Adding Property Details to a Landlord @}i{pperty
Record

This guide provides a straightforward process for adding property details to an
existing landlord record, ensuring that you can efficiently manage landlords and their
listings.

By following the steps outlined, users can easily navigate the system and update
essential information, enhancing their property management experience. Whether
you're a seasoned agent or new to the platform, this guide simplifies the task, saving
time and reducing errors.

1 Navigate to Landlord record you are adding the property to.
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2  Click "Properties"
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3  Click "Add property"
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If the Landlord is renting the property (or rooms in) the one they live, click the 'Use
Landlords address' option. Click "Confirm"
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Add New Property
Continuing will open a new tab where you can add a new property

[0 Use Landlord’s address
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This will take you to the new property screen. Click the "Postcode” field.
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6  Type the postcode and select from the drop down menu.

ampropeny M movepuner amsaia
orbperty My day Lettings »» Sales v Accounts v Reporiing ~ Communications i _P Q : Myaccoum
Postcode 2
0 { DH22HX Q }

Full Address
-- Select Address --

@ i Select Address —- i

71 Pelaw Crescent, Chesigf le Stree, County Durham, DH22HX, UK

=

e w)

No pictures available

72 Pelaw Crescent, Chester le Street, £ounty Durham, DH22HX, UK
Please save property before adding

73 Pelaw Crescent, Chesgq le Sireg¥ County Durham, DH22HX, UK
74 Pelaw Crescent, Chester le Street, County Durham, DH22HX, UK

75 Palawr Cracrant Chactar la Qtraat Cnunty Nurham NH2HY 1 ™

Management Fee

£0

£0

COMMERCIAL Regular Letting Fee

£0

[ Upfront Letting Fee

Authorised Expense Amount W [ Estimated Rental Value

AnAn fAnnn

—

Commercial Unit I

7 If you need to edit the address or if you need to add an address. Click "Edit
Address"
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8  Once the property details are added, click "Save"
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Then continue to add all of additional information,

information isn't lost.
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