Generating a Receipt From a Ledger

) property

This guide provides the process for generate a Receipt from within a Ledger.

1 Go to Accounts > General > View Ledgers and under Record Type, select Tenant

Ledger

3 Type Record
t Lediger v = Adam West - 8 Gladstons Road. Wars

|_ = | Cutstanding Involces

Funds to Allocate

£763.22 £0.

£236

E n ‘ Group By Barch |

O o Transaction Dare
O 290mase? 04/09,/2025 00:05
O 28s84810 12/08,/2025 10:40
O 28584809 12/08/2025 10:40
O 28450562 05/08,/2025 10:32
O 28450561 05/08,/2025 10:32
O 28450560 05/08,/2025 10:32
O 28450559 05/08,/2025 10:32
O 2s4s0ss8 05/08,202510:32
O 28450557 05/08,/2025 10:32
[0 28450556 05/08/2025 10:32

Transaoction Type

Rent Invoice

Rent Payment

Tenant Bank Receipt

Rent Payment

Rent Payment

Rent Payment

Rent Payment

Rent Payment

Rent Payment

Rent Payment

Transaotion Sub-Type

Residential Rent

Residential Rent

BACS Transfer

Residential Rent

Residential Rent

Residential Rent

Residential Rent

Residential Rent

Residential Rent

Residential Rent

Invoios No

172

147

140

124

Decoription

Mr Adam West (04,/09/2025 - 03/10/ ...

Mr Adam West (04,/08/2025 - 03/09/ ...

Mr Adam West (04,/08/2025 - 03/09/ ...

Mr Adam West (04,/07/2025 - 03/08/ ..

Mr Adam West (04/06/2025 - 03/07/...

Mr Adam West (04,/05/2025 - 03/06/ ...

Mr Adam West (04,/04,/2025 - 03/05/...

Mr Adam West (04,/03/2025 - 03/04/ ...

Adam West (17/02/2025 - 19/03/2025)

Mr Adam West (04,/02/2025 - 03/03/ ..


http://crm.iamproperty.com

2  Enter either the Tenant name or Property address and select the Tenant.

lampropearty CRM

@pl"fﬂperty Myday Lettings ~» Sales ~ Acecounts ~ Repering ~ Communications HH . & Q

|_| Funds to Allocate

| Outstanding Involces

Ledger Type Record
Tenant Leciger 1 = Adam Weést - 8 Gladstone Road. Ware =

BB e l aJ
CE: iy Trancaction Date Trancaction Type Trancaction Sub-Type Inveice No Desoription

O 290ma97 04/09/2025 00:05 Rent Invoice Residential Rent 172 Mr Adam West (04,/09/2025 -

O 2s8s84810 12/08/202510:40 Rent Payment Residential Rent 166 Mr Adam West (04,/08/2025 -

O 28584809 12/08/202510:40 Tenant Bank Receipt BACS Transfer Mr Adam West (04,/08/2025 -

O 28450562 05/08/202510:32 Rent Payment Residential Rent 160 Mr Adam West (04,/07/2025 -1

O 28450561 05/08/202510:32 Rent Payment Residential Rent 154 Mr Adam West (04,/06/2025 -

O 28450560 05/08/202510:32 Rent Payment Residential Rent 147 Mr Adam West (04,/05/2025 -

O 28450559 05/08/202510:32 Rent Payment Residential Rent 140 Mr Adam West (04,04/2025 -

O 28450558 05/08,/202510:32 Rent Payment Residential Rent 133 Mr Adam West (04,/03,/2025 -

3 Click the checkbox next to the Bank Receipt transaction
[ Ledger Type SR |_| Outstanding Invoices
Tenant Ledger v = Adam West - 8 Gladstons Road, Wars o |:| o Al

g E nl Group By Baich ’ q]
i Traneaction Date Traneaction Type Traneaction Sub-Type Invoios No Decoription

O 290mes7 04/09/2025 00:05 Rent Invoice Residential Rent 172 Mr Adam West (04,/09/2025 -

[ 28584810 12/08/202510:40 Rent Payment Residential Rent 166 Mr Adam West (04/08/2025 -

O 2sssss09 12/08/202510:40 Tenant Bank Receipt BACS Transfer Mr Adam West (04/08/2025 -

O 28450562 05/08/202510:32 Rent Payment Residential Rent 160 Mr Adam West (04/07/2025 -1

O 2845051 05/08,/202510:32 Rent Payment Residential Rent 154 Mr Adam West (04,/06/2025 -

O 28450560 05/08/202510:32 Rent Payment Residential Rent 147 Mr Adam West (04/05/2025 -

O 28450559 05/08,/202510:32 Rent Payment Residential Rent 140 Mr Adam West (04/04/2025 -

[0 28450558 05/08/202510:32 Rent Payment Residential Rent 133 Mr Adam West (04/03/2025 -1

O 28450557 05/08,/2025 10:32 Rent Payment Residential Rent 3 Adam West (17,/02/2025 - 19/C

[0 28450558 05/08/202510:32 Rent Payment Residential Rent 124 Mr Adam West (04/02/2025 -1



4  Click the three-dot menu and then click 'Receipt’

N = N : J |_= | Funds to Allocate £000 | = | Rent
B0 e = 5
H b Trancaction Date Trancaction Type Trancaction Sub-Type Inveice No Desoription
O 290mes7 04/09/2025 00:05 Rent Invoice Residential Rent 172 Mr Adam West (04/09/2025 -
O zssassi0 12/08/202510:40 Rent Payment Residential Rent 166 Mr Adam West (04,/08/2025 -
& 28584809 12/08/2025 10:40 Tenant Bank Receipt BACS Transfer Mr Adam West (04/08/2025 -
05/08/2025 10:32 Rent Payment Residential Rent 160 Mr Adam West (04/07/2025 -1
05/08,/2025 10:32 Rent Payment Residential Rent 154 Mr Adam West (04/06/2025 -
05/08,/2025 10:32 Rent Payment Residential Rent 147 Mr Adam West (04,/05/2025 -
05/08,2025 10:32 Rent Payment Residential Rent 140 Mr Adam West (04,/04/2025 -
05/08,/2025 10:32 Rent Payment Residential Rent 133 Mr Adam West (04/03,/2025 -/
05/08/2025 10:32 Rent Payment Residential Rent 3 Adam West (17/02/2025 - 19/C
05/08,/2025 10:32 Rent Payment Residential Rent 124 Mr Adam West (04,/02/2025 -/
4
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5  Select the receipt you wish to run. You are likely to only have one.

Produce Report

Standard Tenant Receipt

Qtandard Tanant Racaint




6

Click "Run Report"

Produce Report

7

D] =

Once generated, click the Export button to download in the format required

Tenant Receipt

Mr Adam West
B Gladstone Road
Ware 25/09/2025
Hertfordshire
5G12 0AG
Property Add 56 Road, Ware, Her ire, 5512 OAG, UK
Date Description MNet (£) AT [£) Gross (£}
12/08/2025 Mr Adam West (04/08/2025 - 03/09/2025) 236.78 0.00 236.78
Total 23673 o.00 236.78




