Creating Email and SMS Viewing @;Ebperty
Feedback Templates

This guide provides a step-by-step approach to creating effective email and SMS
viewing feedback templates . These templates allow an automated message to be
sent to a property viewer requesting feedback on their experience. This response is
then shown in the viewing record.

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

-
[
»
Jol

@pr@perty My day Leftings ~» Sales »» Accounts ~ Reporting ~» Communications ; My account

Nelcome back, Training

+ Add New Record View property management (& Visit help centre

varch all records

Time Name Status Name Priority Start date Due date
12.00 Test test H [3 Not Started test A High 27/Nov/2024 27/Nov/2024
16:00 Viewing - 7135 Pelaw Crescent, Chester le :
Street, County Durham, DH2 2HX H [ Not Started Call back A High 03/Jan/2025 03/Jan/2025
23 Not Started Make Tea # High 07/Jan/2025 07/Jan/2025
[ Not Started Clean Windows A High 28/Jan/2025 28/Jan/2025


http://crm.iamproperty.com
https://crm.iamproperty.com/MyDay

2  Click "My account"

iamproperty CRM movebutler iamsold

M Myday Lettings ~ Sales ~ Accounts »~» Reporting ~  Communications [ ]

Icome back, Training

- View property management (3 Visit help centre

cords
- A ---
Name Status Name Priority Start date Due date
Test test : [3 Not Started test A High 27/Nov/2024 27/Nov/2024
Viewing - 7135 Pelaw Crescent, Chester le . N
Street, County Durham, DH2 2HX § P Not Started Call back A High 03/Jan/2025 03/Jan/2025
H r:l Not Started Mala Tea 4 High 07/Jan/2025 07/Jan/2025

3  Click "Control centre"

iamproperty CRM movebutler iamsold

sroperty Myday Lettings »» Sales ~ Accounts »» Reporting ~ Communications » & A Q —

‘e Training Dave
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Account seftings
P
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Help centre

Log out




4  Click "Configuration"

5  Click "Viewing templates"
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6 There are 2 options for requesting feedback, email and SMS. This guide will show
how to create both options.

7  Click "Email"

Market Appraisal

B uDFs

© Checklists

Ei Lookups

G Reports

@ Matching Templates

[ : ] Viewing Templates

Email

SMsS

B Mos Templates

& SMTP

B sms

Gl Lefters

I —

General settings

Gdpr - contact preferences

{() T ] [ ek
- =
- =
{ —— ] [Q —

Applicant matching defaults

{ () Matching Area

Landlord portal

{ Restrict Landlord Portal




al

ymplates

nplates

To create a new Template click here.

iamproperty CRM movebutler iamsold

Myday Leffings ~ Sales » Accounts ~ Reporfing » Communications ~ i A Q —

a Control Centre > Configuration >

+  Viewing templates - email

* E'\'\:E“F’eedback_ ,] | Lettings DI Sales Default D‘ | Auto-Send @) [;"""mw 'J
+*
File Edit View Insert Format Tools Table
+ QOB I US|t v 1pm Vgez=z= z=gvEvavevile nedo
= Dear {App. Title} {App. Forename} {App. Sumame} 2

We hope you enjoyed viewing {Prop. Property Address} we would appreciate if you can give us some feedback on your impressions of the property.
|I Please click this link {Prop. Viewing Link} to leave us some quick feedback.

Kind Regards

Template Tags

iyt e 1okl P Contn s st | [ s T e W P P S Sl et s Mok s g vt | e ] B P

Click the "Template Name" field and name your template.

Add Email Template

- Branch
Eme mpdate Morgan & Co




10 Click "Save"

Add Email Template

Template Name - Branch
Email Tes{ Morgan & Co -

PN

(=) (&)

11 Click into the text screen and add your text. There are template tags that will
automatically add information to your message, allowing a personalised message
to be sent to your applicant.

Viewing templates - email

Templates Lettings Hours Delay *
[Email Test 'J ‘ Default Sales Default Auto-Send 5
File Edit View Insert Format Tools Table
ﬁ‘BIH'& sans-serif v 12pt v EE=EE EZ £ [EviZEv Ave L L Do ® O

Edit teplate here...

PN

Template Tags

.




12 For example click "App. Phone" to add the applicants phone number to the email,
or 'Prop Google Directions' to add the google directions to the property etc

N

»praisal
+  Viewing templates - email

dists = Templates Lettings Hours Delay *

Email Test '} { Default Sales Default Auto-Send 2
» +

File Edit View Insert Format Tools Table
s &= © 2 B I U &  sansserf v 12pt vVIEEZEEZE| EE EvEvAveYL | L DOoE O
| Edit template here... s
ing Templates +
1g Templates -
smplates +

Tomplate Tage

.
'
.

13 When complete your message will look like this.

e e —— -
Templates Lettings () e D e () Hours Delay *
Viewing Feedback. - Default Sk el 2

File Edit View Insert Format Tools Table

(_) (—> B I U & sans-serif v 12pt v O -

I
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Dear {App. Title} {App. Forename} {App Surname}

We hope you enjoyed viewing {Prop. Property Address} we would appreciate if you can give us some feedback on your impressions of the property

Please click this link {Prop. Viewing Link} to leave us some quick feedback

Kind Regards

Templete Tags




14 There are a number of options available once the template is created. A separate
template can be created for Sales and Lettings templates, templates can be set to
Auto Send after a set period. The next slides show where to click to set these
options.

15 Click "Lettings Default" to set this template as the default for lettings feedback

requests
iamproperty CRM movebutle
@pr:operty Myday Lettings »~ Sales ~ Accounis ~ Reporting ~  Communicafions ~ #H OB A Q 2 Mya
) a Control Centre > Configuration >
Market Appraisal
B uors +  Viewing templates - email
@ Checklists + Templates Lettingls Hours Delay .
ViewngFecdbock.  + | | Detadd Q|| sesverat @ || atosens G|
B Lookups +
File Edit View Insert Format Tools Table
@& Reports + S @ B I Y 5 | sansserf v 12pt v E EEE £ = SviEv Av2vT & g
Dear {App. Title} {App. Forename| . Surname
[ Matching Templates + {Aop HA HApD t

B Viewing Tomlates - We hope you enjoyed viewing {Prop. Property Address} we would appreciate if you can give us some feedback on your impressions of the property

Email | Please click this link {Prop. Viewing Link} to leave us some quick feedback

Kind Regards

sMs
B MOS Templates - -
Template Tags
= smTP [ Pron Viowng Link | Prop Googlo Droctions | Ao Compeny hamo | App. Phono | Asp work phona | Aon Mobia phona | Ap emai ] Ac Tio ] Avp Forsama ] #e



1 Click "Sales Default" to set this template as the default for Sales feedback

requests.
iamproperty CRM movebutler iamsold
bprbperty My day Leftings ~ Sales ~ Accounts ~ Reporting ~  Communications ~~ ﬂE ﬁ ‘ Q -
. = Control Centre > Configuration >
praisal
+  Viewing templates - email
lists + Templates Letfings Hours Delay .
Viewing Feedback. '] Defau?t () Sales Default ‘ ) Auto-Send ‘ 2
8 +
File Edit View Insert Format Tools Table
ts + G @ B I U 5 sansseif v 12pt vV EEEE EE EvEy AvEYL L U©B O
Dear {App. Title} {App. Forename} {App. Surname} 4
ng Templates +
o Famplatae - We hope you enjoyed viewing {Prop. Property Address} we would appreciate if you can give us some feedback on your impressions of the property
Please click this link {Prop. Viewing Link} to leave us some quick feedback.
Kind Regards
|mplaras + - -
Template Tags
[ P Vning ik ] Prop Govgl Dimcrors | Aop Conpory ema ] Ao Pons ] App Wok phora | Ao Mobis pone | App i ] App e ] App Forerama | App Suroma IR
mmmmmmmmmm [ ]

17  Click "Auto-Send" to enable the templates to be sent automatically.

iamproperty CRM movebutler iamsold

:rpperty Myday Lettings ~ Sales ~» Accounts ~ Reporting ~+ Communications = a A Q —

; a Control Centre > Configuration >
al

+  Viewing templates - email

+ Templates Letting Hours Delay *
e e || 5 ©[seoes ©][ o) O
+
File Edit View Insert Format Tools Table
+ S @ B I YU 5 sanssenf v 12pt v EEEE EZEEZ EviEy Ave- T # lo®s o
Dear {App. Title} {App. Forename} {App. Surname} =
ymplates +
o Pintet - ‘We hope you enjoyed viewing {Prop. Property Address} we would appreciate if you can give us some feedback on your impressions of the property.

|I Please click this link {Prop. Viewing Link} to leave us some quick feedback.

Kind Regards

tes +
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18 Click the "Hours Delay" field. This can be set for any time delay from 1 hour
upwards.

iamproperty CRM movebutler iamsold

sroperty Myday Lettings ~ Sales ~» Accounts ~ Reporting »~» Communications #H O A Q _

i a Control Centre > Configuration >
al

+  Viewing templates - email

+ Templates Lettings Hours Delay -
Viewing Feedback. ] Defau?' () Sales Default ‘ ) | | Auto-Send . .
+
File Edit View Insert Format Tools Table
* G B I Y 5 sanseserf v 12pt vV EEEE EE EvEYy AvLEYL L OB O
Dear {App. Title} {App. Forename} {App. Surname} &
ymplates +
tatat - We hope you enjoyed viewing {Prop. Property Address} we would appreciate if you can give us some feedback on your impressions of the property.
|I Please click this link {Prop. Viewing Link} to leave us some quick feedback.
Kind Regards
v
tes +

Template Tage

oo v ] o G e T e oo J s e L ot | s e e T s e ] s e T e [ seme

19 Click here to save.

iamproperty CRM movebutler iamsold

:rpperty Myday Lettings ~ Sales ~» Accounts ~ Reporting ~+ Communications = a A Q —

; a Control Centre > Configuration >
al

+  Viewing templates - email

+ Templates Letii Hours Delay * .o
Viewing Feedback. ] Dt!far:H5 O Sales Default O Auto-Send () 2 p— -
+
File Edit View Insert Format Tools Table
* 9 @ B I YU 5 sanssenif v 12pt viEEEE EE|EvEVAVvLVEL | S De®E O
-
T 4 Dear {App. Title} {App. Forename} {App. Surname}
aplates - ‘We hope you enjoyed viewing {Prop. Property Address} we would appreciate if you can give us some feedback on your impressions of the property.

|I Please click this link {Prop. Viewing Link} to leave us some quick feedback.

Kind Regards

tes +

Tomplato Tage
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Email

PN
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E MOS Templates
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B sms

Gl Lefters

w, My day

Click "SMS"

Viewing templates - email

Hours Delay -
2

EviEviaAvev L | &G

Letings o} ‘ Sales Default ()l { Auto-Send | @]

Templates
Viewing Feedback. X

File Edit View Insert Format Tools Table

(') 4 B I Y & | sansserf v 12pt ™

Dear {App. Title} {App. Forename} {App. Surname}

‘We hope you enjoyed viewing {Prop. Property Address} we would appreciate if you can give us some feedback on your impressions of the property

Please click this link {Prop. Viewing Link} to leave us some quick feedback.

Kind Regards

Templare Tags

Click here to add the new template.

iamproperty CRM movebutler iamsold

Sales ~» Accounts » Reporting ~+  Communications HH i "' Q —

a Control Centre > Configuration >

+  Viewing templates - sms

+ Templates LeHing Hours Delay .
gs =
Latings Viewing Feadbackr | | Detadh @) || stes Defauit Auto-Send 5 )
+ Add
Hi {App. Forename}, thank you for viewing {Prop. Property Address}. We would really appreciate your feedback. Please click this link {Prop. Viewing Link} Libilnd
+
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22 Click the "Template Name" field name the template.

Add SMS Template

Template - Branch
Enter te te na Morgan & Co =

~—"

23 Click "Save"

Add SMS Template

Template Name . Branch
viewing femplate| Morgan & Co -
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24 Click the "Edit template here..." field. Add the text and use the template tags to
personalise the message.

iamproperty CRM movebutle

@pr@peﬂy Myday Leftings ~ Sales ~ Accounts ~~ Reporting ~ Communications ~~ #H O A Q -

. a Control Centre  » Configuration >
Market Appraisal

. .
B uors +  Viewing templates - sms
© Checklists + Templates Lettiny Hours Dela *
gs = Y

Leftings Viewing Feedback™ Default () Sales Default Auto-Send 2
B Lockups +

Hi {App. Forename}, thank ygu for viewing {Prop. Property Address}. We would really appreciate your feedback. Please click this link {Prop. Viewing Link}
¢ Reports +
[0 Matching Templates +

B Viewing Templates —

Email

SMS

B MOS Templates +

Tomplate Tage

R o Goog Deciore | hep Canpamtame sop Vorkphos | s otepons ] oo e ] sop e | sep roerans | v
App. Max. Prico | App. il Address | App. Addrass | app. Town | App. Postcodo | ipp. Move in Deta | Land. Comed

Alert! Be aware SMS messages are limited to 160 characters, so be brief. Over 160
characters a second message will be sent etc.
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Click "Template Tags" to use the template tags.

e a—

Viewing templates - sms

Templates

Lettings )
Lettings Viewing Feedback'] { Default Auto-Send

Hours Delay -
2

Hi {App. Forename}, thank you for viewing {Prop. Property Address}. We would really appreciate your feedback. Please click this link {Prop. Viewing Link}

Sales Default }

<

Template Tage

CEED ) e e () (5100 ) (e s X

Click here to set as 'Lettings Default' message

lamproperty ﬂ movebutle
My day Lettings ~ Sales ~ Accounts v Reporting ~  Communications HH i ‘ Q -
a Control Centre > Configuration >
Viewing templates - sms
I:::"";:e \:ewing Feedback~ ] ﬂ?ﬂs () ‘ paeTbeta ] \ Auto-Send [ :"“"5 . ’ J

Hi {App. Forename}, thank you for viewing {Prop. Property Address}. We would really appreciate your feedback. Please click this link {Prop. Viewing Link}

Templare Tags
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Click "Sales Default" to set as the default sales message.

iamproperty CRM movebutler iamsold

My day Leftings ~ Sales ~~ Accounts ~ Reporting ~ Communications

a Control Centre > Configuration >

+  Viewing templates - sms

+ Templates Lettins Hours Delay .
gs =
Lettings Viewing Feedback™ Default D Salgs Default Auto-Send 2
+
Hi {App. Forename}, thank you for viewing {Prop. Property Address}. We would really appreciate your feedback. Please click this link {Prop. Viewing Link}
+
+
+
Tomplate Tags
.
'

Click "Auto-Send" to send the message automatically.

iamproperty CRM movebutler iamsold

My day Lettings ~ Sales ~ Accounis ~ Reporfing ~ Communications i i ‘ Q —

a Control Centre > Configuration >

+  Viewing templates - sms

+ Templates Lettin Hours Delay *
gs
Lettings Viewing Feedback™ Default O Saloa Ditmdt a7 2
+
Hi {App. Forename}, thank you for viewing {Prop. Property Address}. We would really appreciate your feedback. Please click this link {Prop. Viewing Link}
+
+
+
Templare Tags
2
'
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Click the "Hours Delay" field to set the time delay, from 1 hour upwards.

iamproperty CRM movebutler iamsold

Myday Lettings ~ Sales ~» Accounts ~ Reporting ~  Communications ~ Ei i & Q —

a Control Centre > Configuration >

+  Viewing templates - sms

+ Templates Lettins Héurs Delay .
s -
Lettings Viewing Feedback Default @ | | soles Defaurt Auto-Send 4
+
Hi {App. Forename}, thank you for viewing {Prop. Property Address}. We would really appreciate your feedback. Please click this link {Prop. Viewing Link}
+
-
+
Template Tags
.
'

Click here to save the template.

iamproperty CRM movebutler iamsold

My day Lettings ~ Sales ~ Accounis ~ Reporfing ~ Communications i i ‘ Q —

a Control Centre > Configuration >

+  Viewing templates - sms

+ Templates Lettings Hours Delay L
Lettings Viewing Feedback™ Default ( ) Sales Default Auto-Send 5
+ Save
Hi {App. Forename}, thank you for viewing {Prop. Property Address}. We would really appreciate your feedback. Please click this link {Prop. Viewing Link}
+
o T
+
Template Tags
.
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