Adding a new Bank Account to CRM

@ property

This guide provides a straightforward method for adding a new bank account to your

CRM.

By following the clear, step-by-step instructions, users can avoid common errors.

1

Alert! Only add accounts that are required and be sure of the data you are adding.
If an error is made it can be edited. To remove an account contact CRM Support

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

@pr@:perty My day Lettings »» Sales -~  Accounts Reporting Communications ~~
Add

Bank

Account

Accounts +H
Morgan& Co Client Account =
01-02-03 01234567 o
Balance £32,340.74 Reconciled £ 304, 129.56
Unallocated Funds £ 29 441.07 Unreconciled £17, 21118

NMay 22May 23May 24May 25May 26May 27May 28May 29May 30May 31May 1Jun 2Jun  3Jun  &Jun

Morgan & Co Held Deposits

A=
01-02-03 45685263 B=
Balance £ 8,590.15 Reconciled £11, 490.15
Unallocated Funds £ 000 Unreconciled -£ 2,900.00

Invoices

Rent Invoice

£ 34, 990.00

Total Due

Tenant Fee Invoice

£161.00

Total Due

Service Charge Invoice

£25.00

Total Due

Aaent Fee Invoice


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

2  Click here.

@ Pl’m My day Lettings ~ Sales - porting ~»  Communications
Accounts Invoices
Morgan& Co Client Account 2= Rent Invoice
01-02-03 01234567 = [
Balance £321,340.74 Reconciled £ 304, 12956 £ 34, 990.00
Unallocated Funds £ 29 4461.07 Unreconciled £17, 21118 Total Due

O e OO < Ot o —
Tenant Fee Invoice
S —
£161.00
Total Due

Z1May 22May 23Mey 246May 25May 26May 27May 28May 29May 30May 31May 1Jun 2.J.u|l 3.Jun &.Jun Service Charge Invoice
Morgan & Co Held D@POC"C v= e —
01-02-03 45685263 ik £25.00

Total Due
Balance £8,590.15 Reconciled £1, 490.15
Unallocated Funds £0.00 Unreconciled -£2,900.00

Aagent Fee Invoice

3 Click the "Display As" field and add the name of your Bank Account or the name
you wish to see in the CRM Accounts screen.

Add Bank Account

Display As
Enter Display As
b~ 4

Bank Account Name
Select Bank Enter Account Name

Sort Code Account Number
Enter Sort Code Enter Account Number

Branches

Select Branches




4  Click "Select Bank" select your bank from the drop down menu

Add Bank Account

Display As
Bank Account Namd

—

nk Account Name
Bank Enter Account Name
[ -

Sort Code Account Number
Enter Sort Code Enter Account Number

Branches
Select Branches

Add Bank Account

[ Display As

Bank Account Name

Bank Account Name
Select Bank Enter Account Name

Enter Account Number

Barclays

i
| | “ [mmumw
'

HSBC

Lloyds Banking Group
Royal Bank of Scotland
v

Natll/act

Tip! If your Bank is not in the list it can be added in the Accounts Lookup section of
Configuration.



5  Click the "Account Name" field and add the name of your bank account.

Add Bank Account

Display As
Bank Account Name

Bank ‘&ﬂ
[ Royal Bank of Scotland J

\ 2z
Sort Code Aoe unt Number
Enter Sort Code Enter Account Number

Branches
Select Branches

6 Click the "Sort Code" field and add the Bank account sort code

Add Bank Account




7 Click the "Account Number" field add the Bank Account number

Add Bank Account

Display As
Bank Account Name

Bank L Account Name
Royal Bank of Scofland = Bank Account Name

Sort Code * nt Number
Enter Sort Code Enter Account Number

N 4
p—

Branches
Select Branches

8 Click here and set the Branches of your agency that this account relates to.

Add Bank Account

Display As
Bank Account Name

Royal Bank of Scotland ¥ Bank Account Name

Enter Sort Code Enter Account Number

|
v
|

Sort Code - ] Account Number

Branches
Select Brancl




9 Click and select from the drop down menu. This menu only shows the branches
that are currently active on YOUR login, to see other branches of your agency click
the 'Bento’' menu at the top of the screen and select 'Active Branches'

Add Bank Account

Display As
Bank Account Name

Royal Bank of Scotland Bank Account Name:

Sort Code Account Number
Enter Sort Code Enter Account Number

[
[ Bank Account Name
[

Branches
Belect Branches

Morgan & Co
Morgan&Co MB

Reports & Letters

10 Click "Save"

Add Bank Account

Display As
Bank Account Name

Royal Bank of Scotland Bank Account Name

Sort Code Account Number
Enter Sort Code Enter Account Number

[
[ Bark Account Name
[

Branches

Morgan&Co X  Morgan&CoMB X

= @




11

The new account will show in the Accounts menu.

iamproperty CRM movebutler ian
@ property Myday Lettings ~ Sales ~» Accounts ~ Reporfing ~ Communications ﬁE ﬁ e Q _
Accounts +B Invoices & [ 07/05/2025 - 04/06/2025 ] +
Morgan& Co Client Account A= Rent Invoice View
QL0203 DURAEE. i s ——————|
Balance £321,340.74 Reconciled £ 304, 129.56 £ 34, 990.00 £ 600.00 £0.00 £ 34,390
Unallocated Funds £29,441.07  Unreconciled £17,211.18 Total Due Paid Overdue
L) Tenant Fee Invoice View

- £161.00 £0.00 £0.00 £161.
Total Due Paid Overd
NMay 22May 23May 2aMay 25May 26May 27Mey 28Mey 29May 30May 31May 1Jun  2Jun  3Jun  &Jdun Service Charge Invoice View.
Morgan & Co Held Deposits A=
01-02-03 45685263 - £25.00 £0.00 £0.00 £250
Total Due Paid Overd
Balance £8,590.15 Reconciled £1, 690.15
Unallocated Funds £0.00 Unreconciled -£ 2,900.00 Aaent Fee Invoice View ]
Balance Sheet c Expenses & [ 01/03/2025 - 04/06/2025 +
Assets £352, 94534 £ 352, 945.34 Total £690.¢
Wilton Branch Client Account £12, 683.65 "‘
12  Click here.
iamproperty CRM movebutler iam
@ property Myday Lettings ~ Sales ~ Accounts »» Reporting ~ Communications =5 OB f Q -
Accounts +H Invoices = [ 07/05/2025 - 04/06/2025 ] +:
Morgan& Co Client Account &= Rent Invoice View £
0009 oreasel = [ e —————]
Balance £321,340.74 Reconciled £ 304, 129.56 £ 34, 990.00 £ 600.00 £0.00 £34,390.0
Unallocated Funds £ 29, 4561.07  Unreconciled £17, 2128 Total Due Paid Overdue
< -O0—C
Tenant Fee Invoice View ¢
|17
£161.00 £0.00 £0.00 £161.0
Total Due Paid Overdy
2IMsy 22May 23Mzy 26May 25Masy 26May 27Msy 28Msy 29Msy 30May 31May 1Jun  2Jun  3Jun  &Jun Service Charge Invoice View £
Mergan & Ce Held Deposits 2=
01-02-03 45685263 - £25.00 £0.00 £0.00 £25.00
Total Dx Paid Overd
Balance £8,590.15 Reconciled £1,49015 Doy = -
Unallocated Funds £0.00 Unreconciled -£ 2,900.00 Aaent Fee Invoice View £
Balance Sheet c Expenses # [ o1/03/2025 - 04/06/2025 +3
Assets £352, 945.34 £352,945.34 Total £ a0
Wilton Branch Client Account £12, 683.65 A‘



