Property Management - Generating a @'“I:bperty
Job Sheet Report in CRM

This guide provides a straightforward method for generating a Job Sheet report in the
CRM system, essential for effective property management.

It outlines easy-to-follow steps that streamline the reporting process, allowing users
to efficiently create and export job sheets in various formats.

By utilising this guide, property managers can enhance their workflow and maintain
organised records, ultimately improving their operational efficiency.

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

& Alert! To use this guide you will need to have access to 'Reporting' in iamproperty
CRM. If you cannot see the reporting options, please speak with your CRM
administrator.

2  Click "Reporting"

'ty My day Lettings ~  Accounts -~ Reporting ~ Communications ~~
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3  Click "Reports"

@pr{aperty Myday Lettings ~» Accounts ~ Reporting ~ Communications
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4 This will display all the reporting options that are enabled for your login.
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5  For this example we will use Lettings Reports. Click "Lettings"

@prlc}perty Myday Lettings -~ Accounts ~ Reporting ~» Communications - HH i ; Q -

General Accounts Lettings Batch Reports

6  Click here to see the list of reports or search.

Produce Report

Select Report Q

Property
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7 Start typing the name of the report or scroll the list. For example, Type "job" this
will filter for just the job sheet report.

8  Click"... Job Sheet"

Select Report i

b

Contractor



9  From the select task list. Click the job you want to create the Job Sheet for.

Produce Report *

[ Select Report

Hicks Hadley Job Sheet

Select Task ke
#4,57010 - Gas Heating - Live - 50 Park

|

#457010 - Gas Heating - Live - ;
Midlands, UK l

#456985 - Fence - Live - 6 Hun
Birmingham, UK

#456752 - Tree - Live - 6 Goldt
Hill, West Midlands, UK T

10  Click "Run Report"
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11  Job Sheet is created.

The job sheet can be exported to Word or PDF, or printed from here by selecting
the Export or Print icons
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Maintenance Job Sheet
19/12/2024

DJ Plumbing And Heating
7T Solmmagis
w
BE
Property: Property Manager:
Saiadiace Ve 01215
I m e@hic’ © 7 .com
\
I
Tenant:
lock
Job ID: 457010 Vulnerable Oceupier:  No
Job Raised: 12/18/2024 Access Authority: No
Completion Date: 12/19/2024 Authorised Budget: £ 0.00

Job Details:

No heating or hot water

No heating or hot water




