Adding a New Letter Template in CRM @'b’,’;@,perty

This guide provides a step-by-step process for adding a letter template in
iamproperty CRM, enhancing your branding and professionalism in communications.
Also this guide shows how to add merge tags to automatically add client data.

By following these clear instructions, you can easily customise letters for your lettings

applicants. This guide will save you time and help you maintain consistency across
your correspondence, ultimately improving your business's image.

Alert!When creating a letter to be uploaded to CRM the letter must be created and
saved in .RTF format. This can easily be done in MS Word or other similar software.

1 Navigate to https://crm.iamproperty.com/MyDay
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@prbperty My day Lettings ~ Sales ~~ Accounts »» Reporting ~ Communications My account

Nelcome back, Training

View property management (& Visit help centre

varch all records

Time Name

Status Name Priority Start date Due date

12.00 Test test 3 [ Not Started test A High 27/Nov/2024 27/Nov/2024
[ Not Starfed Contact Landlord re renewal A High 12/Jun/2025 14/Jun/2025
21 Not Started Call back £ High 03/Jan/2025 03/Jan/2025

3 Not Started Make Tea A High 07/Jan/2025 07/Jan/2025


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

2  Click "My account"

iamproperty CRM movebutler iamsold

M Myday Lettings ~ Sales ~ Accounts »~» Reporting ~  Communications [ ] 9 Q

Icome back, Training

- View property management (3 Visit help centre

cords
Q
Name Status Name Priority Start date Due date
Test test H [ Not Started test A High 27/Nov/2024 27/Nov/2024
: [J Not Started Contact Landlord re renewal A High 12/Jun/2025 14/Jun/2025
: AT BCTITANCIONTTETE S,
. 1 Not Started Call hark 4 High 03/Jan/2025 03/Jan/2025

3  Click "Control centre"

iamproperty ~ CRM movebutler  iamsold

w Myday Leftings ~ Sales ~» Accounts -~ Reporting ~» Communications ] _ﬂ Q -
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Account settings
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Log out




4  Click "Configuration"
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5  Scroll down and Click "Letters"
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6 To add a new letter click "Add Letter"

iamproperty CRM movebutler iamsold

sroperty Myday Leftings »~ Sales v~ Accounts ~ Reporting ~  Communications i ﬂ Q -
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mpimes + Letters I
nplates -+ £
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7  Click "Letter Type" and select the recipient you are creating the letter for.

Add New Letter

Letter Ty
Lettings Applicant

h 4
Letter Name

Drag and drop files here or click fo
upload letters templates

=) =D




& Alert! When creating a letter in CRM it is important you create the correct letter
type in the Add New Letter section. If you select Lettings Applicant as the letter
type, this letter will only be available in the Lettings Applicant area of CRM and
NOT in another section e.g. Landlord. If you want a letter in multiple places it
needs to be created into those areas.

8  Click and select the letter type from the drop down menu.

Add New Letter

Letter Type
Lettings Applicant

Letfings’

Lettings Contractor B
Lettings Landlord

 iles here or click to
Letftings Property ers femplates

Lettings Tenancy

| ettinne Tenant
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9 Click the "Letter Name" field, name your letter as you would like it to be seen in
CRM

Add New Letter

Letter Type
Lettings Applicant

Letrer Naﬂ

X v
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Drag and drop files here or click ta
upload letters templates
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10 Click "Drag and drop files here or click to upload letters templates" this will take
you to a documents screen where you can search for and find your letter.

Add New Letter

Letter Type
Lettings Applicant

Letter Name
Logo Le’rterl

%

Drag and drop files hefe or click to
upload letters templates
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11 Once your document is added click "Save"

Add New Letter

Letter Type
Mass Letter?
[ Lettings Applicant v } [ g ¢

Letter Name
Logo Letter

& Alert! Once the letter is added you can add 'Merge Fields' to automatically include
information in the letter. For example, you may want to add client addresses,
property sales details etc.



In the letters menu of CRM scroll to find the letter you have just added, it will most

1 likely be at the end of the list. Click here to open the editor.
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13 Merge Fields will show like those highlighted below. If the uploaded letter has text
that looks like this it is advised to test the letter to see if the merge fields need to
be updated.

Test the merge fields by selecting either the 'View Merge Data' or 'Test this Letter
to PDF' options, highlighted below.

isert Page Layout View | Mail Merge

B HE
Insert Today  Insert
Time Text Merge Field

=1 il
B |= | 4 @
| view Merged [update | Testthis | Savethis | Close this
Dats il fields |Letter to PDF |  Letter Letter
|

View | Test Merge Save Close

1 >ﬁ 1 2 3 4 5 6 A 7

nsert Fields

<<LandlordTitle>> <<LandlordForename>> <<LandlordSumame>=>
<<landlordAddressHouseNo> > <<LandlordAddressAddress1>>
<<landlordAddressAddress2>>

<<LandlordAddressTown>>

<< LandlordAddressCounty>>

<<landlordAddressPostcode>>

Ref: ==LandlordInternalReference=>
_<<TodaysDate>>

Dear ,

Re: |

I have the pleasure to enclose a copy of our completed lettings particulars for
your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely




14 To add or update the merge fields. Click "Insert Merge Field"

Landlord Particulars
In Lettinge Lendlord

Home Insert Page Layout View Mail Merge
B B, % P2 =2 =@ H A

Insert Today Insert Today Insert View Merged Update Test this Save this | Close this

Date Text Time Text | Merge Field Data all fields = Letter to PDF Letter Letter
Insert Fields View Test Merge Save Close
L A7 [ E 1 20 3 | 4 05 3

<<LandlordTitle>> <<LandlordForename>> =<LandlordSurname=>
<<LandlordAddressHouseNo>><<LandlordAddressAddressi>>
<<LandlordAddressAddress2>>

<<LandlordAddressTown> >

<<LandlordAddressCounty>>

<<LandlordAddressPostcode>>

Ref: =<LandlordInternalReference=>

<<TodaysDate>>
Dear|,
Re: .

1 have the pleasure to enclose a copy of our completed lettings particulars for
your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely




15 Click onto the letter where you want the tag to be placed.

Click the "Fields:" search option at the top of the screen. Search for the tag you
want to use.

N.B. Scrolling will not always find you the option required.

Landlord Particulare

In Lettinge Landlord

Home  Insert  Pagelayout  View | Mail Merge

Insert Today Insert Today Insert View Merged Update Test this Save this | Close this
Date Text  Time Text Merge Field Data all fields | Letter to PDF | Letter Letter
Insert Fields View Test Merge Save Close
. 1 5, 1 ve] 211 N | P ' 5 ' . 7
B ¢
Insert Merge Field =
Fields:

<<LandlordTitle>> <<LandlordForename>> <<LandlordSurname>>
<<LandlordAddressHouseNo>>< <LandlordAddressAddress1>>
<<LandlordAddressAddress2>>

<<LandlordAddressTown>>

<<LandlordAddressCounty>>

<<LandlordAddressPostcode> >

Todays Date
Company Name [
Company Display As

Company Phonel

Company Phone2
Company Phone3
Company Phoned
Company Phones

Ref: <<LandlordInternalReference>>

Company Fax <<TodaysDate>>

Company WWW Dear;

Company Email1

Company Email2 Re: .

Company Registration No

Company VATNo o 1 have the pleasure to enclose a copy of our completed lettings particulars for

your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,

Ingest flosz such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

16 For example, type Land this will show all the merge fields with 'Land' as part of the
field name. Click "Landlord Title"

P B ¥ B =2 @ H A

Insert Today InsertToday  Insert | View Merged Update = Testthis  Savethis = Close this
Date Text  Time Text Merge Field Data  all fields | Letterto PDF  Letter Letter
Insert Fields View Test Merge Save Close
% 1 E i ree 1 2. o a B s B 51 A 7

Insert Merge Field =

Fields

| and| <<LandlordTitle>> <<LandlordForename>> <<LandlordSurname>>
Landlord Internal Reference = <<LandlordAddressHouseNo>><<LandlordAddressAddress1:>>
N ——— <<landlordAddressAddress2>>
R AR <<LandlordAddressTown>>
Landlord Registration No <<LandlordAddressCounty>>
\SAAIBI, VAT Registration No <<LandlordAddressPostcode> >
Landlord Website
Ttk Ref: =<LandlordInternalReference>>
Landlord Forename
Landlord Surname <<TodaysDate>>
Landlord Initial Dear,
Landlord Salutation
Landlord Email Re: .
Landlord Phone
Landlord Work Phone it 1 have the pleasure to enclose a copy of our completed lettings particulars for

your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,

iz Slase such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely




17  Click "Insert" this will then add the merge field to the letter.

“DateText' TimeText MergeField | Data  al fields | Letterto PDF | Letter | Letter
Insert Fields | View | Test Merge Save Close
L S . R N RS LR S R AR TS 1116
|
Insert Merge Field =
Fields:
|1and <<LandlordTitle>> <<LandlordForename>> <<LandlordSurname>>
Landlord Internal Reference = <<LandlordAddressHouseNo> > < <LandlordAddressAddress1>>
Landlard Company Name <<LandlordAddressAddress2>>
Landlord Agreement Name <<LandlordAddressTown>>
Landiord Registration No <<Lang:nr£33ress(:ountya> 5
Landlord VAT Registration No <<Landlor ressPostcode>>
Landlord Website
R Ref: <<LandlordInternalReference=>
Landlord Forename
Landlord Sumame <<TodaysDate>>
Landlord Initial o
Landlord Salutation '
Landlord Email Re: .
Landlord Phone "
Landlord Wark Phon s, = 1 have the pleasure to erjclose a copy of our cornpletegl lettmgs particulars for
your property. It is very important that you advise us immediately if there are
g any material changes to the property during the time it is being offered to let,
i lose such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

sert  Pagelayout  View | Mail Merge
= @ L
? 4 @2

Insert Today  Insert  View Merged Update  Testthis | Savethis Close this

Time Text  Merge Field Data all fields = Letter to PDF Letter Letter
nsert Fields | View | TestMerge | Save | Close | ) )
1%1.2 N T N 5 ) N,
Insert Merge Field =
Fields:
land <<LandlordTitle>> <<LandlordForename>> <<LandlordSurname>>

<<landlordAddressHouseNo>><<LandlordAddressAddress1>>
<<LandlordAddressAddress2> >

Landlord Internal Reference
Landiord Company Name

Landlord Agreement Name <<LandlordAddressTown>>
Landlord Registration No <<LandlordAddressCounty>>
Landlord VAT Registration No <<LandlordAddressPostcode>>
Landlord Website

Landlord Title Ref: <<LandlordInternalReference>>

Lendlord Forename

<<TodaysDate>>

Landlord Surname
Landlord Initial
Landlord Salutation
Landlord Email
Landlord Phone
Landlord Work Phone I have the pleasure to enclose a copy of our completed lettings particulars for
your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Close

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

11



18 To add another merge field, click on the screen where you want the merge field to
be placed and select the option from the list e.g. Click "Landlord Surname"

o - — - - — f— —
Insert Today Insert Today Insert View Merged Update Test this Save this | Close this
Date Text  Time Text Merge Field Data  all fields | Letterto PDF  Letter Letter
Insert Fields View Test Merge Save Close
. P oy PN MO NI KRR Cs w7
Insert Merge Field =
Fields:
land <<LandlordTitle>> <<LandlordForename>> <<LandlordSurname>>
Landlord Internal Reference = <<LandlordAddressHouseNo> > < <LandlordAddressAddressi>>
Landlord Company Name <<LandlordAddressAddress2>>
Landlord Agreement Name <<LandlordAddressTown>>
Landlord Registration No <<LlandlordAddressCounty>>
Landlord VAT Registration No <<LandlordAddressPostcode>>
Landlord Website
Landlard Title Ref: =<LandlordInternalReference>>
Landlord Forename
i <<TodaysDate>>
LandioNJpisis) Dear <<LandlordTitle>>],
Landlord Salutation
Landlord Email Re: .
Landlord Phone
Landlord Work Phone ¥ 1 have the pleasure to enclose a copy of our completed lettings particulars for

your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,

Inoert jcloss such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

Tip! Once you are comfortable with this process you may find that it is not
necessary to click on the screen each time.



19 Click "Insert"

smE wuay  mmesoweey  ames | view moigeu upuele ica s gave uns | wwse uns
Date Text  Time Text Merge Field Data  all fields | Letterto PDF  Letter Letter
Insert Fields View Test Merge Save Close
[ 1‘|‘?g.‘-1.=2. RN e, —

Insert Merge Field =

Fields:

|land <<LlandlordTitle>> <<LandlordForename>> <<LandlordSurname>>
Landord Intormal Reference = <<LandlordAddressHouseNo> > < <LandlordAddressAddressi>>
Landiord Company Name <<LandlordAddressAddress2>>
il At s <<LandlordAddressTown>>
Landlord Registration No <<La"g:°rg:ggfessc°unhﬁ> >
Landiard VAT Registration No <<Landlor ressPostcode> >
Landlord Website
Lo e TG Ref: <<LandlordInternalReference=>
Landlord Forename d
D e <<TodaysDate>>
Landiord Iniial Dear <<LandlordTitle>>,
Landlord Salutation
Landiord Email Re: .
Landlord Phone s
Landlord Wark Phone ¥ 1 have the pleasure to enclose a copy of our completed lettings particulars for

your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,

ol Elosa such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

20 The merge field will be added. Once all your merge fields are added, click "Close"

LT wusy  mmeicwusy  wseis | wiew moigsu upusie iescuns | save uns | wwse uns
Date Text  Time Text Merge Field Data  all fields | Letterto PDF  Letter Letter
Insert Fields | View Test Merge Save | Close
. S 1 e 3l ian Y.
Insert Merge Field =
Fields:
1and <<LandlordTitle>> <<LandlordForename>> <<LandlordSurname>>
Landiord Internal Reference i <<LandlordAddressHouseNo> > < <LandlordAddressAddress1>>
S S—————— <<LandlordAddressAddress2>>
Landiord Agreement Name <<LandlordAddressTown>>
Landlord Registration No <<Langiurg":ggresscou"bﬁ> =
Landlord VAT Registration No <<Landlort ressPostcode> >
Landlord Website
Landiord Title Ref: <<LandlordInternalReference>>
Landlord Forename
Landlord Sumsme <<TodaysDate>>
Landia [ndfal Deal[< <LandlordTitle>><<LandlordSurname>, ]
Landlord Salutation
Landlord Email Re: .
Landlord Phone .
Landiord Work Phone b T have the pleasure to enclose a copy of our completed lettings particulars for
your property. It is very important that you advise us immediately if there are
------ & any material changes to the property during the time it is being offered to let,
Soleslis i such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

13



21  Click "Save this Letter" ypu will return to the main Letters Configuration screen.

Landlord Particulare
In Lettinge Lendlord

Home Insert Page Layout  View Mail Merge

= B ®w 2 =2 = M4 B

Insert Today Insert Today Insert View Merged Update Test this Save this || Close this

Date Text Time Text  Merge Field Data all fields | Letter to PDF Letter Letter
Insert Fields View Test Merge Save Close
[ 1. o E ' v Vo 21 13, 11114 ' 't 5 ' 6+ N e ]

<<LandlordTitle>> <<LandlordForename>> =<LandlordSurname=>
<<LandlordAddressHouseNo>>< <LandlordAddressAddress1>>
<<LandlordAddressAddress2>>

<<LandlordAddressTown>>

<<LandlordAddressCounty>>

<<LandlordAddressPostcode>>

Ref: <<LandlordInternalReference>>

<<TodaysDate>>
Dear <<LandlordTitle>><<LandlordSurname>>|
Re: .

1 have the pleasure to enclose a copy of our completed lettings particulars for
your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely



