Add and Save New Landlord to an @;i{:operty
existing Propertyin CRM

This guide walks you through the process of creating and saving a new landlord
record within the property management CRM. It is useful for property managers who
need to efficiently add landlord details and link them to a property for streamlined
management and communication.

1 Navigate to the property you are adding the new landlord to.
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2 Click "View landlords™ in the area highlighted by the box, you can see the Lead
Landlord name and the number of current landlords.
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Click "Create new landlord" or click into the "Search Landlords" field and
search for an existing Landlord.
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4 Unless the Landlord lives at the same address as the property being rented. Click
llNoll
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5 The minimum data that is required to be added to the record is Surname and
Email Address, the more information you add the better.



6  Click the "Surname" field.
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7  Click the "Email Address" field.
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It is good practice to add as much data as you have to any record that is being
created.

9  C(Click the "Forename" field.
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11

Click the "Email Address" field.
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If the email address has been used before, either select the existing user from the
list or if you are using the same email for both Landlords click 'Continue with

New Record’

Possible Duplicate Records

The following records have the same email address. Click the button fo
use/merge that record or use button at bottom to continue with a new record
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12 Click here to create a 'Salutation’ this is the last name and the title combined. If
you have a Mr & Mrs record, you could use Mr & Mrs in the title for the lead
Landlord to create the correct Salutation. n.b. you should still add 2 landlord
records one for Mr and the other for Mrs.

01/01/0001 00:00

| [ Reference: ] [ Negotiator: Training Dave -‘] [ Branch: Morgan & Co v'] [ Status: Mad as -

Personal Information Financial Information

[ Title ]
Surname ¥
Landlord213

Forename

Lettings ]

Overseas Tax Enabled

Company Name Exclude From Payments

Website Phone Number ] Registration No

CNR Approval Date

Bujid.Sawtation 03/03/2026
b -
4 .

Email Address

Salutation g O 3]
\ Nl )

c /
Source e
-

] 03/03/2026

Iy
&
o
&
poie e e Bl - e

Statement
No Statement g

Send Statement Via

Email Lo B

Agreement Name

%

|
|
|
[ Mobile phono
|
|

|
|

[

[ I

{ Work phane } {

[ VAT Regisfration No Mum Due Date
| |

T | R G | G |

Safe Deposits Reg. No. W

Safe Deposits Type

| attins Dasenn

13 Click here to "Save"
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14  Navigate back to the original property record and click "Search Landlords"
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15 Search for and select your new landlord, in this case click "Lettings Landlord213"
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16 The new landlord will show in the list. The lead landlord is the one with the blue
star, the change the lead landlord, just click on the star next to the person to be

lead.
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17 Click "Save Landlords"
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18 Once the new landlord is added, click here to update the 'Agreement Name' to

be shown on any AST that are sent out or wherever the Agreement Name is
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19 In the Landlord field it will now show the increased number of Landlords in this
case "3". Also make sure that you go into the 'Payments' tab and update the
Landlord banks details and the payment split between the Landlords. To see how
to do this click here
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