How To... Add A Property Appraisal In @miibpe.-ty
iamproperty CRM

This guide offers a step-by-step walkthrough for adding a property appraisal in the
iamproperty CRM, making it an essential resource for real estate professionals
looking to streamline their appraisal process.

By following the detailed instructions, users can efficiently manage property
appraisals, ensuring accurate data entry and effective communication with clients. It
simplifies the workflow within the CRM, ultimately enhancing productivity and
organization in property management.

& Why Should You Create an Appraisal Appointment and add a Property?

Whilst it may seem like an unnecessary step, adding the property before
conducting an appraisal/valuation visit helps build a sales pipeline for your
business and gives you valuable data. For example an appraisal record in CRM
allows you to track if you won the business and if you lose it track who you lost it
to. This can lead to being able to see a trend, which you can investigate and build
a strategy to combat.

If you are looking to gain a new Landlord adding their details and that of the
property you can instantly match the property against the Applicants you have on
your lists and when you meet with the landlord show them the potential clients
you have for their property. Giving you a strong proposal to be chosen.

When you win the business, you can take the images from your mobile handset
and upload them straight to CRM, match to your Applicants and send them the
details straight away, without leaving the property.

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

@ Tip! This process is the same for Sales and Lettings properties and can be started
from within a property record rather than searching from the My Day screen.

You can also start from the search function, or from a newly created property
record.


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

2 To find a property from the the list of Properties you have on CRM. Click "Lettings",
then click "General", then click "Properties" this will take you to a list of your
properties

@property Mydw@ ~ Sales ~ Accounts » Reporting ~ Communications HH | f Q -
Welcome back, Training

_ B View Property Management {3y Visit Help Centre

Search all recerds

|
o R o~

Status Name Priority Start date Due date
@ : [ Not Starfed Call Landlord A High 15/Nov/2024 15/Nov/2
No events . 1 Not Started test A High 27/Nov/2024 27/Nov/2
: bl
You have no events today
: 1 Not Started all L andlard = Medium 12/Dec/2024 12/Dec/2
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Lettings dashboard Property management
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@ pl'bpel'ty Myday Lettings ~ Sales ~+ Accounts -~ Reporting ~ Communications HH _P Q a My a
Lettings dashboard General Property management
Property Match Properties Applicants Reports
Applicant Match Landlords Contractors E-sign
Letzone Tenants Guarantors Upload to portals
Marketing toolkit
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3 Search for and select the Property you are creating an appraisal for.

r lettings properties

bre you

Properties 79  Lar

irch in Lettings Properties Available Let Agreed Appraisal Archived

—

st Added

: SR D 0 no
Available ) Available _’_ .m:a-labiL % uﬂv

0 0 1,400 PCM
sense Yew Tree Close, 806 Pelaw Crescent, 735 Pelaw Crescent, 759 Pelaw Crescent,
worth, Darlington,... Chester le Street, County... Chester le Street, County... Chester le Street, County...

@ Tip! If you are already in a property record, start from here.



4  Click "Appraisals"

@ property

Live Jobs

EPC Rating

A Details

@ Checklist
#& Appraisals
I= Inspections
= Accounts
@ Compliance
© Information
& maintenance

[c] Payment

My day

o

Lettings ~ Sales ~  Accounts »» Reporting ~+ Communications

Postcode
DH2 2HX

Property Information

v

Fully managed Rent collect Let only
This property is We collect rent for We only let
fully managed by us this property property

Management Fee .
£0 1
Upfront Letting Fee A
£0 1
COMMERCIAL
Regular Letting Fee .
£0 1
Commercial Unit |
Authorised Expense Amount Estimated Rental Value
£0.00 £000
v
Exempt Inclusive Exclusive { Agreement Name
Rent amount is Rent amount is Rent amount is Mr letting landlord34

5  Click "Add Appraisal"

Live Jobs

EPC Rating

A& Details

@ Checklist

#& Appraisals

118
1

‘= Inspections

= Accounts

< Compliance

@ Information

/# maintenance

o Payment

M Marketing

A Key Control

(=]

759 Pelaw Crescent, Chester le Street, DH2 2HX
B3 &1 £1400.00 pcm

) 'ﬂ"d—""d' — )
. View Landlord: View T "
Mr letting landlord34 ; TiCRorcs: No tenants lew Tenants

Reference: J [Negoﬁamr: Training Dave - ] lBranch: Morgan & Co - ] [smus; Prospect

+ Add Appraisal )

®

No appraisals available

Please click the button to add

Add New



6 Click Valuers to select the Valuer/s for the property. Then click into the
appointment date field to set the appointment date.

iamproperty CRM movebutler iamsold

w4 o QEEED

pré:perty Myday Leftings -~ Sales ~ Accounts ~ Reporting ~ Communications

Valuation Appointment Valuation
ils | £] 21Jan 2025 |
Valuers . [ Price From ] [ Price To J
tklist Training Dave X = =
Landlord Suggested
aisals £ £
’ Appointment Booked | s At
ctions 0.00%
{Appoimmem Date o ] { Duration n
unts e
pliance
Checklist
nation
Pre appraisal checks O of 2checked ™

‘enance >

e N I S [e 1=
ing a

Valuation Appointment Valuation
Details | ) 21Jan 2025
Valuers . [ Price From J [ Price To }
Checkist Training Dave X James Morgan X £ £
| Landlord Suggested

Appraisals £ £

’ Appointment Booked | Foa Amouit
Inspections 0.00%

{AppnimmemDme 4 ] { Duration - ]

-
Accounts
Compliance
Checklist

Information

maintenance

Payment

Marketing

Key Control

Pre appraisal checks

D Proof of Ownership seen?

O Appraisal Booking Confirmed with Landlord and or Tenant

O of 2 checked

BlO)
©®©@®
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Click here to set the appointment date and time.

™My aay

Lenngs v

ddIEs v

ACCOUNIS v

l B 21Jan 2025

Reporing v Lo

22 Ja

INUNCENONS

~

o coen (QEIEED

|G

a
= January 2025 -
Sun  Mon Tue  Wed Thu Fri Sar
Val bt AL A Valuation
L] & 7 8 9 10 n
7 OB W B ¥ T8
w 20 2 [ENs » = l et om
a E
% W B ¥ 0 AN
2 3 4 5 6 71 8 Landlord
£
[ 1‘1 i » 45 Li Fee Amount
1 v + [ 0.00%
,-oinfment Date 4 Duration L
22/01/2025 1:45 J { X

Checklist

Pre appraisal checks

|:| Proof of Ownership seen?

Click here to set the duration of the appointment.
For example click "45 Mins"

I ] 21Jan 2025

& 22 Jan 2025

0 of 2checked

Valuation Appointment Valuation
Valuers o { Price From ] { Price To ]
Training Dave X James Morgan X : £
Landlord Suggested
£ £
| Appointment Booked l s Aot ‘y
0.00% =

Appointment Date .
22/01/2025 M:45

Checklist

Pre appraisal checl

O Proof of Ow)

{ Duration s ]

15 Mins

30 Mins

N

45 Mins
1 Hour
1Hour 15 Mins

1 Hrair 2N Mine

D Appraisal Booking Cenfirmed with Landlord and or Tenant

0 of 2checked

@@



Valuation Appointment Valuation
| F 21Jan 2025 I
Valuers - { Price From ] { Price To ]
£ £
Training Dave X James Morgan X

Landlord Suggested
£ &

| Appointment Booked l Y -

0.00%

Appointment Date = Duration =
S 22/01/2025 M:45

= -
Checklist 1o Mins
| 30 Ming,
45 Ming
Pre appraisal checl Oof2checked ™
@ > 1Hour
1Hour 15 Mins
O  ProofofOw e "
|:| Appraisal Booking Confirmed with Landlord and or Tenant @
il
9 Click here to view and complete any checklists you have created and applied to
this area of CRM.
iamproperty % movebutler ial
@pr'bperty Myday Letfings ~ Sales v  Accounts » Reporting v  Communications & £ Q _
= Checklist
obs 0
tating E
Pre appraisal checks 0 of 2 checked
k Details
Appraisal checklist 0O of 3 checked
) Checklist
% Appraisale |I Comments/Notes
i Inspections Internal Notes Client Advice
i Accounts > 1‘ L' E i ‘E' L‘ £| i'
Enter your internal notes here.. Enter client advice here...
! Compliance
) Information
! maintenance >

QOutcome



Click "Enter your internal notes here..." this will be available in the Calendar entry
10 . ; .
for the appraisal. These are notes added for your information.

Add any advice that you gave tot he Landlord (or Vendor) into the Client Advice
field.

Checklist
Live Jobs [s]
EPC Rating a
Pre appraisal checks 0 of 2 chec
A Details
Appraisal checklist 0of 3 chec
© Checklist
#s Appraisals Comments/Notes
iz Inspections Internal Notes Client Advice
o, B|[r1[ul = B| 1|U &
== Accounts >
Enter your internal notes here Enter client advice here.
] Compliance
@ Information
& maintenance >
Qutcome
[c] Payment
M Marketing [5'5"‘5 'J Notes
B[ 7]|u] =
& Key Control { ke ol - J Enter outcome notes here
11 Click "Save" the appointment will now show in the property record and the
Calendar.
iamproperty % movebutler iamsold
rerty Myday Lettings ~ Sales ~ Accounts ~ Reporting ~ Communications ~ b1 i _ﬂ Q a My account
a W&F MrLettings landlord99 S w N Ememm T E B 9 0 -

Reference:

] [ Negotiator: Training Dave

- ] [ Branch: Morgan & Co

- ] [s'ratus: Prospect - I

+ Add Appraisal

£ 12 Feb 2025

&) 04 Feb 2025
13:30 - 14:00

& 12 Feb 2025

Valuation Appointment

Valuation

(® cCancel ([ | B Save

Valuers *

Training Dave X

Appointment Booked

[Appuinlmenf Date  * ] { Duration

Cheacklist

|

Price From
£

]

E

Landlord

=

|

Fee Amount
0.00%




Creating an Appraisal Appointment in the Calendar

12 Click "Calendar"

iamproperty CRM movebutler iamsold

rert Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~ Communications - !:- P
: . o

© o

759 Pelaw Crescent, Chester le Street, DH2 2HX
B3 &1 | £1400.00 pcm

Lead landlord:

1 0
View Landlords View Tenants
O e G oo wlz|olal:
-

[Rﬂfﬂmnca: } [ Negotiator: Training Dave - ] [ Branch: Morgan & Co - } [shﬂus: Prospect - l

>
4 15 Jan 2025
10:45 - 1115 U Delete
L]
| Valuation Appointment Valuation
E] 15 Jan 2025 FP
10:45 - 11115 -

™ b Valuers . Price From Price To

£1200 £1,500

Training Dave X  James Morgan X
S i -~ 1




13  Find the date and time you are creating the appraisal for and right-click.

b -

Today = Tue 21 Jan 2025 ¢ 21January 2025 )
David-George Morgan
si-day
08:00
0830
09:00
%30

tions c

r

r 030

100

J i

n:30

700

]
5

3e Morgan 1200

® 000

B30

14  Click "Sales" or Click "Lettings"

&

Today = Tue 21 Jan 2025 ¢ 21January 2025 »

David-George Morgan

ail-day

0830

i

09:00

0930
tions
c Add Appointment
Jar 0:00
Lettinga
dar 0:30 { Sales
00 Close
n30
] =
= @ B3
Je Morgan ° 1300
. 18:30

Month  Week

Dey  Lier (LAY

Training Dave

Month ~ Week

Training Dave

== ]

10



Today s Tue 21 Jan 2025 < 21 January 2025 5 Month  Week Day  Lier
David-George Morgan Training Dave
sil-day
08:00 -
0830
000
#Add Appointment
e Lettings e
tlons c AGA Check-in

f’ Sales o
fr . Add Viewing

Add Open House Viewing
oo
Add Appraisal

n3o
Close

Q oo

15 Click "Add Appraisal", as previously the process is the the same for Sales and
Lettings

b -

Today - Tue 21 Jan 2025 < 21 January 2025 > Month  Week  Day  List
David-George Morgan Add Appointment Training Dave
sll-day
= Lettings ~
o0, Add Check-In .
Add Checkout
0830
Add Invenfory
000
Add Inspection
0030 Add Viewing
fions c Add Open House Viewing
& I
Jar 030
Sales b
00 Add Viewing
Add Bpen House Viewing
n30
Add Appraisal
200
2 ° Close
o @ »30
3e Morgan ° 1200
S -

11



16 Click here and select the property. Clicking on the blue+ in the 'Select Property’
field will allow you to add the basic details for a new property to the CRM.

Selecting the property details will auto populate the Vendor or Landlords screen.

Add new Appraisal

Appointment Appraisal

°t

Select a Vendor

Please enter 1 or more characters

Valuers
Select valuers

17  Click the "Select valuers" field and select the valuers you are using.

Add new Appraisal

Appointment Appraisal

Select Property [©] Select a Vendor
5 Yew Tree Close, Hurworth, Darlingt... * Test Test Vendor

5 Yew Tree Close - Test Test Vendor
Hurworth Phone: 078546225
Darlington Mobile: 078546225
Durham zagg.dave@gmail.com
DL2 2HX

UK L 2

Type: Not Specified
Bedrooms: 0

{mﬂ

Kelect val

Brooke Morgan
David-George Morgan
lan Johnson

James Morgan
Training Dave

VTHIK 1IRFR

12



18 Click "Appointment"

Add new Appraisal

Appraisal

Select Property [©] Select a Vendor
5 Yew Tree Close, Hurworth, Darlingt... > Test Test Vendor

5 Yew Tree Close > Test Test Vendor

Hurworth Phone: 078546225
Darlington Mobile: 078546225

Durham zagg.dave@gmail.com

DL2 2HX

UK L e =

Type: Not Specified
Bedrooms: 0

19 The Event Title is preset. Check the branch details are correct and then click the
"Select calendar to assign to" field. Click Lettings or Sales (or the calendar you are
using for your Appraisals) as required.

Details Appraisal

Event title
Appraisal: 5 Yew Tree Close, Hurworth, Darlington

Start Time b Duration - Reminder
21/01/2025 10:45 30 Mins -

Select Branch
Morgan & Co

Select Calendar
Select calendar to assign i

N 7

—

Intemal Notes

8] 1] [u] =]

Enter your infernal notes here...

13



Details Appointment Appraisal

Event title
Appraisal: 5 Yew Tree Close, Hurworth, Darlington

Start Time L Duration
21/01/2025 10:45 30 Mins

Select Branch
Morgan & Co

Select Calendar

Lettings X

E

Enter your internal notes here...

20 Click here to add any notes for the Valuer.

Details Appointment Appraisal

Event title
Appraisal: 5 Yew Tree Close, Hurworth, Darlington

Start Time . J Duration
21/01/2025 10:45 30 Mins

Select Branch
Morgan & Co

Select Calendar

Leftings X

14



21 Click "Save Appraisal" The appraisal will then show in the Calendar and the
Property record.

Details Appraisal

Event fitle -
Appraisal: 5 Yew Tree Close, Hurworth, Darlington

Start Time * Duration . Reminder
21/01/202510:45 30 Mins i

Select Branch
Morgan & Co

Select Calendar

Lettings X

Internal Notes

(8] [1][u] (=]

Enter your internal notes here...

G (ol

Add an Appraisal from the '+ Add' option in the Calendar

22  Click "Add"

iamproperty  CRM  movebutler

@pr{:perty Myday Leftings ~~ Sales ~ Accounfs ~ Reporfing ~ Communications ~ HH ﬁ f Q -

£~ N
Cm e
"
Today 1=} Tue 21.Jan 2025 < 21January2025 3 Month  Week  Day  Lier ‘
( New Appointment =+ )
( Now Chucsiin it ) David-George Morgan Training Dave
sil-day
08:00
Filter Calendars
Filter Calendars e
Filter Event Type o0
Filter Types
0930
Filter by branch
Filter Branches te00 i) ==

Appraissl: 5 Yew Tree Close, Hurworth, Dari
i st c
00

[ - Outlock Calendar }
Events

[ G GE,,:.;:E Calendar ]




23 Click here and select the type of Appraisal you are adding.

The process from here on is the same as shown above.

./'7'\‘
\\_ + Add /! -3
Today = Tue 21 Jan 2025 < 21 January 2025 > Month  Week Day  Lier ‘

( New Appointment + )
( New Chsck-ln' + ) David-George Morgan Training Dave

si-day
( New Checkout + )

08:00
( New Inventery + )

0830
( New Inspection + )

o900
( New Appraisal (Sales) + )
( New Appraisal (Lettings) + ) i
€ Nowvieuing (sales) + ) o0 = =
( New Viewing (Lettings) + ) 1030

Appraissk 5 Yow Troee Close, Hurworth, Derfington
(Nww Viewing Open House (Salea) +) e

wa Viewing Open House (Lettings) -D

n3o

12:00

Filter Calendars ‘

Filter Calendars r30

Filter Types

Filter Event Type ‘ 1300

B30

Sending Confirmation Emails/SMS

& Alert! This process can be automated using CRM Automations, confirmations and
reminders can be sent out at timescales to suit you with your wording. Ask
Onboarding or your Account Manager.



24  Once the Appraisal is saved, click on the email or SMS icons

Add new Appraisal

Appointment Appraisal

Select Property @ Select a Vendor
5 Yew Tree Close, Hurworth, Darlingt.. * Test Test Vendor

5 Yew Tree Close » Test Test Vendor
Hurworth Phone: 078546225
Darlington Mobile: 078546225
Durham zagg.dave@gmail com
DL2 2HX

UK

Type: Mot Specified
Bedrooms: O

Valuers

Training Dave X

25 Click here. Either type your message or use the Template option to use a pre set
template, or create a new template.

cC:
Bcc:

Subject: {Property Address}

File Edit View Insert Format Tools Table

@DEO*)("‘BI!-S- System Font v 12pt

Template Tage

PropertyID | Property Address | Property Price Company Name

Work phone | Mobile phone c e e | Sumame Full Address

17



26  Click here to select a template.

Templates are created by you, there are no default templates.

Click "Appraisal Confirmation 2"
Click "Send Email"

Template:
Select a Template

To:

2agg.davegmail.com X

Subject: {Property Address}

File Edit View Insert Format Tools Table

©® 0 B[ o S @ B I YU & systemfont

Template:
Select a Template

Select gAemplate
Appfﬁl%l Ccn‘ﬁdlation 2
DM Appraisal

no contact

test

Subject: {Property Address}

File Edit View Insert Format Tools Table

© 0 E o 6 B I Y & systemFont

v 12pt

~ 12pt

18



® D HEH oS B I U S ssemfort v 12pt
The appraisal has been booked at {Property Address} for the time and date agreed.

Any issues please call {User Forename} {User Surname} {User Work Phone}
{Branch Name} {Branch Town}

Template Tags

Property ID Property Address Vendor ID Company Name

[Frone ] orcprone ] o prone ] o] e ] Foerome | umame ] rutsccree | e
o ] Fomeoce ] eamnmane | semen rone ] Brnen Prone ] Broncn emar | semenro]

( Send Email >

i Mr John Edgar

If you want to send the email to other contacts for that property, scroll down the
screen and select from the list.

27

Templare Tags
[Frone J o e J e phoe | s ] e ] rovern | imame ] ot secems | s
CED R T ) (0

Mr John Edgar
Vendor Solicitor

Mr Vendor Vendor10
Vendor

Mr & Mrs Sales vENDOR10
Vendor

Vendor23
Vendor

Mr John Smith
Vendor

Completing the Appraisal



28

£200,000 F

29

£200,000 ¥

The appraisal can be completed from anywhere that it is viewable in the CRM -
Property Record, Calendar or Activity List.

Complete the Valuation fields.

Lead vendor:

©

Test Test Vendor

Guide Price £ 350,000 E 0

5 Yew Tree Close, Hurworth, Darlington, DL2 2HX
5o
—

() Appraisal (1) WARNING

&1 21Jan 2025
10:45 - M5

) 09 Aug 2023
1215 - 12:45

[ Reference } [ Negotiator David-George Morgan + ] [ Branch Morgan & Co - } [ Status v J
B 21 Jan 2025 r Y
\“ ] 10:45 - 1115 O Delete Y

Valuation Appointment Valuation
Valuers g Price From Price To
, £0 £0
Training Dave X
Vendor Suggested
£0 £0

£ 08 Aug 2023

13:00 - 1330
& 19 Jul 2023
- 1226

| Appointment Booked

Fee Amount

Appointment Date
21/01/202510:45

- Duration
30 Mins

Click here and complete any checklists.

& 21Jan 2025
10:45 - 115

£ 09 Aug 2023
1215 - 12:45

£ 08 Aug 2023
13:00 - 1330

& 19 Jul 2023
41 - 1226

£ 19 Jul 2023
M:41-12:26

(o )
ea

21 Jan 2025

10:45 - 1115 U oslete
Valuation Appointment Valuation
Valuers n Price From Price To
£0 £0
Training Dave X
Vendor Suggested
£0 £0
Appointment Booked () y Fas Arscea
0%
Appointment Date b Duration A
21/01/2025 10:45 30 Mins =

Checklist

Pre appraisal checks

Appraisal

No appraisal decision made follow up date

0 of 2 checked

0 of 4 checked

0 of 1checked

20



30

£200,000 3

31

Click here and complete any Notes and if you know, complete the Outcome..

Comments/Notes

Internal Notes Client Advice

B I||U| & B I (U |8

Enter your infernal notes here. Enfer client advice here

Qutcome

[ Status ]
[ Lost To Agent ]
v

Notes

B I| U =&

Enter outcome notes here.

Outcome is if you have won or lost the business and if lost who the business was
lost to and why.

This is useful information to run a report showing if a competitor is gaining
business from you and allowing investigations to be made.

This is also reported in the Activity list as Appraisal Not Concluded, noting this
outcome either from here or the activity list clears the listing.

27



£200,000

S Viewings

1 Offers

L]

L

o

£200,000 7

Details

Checklist

Appraisals

Compliance

Information

Stats

Marksting

Media

Rooms

Portals

Viewings

Comments/Notes

Internal Notes.
(8] [2](u] (=]

Enter your internal notes here...

B |1][u] =]

Enter client advice here..

Outcome

[ Stafus

| \
Lost
Won
= e = P =

Enter outcome notes here.

Comments/Notes
(B[] [u][=] (B][2][u][=]

Enter your infernal notes here.

Enter client advice here.

Qutcome

[ Status

Lost
Won
e S

Enter outcome notes here...

22



iewings

ffers

M Dotails

@ Checklist

#s Appraisals

& Compliance

© Information

[

Stats

M Marketing

12 Media

=, Rooms

Q Portals

@ Viewings

£200,000

£200,000

Comments/Notes

Internal Notes.

(] [2][u] (=]

Enter your infernal notes here...

I

Brown & Co

Green & Co
o John Wood's

Penny's

Stag's

TiriauRCn

[ Lost To Agent

Client Advice

B|[1][u] =]

Enter client advice here..

Notes

B[ [U [z

Enter outcome notes here...

Enter your internal notes here.

Enter client advice here

Outcome
Status
[ Won bt ]
[ Lost To Agent ]
Notes
B/ 1][u =

Enter outcome notes here...

. 21Jan 2025
= 10:45- 1118

23



