Archiving Sales Property and Vendor @;F&)perty
Records in CRM

This guide provides a straightforward process for archiving sales property and vendor
records in your CRM, ensuring you can efficiently manage and organise your data.

Archiving a Record in CRM does not remove it from the CRM, the record stays in the

CRM and can be searched for using the 'Show Archived in Results' option in the Global
Search function. Archived records can also be restored to active status.

1 Navigate to the property record to be archived.
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2  Click here.
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3  Click "Archive"
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4 If the vendor has active properties you will see this warning message. Go to the
property record where you can archive both the property and the Vendor
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This Vendor has active Properties. To
continue, first archive the properties.
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Tip! A Property can be archived without archiving the Vendor, however to archive
a vendor the property must also be archived.



5  Toarchive the property. In the Vendor Record, Click "Properties"
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7  Click here.

iamproperty CRM movebutler iamsold

aroperty Myday Leftings » Sales v Accounts v Reporting v Communications & _P Q & My account

eot
8899 Pelaw Crescent, Chester le Street, DH22

£0 | B3 | H1

U -
priluplect
g X View Vendors
‘ R E 2 n E n

[Refenence ] [ Negotiator Training Dave v ] [Branch Morgan & Co - ] [S1a1us * I

! PROPERTY PICTURES Property Address

Posfcode s
[ DH22HX Q ]

Address
8899 Pelaw Crescent, Chester le Street, County Durham, DH22HX, UK

8  Click "Archive"
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9  Click "Archive"
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10 To also archive the Vendor. Click "Archive"
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11  Archived will show in the top right of the screen.
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