Property Management - Adding a @miibpe.-ty
Maintenance Job

This guide is essential for property managers looking to efficiently add maintenance
jobs within the iamproperty CRM system.

It provides a step-by-step process that simplifies the task, of adding Maintenance jobs

to CRM and allocating them to a contractor, ensuring that no crucial details are
overlooked.

By following the instructions, users can streamline their workflow and improve
communication regarding maintenance issues.

To Access Property Management

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

2  Click "View property management"
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3 This will take you to the Property Management Dashboard.

From here you can manage and view a range of information.
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Creating a Maintenance Task

@ There are a number of ways to create a maintenance task, you do not need to be
in the Property Management module to do this, the following slides will show how
to create a new maintenance job.

4 From the 'Bento Menu'
Click "Add new record"
Click "Maintenance job"
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Add New Record

Select record type

Lettings
Applicant .

Landlord

5  The alternate way to add a maintenance job.

From the 'MyDay' screen. Click "Add New Record"
Click "Maintenance job"
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Add New Record

Select record type
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Landlord

Tenancy

6  or from within the Property Management Dashboard.

All these options lead to the same screen.
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Creating the Job

Myday Leftings ~ Sales ~» Accounts ~ Reporting ~ Communicafions

®

Jobs Completed

Outstanding 0 0 17 3
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From the first screen shown select the task type that fits your issue the best. Some
7 . ’ : :
tiles have sub categories, these have a number in the top right corner (as

highlighted).
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Gas Healing

8 Once the task category has been selected you may see an information/warning
video if you have set one, then add the job information. Click the "Notes" field, this
should be a brief description of the task. Anything added here will be shown on
the Landlord Statement and can be visible to the Contractor and Tenant.

Click "Next Step".



Report Gas Heating

@ Problem 8 Photos O Details © Finish

Please include as much useful information as possible about the issue and
click next.

Back Step Next Step

Report Gas Heating

© Problem 0 Photos O Details @ Finish

all radiators are cold and the boiler is not working

Please include as much useful information as possible about the issue and
click next.

Back Step




9 Then click here to add any images (upto 6) to support the contractor in diagnosing
and repair of the issue.

Report Gas Heating

@ Problem O Details @ Finish

I.Jp. Ioro

Drop files here or click to upload

You can upload up to & Photos

10 Once the images are added Click "Next Step"

Report Gas Heating

© Problem @ Details @ Finish

Romove fie

You can upload up to é Photos




11 Click "Search for Properties" and select the property from the drop down menu

Report Gas Heating

© Problem 0 Photos O Details @ Finish
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Please enfer 2 or more characters
Next Step

12  Click the property address from the list

Report Gas Heating

@ Problem 0 Photos O Details @ Finish

Search for Properties
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Flat 14 umberland Street, DL3 7HB Darlington, County ‘
Durham,




13

If required click "Select Priority Level" this allows you to set a priority to the job.

A priority can be anything that helps you manage the tasks, in our example we
have High, Medium, Low, Water, Gas, Electric.
Click "Gas"

Report Gas Heating

@ Problem 0 Photos O Details @ Finish

Select Property Lt
Flat 14 Westpoint, Northumberland Street, DL3 7HB Darlington, County Durham, ¥

—

Priority
Select Rriority

Report Gas Heating

© Problem 0 Photos © Details © Finish

Select Property .
Flat 14 Westpoint, Northumberland Street, DL3 7HB Darlington, County Durham, ...¥
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Select Priority Level

‘ High

| Medium
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14 Then select the tenant who reported the task from the menu. All tenants in a
tenancy will show in the list.

Report Gas Heating

@ Problem 0 Photos O Details @ Finish

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

| |
= ]
| |
| |

Select ®
4]

Email Address
drey M; n zagg.dave@gmail.com
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Telephone Mobile
0789321654 0789321654

15  Click "Next Step"

Report Gas Heating

© Problem 0 Photos @ Details @ Finish
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Audrey Morgan zagg.dave@gmail.com

Telephone ] [ Mobile ]

0789321654 078931654
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16 Click the "Further Notes - eg parking restrictions etc.." field. to add any note, these
notes will show in the Contractor email

Report Gas Heating

© Problem 0 Photos O Details @ Finish

If necessary, we may contact our Contractors to resolve the issue. Please
confirm your preferences below

[ Allow property access without Tenant's presence D

Allow contractors to contact the Tenant o

N

ﬁr Notes - eg parking restrictions efc.
— -

[ Is there a vulnerable occupier at this property? ¥ ]

The last screen, complete the contact preferences and click "Finish Report" there
17 . : ; , .
will be an option to create another job select the appropriate option.

Report Gas Heating
@ Problem 0 Photos O Details @ Finish

If necessary, we may contact our Contractors to resclve the issue. Please
confirm your preferences below

[ Allow property access without Tenant's presence

[ Is there a vulnerable occupier at this property?

[ Allow contractors fo contact the Tenant
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18 The job will then show in the jobs list.

pprbperty Myday Lettings ~ Sales ~» Accounts v Reporting ~ Communications

Search for reports that people have created for you

2 My account

Create Job My Jobs Feedback Centre Invoices
Colour shows Priority
iiter by Priority Level
| Level set.
High | Medium | Low Water Gas Electric Court of Protection None
Created 476875 Priority: Gas Mrs Audrey Morgan
i 05/02/2025
, Il t I the boile 1
;n:mmﬂ] Elat 14 Westpoint, Northumberland Street, Darlington (Gas Heating) Notesall jadidorsiars;coldsndine boilerisina 6
working V] 02/202!
%% ASSIGN + CompleteJdob X Cancel Job gt
Created 476542 Priority: None Miss Ella Peich
Y aep g e v e Notes: no heat

To Assign the job to a Contractor

Created: 05/02/2025 N:17:58,

Tip! There are a couple of ways to allocate the task to a contractor, this is the most

straightforward.
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19 Onthe Task List, on the job you are assigning click "ASSIGN"

Search for reports that people have created for you

|

aJ

Create Job My Jobs Feedback Centre Invoices

H - =

Filter by Priority Level

High | Medium | Low Water Gas Electric Court of Protection ‘ None ‘
Created 476875 Priority: Gas Mrs Audrey Morgar
2 g H Created: 05/02/2C
Flat 14 Westpoint, Northumberland Street, Darlington (Gas Heating) Note_s I e e 16:20:36
working Updated: 05/02/2
5% ASSIGN + CompleteJdob X Cancel Job jo20:38
Updated by: Trainin
Priority: None
rented)| o163 i Miss Ella Petch
Created: 05/02/2C
Dmm:ﬁ 24 Westgarth Terrace, Darlington (Gas Heating) Haleshohe \ ,l,er;,epd 05, 0‘7 ‘7
Mm:22:20

2% ASSIGN + Complete Job X Cancel Job

Updated by: Ella Pe
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20 There are 3 options to assign a task to a contractor, Offer Task and Email, Assign
Task and Email, Assign Task and Dont Email.

Offer Task.. allows a job to be offered to multiple contractors and be allocated
once the Contractors have responded. It is the least used option.

Click "Assign Task & Email Contractor, will email the contractor with the
information on the job. This and the 'Dont email..." option will be the most used.

If we click 'Assign task and email contractors".

Assign To Contractors

Offer Task & Email Assign Task & Email Assign Task & Don't
Contractor Contractor Email Contractor

Offer task to Assign to Assign to
contractors and contractors and contractors and
send notification send notji don't send

email email notification email

Offer Duration
05/02/2025

Select Contractors *
Select Confractor

Note .

«J

[
s
|
|

Property Occupied ] [ Job Completion Date W
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Click this search field search for the contractor.

Assign To Contractors

Offer Task & Email
Contractor

Offer task to
contractors and
send notification
email

Assign Task & Email
Contractor

Assign to
contractors and
send notification
email

Assign Task & Don't
Email Contractor

Assign to
contractors and
don't send
nofification email

[ Filter Contractor by All Branches .

‘ Select Contractors m
—~
—

[ Note....

Property Cccupied Job Completion Date
Yes 05/02/2025

[ Authorised Budget

22 Click the name of the Contractor you are using. Any Contractor with 'Assoc.' next
to there name is a preferred contractor for that property. You may also see
'Warranty', this indicates the Property has a warranty on it.

Assign To Contractors

Offer Task & Email
Contractor

Offer task to
contractors and
send notification
email

Assign Task & Email
Contractor

Assign to
contractors and
send notification
email

Assign Task & Don't
Email Contractor

Assign to
contractors and
don't send
notification email

[ Filter Contractor by

All Branches ()

1 Select Confractors

Gary Cox ( Handyman)

el James

| Morga

ruction

Auf Wiedersehen, Pet Property Services

Rlenkiran

Best Plumbing & Heating

i
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23 Click the "Note....." field and add the detailed notes for the Contractor, only the
Contractor sees these notes and as such this field should be used for the full
detailed instructions to your contractor.

Assign To Contractors

Offer Task & Email Assign Task & Email Assign Task & Don't
Contractor Contractor Email Contractor

Offer task to Assign to Assign fo
contractors and confractors and contractors and
send notification send notification don't send

email email notification email

[ Filter Contractor by All Branches .

Select Confractors

Morgan Contracting X

VN
£

Property Cccupied Job Completion Date
Yes 05/02/2025

Cancel Assign

Assign To Contractors

Offer Task & Email Assign Task & Email Assign Task & Don't
Confractor Contractor Email Contractor

Offer task to Assign to Assign to
contractors and contractors and contractors and
send notification send notification don't send

email email notification email

P - |

Select Contractors

Morgan Confracting X

add the detailed instructions to the landlord in this field. This is visible fo the
contractor and your self

Yes 05/02/2025

Ceneetsen -

= m= |
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2 Click the "Select the Date" field to add a job completion date. This date drives the

Activity List notification to show overdue maintenance jobs.

Assign To Contractors

e aan Faang e
contractors and contractors and contractors and
send notification send notification don't send

email email notification email

[ s conscrt =0

Select Contractors o

Morgan Contracting X x

add the defailed instructions to the landlord in this field. This is visible to the

contractor and your self

Yes 2025
—’

Authorised Budget

|
= @
E

Cencelisen -

25 To add an authorised budget click here

Assign To Contractors

T aan masg Faangi e
contractors and contractors and contractors and
send notification send notification don't send

email email nofification email

R C—e]

Select Coniractors

Morgan Contracting X

add the detailed instructions to the landlord in this field. This is visible to the
contractor and your self

Property Occupied ] { Job Completion Date

Yes 08/02/2025
Authorised Budget
£0|

~

Concel Ausion -
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26 Click "Finish Assign" and your contractor will receive an email with the details for
the job.

Assign To Contractors

e e Faang o3
contractors and contractors and contractors and
send nofification send notification don't send

email email notification email

e 0|

Select Contractors -

x

add the detailed instructions to the landlord in this field. This is visible fo the
contractor and your self

Job Completion Date
08/02/2025

27 The Contractor email will look like this. The email includes your branding and all of
the detail that is added during the creation process, including pictures.

ovhomes.com

Has assigned you a job:
Gas Heating

Description: all radiators are cold and the boiler is not

working

« Notes:add the detailed instructions to the
landlord in this field. This is visible to the

contractor and your self

li=

View Report
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28 Once the job has been assigned, return to the task list and the updated

information will show on the screen.

Search for reports that people have created for you

Create Job My Jobs Feedback Centre Invoices
ity Level
Medium Low Water Gas Electric Court of Protection None
Live 476875 Priority: Gas Mrs Audrey Morgan
: s 21 Created: 05/02/2025
Flat 14 Westpoini, Northumberland Street, Darlingk:_n(Gas Hsaling} Noie.s. all radiators are cold and the boiler is not 16:20:36
working o = Updated: 05/02/2025
~ Complete Job X Cancel Job Comp]etgon Date =9 os/0 7.1513
Updated by: Training Davg
Created 476542 Pricrity: None
o heat
24 Westgarth Terrace, Darlington (Gas Heating) Notes:no'hea

2% ASSIGN + CompleteJob X Cancel Job

05/02/2025 N:A75
Updated: 05/02/2025 °
112220
Updated by: Ella Petch

Tip! If the task reaches the Completion Date (if set) the Contractor details and date

will show Orange, once past the date they will show Red.
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