Part Paying Rent in CRM Via Bank @;i{:operty
Receipt

This guide provides a step-by-step process for managing part payments of rent
through CRM, ensuring accurate tracking and efficient handling of transactions.

It highlights essential features like selecting properties and tenants, entering
payment details, and managing invoices, making it a valuable resource for property
managers. By following this guide, users can streamline their payment processes and
maintain clear financial records, ultimately enhancing their operational efficiency.

@ Tip! This process can also be used to

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

Myday leftings » Sales w ﬁ ~ Reporting ~ Communications 5 OB K Q ‘

+8 Invoices & += Balance Sheet

ccount &= Rent Invoice View All Assets £316, 560
|
10,379.82  Reconciled £251, 29720 £42,540.00 £8,975.00 £0.00 £33, 565.00 Wilton Branch Client Account
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Morgan& Co Client Account
Tenant Fee Invoice View All Turvey & Co
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2  Click here. "Add Bank Receipt"

@ prbpcrty My day Letfings ~ Sales ~ Reporting »~» Communicafions
Accounts Invoices & | 28/09/2025 - 21/10/2028 += Balanc
Morgan& Co Client Account = Rent Invoice View All Assets
10208 IR, B L e —
Balance £ 280, 379.82 Reconciled £ 251, 297.20 £42,540.00 £8, 975.00 £0.00 £33, 565.00 Wilton Branc
Unallocated Funds £29,340.87 Unreconciled £ 29, 082.62 Total Due Paid Dus Overdue
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Tenant Fee Invoice View All Turvey & Co
[ | Morena oy
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Total Due Paid Due Overdue
Balance £13,154.84 Reconciled £M,59715
Unallocated Funds £0.00 Unreconciled £ 1, 557.69 Service Charae Invoice View All Total
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3  Click "Select property"

Bank Receipt

Record Type 5 Tenant
Tenant b Select record

[Oc(lacl’iulxDelb i {Belkﬁooourﬂ *] [PwmsmMathod

21/10/2025 Select payment account - Select payment method

Sub Type/Nominal Code Cheque No. Bank Reference
BACS Transfer Enfer cheque no. Enter bank reference

Description
Enter fransaction description

Outstanding Invoices

O

No Outstanding Invoices

el




4  Type the details of the property you are searching for and click on it.

Bank Receipt

Record Type L Property & Tenant
Tenant . Select property Select record

Collection Date 63 wood Bank Account » Payment Method

21/10/2025 Select payment account - Select payment method
63 , Darlington

Sub Type/Nominal Code ] [ Bank Reference

BACS Transfer - J l Enter cheque no. Enter bank reference

[ Description

Enter transaction description

‘Qurstanding Invoices

O

No Outstanding Invoices

oD ) D

5 Click "Select tenant"

Bank Receipt

[ RecordType  * ] [ Property 5 .
Tenant v 63 Woodland Road, Darlington -
[Cnllscﬂonbnie -J [Amnum Bank Account -] [PﬂvmemMefhod

21/10/2025 £0.00 Select payment account - Select payment method

BACS Transfer A

Sub Type/Nominal Code - Cheque No. Bank Reference
Enter cheque no.

Enter bank reference

Description
Enter transaction description

Qutstanding Invoices

O

No Outstanding Invoices

G o) D




6  From the drop down menu select the tenant you are looking for.

Bank Receipt

Record Type . Property * Tenant
Tenant v 63 Woodland Road, Darlington o * Select tenant

Collection Date *® Amount * Bank Acce  lson
21/10/2025 £0.00 Select pay
[L) rgan
[ Sub Type/Nominal Code » J [ Cheque No.

BACS Transfer = Enter cheque no. J L Enter bank reference

Description
Enter transaction description

Qutetanding Invoices

O

No Outstanding Invoices

= ) G




Tip! You can also search by Tenant rather than Property. To do this click the
magnifying glass icon to the right of the Tenant field so it turns blue.

Bank Receipt -

-

Record Type * Property ° Q Tenant -

Tenant v Select property A Select record v
Collection Date * Amount * Bank Account * Payment Method ¥ |
22/10/2025 £000 Select payment account v Select payment method v
Sub Type/Nominal Code * Cheque No. Bank Reference

BACS Transfer b Enter cheque no. Enter bank reference

Description *

Enter transaction description

Qutstanding Invoices

O

No Outstanding Invoices

C=D =) =D




8

Click the "Amount" field and enter the amount that is being paid towards the
rent.

If you select the invoice in the 'Outstanding Invoices' field the full invoice amount
will be added to here.

Bank Receipt

Record Type - Property el Tenant
Tenant » 63 Woodland Road, Darlington v * Leonard Morgan

Collection Date . Amount L Bank Account =
21/10/2025 £0.0 Select payment account ¥ Select payment method
z

Bank Reference

Sub Type/Nominal Code - Cheque No.

Description
Enter transaction description

[ BACS Transfer bs J { Enter cheque no. ] [ Enter bank reference

Qutetanding Inveices
O pew Type i Payment Description

[0 m10/2025.  Rent invoice £150.00  Mr Leonard Morgan ..

G G D

Click "Select payment account™

Bank Receipt

Record Type . Property = Tenant

Tenant - 63 Woodland Road, Darlington i * Leonard Morgan

Collection Date * Amount - nk Accoul Ll Payment Method
21/10/2025 £ 1(_*)_00 lect nt account hd Select payment method

|
|
[Sl.bType/NumindCode . } {Ci\equeNo. ] [mmmm
[

BACS Transfer o Enter cheque no. Enter bank reference

Description
Enter transaction description

‘Outetanding Invoices
O pee Type i Payment Description

O 1/10/2025..  Rentinvoice £15000  MrLecnard Morgan (..

el




9

Click the name of the account that the money was paid into, usually your main

client account. In this example it is shown as "Morgan& Co Client Account”

Bank Receipt

Property
63 Woodland Road, Darlington

= Tenant
bt * Leonard Morgan

il

Amount
£100.00

Select payment account Select payment method

] [a.m.umum ] [qunm'Me‘mod

Sub Type/Nominal Code
BACS Transfer

-

0

] [ Cheque No. [ ference

Description
Enter transaction description

{
b
{
{

Enter cheque no. ank reference
| M Co Client

Morgan & Co Held

Outstanding Invoices

O Dete

O n/10/2025.  Rentinveice

Type

10

Deposits
Out Sub Lease Account cription

E150.00 E15000  MrLeonard Morgan (..

= C=) =D

Click "Select payment method" this is an information field and can have new

options added in 'configuration' as a 'lookup'

Bank Receipt

Record Type -

Property
Tenant b 63 Woodland Road, Darlington

G Tenant
b * Leonard Morgan

Collection Date

Amount

Payment

Select

Bank Account e
ent method

-
] [Mmgan& Co Client Account ¥

b

Sub Type/Nominal Code
BACS Transfer

Cheque No.

Bank Reference
Enter cheque no.

Enter bank reference

Description
Enter transaction description

[
=
[
[

Outstanding Invoices
O Dee

O mnosaoes..

Type

Rent Invoice

Payment Description

£150.00  MrLeonard Morgan (...

(=D ) D




11 Click "Standing Order™"
Click "H.A.P."

Bank Receipt

- Property i Tenant
enam g 63 Woodland Road, Darlington b * Leonard Morgan

Gollection Dete ] [Amm ] [m..km.m } [n:y.mmusm)d

(=
e
[
[

£100.00 Morgan& Co Client Account ¥ | | Select payment method

Sub Type/Nominal Code - Cheque No. Bank Refer |
BACS Transfer - Enfer cheque no. Enter ban

Bank Transfer

Description
Enter transaction description

Outsranding Invoices

[0 Dete Type

O 1/10/2025.. Rentinvoice

Bank Receipt

RecordType  * Property L Tenant
Tenant v | | 63Woodland Road, Darlington - * Leonard Morgan

Collection Date . Amount . Bank Account . Payment Method
21/10/2025 £100.00 Morgan& Co Client Account ¥ Standing Order

Sub Type/Nominal Code ® ] [ Cheque No. ] [ Bank Refer

BACS Transfer Enter cheque no. Enter ban e T

Description Direct Debit
Enter transaction description

Cheque

‘Qutstanding Invoices
O oee Type

O n10/2025..  Rentinvoice

Cash




12

Bank Receipt

Click the "Description” field. Add a description of the transaction

Tenant

J {
> 63 Woodland Road, Darlington

' Tenant
w: * Leonard Morgan

Collection Date

Amount
£100.00

i

L Bank Account = Payment Methed
Morgan& Co Client Account ¥ HAP.

Sub Type/Nominal Code
BACS Transfer

- Cheque No. Bank Reference
ko Enter cheque no. Enter bank reference

=
=
[
[

Description
Enter transaction descri

=

Outstanding Invoices
D Date Type

O 110/2025.  Rentinvoice

Payment Description

£15000  MrLeonard Morgan (...

= =) =D

13 Click the checkbox next to the Invoice you are paying.

Bank Receipt

E =

Tenant v

63 Woodland Road, Darlington

: Tenant
hd * Leonard Morgan

Collection Date
21/10/2025

Amount
£100.00

il

= Bank Account o Payment Method
Morgan& Co Client Account ¥ HAP.

Sub Type/Nominal Code
BACS Transfer

L Cheque No. Bank Reference
- Enter cheque no. Enter bank reference

Description
Part rent payment made by HAP

Outstanding Invoices
Type

1/10/2025..  Rent Invoice

Payment Description

£15000  Mr Leonard Morgan (...

= =) =D




14  If you need to edit the amount paid click here and enter the amount being paid.

Bank Receipt

Property ] Tenant
il 63 Woodland Road, Darlington v * Leonard Morgan

- Amount L Bank Account -
21/10/2025 £100.00 Morgan& Co Client Account ¥ HAP.

BACS Transfer = Enter cheque no.

Sub Type/Nominal Code - Cheque No. Bank Reference
Enfer bank reference

Part rent payment made by HAP

Qutstanding Invoices
Date Type

T/10/2025 . Rent Invoice

= =

15 As an example, if you are paying £100 against this £150 invoice. Type £100 in the
'Payment’ field. Then click "Collect"

Bank Receipt

Record Type - Property ] Tenant
Tenant ! 63 Woodland Road, Darlington b * Leonard Morgan

Collection Date * Amount * Bank Account . Payment Method
21/10/2025 £10000 Morgan& Co Client Account ¥ HAP.

Sub Type/Nominal Code L) Cheque No. Bank Reference
BACS Transfer - Enter cheque no. Enter bank reference

[ Description

Part rent payment made by HAP

Qutstanding Invoices

Type

i W o —

O &) 3D

10



To Collect Rent Early - Before the Rent Invoice has been
created by the CRM.

& This option can be disabled in the CRM 'Accounts Configuration'. If the 'Upcoming'

option is not visible then check the accounts configuration.

This option will not be available if there are currently due invoices to pay.

16  Follow the previous instructions to find your Tenant.

17 Click "Upcoming"

Bank Receipt

Record Type ¥ Tenant
Tenant b 63Wood\ nd Road, Darlington b + Leonard Morgan

Collection Date b Amount L Bank Account -
21/10/2025 £0.00 Select payment account - Select payment method

Sub Type/Nominal Code * ] [ Cheque No. ] [ Bank Reference
ler

BACS Transfel Enter cheque no. Enter bank reference

Description
Enter transaction description

‘Qutstanding Invoices

O

No Outstanding Invoices

11



18 Click this checkbox to select the invoice to pay.

Bank Receipt

Record Type - Property 7 Tenant
Tenant = 63 Woodland Road, Darlington i * Leonard Morgan

Collection Date * Amount b Bank Account *
21/10/2025 £000 Select payment account - Select payment method

. e
|

BACS Transfer Sl Enter cheque no. Enter bank reference

Description
Enter transaction description

UPCOMING INVOICES

L] Dare Outetanding Dsecription
b 1/1/2025 Mr Leonard Morgan (11/11/2026 - 10/12/2025)

] 1/12/2025 Mr Lecnard Morgan (11/12/2025 -10/01/2028)

O o202 Mr Leonard Morgan (11/01/2026 - 10/02/2026)

Mr Leonard Morgan (11/02/2026 - 10/03/2026)

== G

O w220

19 Click the "Amount" field and edit to the amount you want to pay against that
invoice. You can select multiple invoices.

Bank Receipt

Property g Tenant
63 Woodland Road, Darlington b * Leonard Morgan

- Amou - Bank Account . Payment Method
21/10/2025 £150. Select payment account - Select payment method
S

Sub Type/Nominal Code * Cheque No. Bank Reference
BACS Transfer - Enter cheque no. Enter bank reference

Enter transaction description

UPCOMING INVOICES

Date Outetending Description

1/1/2025 £150.00

Mr Leonard Morgan (11/11/2025 - 10/12/2025)

1/12/2025 E150.00  MrLeonard Morgan (11/12/2025 - 10/01/2026)

1/01/2026 £15000  MrLecnard Morgan (11/01/2026 - 10/02/2026)

1/02/2026 E£150.00

[
[
[
:

Mr Leonard Morgan (11/02/2026 - 10/03,/2026)

D G D

12



20
the outstanding field.

Bank Receipt

Click the "Outstanding" field and enter the amount that is outstanding to pay. In
this example you are paying £100 off a £150 invoice, £50 needs to be entered in

Property
63 Woodland Read, Darlington

x Tenant
w * Leonard Morgan

- Amount
£100.00

.] [Bsnkﬂmmm »] [m-gmMsIhod

Morgan& Co Client Account ~

Sub Type/Nominal Code . Chegque No.
BACS Transfer i Enter cheque no.

Bank Reference
Enter bank reference

Prepaid Rent for Bed 163 woodlands

UPCOMING INVOICES

Date Amount

1/1/2025
N/12/2025 £15000
7/01/2026 £15000

1/02/2026 £15000

21

Bank Receipt

Outstanding Description

£150.00 \CI Mr Leonard Morgan mnwzmx-mrwmzo
£15000  MrLecnard Morgan (11/12/2025 - 10/01/2026)

E15000  MrLecnard Morgan (11/01/2026 - 10/02/2026)

£150.00  MrLeonard Morgan (11/02/2026 - 10/03/2026)

=) el

Click "Select payment account™ this will be the account the money was paid to.

Record Type ¥ Property
Tenant ] 63 Woodland Road, Darlington

& Tenant
g * Leonard Morgan

=

Collection Date
21/10/2025

Amount
£100.00

)

=
. Bank L Payment Method
Select accoul v Select payment method

BACS Transfer S

Enter cheque no.

Bank Reference
Enter bank reference

Description

Prepaid Rent for Bed 163 woodlands

UPCOMING INVOICES
Date

n/m/2025 £150.00

1/12/2025 £150.00
1/01/2026 £150.00

/02/2026 £150.00

[
[
[ Sub Type/Nominal Code . ] [ Cheque No.
[

QOutetanding Description

Mr Leonard Margan (11/11/2025 - 10/12/2025)
Mr Leonard Morgan (11/12/2025 - 10/01/2026)
Mr Leonard Margan (11/01/2026 - 10/02/2026)

Mr Leonard Morgan (11/02/2026 - 10/03/2026)

( c.r.;e. ) ( A..;m..

13



22 Click "Select payment method"

Bank Receipt

Record Type * Property
Tenant b 63 Woodland Road, Darlington

o Tenant
* Leonard Morgan

Collection Date = Amount
21/10/2025 £100.00

-
=
’] [BankAnenum "} {hm
Morgan& Co Client Account ¥ Sel method
—

Sub Type/Nominal Code * Cheque No.
BACS Transfer i

Enter cheque no.

Bank Reference
Enter bank reference

Description
Prepaid Rent for Bed 163 woodlands

UPCOMING INVOICES

Dete Outstanding Description

1/11/2028
1/12/2025
11/01/2026

11/02/2026

23 Click the "Description” field. Add a detailed description for this transaction, the

Mr Leonard Morgan (T1/11/2025 - 10/12/2025)
Mr Leonard Morgan [11/12/2025 - 10/01/2026)
Mr Leonard Morgan (11/01/2026 - 10/02/2026)

Mr Leonard Morgan (11/02/2026 - 10/03/2026)

O ) b

more detailed the description, the easier it is to track payments.

Bank Receipt

Property
63 Woodland Road, Darlington

¥ Tenant
b * Leonard Morgan

Collection Date - Amount
21/10/2025 £100.00

* Bank Account b
Select payment account - Select payment method

Sub Type/Nominal Code » Cheque No.
BACS Transfer b
—

Enter cheque no.

Bank Reference
Enter bank reference

———

UPCOMING INVOICES
Date
1/1/2025
T/12/2025
/01/2026

T/02/2026

Description
Enter transaction descripti

Mr Leonard Morgan {T1/11/2025 - 10/12/2025)

Mr Leonard Morgan (11/12/2025 - 10/01/2026)

Mr Leonard Morgan (11/01/2026 - 10/02/2026)

Mr Leonard Morgan (11/02/2026 - 10/03/2026)

=D ) D
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24  Click "Pre-pay"

Bank Receipt

* Property 2 Tenant
b2 63 Woodland Road, Darlington = * Leonard Morgan

Collection Date * ] [Amuum L ] [Bank Account ® } [ Payment Method

21/10/2025 £100.00 Morgan& Co Client Account ~ HAP.

Sub Type/Nominal Code L] Cheque No. Bank Reference
BACS Transfer M Enter cheque no. Enter bank reference

Prepaid Rent for Bed 163 woodlands

UPCOMING INVOICES
Date Deascription
/1/2025 Mr Leonard Morgan [11/11/2025 - 10/12/2025)

1/12/2028 Mr Leonard Morgan (11/12/2025 - 10/01/2026)

1/01/2026 Mr Leonard Morgan (11/01/2026 - 10/02/2026)

N/02/2026 Mr Leonard Morgan (11/02/2026 - 10/03/2026)

— =

{
[
{
:

25 There is an option to create a receipt. Click "Yes" or "No" as required.

?

Would you like to produce a tenant receipt?

15



