Refunding Overpaid Commission @;Fbperty
Charged to Contractor

This guide provides a step-by-step process for refunding overpaid commission
charged to contractors, ensuring clarity and accuracy in financial transactions. It is
essential for anyone managing contractor payments or accounting in property
management, as it helps streamline the refund process and maintain proper financial
records. By following the outlined steps, users can effectively resolve overpayment
issues, thereby enhancing trust and transparency in contractor relationships. View
this guide to simplify your financial operations and avoid potential discrepancies.

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

@pr@perty Myday Leffings »» Sales » Accounts v Reporting ~ Communications #H oEa & Q _

Morgan& Co Client Account @= Rent Invoice View All

L0203 oI, _ - eSS |

Balance £277,080.32 Reconciled £ 266, 783.51 £ 40, 065.00 £5,760.00 £1,200.00 £33,105.00

Unallocated Funds £ 29,510,710 Unreconciled £10, 296.81 Total Due Paid Overdue
Tenant Fee Invoice View All
f——eeeeeeeeeese e
£161.00 £0.00 £0.00 £161.00
Total Due P Overdus
Deposit Invoice View All

Margan &.Co Held.Deposits .or .0 ue oo sim &= , :

T B8 REAREILT — £1,000.00 £1,000.00 £0.00 £0.00
Total Due Paid Overdue

Balance £95%90.15 Reconciled £12, 874.76

Unallocated Funds £0.00 Unreconciled -£ 3, 284.61 Cptiie B View All

Balance Sheet c Expenses @ [ ov/ow/2025- 310772025 ] =

Assets £309, 68492 £309, 68492 fatal £62551

Wilton Branch Client Account £12, 683.65

Morgan& Co Client Account £ 278, 631.12

Turvey & Co -£120.00 p——

Morgan & Co Held Deposits £9,59015 . Hlectric

Sub Lease Account £8,900.00

@ =699
Morgan & Co (Cash) £0.00

Gas


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

2  Click "Accounts"

Gm Myday Leifings » Sales »
Morgan& Co Client Account @B=
01-02-03 01234567
Balance £277,080.32 Reconciled £ 266,783.51
Unallocated Funds £ 29, 51010  Unreconciled £10, 296.81

Jul27 Ju28 JuR9 JuBO JulS! Jul Mm=
Balance £9,590.15 Reconciled £12, 874.76
Unallocated Funds £0.00 Unreconciled -£ 3, 284.61
Balance Sheet c
= oo
Wilton Branch Client Account £12, 683.65
Morgan& Co Client Account £278, 631.12
Turvey & Co -£120.00

3  Click "General"

@pruporty Myday Leifings » Sales ~+ Accounts v Reporting ~ Communications EL

Accounts dashboard Landlord ~ Tenant

i RN
Reporting ~  Communications m i ' Q -

Rent Invoice
£ 40, 065.00 £5,760.00 £1, 200.00 £3
Total Due Paid Due Ove
Tenant Fee Invoice
£161.00 £0.00 £0.00
Total Due Peaid Due
Deposit Invoice
_______________________________________________|]
£1,000.00 £1,000.00 £0.00
Total Due Paid Due
Service Charae Invoice
Expenses & | 01/04/2025 - 31/07/2025
Total

& £1200

iamproperty CRM movebutle




4  Click "Ledger Transfer"

Accounts dashboard General v Landlord ~ Tenant

General

Adjustment Credit Note

BACS List Jobs Qutstanding
Bank Receipt

Ledger Transfer

Cash Account Opening Balances

W B & et < et
Mgk (o Ot b€

Turvey & Co

e b o et (et

et L eeee A oot

€9 s
it aang
4 2000
tamon
48 %00 00

5  Click "Select ledger"

@+

Regular Charges

Contractor Statement Me

Regular Expenses

Unallocated

View Ledgers

lamproperty CRM movebutle

Sel

edger

My day Letfings »» Sales ~ Accounts ~» Reporting ~» Communications i ._‘ Q -

Ledger Transfer - ( Add ) ( Remove Comg
Ledger Type - Balance Ledger Type 2
Seledt ledger - >> £000 > Select ledger -

J Sub-Record Type .

Sub-Record Type Sub-Record .
S ger v Select record -

|

«©

Exclude Man Fee

Transfer Date -
31/07/2025

[ Description




6

paid into here.

Click Ledger Type and select "Agent Ledger" as the commission received has been

RINPIopeny wrm moveDune
@ property My day Leitings »~ Sales ~ Accounts ~ Reporling ~ Communicafions ~ HH ﬁ _f Q a My a
Ledger Transfer Transfer ( Add > C Remove Comg

Ledger Type (o Record > Balance Ledger Type Record >

P ol racoR - >> £0.00 >> Solact ladear . -

Sub‘Racord . Transfer Amount Sub-Record Type Sub-Record *

Sel - £000 Select ledger ¥

a

Tenanf[Edger

Agent Ledger Exclude Man Fee

—

[ @)

[ Description

Deposit Ledger
_ Property Ledger
Contractor Ledger

Flnat | sdner

7

Search for the property you are refunding from.

lamproperty CRM movebutle

@ property Myday Leflings »~ Sales »» Accounts ~ Reporling ~  Communications v 2 O ._ﬂ Q 2 Mya

Ledger Transfer Transfer ( Add ) ( Remove Comg
Ledger Type " Record - Balance Ledger Type = Record L2
Agent Ledger + | | Morgan& Co - £9 44D 66 Property Ledger - Select record -
Sub-Record Type Sub-Record . Sub-Record Type L Sub-Record .
Property b 24 Westgarth Terrace, Darlingto... ¥ Landlord i Select record =

Exclude Man Fee

Transfer Date *
31/07/2025

«©

[ Description




8

Click the "Transfer Amount" field. Enter the amount to be refunded.

iamproperty CRM movebutler

@ C Myday Leftings ~ Sales ~~ Accounts ~ Reporting ~ Communications E i c Q -
Ledger i - ( i ) ( bl o
Ledger Type - Record i Balance Ledger Type 3 Record |
Agent Ledger - Morgan & Co - £2 44266 Property Ledger - Select record - :\
Sub-Record Type Sub-Record . Trgnsfer Amount ® Sub-Record Type . Sub-Record . t
Property - 24 Westgarth Terrace, Darlingto... £550 Landlord - Select record -
Transfer Date - I Description 2 F
31/07/2025
Please enter 3 or more
= F ichamclers =00 R T S B T R S A R R S R R R R R R S R S R SN R SR R R S S i
-

Click Ledger Type and select "Property Ledger"

Click "Property Ledger"

iamproperty CRM movebutler iamsold

oroperty Myday Lettings ~ Sales ~» Accounts ~ Reporting ~+ Communications i i ,‘ Q —
Transfer - ( Add ) ( S — )
w Type = = Balance Ledger Type = Record L
Ledger + | | Morgan& Co - £2 44266 Property Ledger * || setect record - _..'-)
tecord Type Sub-Record * Transfer Amount - Sub-Record Type - Sub-Record . G

b 24 Westgarth Terrace, Darlingto... ™ £ S,Sd Landlord = Select record =
P ' ] l Exclude Man Fee @) [ Csasrivtion A ]




property Myday Letings »~ Sales v Accounts v KReporfing »  Communications 3 - x G —

‘Transfer - ( Add )( Remove Complete )

n Type i Record = Balance Ledger Type o Record -

Ledger b Morgan & Co b >> £2 44266 >> Property Ledger Select record v 2. s
tecord Type Sub-Record * Sub-Record . D
iy td 24 Westgarth Terrace, Darlingto.. ¥ Select record %

Tenant Ledger o
 Date D iptie i
t2025 = ] \ Exclude Man Fee O [ ofcreren Agent Ledger - ]
Deposit fedger
& Properfy Ledger )
Contractor Ledger

Flnat | ednar

10 Search for and select your Suspense property.

iamproperty CRM movebutler iamsold

w, Myday Leftings ~ Sales ~ Accounts -~  Reporfing ~  Communications ~ i i 0 Q —
‘Transfer - ( Add )( Remove Complete )

w Type - Record - Balance Ledger Type - Record -
Ledger + | | Morgan& Co - £2, 48266 Property Ledger = || selectrecord ;‘)')
» » d a
tecord Type Sub-Record B Sub-Record Type - s
iy i J { 24 Westgarth Terrace, Darlingto_. ¥ J Landlord - ] ; ‘
suspense Yew Tree Close,
i Date . Description Hurworth, Darlington, Durham,
/2025 ] \ s e «© [ DL2 2HX, UK g




11

Click here to create a description

iamproperty CRM  movebutler  iamsold

ar:opcrty Myday Lettings »~» Sales ~ Accounts ~» Reporting »~ Communications ﬂi ﬁ ._‘ Q —
'Transfer - ( Add ) ( Remove Complete )
1 Type * Record . Balance Ledger Type * Record -
Ledger x Morgan & Co b £2 44266 Property Ledger » suspense Yew Tree Close, Hurw_ ¥ = s
tecord Type Sub-Record * Transfer Amount a Sub-Record Type . Sub-Record * D
iy % 24 Westgarth Terrace, Darlingto... ¥ £550 Landlord - Mr David-George Morgan »
« Date * Description o
i J \ Exclude Man Fee O [ i

12

Click the "Description” field and edit to make it clear what this transaction is.

iamproperty CRM movebutler iamsold

My day Lettings ~ Sales ~» Accounts ~  Reporting ~» Communications H i 1.0 Q —

‘Transfer - ( Add ) < Remove Complete )

w Type - Record i Balance Ledger Type i) Record L

Ledger v Morgan & Co - £2, 44266 Property Ledger - suspense Yew Tree Close, Hurw... ¥ = Yl
tecord Type Sub-Record ® Sub-Record Type i Sub-Record L G

rty i 24 Westgarth Terrace, Darlingto... ¥ Landlord bl Mr David-George Morgan =
i Date * Description it

Exclude Man Fe

/2025 ] \ e s i o [ Transfer from Morgan & Co (Agent Ledger) to suspense Yew Tree Close, Hurworth, Darlington, Durham, DL2 2H &~ ]




13 Click "Transfer"

iamproperty CRM movebutler iamsold

Wy Myday Lettings ~ Sales ~ Accounts -~ Reporfing ~  Communications 4] i c Q —
'Transfer ( Transfer ) ( Add )( Remove Complete )

w Type L Record = Balance Ledger Type = Record L
Ledger - Morgan & Co - £2 44266 Property Ledger - suspense Yew Tree Close, Hurw..~ | = led
tecord Type Sub-Record B Sub-Record Type - Sub-Record - G
iy b 24 Westgarth Terrace, Darlingto_. ¥ Landlord - Mr David-George Morgan »
i Date * Description B
Exclude Man Fee £
/2025 } l e O ] Repayment of Contractor Commission Overpaid Transfer from Morgan & Co (Agent Ledger) to suspense Yew 1 & ]

14  Click this icon to return to the Accounts Dashboard

Ledger Transfer - ( Add )( Remove Comg

Ledger Type . Record * Balance Ledger Type . Record *

Agent Ledger o Morgan & Co »2 £2 44266 Property Ledger > suspense Yew Tree Close, Hurw.. ¥

Sub-Record Type Sub-Record L Transfer Sub-Record Type * Sub-Record *

Property - 24 Westgarth Terrace, Darfingto... ¥ £550 v Landlord > Mr David-George Morgan -

Transfer Date * Description &
Exclude Man Fi

[ 31/07/2025 ] el b (> |' Repayment of Contractor Commission Overpaid Transfer from Morgan & Co (Agent Ledger) fo suspense Yew

-] * @ ] Jobs Outstanding X Perform Payments X Rapid Pay X Ledger X



15

unts +H
% Co Client Account @=
N234567 =

£277,080.32 Reconciled £ 266, 783.51
| Funds £29,510.10 Unreconciled £10, 296.81
mﬂ!MMM1 Jul28 Jul2® JuBO Jui31 Jul @z=
5685263

£9,590.15 Reconciled £12, 874.76

| Funds £0.00 Unreconciled -£ 3,284.61
ce Sheet c

£309 684.92
nch Client Account £12, 683.65
Zo Client Account £278, 631.12
o -£120.00
Co Held Deposits £9590.15
Account £ 8, 900.00

Jobs Outstanding X Perform Payments X Rapid Pay X Ledger X

16

Click "suspense property"

Add Expense

Attachments

Click here and create an expense charge for the amount being refunded.

=] [ 03/07/2025 - 31/07/2025 ]

Invoices

Rent Invoice

£ 40, 065.00 £5,760.00 £1,200.00 £33,105.00
Total Due Paid Due Overdue
Tenant Fee Invoice View All

£161.00 £0.00 £0.00 £161.00
Total Due Paid Jue Overdue
Deposit Invoice View All
£1,000.00 £1,000.00 £0.00 £0.00
Total Due Paid Due Overdue
Service Charae Invoice

Expen ses & | 01/04/2025 - 31/07/2025 l

Total

@ £1200
Electric

& £ 6991
Ledger Transfer X

Click "Select property" this is your suspense property

Payment

31/07/2025

Completion Date
31/07/2025

)

Select contractor

)
i
3
I

Record
Pamela Green (Primary)

*
Select expense category = ] [

PM Job Category
Select property management categ.. ¥

Priority Level
Select priority level

)

Enter job description




Attachments Payment

Date Contacted

31/07/2025

Job No.
453

Enter job title 31/07/2025

Contractor
Select contractor

Property
Select property

susp| Record
Pamela Green (Primary)
suspense Yew Tree C| , Darlington
} { Priority Level

|
[ e ' J [ Fe—r—
i

Select expensé c;regory - J l Select proper‘h,' rﬁanagemen1 categ..¥ Select priority level

Description
Enter job description

Notes
Enter notes

G =) @D @

1 Click the "Description" field. Add your detailed description explaining what the
transaction is for and why

Attachments Payment

Date Contacted
31/07/2025

31/07/2025

Contractor
Select contractor

)
} [Compleﬁonbne
)

*
*
-
*

Record
- David-George Morgan (Primary)

Select expense category v

Enter job description O

Select property management categ_. ¥ Select priority level

. ] [ PM Jaob Catagory J [ Priority Level

18 Complete all the other fields with a red star.
Click the "Title" field.



Add Expense

Details Attachments Info

Date Contacted .
31/07/2025

h 8

B

nter job fitle 31/07/2025

il

Contractor il

suspense Yew Tree Close, Hurworth, Darlington Select contractor b4

Landlurd

)

o } [oﬂmpmnm
3
3|

Select expense category ¥ Select property management categ._ Select priority level . ¢

Description .
Maintence refund to Morgan&Co for work on westgarth over charged commission from contractor|

Notes
Enter notes

{ J
| )
{ J
= W, ]
= e =)
| |
| |

Add Expense

Details Attachments Info Payment

Date Contacted *
31/07/2025

Title Completion Date
Enfer joblfi 31/07/2025
N v
J

Property
suspense Yew Tree Close, Hurworth, Darlington SeFecc contractor

Landlord b4 David-George Morgan (Primary) v

Record Type '} Record -

Select expense category > Select property management categ_. ¥ Select priority level o

Description -
Maintence refund to Morgan&Co for work on westgarth over charged commission from contractor.

Notes
Enter notes

|
|
|
|
e —
\ |
\ |

1



19 Click "Payment"

Add Expense

Details Attachments Info

Description .
Maintence refund to Morgan&Co for work on westgarth over charged commission from confractor.

Enter notes

Job No. Date Contacted *
453 31/07/2025

Title Completion Date

Overcharged Commission Refund 31/07/2025

Property Contractor .
suspense Yew Tree Close, Hurworth, Darlington Mergan Contracting b4
Record Type .
Landlord Da\nd George Morgan (Primary) .2
Expense Category - PM Job Category Priority Level

Electric ¥ Select property management categ._ Select priority level =

Notes ’

20 Click here to create the invoice.

Add Expense

Details Attachments

| Property £5.50 | Float £0.00 | Deposif

AN
o Invoice \) InvoicefDuie Invoice No. Bt i
31/07/2025 CRM - 619 Enter invoice no.

[ Invoice Amount ] [ Sub-Type VAT Type

£000
Net vaT Total !
[ £000 ] [E0,0D J [E0,0D ] [T“:“"': be

i Tenant
[sﬂnbpome . J [Sa\er?Tﬂ.naN

Select transaction sub-type VAT Type

Exclude Commission

Commission
£0.00

B

12



21 Click the "Invoice Amount" field and add the amount to be refunded to the
Contractor. Then complete all the other mandatory fields.

Add Expense
Details Attachments Info Payment
| Property £5.50 | Float £0.00 | Deposit £0.00 |
Invoice
Invoice Date * Invoice No. Contractor Invoice No.
Create |
g C] [ 31/07/2025 } [ CRM - 619 ] { Enter invoice no. ]
I Amout » Sub-Type - VAT Type
£ 000 Select transaction sub-type v VAT Type
< 7
Net VAT Total
Tax Deductible
£000 ] [ £0.00 J [ £0.00 ] { i ]
. Tenant
= DS ]
.
Commission Amount
Exclude Commission £15.00 % £ £15.00

D G D

22 Click "Select transaction sub-type" select the appropriate option from the drop
down menu.

Add Expense =
Details Attachments Info Payment
| Property £5.50 | Float £0.00 | Deposit £0.00 |
Invoice
i | R e

—

—=
Invoice Amount - -Type ¥ VAT Type
£ 5_5@ fransgction sub-type > VAT Type

R S R

£000 £550

Tenant

Select Tenant v

— |

Commission Amount
[ £1500 * [21500 ]
A4 D b
G G D @

Exclude Commission




23  Click here to exclude contractor commission on this refund payment

Details Attachments

£5.50 | Float £0.00 | Deposit

Ooom s

- Sub-Type » VAT Type
General Maintenance % Exclusive

VAT Total
£1.10 £6.60

Tenant
Select Tenant

: Commission
Exclude Commission @/D [ £15.00

D ) D

24 Click "Save"

Details Attachments Payment

£5.50 | Float £0.00 | Deposit £0.00 |

Invoice

D Invoice Date . Invoice No. Contractor Invoice No.
31/07/2025 CRM - 619 Enter invoice no.

* Sub-Type . VAT Type
General Maintenance x Exclusive

)
)
I I }

Tenant
Select Tenant

o -

Commission
Exclude Commission DJ { £1500
A8

== @

r

14



25 Click "Accounts"

¢ o QEEE

e property Myday Leifings » Sales s ~ Reporfing ~  Communications - HH |
Accounts +8 Invoices & | 03/07/2005 - 3v/07/2025 J
Meorgan& Co Client Account A=
050203 O123ssl £25.00 £0.00 £000
Balance £277,080.32 Reconciled £ 266,783.51 Total Due Paid Due
Unallocated Funds £ 29,5100 Unreconciled £10, 296.81
Agent Fee Invoice
£3,286.14 £3,286.14 £0.00
Total Due Peid Due

Landlord Expense Invoice

e £196.58 £196.58 £0.00
B 127 28 JuZ9 S50 S Sk g= Total Due Paid Due
Balance £9,590.15 Reconciled £12, 874.76 Landlord Fee Invoice
Unallocated Funds E0.00 Unreconciled -£ 3,284.61
Balance Sheet c Expenses & [ ovou/z025- 3v/07/2028 ]
Total

Assets

Wilton Branch Client Account £12, 683.65 n

26 Click "General"

iamproperty CRM movebutle

@m My day Lettings ~» Sales ~ Accounts v Reporfing ~+ Communications O

Accounts dashboard ~ Landlord Tenant




27 Click "Unallocated"

shboard General Landlord ~~ Tenant ~

Credit Note Regular Charges Contractor Statement Merge
Jobs Outstanding Regular Expenses
Ledger Transfer Unallocated

it Opening Balances View Ledgers

“

L T
Do Clant Acsaunt toeann
" <« weoo
Co ass Dapeann T T - g
o 4o oo
- e

Tip! There are 2 ways to Allocate the funds to the outstanding expense invoice.
This guide will show both.

16



28

29

O

Click this checkbox.

Unallocated Funds All ~

=)

@+

O 0O 0 0o o o o ogey)oa

Record

David-George Mo...

lettings applicant121

Dick Blyton

Lona Martin

Lona Martin

Lona Martin

Lona Martin

Lettings Applicant31

Lettitia Applicant106

Click here.

Unallocated Funds All ~

=)

(<IN | }

O O o0o|obo|(o o0 0

Record

David-George Mo...

lettings applicant121

Dick Blyton

Lona Martin

Lona Martin

Lona Martin

Lona Martin

Lettings Applicant31

Lettitia Applicant106

My day

My day

Lettings

Record Type

Landlord

Tenant

Tenant

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Lettings

Record Type

Landlord

Tenant

Tenant

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Sales ~  Accounts

Date

31/07/2025 00:00
25/06/2025 00:00
13/02,/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
06/01/2025 00:00

17/12/2024 00:00

Sales ~  Accounts v

Date

31/07/2025 00:00
25/06/2025 00:00
13/02/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00

06/01/2025 00:00

17/12/2024 00:00

Reporting

Amount

£5.50

£1,269.23

£1,000.00

£1,700.00

£1,700.00

£1,700.00

£1,700.00

£100.00

£150.00

Reporting ~

Amount

£5.50

£1,269.23

£1,000.00

£1,700.00

£1,700.00

£1,700.00

£1,100.00

£100.00

£150.00

iamproperty CRM movebutler
Communicati a @ 2
ommunications ] B Q - Myacc
Total Balance £ 29, 515.60 OS Invoice Balance £ 6.60 To Allocate £
Q] o v |C
Unalloca..  Ledger B.. Bank Account [e-7) OS Inve
£5.50 £5.50
£16923 £16923 Morgan& Co Client Acc...
£1,000.00 £2377.23 Morgan& Co Client Ace...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1,00.00 £15,283.64 Morgan& Co Client Acc...
£100.00 £100.00 Morgan& Co Client Acc...
£150.00 £150.00 Morgan& Co Client Acc...
iamproperty CRM movebutler
Communications &= _ﬂ Q = My acc
Total Belance £29,515.60  OSInvoice Belence £6.60  ToAllocate £
o\] o - |C
Unalloca..  Ledger B.. Bank Account OSl... OS Inve
£6.50 £5.50
£16923 £169.23 Morgan& Co Client Acc...
£1,000.00 £237723 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1700.00 £15,283.64 Morgan& Co Client Acc...
£100.00 £100.00 Morgan& Co Client Ace...
£150.00 £150.00 Morgan& Co Client Acc...

17



30 Click "Allocate"

iamproperty CRM movebutler

@m Myday Leftings ~ Sales ~ Accounts v~ Reporting ~  Communicafions HH | f Q -

Unallocated Funds All - Total Balance  £29,51560  OSInvoice Belance £6.60  ToAllocate £
Ee [ Search Q] 107 = e
B Record Record Type Date Amount  Unalloca.. LedgerB.. Bank Account OSl... OS Inve

David-George Mo... Landlord 31/07/2025 00:00 £5.50 £5.50 £5.50 1

s applicant121 Tenant 25/06/202500:00  £1,269.23 £16923 £16923 Morgan& Co Client Acc... 0

Tenant 13/02/202500:00 £1,000.00 £1,000.00 £237723 Morgan& Co Client Ace... o]
O LonaMartin Tenant (Archived) 13/01/202500:00 £170000 £1700.00 £15283.64 Morgan& Co Client Acc... 0
O LonaMartin Tenant (Archived) 13/01/202500:00 £1700.00 £1100.00 £15283.64 Morgan& Co Client Acc... 0
O LonaMartin Tenant (Archived) 13/01/2025 00:00 £1100.00 £1700.00 £15,283.64 Morgan& Co Client Acc... 0
O  LonaMartin Tenant (Archived) 13/01/202500:00 £170000 £110000 £15283.66 Morgan& Co Client Acc.. 0
O Lettings Applicant31 Tenant (Archived) 06/01/2025 00:00 £100.00 £100.00 £100.00 Morgan& Co Client Acc... 0
O Lettitia Applicant106 Tenant (Archived) 17/12/2024 00:00 £150.00 £150.00 £150.00 Morgan& Co Client Acc... 0
B i e i T R O gl ol -

31 Click this checkbox.

Allocate

Date 31/07/2025
Record Type Landlord
Record David-George Morgan
Qriginal Amount £550
Qutstanding £550
Bank Reference
Description Repayment of Contractor Commission Overpaid
Transfer from Morgan & Co (Agent Ledger) to
suspense Yew Tree Close, Hurworth, Darlington,
Durham, DL2 2HX, UK (Property Ledger)

Type  Description

Maintence refund to Morgan&Co ..




32 Click "£0.00" and type the amount to be refunded. In this case £5.50

Allocate

Date 31/07/2025
Record Type Landlord
Record David-George Morgan
Original Amount £550
Qutstanding £550
Bank Reference
Description Repayment of Contractor Commission Overpaid
Transfer from Morgan & Co (Agent Ledger) 1o
suspense Yew Tree Close, Hurworth, Darlington,
Durham, DL2 2HX, UK (Property Ledger)

Date Type Description

31/07/2025 Maintence refund 1o Morgan&Co ...

33 Click "Allocate"
Allocate

Date 31/07/2025
Record Type Landlord
Record David-George Morgan
Original Amount £550
Qutstanding £550
Bank Reference
Description Repayment of Contractor Commission Overpaid
Transfer from Morgan & Co (Agent Ledger) 1o
suspense Yew Tree Close, Hurwerth, Darlington,
Durham, DL2 2HX, UK (Property Ledger)

Description

Maintence refund to Morgan&Co ...

19



34

O

Click this checkbox.

Unallocated Funds All ~

(=)

35

@+

0O OO0 O0OO0OOD0OOOD-QO 8 o

]

Record

David-George Mo...

lettings applicant121

Dick Blyton

Lona Martin

Lona Martin

Lona Martin

Lona Martin

Lettings Applicant31

Lettitia Applicant106

My day

Lettings

Record Type

Landlord

Tenant

Tenant

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Sales v~ Accounts

Date

31/07/2025 00:00
25/06/2025 00:00
13/02/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
06/01/2025 00:00

17/12/2024 00:00

Reporting

Amount

£5.50

£1,26923

£1,000.00

£1,700.00

£1,700.00

£1,700.00

£1,700.00

£100.00

£150.00

iamproperty _(E movebutler

Communications i _P Q 2 Myacc

Total Balence £ 29, 515.60 OS Invoice Balance £ 6.60 To Allocete £

Q] o v |C

Unalloca..  Ledger B.. Bank Account [e-7) OS Inve

£5.50 £5.50

£169.23 £16923 Morgan& Co Client Acc...
£1,000.00 £237723 Morgan& Co Client Ace...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1100.00 £15,283.64 Morgan& Co Client Acc...
£100.00 £100.00 Morgan& Co Client Acc...
£150.00 £150.00 Morgan& Co Client Acc...

Click this icon and the system will automatically allocate the funds to the invoice..

cated Funds All ~

(=)

|8 o

O O o0o|obo|(o o0 0

Record

David-George Mo...

lettings applicant121

Dick Blyton

Lona Martin

Lona Martin

Lona Martin

Lona Martin

Lettings Applicant31

Lettitia Applicant106

My day

Lettings

Record Type

Landlord

Tenant

Tenant

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

To Pay the Contractor

Sales ~  Accounts

Date

31/07/2025 00:00
25/06/2025 00:00
13/02/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00

06/01/2025 00:00

17/12/2024 00:00

Reporting

Amount

£5.50

£1,269.23

£1,000.00

£1,700.00

£1,700.00

£1,700.00

£1,100.00

£100.00

£150.00

iamproperty @ movebutler

Communications — _ﬂ Q, 2 Myacc

Total Balence £ 29, 515.60 0S Invoice Balance £6.60 To Allocete £

o\] o - |C

Unalloca..  Ledger B.. Bank Account OSl... OS Inve

£5.50 £5.50

£16923 £16923 Morgan& Co Client Acc...
£1,000.00 £237723 Morgan& Co Client Acc...
£1,100.00 £15,283.64 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1,700.00 £15,283.64 Morgan& Co Client Acc...
£1700.00 £15,283.64 Morgan& Co Client Acc...
£100.00 £100.00 Morgan& Co Client Ace...
£150.00 £150.00 Morgan& Co Client Acc...
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O

Alert! here we assume we are paying the Contractor via BACS. However, if the
contractor is paid any other way the transaction will show in the Client Account on
CRM, the transaction needs to be mirrored in your real bank account.

Click "Accounts"

Unallocated Funds All ~

=)

0O OO0 0o ooo o O

]

Record

lettings applicant121

Dick Blyton

Lona Martin

Lona Martin

Lona Martin

Lona Martin

Lettings Applicant31

Lettitia Applicant106

Alfie Martin

My day  Lettings ~

Record Type

Tenant

Tenant

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Tenant (Archived)

Sales ~ | Accounts

Date

25/06/2025 00:00
13/02,/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
13/01/2025 00:00
06/01/2025 00:00
17/12/2024 00:00

13/11/2024 00:00

Reporting

Amount

£1,269.23

£1,000.00

£1,700.00

£1,00.00

£1,700.00

£1,100.00

£100.00

£150.00

£1,600.00

Communications

Total Balance

Unalloca...

£169.23

£1,000.00

£1,700.00

£1,700.00

£1,700.00

£1,100.00

£100.00

£150.00

£1,700.00

iamproperty

CRM

# m £ Qq

£29,510.10 OS Inveice Balance

Ledger B...

£16923

£237723

£15,283.64

£15,283.64

£15,283.64

£15,283.64

£100.00

£150.00

£1,680.00

Bank Account

Morgan& Co Client Acc...

Morgan& Co Client Acc...

Morgan& Co Client Ace...

Morgan& Co Client Acc...

Morgan& Co Client Acc...

Morgan& Co Client Acc...

Morgan& Co Client Acc...

Morgan& Co Client Acc...

Morgan& Co Client Acc...

movebutler

& Myacc

£0.00 To Allocate £
Q] o v |C
0S| OS Inve
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37 Click "General"

iamproperty CRM movebutle

My day Lettings ~» Sales »~ Accounts +~ Reporting ~» Communications

Accounts dashboard ~ Landlord ~ Tenant ~

38 Click "BACS List"

em Myday Leffings »~ Sales »» Accounts ~ Reporting ~  Communications v - ‘ Q -

Accounts dashboard General Landlord Tenant

General
Adjustment Credit Note Regular Charges Contractor Statement Me
P
( m;l: Jobs Outstanding Regular Expenses
Bank Receipt Ledger Transfer Unallocated
Cash Account Opening Balances View Ledgers

22
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Tip! In this example we have edited the screen using the filter (highlighted below)

to only show Contractors.

Select the payment or payments to make

& € q 2 Myac
Totel Balance £173.43 Total Selected

Q]ﬂovéc

@p@perty My day Lettings -+ Sales v Accounts » Reporting v+ Communications HH
Outgoing Payments

Payment Date - Bank Account ® BACS Format * , [ _

31/07/2025 Morgan& Co Client Account . Barclays . 4 v 1.

O Record Type Record Property Date Amount
O Contractor Morgan Contracting Flat 14 Westpoint, Northu... 31/07/2025 £3135
O Contractor Morgan Contracting 24 Westgarth Terrace, D..  31/07/2025 £136.58
O  cContractor Morgan Contracting suspense Yew Tree Clos... 31/07/2025 £5.50

Outstanding Account Nam

£31.35 Morgan Cont

£1346.58 Morgan Cont

£5.50 Morgan Cont
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Click here to pay the selected transactions.

iamproperty CRM movebutler iamsold

a € q 2 Myaccount

Totel Balance £173.43 Total Selected £5.50

m{operty Myday Lettings ~ Sales ~» Accounts ~ Reporting ~  Communications ~
ng Payments Solomrod
Jate " Bank Account L BACS Format L , I n
25 Morgan& Co Client Account hd Barclays hd v

sord Type Record Property Date

tractor Morgan Contracting Flat 14 Westpoint, Northu... 31/07/2025

ractor Morgan Contracting 24 Westgarth Terrace, D...  31/07/2025

tractor Morgan Contracting suspense Yew Tree Clos.. 31/07/2025

41

Amount

£31.35

£136.58

£5.50

Outstanding Account Name

£31.35 Morgan Contracting

£136.58 Morgan Contracting

£5.50 Morgan Contracting

This will create your BACS list to be exported to your bank for payment. Once
exported the BACS payments will show in your CRM Client Account.
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