Registering Client Portal Users in @;Fbperty
iamproperty CRM

This guide provides a straightforward process for registering client portal users in the
iamproperty CRM, ensuring agents can seamlessly add landlords, tenants, and
vendors.

By following the clear step-by-step instructions, users can efficiently add clients to the
CRM Client Portals and improve overall service delivery. It is essential for those
looking to maximise the functionalities of the CRM and streamline their workflow in
property management.

In this guide we look at adding each individual user type to Client Portals
separately. However, the process is identical for each user type.

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

2 My account

[ [
»
0

@prbperty My day Leftings ~» Sales »» Accounts ~ Reporting ~» Communications

Nelcome back, Training

+ AddNewRecord View property management & Visit help centre

varch all records

Time Name Status Name Priority Start date Due date

1200 Test test : [ Not Started Contact Landlord re renewal 4 High 12/Jun/2025 14/Jun/2025
[ Nof Started Call back £ High 03/Jan/2025 03/Jan/2025
|2 Not Started Make Tea £ High 07/Jan/2025 07/Jan/2025

3 Not Started Clean Windows A High 28/Jan/2025 28/Jan/2025


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

3  Click "My account"

iamproperty CRM movebutler iamsold

M Myday Lettings ~ Sales ~ Accounts »~» Reporting ~  Communications i P Q mm

Icome back, Training

- View property management (3 Visit help centre

cords
Name Status Name Priority Start date Due date
Test test H [ Not Starfed Contact Landlord re renewal A High 12/Jun/2025 14/Jun/2025
: [ Not Started Call back A High 03/Jan/2025 03/Jan/2025
: e DO
H [ Not Started Malea Taa £ High 07/Jan/2025 07/Jan/2025

4  Click "Control centre"

iamproperty CRM movebutler iamsold

st i e e e e e % 20 D

m Training Dave

Active branches




Click "Users"

Click "Register Portal Users"

©rorery

Control Centre > Users

Clear filters

Branch

B

Filter Status

All (excluding Archived) &

Coniractors

Landlords
Lettings Applicants

Sales Applicants

My day  Lettings

H

Sales ~  Accounts

lan Henry

David-George Morgan

Toppsy Turvey

Training Dave

Christian Bale

Natalie Portman

Dan Carter

Owen Farrell

® Training Dave

Active branches

Account settings

Control centre

Dashboard

Configuration

Branches

Company

Property Management Settings

Help centre

CRM
Reporting ~+ Communications H | e Q, -
Search Q] Modules

Email Username
ClientTraining@vtuk.com VTUKUSER292
ian.henry@iamproperty.com Henryl
DGL.david.morgan@avtuk.com daveglmorgan
steve.turveyavtuk.com sturvey
david.morgan@iamproperty.com Davidmorgan
cbtestavituk.com ChristianBale
nttest@vtuk.com NataliePortman
DCl@hotmail.co.uk D Carter
OF12@hotmail.co.uk O Farrell




Tip! You can register ALL Tenant, Landlord and Vendors to the Client Portals in one
go, by (in 'Record Type') leaving 'All Records' selected and clicking in the top
checkbox to select all the records and then click the 'Register' button

Adding Landlord Users

7 Click "All record types" you could also use the search field to find a specific
Landlord
Click "Landlord"

Register Portal Users

Record Type J { Branch J { Search ]
All record types v Morgan & Co L Enfer search term
D Foren... Surname Email Registered Date Regist... Address Record Type
David MOrgan mergan2@morga... o 07/10/2024 Tenant
wilma morgan demo zagg.daveagma... \/ 29/1/2023 Tenant
Pamela Green zagg.dave=gma... 4 06/12/2024 37 Barrett Road, ... Landlord
Test Test Vendor zagg.daveagma... \/ 09/05/2024 5 Yew Tree Clos... Landlord
Pamela Green zagg.daveagma... \/ 06/12/2024 37 Barrett Road, ... Vendor
Test Test Vendor zagg.daveagma... \/ 09/05/2024 5 Yew Tree Clos... Vendor
Alfie Martin zagg.daveagma... \/ 15/06/2023 5 South Terrace, ... Landlord

D Alfie Martin zagg.daveagma... X 15/06/2023 5 South Terrace, ... Vendor



Register Portal Users

Record Type
All record types

Tenant
Test
Pamela
Test
Alfie
O afie

Test Vendor

Green

Test Vendor

Martin

Martin

{ Branch }
Morgan & Co v
Email Registered Dete Regist...
morgan2@morga... o 07/10/2024
zagg.davesgma.. o 29/1/2023
zagg.daveagma... v 06/12/2024
zagg.dave@gma... o 09/05/2024
zagg.davedgma.. o 06/12/2024
zagg.dave@gma.. o 09/05/2024
zagg.dave@gma... ~ 15/06/2023
zagg.dave@gma... X 15/06/2023

Register Portal Users

Search
[ Enter search term

Address Record Type
Tenant
Tenant

37 Barrett Road, ... Landlord

5 Yew Tree Clos... Landlord

37 Barrett Road, ... Vendor

5 Yew Tree Clos... Vendor

5 South Terrace, ... Landlord

5 South Terrace, ... Vendor

Click this checkbox to select ALL Landlords that are not registered on the Client
Portals.

00000 ao0o

Branch
Morgan & Co

= I Fully Managed Only

I

Search

Enter search term

Email
zagg.davesgma...
Test Vendor 2agg.davesgma...
Martin zagg.davecgma...
2agg o
L 2agg
Landlord28 zagg.davesgma...
L zagg
Newlson zagg.davesgma...
L za0g
Reeks zagg.davesgma...

Registered

Date Regist...

06/12/2024

09/05/2024

15/06/2023

15/06/2023

37 Barrett Road, ...

5 Yew Tree Clos...

S South Terrace, ...

14 Yew Tree Clos...

T Lakeside, Darli...

Record Type

Landlord

Landlord

Landlord

Landlord

Landlerd

Landlord

Landlord

Landlord

Landlord

Landlord



9  Click this checkbox to select an individual recipient.

Register Portal Users &
m;ype * I :Ir:r;: &Co - I Filly Menaged Only I :\:'ecrhsearch term
0O Foren.. Surneme. Email Registersd Date Regiet... Addrees Record Type
Pamela Green 2agg.dave@gms... v 06/12/2024 37 Barrett Road, ... Landlord
Test Test Vendor zagg.daveagma... v 09/05/2024 5 Yew Tree Clos... Landlord
Alfie Martin zagg.dave@gma... v 15/06/2023 S South Terrace, ... Landlord
@lﬂng landlord34 zagg.davemgma... X Landlord
O  tettings L zag9 x Landlord
O Landlord28 2agg daveagma... | Landlord
[m} Landlord2s zagg daveagma.. x Landlord
O Horatie Newlson 2agg.daveagms... x Landlord
O tetting L zaga. = 14 Yew Tree Clos... Landlord
George Reeks zagg.daveagms... v 15/06/2023 1 Lakeside, Darli... Landlord

10 Click "Register" this will send all selected Landlords an email to invite them to CRM
Client Portals. The invite has a Username and a password, the password can be
changed.

s N e i
= Foren... Surname Email Registered Date Regist... Address Record Type
Pamela Green zagg.deve@gma.. N4 06/12/2024 37 Barrett Road, ... Landlord
Test Test Vendor zagg.davemgma... ~ 09/05/2024 & Yew Tree Clos... Landlord
Alfie Martin zagg.davemgma... v 15/06/2023 5 South Terrace, ... Landlord
letting Isndlord34. 2agg.daveagma.. x Landlord
[ Lettings L 2399 gma... x Landilord
O L 2agg gma... x Landlord
O L zagg gma... x Landlord
D Horatio Newlson zagg.davesgma... x Landlord
O  Letting Landlord51 2agg davesgma.. x 14 Yew Tree Clos... Landlord
George Reeks 2agg daveagma... v 15/06/2023 1l Lakeside, Darli.. Landlord

=BlCED

Adding Tenant Users



11

Click "Register Portal Users"

My day

Control Centre > Users

Clear filters

Branch
All

Filter Status

Lettings ~

Sales

Accounts

All (excluding Archived) =

Coniractors
Employees
Landiords

Lettings Applicants

Sales Applicants

Tenants

Vendors

12

1

Name

8B o

VTUK USER

lan Henry

Toppsy Turvey

Training Dave

Christian Bale

Dan Carter

0O 0 0 0o o o o o

Owen Farrell

Natalie Portman

David-Gecrge Morgan

iamproperty CRM movebutler
Reporfing ~  Communications HH | £ Q -
Ssarch QJ e
Email Username
ClientTraining@vtuk.com VTUKUSER292
ian.henry@iamproperty.com Henryl m
DGL.david.morganavtuk.com daveglmergan
Reporting Dashboard
steve.turveyavtuk.com sturvey
david.morgan@iamproperty.com Davidmorgan m
cbtestavtuk.com ChristianBale
N B Carier
OF12@hotmail.co.uk O Farrell

Click "All record types" you could also use the search field to find a specific Tenant
Click "Tenant"

Register Portal Users

Record Type
All record types

O

O
O

Foren...

Sales

Sales

David

David

Sul

applicant105

Landlord25

Vendor30

Vendor3Q

Morgan

Morgan

morgan

Branch

Morgan & Co -
Emeil Registered Date Regiet...
zagg.daveagmai.. x
28gg.daveagmal.. X
zagg.daveagmai.. 4 07/02/2025
2agg.dave2agm.. o 19/06/2025
david.morganlQ... L4 09/05/2024
david.morganl0... b 09/05/2024
fred@morgan.tc v 09/05/2024

Search

Enter search ferm

Address

4 Kingsway, Darli...

4 Kingsway, Darli...

16 Yew Tree Clos...

16 Yew Tree Clos...

Record Type

Tenant

Landliord

Vendor

Vendor

Landiord

Vendor

Landlord



Register Portal Users

Record Type Branch Search
All record types Morgan & Co b Enter search term
! Email Registered Date Regist... Address Record Type
All record types
2agg.daveagmai.. X Tenant
Landlord
28gg.daveagmai.. x Landlord
25gg.daveagmai. 4 07/02/2025 4 Kingsway, Darli... Vendor
Sales Vendor30 2agg.dave2sgm.. ~ 19/06/2025 4 Kingsway, Darli... Vendor
David Morgan david.morganl0... L4 09/05/2024 16 Yew Tree Clos... Landlord
D David Margan david.morgani0... x 09/05/2024 16 Yew Tree Clos... Vendor
morgan fred@morgan.tc 4 09/05/2024 Landlord
John Alfr... morgan 2agg.daveE@gmai... ~ 18/09/2024 Tenant

13  Click this checkbox to select all unregistered Tenants

Register Portal Users

Search
Enter search term

applicanti05

morgan . 18/09/2024

18/09/2024

04/08/2023 125 Salutafion Ro...

22 Monarch Gre...

Applicanti09




14  Click this checkbox to select an individual Tenant.

Branch
Morgan & Co

Search
Enter search term

Tester

Applicant107

09

recipientadomai...

2agg.dave@gmai...

06

2800

15
changed.

Regietered

x

~

[ Branch

Morgan & Co

morgan zagg.dave@gmai..
morgan zagg.davemgmai..
Martin zagg.dave=gmal...
Applicant137? 2agg.daveagmal...
Tester recipientadomai...
Applicant107 zagg.dave@gmai..
Applicant109 zagg.davewgmai..
Applicant106

2agg.davesgmai...

Applicant141

Zagg daveagmai...

Adding Vendor Users

Registered

x

18/09/2024

18/09/2024

04/08/2023

Address

18/09/2024
18/09/2024

04/08/2023

1Test Road ZX La...

22 Monarch Gre...

Click "Register" this will send all selected Tenants an email to invite them to CRM
Client Portals. The invite has a Username and a password, the password can be

Search
Enter search term

Address

125 Salutation Ro...




16

My day

Control Centre > Users

Clear filters

Branch
All

Lettings ~

Click "Register Portal Users"

Sales

Accounts

-

Filter Status
All (excluding Archived) =

Coniractors
Employees
Landiords

Lettings Applicants

‘ Sales Applicants

Tenants

17

Vendors

Click "Vendor"

o

Name

a

VTUK USER

lan Henry

Toppsy Turvey

Training Dave

Christian Bale

Natalie Portman

Dan Carter

0O 0 0 0o o o o o

Owen Farrell

David-Gecrge Morgan

Reporting

Communications

iamproperty CRM movebutler
e

Search

ClientTraining@vtuk.com

ian.henry@iamproperty.com

DGL.david.morganavtuk.com

steve.turveyavtuk.com

david.morgan@iamproperty.com

cbtestavtuk.com

nttest@vtuk.com

DClahotmail.co.uk

OF12@hotmail.co.uk

Username

VTUKUSER292

Henryl

daveglmergan

sturvey

Davidmorgan

ChristianBale

NataliePortman

D Carter

O Farrell

Modules

Client Portals

Control Centre

LetZone

Reporting Dashboard

Sales

SalesAutomation

Inspections

Lettings

Property Management

Click "All record types" and click Vendor you could also use the search field to find
a specific Vendor.

Register Portal Users
Record Type ]
All record types -
[0 Foren.. Sumeme
Georgina Blyton
Anne Blyton
Timothy Stoughton
David MOrgan
wilma morgan demo
Leonard Morgan
applicant105
—i i e

Branch
Morgan & Co

4

Email

zagg.dave@gmai...

zagg.daveagmai...

zagg.davecgmal...

morgan2@morga...

zagg.davesgmai..

zagg.davesgmai..

zagg.davesgmai...

Registered

Date Regist...

09/06/2023

05/05/2023

23/05/2023

07/10/2024

29/1/2023

09/05/2024

24/06/2025

|

Search
Enfer search term

Address

The Big House Ki...

The Big House Ki...

The Big HOuse K...

Record Type

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

10



Register Portal Users

Record Type Branch Search
All record types Morgan & Co 52 Enfer search term
Email Registerad Deate Regisr... Address Record Type
All record types
zagg.dave=gmal... 4 09/06/2023 The Big House Ki... Tenant
dierd
zagg.dave@gmal... Ld 05/05/2023 The Big House Ki... Tenant
Tenant zagg.dave@gmal... Ld 23/05/2023 The Big HOuse K... Tenant
David MOrgan morgan2@morga... L d 07/10/2024 Tenant
wilma morgan demo zagg.dave@gmal... Ld 29/N/2023 Tenant
Leonard Morgan zagg.dave@gmal... L d 09/05/2024 Tenant
applicant105 zagg.dave@gmal... Ld 24/06/2025 Tenant
D Landlord25 zagg.dave@gmal... X Landlord

18  Click this checkbox to select ALL unregistered Vendors.

Register Portal Users

Search
% i Enter search term

Date Regist...

zagg.davesgmal... 07/02/2025 & Kingsway, Darli...

zagg daveZagm.. 19/06/2025 & Kingsway, Darli...

daemo.com 76 Pelaw Cresce...

2agg.dave@agmai.. 21 Yew Tree Clos...

david.morganaia... 50 Castle Street,...

2agg.daveagmai... 9 Yew Tree Close...

zagg.daveagmai... B8 Pelaw Cresce...

freeamorgan.tc 1Pelaw Crescent...

zagg.daveagmai... 30/01/2025 98 Yew Tree Clos...

2800 davesgmai... 24/06/2025



19  Click this checkbox to register an individual Vendor.

Branch Search
Morgan & Co > Enter search term

Emeil Registered Date Regiet... Address

zagg daveagmi... v 07/02/2025 4 Kingsway, Dari...

zagg.dave2agm.. 4 19/06/2025 & Kingsway, Darli...

da@mo.com 76 Pelaw Cresce...
zagg.davegmai... 06/11/2023 21Yew Tree Clos...
david.morgan@ia... 09/05/2024 50 Castle Street,...
zagg.davesgmai... 22/09/2023 9 Yew Tree Close...
28gg.davegmsi... 22/09/2023 B8 Pelaw Cresce...
freeamorgan.tc 1Pslaw Crescent...
zagg.daveEgmai. 30/01/2025 98 Yew Tree Clos...

Vendor

zagg.dave@gmai... 24/06/2025

20 Click "Register" this will send all selected Vendors an email to invite them to CRM
Client Portals. The invite has a Username and a password, the password can be
changed.

Branch Search
Morgan & Co = Enter search term

Registered Date Regist... Address

v 07/02/2025 4 Kingsway, Darli...

19/06/2025 4 Kingsway, Darli...

76 Pelaw Cresce...

21 Yew Tree Clos...

50 Castle Street,...

9 Yew Tree Close...

88 Pelaw Cresce...

1Pelaw Crescent...

30/01/2025 98 Yew Tree Clos...

24/06/2025

"4
=D (@D

To Register All Users to Client Portals



21 Click "Registered" to sort the list in to Registered (green tick) and UnRegistered
(red X) Users. Then click 'Register' to register all unregistered users
(Landlord/Tenant/Vendor) in the CRM in one go.

Register Portal Users

Branch Search
A Morgan & Co A Enter search term

Email @d = Dare Regist... Address

david.morgani0... x 09/05/2024 16 Yew Tree Clos...

dave.morgané8... 09/05/2024

dave.morgané8... 09/05/2024

dave.morganés... 09/05/2024

morgan2Emorga... 07/10/2024

zagg.dave=gmai... 29/1/2023

2agg.dave=gmai... 09/05/2024

7599 Pelaw Cres...

04/08/2023 125 Salutation Ro...

09/05/2024 14 Yew Tree Clos...

Register Portal Users

Record Type Branch Search
All record types - Morgan & Co v Enter search term
D Foren... Surname Email Register.. T Date Regiot... Address Record Type

O oavia Morgan david.morgant0... O 09/05/2024 6 Yew Tree Clos... Vendor
O ‘Letiing Landlord 2agg.daveagmai... x 09/05/2024 Vendor
O oavid Vendor32 2sgg.davelagma... x 7599 Pelaw Cres... Vendor
O afe Martin 2agg.davesgmai... x 15/06/2023 5 South Terrace, ... Vendor
O oavia Morgan morganamorgan... x S Milbank Crese... Tenant
O ted smith daamo.com x 76 Pelaw Cresce... Vendor
O opevia Vendor32 2agg.davelagma. x 7599 Pelaw Cres... Landlord
O 2809 =g = Tenant
a L 2899 x Landlord
m Ross 28g0.davesgmal... x Landlord



O

£
O
O
O
m]
O
O
O
O
O

J

Date Regiet...

09/05/2024

09/05/2024

15/06/2023

[

Search
Enter search ferm

Address

16 Yew Tree Clos...

5 South Terrace, ...
5 Milbank Cresc...
76 Pelaw Cresce...

7599 Pelaw Cres...

Landlord

Landlord

=D ()

14



