Using Email and Mail Merge in CRM @ID,';@,pe,.ty
This guide offers a step-by-step approach to effectively using email and mail merge

features in the Communications module of CRM.

By following the instructions, users can enhance their operational efficiency,
customise messages, and track email interactions seamlessly.

Whether you're looking to improve client engagement or save time on

correspondence, this guide provides the tools needed for effective communication
within the CRM platform.

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

WPM Myday Leftings ~ Sales ~ Accounts ~ Reporling »~+ Communications

|
"
"
o

Nelcome back, Training

_ View property management () Visit help centre

varch all records

Time Name Status Name Priority Start date Due date

1200 Test fest : [ Not Started test A High 27/Nov/2024 27/Nov/2024
[ Not Starfed Call Landlord = Medium 12/Dec/2024 12/Dec/2024
[ Not Started Call back A High 03/Jan/2025 03/Jan/2025

] Not Started Make Tea A High 07/Jan/2025 07/Jan/2025


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

2  Click "Communications"

iamproperty CRM movebutler iamsold

sroperty Myday Leitings v Sales » Accounts ~ Reporting ~  Communications ~ | _ﬁ Q —

lcome back, Training

_ ) View property management (23 Visit help centre

cords

Name Status Name Priority Start date Due date
Test test : [J Not Started test A High 27/Nov/2024 27/Nov/2024
: —_—
H [ Not Started Call Landlord = Medium 12/Dec/2024 12/Dec/2024
: ate L1 olivin
1 Not Started Call hark 4 High 03/Jan/2025 03/Jan/2025

3 There are 3 options for sending messages, Email, SMS and Mail (Letter) merge.
This guide will look at each one separately. However the process is similar for
each.

Email Merge




4

Click "Email Merge"

iamproperty CRM movebutle

. ¢ QEE

@pr@peﬂy My day Lettings ~ Sales ~ Accounts ~ Reporting ~ Communications

Communications

Email Merge E-Sign Marketing toolkit

Email Tracker Mail Merge SMS Merge
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Click "Select record type"

iamproperty CRM movebutler

¢ o QEEE

@pr@pcrty My day Lettings ~ Sales ~ Accounts »» Reporting ~  Communicafions

File Edit View Insert Format Tools Table

B < 9 & B I Y 5 sansserf v 12pt v

Record Tyge *
Select recard type

n
11|
il
1]
il
il

1= v s e

Templates
Select email template -

| |
| |
=
| |
|
|

0 Recipients Selected

Subject *
Enter email subject

Include Email Signature

Track Emails

%

Drag and drop files here or click to
upload media H

Template Tags
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Select the contact type from the drop down list.

@

Lettings ~

|

Record Type
Select record type

Select rpebithiy pe
Landldrd

Tenant

Contractor
Vendor

I attinAe Annlicant

Track Emails

7

B3

Drag and drop files here or click to

upload media

Click "Select email template"

My day

Lettings

Record Type
Landlord

Templates @
Select email template -

Recipients
0 Recipients Selected

|
|
|
[

Subject
Enter email subject

Include Email Signature

Track Emails

B3

Drag and drop files here or click to
upload media

Communications

B« 6 | B I

Communications

<< 6 B I
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iamproperty CRM movebutler
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8 If there are no email templates created, one can be created easily by typing your
message in the message field and adding the template tags to add
personalisation to your email message.

File Edit View Insert Format Tools Table

[RecordType
Bl © & @ B I Y 5 sans-serif v 12pt v

Landlord i

*
L

Select email template

Select email femplate

[ Templates

‘ Demo Template
DM- christmas opening hours

Include Email Signature

Track Emails

R

@ Template Tage

Drag and drop files here or click to H _
z H Comj Nama Salutation Phona Mobile phona Email s Forenama
i s pany Ay | Sonarion ] Phons ] workp phons ] Emai | Tite ] Fornams ]
| ) CE g

9 Templates can be very simple text, or using the supplied (or your own HTML)
templates more complex. Users can also create their own templates and import
them to CRM.

rty Myday Lettings v Sales »~» Accounts v~ Reporting »~» Communications H OB _f Q { ‘ My account ;
-] File Edit View Insert Format Tools Table
v
BEd © & & B I Y & sansserf v 12pt v EEEE EE EviEY
_ a
ring hours . =
-
cted = ]
.
ot ]
l MORGAN ESTATES
‘ Your Local Branch of iamproperty CRM
v
1 >
%
Template Tags
e | g g—T— [ (T T O 0 D S I O -
| Bronch Addross 2 ] Branch Town | Beanch Couny ] Branch Posicoda ] eranch Logo URL ] userTiis ] Usor Forenamo ] user Sumome  ser Phor |




10 Templates can be updated, if this is done remember to save the update click the
3-line menu and then click "Update Template"

iamproperty CRM movebutler

£ Qq 2 Myscc

@prbperty My day Lettings ~ Sales ~ Accounts ~ Reporting ~ Communications

Record Type * File Edit View Insert Format Tools Table
Landlord -

B < % ¢ B I Y 5 adal v 12px v = = = iZEviS v
Templates = Christmas Opening Hours

Please click below for our opening hours during the Christmas
Period

Recipients
0 Recipients Selected

J__J__J__J

Subject -
Enter email subject

[ DM- christmas opening hours -

Include Email Signature

Track Emails {Company Name} , {Branch Address 1}, {Branch Town} , {Branch Poslco

Year {Company Name}

B3

Drag and drop files here or click to i _ 5
; : Conpary o bobdaphono ] v ] T ] o o ickom 1
i e ; T O [ sraon ] oro ] ik ) ) € 0 O T €

Template Tags

iamproperty CRM movebutler

@prbperty Myday Leilings ~ Sales ~+ Accounis ~  Reporiing ~  Communi = ,e Q, 2 Myacc
Record Type * File Edit View Insert Format Tools Table
Landlord b
B < % ¢ B I Y 5 adal v 12px v = = = iz v v

Templates Christmas Opening Hours

DM- christmas opening hours

Please click below for our opening hours during the Christmas

Recipients B Save NewTétmplate Period

0 Recipients
B Update Template

Template
Enter email subject

Include Email Signature ’

Track Emails l o . {Company Name} , {Branch Address 1}, {Branch Town} , {Branch Poslcode}

B3

Drag and drop files here or click to
upload media

Template Tags

T O €T G O 5 ) € ) 6 G €
G=




11 Select the recipients for the message, the type of contact has been selected
previously, now you are selecting the actual contacts that are receiving the
message.

iamproperty CRM movebutler

@propcrty Myday Leffings v Sales »~ Accounts » Reporting ~  Communications HH | f Q -

Record Type * File Edit View Insert Format Tools Table
Landlord -
B < % ¢ B I Y 5 al v~ 12px vEE EE = E O vizov
Templates - f i : Christmas Opening Hours
DM- christmas opening hours > = 1} H i
H Please click below for our opening hours during the Christmas
- ' i Period )

N

Subject
Enter email subject

Include Email Signature

[
[
. (|
[
|

*
 JL___J _J

Track Emails {Company Name} , {Branci wn} , {Branch Posicode}
e
ar {Company Name}
| e
@ Template Tags
e I e 1§
upload media i e e e — —— ——————— —— smt—

This will show a list of all the contacts in the record type previously selected. These
12 , o
can be further filtered to only send a message to specific contacts.

Filters:
--unfiliered-- P Selected recipients: 0

Search:
Type anywhere to search

Q

Email Date Added

DGL david.morgan@avtuk... 23/03/2023

‘zagg.davemgmail.com 27/03/2023

zagg.daveagmail.com 27/03/2023
zagg.davewgmail.com 27/03/2023
dmavtuk.com 27/03/2023

2agg dave?9=gmail com 27/03/2023




13 Click here to set the filter. Filters can be saved for use again, if this is the case
select from the list otherwise select the filter options from the list.

Filters:
--unfiltered--

Search:
Type anywhere fo search

DGL.david.morgan@viuk...

zagg.daveagmail.com

zagg.daveagmail.com

2agg.daveagmail.com

dm@avtuk.com

zagg.dave?9agmail.com

Selected recipients: 0

Deate Added

23/03/2023

27/03/2023

27/03/2023

27/03/2023

27/03/2023

27/03/2023

14 The options for Let Only, Managed Properties, No. of Properties and a few others
allow an option to be set that only shows contacts i.e Landlords that have a certain
number of properties. In this option we have a filter set (but not enabled) that will
show landlords with between 1 and 100 properties

Specify Filter

Only Comparator
mrﬁn Greater Than

~—"

C
Pmp;rﬁes Greater Than

e Click here to enable
= the filter

Negotiator
Select option




Click the "Filter Name" field give the filter a name and click the 'Save' icon or 'Save
and Apply' Click Apply to use the filter and not save it.
Click here.

15

Rent Collect Comparator
Properties Greater Than

Send Statement Send Statement via
via Email

Source
Select option

Filter Name
Enter filterpame

Rent Collect Comparator
Properties Greater Than

Send Statement via
Email

Source
Select option

Status
Archived

Filter Name
Enter filier name

16 Click "--unfiltered--"
Click the name of the filter you want to use.



P
[ 1—“{‘“”[9)- - Selected recipients: 0
S

Search:
Type anywhere to search

Q

Email Date Added
DGL.david.morgan@viuk... 23/03/2023
1agg.daveagmail.com 27/03/2023
zaggdave@gmeil.com 27/03/2023
zagg.daveagmail.com 27/03/2023
dmaviuk.com 27/03/2023

2agg.daved9= gmail.com 27/03/2023

Selected recipients: 0

--unfiltered--

Email Dete Added

DGL david.morganaviuk... 23/03/2023

zagg.dave=gmail.com 27/03/2023

zagg.daveagmail.com 27/03/2023

zagg.daveagmail.com 27/03/2023

dmaviuk.com 27/03/2023

2agg dave99s gmail.com 27/03/2023




17  Click this checkbox to select all the recipients

X

Filters: x = . N
Training Dave Filter - = Selected recipients: 0

& |

Type anywhere to search

Q

Surna...

Landlord22

Morgan

Morgan crm.trainin... 16/04/20... v 16 the stre... DH 2HX
morgan fredamor... 22/04/20... ~

Morgan zagg.dave... 04/06/20... v

Ross zagg.dave... 12/06/20... v

18  Click "Add Selected Recipients"

Filters: . )
[ Training Dave Filter Selected recipients: 11

Search:
Type anywhere to search

16/04/20...

04/06/20...

Morgan

Morgan

mergan 22/04/20...
Morgan

Ross

12/06/20.. v

(o) (o)

1



19

Click the "Subject" field add the email subject.

Include Email Signature

Track Emails

@prbperty Myday Leftings ~ Sales ~ Accounts v Reperting ~ Communicafions HH | _P Qo
Record Type - File Edit View Insert Format Tools Table
Landlord A
Ho 9 B I US aa v 12px v = == = = v
Templates s Christmas Opening Hours
DM- christmas opening hours A =
Please click below for our opening hours during the Christmas
Period

Recipients ? »
11 Recipients Selected L

Read more
Subject .
Enter email subject

53

Drag and drop files here or click fo
upload media

Template Tage

[ Conpary hano | goomom s  ebrenn ] oo ] ok phons | Notusprora ] nas | e | orrans ] suran | oo 1

? B Ao B ot

20

Click "Include Email Signature" if you want your email signature included.

DM- christmas opening hours

Record Type . File Edit View Insert Format Tools Table
Landlord -

H o6& & B I U S adl v 12px v = == = viE v
Templates Christmas Opening Hours

Please click below for our opening hours during the Christmas

Recipients
11 Recipients Selected

Period.

Subject
Enter email subject

[
|
|
|

Include Emall Signature

Track Emails

{Company Name} , {Branch Address 1}, {Branch Town} , {Branch Postcode}

| S ] B, "R [ S B SN DR R

B3

Drag and drop files here or click fo
upload media

H Template Tags

B \re ] foenomiins ] Stmion ] e ] rkpone ] Hobio e Ft e 1 4
Branch Phone1 | Branch Phone 2 | Branch Email Branch ProperyNo | Branch Address 1

; S Rooe o T O e e

Drafts
Select draft to continue editing

T ) T R T

12



21  Click "Track Emails" to track emails for being sent and opened.

File Edit View Insert Format Tools Table

Bd < 6 | B I ¥ & adl v 12px v | =
cinsunas Upelllrlg nours

Record Type -
Landlord N

ihl
1[1
Iii
Iiil
’
<
1
<

Templates

[ DM- christmas opening hours » ==

Please click below for our opening hours during the Christmas
Period.

11 Recipients Selected

Subject -
Enter email subject

Include Email Signature ()

{Company Name} , {Branch Address 1}, {Branch Town} , {Branch Posicode}
Track Emails

Tenms & Conditions

)
]
e o ]
)
|
|

ar {Company Name}

Templete Tage

e | ok phone | o pone Fuhicon 1
s ) B ooy ] o A
? B ) CE CET
T

Drafts ] a]

Select draft to continue edifing

T
- SendEmail

22  Click here to attach any additional documents

Record Type . File Edit View Insert Format Tools Table

Landlord =

B 6 @ B I YU 5 4l v 12px v
CNNSUNas UPEnng nours

m
il
il
i
i
Il
i

v o= v

Templates
DM- christmas opening hours -

| )
| |
[ Recipients SR ]
E )
|
l

Please click below for our opening hours during the Christmas
Period.

1 Recipients Selected

Enter email subject

Include Email Signature

{Company Name} , {Branch Address 1}, {Branch Town} , {Branch Posicode}

68

Track Emails

@ i Template Tags

e s Lol [ Conpanyans ] tsamor e ], ekmson ] hora | ok hons ] Mobdapore ] ] e | o | Surane | utacoes 1 4
;

S et Cre— CEEET e R D

[.,,m = ] CE O D ) D O

Select draft to continue editing

R
é@. E



23 Click "Select draft to continue editing" to select any drafts you may have created
and not finished.

File Edit View Insert Format Tools Table

Bd < 6 | B I ¥ & adl v 12px v | =
cinsunas Upelllrlg nours

Record Type -
Landlord N

ihl
1[1
Iii
Iiil
’
<
1
<

Templates

[ DM- christmas opening hours v

Please click below for our opening hours during the Christmas
Period.

11 Recipients Selected

Subject -
Enter email subject

{Company Name} , {Branch Address 1}, {Branch Town} , {Branch Posicode}

Include Email Signature ()

Track Emails

)
]
e o ]
)
|
|

Tenms & Conditions

ar {Company Name}

@ Template Tage

e | = ok phoe ] Mo shora ] i ] e ] Forrane ] Surns ] e 1
e ) B ooy ] o A

? B ) CE CET

= = ] T

Select draft to continug editing

24 Click "Send Email"

Record Type . File Edit View Insert Format Tools Table

Landlord =

B 6 @ B I YU 5 4l v 12px v
CNNSUNas UPEnng nours

m
il
il
i
i
Il
i

v o= v

Templates
DM- christmas opening hours -

[ J
[ )
[ e T o ]
[ )
|
|

Please click below for our opening hours during the Christmas
Period.

1 Recipients Selected

Enter email subject

{Company Name} , {Branch Address 1}, {Branch Town} , {Branch Posicode}

Include Email Signature o

Track Emails

Select draft fo continue editing i Template Tags

s [ Conpanyam ] samor e ], Sekrwon ] one ] Wk phons ] Mobdoghoro T €
) T T

eatlet S et Cre— CEEET e R D
— CE O D ) D O

Select draft to continue editing

Send Email |

Tracking Emails



& Alert! You need to have enabled the email tracking feature in the screen where
you created the mass email.

25 Click "Communications"

iamproperty CRM movebutler iamsold

sroperty Myday Lettings ~ Sales ~» Accounts ~ Reporting ~» Communications H | _f (2} 2 My account
? - File Edit View Insert Format Tools Table
.
B < % | B I YU 5| aa ~ 12px v E EEE ZEE EVIEv e
CIMNsuras Upemny aours ‘

h > i
as opening hours Please click below for our opening hours during the Christmas

Period.

subject

il Signature

{Company Name} , {Branch Address 1}, {Branch Town} , {Branch Postcode}

)
|
- TE
)
|
|

oJile)

ms & Conditions

{Company Name}

@ i Template Tage

el sl i | Company Nane ] Agreemert Name ] Sabsmion ] Phone J Workphon | Mobde phone ] e ] it J forerama ] sumeme ] fuacciess 1 acress SR
H L

upload media




26 Click "Email Tracker"

iamproperty CRM movebutle

E £ Q 2 Mya

@pr@pﬂty My day Lettings ~ Sales ~ Accounts ~ Reporting ~ Communications

Communications

Email Merge E-Sign Marketing foolkit
Email Tracker Mail Merge SMS Merge
Q. [ & I
Tt S [ &
% —
- - e [ o e ] A e | [ — ]
emt e [ nnene ] e ] o e ] [ ] o ] e | s | e ]

27 Click here there are options to sort the email list and opt to show only a specific
type of message
Click here.

iamproperty CRM movebutler

@pr?pcrty Myday Leifings »~ Sales ~» Accounts » Reporling ~+ Communications Hi | f Q 2 Myacc

Date Type
Date Sent v

2 )

o Letting Landlord22 ( zagg.dave@gmail.com

i was sent by Training Dave

Training Dave =

J

Sent Opened Details

Date Range
06/05/2025 - 05/06/2025

[
E=
[
[

ﬂg

,.07842122 u
) was sent by Training Dave

e David Morgan ( crm.training@iamproperty.com

Clear filters

Sent Opened Destails

[ Show Read

[ Show Unread

, 07842122 u
) was sent by Training Dave

e David Morgan ( crm.training@iamproperty.com

[ Show Unsent

Sent Opened Details

)

morgan ( fred

3

organ.tc

16



Date Type
Date Sent

Ross ( zagg.dave@gmail.com

i was sent by Training Dave

l
S

Training Dave

Sent

“
e )

Opened

Date Range
06/05/2025 - 05/06/2025

|
{ Employes
|

@

Clear filters

n\_/

Lettings Landlord27 ( zagg davegmail.com

) was sent by Training Dave

Sent Opened

[ Show Read

Jonathan Smith ( free@morgan.tc

[ Show Unread

) was sent by Training Dave

[ Show Unsent

28 added.

]
]
- 05/06/2025

=

I

Sent Opened

Lettings Landlord28 ( zagg.d: il.com

i was sent by Training Dave

Sent Opened

TtoNofN Kok

Details

Details

Details

Details

Page 10f1

Ross ( zagg.dave@gmail.com

i was sent by Training Dave

Sent Opened

Lettings Landlord27 ( zagg.daves.gmail.com

) was sent by Training Dave

Sent Opened

Jonathan Smith ( freeamorgan.tc

') was sent by Training Dave

Sent Opened

Lettings Landlord28 ( zagg.dave@gmail.com

i was sent by Training Dave

Sent Opened

TtoNof M

<

<

Unsent

Details

Unsent

Details

Unsent

Details

Unsent

Details

Page1of1 > 3

The main screen will show the status of (by default) all the emails unless filters are

Letter Merge

17



29 Click "Communications"

:;bperty My day

- 05/06/2025

Lettings ~ Sales ~» Accounts ~» Reporting ~» Communications

a € q

iamproperty CRM movebutler iamsold

o Letting Landlord22 (Qgg.da\re@gmﬁil.eom

)} was sent by Training Dave

Sent Opened

,.07842122
)} was sent by Training Dave

@ David Morgan ( crm.rainingi@iamproperty.com

Sent Opened

,.07842122

Q David Morgan ( erm.training@iamproperty.com
) was sent by Training Dave

Sent Opened

morgan ( fred@morgan.tc

30 Click "Mail Merge"

@pr@perty My day Lettings ~ Sales ~ Accounts ~ Reporfing

Communications

Communications

Unsent

Details

Unsent

Details

Unsent

Details

Unsent

lamproperty CRM movebutle

& £ Q

Email Merge E-Sign
Email Tracker Mail Merge
~ -
(vt )
(e | | @
[ s } | by Vg e
S Ot
a Rk i BE Y

Marketing toolkit

SMS Merge

18



31 Click "Select record type"

iamproperty CRM movebutler

. ¢ o QEEE

@pr@peﬂy My day Lettings »» Sales -~  Accounts »» Reporting ~» Communicafions

Record Type # Generated letters e
Select record fype - Type anywhere to search
Q
Letters -
Select Letter -
[m] File Ty... File N... Reci... Reci... Date ... Email ... Status D

Email Templates No Rows To Show

Select Email Template -

Email Subject
Enter email subject

| )
| |
ey
[ )
[ J

Oto0of 0 1K < PageOof0

I £ Refrech & Save to Documents [ & Send Email

L J. &

| & Downlosd selected I l X Cloar Selscted

32 Click here. As an example we will use Contractors.

@ property Myday Leftings »~ Sales ~ Accounts »~~ Reporting » Communications HH | _f Q -
Record Type # Generated letters Lk
Select record type Type anywhere to search

‘ |
a File Ty... File N... Reci... Reci... Date ... Email ... Status D

Select record type
Landlord |
Tenant
No Rows To Show
Contractor
Vendor
{ | ettinne Annlirant }
R Oto0Qof 0 1k < PageOof0
l O Refresh ‘ & Save to Doouments [ 5 Send Email l | & Download selected I l X Clear Selected




33

O

Click "Contractor"

My day

Lettings

Record Type
Select record type

—

‘ Landlord
‘ Tenant
Confractor

Vendor

Lettings Applicant

{ Sales Applicant

34

'Mass'

©-

My day

Lettings

Record Type
Contractor

Letters
Selact letter lemplate

0 Recipients Selected

Email Templates
Select email template

Email Subject
Enter email subject

|
|
[ Recipients
[
|

S ) SN S R Y "

iamproperty CRM movebutler

Sales ~ Accounts ~~ Reporting ~ Communications HH | e Q 2 Myacc
Generated letters searck
Type anywhere to search
Q
[m] File Ty... File N... Reci... Reci... Date Email ... Status D
No Rows To Show
Oto0of 0 1K < PageOof0
| 2 Refrech ‘ & Seve 1o Documents = Send Email & Download seleoted X Cloar Selected

Click "Select letter template" There are no default letter templates, you will need
to create your own. This is done by adding a Letter in config and marking it as

iamproperty CRM movebutler

Sales ~ Accounts ~ Reporting ~  Communications Hi | e Q 2 Myacc
Generated letters e
ype anywhere to search
D File Ty... File N... Reci... Reci... Date Email ... Status D
No Rows To Show
Oto0of O Ik < PageOof0
| £ Refresh ‘ B Save fo Dooumente = Send Emeil & Downloed selected X Cloar Selected

20



35 Test"

Sr

My day

Lettings

Record Type
Landlord

Letters
Select lefter femplate

Selegideffeniemplate

‘ Mail|Merge Test

Email Subject
Enter email subject

36

@-

My day

Lettings

Record Type
Landlord

Letters
Mail Merge Test

0 Recipients Selected

Email Templates
Select email template

Email Subject
Enter email subject

|
|
[ Recipients
|
|

Select your letter template from the list in this example we are using "Mail Merge

Click "Select email template"

Sales v  Accounts v  Reporting ~  Communications ‘-"' f Q ‘ My acc
Generated letters Sesmlr
Type anywhere to search
Q
O FileTy.. File N... Reci... Reci... Date ... Email ... Status D
No Rows To Show
OtoQof0 K < PageOofO
I 2 Refrech ‘ & Save to Doouments \ = Send Email I & Download oslected X Clear Selected
. oy .
Sales ~ Accounts »» Reporting ~  Communicafions ] Q - Myacc
Generated letters Searcle
Type anywhere to search
Q
O FileTy... File N... Reci... Reci... Date .. Email ... Status D
No Rows To Show
0to0of O K < PageOof0
| @rotmsn | | Bseve o Doouments | | msana e & Downlosd selected X Cloar Selected

27



37 For this example we Click "Demo Template" you will need to add your own

templates.
Record Type - Search:
[ Landlord - ] Generated letters Type anywhere 1o search
Letters *
Mail Merge Test hd
O FileTy. File N... Reci... Reci... Date ... Email ... Status D
Recipients =~
0 Recipients Selected e
Email Templates No Rows To Show
Select email template
‘ | Qto0of 0 K < PageOofO

Seleet&mail template

Der{nc Ternp}le l & Refrech

DM- chiristmas opening hours

[ & Save to Documents | [ & Send Email l | & Download selected ] I X Clear Selected

38 Click the "Email Subject" field and add the subject of your email.

Record Type . Search:
[ Landlordwp - ] Generated letters Type anywhere to search
Letters L
Mail Merge Test -
O FileTy. File N... Reci... Reci... Date ... Email ... Status D
Recipients e
0 Recipients Selected e
Email Templates No Rows To Show
Demo Template =
Email Sub;ect
Entér email subject
QtoQof 0 K < PageQof0Q
I & Refrech [ & Save to Doouments | i 5 Send Email l l i Download selected l I X Clear Selected




39

@reeee

Click here.

My day Lettings

Record Type
Landlord

Mail Merge Test

0 Recipients Selected

Email Templates
Demo Template

Email Subject
fest

[
[z
[ Recipients
|
|

40

Sales ~  Accounts H

Reporting ~  Communications

Generated letters

iamproperty movebutler

. ¢ o QEEE

CRM

Search:
Type anywhere to search

O FileTy... File N... Reci... Reci... Date .. Email ... Status D
No Rows To Show
Oto0of O 1K < PageOof0
I & Refrech ] I & Save 1o Doouments I l i Send Email l I & Download selected I [xct-«s.iumd

can be filtered using the filters option.

Click this checkbox to select an individual user or click the check box at the top
(next to Forename) to select all in the list. As with other options the recipient list

Search:
Type anywhere fo search

Q

Email

DGL.david.morganaviuk...

2agg.daveagmail.com

com

23



41 Click "Add Selected Recipients"

Search:
Type anywhere to search

Email Mobile No.

DGL david.morganavtuk... 07845 325698

2agg.davesgmail.com 0789564215

2agg.daveagmail.com 0774LME4LTT

zagg.daveagmail.com 07788996666

dm@vtuk.com

077.

com 0712:

Rl —

42 If there is a recipient whose GDPR is set to not want contact, in this case via letter,
you will see this warning. If you click add they will be added to the mail merge. If
‘cancel’ is clicked then you will return to the recipient screen where they can be
removed from the list. Click "One or more recipients would NOT like to be
contacted via Letter"

Click "Add"

?

Are you sure you want'to addrecipients?
One or more recipients would NOT like to be contacted via Letter




f?

Are you sure you want to add recipients?
One or more recipients would NOT like to be contacted via Letter

)(

43 Click "Generate PDF" to generate the individual letter as a PDF
Click here.

Record Type - Search:
[ Landlordwp - ] Genera'red Ie'rrers Type anywhere to search
Letters *
Mail Merge Test hd
O FileTy. File N... Reci... Reci... Date ... Email ... Status D
Recipients =~
7 Recipients Selected ]
Email Templates No Rows To Show
Demo Template =
[ Email Subject ]
il 010000 K ¢ PageDof0
I & Refrech [ & Save to Doouments ! [ = Send Email l I & Download sslected I I X Clear Selected

C Generate PO )




*

‘est .
-
Is Selected =
ries
late -
i ]
Generate PDF

)

Generated letters

Search:
Type anywhere to search

44 Click "Send Email"

Type

nge Test

mis
pients Selected

smplates
‘emplate

Jbject

O FileTy.. File N... Reci... Reci... Date ... Email ... Status Download

O ErPDF Massle... David-... 05/06/... v Lette...

O BErPDF MasslLe... Eve 05/06/... + Lefte...

O EroF MassLe... Gandalf 05/06/ ... + Lette...

O BEPOF MasslLe... Arthur 05/06/... + Lette...

O BPDF MassLe... Margaret 05/06/... + Lefte...

O BPOF Massle... Mildred 05/06/... + Lette...

O ErOF MassLe... Pamela 05/06/ ... + Lette... =

1to7of 7 K < Pagelofl > »
I & Refrach [ & Save 1o Dooumente ] [ & Send Email [ & Download celected ] I X Clear Selected
Generated [eﬂers ?::):r:nwmere to search
O FileTy.. File N... Reci... Reci... Date ... Status Download
O EroF MasslLe... David-... 05/06/... + Lette...
O BroF MassLe... Eve 05/06/...  Lette...
O EroF MassLe... Gandalf 05/06/... + Lette...
O B roF MassLe... Arthur 05/06/... + Lette.. [Downicad |
O B rDF MassLe... Margaret 05/06/... + Lette...
O EroF MassLe... Mildred 05/06/ ..  Lefte..
O EroF MassLe... 05/06/...  Lette...
1to7of 7 1< < Pagelofl >

[owma] [Semwoee] ] [Arones] [oomouoeed]
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45  Make sure you have selected the recipients before clicking send email.

Record Type
Landlord

Mail Merge Test

7 Recipients Selected

Email Templates
Demo Template

Email Subject

|
|
[ Reciplents
[
[

46

o .

-

.
Test -

T e

its Selected —
ates
late -
i ]

SMS Merge

Click "Send Email"

Or you will
My day Lettings ~» Sales »~ Accounts ~ Re porr'm%v inications
ee EI iig
message!
' ] Generated letters e
- ype anywhere to search
Q
- ]
= (] File Ty... File N... Reci... Reci... Date Email ... Status D
a ] O B rOF MassLe... David-... 05/06/ ... V Lette... [t
] O MK.POF MassLe... Eve 05/06/... + Lefte... x
O BK.POF MassLe... Gandalf 05/06/ ... + Lette... E
] O BEroF MassLe... Arthur 05/06/... + Lefte... E
O ErOF MassLe... Margaret 05/06/... + Lette... 3
O EroF MassLe... Mildred 05/06/...  Lette... [
O BErOF MassLe... Pamela 05/06/... + Lefte... [t
1to70f7 Ik < Pagelofl
I  Refrach [ & Save to Documenta i [ i Send Email I | % Download celected I I X Clear Selected
Search:
Generated letters Type anywhere to search
Q
File Ty... File N... Reci... Reci... Date Email ... Status Download
E PDF Massle... David-... 05/06/... + Lette...
K PDF MassLe... Eve 05/06/... + Lette...
% ErPOF MassLe... Gandalf 05/06/...  Lefte...
E. PDF MassLe... Arthur 05/06/... + Lette...
E. PDF MassLe... Margaret 05/06/... + Lette...
E. PDF Massle... Mildred 05/06/... + Lette...
E PDF MassLe... 3 05/06/... + Lette... Download
Send e-mail 10
1to7of 7 ik < Pagelofl > =
[ & Refrech I & Save to Dooumente ] [ & Send Email ‘ & Download selected ‘ I X Clear Selected
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& Alert! A SMS is limited to 160 characters per message, if you go over this limit you

will send and be charged (by your selected provider) for 2 messages

47 Click "SMS Merge"

iamproperty

¢ o Q=

sroperty Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~» Communications H |

CRM

movebutler iamsold

unications

E-Sign Marketing toolkit

Mail Merge SMS Merge

N P el Py Vet dwn Onm S |
leat 1 L0 e S e et - —— a g U e N " e O

i [ N Sharted G s " g O Jee XS G} e FOS

] [ e S s ‘ma a ey 07 Jee OB OF e JOR

48 Click "Select record type" and select the record type you are sending the SMS to.

For this example we are using Lettings Applicant.

28



iamproperty CRM movebutler

@pr@perty My day Lettings ~ Sales ~ Accounts ~ Reporting ~ Communications ~~ HH _f Q = My acc

Record Type *

Select a Record Type to start typing your message:
Select regord type - ¥ Y ag

Templates
Select SMS template -

|
|
[ Recipients
[

-1

0 Recipients Selected

be
i [P VSl N T 1 s

Select draft to continue editing +

Send SMS
Template Tags
a
- _ .
fmoote Npa : Select a Record Type to start typing your message.
Select record type YPIng y g

Landlord ‘

Tenant
‘ Contractor ‘
Veéndor

I Bttinae Apnlicant

Template Tage

49 Click "Select SMS template" and select the template you want to us, or if there are
no templates create your own in the message field
In this example we have selected "Move In Date" template.



Record Type
Lettings Applicant

Recipients
0 Recipients Selected

Drafts
Select draft to continue editing ~

| )
B D
| |
| |

Templeate Tags

D COCEDCEDCMETEeT -
=D D O 5D O D B D
CIEE D O O D T

-
iamproperty CRM movebutler
- . e ses
@ My day Lettings ~ Sales ~ Accounts ~ Reporting ~ Communications HH ] f Q -

Record Type g
-

: . Hello {Forename} this SMS is fo inform your move in date is {Move In Date}
Lettings Applicant e

Templates
Move In Date L4

0 Recipients Selected is to inform your move in
date is {Move In Date}

Drafts
Select draft to continue editing ¥

| |
| |
[ Recipients g ] Hello {Forename} his
[ |

Template Tage

| Bathooms | Bodiooms | M. price | Max Price I ful Address

50 Click "Move In Date" a preview of your message will show on the right side of the
screen.



-
Rec_cvrd Type 5 Hello {Forename} this SMS is to inform your move in date is {Move In Date}
Lettings Applicant A IARAR

Templates
Mave In Date

SeleciSMS, template

Moke In DaT}

AEHI

Template Tags

Conpar o Wk tons | Motde o
oo [ oooms ] o roce s e ] ot o

Branch Phone 1 Branch Phone 2 | Branch Email
Brench Proporty No Branch Address 1 Branch Addross 2

Hello {Forename} this SMS is fo inform your move in date is {Move In Date}

Hello {Forenams} this SMS
is fo inform your move in
date is {Move In Date}

Template Tags

[ Conpan e ] Phoma ] Vot horo | Moo ptora ] rmi 1 i ] Froan ] srns JRENIN
D D O U G2 250 €0 5D
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51 Click here to select your recipients

@m My day Lettings ~» Sales »~ Accounts +~ Reporting ~» Communications

Record Type
Lettings Applicant

Move In Date

Recipients
0 Recipients Selected

|
[ Templates
[
=

Select draft fo continue editing * o ]

iamproperty CRM movebutler

Hello {Forename} this SMS is fo inform your move in date is {Move In Date}

Template Tage

Hello {Forename} this SI
is to inform your move in
date is {Move In Date}

52  Click "Filters:" to filter the contact list as required, or select a pre created filter.

Search:

Type anywhere to search

a
a
a
a
a
[m]
a
a

Dare Added

13/12/2024

10/01/2025

14/01/2025

20/02/2025

21/02/2025

26/02/2025

27/02/2025




53 you can sort the list by clicking on the column headers (this is the same for all the
other options) For example click "Mobile No." and this will sort the mobile
numbers into ascending or descending order.

--unfiltered—- A

Filters: = Sash:
= Type anywhere fo search
Q

O Forename Sumame = Dete Added '
O rightmove Tester o 999999 13/12/2024 .
O rigntmove Tester 09999 999 999 10/01/2025
O rightmove Tester 09999 999 999 14/01/2025
a applicant135 20/02/2025
O  witings Applicantizé 21/02/2025
O applicant13s 26/02/2025
O rigntmove Tester 09999 999 999 27/02/2025

v

54 Click this checkbox. To select all contacts

Search:
Type anywhere fo search

Mobile No. T Dete Added

O applicant13s 20/02/2025
O  Lwitings Applicant13s 21/02/2025
O applicant13a 26/02/2025
David Morgan 071123456 27/05/2025

a
g
i

21/04/2025

Morgan

09999 999 999 13/12/2024

o o

09999 999 999 10/01/2025

.
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55 Click this checkbox to select an individual record, it will also de-select a previously
selected record.

Search:
Type anywhere to search

Date Added
20/02/2025
21/02/2025
26/02/2025
27/05/2025
21/04/2025
09999 999 999 13/12/2024

09999 999 999 10/01/2025

v
DI

56 Click "Add Selected Recipients"

Type anywhere 1o search

=

Mobile No. Dare Added

<]

20/02/2025

a

21/02/2025

.
<]

26/02/2025

<]

27/05/2025

<]

21/04/2025

13/12/2024

<]

10/01/2025

v
N
| Cancel *d Sejd Recipients

<]




57 Click "Send SMS" and your message will be sent.

Record Type
Lettings Applicant

Templates
Move In Date b

]

Select draft fo continue editing ~

< Send SMS

Hello {Forename} this SMS is fo inform your move in date is {Move In Date}

Template Tags

[ Contay tona ] one J ik pone | Wbt o | enes | e | Frrans ] irre ]
I ) e e e o

a

Helle this SMS s to infe
your move in date is
20/02/2025 00:00:00
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