Processing Deposit Transfers and @';;;bperty
Refunds in CRM

This guide provides a comprehensive step-by-step process for handling deposits the
CRM system, transferring deposits to DPS etc and refunding back to tenants.

By following these instructions, users can streamline the receipt and refund process
for both tenants and landlords, reducing errors and enhancing customer satisfaction.

It's an essential resource for property management professionals looking to optimise
their financial operations and maintain clear records.

1 How To... Create a Ledger Transfer this is referenced a few times in this guide, the
instructions are at the end.

2 Navigate to https://crm.iamproperty.com/Dashboards/Accounts

ﬁ pleerty’ Myday Lettings ~ Sales ~  Accounls ~  Reporting ~  Communications FiH . ‘ Q I -& ,w
Morgan & Co Held Depoelite £11, 450,15 B
Sub Lease Account £8, 90000
! @ £u100
Morgan & Co (Cash) £0.00 Wnte
@ £21.00
. £ 28500
Msintenancs
Total £ 334,155.03
Deposit (& Rent i
Total Held £6, To.69 Involeed E 54 74500 Recehned £39, 140.00
Invoices Outstanding £0.00
Refurded £100.00 Oufstanding £ 37, 270,00

How do you find Deposits?


http://crm.iamproperty.com
https://crm.iamproperty.com/Dashboards/Accounts

3 Onthe Deposit tile click here to see all of the rents.

@ property

My day

Morgan & Co Hald Daposita

Sub Lesszs Account

Margan & Co (Cash)

Total

Deposit

Total Held
Invoices Outstanding

Letings ~  Sales «  Accounts -

Reporting -~
ET, &9015

£ 8,900.00
E Q.00

£ 334, 155.03

E 6, 176.69

0.00

Communications -

Rent

w ow oA Q (2 waca
—

@ 2100

@ £21.00

@ £28500

Invoiced E 84, 765.00 Received £39 160,00

Rofunded £100.00 Sutgranding £ 37, 270.00

4 The Payment OS column shows the amount that has not been transferred to a
scheme, whether that is a deposit protection scheme, a Landlord or a Deposit
account you control.

@ pﬁ:perty

Deposits

My day

= | oo s

al

00

.61

Imvoice OS

£0.00

£0.00

£0.00

£000

£000

£0.00

Leffings ~  Sales v Accm_]_rﬂé

Payments Tatal =
£1,846.00
£1,384.61
E 34608
£800.00
£1,500.00

£1,400.00

~  Reporiing «

Paymenta OS5

£1346.00

E1,384.81

£ 34508

E 200,00

£1,500.00

£1,400.00

How To Transfer the Deposit...

Communications

Adjustmants Total

£0.00

£0.00

£0.00

£-200.00

£0.00

£0.00

lamproperty C‘RM movebutier

i@ & Q (2 M

Q] v o~ NC

Adjustmants O5 Refunds Total
£0.00 £500.00
E0.00 £000
EQ.OO0 £0.00
ED.00 E5000
E0.00 £000
EQ.00 £000



5  Click the 3-dot menu.

@p operty Myday Leftings ~ Sales ~  Accounts ~  Reporfing -
Deposits
E E ALl Deposits
O Tenamt Property Negatiator

O Lettings Applicant...

O Richard Emery

T e

#F  View Tenancy

O letting applicantls

16 Yew Tree Close. Hurw...

258 Whinfield Road, Darl...

Badroom 9, 63 Woodlan...

1, 63 Woadl

O Lettings applicantl...

(] lettings applicantl..

771 Pelaw Crescent, Che_

712 Pelaw Crescent, Che..

Training Dave

Training Dave

David-George Morgan

David-Gearge Morgan

Training Dave

Training Dave

Communications ~

amproperty CRM movebutier

E A Q 2 Myac

Q,] wm o« M

Depaosit

£1,846.00

£ 1,384.61

ET73.00

E100.00

£1,500.00

E1,400.00

Due Back

13/M/2025

18/09/2024

7/12/2025

07/D6/2025

07/01/2025

18/M/2024

Invoice Total

£1,846.00

£1,384.51

E346.08

£ 800.00

£1,500.00

E1,400.00

6 Click "Transfer" the next screen will allow you to select which scheme to use.

Deposits
E ALL Deposils

[0 Tenant

[0 Lettings Applicant...

Richard Emery
View Tenant
View Tenancy

Tenan? Ledgar

Refimd

Transfar

Property

14 Yew Tree Close, Hurw_..

258 Whinfield Road, Darl...

Bedroom 9, 63 Woodlan...

Bedroom 1, 63 Woodlan.

. TN Pelaw Crescent, Che..

919 Pelaw Crescent, Che...

MNegotiator

Training Dave

Training Dave

David-George Morgan

David-George Morgan

Training Dave

Training Dave

s s 0 CZD

Deposit

£1,84600

£1,384.61

ET73.00

£100.00

£1,500.00

E1,400.00

Due Back

13/M/ 2025

18/09/2024

T7/12/2028

07/06,/2025

07/01/2025

18/M/2024

Twabofs (LS

Invoice Total

£1,846.00

£1,384.51

E 346.08

£800.00

£1,500.00

E1,400.00

Pagelofl »



Selecting the Deposit Scheme to Use

This guide will show the full process for the first option then just the screens after
that.

Deposit Transfer - Protection Scheme

7 Click "To Protection Scheme" and then "Protection Scheme" if not already
selected, from the list select the option that you are using

Deposit Transfer

Current Account
Morgan & Co Held Deposits 05/03,2025

Frotection Schisme . Bank Account
The Dispute S4vic Morgan & Co Held Daposits_»

I Bank Ref.
Enter bank ref.

The Dispute Service

Depasit Protection
Service

| Tenancy Deposit
Salutions Lid

| nA




8  Check all of the mandatory fields are correctly completed.

Deposit Transfer

Current Account
Morgan & Co Held Deposits 05!03,?2025

|
==
Eer
[
[
[

9 Click the "Description" field and update, if required. Best Practice; Make your
description as clear as possible as this will help in finding the transaction later.

Deposit Transfer

==

Morgan & Co Held Deposits 05/03/2025

- Bank Account
- Meorgan & Co Held Deposits * &




10 If the deposit has already been transferred to the scheme. Click the "Enter deposit
ref., Deposit Registered and Tenant Notified" fields. These will update the fields in
the Tenancy record.

Deposit Transfer

T |

Morgan & Co Held Deposits 05/03/2025

Deseription
Deposit for 258 Winfield Road

== i

_—
—_—

Hotes
Enter tenancy deposit nates

Current Account Transfer Date
Maorgan & Co Held Depaosits 05/03/2025

Protection Scheme
The Dispite Senvice

Cheque Ho.
Enter cheque no.

Deseription
Deposit for 258 Winfield Road

Enter depasit raf. ERITET
b v
T —




Deposit Transfer

To Promeetion Sshems

Current Account Tranafer Date
Margan & Co Held Deposits 05/03/2025

Pratection Scheme b Bank Account
The Dhspuite Service -

Cheque No,
Enter cheque no.

[ Description

Deposit for 258 Winfield Road

Deposit Ret.
[En‘terdq:os’ﬁref ] [ PR g

HNotes
Enter tenancy deposit notes

11  Click the "Notes" field and update/add any notes you want to add.

Deposit Transfer el

G 1]
Fz Prameation Sohems Ta Bark Aoseunt
Current Azcount

Transfer Date .

Morgan & Co Held Deposits ] 05/03/2025

Protection Scheme - Bank Account
The Dispuie Service w Meugan £ Co Held Deposts_*

Enter chegue no Eniter bank ref

Hitn .
Depaosit for 258 Winfield Road

[pepmm

(e[

|
|
)
= [ |
|
)
|

Notes
[Enter tenancy deposit nates




12 Click "Transfer" and the transfer within CRM is done. Transferring to a protection
scheme will create a payment line in the Client Account. The payment still needs to
be made to the Deposit Protection Scheme by Bank transfer

Deposit Transfer

l To Bank Asaount ’ ‘ Te Landlord
Current Account Tranafer Date
Morgan & Co Held Deposits 056,/03/2025 E 1 EBI. &1
Pratection Scheme b Bank Account Landiord
The Dhspuite Service ¥ Margan & Co Held Deposits ¥ Arthar Morcgan [Pramary)

Cheque No, Bank Raf.
Enter cheque no. Enter bank ref,

Deposit for 258 Winfield Road

N e

|
|
)
|
E= ]
|
|

Hotes
Enter tenancy deposit notes

Deposit Transfer To Bank Account - Agent Deposit Account



13 Click the "To Bank Account" option. Check and update the details for the account
the deposit is being transferred to, also the amount etc.

The payment now needs to be transferred to the Deposit account.

Deposit Transfer

Bank Account Landlord
Morgans Co Client Account..”

Bank Ref.
Enter bank ref

| ][ ©

)
(o)

Deposit Transfer to Landlord



14  Select Landlord. Check all the mandatory fields are correct and click "Transfer.

The deposit transfer to a Landlord can be done via BACS from CRM if the landlord
is setup or as a Bank Transfer from your Client account

Deposit Transfer =

il @®
To Bank Aocoent To Landiond
-

Current Account Transfer Date . Amaunt
Maorgan& Co Client Account 05,03,/2025 E£34608

Deseriptian

Bank Account Landfiord -
Margank Co Chent Account [Current] - Arthur Margan Primary) -
[ Deposit payment for bed 2 63 Woodlands

Deposit Ref.

gt [Deooﬁhnawod ()J [Tbnllmoilbd

)
)
e [ ]
l
)
]

Hotes
Enter tenancy deposit notes

=

Refunding Deposits

Refunding Deposit - Held in Agent Deposit Account

10



15

@ property

16

In the Deposits screen on the Accounts dashboard. Click here.

Myday Lettings » Sales v Accounts v Reporfing
Deposits
E ALl Deposits
O Tenamt Property Negatiator

Lettings Applicant...

View Tenant

O lettings applicant!...

Click "Refund"

Deposits
E ALl Deposils
O Tenant

O  Lettings Applicant...

View Tenant

View Tenal

16 Yew Tree Close. Hurw...

Bedroom 1, 63 Woodian...

771 Pelaw Crescent, Che...

19 Palaw Crascent, Che_

Property

16 Yew Tree Close, Hurw...

Training Dave

David-Gecrge Morgan

Training Dave

Training Dave

MNegotiator

Training Dave

1, 63 Woodl

. 71 Pelaw Crescent, Che__

512 Pelaw Crescent, Che..

David-George Morgan
Training Dave

Training Dave

amproperty CRM movebutier
Communications « i A Q 2 My acc
Q ] (I S I
Deposit Dus Back Inveoice Total
£1,844.00 13/N/2025 £1,844.00
E00.00 07/06/2025 £800.00
£1,500.00 07,/01/2025 £1,500.00
E140000 18/T/2024 £ 1,400.00
! allo ~ wC
Depoait Due Back Invoice Total
£1,845.00 13/M/2025 E1,844.00
E£100.00 07/06,/2025 £800.00
£1,500.00 07,/01/2025 £1,500,00
E1400.00 18/1/2024 E1,400.00
Twobofd 1€ < Pagelofl »

11



17  Click the "Amount" field and type the amount you are refunding to the tenant.

Refund Deposit

Tenant
Lettings Applicani00

E ) [t ) ')
05,/03,/2025 E1,58600

Nate
Deposit Refund - Lenings Applicanti00 ]

— ) D

18 Click "Refund"

Refund Deposit

Tenant Bank Account
Lettings Applicant100 Margang Co Clienr Account

[m . ] [m:
05/03,/2025 £1,000

Nate
[ Deposit Refund - Lettings Applicantion

Py
P4 )

12



& The money will then be available to be transferred either via BACS, if the tenant is
set up for this, or as a bank transfer/cheque etc.

The retained funds left in the account will sit as deposit and can be used to pay
contractors bills or transferred to the Property to be paid to the Landlord.

Refunding Deposit - Deposit Protection Scheme

@ Tip! Deposits held in a Deposit Protection Scheme will automatically be refunded
to the Tenant from the scheme. The remaining funds will be sent to the Agent to
refund to the Landlord or use to pay maintenance fees.

To use the funds to pay for refurbishment or pay to the Landlord follow below.

19 The retained deposit needs to be receipted into the CRM. Click here to open the
Bank Receipt.

mmpropery Q_RM mavebutler

@plbperty Myday leftings + Sales v  Accounts ~ Reporigg Communications w i m A Q | ¥ My accou
R Ackeh gkl
Buarik
Hocaipt

Accounts +H Invoices 8 | 05/02/2025 - 05/03/2025 |
Morgan& Co Client Account = Rent Invoica i
01-02-03 D234L547 =
Balance £ 309, 56043 Reconciled E 304, 17295 £ 40, 390,00 £11, 045.00 £900.00 £28 &
Unalloceted Funds £3 35 Unreconciled ES5, 38748 Torel Due Dvard
/’_'_'- Tenani Fee Invoice i
- : E22200 £70.00 E0.00 g7
WFo 20F0 J1Fcb 12Fen I3Fob ZAFon ISFob J6Feb For IEFeb 1Ma  ZMar  IMar 4Mar B Mar Deposit Invoice i
Morgan & Co Held Deposits B=
G1-02-03 45685283 e E1, 55769 £1, 557469 EDDO EC
Balance £11,69005 Reconciled £11,490.15 ol
Unallocerad Funds O  Unreconciled £0.00 it Gt i "
Balance Sheet ¢ Expenses & | o1/12/2026 - 05/03/2025
Assets £334,155.03 £33, 155,03 Total £8,50

Wilten Branch Client Account £2,773.65 !
. i R i P @ £1,73890

Either click "Select property" and type the property details or click "Tenant" and
20 ,
add the Tenants details.

13



Bank Receipt

s
Recond Type ¥ B Tenant
Tenant e Select ey Select ecord
Collection Date | Bank Account L Payment Method
06/0%/2025 Seloct paymant account - Solact paymant mathod
Please enter 3 or more characters

Sub Type/Nominal Code Bank Reference
BACS Transfer s J [ Enter cheque no. Enler bank reference

[ Enter transaction descriphion

Ouretanding Invoices

O

No Outstanding Invoices

(" omen ) ( soorer ) (G

Bank Receipt

e 9
e
|
=

D5,/05/ 2028 Salmct pay

Flease enter 3 or mare characters

Sub Type/ Hominal Code

BACS Transfer J l Enter bank reference

Enter lrmcmn descripfion

Outetanding Inveices

No Outstanding Invoices

(" cumcar ) ( anomer ) (N

14



21 Oruse the Tenant option search for and select the name in the drop down box.

Bank Receipt

No Outstanding Invoices

(" omen ) (" avorer ) (SN

22 The screen will populate with the details. Click the "Amount" field and add the
amount of the retained deposit returned by the scheme.

Bank Receipt

No Qutstanding Invoices

(" omen ) ( soorer ) (G

15



23 Click "Select payment account" this is the account that the retained deposit from
the scheme was paid into.

Bank Receipt

?rpe ] [Pmern = B ] [
hd T71 Pelaw Crescent, Cheater ke Streat - Laﬂnqs applicant130

Sub Type/Nominal Code - Cheque No. | : ference
BACS Transfer Enter chegue no. ank refersnce
Margans Co Cliemt

Account

Callection Date . [ Amount - b Payment Method
D5,/05/ 2028 E1000.00 Salmct st 3 cunt Salect payment mathod
L

E nrer MC"IM description

Maorgan & Co Held
Outetsnding Inveicss Dreposits

Sub Lease Account

@

No Outstanding Invoices

(" omen ) (" avorer ) (SN

24  Click "Select payment method" i.e. how it was paid to you.

Bank Receipt

- q ] [ * Letfings applicant130

- Bank Account b P
Morgank Co Clisnt Account » Salest pagment muthod

Bank Reter |
Enter ban

No Outstanding Invoices

(" omen ) (" avorer ) (SN

16



25 Click the "Description" field.

Best practice is to use a detailed description e.g. "Withheld Deposit transferred
from DPS" as this helps with tracking the transaction.

Bank Receipt

R -

. Bank Account
Morgank Co Client Account ¥

Bank Reference
Enfer bank reference

17



26 Click "Collect" to show the refund in the CRM.

This brings the funds in as 'Unallocated' to the tenant ledger.

Best practice here is to allocate these funds to an invoice, as shown below.

H A
Bank Receipt
Record Type * Property i Tenant -
Tenant " 771 Pelaw Crescent, Chester le Streat = o' = Lattings spplicant130 v
Caoliction Date . Amount - Bank Aceount . Payment Method .
05/03/2025 E1000.00 Morgang Co Chent Account ¥ Biank Transfer -
Sub Type/ Nominal Code v Cheque Na. Bank Reference
BACS Transter » Enter chegue no, Enter bank reference
Descripfion .
‘With held Deposit ransfered from DFS
Outetanding Invelees + Upooming

O

No Outstanding Invoices

27 Click "No" or "Yes" to this.

?

Waould you like to produce a tenant recelpt?

18



& Alert! This refund is paid back into the Tenant Ledger as it is technically the
Tenants money.

28 To create the refund invoice click here.

L §

erty Myday Lettings + Sales + Accounts +~ Reporfing +  Communications # @ A Q
unts +H Invoices B | 05/02/2025- 05/03/2025 ] LS
& Co Client Account &= Rent Invoice View AN
b i — I s ——
£310,560.43 Reconciled £304, 17295 £40,390.00 £11, 045,00 £900,00 £328, 445,00
| Funds E31, 92145  Uneconciled E6, 38768 Toral Dus = Cuerdus
Tenant Fee Invoice View Al
- B, ]
e £22200 £70.00 £0.00 £15200
Teral Bus Paicd Sverdue
Feb INFeo ZiFob I3Feb oFob ZEFen MFeo T Feb ISFon  IMar  IMar  IMar  AMar  EMe DWD?TI Invoice View All
& Co Held Deposits @= ! -
15435263 £1,55769 £1,55769 £0.00 £0.00
Total Dua Overdus
£8,60556 Reconsied £11,490.15 SRR -
| Funds £0.00  Unoconciled -£2. 884,61 Service Chardie nvoice Viow AN
ce Sheet c Expenses =] [ 01/12/2024 - 05/03/2025 I +=
£332,270.42 £332, 270,42 Tet hhea

nch Client Account £2,773.65
B . B e @ £7,73890

29 Click "Select tenant" and type the tenants name, select the tenant name from the
drop down menu.




Add Invoice

E000
E000

Pay with dapasit
Py with unaliccated

- Transaction Type
- Seleet tranaachon fype

" Sub Typs
ot Hedect aub-type

=

CRM - 527

=

o (=

O

Add Invoice

E0oco
EQ00

Pny with daposit
Pay with unall 3

Transaction Type
Enlect transachon ypa

~ Sub Type
L Select sub-typn

| G |

IE™

O

20



30

31

Click "Select transaction type". Click "Deposit Invoice"

Add Invoice X

Deposit Balancs Eo000 Pay with depoalr

Uneflocated Funde £1, 000,00 Pay with unalh d o
Tenant = Transaction Type o Sub Type =
' Lattings applicenti30 - 771 Pelaw Craew Select trapsaction type ot sub-fyps L
Invaice Date:

C5/03/2025 A
Amount

E

CoD) ) D

Click the "Amount" field and edit to the amount being retained/returned from the
deposit scheme.

Add Invoice

Dapoeit Balance
Unsliocated Funds

Tenant o Transaction Type
+ Lettings spplicant30 - 771 Pelaw Cree Deposit lnvoice

Invoice Date L Invoice No.
O5/0%/2025 CRM - 527

@ ) (Fw

Enter descnphon

Invoices

21



32 Click here to exclude the management fee.

Add Invoice

Deposit Balence
Unallocated Fundo

# Lettings applicant130 - 771 Pelaw Craer Depost Inalce

Invoice Date - Invoice Na.
05/03/2025 CRM - 527

[w . [ Transaction Type

Het

Amaount
£1,000.00

£1.00000

Description
Enter description

33 Click the "Description" field. Type a detailed description of the transaction.

AQd Invoice

Ceposit Balence
Unsliscated Funds

Tenant
+ Lettings nppicanti30 - 771 Pelaw Cresr Deposit wvolce

Invoice Date . Invoice Na.
05/03/2025 CRM - 527

et

Amount .
_£1.000.00

E1.000.00

. @

Invoices

(D ) D




34  Click here and select "Pay with unallocated".

This will allocate the Unallocated funds (aka 'Retained Deposit') to the Invoice.

Add Invoice

Deposit Balance £000
Unallocated Funda £1, 000.00

Tenant - Transaction Type
+ Leings applieant130 - 771 Felaw Cree Deposit Inunice

Invoice Date L4 Invoice Nao. 3
05/03/2025 CRM - 527 Exempt

E |

Description
Witheld Deposit

Invoices

O

35 Click here to create the invoice.

Add Invoice

23



36 Click "OK"

EDOD Pay with deposir
£1, 000,00

Pay with unallocated

- Ininice No. VAT Type
CRM - 527

I|E J (oo

Description
Enter description

Invoices Tatel

I Dete Imvaiee No. Type VAT Type Ner AT Toral Deseriprion Exclude

-
B B csoiooess caM-57 Depostine. Esmat 2100000 EODD.  EL00000 Wiheld D -

Tieiafl < < Pogalofl

37 Click "No" or "Yes"




38

Once the Invoice has been created, in the scenario above the invoice will be
automatically paid and the retained funds will show as a deposit payment.

Depending on how the funds are being used will change what happens next.

If the funds are being used;

1. To pay for refurbishment of the property then the funds can stay as Deposit or be transferred
to the Float and used to pay any contractors invoices.

2. Being returned to the Landlord, the funds need to be transferred to the Property Ledger.

AN

39

@prbperty Myday Letfings +~ Sales +

Accounts

Morgan& Co Client Account

1-02-03 234567

£ 310, 56043 Reconciled
u

Morgan & Co Held Deposits

01-02-03 454685263

d Funds mreconciled

Balance £8, 60554 Reconciled

Unzllocated Funds = Unseconciled

Balance Sheet

Assets £ 332, 270.42

Wiltan Branch Client Account

40 Click "Landlord"

Click here to create the Landlord bank receipt.

Communications

Invoices

Rent Invoice

E 40, 390.00

Tenant Fee Invoice

E22200

Deposit Invoice

E 2, 55767

Sarvice Charae Invoice

Expenses

Total

Refunding Deposit - held by Landlord - Returned to Tenant

Alert! In this case the funds need to be receipted into CRM from the landlord, then
transferred to the tenant or transferred to float if used for refurbishment.

m
P

iamproperty CRM movebutier

Py o

= A Q & Myaccou
025 - 05/03,/2025 |
Wi
E 900.00 E28, &
Wi
£0.00 £V
Vi
E0.00 EQ
Vil
| 01/12,/2024 - 05/03/2025

EB,5C

AI‘ @ 173850

Click "Record Type" and select Landlord from the drop down menu.



Bank Receipt

No Outstanding Invoices

Bank Receipt

Property
1% Polaw Crascent, Chester bo Streol

= 2l

Ne Outstanding Invoices

=) ) D

41 Click "Select property" type the property name and select from the drop down
menu.



Bank Receipt

—
Recond Type . erty
Landiord ¥ Selact ry

Collection Date
06/03/ 2025

Sub Type/Naminal Code
BACS Transfer

Na resufts found

) Q [ Ealect record

Bank Account * Payment Method
Morgank Co Client Accournt * Bank Transter

J [

s J [ Enter cheque no. Enfer bank reference

[ Enter transaction descriphion

Dureranding Invoizas

O

Bank Receipt

(" omen ) ( soorer ) (G

Landiord e Select propsry

Collection Date ae
06/03/ 2025

5 Y2 Pels
Sub Type/Naminal Code
BACS Transfer

Record Type: * [Hﬂpeﬂ\'

B Landliord
Ealect record

Bank Account * ] [ Payment Method

Morgank Co Client Accourt * Bank Transter

Bank Reference
Enfer bank reference

Descriplion
Enter transaction description

Dureranding Invoizas

(" omen ) ( soorer ) (G

27



42 Click the "Amount" field and add the amount of the deposit being returned to the
tenant or withheld for refurbishment.

Bank Receipt

No Qutstanding Invoices

(" omen ) ( soorer ) (G

43  Click the "Description" field. Add in a detailed description as mentioned previously.

Bank Receipt

JE=
* 19 Paliw Crescwnl, Chester ke Street

L Amount
| | £300.00

No Outstanding Invoices

=D =) D

28



44 Click "Collect"

Bank Receipt "

RocordType  * | | Property : Landiord * @
Landiord e #19 Palaw Crascent, Chester |e Street = Adrian Green A

Colisction Date . Amount . Bank Account . Payment Methad L
05/03/2025 £30000 Mongank Co Chent Account ¥ Bank Transisr -

BACS Transter Enter chegue no. Enter bank ieference

Descripfion
Dreposit refurned o Tenanﬂ

[ ]
[ J |
[mwwmwma '] [cmwo. ] [amumm ]
[ ) |

Outsranding Involces & Upooming

O

No Outstanding Invoices

(emol)(nmhar)((f/—\ﬁ )

Alert! This will collect the funds as 'Unallocated' to the Property Ledger, the funds
need to be moved to either the Tenant Ledger or the Float Ledger. If this is not
done and 'Perform Payments' is done then the Landlord payment will be sent back
to the Landlord.

29



45 Click "No" or "Yes"

?

Would you like to produce & landlord receipt?

46 Ledger transfer the Landlord bank receipt to the tenant ledger from the property
ledger.

Click "Accounts"
Click "General" then "Ledger Transfer"

iamproperly CRM movebutle

@pr_@:perty Myday Lleftings »~ Sales ~ | Accounis -  Reporfing ~  Communications = @ A Q -

Accounts dashboard General Landlord Tenant -

—_—— ',. S ——
B -
B €0 DAY R 0 . £« W00 " a0 & oo 00 [F ]
b R S et Iy r T L Bl ]
e e W
Tl (= T T
o el -
[y = - v e e [ y——
|
i % e e Cooe
— [Ty T g —— e -
i — B0 — AL [T S ——
Balance Sheet ¢ Expenses @ [svmm wums |
Assety e .r hond L

el e ] s
R e e P g ‘ @ e

30



iamproperly gg{y movebutle

@poperty Myday Leffings +~ Sales ~ Accounts + Reporfing »  Communications = @B A Q [-:: ﬁ m
Accounts dashboard General Landlord Tenant -

General

Adjustment Credit Note Regular Charges Confraclor Siaiement Me
BACS List Jobs Cistanding Regular Expenses

Bank Receipt Ledger Transfer Unallocated

Cash Account Opening Balances View Ledgers

W B &t e 1 ta™mm
e e e @ e

47 Click "Select ledger". Click "Property Ledger". Click "Select record" and search for
and select the property record.

iamproperty CRM movebutle

@ "pperty Myday Lefings ~ Sales ~ Accounts ~ Reporfing ~  Communications « i @ A Q l-’:_m
T
Ledger Transfer  Toanster ( Add ) ( Remove Gomp
Ledger Type . l Record . Balance Ledger Type [ Recard i
Leloo] jedge J Selact rocoed ® EQO0 ct lndger ¥ | | Selectrecon 1 ok
»
‘ | [ Sub-Recard ] [ Transfer Amcunt 3 [ Sub-Recaord Type . ] { Sub-Recaord .
Seshes - | oo siact e - slect i -
.~ /

a

. Tenant Ledger.

[ Agent Ledger | l Exciude Man Fee (;‘ [Dew'p"“"
v

Deposit Ledger
Property Ledger
Contractor Ledger

Flrat | srbor
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wpl Ve Ly MY OEY  LEIIGS W SHIRE W ACCUUNIS % RERDUIING Y LUIMIUNESEINS m om B - Mya

( Add ) ( Remove Comg

Ledger Transfer

Ledger Type ‘ Record . ( Balunce Ledger Type Recaord
ol ooy I = ¢ % £a0a + b - il -
<5 ) 3 e > i
‘ ‘ [Suh-ﬂemld . t Transfer Ameunt . Sub-Racord Type . ‘ Sub-Racerd .
BR T TeCH - £000 BInCT e - lect moand -
Tenant Ledoer e
~ | | Description
Agent Ledger Exchede Man Fee (/
| DepdSit] Bdger
1 Praperty Ledger ________+ ____________________________________________________________
Cantractor Ledger
Flrat | adear %
iamproperty (_'._RP-‘ movebutle
@pn}perty Myday Leftings v Sales v Accounts v Reporfing v  Communications w = @ A Q ’a Mya
Ledger Transfer . Transfer ( Add ) ( Remove Comg
Ledger Type +| Recard . | Balence Ledger Type Recard .
Property Ledgar k! Egsa g rocoes £000 Salect ladge: - Salect recard ok
12 »
Sub-Record Type | | Transfer Amcunt 3 Sub-Recaord Type . Sub-Recaord .
Landiard - | £000 S g - fop T -
', S —
= - Please enter 3 of mone
Transfar Date - characters Description
05/03/2025
J

& Alert! If the Returned Deposit funds are being held to pay for refurbishment works
transfer them to the Float Ledger rather than the Tenant Ledger.

48 Click "Select ledger", Click "Tenant Ledger" (or Float if the funds are being used for
refurb), Click "Select record" search for the tenant details. Click the "Description"
field and add the description



iamproperty CRM movebutler  jamsold
aerty Myday Lettings + Sales + Accounts + Reporting ~  Communications E i ‘ Q —
‘Transfer - ( Add ) ( Remove Complete )
r/r_-\
» Type - Record . Balanca !fpu\ . Record .
ity Ledger L 71¥ Pelaw Crescent, Chestarle _ ¥ £000 Sﬁﬂw Select record o J".
» ~
tecord Type Sub-Recerd - Transfer Amaunt Sub-Recard . n
o v W Adinan Green b £000 Select moond -
Tenant Ledger -
:.D“ 'Jl Exclucls Man Fas ‘:)Hmmm Agent Ledger 2 J
2025
Deposil Ledger
+ Property Ledger
Contractor Ledger
Elrat ek L
iamproperty CRM movebutler  jamsold
aerty Myday Lettings + Sales + Accounts + Reporting ~  Communications E i ‘ Q —
‘Transfer - ( Add ) ( Remove Complete )
» Type - Record » Balanca Ledger Type . Record .
ity Ledger L 71¥ Pelaw Crescent, Chestarle _ ¥ >> £000 >> Sziect ledger Select record o J".
tecard Type Bub-Recard - | Sub-Recard - n
i r W Adinan Green - N Select moond -
enant le)ua 2
:.D“ i J l Exclucls Man Fas ‘:)I {mnﬁm Agent Ledger 2 J
2025
Deposil Ledger
+ Property Ledger

Contractor Ledger

Flrat | ardnor
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iamproperty CRM movebutler  jamsold

erty Myday Letfings v Sales v Accounts w Reporfing v  C ications # mE A Q —
‘Transfer - ( Add )( Removs Complete )

» Type . Record . Balanca Ledger Type . Recor .
ity Ledger L 71¥ Pelaw Crescent, Chestarle _ ¥ £000 Tenant Ladger ol Batecy record J".
tecard Type Bub-Recard Sub-Record Type . | G
Eo v My Adinian Green Tenancy -
Please enter 1or more

i Date . characters

P Exclude Man Fee
§/2025 J l Vil I

@p?{)perty Myday Letfings » Sales » Accounts » Reporting ~  Communications i @ A Q -
e vt &

Ledger Type L - Balance Ledger Type - Record .
Property Ledger - 717 Palaw Crescent, Chestar e _ ¥ )) 000 >> Tenant Ledger - *lettings spplicantioz - 717 Peloss
Sub-Record Type Sub-Record . Transter Amount . Sub-Record Type . Sub-Record .
Landlord - Mr Adrizn Grean - E0O00 Tenancy v leftings applicaniiiZ b
—
Transfar Date . Description
[ s ] Exciude Man Fee q P
=
f -
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49  Click "Transfer" to transfer the funds to the Tenant Ledger.

iamproperty CRM movebuller famsold

erty Myday Lettings + Sales + Accounts +~ Reporfing +  Communications i m A Q
‘Transfer [ \manster | ) ( Add ) ( Remove Complete )
o Type b Record » Balance Ledger Type » Record .
ity Ledger L 719 Pelaw Crescent. Chestarla _ v £000 Tenant Ledger = lettings applicant102 - ¥19 Pelaw® 2 >
tecard Type Sub-Recerd - Transter Amaunt i Sub-Record Type . Sub-Recard . G
sl - Mr Adirian Gireen - £000 Tenancy ¥ Isttings appicant102 v
i Date . Dascription o

Exclude Man Fes
5/ 2025 J l e D ] [ Transfer from 919 Pelaw Crescent, Chester le Street. County Durham, DH2 2HX, LK (Property Ledger) to leftings 7 ‘

50 If the funds are being transferred back to the Tenant, it is best practice to create a

deposit invoice.

Click here to create a Deposit Invoice.
Click "Select tenant"

Click "Select transaction type"

Click "Deposit Invoice"

erty Myday Letfings v Sales v Accounts w Reporfing »  Communications # @ A Q
unts +B Invoices B | 05/02/2025- 05/03/2025 ] +=
& Co Client Account @= Rent Invoice View All
g 56 i {8 i _
E 310, 86043 Reconciled £ 304, 17295 £ 40, 350,00 £11, 045,00 £900.00 £78, 445,00
| Funds. E 31, ZN45 Uweconciled E&, 68748 Toral Dus F Cuerdus
Tenant Few Invoice View All
o e M
e £22200 £70.00 £0.00 £15200
Torel Bus Paid Overdue
Feb IFab ZFob I3Feb Foh IEFed ISFeD Wb ISFen  IMar FL IMar  AMar EME DG’BD?]‘ Invoice vmm
& Co Held Deposits o= e
5485243 E 2 55789 E2 557469 E0.00 EQDO
Total Dua i Overduse
£8,60556 Reconciled £11,490.15 R -
| Funds EDQOC Unroconciled -£ 2 884.41 Sarvice Charge Invoics View Al
ce Sheet c EXPEI'IBES = [ 01/12/2024 - 05/03/2025 I +=
£332, 570.42 &332, 370.42 Totel £ 80050

nch Client Account £2,773.65
B . R @ £7,73890
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Add Invoice

Deposi Balancs
Unaliocared Funds

£0.00 Py with depasit
hbucind Py with unaliccated

Tenant
Select

Flease enter 3 or more ¢

. Transaction Type . Sub Type
Seleet tranaachon fype b Heleet sub-type

+ No. VAT Type
- 528

=

i J | 2000

o (=

=

Add Invoice

O

Deposi Balancs
Unaliocared Funds

Pay with dapasit
Py with unaliccated

Tenant

" Sub Type
Hedect aub-type

Invoice Date
05/03/2025

=
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51

Add Invoice

Invoices

Daposit Balance £1, 40000 ‘ Pey with deposit

Uneliocated Funds £0.00 Pay with )

Tanant * Transaction Type * Sub Type '

+ letfings epplicant102 - 919 Pelaw Crogw Swlect Transaction lypu Salec! sub-typo -

Invoice Date - Invoica N |

05/03/2025 ] [cm-s ] [Mlhnﬁae ]
Rent Invoice

Amaunt o || met ) Total

E £000  Tenom Fee invoice E000

Description

%0 Ivoice ® —

: i I x| |

Enter descripfion Senvice Charge Invoice .
ED

Landiord Service Charge voice

O

No Invoices

=D ) D

Click the "Amount" field add the amount of returned deposit.

(=) (=)
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52 Click the "Description" field and add a clear description.

A TV Mo S

£1,400.00
Unaliocated Funds £000

Tenant s Trnsaction Type
v leftings applicanti02 - 719 Pelow Cres™ Deposit Invoice

Invoice Date - Invoice No.

05/03/2025 ] [ CRM - 528

Amaount > et
£300 £300.00

ComD ) D

53 Click here to exclude the Management Fee.

Add Invoice

Dapoait Balance £1, 40000
Unsilocarad Funda £0.00

['Iamm ¥ [ Transaction Type
+ lettings applicantiD2 - 19 Pelaw Cres* Deposit Inunice

Invoice Date L4 Invoice Nao. 3
05/03/2025 CRM - 528 Exempt

N | |

Description
Depasit Returned to Tenant from Landlord

Invoices

O
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54 Click here to create the Invoice.

Add Invoice =
Doposh Balance £1,400.00 Pay with depoair
Unalloceted Funds £090 | | pay with unallocatsd

L Transaction Type
* lettings applicanti02 - ¥1% Peiaw Cres™ Deposit Invoice
. Invoice No. VAT Type
05.-‘03:‘2025 CRM - 528 Exempt
Description
Deposit Returned o Tenant from Landlord

O

No Invoices

=
(=5
= 2| . |,
[

CHIED]

55 Click "OK"

£1, 40000 Pay with deposir
£000 | | pay with unaliccetsd

Transaction Type B Sub Type
' Ienhmsappﬂmnuz WMUW Satect mansachion ype » Sefact sub-Type

3 | —

& R

v Dete Invoice No. Type VAT Type VAT
. B cs0520e5 GRM-628  Depostinv. Essept ) E000

T iafl

==&
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56

Click "No" or "Yes"

i

Would you like to produce a tenant invoice?

57 Once the Invoice is created, go to the Tenant Ledger and use the retained funds to

pay the Invoice. Click "Ledger™"

Accounts +8
Morgan& Co Client Account @=
01-02-03 01234567 i
Bnlance E 310, 860.43 Reconciled £ 304,17295
Unalioeated Funds E31. 22145  Unreconclied E &, 68748

.

WFeo FFeh NMFsh 3Fen TFel TaFeb JSFen Fet TFeh I8Fen M 2w  IMa  GMar  SM

Morgan & Co Held Deposits @=
01-02-03 45685263 =7
Balance E8, 60554 Reconciled ET1, 49015
Urallosatad Funds £0.00 Unrecenclied -£ 2, 884.61
Balance Sheet c
Assets £33, 570.42 E33LITONT
Wilton Branch Client Account £2,775.65
Mergenk& Co Client Account £312, 41123
Turvey & Co -£120.00
Morgan & Co Held Deposits £8, 605,54
Sub Lease Account E 8, ?00.00

£ "N
a @ @ Deposit * - Ledger Transfer %

Invoices = [ 05/02/2025 - 05/03/2025 I

Rent Invoica

E &0, 390.00

Total Dus

Tenant Fes Invoice
E22200

Total Due Pa

Deaposit Invoice

E2 85769 £2, 55769 £30000
Total Due Pl
Sarvice Charae Invoice
Expenses & | 0112202 - 05 /032028
Total 8
@® &1.738%0
Electric
@ £6.31500
Gas
& E141.00
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58

Click "Tenant Ledger"

@ property Myday Lefings ~ Sales ~ Accounts ~ Reporfing ~  Communications « # @ A Q
.Ladgar'i\-pa Record
Tonant Ladge: = lettings spplicant102 - 919 Polaw Crescent, Chester la Stigem
Jing Ivolces £30000 | T | Depost £
Tenant Ledger a Alocate EQO0 = | ment
Agenr Ledger
ip By Batch " Q:I 0w ~ ¢
Depaosit Ledger
Property Ledges Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
Contractor Ledger
] Ty v 25 05/03/2025 121 Deposit Invoice Deaposit CRM - 528 Deposit Retumed to Tenant fro
24745056 10/02,2025 00:05 Rent Invoice Residential Rent CRM = 507 lettings applicant102 (10/02/2
O 2s301284 10,/01/2025 00:07 Rent Invoice Residential Rent CRM - 481 lettings applicant102 (10/01/2(
O czagr20s2 17/12/202415:03 Rent Payment Residential Rent CRM - 443 lettings applieant102 (10/12/2C
O zz97208%1 17/12/202615:03 Tenant Bank Recaipt Online Transfer CRM - 443 lettings applicant102 (10/12/2¢
O 2872256 10/12/2024 10:57 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12//2C
O 23872255 10/12/2024 10:57 Tenant Bank Recaipt Online Transfer CRM - 443 lettings applicant102 (10/12/2C
59 Search for and select the tenant from the drop down list.
y CRM  movebu
@ property Myday Lefings ~ Sales ~ Accounts ~ Reporfing ~  Communications « # @ A Q
Ledger Type
Tenant Ledget & luftinge aplplicant102 - 919 Polaw Crescent, Chester la St
T | ous | o 30000 | T | Deposit £1,4
PN preace enter 1 or more characters Faeac — | ‘Rent
E@DO e -. ) -
O i Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
[0 2ss05825 05/03/2025 121 Deposit Invoice Deaposit CRM - 528 Deposit Retumed to Tenant fro
O 24745056 10/02,2025 00:05 Rent Invoice Residential Rent CRM = 507 lettings applicant102 (10/02/2
O 2s301284 10,/01/2025 00:07 Rent Invoice Residential Rent CRM - 481 lettings applicant102 (10/01/2(
O czagr20s2 17/12/202415:03 Rent Payment Residential Rent CRM - 443 lettings applieant102 (10/12/2C
O zz97208%1 17/12/202615:03 Tenant Bank Recaipt Online Transfer CRM - 443 lettings applicant102 (10/12/2¢
O 2872256 10/12/2024 10:57 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12//2C
[0 23a722ss 10/12/2024 10:57 Tenant Bank Recaipt Online Transfer CRM - 443 lettings applicant102 (10/12/2C
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60 Click here.

@ operty Myday Leffings » Sales w Accounts » Reporting -~ Communications B OB A Q
Ledger Type Record
Temant Ledget = luttings applicant102 - 919 Pelaw Crescont, Chester s Shie
Outstanding Invoices £300.00 = | Deposit £1,4
Funds to Allocate E 300.0 T | Rent
% m Giroup By Batch | M D‘\ m v ¢
D (5] Tranzaction Date Transaction Typea Transaction Sub-Type Invoice No Dascription
H O 25606575 05/03/202512:27 Ledger Transfer Ledger Transfer Refunded Deposit from Landlo
&
3 05/03/202512N Deposit Invoice Deposit CRM - 528 Deposit Retumed to Tenant fro
O 2475056 10,/02,/2025 00:05 Rent Invoice Residential Rent CRM = 507 lettings applicant102 (10/02/2
D 24301284 10,/01/2025 00:07 Rent Invoice Residential Rent CRM - 481 lettings applicant102 fho/on 2
O zas720s2 17/12/2024 15:03 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12/2¢
O 23972051 17/12/2024 15:03 Tenant Bank Receipt Cnline Transfer CRM - 443 lettings applicant102 10/12/2C
O 23g72256 10,/12/2024 10:57 Rent Payment Residential Rent CRM - 643 lettings applicant102 10/12/2¢
[0 23872255 10,/12/2024 10:57 Tenant Bank Receipt Crline Transfer CRM - 443 lettings applicant102 (10/12/2C
8 n n
61 Click "Allocate
Ledger Type Recorl
Tenant Ledger = lettings applicant102 - 717 Pelaw Crescant, Chester le St

Outstanding Invoices B30000 | T  Depost £,

| Rent

Funds to Allocate

E H n Group By Batch ar Q‘| 0 =
O i Transaction Date Transaction Type Transaction Sub-Type Invoice Ho Dascription

O 25606575 05/03/202512:27 Ledger Transfer Ledger Transfer Refunded Deposit from Landlo

05/03/2025 121 Deposit Invoice Deposit CRM - 528 Depaosit Retumed to Tenant fro

10,/02/2025 00:05 Rent Involce Residential Rent CRM - 507 lettings applicanti02 10/02/2

10,/01/2025 00:07 Rent Invoice Residential Rent CRM - 481 lettings applicant102 (10/01/2(

17/12/2024.15:03 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12/2C

17/12/2024 15:03 Tenant Bank Receipt Online Transfer CRM - 443 lettings applicant102 10/12/2C

O z3g72256 10,/12,/2024 10:57 Rent Payment Residential Rent CRM - 443 lettings applicant102 {10/12/2¢

O z23s72255 10,/12,/2024 10:57 Tenant Bank Receipt Online Transter CRM - 443 lettings applicant102 (10/12/2C

O zsv298 10,12/2024 10:54 Rent Payment Residential Rent lettings applicant102 (10/04,2

o & @ Dapaosit X Ledger Transfer X



62  Click this checkbox to select the invoice we are allocating the funds to.

05/03/2025

Tenant

fettings spplicant102

Original Amournt £30000

Qutstanding £300.00
Bank Reference

Refunded Deposit from Landlond

Descriptien

Depcen Raturned 1o Tena...

T 1af1 ¢ Pegelofl b

63 Click "Allocate"

Allocate

05/03/2025

Tenant

lettings applicantiD2
£30000

E 30000

Refunded Deposit from Landlord

1 4 PagaleFt 3 M

o N
(=) (&)
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64 Return to the Accounts dashboard and click here.

@

property Mydey Letings ~  Sales w  Accounts w-  Reporting - Communications - # B A Q

Maorgen & Ce Held Deposite £ 8, 605,54 - o
Sub Leasa Account £ 8, 900.00

@ EW.00
Mergan & Co (Cash] £0.00 .

@ t21.00

@ c28500
Total £ 332 570.42
Deposit Rent =
Total Held £1,946.00 Invoiced £ 56, 75500 Recelved £ 35, 140.00
Invelces Outstanding £ 300.00

Refunded £100.00 Outstending £ 37, 27000

65 In the deposits list, find the deposit you are returning and click the 3-dot menu

property  CRM - movebuth
@ property Myday Leftings ~ Sales v  Accounts v Reporfing »~  Communications # B A
E ALL Deposits
[0 Tenant Property Negefiator Deposit Due Back Invoice
O Lettings Applicant100 16 Yew Tree Close, Hurw..  Training Dave E1855.00 13/1/2025 E184
O  letting applicanté Bedracm 1, 63 Weedlan.. David-George Mergan £100.00 07/06/2025 EB0

O lettings applicantio2 919 Pelaw Crescent, Che... Training Dave £1.400.00 18/M/2024 £1.40
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66 Click "Refund"

[ == L iz ] R o
O Tenant Proparty HNegotiator Deposit Due Back Invoice
O Lettings Applicant100 16 Yew Tree Close, Hurw..  Training Dave £184500 13/N/2025 £184
O letting applicantia Bedroom 1, 63 Woodi David-George Morgan E100.00 07/06/2025 £80
O lettings applicantl02 919 Pelaw Crescent, Che... Training Dave £1.400.00 18/M/2024 £1.40
4
Tto3ofd 1€ ¢ Pagelofl »

67 Click the "Amount" field and update with the amount you are refunding.

Refund Deposit

Tenant Bank Account
lettings applicantD2 Morgank Co Client Account

- ] (=)

Mate
[ Deposit Refund - leftings applicant102

=) D
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68 Click "Refund"

Refund Deposit

Tenant Bank Account
kthngs applicant102 Margans Co Clenr Acoount

05/03/2025 £300|

[we pr—

Nate
[ Deposit Refund - leftings applicanTio

N
(=)&)

How to Ledger Transfer funds in CRM.

69 Click "Accounts"

e w e s o

@pr@pertx Myday Letfings +  Sales v

L= | runus i smocee Buuu s | mem
B0 coeeree Sean a)io -«
B o Transaction Date Transaction Typs Transsction Sub-Type Property Invoice No De
B 2se05316 05/03/202512:05 Depasit Payment Deposit 771 Pelaw Crescent, Cha... CRM - 527 Wi
[0 28605315 05/03/202512:08 Deposit Invoice Deposit 771 Pelaw Crescent, Che.. CRM - 527 Wi
[0 25604935 05/03/2025 N:58 Deposit Transfer Scheme 771 Pelaw Crescent, Che.. CRM - 495
O 25804869 05/03/2025 N:52 Deposit Refund Deposit 16 Yow Tree Close, Hurw.. CRM - 417 De
[0 25604475 05/03/2025 1:47 Deposit Transfer Landlord Bedroom 9, 63 Woodlan.. CRM - 449
O 25604307 05/03/2025 1:44 Deposit Transfer Scheme 258 Whinfield Road, Darl.. CRM - 395 Ds
O 24773967 1/02/2025 M1:48 Deposit Transter Scheme 1091 Pelaw Crescent, Ch.. CRM - 509
O za773694 /02,2025 M:42 Deposit Payment Deposit 1091 Pelaw Crescent, Ch.. CRM - 509 De
O zarsas /02/2025 N:39 Deposit Invoice Deposit 1091 Pelaw Crescent, Ch..  CRM - 509
O zanyees 06/02/2025 13:48 Deposit Transter Seheme Bedroom 9, 63 Woodlan.. CRM - 502 De



70

Click "General" then click "Ledger Transfer"

@ pr@:perty Myday Leftings » Sales ~ Accounis » Reporfing »~  Communicafions
Accounts dashboard General Landlord Tenant -
General
Adjustment Credit Note Regular Charges
BACS List Jobs Cistanding Regular Expenses
Bank Receipt Ledger Transfer Unallocated
Cash Account Opening Balances View Ledgers

—

0 wrrew LR - L) e

71

@p;:{}perty Myday Leffings + Sales v  Accounts
Ledger Transfer
[ Ledger Type . l l Record .
sloctijedge Sefect rocoed .
‘ | [s.m-aemm . ]

. Tenant Ledger b

»

iamproperly (__‘.f.[ﬂ movebutle
# E A Q
Contracior $iatement Me
—_— -—
WO P Comscmes Cn Ol - 0% ]

In the Ledger Transfer screen. Click "Select ledger" then click "Deposit Ledger"

iamproperty E‘.‘R“h_-‘ movebutle
Reporfing ~  Communications i @ A Q
T,
LI Transfer Add Remove Comg
e —"
Balance Ledger Type . Recaord .
EQO0 )) Saiect ledger b Select record ok
[ Transfer Amcunt -y [ Sub-Recaord Type . ] { Sub-Recaord .
| E000 siact e - Solect pecord -
A

[ Agent Ledger

c} ‘ l Description

Deposit Ledger
Property Ledger

Contractar Ledger

‘ l Exclude Man Fee
-

Elrat | ariear
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@pmperty Myday Lletiings ~ Sales »~ Accounts ~» Reporfing »» Communicalions H OB A Q -

& (o

[Ladqer‘l\'pa '][ﬂocnrd '] Balance [l.edgerrvpe -Hmm .

Select lechge Sl Teros v £ 000 Selact e . Select record v
=4

‘ | | [ Sub-Record . ] Tronsfer Amount = [ Sub-Rocord Type . ] [ Sub-Racord .

Solact edger

Tensnt Ledger

&~
Agenf Leder ‘ [ Exclude Man Fee [ @ ‘ [ Desiidion
v

| Defosit Lodger

v Fmpg‘z?l‘\f Ledger

Contractor Ledger

Flaat | arieer

72 Click "Select record" and type the tenant name and select from the drop down

menu.
iamproperty CRM movebutle
@pr@:perty Myday Leftings » Sales ~ Accounis ~ Reporting ~  Communications ~ ﬁ i Q Q -

Ledger Transfer - C Add )( Remove Comy

EE )
Deposit Ladger L4 _E-ei'—'_\-:' |cn:=_:x d

Sub-Record Type Transfer Amount -y Sub-Recaord Type . Sub-Recaord .
Tenancy hd £0.00 Saiect mdoer v Select oo -

Please enter 1ar more

Trensfer Date - characlers
05/03/2025
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iamproperty CRM movebutle

@pr@:perty Myday Leffings » Sales +~ Accounts ~ Reporfing »~  Communications « i @ A Q ]
Ledger Transrer - ( i ) ( Sitmh o
Ledger Type L Record v Balance . cord *
Deposit Ledger = Sefect rocoed EQO0 - Select record >
Sub-Record Type apohcantls Transfer Amount s Sub-Record Type - Sub-Recaord *
Tenancy hd - - £0.00 Select wdoer v Jelect oo -
| Lettings Applicanti30 7.

Transfer Date - 0 i Description
05/03/2025 . N

73 Click the "Transfer Amount" field and add the amount you are transferring
between ledgers.

iamproperty CRM movebutle

@ pl:bperty Myday Leftings » Sales ~ Accounis ~ Reporting ~  Communications ~ ﬁ i Q Q ]
Ledger Transfer - ( Add ) ( Remove Comg
Ledger Typa o Record v Balance - *
Deposit Ledger = ! Lettings applicanti30 - 771 Palav )) £1.00000 >> Saiect ledy - Sl >
Sub-Recerd Type Sub-Recorel . | Transtés Amount * Sub-Recard Type . Sub-Record .
Tenancy - applicanti30 v | Eoa sact adger - slect necord
[t [ @[

74  Click "Select ledger" then click "Property Ledger"
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jamproperty CRM movebutler famsold

erty Myday Leffings v Sales + Accounts » Reporfing v  Communications ~ i m A Q _
‘Transfer - ( Add )( Remove Complete )

)

@ =

! Lattings applicant130 - 771 Pelaw £1.000.00 $‘e»c-c‘. leciagr Select record _a”
tecard Type Sub-Record - Transter Amaunt Y | Sub-Recard - G
oy v applicant1 ¥ £1,00000 | ehect record -
Tenant Ladger =
o e 4 Exclude Man Fee (:) piion Agent Ledger -
52025
Depostt Ledger
¥ ] Property Ledger
Contracior Ledger
Clrat | ardrusr
oLy MYUOY LSRG W OmS3 W MLLLUINE W SR VAR s Eomm e e

e i
& O
== ] ‘]

#Type # Record .3 Balence
sit Ledger .. ! Lettings applicanti30 - 771 Pelaw £1.00000 Seieci ledger oct recond

&
> » p
tacard Type: Subi- Record . Transter Amaunt ¥ | Sub-Recard .
cy v | | spplicanttao - £100000 Seloct secord .

Tenant Ledger -

;;‘;’5 A, J l Exciude Man Fee (}l [ Do Agent Ledger S J

DegGEil tedger
= 9 | X
e Ploperty L?!:lca

Comtractor Ledger

Flrat Lardoor

75 Click "Select record" type the property address and select from the drop down
menu.



iamproperty CRM movebutler  jamsold

erty Myday Letfings v Sales v Accounts w Reporfing v  C ications # mE A Q —
‘Transfer - ( Add )( Removs Complete )

n Type - Recard - Balance
it Ladger - ! Lettings applicant130 - 771 Pelaw £1.00000

~
» .
== o
o v | | sppiicantio v £100000
Please enter 3 of more
'Im . J l i, ‘:) ] { Description characters A I

52025

iamproperty CRM movebutler  jamsold

erty Myday Letfings v Sales v Accounts w Reporfing v  C ications # mE A Q —
‘Transfer - ( Add )( Removs Complete )

 Type » Recard . Balance Ledger Type * Record "
cit Ledger L} ! Lettings applicant130 - 771 Pelaw >> £1.00000 >> Proparty Ledger = 771 Pelaw Crescent, Chesterle . ¥ J".
tecard Type Sub-Recard - Transter Amaunt Sub-Record Type . Sub-Recard ] n
oy v spphicant130 - £1,00000 Landlond - r ‘é;_l‘ehq;'i -
i ]

Date . Descripti \ 4 .

:2025 J l Exclucle Man Fee ‘:)] { i N M J
+
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76 Click here to create a description for the transfer, edit as required. Although this is

a very complete description, we would suggest adding that this is a 'Withheld
Deposit'

Ly Loty YL L mEna

rerty Myday Leffings ~ Sales ~ Accounts »» Reporfing +~  Communicalions ~ i OE A Q

'Transfer ( Add )

o Type - Recard = Balance Ledger Type = Aecord =

=it Ledger b ! Lettings applicant130 - 771 Pelaw £1. 00000 Property Ledger - 77 Pelaw Crescent, Chester e _ v ‘_x;

» -

tcord Type Sub-Rocerd 1 Trangter Amount o Sub-Recard Type * || sub-Rocord n

oy - epplicantT30 b £1,00000 Landlord - Mr Arthur Morgan o

« Date . Description f i
Exclucle Man F

/2095 ] = . O [ Transfer from Letings applicantT30 (Deposit Ledger) to 771 Pelaw Crescent. Chester le Sireet, County Durha(n

77  Click "Transfer" to move the funds between the ledgers.

iamproperty CRM movebuller famsold

erty Myday Lettings + Sales + Accounts +~ Reporfing +  Communications i m A Q
‘Transfer ( Transfer ) ( Add ) ( Remove Complete )
o Type . Record . Balance Ledger Type » Record .
cit Ledger L} ! Lettings applicant130 - 771 Pelaw £1.00000 Proparty Ledger = 771 Pelaw Crescent, Chesterle . ¥ J"’
tecard Type Sub-Recerd - Transter Amount i Sub-Record Type . Sub-Recard . G
oy v apphicant13 - £100000 Landord - Mr Arftur Morgan v
 Date . Description =
A Exchucle Man Fes -
5/2025 ] [ SR () l l Withsld deposit returned to Landlord. [Trenster from Lettings applicanti20 (Deposit Ledger) to 771 Pelaw Cresc # ]
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AN

Alert! If transferring the funds to the Property Ledger they will be paid to the
Landlord next time you do Perform Payments.
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