Property Management - Update Job @mll;bperty
Completion Date and Status

This guide provides a step-by-step process for updating job completion dates and
statuses in the CRM system, ensuring accurate tracking of tasks.

By following these instructions, users can efficiently manage their workload, maintain
clear communication with contractors, and keep records up to date. This is essential
for effective property management and enhances overall operational efficiency.

Viewing this guide will streamline your task management and improve accountability
in your projects.

1 Navigate to https://crm.iamproperty.com/Toolbox/TaskList

@prbperty Myday Leftings ~~ Sales »» Accounts ~ Reporting ~ Communications ~ H B K Q | 2 Myaccount

Search for reports that people have created for you

I Search for ID, name, report, telephane, email or address Q]
Create Job My Jobs Feedback Centre Invoices
ilter by Priority Level
High HIGH MEDIUM Medium || Low LOW || Water Leak ‘ Water Gas | Electric | Court of Protection David Steve lan ‘ None
Live 594066 Priority: None Miss Ella Pefch
Contractor. Created: 02/09/2025
24 Westgarth Terrace, Darlington (Gas Heating) Motassfaull DM E 10:31:56
Comg Updated: 24/09/2025
+ CompleteJob X CancelJob 52739
Updated by: Training Dave
Created 588973 Priority: LOW Mr Ben Affleck
//?‘\ 1 Darls Vi Daad Witnau (Elastrinal Canlél NO'ES' Burnt out IIV”’\Q room socket ‘C;Y::qu SRS o



http://crm.iamproperty.com
https://crm.iamproperty.com/Toolbox/TaskList

2

Management task list.

The 'Completion Date' for the job is shown on the line for the job in the Property

=][z][e]

Water Leak H Water H Gas H Electric H Court of Protection H David H Steve H lan H None ‘
&~
Priority: None Miss Ella Petch
_ Coniractor: Created: 02/09/2025
Notes: fault DM Electrics 10:31:56
Completion Date: Updated: 24/09/2025
15:27:39

27/09/2025

Updated by: Training Dave

Priority: LOW

Notes: Burnt out living room socket

ob

Mr Ben Affleck
Created: 20/08/2025
12:15:39

Updated: 20,/08/2025
12:15:39

Updated by: lan Henry

3  Tochange the Completion Date.



4  Click into the job record, by clicking on the address line.

Search for reports that people have created for you

[ e D T e Q}

Create Job My Jobs Feedback Centre Invoices
Filter by Priority Level

High | HIGH MEDIUM Medium Low LOW Water Leak Water | Gas Electric Court of Protection | David Steve | lan | None ‘

Live 594066 Priority: None Miss Ella Petch
Created: 02/09/202¢
24 Westgarth Terrace, Darlington (Gas Heating) Hotesault 10:31:56
Updated 24/09/202
v CompleteJob X Cancel Job 15:27:39
Updated by: Training
Created 588973 Priority: LOW Mr Ben Affleck
o Created: 20/08/202¢
@ 1 Park View Road, Witney (Electrical Fault b el Bl e e o 1215:39

Uu:'_:n:—d 20/08/202
2% ASSIGN « Completedob X Cancel Job 12:15:39
Updated by: lan Henr

@ Tip! This MUST done before the task is completed and saved.

If the task has been completed by the Contractor (shows 'Contractor Completed)
and the completion date needs to be updated. Change the 'Contractor Completed'
option to 'live’, refresh the screen and then you can update the 'completion date'
and re save as completed. This area is highlighted on the next screen.

If the agent has completed the task then it cannot be changed.



5  Atthe end of the 'Job Completion Date’ line. Click "Edit Completion Date"

PLEASE NOTE: We will be i ial server mai on the evening of 23 & 24 September from 19:00-22:00, during which fime the CRM will be unavailable. x

sroperty Myday Leftings »~ Sales v~ Accounts ~ Reporting ~  Communications i f Q -

fanagement » Maintenance Jobs > Report #594066

24 Westgarth Terrace, Darlington w Vulnerable Occupier No
i ) Access Authority Yes
Job Fault Priority Level Miss Bla Retchzagg. davegmail com0t Contact Details Consent No
Gas Heating b Select Priority Level w 24 Westgarth Terrace Assigned to: DM Electrics
Darlington Crested: 02/09/2025 10:31:56
fault @ County Durham :.25/07/20 2037

pdated )9/ 2022 2739
Job Completion Date: 27/09/2025 & |
Price Agreed: £0.00 (#
Authorised Budget: £0.00 [

DL12LA
=R ix

ign l l E4 Resend to contractor ]

(—;] Slgnln) (c—» Slgnom)

Tenant(s) Offers Landlord(s) Contractor Comments Feedback Invoice Documents Audit

6  Click into here and from the next screen select the date you want to change to.

Edit Job Completion Date

Job Compl Date
27/09/202!

~—




Edit Job Completion Date

Job Completion Date
27/09/2025

A o

€« September 2025 -2 Cancel ) -

Swm Mo Tue Wed Thu

2 3 &
9 10 n

7  Click "Edit" to save the new date.

Edit Job Completion Date

Job Completion Date
24/09/2025

> @&




8 The "Job Completion Date:" will now show as updated on the screen and also in

the task list

@pr@p&rty My day Leftings ~ Sales -~ Accounts v Reporting ~+ Communications HH

Property Management » Maintenance Jobs > Report #594066

24 Westgarth Terrace, Darlington e

Miss Ella Petchzagg dave@gmail.com!
Job Fauli Priority Level IENE0D 2
Gas Heating ' Select Priority Level v 24 Westgarth Terrace
Darlington
fault @ County Durham
DL 2LA
ve - ue
: 2% Unassign | | B4 Resend to confractor
(—)] Sign In) ([—) Sign Out)
Photos Tenant(s) Offers Landlord(s) Contractor Comments Feedback Invoice Documents Audit

©

Photos

You have no photos

. £ o

Vulnerable Occupier No

Access Authority Yes

Contact Details Consent No

Assigned to: DM Electrics

Created: 02/09/2025 10:31:56
lindated: 24/09/2025 15:27-30

Job Completion Date: 24/09/2025 &

Authorised Budget: £0.00 (4

9  Ifrequired. Now click "Completed" or other option in the dropdown menu.

@property My day Lettings ~ Sales ~  Accounts ~» Reporting ~ Communicafions

Property Management » Maintenance Jobs > Reporr #594066

24 Westgarth Terrace, Darlington &

Miss Ella Petchzagg.dave@gmail.com@l
Job Fault Priority Level
Gas Heating - Select Priority Level » 24 Westgarth Terrace
Darlington
fault @ County Durham
DL12LA
e - X
. ed E4 Resend to contractor ‘
® Cancelled
‘ (> Sign Out '
Photos Tenant(s) Offers Landlordi(s) Contractor Comments Feedback Invoice Documents Audit

©

Photos

You have no photos

Vulnerable Cccupier No

Access Authority Yes

Contact Defails Consent No

Assigned to: DM Electrics

Created: 02/09/2025 10:31:56
Updated: 24/09/2025 15:27:39

Job Completion Date: 24/09/2025 &
Price Agreed: £0.00 (&

Authorised Budget: £0.00 &



10 Click "Yes, Change"

i

Change Status to Completed?
You cannot undo this

= (= )

Tracking Tasks in the Lettings Activity List

11 All the jobs in this menu will be either approaching or past their 'Completion Date'
as set in the task when it was created.



12

Properties

124 92

Activity List [ -

5  RentReview 7l i}

@  Public Liability : 3

Hmo Licence
1 2
LCi P~ [
2 Calls

Upcoming/Qutstanding

& |Jobs Outstanding s [F

£ Keys Dus Back s 4

Pb Tenancies
s @
al Commencing G
Viewings
& Requiring & 4
Feedback

13

Landlords

Click "Jobs Outstanding”

Tenants

70

Applicants

30

Please select an activity list item to begin

about the job. e.g. Completion Date "24/09/2025"

My day

@ Pty

Properties

124

Landlords

92

Activity List [s I - |
&  Rent Review 1 G
@  Public Lisbility 3 3
ﬁf ::npri:rl\;\cence N E
% Calls

Upcoming/OQutstanding
2 JobsOutstanding s [4
&  Keys Due Back 5 3

= Pb Tenancies
Commencing

z &

Lettings

Sales Accounts ~

Tenants

70

Jobs Outstanding x

= Q2 a kY T

Negotiator

lan Henry

lan Henry

lan Henry

lan Henry

Oo|o|jo|o|D0|0O

Training Dave

Reporting

Applicants

Communications ~~

PB Tenants

29

Property

1Park View Road, Witney
1Park View Road, Witney
1Park View Road, Witney
& Park View Road, Witney

24 Westgarth Terrace, Darlington

PB Tenants

29

=

Contractors

30

H OE & Q

Contractors

30

Key Contro

P

All the currently outstanding jobs will show on the screen, as will all the details

2 My account

Key Control

P

3)

Landlord

Chris Hemsworth

Chris Hemsworth

Chris Hemsworth

Robert De Niro

Pamela Green

1to50f5

[

<

Contractor

Auf Wiedersehen, Pet Pro|
Auf Wiedersehen, Pet Proj

Auf Wiedersehen, Pet Pro|

Morgan Contracting

Page1of1 > I



] Landlords Tenants Applicants PB Tenants
i ~
fy List [ Jobs Outstanding x
=% 0 a B v =
tent Review 2 £ = i
Description Completion Date

*ublic Liability 3 4

H Burnt out socket in living room. 20/02/2025
imo Licence
bk v B
wistd H Socket 09/04/2025
s B H Burnt out socket in living room. 05/08/2025
Jpcoming/Cutstanding

H Garden Tidy Up.
lobs OQutstanding 5 (4

i toilet broked 24/09/2025

{eys Due Back 5 iz'

’b Tenancies

28 A
>ommencing &
fiewings
tequiring 4 4
‘sedback

Contractors

30

Key Control

P

a

Amount

£0.00

£0.00

£0.00

£0.00

£0.00

Management Type

Fully Managed

Fully Managed

Fully Managed

Fully Managed

Fully Managed

1to5of 5 <

<

Pagelof1 > >

14 Click "3 dot menu" from this menu you can perform various tasks. Including
opening the task in Property Management, where you could edit the date.

38 Landlords

92

ity List [ - ]
Rent Review LA
Public Liability s @4

Hmo Licence

1 A
Expiry e
Calls
Upcoming/Qutstanding
Jobs Outstanding 5 [
Keys Due Back s 4
Pb Tanan::is.l » (7
Commencing
Viewings
Requiring & [4

Feedback

Tenants

70

Jobs Qutstanding x

= R ae v =

Negotiator

lan Henry

lan Henry

lan Henry

0O 00O 0O o

lan Henry

Applicants

30

:

Training Dave

Log Call (Contractor)

Open In property management
New Journal Entry

View Propaerty

View Landlord

PB Tenants

29

Property

1Park View Road, Witney
1 Park View Road, Witney
1 Park View Road, Witney
& Park View Road, Witney

24 Westgarth Terrace, Darlington

Contractors

30

Key Control

C [

Landlord

Chris Hemsworth

Chris Hemsworth

Chris Hemsworth

Robert De Niro

Pamela Green

Tto5of 5 1<

<

Contractor

Auf Wiedersehen, Pet Proj

Auf Wiedersehen, Pet Proj

Auf Wiedersehen, Pet Proj

Mergan Contracting

Page1of1 > I




15

Contractor about the task.

@ property

Properties

124

Activity List

@ Rent Review

@  Public Liability

Hmo Licence
& Expiry

Calls
%

1
Upcoming/Outstanding °

P Jobs Outstanding

P Keys Due Back

® Pb Tenancies
Commencing

16

17

Landlords

My day

92

s 3

s &

2 4

Click here.
Click "Open In property management"”

Lettings ~  Sales

Tenants

70

Accounts ~

Applicants

30

Jobs Outstanding x

= Q aep Y =

0O 0O 0O 0O o

(<]

Negotiator

lan Henry

lan Henry

lan Henry

lan Henry

Training Dave

Reporting

29

Property

1Park View Road, Witney
1Park View Road, Witney
1Park View Road, Witney

& Park View Road, Witney

24 Westgarth Terrace, Darlington

Communications

PB Tenants

Click "24/09/2025"
Click "Edit Completion Date"
Click this text field.
Click "26"

Click "Edit"

Click "26/09/2025"

An example of the process from the Activity list.

H B K

Contractors

30

Clicking into the checkbox to the left of the task and then clicking on the
Email/SMS or Letter options will allow you to send a communication to the

&2 My account

Key Control

L

C |

a)

Landlord

Chris Hemsworth

Chris Hemsworth

Chris Hemsworth

Robert De Niro

Pamela Green

1to50f5

Contractor

Auf Wiedersehen, Pet Pro|

Auf Wiedersehen, Pet Proj

Auf Wiedersehen, Pet Proj

Morgan Contracting

< Pagelofl > >

10



Properties

124

92

Activity List [
&  Rent Review A
@  Public Liability 3 3
Hmo Licence
2
L1 U
% Calls
Upcoming/Outstanding
& JobsOutstanding 5 [J
£ Keys Due Back s 3§
Pb Tenancies
2
al Commencing B 3
Viewings
&, Requiring 4 (A
Feedback
Properties Landlords

124

92

Activity List [ -
&  RentReview T @
@  Public Lisbility 3 4

Hmo Licence
1 2
ar B @

% Calls

Upcoming/Qutstanding
& JobsOutstanding 5 [F
£ Keys Dus Back s 4
Pb Tenancies
2
8 Commencing 2 B
Viewings
& Requiring « 2
Feedback

Landlords

Tenants

70

Jobs Outstanding x

= R a B v

Applicants

30

29

PB Tenants

B Negotiator Property

: O  lanHenry 1 Park View Road, Witney

H O 1anHenry 1 Park View Road, Witney

H O lanHenry 1 Park View Road, Witney

H O tanHenry & Park View Road, Witney

H Training Dave 24 Westgarth Terrace, Darlington

< LN |
Tenants Applicants PB Tenants

70

Jobs Outstanding x

= Q2 a B v

30

Negotiator
i O lanHenry
H O tanHenry
3 O lanHenry
H O tanHenry
H Training Dave

Leg Call (Contractor)

Open In property management
New Journal Entry

View Property

View Landlord

29

Property

1 Park View Road, Witney
1 Park View Road, Witney
1 Park View Road, Witney

& Park View Road, Witney

24 Westgarth Terrace, Darlington

Contractors

30

Key Contro

P

Landlord

Chris Hemsworth
Chris Hemsworth
Chris Hemsworth
Robert De Niro

Pamela Green

1to5of 5

Contractors

30

1<

<

Contractor

Auf Wiedersehen, P
Auf Wiedersehen, P

Auf Wiedersehen, P

Morgan Contracting

Page 1of1 »

Key Contro

P

C [ o

Landlord

Chris Hemsworth

Chris Hemsworth

Chris Hemsworth

Robert De Niro

Pamela Green

Tto5of 5

1€

<

Contractor

Auf Wiedersehen, P
Auf Wiedersehen, P

Auf Wiedersehen, P

Morgan Contracting

Page1of1 »
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PLEASE NOTE: We will be performing essential server maintenance on the evening of 23 & 24 September from 19:00-22:00, during which time the CRM will be unavailable.

Myday Lettings ~ Sales ~~ Accounts

> Maintenance Jobs > Report #588885

lanagement

24 Westgarth Terrace, Darlington

Job Fault Priority Level
Toilet bt Select Priority Level -
toilet broked @
[ 3% Unassign | K Resend to contractor ]
(—)] Sign In) ([—’ Sign Out)
Tenant(s) Offers Landlord(s) Contractor Comments

Reporting ~

Feedback

Communications ~ ]

EP

Miss Ella Petchzagg dave@gmail comQ*

24 Westgarth Terrace
Darlington

County Durham
DU12LA

UK

Invoice Documents Audit

TR

Vulnerable Occupier No

Access Authority Yes

Contact Details Consent No
Assigned to: Morgan Contracting
Created: 20/08/2025 10:59:38
Updated: 24/0%/2025 15:2§

Job Completion Date: 24/0
Price Agreed: £0.00 &
Authorised Budget: £0.00 &

anytime Im desperate

PLEASE NOTE: We will be performing essential server maintenance on the evening of 23 & 24 September from 19:00-22:00, during which time the CRM will be unavailable.

My day Lettings ~ Sales ~» Accounts ~

fanagement > Maintenance Jobs > Report#588885

24 Westgarth Terrace, Darlington

Job Fault Priority Level
Toilet bt Select Priority Level -
toilet broked @
[ 2% Unassign | & Resend to contractor ]
(—)] Sign In) ([—b Sign Out)
Tenant(s) Offers Landlord(s) Contractor Comments

Reporting

Feedback

Communications

EP

Miss Ella Petchzagg .dave@gmail.comQ

24 Westgarth Terrace
Darlington

County Durham
DLI2LA

UK

Invoice Documents Audit

€ o QEEE=D

Vulnerable Occupier No

Access Authority Yes

Contact Details Consent No
Assigned to: Morgan Contracting
Created: 20/08/2025 10:59:38
Updated: 24/0%/2025 15:29:
Job Completion Date: 24/09//
Price Agreed: £0.00 &
Authorised Budget: £0.00 &

anytime Im desperate

12



Edit Job Completion Date

o

Job Comy
24/09/2

~—

Edit Job Completion Date

Job Completion Date
24/09/2025

e

€« September 2025 4 Gancal ) -

Mon
1
8

)
2
2%

&

13



Edit Job Completion Date

Job Completion Date
26/09/2025

th Terrace, Darlington Vulnerable
1 _ Access A
Priority Level Miss Ella Pefchzagg dave@gmail. comd’ ContactC
b Select Priority Level - 24 Westgarth Terrace Assigned
Darlington Created: !
@ County Durham Updated:
DL12LA Job Comj
UK Price Agre
Authorisei
4 Resend to contractor l
anytime In

o —
2 Sign Out )

Landlord(s) Contractor Comments Feedback Invoice Documents Audit



18 Updated "Completion Date" shows in task list.

wit living room socket

Mr Ben Affleck

Created: 20/08/2025
12:15:39

Updated: 20/08/2025
12:15:39

Updated by: lan Henry

roked

Contractor:
Morgan Confracting

Completion Date:
26/09/2025

Miss Ella Petch

Created: 20,/08/2025
10:59:38

Updated: 24/09,/2025
15:32:53

Updated by: Training Dave

15



