Using Bank Import Process in CRM @;F&)perty
Accounts

This guide provides a quick, step-by-step process for importing bank statements into
the CRM Accounts system. It helps you match transactions accurately, reduce errors,
and keep financial records up to date. Key setup steps and troubleshooting tips are
included to ensure a smooth experience. Ideal for both new and experienced users,
this quide supports efficient and reliable account management.

& Alert! To use this feature you need to be able to download your Bank Statement
from your banks website in a .csv file format.

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

ppr_:operty Myday Lettings ~ Sales ~» Accounts ~» Reporting »~ Communications = B K Q

-

Accounts +H Invoices & | 03/02/2025 - 03/03/2025 ] +=
Morgan& Co Client Account @B= Rent Invoice View All
010203 1Esael _ S —————————|
Balance £307,960.53  Reconciled Reconcile £42, 890.00 £11,195.00 £1,210.00 £30, 485.00
Unallocated Funds £ 30, 891.65 Unreconciled Total Due Overduse
Tenant Fee Invoice View All
N =
£142.00 £0.00 £0.00 £14200
Toral Due Overdue
UFeb 18Feb MW 20fe0 Z1Feb Z2Feb 23Fed ZuFeb 5Feb 26Fsb ZFeb 28Fed 1Mar 2Mar 3 Mar Deposit Invoice View Al
Morgan & Co Held Deposits 2=
01-02-03 45685263 i £3,057.69 £3, 057.69 £0.00 £0.00
Total Due Overdus
Balance £1,490.15 Reconciled £11, 490.15
Unallocated Funds £0.00 Unreconciled £0.00 Service Charae Invoice View All
Balance Sheet c Expenses =] [ 01/12/2024 - 03/03/2025 +=
Assets £332,555.03 £332, 555.03 Total £8,32350
Wilton Branch Client Account £2,773.65 =
£1,73890
Morgan& Co Client Account £ 309, 51.23 ® et
Turvey & Co -£120.00
" @ £6,13500
Morgan & Co Held Deposits £M, 490.15 Gas

2  Click here then click "Import"


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

iamproperty CRM movebutler i
@ prt}perty Myday Lettings ~ Sales ~» Accounts ~ Reporting ~ Communications b1 i & Q -
Accounts +B Invoices =] [034-02/2025 - 03/03/2025 ]
Morgan& Co Client Account @= Rent Invoice Vie
St e =~ S s
Balaaca & 00/ 960G Raconciad Reconcile £42,890.00 £1,195.00 £1,210.00 £30,48
Unallocated Funds £30, B91.65 Unreconciled Total Due Paid Overdus
Tenant Fee Invoice Vis
. 0000
£162.00 £0.00 £0.00 £14
Total Due Paid Ove
TFeb 18Feb 19Feb 20Feb 21Feb 22Feb 23Feb 24Feb 25Feb 26Feb 27Feb 28Feb  1Mar 2Mar 3 Mar Deposir |nvoice Vig
Morgan & Co Held Deposits = |
01-02-03 45685263 - £3,057.69 £3, 057.69 £0.00 £0
Total Due Paid Owe
Balance £11,490.15 Reconciled £11, 490.15
Unallocated Funds £0.00 Unreconciled £0.00 Service Charae Invoice Vie
Balance Sheet & Expenses & [ 01/12/2024 - 03/03/2025
Assets £332,555.03 £332,555.03 Total £8,32
Wilton Branch Client Account £2,773.65
AR P R @ £1,73890
iamproperty CRM movebutler
@ pr_{:perty Myday Lettings ~~ Sales ~» Accounts ~ Reporting ~ Communications ﬁE i f Q -
Accounts +H Invoices & [ 03/02/2025 - 03/03/2025 ]
Morgan& Co Client Account Rent Invoice
Jonzos e e
Balance & 307 AN L3 Raconclacl Reconcilé £42,890.00 £11,195.00 £1,210.00 £3C
Unallocated Funds £30, 891.65 Unreconciled Total Due Paid Ove
Import
Allecste Tenant Fee Invoice
;O R \_‘ Bank Tranefer
; ; [ e |
Edit Account Detaile
£142.00 £0.00 £0.00
Total Due Paid

WFeb 18Feb 1WFeb 20Feb 21Feb 22Feb 23Feb 2uFeb 25Feb 26Feb 27Feb 28Feb 1Mar  2Mar 3 Mar

Morgan & Co Held Deposits 2=
01-02-03 45685263 -
Balance £1,490.15 Reconciled £11,490.15
Unallocated Funds E£0.00 Unreconciled £0.00
Balance Sheet c
Assets £332,555.03 £332,555.03
Wilton Branch Client Account £2,773.65

Deposit Invoice

I ——
£3, 057.69 £3,057.69 £0.00

Total Due Paid

Service Charae Invoice

Expenses = [ 01/12/2024 - 03/03/2025

Total £€

Al

@ £1.73850

Importing Bank Statement to CRM



3 Click here and use the upload tool to find and upload your downloaded bank

statement.
iamproperty CRM movebutler
@pr@}pel'ty Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~ Communications HH | _ﬂ Q 2 Myacc

Bank Import - Upload Ne

L, Upload | Ng file selected

Bank Account
Morgan& Co Client Account v

Use 2 columns for amount? l

Reference Matching m Contains l

Does the uploaded file include a x =]
header line?
’ Trim Loading Rows [ g" Slo ] @
Dete Format Column Preview of csv file uploaded
DD/MM/YY_ = ele -

4 The statement will show on the screen.

The first time that this process is used, there is some setup to do. The columns in
your statement download need to be linked to the options in CRM. Do these and
click here to save.

iamproperty CRM movebutler

@pr@}pel'ty Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~ Communications HH | E Q 2 Myacc
L J
I Reference Matching m Containe l 06/02/2025 A Morgan Morgan Westpoint 750
06/02/2025 L Martin Martin Oakwood 1100
Does the uploaded file include a () ® 06/02/2025 A Martin 800
header line?
Trim Leading Rows [ jolat rome ]
Format Column
K- O { DD/MM/YY... * } [ Date ]
lumn
Reference [ Referance ]
T Column
e { Credit ]
" umn
o=
Debit Account No. [ ol ]
Account#
Debit Account Sort Column
Code Sort Code




5  Click "Next"

)erty Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~ Communications

1port - Upload

- Bank Demo 2Zcsv ale Eianeficiany.

: 06/02/2025 Ella Petch

ount ]

o Clet Account i 06/02/2025 G Biyton

jmns for amount? O | 06/02/2025 D Blyton

+ Matching m Contains 06/02/2025 A Morgan

06/02/2025 L Martin

loaded file include 06/02/2025 A Martin

:g oa: e include a () x =]

ing R [ gu of rows J

D Format P Column -
DD/MM/YY_ ¥ Date >

Reference

PetchWestgarth

Blyton Verity

BlytonléYew

Morgan Westpoint

Martin Oakwood

iamproperty

CRM  movebutler  iamsold

o 3w

=&

Credit

Description

Rent 1000

750

750

100

800

6 There may be a screen that informs of some issues. These dont stop the import,
however they may mean that some payments wont match/link. Click "Yes"

?

Potential Import Issues

The import file has the following issues:

1 row with an empty Reference
5 rows with an empty Description
1 row with an empty Account No.

1 row with an empty Sort Code

Do you wish to continue?

A

)(

<))




Matching Transactions

All transactions will match automatically if the key match
criteria are met. These are, Bank Reference used by payee,
unpaid invoice that matches the amount paid in. If the bank
account details are also part of the statement upload and you
have these as part of your tenant record these are also used

to match transactions.

7  Anylinein green is matched to

wpl VT Ly My Udy  LEINgS v JdiEs v ALLUUIND

Bank Import - Match
aoaon- .

Import Details

| Reference Description Date

O PetchWestgarth Rent 06/02/2025
m] Blyton Verity 06/02/2025
O BlytoriéYew 06/02/2025
O Morgan Westpoint 06/02/2025
] Martin Oakwood 06/02/2025
= Martin Oakwood 06/02/2025
(] Martin Qakwood 06/02/2025
[ | Martin Oakwood 06/02/2025

a payment.

S Vo REPUIINY v LUniuniLdn

Amount Account No.

£1,000.00 12345678

£ 450.00 85469328

£750.00 35648255

£750.00 65428900

£1,100.00 65428902

£1,100.00 65428902

£1,100.00 65428902

£1,100.00 65428902

U

v

Sort Code

10203

10203

10203

20304

20304

20304

20304

20304

& My ace

Matching Record

Record Type

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

Payee

Ella Petch

Georgina Blyton

Dick Blyton DM

Audrey Morgan

Lona Martin

Lona Martin

Lona Martin

Lona Martin

Property

24 Westgarth Te

1 Verity Rise, Da

17 Yew Tree Clo:

Flat 14 Westpoir

9 Oakwood Driv

17 Yew Tree Clo:

63 Woodland R¢

9 Oakwood Driv



8 A white line shows that a tenant can be matched to a receipt, however there are
either no invoices to pay (e.g. early payment of rent) or there are multiple invoices
that could be matched. Click here to check and update.

Bank Import - Match

Filter
=
u m E u . Al i Search

Import Details Matching Record
-] Ref Descripti Date Amount Account No. Sort Code Record Type Payee Property
t PetchWestgarth Rent 06/02/2025 £1,000.00 12345678 10203 Tenant Ella Petch 24 Westgarth Te
@ ] Blyton Verity 06/02/2025 E£450.00 85469328 10203 Tenant ‘Georgina Blyton 1 Verity Rise, Da
H (| BlytonléYew 06/02/2025 £750.00 35648255 10203 Tenant Dick Blyton DM 17 Yew Tree Clot
O Morgan Westpoint 06/02/2025 £750.00 65428900 20304 Tenant Audrey Morgan  Flat 14 Westpoir
O Martin Oakwood 06/02/2025 £1,100.00 65428902 20304 Tenant Lona Martin 9 Oakwood Driv
O Martin Oakwood 06/02/2025 £1,100.00 65428902 20304 Tenant Lona Martin 17 Yew Tree Clot
] Martin Oakwood 06/02/2025 £1,100.00 65428902 20304 Tenant Lona Martin 63 Woodland R¢
i O Martin Oakwood 06/02/2025 £1,100.00 65428902 20304 Tenant Lona Martin 9 Oakwood Driv
“
11014 of 14 1€ ¢ Panelafl >

A & A AT

9  You will see this screen. You can see the payee details have matched

Edit Bank Import

Date Reference
06/02/2025 Blyton Verity

[ Account No.

85469328

[ Description

Record Type Record
Tenant + Georgina Blyton

Bank Reference perty
Blyton Verity 1 Verity Rise, Darlington




10 Scroll down to see the invoices that can be matched and select, or if no invoices
show there is the option to select upcoming and select an upcoming (rent)
invoices.

Edit Bank Import

[ Matching Receipt

Date - Reference
06/02/2025 Blyton Verity

7z~

— &

_—

OUTSTANDING INVOICES
Transaction Ty... Sub Type Date

Rent Invoice Residentiol Rent  03/03/2025

11  Click the "Description" field.

Edit Bank Import
e IS, S

)

.

QUTSTANDING INVOICES
Transaction Ty... Sub Type Date Description

Rent Invoice Residential Rent 03/03/2025 Miss Georgina Blyt...

T1o10f1 I< < Page10of1 > >l




12 Click "Save"

Edit Bank Import X
(onas " | S li=" 5= |
[ Description : ]

OQUTSTANDING INVOICES

Transaction Ty...  Sub Type Date Description Original Amo... Outstanding Allocation

Rent Invoice Residential Rent 03/03/2025 Miss Georgina Biyt... £450.00 £45000 £450.00

1o1o0fl

= e S

1€ < Pagalofl > 3

13 Any line marked red, shows that there is insufficient information to match the ban
receipt to any Tenant or transactions in the CRM. As shown previously, click the
3-dot menu and using the information available try and search for and find the

tenant or landlord and property.

1port - Match
s ]
B0 a)
Import Details Matching Record
Reference Description Date Amount Account No. Sort Code Record Type Payee Property
Martin Oakwood 06/02/2025 £1100.00 65428902 20304 Tenant Lona Martin 63 Woodland Road, D *
Martin Oakwood 06/02/2025 £1100.00 65428902 20304 Tenant Lona Martin 9 Oakwood Drive, Dar
Martin Oakwood 06/02/2025 £1,500.00 65428902 20304 Tenant Lona Martin 17 Yew Tree Close, Hur
Martin Oakwood 06/02/2025 £1,700.00 65428902 20304 Tenant Lona Martin 63 Woodland Road, Di
Martin Oakwood 06/02/2025 £1,00.00 65428902 20304 Tenant Lona Martin 9 Oakwood Drive, Dar
Martin Oakwood 06/02/2025 £1,700.00 65428902 20304 Tenant Lona Martin 17 Yew Tree Close, Hur
Martin Oakwood 06/02/2025 £1100.00 65428902 20304 Tenant Lona Martin 63 Woodland Road, D:
06/02/2025 £800.00
110 1L nf 1k 1K ¢ Pane1nfl > 31

Bank Import X
v



14 The transactions can be sorted to only view a specific option e.g. Matched Click
"Matched" to select the matched transactions

e

operty

Myday Lettings ~» Sales

Bank Import - Match

O 0OfEN O | DO REN O O

Filter
Al
|

Al =

Import Deti
Matched

Reference No Record

y No
Martin Oakwo
Invoice/Paymen

L

Martin Oakwo et o
Martin Oakwood
Martin Oakwood
Martin Oakwood

Martin Oakwood

Martin Oakwood

15 Click this checkbox.

@ property

Myday Letfings ~ Sales v

Bank Import - Match

anaan

O O D00 DO\

Import Details

Reference Description

PetchWestgarth Rent

Blyton Verity

BlytonléYew

Morgan Westpoint

Martin Oakwood

Martin Oakwood

Martin Oakwood

Accountfs

Date

06/02/2025
06/02/2025
06/02/2025
06/02/2025
06/02/2025
06/02/2025

06/02/2025

Accounts ~

Date

06/02/2025
06/02/2025
06/02/2025
06/02/2025
06/02/2025
06/02/2025

06/02/2025

Reporting ~

Amount

£1,700.00

£1,100.00

£1,100.00

£1,100.00

£1,100.00

£1,100.00

£1,100.00

Reporting

Amount

£1,000.00

£450.00

£750.00

£750.00

£1,100.00

£1,100.00

£1,100.00

Communications

Account No.

65428902

65428902

65428902

65428902

65428902

65428902

65428902

Sort Code

20304

20304

20304

20304

20304

20304

20304

Communications

Account No.

12345678

85469328

35648255

65428900

65428902

65428902

65428902

Sort Code

10203

10203

10203

20304

20304

20304

20304

Matching Record

Record Type

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

Matching Record

Record Type

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

Dick Blyton DM

Audrey Morgan

Lona Martin

Lona Martin

Lona Martin

iamproperty CRM movebutler

& £ Q 2 Myscc
Payes Property
Lona Martin 63 Woodland Re
Lona Martin 9 Oakwood Driv
Lona Martin 17 Yew Tree Clo:
Lona Martin 63 Woodland R¢
Lona Martin 9 Oakwood Driv
Lona Martin 17 Yew Tree Clo:
Lona Martin 63 Woodland Re

o "

a &£ Q & Myacc
Payee Property
Ella Petch 24 Westgarth Te
Georgina Blyton 1 Verity Rise, Da

17 Yew Tree Clo:

Flat 14 Westpoir

9 Oakwood Driv

9 Oakwood Driv

9 Oakwood Driv



16  Click here to import the transactions.

iamproperty CRM movebutler

w6 o QR

+

@pr@perty Myday Lettings ~~ Sales ~» Accounts ~ Reporting ~ Communications

Matched seen
Import Details Matching Record
= Ref D ipti Date Amount Account No. Sort Code Record Typs Payse Property
H PetchWestgarth Rent 06/02/2025 £1,000.00 12345678 10203 Tenant Ella Petch 24 Westgarth Te
3 O Blyton Verity 06/02/2025 E£450.00 85469328 10203 Tenant Georgina Blyton 1 Verity Rise, Da
H O BlytonléYew 06/02/2025 £750.00 35648255 10203 Tenant Dick Blyton DM 17 Yew Tree Clot
H Morgan Westpoint 06/02/2025 £750.00 65428900 20304 Tenant Audrey Morgan Flat 14 Westpoir
i Martin Oakwoed 06/02/2025 £1,100.00 65428902 20304 Tenant Lona Martin 9 Oakwood Driv
i Martin Cakwood 06/02/2025 £1100.00 65428902 20304 Tenant Lona Martin 9 Oakwood Driv
i = Martin Cakwood 06/02/2025 £1700.00 65428902 20304 Tenant Lona Martin 9 Oakwood Driv

The next screen will show how much the transactions are for and how much is due
17 X
to be paid out to the Landlords.

Import Selected Rows

You are about to import 5 rows that will add:

5 bank receipts, totaling
£5, 050.00

5 payments, totaling
£ 3, 340.00




18 Click "Import"

Import Selected Rows

You are about to import 5 rows that will add:
5 bank receipts, totaling
£5, 050.00

5 payments, totaling
£3, 340.00

C= O @

11



