Core Process Simplification - Adding a @;Fbperty
New Sales Property in CRM

Using the NEW Core Process Simplification screens.

This guide provides a straightforward, step-by-step approach to adding a new sales
property in the CRM system. It simplifies what can be a complex task into
manageable actions, ensuring users can efficiently navigate the CRM platform. By
following these steps, users can save time, reduce errors, and enhance their
productivity in managing sales applicants.

1 Navigate to https://crm.iamproperty.com/MyDay

Wpr_:operty Myday Leftings ~ Sales ~» Accounts  Reporting ~» Communications ~~ HiH] i " Q

Nelcome back, Training

j View Property Management (& Visit Help Centre

varch all records

Ti Name Status Name Priority Start date Due date

12:00 Test test H [ Not Started Call Landlord A High 15/Nov/2024 15/Nov/2024
[ Not Started test 4 High 27/Nov/2024 27/Nov /2024
-1 Not Started Call Landlord = Medium 12/Dec/2024 12/Dec/2024
3 Not Started Call back A High 03/Jan/2025 03/Jan/2025


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

2  Click "Bento" button.

iamproperty CRM movebutler iamsold

. ¢ o QEEED

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

Icome back, Training

- £ View Property Management (3 Visit Help Centre

cords

Name Status Name Priority Start date Due date
Test test : [3 Not Started Call Landlord A High 15/Nov/2024 15/Nov/2024
: -
: [ Not Started test A High 27/Nov/2024 27/Nov/2024
: T8k
. 1 Not Started Call 1 andlard = Medium 12/Dec/2024 12/Dec/2024

3  From the menu click "Add new record"

iamproperty CRM movebutler iamsold

)erty Myday Lettings ~ Sales v Accounts ~ Reporting ~ Communications H i e Q —

& Active branches

(=] r
L] L]
Icome back, Training A
S
[} Contacts
) Events
- £ View Property Management ¢#) Visit Help Centre
[ Nofes
@© Tasks

icords

Name Status Name Priority Start date Due date
Test test : [ Not Started Call Landlord A High 15/Nov/2024 15/Nov/2024
: [J Not Started test 4 High 27/Nov/2024 27/Nov/2024

H 3 Not Started Call | andlard Medium 12/Dec/2024 12/Dec/2024




4  ORClick "Add New Record" on the 'My Day' screen

iamproperty CRM movebutler

@pn}perty Myday Leftings ~ Sales ~ Accounts »~» Reporting ~  Communications ﬁi ﬁ P Q -

Welcome back, Training

< +®w Record ) View Property Management {3y Visit Help Centre

Search all recerds

|

Time Name Status Name Priority Start date Due date
12:00 Test test . [ Not Started Call Landlord 4 High 15/Now/2024 15/Nov/20;
: oA 1l= i
. [ Not Started test 2 High 27/Nov/2024 27/Nov/20
: fee
H 1 Not Started Call | andlard = Medium 12/Dec/2024 12/Dec/20

5  Click "Sales Property"

AQd New Kecora

Select appointment type

Sales
Sales Lettings Viewing
@ Appraisal . @ Appraisal . @ {coming
soon)

Lettings
Viewing
(coming
soon)

Select record type

@ Sales . @ Lettings

Applicant Applicant




6 Click the "Address *" field. Type the Property postcode or select

-w.l &
Back to my day »  Create Sales Property
Create Sales Property
Sales Property
Address *

[ Enter a full postcode n

Or Enter Address Manually

Property type Property age Occupier

[ B B Qe
Branch ™ Negotiator * |

[ Morgan & Co [ Training Dave @ Vendor
Bedrooms Bathrooms Receptions

( lfifi |iifi 1

7 Click the "Property type" and select from the drop down menu.

Back to my day Create Sales Property
Create Sales Property
Sales Property
72 Pelaw Crescent Chester le Street County Durham DH22HX =
Property type Property age Occupier
[ B { [ o Property
Branch” Negotiator * |
[ Morgan & Co [ Training Dave @ Vendor
Bedrooms Bathrooms Recsptions

[ J{ J{ )




8 Select the "Property Age" from the drop down menu.

Back io my day Create Sales Property

Create Sales Property
Sales Property

72 Pelaw Crescent Chester le Street County Durham DH22HX

@

Property type Property age Occupier
[ Detached House n ‘ Post-war [
Branch* Negotiator *
[ Morgan & Co [ Training Dave
Bedrooms Bathrooms Recsptions

e

9  Select the "Occupier" type from the drop down menu.

a Create Sales Property

Create Sales Property

Sales Property

72 Pelaw Crescent Chester le Street County Durham DH22HX 24
Property type Property age Occupier
[ Detached House B [ Post-war ‘ Tenant n
Branch ™ Negotiator *
[ Morgan & Co [ Training Dave
Bedrooms Bathrooms Receptions

[ J{ J{ )

o Property

@ Vendor

o Property

@ Vendor



10 Check and Update the Branch and Negotiator details.

Add the Bedroom/Bathroom/Receptions details Then click "Continue

Sales Property

72 Pelaw Crescent Chester le Street County Durham DH22HX =
Property type Property age Occupier
[ Detached House B { Post-war [ Tenant o Propsrfy
Branch * Negotiator * |
[ Morgan & Co [ Training Dave @ Veandor
Bedrooms Bathrooms Recsptions

E i J ([

Adding Primary Vendor Information
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Select the "Miss" option.

iamproperty CRM movebutler
@pl’bpel'ty Myday Lettings ~ Sales ~~ Accounts ~ Reporting ~ Communications HH | P Q 2 Myacc
- Use Existing R d

Primary Vendor Sesing Tecol

Title Forename * Surname * 1 Property

- ) J J |

Email * Mobile phone

[ ] [ ] o Vendor

Phone numker Werk phons

Branch * Negotiator *

[ Training Dave

[ Morgan & Co

D Vendor's address is different to the property

12 Click here and add the Forename, Surname and email address.
If the email address has been used previously in CRM you will see this screen
showing the original records and giving you the option to merge or use the data
from the other record to save you duplicating work.

Click "Create new record" if you want to manually create a new client record with
the duplicate email address

iamproperty CRM  movebutler
@;l.{{:perty Myday Lettings ~ Sales ~ Accounts +~ Reporting ~ Communicafions HH ._P Q 2 Myacc
Primary Vendor Use Existing Record
Title Forename * Surname * 1 Property
N - ) J J |
Email * Mobile phone

[ I P

Phone number Work phone

[ J ]

Branch *

Negotiator *

[ Training Dave

[ Morgan & Co

|:| Vendor's address is different to the property



VAL

Merge with existing record

The following records have the same email address.
Select the record you'd like to use/merge with or
create a new record.

David Morgan
Landlord

David Morgan
Landlord

David Morgan
Lettings Applicant

David Morgan
Sales Applicant

13 Add the Mobile Number and Phone Number for the Vendor.

Primary Vendor —
Title Forename * Surname * _:lf, Property
[ Miss [ David ] [ Morgan ]
Email * Mobile phone o
Vendor
[ crm.iraining@iamproperty.com ] [ 07802200655| ]
Phone number T~ Work phone
[ ) J J
Branch * Negotiator *

[ Morgan & Co [ Training Dave

D Vendor's address is different to the property

Add Another Vendor am
-
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Tip! If the main contact number is a mobile phone number then add the number
to both the Mobile Phone and the Phone Number fields. This applies to all
Vendors.

This enables the the CRM to understand how to both show a contact number and
send SMS messages to the Applicant.

If the "Vendor's address is different to the property" click the option and add the
Vendors current address. If the addresses are the same ignore this option.

- Use Existing Record
Primary Vendor nn TahTng Teoor
Title Forename * Surname * 1 Property
[ Miss [ David ] [ Morgan ] |
Email Mobile phone

o Vendor

[ crm.training@iamproperty.com ] [ 07802200655 ]
Phone number Work phone
[ 018465860873 ‘ [ ]
Branch * Negotiator *

[ Morgan & Co [ Training Dave

D Vendor's address is different to the property

Add Ancther Vendor Create Property




15 To add the Vendors address, click the "Search postcode" field. Select the postcode
from the list or click '...Enter Address Manually' to enter/edit the address

Title Forename * Surname *
[ Miss [ David ] [ Morgan ]
1 Property
Email Mobile phone
[ crm training@iamproperty.com ] [ 07802200655 ] |
Phone number Work phone o Vendor
[ 01865860873 ] [ ]
Branch Negotiator *

[ Morgan & Co [ Training Dave

A vendor's address is different 1o the property

Search postcode *

[ Enter a full postcode n

Or Enter Address Manually

Add Another Vendor Eraate Froperty

@ Tip! If there is a second (or more) Vendor then it is good practice to add the
second vendor as a new record. EVEN WHEN the client is a married couple.

Any additional vendors can be added in the Property Record via the Vendor tab at
the top of the Property Record Screen.

10



16 If there is a second vendor, click "Add another vendor" and follow the process for
adding a new Vendor (sames as previous)

Primary Vendor

Use Existing Record

Title Forename * Surname * 1 Property
[ Miss [ David ] [ Morgan ] |
Email Mobile phone

[ crm.iraining@iamproperty.com

] o Vendor

] [ 07802200655

Phone number Werk phone
[ 01865860873 ] [ ]
Branch * Negotiator *

[ Morgan & Co

[ Training Dave

D Vendor's address is different fo the property

Add Another Vendor

Create Property

Cancel

17 If the Vendor is an existing client click here and search for the client.

lorgan

n.training@iamproperty.com
hone: 07802200655

or: Training Dave

Same as property

dary Vendor

Forename ~

Phone number: 01865860873
Branch: Morgan & Co

To edit the
= Primary Vendor
click here
1 Property
Use Existing Record
2 Vendor

Surname "

B

J{ )

Meobile phone

J

ber Work phone

N0
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18 Once the Second Vendor is added (if required) click the Create Property button.

F o~ ’

Mobkile phone

J{ )

Work phone

J{ )

Negotiator *

-
Training gl
\

Cancel

Tip! Although this has created a new record it is still a basic record. There are still
fields that need to be completed within the CRM Vendor record, for example you
may have a Checklist enabled or UDF that need completion.



