Configuring LetZone Settings @p,:bpe,.ty
This guide offers a step-by-step approach to configuring Letzone settings effectively,
which is essential for optimising prebooked lettings workflows.

By following these instructions, users can enhance their operational efficiency, ensure

compliance with tenancy terms, and improve communication with tenants through
tailored notifications.

1 Navigate to https://crm.iamproperty.com/MyDay
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Time Name Status Name Priority Start date Due date

12:00 Test test : [ Not Started Contact Landlord re renewal A High 12/Jun/2025 14/Jun/2025
[ Not Starfed Call back £ High 03/Jan/2025 03/Jan/2025
2 Not Started Make Tea A High 07/Jan/2025 07/Jan/2025
[J Not Started Clean Windows A High 28/Jan/2025 28/Jan/2025

2 Click "My account"
Click "Control centre"
Click "Configuration”
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4  Click "General". The main Configuration settings for Letzone are in here.
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5 Click "Letzone Configuration" If you use Rightmove to reference your clients, add

Rightmove.

From this screen you can set the system to show Risk Assessments and Quality
Assurance settings. These are both optional, Quality Assurance is set from the
Additional Information section of the Tenant Record. Risk Assessments are set in
the Letzone module.
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6 Click "Letzone Payments" allows you to setup Letzone to take Card payments
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Letzone tenancy terms and conditions
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Click "Letzone Tenancy Terms And Conditions" in this section you can add your
letting terms and conditions to be viewed by the tenant
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Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam,
lquis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum
[dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam,
lquis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum
dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam,
lquis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commoedo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum
dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.
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8 Click "Letzone Confirmation Required" to enable a checkbox in the Letzone portal
for the tenant to mark that they have read and accept the terms and conditions.

If this is set and the tenant does not click the check box a notification will show
whenever you access the Tenant record to remind that they have not accepted the
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Click "Quality assurance tiers" to set these if you use this option.
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Click "Letzone Email Notifications" this is the email that is sent out to the tenants
to invite them to use the Portal.
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Dear {Tenant Title} {Tenant Surname},

{LetZone Notification Text}

Click here to access your LetZone portal and track your application progress.

Please login and start the application as soon as possible. Please complete all screens.

Kind Regards,
{Branch Name} Lettings Team
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11 If you make home visits prior to the acceptance of a new tenancy this option will
allow the outcome of these to be recorded in Letzone. Click "Home Visit Required"

Dear {Tenant Title} {Tenant Surname},

{LetZone Notification Text}
Click here to access your LetZone portal and track your application progress.

Please login and start the application as soon as possible. Please complete all screens.

Kind Regards,
{Branch Name) Lettings Team

“““{Branch Name), {Branch Address}

Privacy Policy | Terms & Conditions

“""Copyright ® 2020 {Branch Name} H
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I [ Home Visit Required }
Use this option if you need fo visit an applicants current residence before agreeing a let. e
Questions

12 Click here to save the updated information

Dear {Tenant Title} {Tenant Surname},

{LetZone Notification Text}

Click here to access your LetZone portal and track your application progress.

Please login and start the application as soon as possible. Please complete all screens.

Kind Regards
{Branch Name} Lettings Team

{Branch Name}, {Branch Address}

Privacy Policy | Terms & Conditions
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Use this option if you need fo visit an applicants current residence before agreeing a let.

Questions

4



