding tenant holding payments in
CRM and how to transfer the balance to the Agent ledger.

By following the detailed instructions, users can easily navigate the system to process
refunds and associated fees, minimizing errors and saving time.

Whether you're new to the CRM or need a refresher, this guide is a valuable resource
for maintaining financial integrity in tenant accounts.

In this example we will refund £100 to a tenant and then £80
to the Agent ledger as withheld funds. We will make the
assumption that the holding fee has been brought into CRM
as 'Unallocated Funds' i.e. not applied to a rent (or other)
invoice'.

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

F property Myday Lettings ~ Sales ~» Accounts ~» Reporting ~ Communications i B A Q & My account
Accounts +H Invoices & | 04/02/2025 - 04/03/2025 ] +=
Morgan& Co Client Account = Rent Invoice View All
01-02-03 01234567
e £ 309 BO0LS:  Recdriclled 2304, 7295 £39,490.00 £71,045.00 £0.00 £28, 445.00
Unallocated Funds Unreconciled £5,387.48

Tenant Fee Invoice View All

[ L —— )—u—c)—c\ /
£152.00 £0.00 £0.00 £15200
o NFeb 22Feb 23Feb 24Feb 25Fed 26Fen 2UFeb 2WFsb IMar ZMar IMa  4Mar Deposit Invoice Rare

Morgan & Co Held Deposits @Z=
01-02-03 45685263 a £1,55769 £1,55769 £0.00 £0.00
Balance £11,490.15 Reconciled £, 490.15
Unallocated Funds Unreconciled £0.00 PR T L L
Balance Sheet c Expenses =} [ 01/12/2024 - 04/03/2025 +=
Assets £334,155.03 £ 334, 155.03 Tota) £8,50090

Wilton Branch Client Account £2,773.65 \
0 @® £1,738%0
Morgan& Co Client Account £31,M.23 g
Turvey & Co -£120.00
. . £ 6, 315.00
Morgan & Co Held Deposits £M, 49015
el : ; i it}


http://crm.iamproperty.com
https://crm.iamproperty.com/Dashboards/Accounts
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@
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Click here to access the Ledger screen.

Accounts +H
Morgan& Co Client Account 2=
01-02-03 01234567

Balance £309,560.43 Reconciled £ 304, 17295
Unallocated Funds £30,891.65 Unreconciled £5,387.48

Ty |

-

Invoices & | os/02/2025 - 04/03/2025

Rent Invoice

I I
£39, 490,00 £711,045.00 £0.00
Total Due Peic

Tenant Fee Invoice

£152.00 £0.00 £0.00
Total Due Paid
BFeb 1WFeb 20Feb Z1Feb 22Feb 23Feb 26Feb 25Feb 26Feb 27Fsb 28Fsb IMar ZMsr 3Mar  &Mar Deposit Invoice
Morgan & Co Held Deposits Z= !
01-02-03 45685263 = £1,557.69 £1,557.69 £0.00
Total Due Pe
Balance £11,490.15 Reconciled £11,4%0.15
Unallocated Funds £0.00 Unreconciled £0.00 Service Charae Invoice
Balance Sheet ¢ Expenses & | 01/12/2024 - 04/03/2025
Assets £334,155.03 £334,155.03 Lo o
Wilton Branch Client Account £2,773.65
) @ £1.73850
Morgan& Co Client Account £311,1M.23 Electric
Turvey & Co -£120.00
: . £6,315.00
Morgan & Co Held Deposits £1,490.15 Gas
Sub Lease Account £ 8, 900.00
& £141.00
- @ |
8 n n
Click "Select ledger type
iamproperty CRM movebutler
@ property Myday Lettings ~ Sales ~ Accounts ~ Reporting ~ Communicafions #H OE A Q -
N :
Ledgor Type Pacord Qutstanding Invoices Deposit
Selekt ledger tybe arch for Record - e =
| = | Fundsto Allocate £0.00 | < | Rent
‘ datch Search Q ] 0 v |(
Tenant Ledger

a
Agent Ledger I
Deposit Ledger
Property Ledger
Contractor Ledger

Tav | arlner




4  Click "Tenant Ledger"

iamproperty CRM movebutler
@ operty Myday Letfings ~ Sales » Accounts v Reporting ~ Communications i A Q 2 Myacc
{ — [ == ] | T | Outstanding Invoices £0.00 | T | Deposit
A E - = | Funds o Allocate = | Rent
Jatch | ] 0 v |d
‘ Tenant Ledger = ! K

Agent Ledger
Deposit Ledger
Property Ledger
Contractor Ledger

Tav | admar

5 Click "Search for Record" Search for the Tenant record and select from the list

here.

@ Myday Letfings ~ Sales

property

Accounfs ~

Ledger Type Record
Tenant Ledger for
il
BB80 -
Please enter 1 or more characters

Reporting

iamproperty CRM movebutler
Communications ~ a A Q S Myacc
< | outstanding Invoices £000 | T | Deposit
Funds to Allocate | = | Rent
Q] 0 -

O

No transactions to show




6  Click the 3 dot menu

@ property Myday Leftings ~~ Sales \» Accounfs ~~ Reporting ~ Communications 5 OE A Q 2 Myacc
Ledger Type Record
Tenant Ledger * Audrey Morgan - Flat 14 Westpoint, Northumberland Street”
= | Outstanding Invoices £40.00 | T | Deposit
T | Funds o Allocate = | Rent e1,
E E Group By Batch | Searc Q] v v ¢
O Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
: O 2515436 04/03/2025 15:05 Tenant Bank Receipt BACS Transfer Helding Payment from Tenant
o Edir
03/03/202515:03 Tenant Fee Invoice Administration Fee CRM - 523 Test charge
8 Allocate
O 25060159 03/03/2025 12:37 Rent Payment Residential Rent Mrs Audrey Morgan (06/03/20
25060158 03/03/2025 12:37 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (06/03/20
O 24853436 18/02/2025 00:01 Landlord Service Charge... Landlord Service Charge CRM - 515 Landscaping Fee
O 24627398 03/02/2025 12:08 Landlord Service Charge... Landlord Service Charge CRM - 487 Landscaping Fee
O 24626996 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/04/20
O 24626995 03/02/202512:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/03/20
- = S el Sioiio o fam tam inn
8 n Al
7 Click "Edit
- . . ~ . ~ - — — ~ e
Ledger Type Record
Tenant Ledger * Audrey Morgan - Flat 14 Westpoint, Northumberland Streefs
T | Outstanding Invoices £40.00 | T | Deposit
T | Funds o Allocate 0.00 | = | Rent £1,
E Group By Batch ik QJ L
O o Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
[ 25m5436 04/03/202515:05 Tenant Bank Receipt BACS Transfer Helding Payment from Tenant
Edit
03/03/2025 15:03 Tenant Fee Invoice Administration Fee CRM - 523 Test charge
Allocate
s 03/03/2025 12:37 Rent Payment Residential Rent Mrs Audrey Morgan (06/03/20
efun
Exclude : 03/03/2025 12:37 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (06/03/20
Del
i 18/02/2025 00:01 Landlord Service Charge... Landlord Service Charge CRM - 515 Landscaping Fee
receipt
" - = 03/02/2025 12:08 Landlord Service Charge... Landlord Service Charge CRM - 487 Landscaping Fee
Transaction Chain
O 24626996 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/04/20
O 24626995 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/03/20

O 24626994 03/02/202512:01 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (03/03/20



8 From the 'Edit Transaction' screen. Click the "Amount" field.

Edit Transaction #25115436

Flat 14 Westpoint, Northumberland Street, Darlington, County Durham, DL3 7HB, UK

Transaction Type
Tenant Bank Receipt

)

Enter bank reference

Invoice No
Enter invoice no

[ Excluded

[
[
-
[
[
[

Holding Payment from Tenant

Lediger Type Property

2575436 Tenant Ledger Flat 14 Westpoint, Northumberland Street, Darlington, County Durham, DL3 7HB, UK

Debit Credit Net

E0.00 £180.00 £180.00

9 Edit the amount to value you are returning to the Tenant. Click "Save"

Edit Transaction #25115436

[ Flat 14 Westpoint, Northumberland Street, Darlington, County Durham, DL3 7HB, UK

Transaction Type Sub Type
BACS Transfer

Tenant Bank Receipt

Date
04/03/2025 15:05

Amount
£10p.00

Enter invoice no

Enter cheque no

Bank Reference
Enter bank reference

)
[ Invoice No } Cheque No
)

{ Excluded

Description
Holding Payment from Tenant

o Ledger Type Property

25115436 Tenant Ledger Flat 14 Westpoint, Northumberland Street, Darlington, County Durham, DL3 7HB, UK

Debir

E000 £180.00 £180.00

=&




10 Click this checkbox.

Ledger Type Record
Tenant Ledger + Audrey Morgan - Flat 1& Westpoint, Northumberland Streetv
Qutstanding Invoices £40.00 Deposit
Funds to Allocate 2 670.0 = | Rent £1,
E ﬂ Group By Batch | Q] 0 =4
O Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
O 25ms436 04/03/202515:05 Tenant Bank Receipt BACS Transfer Helding Payment from Tenant
[0 25069998 03/03/2025 15:03 Tenant Fee Invoice Administration Fee CRM - 523 Test charge
O 25060159 03/03/202512:37 Rent Payment Residential Rent Mrs Audrey Morgan (06/03/20
O 25060158 03/03/2025 12:37 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (06/03/20
[0 24853436 18/02/2025 00:01 Landlord Service Charge... Landlord Service Charge CRM - 515 Landscaping Fee
O 24627398 03/02/2025 12:08 Landlord Service Charge... Landlord Service Charge  CRM - 487 Landscaping Fee
O 24626996 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/04/20
O 24626995 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/03/20
O 24626994 03/02/2025 12:01 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (03/03/20
s s @
11  Click here.
Ledger Type Record
Tenant Ledger + Audrey Morgan - Flat 14 Westpoint, Northumberland Streefv
Outstanding Invoices £40.00 | T | Deposit
= | Funds to Allocate = | Rent £y,
=[] [ = D o -/«
B D Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
O 25ms436 04/03/202515:05 Tenant Bank Receipt BACS Transfer Helding Payment from Tenant
O 25069998 03/03/2025 15:03 Tenant Fee Invoice Administration Fee CRM - 523 Test charge
i 25060159 03/03/2025 12:37 Rent Payment Residential Rent Mrs Audrey Morgan (06/03/20
g Edit
03/03/2025 12:37 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (06/03/20
X Exclude
24853436 18/02/2025 00:01 Landlord Service Charge... Landlord Service Charge CRM - 515 Landscaping Fee
24627398 03/02/2025 12:08 Landlord Service Charge... Landlord Service Charge CRM - 487 Landscaping Fee
O 24626996 03/02/202512:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/04/20
O 24626995 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/03/20
O 24626994 03/02/2025 12:01 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (03/03/20

s 0 CZD



12 Click "Refund"

Ledger Type Record
Tenant Ledger « Audrey Morgan - Flat 14 Westpoint, Northumberland Streer™

EI Outstanding Invoices £40.00 E Deposit

[ ] Funds to Atocate £67000 | T Rent £1,
% u ﬂ Group By Balch Search QJ 0 v

B D Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
O 25ms436 04/03/2025 15:05 Tenant Bank Receipt BACS Transfer Helding Payment from Tenant
D 25069998 03/03/2025 15:03 Tenant Fee Invoice Administration Fee CRM - 523 Test charge
03/03/2025 12:37 Rent Payment Residential Rent Mrs Audrey Morgan (06/03/20
03/03/202512:37 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (06/03/20
18/02/2025 00:01 Landlord Service Charge... Landlord Service Charge CRM - 515 Landscaping Fee
03/02/2025 12:08 Landlord Service Charge... Landlord Service Charge CRM - 487 Landscaping Fee
03/02/202512:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/04/20
24626995 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/03/20
24626994 03/02/2025 12:01 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (03/03/20

s s 0 CED

13  Click the "Amount" field and edit to the amount we are refunding.

Refund Rent

Tenant
Audrey Morgan

Bank Account ® Daie
Morgan& Co Client Account 04/03/2025

[
[
F":::' J &)
[

Description
Enter note

Cheque No. ] [mmm

Enter cheque no. Enter bank reference

C=) =D




14 Click the "Description" field. Type a clear description for the transaction e.g.
"Repayment of holding payment"

Refund Rent

b 04/03/2025

Amount
£100.00

Bank Reference
Enter bank reference

15 Click "Refund" this will create the refund transaction in the Client Account.

Refund Rent

Tenant
Audrey Morgan

Bank Account
Morgan& Co Client Account bl 04/03/2025

t
£200 £100.00

Description
Repayment of holding payment

1]
]
[mamne Amoun ]
)
)

[ Cheque No.

Enter cheque no.




16

{ Ledger Type [ Record

Tenant Ledger

Click this icon.

+ Audrey Morgan - Flat 14 Westpoint, Northumberland Streer

|;| Outstanding Invoices

£ 40.00 ‘T‘ Deposit

Funds to Allocate £ 670.00 £1,
E ﬁ | Group By Bafch Search Q ] 0 v
O i Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
O 2smss77 04/03/202515:09 Tenant Payment Residential Rent Repay of holding pay!
D 25115576 04/03/202515:09 Rent Refund Residential Rent Repayment of holding paymeni
O 2smsa3s 04/03/2025 15:05 Tenant Bank Receipt BACS Transfer Holding Payment from Tenant
O 25069998 03/03/2025 15:03 Tenant Fee Invoice Administration Fee CRM - 523 Test charge
O 25060159 03/03/2025 12:37 Rent Payment Residential Rent Mrs Audrey Morgan (06,/03/20
O 25060158 03/03/2025 12:37 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (06/03/20
O 24853436 18/02/2025 00:01 Landlord Service Charge... Landlord Service Charge CRM - 515 Landscaping Fee
O 24627398 03/02/2025 12:08 Landlord Service Charge... Landlord Service Charge CRM - 487 Landscaping Fee
O 24626996 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/04/20
s ¥ oD
17  Click here.
iamproperty CRM movebutler
@ property Myday Llefiings ~ Sales -~ Accounis ~» Reporfing ~+ Communications v #H OB A Q -
Accounts Invoices B | 04/02/2025 - 04/03/2025 ]
Morgan& Co Client Account Rent Invoice
il [ e ——————
Balance £309, 660.43 Reconciled £304, 17295 £39,490.00 £11, 045.00 £0.00 £28
Unallocated Funds £30,991.65 Unreconciled £5, 48748 Total Due Paid Over
Tenant Fee Inveice
e S|
£152.00 £0.00 £0.00 i
Total Due Paic I
Deposit Invoice
Metgan & Co Held. DeResits oo o vz vt v @a= ;
01-02-03 45685263 £1,557.69 £1, 557.69 £0.00
Total D Paid
Balance EM,49015 Reconciled £1,490.15 G
Unallocated Funds £0.00 Unreconciled £0.00 Service Charae Invoice
Balance Sheet c Expenses @ [ 011272020 - /o3 2025
Assefs £334, 335,03 £334,335.03 Tota) £8,
Wilton Branch Client Account £2,773.65 ‘
e rEgERa @ £1.738%0
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Click this checkbox.

iamproperty CRM movebutler
@ p :operty Myday Leftings ~+ Sales ~ Accounts ~» Reporting ~ Communications 5H OB A Q ‘ My acc
i | =] el . = | R led
Morgan& Co Client A... , o £309 66043 econcile £304, 17295
010003 M2zio6r | T | unaliocated £30,99165 | T | Unreconciled £5, 48748
DO0OBA = (o= Yo ¢
[J Date Description Bank Reference Credit Debit
[J 04/03/202515:09 Repayment of holding payment £0.00 £100.00 £3
[0 04/03/202515.05 Holding Payment from Tenant £100.00 £0.00 £3%
O 03/03/202512:40  Mr lettings Applicant101 (15/02/2025 ... £400.00 £0.00 £3
O 03/03/202512:39 Mr lettings Applicant101 (15/02/2025 ... £1,000.00 £0.00 £3
O 03/03/202512:37  Mrs Audrey Morgan (06/03/2025 - 05... £200.00 £0.00 £3
O 27/02/2025 11:58 Landlord Payment - 63 Woodland Roa... £0.00 £1.16.00 £3
O 13/02/20251430 Prepaid rent £1,000.00 £0.00 £3
O 1/02/202512:52 Landlord Payment - 749 Pelaw Crescen... £0.00 £120.00 £3
Click this icon.
Ledger Type Record
Tenant Ledger + Audrey Morgan - Flat 1& Westpoint, Northumberland Streefv
= | Outstanding Invoices £ 40.00 Deposit
T | Funds to Allocate £ 670 = | Rent £1,
E [©] ﬁ Group By Baich Q ] 0 *|(
O o Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
O 2518577 04/03/2025 15:09 Tenant Payment Residential Rent Repayment of holding paymeni
O 251557 04/03/202515:09 Rent Refund Residential Rent Repayment of holding paymeni
O 2515436 04/03/202515:05 Tenant Bank Receipt BACS Transfer Holding Payment from Tenant
O 25069998 03/03/2025 15:.03 Tenant Fee Invoice Administration Fee CRM - 523 Test charge
O 25060159 03/03/2025 12:37 Rent Payment Residential Rent Mrs Audrey Morgan (06,/03/20
O 25060158 03/03/2025 12:37 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (06/03/20
O 24853436 18/02/2025 00:01 Landlord Service Charge... Landlord Service Charge CRM - 515 Landscaping Fee
O 24627398 03/02/2025 12:08 Landlord Service Charge... Landlord Service Charge CRM - 487 Landscaping Fee
O 24626996 03/02/2025 12:01 Rent Payment Residential Rent Mrs Audrey Morgan (03/04/20

-2 ) | - Bank Accounts: Morgan& Co Client Account X

10



20 Click here.

iamproperty CRM movebutler iamsold
rerty Myday Lettings ~» Sales v  Accounts ~» Reporting ~ Communications i ‘ Q
unts +B Invoices & { 04/02/2025 - 04/03/2025
& Co Client Account @= Rent Invoice
s = T
£308, 660.43  Reconciled £304, 7295 £39,490.00 £11,045.00 £0.00 £28, 445.00
| Funds. £30,991.65 Unreconciled £5,487.48 Total Due Paid Due Overdue
Tenant Fee Invoice View All
|
£152.00 £0.00 £0.00 £15200
Tetal Due Paid Due Overdue
Deposit Invoice View All
&mmpﬂmwmzmw-h;r @a=
15685263 £1,557.69 £1,557.69 £0.00 £0.00
Total Due Paid Due Overdue
£1,490.15 Reconciled £11,490.15
| Funds £0.00 Unreconciled £0.00 Service Charae Involce View All
ce Sheet & [ 01/12/2024 - 04/03/2025 ] +=
£8, 50050

£334,335.03

nch Client Account

£2,773.65

Al

@ £1.73850

21 Click "Select tenant" and type your tenant name, select from the drop down list.

Add Invoice

Doposit Balance
Unallocated Funde

£0.00
£0.00

Pay with deposit
Pay with unallocated

[

S,
Tenant
Select tenignt
p——

v

. } [TramaclionType

-
Select transaction type w: ] [

Sub Type
Select sub-type

|

Invoice Date
04/03/2025

Invoice No.
CRM - 526

VAT Type

] [ et .o

[

Amount
£

)

Vat
£000

Total
£000

Description
Enter description

Invoices

O

No Invoices

11



22

Click "Select transaction type"

Add Invoice

£0.00

£670.00 | | poy i

Tenant . ]

1 Audrey Morgan - Flat 14 Westpoint, Nov

Sub Type

i ype -
lect T tion type = Select sub-type

Invoice Date
04/03/2025

|

Invoice No.
CRM - 526

] [ T yoe J [ et s

Net
£000

il

Vat
£0.00

Total
£0.00

) )

£

Description
Enter description

[
[
[ Amount
[

Invoices

O

No Invoices

23 Click "Tenant Fee Invoice" (in this case) or the appropriate option.

Add Invoice

Deposit Balance
Unallocated Funds

£0.00
£ 670.00

Pay with deposit
Pay with unallocated

M,,,Weﬂ
(= I

Description
Enter description

[ Tenant -

Invoice N

CRM -5

Invoice Date
04/03/2025

Net
£000

Invoices

I

Transaction Type
Select transaction type

Sub Type
Select sub-type

il

Rent Invaice
Tenant Fee Invoice

Deposit Invoice

=

Total

Service Charge Invoice

Landlord Service Charge Invoice

O

( Cancel \ ( Another \ -



24  Click "Administration Fee"

Add Invoice

Deposit Balance £0.00
Unallocated Funds £ 670.00

Pay with deposit
Pay with unallocated

Tenant 4 Transaction Type
+ Audrey Morgan - Flat 14 Westpoint, Na» Tenant Fee Invoice

= Sub Type
- Administratign Fee

~ Z

== s )

CRM - 526

o W’_PE J { Exclude Man. Fee
Inclusive

= (e I

Vat Total
£000 £0.00

Description
Enfer description

|
S
|
|

Invoices

0

25 If you want to "Exclude the Mangement fee" Click here

Add Invoice

Deposit Balance £0.00
Unallocated Funds £ 670.00

Pay with deposit
Pay with unallocated

Tenant = Transaction Type
+ Audrey Morgan - Flat 14 Westpoini, Na» Tenant Fee Invoice

L Sub Type
i Administration Fee

Invoice Date: . Invoice No.
04/03/2025 CRM - 526

VAT Type
Inclusive

Vat
£000

Description
Enter description

|
{
== =S ]
{

Invoices

O

13



26  Click the "Amount" field. Add the amount of the fee/charge

27 Click the "Description" field. Type a clear accurate description e.g. "Retained

Holding Payment for A Morgan

AJd 1nvouice

.
X

Add Invoice

Deposit Balance £000 Pay with deposit

Unallocated Funds £ 67000 Py with ndliocared [ @

Tenant - Transaction Type ] Sub Type .

+ Audrey Morgan - Flat 14 Westpoint, Now Tenant Fee Invoice - Administration Fee -

Inveice Date - Inveice No. VAT Type

Exclude Man. Fee
[ 04/03/2025 ] { CRM - 526 ] [ Inclusive ] [ — s ]
int * Net Vat Total
| £0.00 £0.00 £000

~ v

Description -

Enter description ] b A5

Invoices Total £000

No Invoices

(o) () G

Deposit Belance
Unallocated Funde

£670.00

Pay with deposit
Pay with unallocated

Tenant = } [Tmnsm:iionType - ] [SuhType

+ Audrey Morgan - Flat 14 Westpoint, Nov

Tenant Fee Invoice 2

Administration Fee

04/03/2025 CRM - 526

Inclusive

e

[
e
[

Amount -]{m

£70.00 £5833

Vat Total
£1.67 £70.00

[‘Emer dﬁﬁpﬁon

~ i

—

Invoices

O

No Invoices

= =) 2D

14



28 Click here. This will create the invoice.

Add Invoice

Deposit Balence
Unallocated Funds

£0.00 Pay with deposit
£é&mo00 Pay with unellocated

*

Tenant
+ Audrey Morgan - Flat 14 Westpoint, Nov

/|

Transaction Type
" Administration Fee

| | subType
Tenant Fee Invoice

Invoice No.

J [ okt ro

VAT Type
Inclusive

04/03/2025

* Net
£5833

|
N | B
|

Vat
£1.67

Retained Holding Payment for A Morgan|

Invoices

29 Click here.

£0.00 Pay with deposit
£ 670.00 Pay with unallocated

Select transaction type

L Transaction Type . Sub Type
- Select sub-type

-]

* Invoice No.
CRM - 526

Vat Total
£0.00 £0.00

Total Description Exclude

VAT Type
x

Date Invoice No. Type

Tenant Fee L. Inclusive

04/03/2025 CRM - 526 EN67 £7000 Retained H...
1ro10f1 1< < Pagelofl > 21

(=) (=) =B

15



30

Click "Select transaction type"

Add Invoice

Deposit Balance
Unallocated Funds

Pay with depoeit
Pay with unallocated

Tenant
+ Audrey Morgan - Flat 14 Westpoint, Nov

Sub Type

Ispction type Select sub-type

Invoice Date
04/03/2025

|

Invaice N |
CRM -5

] e e

Amount
£000

][m

Rent Invoice

Total
£000

Tenant Fee Invoice

Description
Enter description

Invoices

31

Click "Tenant Fee Invoice"

Add Invoice

Deposit Invoice

Service Charge Invoice

Landlord Service Charge Invoice

O

No Invoices

Deposit Balance
Unallocated Funde

£0.00
£670.00

Pay with deposit
Pay with unallocated

Tenant
+ Audrey Morgan - Flat 14 Westpoint, Nov

Invoice Date

[
=
[
[

Amount
£000

i Net
£000

Description
Enter description

Invoices

I

=

Transaction Type
Select transaction type

- Sub Type
Select sub-type

] ot e

Total
£000

Total

Deposit Invoice

Service Charge Invoice

Landlord Service Charge Invoice

O

No Invoices

(" cmenr ) ( sooner ) (D




32 Click the "Amount" field.

Add Invoice

Deposit Balance
Unallocated Funde

£0.00
£ 670.00

Tenant L Transaction Type

+ Audrey Morgan - Flat 14 Westpoint, Now Tenant Fee Invoice
Invoice Date * Invoice No.
04/03/2025

CRM - 526

. Net
Gebo ] [20.00

Descﬂp!m
Enter description

Invoices

17



34 Click the "Description" field.

AdQ Invoice

Dopaosit Balance
Unallccated Funds

04/03/2025

Amount
£70.00

E ¥

Invoices

35 Type "Withheld Holding Fee"

18



36 Click here.

. P
Add Invoice
Deposit Balance £0.00 Pay with deposit P
Unallocated Funde £ 670.00 Pay with unallocated ()
Tenant * Transaction Type * Sub Type *
+ Audrey Morgan - Flat 14 Westpoint, Nov Tenant Fee Invoice - Administration Fee -
Invoice Date L4 Invoice No. VAT Type
Exclude Man. Fee

04/03/2025 ] [CRM - 52 ] [lnduswe J [ o = ]

[
[
B il | [ % =
l

Description 3 x
Withheld Helding Fee]

£0.00

0

37 Click here.

Add Invoice

Doposit Balance £0.00 Pay with deposit
Unallocated Funde £ 670.00

Pay with unall

Tenant * Transaction Type * Sub Type
+ Audrey Morgan - Flat 14 Westpoint, No¥ Select transaction type . Select sub-type

|

{m,;%; : ] Invaice No. ] [VArTvpe
|
|

Exclude Man. Fee
CRM - 526 J {

L Net Vat
£0.00 £000

Description
Enter description

Invoices £70.00

Inv Date Invoice No. Type VAT Type Total Description Exclude
—_
. 04/03/2025 CRM - 526 Tenant Fee |. Inclusive E70.00 Withheld H... x

I< < Pegelofl >
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38 Click "OK"

Deposit Balance £0.00 Pay with deposit
Unallocated Funds £ 670.00

Pay with unallocated

Select transaction type - Select sub-type

j ] [mmm Tee = J [Subn«pe

* Invoice No. VAT Type Exclude Man. Fee
CRM - 526 i

L] Net Vat Total
£0.00 £0.00 £000

Enter description

Invoices Total £70.00

Date Invoice No. Type VAT Type VAT Total Description Exclude

04/03/2025 CRM - 526 Tenant Fee I Inclusive EMNéT ET000 Withheld H... x

Twelofl < < Pags 1of1 > >

=D G (&

39 Click "No"

f?

Would you like to produce a tenant invoice?

20



40 Click here.

@ |:;|‘_§>pe|'ty Myday Leftings -~ Sales ~» Accounts ~ Reporting ~» Communications 5 OE A Q ‘Kr
{ Ledger Type [ Record
Tenant Ledger * Audrey Morgan - Flat 14 Westpoint, Northumberland Streef™

= | Outstanding Invoices £4000 T | Deposit
i| Funds to Allocate £ | _\ Rent £1,

E E Group By Barch_ O,] 0 v |C
O Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
O 2smses0 04/03/202515:14 Tenant Fee Payment Administration Fee CRM - 526 Withheld Holding Fee
O 2smse59 04/03/202515:14 Tenant Fee Invoice Administration Fee CRM - 526 Withheld Holding Fee
O 2515577 04/03/202515:09 Tenant Payment Residential Rent Repayment of holding paymeni
O 2smss7% 04/03/202515:09 Rent Refund Residential Rent Repayment of holding paymeni
O 2515436 04/03/202515:05 Tenant Bank Receipt BACS Transfer Holding Payment from Tenant
O 25069998 03/03/2025 15:03 Tenant Fee Invoice Administration Fee CRM - 523 Test charge
O 25060159 03/03/2025 12:37 Rent Payment Residential Rent Mrs Audrey Morgan (06/03/20
O 25060158 03/03/2025 12:37 Tenant Bank Receipt BACS Transfer Mrs Audrey Morgan (06/03/20
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