Processing Deposit Transfers and @gi':opel'ty
Refunds in CRM

This guide provides a comprehensive step-by-step process for handling deposits the
CRM system, transferring deposits to DPS etc and refunding back to tenants.

By following these instructions, users can streamline the receipt and refund process
for both tenants and landlords, reducing errors and enhancing customer satisfaction.

It's an essential resource for property management professionals looking to optimise
their financial operations and maintain clear records.

1 Creating a Ledger Transfer this is referenced a few times in this guide, the
instructions are at the end.

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

p prbperty Myday Lettings ~ Sales ~ Accounis ~» Reporting ~  Communications HH i ; Q “ My account
Morgan & Co Held Deposits £11, 490.15 -
Sub Lease Account £ 8,900.00

@ :£11.00
Morgan & Co (Cash) £0.00 i

@ =200

@ £285.00
Total £ 334, 155.03
Deposit o Rent B
Total Held £6,176.69 Invoiced £ 54, 765.00 Received £ 39, 160.00
Invoices Outstanding £ 0.00

Refunded £ 100.00 Outstanding £ 37, 270.00

How do you find Deposits?


http://crm.iamproperty.com
https://crm.iamproperty.com/Dashboards/Accounts

3 Onthe Deposit tile click here to see all of the rents.

@ prbperty Myday Letfings ~ Sales » Accounts ~» Reporting »~ Communications ~ i .! Q a My accou
Morgan & Co Held Deposits £11, 490.15 -
Sub Lease Account £8,900.00 —_—
Morgan & Co (Cash) £0.00 ® )
@® £2100
@ £28500
Total £ 334,155.03
Deposit o Rent e
Total Held £6, TA02 Invoiced £ 54, 765.00 Received E 39,160.00
Invoices Outstanding
Refunded £100.00 ‘Outstanding £ 37, 270.00

4 The Payment OS column shows the amount that has not been transferred to a
scheme, whether that is a deposit protection scheme, a Landlord or a Deposit
account you control.

iamproperty CRM movebutler

@plopelty Myday Lettings ~ Sales ~» Accounfs ~» Reporting ~ Communications HH i ! Q a My acce
Deposits
E E !_ALL Deposns-l Search Q] 0 « 1 C
ital Invoice OS Payments Total = Payments OS Adjustments Total Adjustments OS Refunds Total
jole] £0.00 £1,846.00 E'I,.'.’:M.B(; £0.00 £0.00 £500.00
61 £0.00 £1,384.61 £1,384.61 £0.00 £0.00 £0.00
[o]:] £0.00 £346.08 £346.08 £0.00 £0.00 £0.00
00 £0.00 £800.00 £200.00 £-200.00 £0.00 £50.00
Do £0.00 £1,500.00 £1,500.00 £0.00 £0.00 £0.00
jale] £0.00 £1,400.00 £1,400.00 £0.00 £0.00 £0.00

How To Transfer the Deposit...



5  Click the 3-dot menu.

iamproperty CRM movebutler

@ p..:é':perty Myday Leftings ~ Sales ~» Accounts »» Reporting ~ Communications -~ pH i ! Q ; My acc
Deposits
E . | ALL Deposnsr | QJ o + 41 C
O Tenant Property Negotiator Deposit Due Back Invoice Total
O Lettings Applicant.. 16 Yew Tree Close, Hurw... Training Dave £1,846.00 13/11/2025 £1,846.00
: O Richard Emery 258 Whinfield Road, Darl... Training Dave £1,384.61 18/09/2024 £1,384.61
Bedroom 9, 63 Woodlan... David-George Morgan £173.00 17/12/2025 £346.08
O letting applicant16 Bedroom 1, 63 Woodlan.. David-George Morgan £100.00 07/06/2025 £800.00
[0 Lettings applicantl.. 771 Pelaw Crescent, Che... Training Dave £1,500.00 07/01/2025 £1,500.00
O lettings applicantl.. 919 Pelaw Crescent, Che... Training Dave £1,400.00 18/11/2024 £1,400.00

6 Click "Transfer" the next screen will allow you to select which scheme to use.

Deposits
E . | ALL Deposits | QJ o « J C
O Tenant Property Negotiator Deposit Due Back Invoice Total
O Lettings Applicant.. 16 Yew Tree Close, Hurw... Training Dave £1,846.00 13/11/2025 £1,846.00
O Richard Emery 258 Whinfield Road, Darl... Training Dave £1,384.61 18/09/2024 £1,384.61
View Tenant
Bedroom 9, 63 Woodlan... David-George Morgan £173.00 17/12/2025 £346.08
View Tenancy
Vi Bedroom 1, 63 Woodlan... David-George Morgan £100.00 07/06/2025 £800.00
iew Tenant Ledger
Collect icantl.. 771Pelaw Crescent, Che... Training Dave £1,500.00 07/01/2025 £1,500.00
Refund
919 Pelaw Crescent, Che... Training Dave £1,400.00 18/1/2024 £1,400.00
Tranafer
]
1tobof 6 <k < Pagelofl »




Selecting the Deposit Scheme to Use

This guide will show the full process for the first option then just the screens after
that.

Deposit Transfer - Protection Scheme

7 Click "To Protection Scheme" and then "Protection Scheme" if not already
selected, from the list select the option that you are using

Deposit Transfer

To Proteation Schems

|
Current Account [ Transter Date ] [ Amount
|

To Bank Acoount

Morgan & Co Held Deposits 05/03/2025 £1384.61

e ) |

U=

Enter bank ref.

Landlord

Bank Account
Arthur Morgan (Primary)

Morgan & Co Held Deposifs..™

The Dispute Service

Deposit Protection |
Service

Tenancy Deposit ‘ { Deposit Registered ] [ Tenant Notified
Solutions Ltd

| N/A

s -




8  Check all of the mandatory fields are correctly completed.

Deposit Transfer #

To Protection Scheme To Bank Acoount

Current Account Transfer Date: Amount *
Morgan & Co Held Deposits 05/03/2025 £1,384.61

To Landlord ‘

Protection Scheme Bank Account Landlord ]
-

The Dispute Service Arthur Morgan (Primary)

{ Morgan & Co Held Deposits..¥
Cheque No. Bank Ref.
Enter cheque no. Enter bank ref.

Description N
Deposit for 258 Winfield Road

Deposit Ref.

Deposit istered Tenant Notified
Enter deposit ref. } [ posit Reg J [ el i B ]

= |

Click the "Description" field and update, if required. Best Practice; Make your
description as clear as possible as this will help in finding the transaction later.

X

Deposit Transfer

Current Account

-

‘ -

Transfer Date Amount *

Morgan & Co Held Deposits 05/03/2025 £1,384.61

To Bank Acoount

Protection Scheme
The Dispute Service

Bank Account
Morgan & Co Held Deposits..™

Landlord
Arthur Morgan (Primary) g

Cheque No. Bank Ref.
Enter cheque no. Enter bank ref.

|
|
|
{ Deseription
=
=

Deposit Ref.
Enter deposit ref.

] [ e

Enter tenancy deposit notes




10 If the deposit has already been transferred to the scheme. Click the "Enter deposit
ref., Deposit Registered and Tenant Notified" fields. These will update the fields in
the Tenancy record.

Deposit Transfer s

Current Account

Transfer Date
Morgan & Co Held Deposits 05/03/2025

=4

@

To Bank Acoount To Landlord

Protection Scheme

[
[
[
[

Landlord }
Cheque No. Bank Ref.
Enter cheque no. Enter bank ref.

Amount L
£1,384.61
Bank Account ] [

Morgan & Co Held Deposits_ ¥ Arthur Morgan (Primary) T

Description *
Deposit for 258 Winfield Road

Deposit Ref.
Emer deposit ref.

Enter tenancy deposit notes

Deposit Transfer

)

@

To Landlord

To Protection Schems

To Bank Acoount

Protection Scheme
The Dispute Service

Current Account Transfer Date Amount %
Morgan & Co Held Deposits 05/03/2025 £1.384.61
Bank Account Landlord
Morgan & Co Held Deposifs..™ Arthur Morgan (Primary) o
Cheque No. Bank Ref.
Enter cheque no. Enter bank ref.

Description -
Deposit for 258 Winfield Road

Deposit Ref.
Enter deposit ref.

Tenant Notified

EnTer tenancy deposit notes




Deposit Transfer s

To Prorsction Scheme To Bank Acoount

Morgan & Co Held Deposits 05/03/2025

|
Cument Account } [ Transter Dete . } [ Amount "
I

Protection Scheme ¥ Bank Account
The Dispute Service x Morgan & Co Held Deposits..¥

Cheque No. Bank Ref.
Enter cheque no. Enter bank ref.

Deposit for 258 Winfield Road

Deposit Ref.

Deposit istered
Enter deposit ref. } [ Posit Reg

Enter tenancy deposit notes

[

[

[

=T -
| ,

=

11  Click the "Notes" field and update/add any notes you want to add.

Deposit Transfer

=4

To Proteotion Sohems To Bank Acoount

‘ @

Current Account Transfer Date
Morgan & Co Held Deposits 05/03/2025

Landlord

[ £1,384.61

Protection Scheme 2 Bank Account
The Dispute Service .4 Morgan & Co Held Deposifs..™

[ )
[ )
{““:‘; - = ]
E ]
k= )

}

Arthur Mergan (Primary) T

Deposit for 258 Winfield Road

Enter deposﬂ ref.




12 Click "Transfer" and the transfer within CRM is done. Transferring to a protection
scheme will create a payment line in the Client Account. The payment still needs to
be made to the Deposit Protection Scheme by Bank transfer

Deposit Transfer -

y N
i} @
To Protection Schems To Bank Acoount To Landlord
Current Account Transfer Date Amount *
Morgan & Co Held Deposits 05/03/2025 £1384.61
Protection Scheme Bank Account Landlord
The Dispute Service Morgan & Co Held Deposits..¥ Arthur Morgan (Primary)
Cheque No. Bank Ref.
Enter cheque no. Enter bank ref.
Description *
Deposit for 258 Winfield Road
Deposit Ref. = . :
Deposit istered Tenant Notified
{ Enter deposit ref. J [ e J [ < ' ]
{ Enter tenancy deposit notes }

Deposit Transfer To Bank Account - Agent Deposit Account



13 Click the "To Bank Account" option. Check and update the details for the account
the deposit is being transferred to, also the amount etc.

The payment now needs to be transferred to the Deposit account.

Deposit Transfer

-~
i} )
To Proteotion Scheme To Bank Acoount To Byndiord
Current Account Transfer Date L
Morgan& Co Client Account 05/03/2025 £ 5
Protection Scheme Bank Account Landlord
N/A (Tenancy) Morgan& Co Client Account_¥ Arthur Morgan (Primary)
Cheque No. Bank Ref.
Enter cheque no. Enter bank ref.
Description *
Deposit payment for bed 9 63 Woodlands
Deposit Ref. DepositRegistered (@ ) | | Tenant Notified [ @)
123456
{ Enter tenancy deposit notes

l Cancel '

Deposit Transfer to Landlord



14  Select Landlord. Check all the mandatory fields are correct and click "Transfer.

The deposit transfer to a Landlord can be done via BACS from CRM if the landlord
is setup or as a Bank Transfer from your Client account

Deposit Transfer 5

Current Account Transfer Date: * Amount
Morgan& Co Client Account 05/03/2025 £34608

Bank Account Landlord
Morgan& Co Client Account (Current) v Arthur Morgan (Primary) v

Description
Deposit payment for bed 9 63 Woodlands

mm } [ Deposit Registered D} [ Tenant Notified " @)

Enter tenancy deposit notes

{ )
{ )
= = N }
| y
{ )
E )

Refunding Deposits

Refunding Deposit - Held in Agent Deposit Account



15

v

16

In the Deposits screen on the Accounts dashboard. Click here.

My day

Deposits
E . | ALL Deposllsr_

O

Tenant

O Lettings Applicant...

View Tenant

#f View Tenancy

O

lettings applicantl...

Click "Refund"

Deposits
E . | ALL Deposllsr_

O

Tenant

O Lettings Applicant...

View Tenant

View Tenancy

Lettings

Sales

Property

16 Yew Tree Close, Hurw...

Bedroom 1, 63 Woodlan...

771 Pelaw Crescent, Che...

919 Pelaw Crescent, Che...

Property

16 Yew Tree Close, Hurw...

Bedroom 1, 63 Woodlan...

771 Pelaw Crescent, Che...

919 Pelaw Crescent, Che...

Accounts

Reporting v

Negotiator

Training Dave

David-George Morgan

Training Dave

Training Dave

Negotiator

Training Dave

David-George Morgan

Training Dave

Training Dave

iamproperty CRM movebutler
Communications H E A Q & Myacc
Q] 0 v i C
Deposit Due Back Invoice Total
£1,84600 13/1/2025 £1,846.00
£100.00 07/06/2025 £800.00
£1,500.00 07/01/2025 £1,500.00
£1,400.00 18/11/2024 £1,400.00
Q] 0 v i C
Deposit Due Back Invoice Total
£1,846.00 13/1/2025 £1,846.00
£100.00 07/06/2025 £800.00
£1,500.00 07/01/2025 £1,500.00
£1,400.00 18/11/2024 £1,400.00
Ttob4of b Ik < Pagelofl »



17

Click the "Amount" field and type the amount you are refunding to the tenant.

Refund Deposit

Tenant Bank Account

Lettings Applicant100 Morgan& Co Client Account

05/03/2025

18 Click "Refund"

Refund Deposit

Tenant Bank Account
Lettings Applicant100 Morgan& Co Client Account

Date - Amount
05/03/2025 £1,000

Note
Deposit Refund - Lettings Applicant100

12



The money will then be available to be transferred either via BACS, if the tenant is
set up for this, or as a bank transfer/cheque etc.

The retained funds left in the account will sit as deposit and can be used to pay
contractors bills or transferred to the Property to be paid to the Landlord.

Refunding Deposit - Deposit Protection Scheme

®

Tip! Deposits held in a Deposit Protection Scheme will automatically be refunded
to the Tenant from the scheme. The remaining funds will be sent to the Agent to
refund to the Landlord or use to pay maintenance fees.

To use the funds to pay for refurbishment or pay to the Landlord follow below.

The retained deposit needs to be receipted into the CRM. Click here to open the

Bank Receipt.
iamproperty CRM movebutler

@ prbperty Myday Leftings ~ Sales ~  Accounts »  Repor Communications ~ i @ A Q 2 Myaccou

Accounis +H Invoices & | 05/02/2025 - 05/03/2025 I

Morgan& Co Client Account e Rent Invoice Vi

01-02-03 01234567 =

Balance £ 309, 560.43 Reconciled £ 304,17295 £ 40,390.00 £11, 045.00 £ 900.00 £28, 4

Unallocated Funds Unreconciled £5,387.48 0

\_@_@_/—‘*—Q Tenant Fee Invoice Vi
—0——0——o0———o——o—o—0q

£22200 £70.00 £0.00 £1

WFeb 20Feb 21Feb 22Feb 23Feb 24Feb 25Feb 26Feb 27Feb 28Feb 1Mar  2Mar  3Mar  4Mar  5Mar DBPOS"‘ InVOiCB Vi
Morgan & Co Held Deposits 2=
01-02-03 45685263 = £1,557.69 £1,557.69 £0.00 £C
Balance £11,490.15 Reconciled £11, 490.15
Unallocated Funds Unreconciled £0.00 Service Charae Invoice Vil
Balance Sheet e Expenses & [ 01/12/2024 - 05/03/2025
Assets £334,155.03 £334,155.03 Total £8.50

Wilton B

20

ranch Client Account £2,773.65 |
SIS0 o o e N ) S S \ @ £1,738590

Either click "Select property" and type the property details or click "Tenant" and
add the Tenants details.

13



Bank Receipt

Record Type » | ' ¥ Tenant
Tenant boroperty Select record

Collection Date 2 Bank Account L4 Payment Method
05/03/2025 Select payment account A Select payment method

Please enter 3 or more characters
Sub Type/Nominal Code ] [ Bank Reference

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

Description
Enter transaction description

Outstanding Invoices

O

No Qutstanding Invoices

(" cocs Y (oo ) (CHED

Bank Receipt

Tenant Select property

{ .
[cmmm : ] [mm 3 ] [mmw
[
[

Record Type *] [Pruperry

05/03/2025 £0.00 Select pay

Sub Type/Nominal Code ¥
BACS Transfer =

Cheque No.

Please enter 3 or more characters
] [ Enter cheque no. J L Enter bank reference

Description
Enter transaction description

‘Qutstanding Invoices

O

No Outstanding Invoices

(" cuwca Y ( sener ) (R

14



21 Oruse the Tenant option search for and select the name in the drop down box.

Bank Receipt

*
bt ] [ Select property

05/03/2025 £000 Select payl

BACS Transfer =

Sub Type/Nominal Code * Cheque No.
Enter cheque no. %l LBhter bank reference

Description
Enter fransaction descripfion

[ >
[cwm-m Date . ] [ Amount Bank Acco sogeih
[
[

‘Quretanding Invoices

O

No Outstanding Invoices

(" cuca Y socner ) (R

22 The screen will populate with the details. Click the "Amount" field and add the
amount of the retained deposit returned by the scheme.

Bank Receipt

Record Type  * Property ) a Tenant
Tenant - 771 Pelaw Crescent, Chester le Street - + Lettings applicant130
gy

Collection Date L MM . Bank Account L] Payment Method
05/03/2025 Select payment account b Select payment method

£p.oo

BACS Transfer Enter cheque no. Enter bank reference

Sub Type/Nominal Code - { Cheque No. ] [ Bank Reference
-

Description
Enter transaction description

OQuteranding Invoices

O

No Qutstanding Invoices

(" cocs Y (oo ) (CHED



23

the scheme was paid into.

Bank Receipt

Click "Select payment account" this is the account that the retained deposit from

*
v ] [ 771 Pelaw Crescent, Chester le Street

-4 Q Tenant
a2 * Lettings applicant130

b Amount =
£1,000.00

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

05/03/2025

Morgan& Co Client
Account

Description
Enter fransaction descripfion

[
[ Collection Date
[
{

Morgan & Co Held
Deposits

‘Ourstanding Invoices

Sub Lease Account

No Outstanding Invoices

Payment Method
Select payment method

ference
ank reference

(" cuca Y socner ) (R

24  Click "Select payment method" i.e. how it was paid to you.

Bank Receipt

Record Type

. Property
Tenant - 771 Pelaw Crescent, Chester le Street

= Q Tenant
- « Lettings applicant30

Collection Date

- Bank Account
Morgan& Co Client Account v

- Amount
£1,00000

Sub Type/Nominal Code

BACS Transfer Enter cheque no.

* ] [ChequeNo.

Bank Transfer

Description
Enter transaction description

{
e
{
{

BACS

‘Ourstanding Invoices

O

No Outstanding Invoices

Standing Order
Direct Debit

Cheque

~ach

(" cocat ) (

p—— )

16



25 Click the "Description" field.

Best practice is to use a detailed description e.g. "Withheld Deposit transferred
from DPS" as this helps with tracking the transaction.

Bank Receipt

Record Type L Property = Q Tenant
Tenant v 771 Pelaw Crescent, Chester le Street g * Lettings applicant130

£1,00000 Morgan& Co Client Account ¥ Bank Transfer

Collection Date * } { Amount Bank Account * ] [ Payment Method

[
b
[
[

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

4 N

Description
Enter transaction description

Qutstanding Invoices

O

No Outstanding Invoices

(oot ) ( avamer ) -




26 Click "Collect" to show the refund in the CRM.

This brings the funds in as 'Unallocated' to the tenant ledger.

Best practice here is to allocate these funds to an invoice, as shown below.

Bank Receipt s

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

Demrlphun

Record Type * Property = Tenant ¥

Tenant 771 Pelaw Crescent, Chester le Street v Q * Lettings applicant130 v

Collection Date * ] [ Amount & ] [ Bank Account * } [ Payment Method » ]
-

{ 05/03/2025 £1,000.00 Morgan& Co Client Account Bank Transfer

Outetanding Invoices 2 Upcoming

O

No Outstanding Invoices

(emenr ) ( vamer )

27 Click "No" or "Yes" to this.

18
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28

Alert! This refund is paid back into the Tenant Ledger as it is technically the

Tenants money.

To create the refund invoice click here.

movebutler

iamsold

iamproperty CRM

)erty My day Leftings Sales ~  Accounts Reporting ~~  Communications ﬁ! i Q Q T
Add
Invoice
1 =] /e /)
unts +H Invoices & | 05/02/2025 - 05/03/2025 l
% Co Client Account Z= Rent Invoice o
il N 1
£310,560.43  Reconciled £304,17295 £ 40,390.00 £11, 045.00 £900.00 £28, 445.00
| Funds £31,92165 Unreconciled £6,38748 Total Due : PR
Tenant Fee Invoice View All
]
’_O_O_O_O_O_o\o_o_o_/)_"/ £22200 £70.00 £000 £152.00
Total Due Overdus
Feb 21Feb 22Feb 23Feb 24Feb 25Feb 26Feb 27Feb 28Feb 1Mar 2 Mar 3Mer 4Mar  5Mar Deposir I“Voice View All
& Co Held Deposits Z=
15685263 = £1,55769 £1,557.69 £0.00 £0.00
Total Due P Overdus
£8,605.54 Reconciled £11, 49015
| Fancis £0.00  Unreconciled -£2,884.61 Service Charae Invoice View All
a — —
ce Sheei (G Expenses =] [ 01/12/2024 - 05/03/2025 +=
£332,270.42 £332,270.42 Total £8,50090
nch Client Account £2,773.65

29

Click "Select tenant" and type the tenants name, select the tenant name from the

drop down menu.

Al

@ £1.73890

19



Add Invoice

Deposit Balance £0.00 Pay with deposit

Unallocated Funde £0.00

Pay with unallocated

bl

- Transaction Type
Select transaction type

- Sub Type
b Select sub-type

Invoice No.
CRM - 527

VATiyee } [ Exclude Man. Fee

ilE )l

Vat Total
£0.00

Enter description

O

No Invoices

Add Invoice

Deposit Balance £0.00
Unallocated Funds £0.00

Pay with deposir
Pay with unalloceted

Tenant - Transaction Type
Select tenant

L Sub Type
Select transaction fype - Select sub-type

+ No. ] { VAT Type

J [ectsornree 1]

s abplicant1s0 771 ] [ i J [ Tora

£000 £000

Description
Enter description

Invoices

O

No Invoices

20



30 Click "Select transaction type". Click "Deposit Invoice"

Add Invoice

Deposit Balance £0.00 Pay with doposir

Unallocated Funde £1,00000 | | pyy yith unaliocared @)
Tenant - Transaction Type ol Sub Type o
+ Lettings applicant130 - 771 Pelaw Cresv Select fransaction fype Select sub-type b
Invoice Date - Invoice N Ehckods Man.Fee
05/03/2025 CRM -5 o

Rent Invoice

Amount - Net 3
£ £00

{ Description \

Enter description

1= ]

- Landlord Service Charge Invoice
Invoices Total £0.00

O

No Invoices

= =) =D

3 Click the "Amount" field and edit to the amount being retained/returned from the
deposit scheme.

Add Invoice

Deposit Balance £0.00 Pay with deposit
Unallocated Funds £1, 000.00 Pay with unallocated

Tenant L Transaction Type L Sub Type
+ Lettings applicant130 - 771 Pelaw Cresv Deposit Invoice v Deposit

Invoice Date * Invoice No. VAT Type
05/03/2025 CRM - 527 Exempt

* Net Vat Total
£1,500.00 £0.00 £1,500.00

J [ et ro

Invoices

O

No Invoices

(o) (o) D



32 Click here to exclude the management fee.

Add Invoice

Deposit Balance £0.00 Pay with deposit
Unallocated Funds £1,000.00

Pay with unallocated

Tenant ot J { Transaction Type

1 Lettings applicant130 - 771 Pelaw Cresy Deposit Invoice

Invoice Date * Invoice No. VAT Type
05/03/2025 CRM - 527 Exempt

Description
Enter description

Amount * Net
£1,000.00 £1,00000

Invoices

No Invoices

33 Click the "Description" field. Type a detailed description of the transaction.

Add Invoice

Deposit Balance £0.00 Pay with deposit
Unallocated Funds £1,000.00

Pay with unallocated

Tenant ] Transaction Type * Sub Type
i Lettings applicant130 - 771 Pelaw Cresw Deposit Invoice = Deposit

Invoice Date * Invoice No. VAT Type Enciode Man Fee ()
05/03/2025 CRM - 527 Exempt )

Amount » Net Vat Total
£1,000.00 £1,000.00 £0.00 £1,00000

Description
Fn!el description

N’

Invoices

O

No Invoices

= =) =D




34  Click here and select "Pay with unallocated".

This will allocate the Unallocated funds (aka 'Retained Deposit') to the Invoice.

Add Invoice

Deposit Balance £0.00
Unellocated Funds £1,000.00

Pay with deposit
Pay with unallocated

Tenant W Transaction Type
1 Lettings applicant130 - 771 Pelaw Cres™ Deposit Invoice

CRM - 527

Invoice Date L ] [lrwaice"cl.

Exempt

] [pe ] [,du;ee ©

Amount L Net
£1,000.00 £1,00000

Vat Total
£000 £1,00000

Description
Witheld Deposit

[
[
[
[

Invoices

O

No Invoices

35 Click here to create the invoice.

Add Invoice

Deposit Balance £0.00
Unallocated Funds £1,000.00

Pay with deposit
Pay with unallocated

Tenant * Transaction Type
1 Lettings applicant130 - 771 Pelaw Cres™ Deposit Invoice

L Sub Type
L Deposit

Invoice Date L ] [ Invoice No.

] [wmwe ] [E,,,udeum_;ee

Exempt

Amount L Net
£1,000.00 £1,00000

Vat Total
£000 £1,00000

Description

[ 05/03/2025 CRM - 527
[ Witheld Deposit

Invoices

O

No Invoices

= =) D

23



36

Click "OK"

Depocit Balance £000 Pay with deposit

Unallocated Funds £1,000.00 Pay with unallocated ()
Tenant * Transaction Type = Sub Type ®
1 Lettings applicant130 - 771 Pelaw Cresw Select transaction type Lg Select sub-type v

Invoice Date

] [ VAT Type

- Invoice No.
CRM - 527

Amount
£000

* Net Vat
£0.00 £000

Total
£0.00

Description
Enter description

[
[
[

.EJX+

Invoices

Iv  Dete Invoice No.  Type. VAT Typs Not
-
[ ] 05/03/2025 CRM-527  Depositinv.. Exempt £1000.00

VAT

£000

Total

Totel Dsscription Exclude

£100000 Witheld De... ./

Tro1of1

& @

Pagalofl > I

£1,000.00

= G (&)

37

Click "No" or "Yes"

24



38 Once the Invoice has been created, in the scenario above the invoice will be
automatically paid and the retained funds will show as a deposit payment.
Depending on how the funds are being used will change what happens next.

If the funds are being used;

1. To pay for refurbishment of the property then the funds can stay as Deposit or be transferred
to the Float and used to pay any contractors invoices.

2. Being returned to the Landlord, the funds need to be transferred to the Property Ledger.

Refunding Deposit - held by Landlord - Returned to Tenant

& Alert! In this case the funds need to be receipted into CRM from the landlord, then
transferred to the tenant or transferred to float if used for refurbishment.

39 Click here to create the Landlord bank receipt.

iamproperty CRM movebutler

@ pr:operty Myday Letfings »~ Sales v Acccum:g ~  Repor Communications ~ EEE i .! Q ‘ My accou
Recsipr
Accounts +H Invoices & | 05/02/2025 - 05/03/2025 ‘
Morgan& Co Client Account = Rent Invoice Vi
01-02-03 01234567 -
Balance £310,560.43 Reconciled £ 304, 172.95 £40,390.00 £11, 045.00 £900.00 £28, &t
Unallocated Funds Unreconciled £ 6,387.48
Tenant Fee Invoice Vi
GG OE O OB G U O /"—"/’0 £22200 £70.00 £0.00 £
WFeb 20Fsb 2IFeb 22Feb Z3Feb 2uFeb 25Feb 26Fsb 27Feb 28Fab 1Mar  2Mar  3Mar  GMar  5Mar Deposit Invoice Vie
Morgan & Co Held Deposits @=
01-02-03 45685263 - £2,557.69 £2,557.69 £0.00 £C
Balance £8,605.54 Reconciled £1, 490.15
Unallocated Funds Unreconciled -£ 2, 884.61 Service Charae Invoice i
Balance Sheet C Expenses =] I 01/12/2024 - 05/03/2025
Assets £332 270.42 £332,270.42 Total €829

Wilton Branch Client Account £2,773.65 \
N, Rl @ £1,73850

Click "Record Type" and select Landlord from the drop down menu.
40 . n n
Click "Landlord



Bank Receipt

Property g Q Tenant
919 Pelaw Crescent, Chester le Street v * lettings applicant102

= Amount Bank Account * Payment Method
£ 30000 Morgan& Co Client Account ¥ Bank Transfer

* Cheque No. Bank Reference
Landlord 3ok Enter cheque no. Enter bank reference

{ Contractor

Enter transaction description

‘Qutetanding Invoices

O

No Outstanding Invoices

( omeer ) ( avamer ) -

Bank Receipt

* Property g Q Tenant
919 Pelaw Crescent, Chester le Street v * |eftings applicant102

- Amount Bank Account * Payment Method
£300.00 Morgan& Co Client Account ¥ Bank Transfer

* Cheque No. Bank Reference
3 Enter cheque no. Enter bank reference

Enter fransaction description

Outstanding Invoices

O

No Outstanding Invoices

(e ) ( avoter ) -

41 Click "Select property" type the property name and select from the drop down
menu.



Bank Receipt

Record Type .
Landlord

No results found

- J L Enter cheque no.

54 Landlord
Q [ Select record

Bank Account - ] [ Payment Method

Morgan& Co Client Account ¥ Bank Transfer

Bank Reference
Enter bank reference

Description
Enter transaction description

OQuteranding Invoices

O

No Qutstanding Invoices

Bank Receipt

(" cocs Y (oo ) (CHED

* Property
v Select property

Collection Date 19
05/03/2025

Sub Type/Nominal Code
BACS Transfer

3 Landilord
Select record

Bank Account * ] [ Payment Method

Morgan& Co Client Account ¥ Bank Transfer

Bank Reference
Enter bank reference

[

Description
Enter transaction description

Outsranding Invoices

O

No Outstanding Invoices

Ry
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42 Click the "Amount" field and add the amount of the deposit being returned to the
tenant or withheld for refurbishment.

Bank Receipt

Record Type » Property f Landlord
Landlord v 919 Pelaw Crescent, Chester le Street v Adrian Green

Collection Date *( " Amount * } [Bﬂnk#ecﬂum * ] [PaymnMemud

Bank Transfer

05/03/2025 - Morgan& Co Client Account ¥

BACS Transfer Enter cheque no. Enter bank reference

Description

[ Sub Type/Nominal Code : { Cheque No. ] [ Bank Reference
-
[ Enter transaction description

Outsranding Invoices

O

No Outstanding Invoices

(" cucst Y ( seoner ) (R

43  Click the "Description" field. Add in a detailed description as mentioned previously.

Bank Receipt

Record Type L Property 5 Landlord

Landlord - 919 Pelaw Crescent, Chester le Street - Adrian Green

Collection Date L Amount * Bank Account L

05/03/2025 £300.00 Morgan& Co Client Account ¥ Bank Transfer

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

BACS Transfer v Enter cheque no. Enter bank reference

O

No Outstanding Invoices

( cmear ) ( moamer ) -

28



44 Click "Collect"

H ~

Bank Receipt

Record Type * Property g Landlord >

Landlord v 919 Pelaw Crescent, Chester le Street v Adrian Green v Q
Collection Date * Amount - Bank Account * Payment Method »
05/03/2025 £ 300.00 Morgan& Co Client Account Bank Transfer A
Sub Type/Nominal Code * Cheque No. Bank Reference

BACS Transfer = Enter chegue no. Enter bank reference

Description

Deposit returned to Tenanﬂ

‘Qutstanding Invoices

O

No Outstanding Invoices

& Alert! This will collect the funds as 'Unallocated' to the Property Ledger, the funds
need to be moved to either the Tenant Ledger or the Float Ledger. If this is not
done and 'Perform Payments' is done then the Landlord payment will be sent back
to the Landlord.

29



45 Click "No" or "Yes"

46 Ledger transfer the Landlord bank receipt to the tenant ledger from the property
ledger.

Click "Accounts"
Click "General" then "Ledger Transfer"

iamproperty CRM movebutle

@pr@)perty Myday Leffings v Sales v Reporting »~  Communications B OB A Q -

Accounts dashboard General v Landlord ~ Tenant

o 3 0 ouese?
B o €0 880 &1 e s €304, T 1«0 WO M 0ss.00 o000 [T
i — N0 VD m—— LN T — e e
R Y
(moeo moo 1000
el - e
Morgen & Co Meid Deposite e e
03 01 ehadtial (L. 1 000
o I T tnean - -
e 000 e————— AL [y S —
Balance Sheet c Expenses @ [sumn mwes ]
g (L}

30



iamproperty CRM movebutle

@P bperty Myday Leffings ~ Sales ~ Accounis ~» Reporting ~ Communications

de,«uq,%t

Accounts dashboard ﬁienera\ v

i a Q a2 Mya

7

§ Landlord ~  Tenant
']
/

General

Adjustment Credit Note Regular Charges Contractor Statement Me
BACS List Jobs Outstanding Regular Expenses

Bank Receipt Ledger Transfer Unallocated

Cash Account Opening Balances View Ledgers

W Bromc b (St ¢ ot [T ]
e g —— . (A, L

47 Click "Select ledger". Click "Property Ledger". Click "Select record" and search for
and select the property record.

lamproperty CRM movebutle

@P @:perty Myday Leftings ~ Sales ~ Accounfts ~ Reporting ~ Communications ~ = B A Q a My a

Ledger Transfer R oot ( Add )( Remove Comg

i
{ Led%{r Type
B |

N
| ‘ { Sub-Record .

Balance
£000

Ledger Type

e

]»

Sub-Record Type = ] { Sub-Record .

Tenant Ledger

Agent Ledger [ Exclude Man Fee [ @)

Deposit Ledger

] N | Property Ledger *

Contractor Ledger

Flnat | adner

37



wpl})pr}l vy Myddy  Lemngs v daies v ACCOUNS v REporng v COMmumcanons m o= & mMya
Ledger Transfer Transfer ( Add ) ( Remove Comg
Ledger Type Reccrd " Balance Ledger Type L Record *
Select ledges - >> £000 >> Select ledge - Select record v
| Sub-Record . Transfer Amount i Sub-Record Type * Sub-Record ®
- £000 Select ledger a x
Tenant Ledger
Agent Ledger Exclude Man Fee 0 { Desompsion
Dgfosit Ledder
H Rioperty Ledgey *
Comjgactor L#tger
Flaat | adnar
iamproperty CRM movebutle
@pr@:perty Myday Leftings ~ Sales ~ Accounts ~» Reporting ~ Communications A Q a Mya
Ledger Transfer Transfer

( Add )( Remove Comp

Ledger Type Reccrd
Property Ledger ol

]

Balance
£000

{ Ledger Type

. ] [ Record ;)

]»

»

{ Sub-Record Type N Transfer Amount b Sub-Record Type * Sub-Record *
Landlord J ‘ ‘ £000 Select ledge A Select record v
Please enter 3 or more
{ Transfer Date J { characters { Description
05/03/2025 i
+

48

field and add the description

Alert! If the Returned Deposit funds are being held to pay for refurbishment works
transfer them to the Float Ledger rather than the Tenant Ledger.

Click "Select ledger", Click "Tenant Ledger" (or Float if the funds are being used for
refurb), Click "Select record" search for the tenant details. Click the "Description"



iamproperty CRM movebutler iamsold

)erty Myday Letftings ~+ Sales ~ Accounits ~+ Reporfing »~» Communications EE ‘-"' ‘ Q -
'Transfer - ( Add ) ( Remove Complete )
o Type ¥ ] { Record ¥ ] { Balance s } [ Record ® ] >
Ledger v 919 Pelaw Crescent, Chesterle _ ¥ Select record v
rty Ledg >> £0.00 N
tecord Type Sub-Record L Sub-Record L G
ard - Mr Adrian Green - Select record b
Tenant Ledger =
Date D ipti %
;/2025 J Exclude Man Fee D [ il Agent Ledger Pl }
Deposit Ledger
___________________________________________________________________________________________________________ .
F Property Ledger |
Contractor Ledger
Flnat | adnar ™
iamproperty CRM movebutler iamsold
rerty Myday Lettings ~ Sales v~ Accounts ~ Reporting ~ Communications - # & A Q —
‘Transfer - ( Add ) ( Remove Complete )
o Type o Record 2 Balance Ledger Type x Record *
rty Ledger * 919 Pelaw Crescent, Chesterle .. » £000 Select ledger Select record B o e
lecord Type Sub-Record Sub-Record 2 G
ard v Mr Adrian Green Select record b
-
&3;‘;5 } Exclude Man Fee Pl }
Deposit Ledger
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, ;
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,i 777777777777 Property Ledger o |
Contractor Ledger
-

Flaat | edner

33



iamproperty CRM movebutler iamsold

'Transfer - ( Add )( Remove Complete )
.

)erty Myday Letftings ~+ Sales ~ Accounits ~+ Reporfing »~» Communications

i
| ]

o Type ¥ Record ¥ Balance Ledger Type Record ®
rty Ledger b 919 Pelaw Crescent, Chesterle ¥ £000 Tenant Ledger Select redbrd _‘\’;
» > -
tecord Type Sub-Record L Sub-Record Type &
ord v Mr Adrian Green s Tenancy A
Please enter 1 or more
Date Descriptic characters
;/ 2 OZS J Exclude Man Fee () [ il
__________________________________________________________________________________________________________________________________ .
o |
@ prbperty My day Leftings ~~ Sales ~» Accounfs ~» Reporting ~ Communications HH i ! Q -

Ledger Transfer - ( Add )( Remove Comg

Ledger Type ¥ Record ® Balance Ledger Type ¥ Record b
Property Ledger . 919 Pelaw Crescent, Chesterle . ¥ £000 Tenant Ledger 8 ! lettings applicant102 - 919 Pelaww
Sub-Record Type Sub-Record - Sub-Record Type i Sub-Record .
Landlord » Mr Adrian Green A Tenancy 8 lettings applicant102 v

Transfer Date B Dewi%n .
: Exclude Man F
{05/03/2025 } [ Gl ik (ﬂ [\

34



49

Click "Transfer" to transfer the funds to the Tenant Ledger.

iamproperty CRM movebutler iamsold
)erty My day Lettings ~ Sales ~  Accounts »+ Reporting ~ Communications i i ! Q a My account
Transfer Transfer C Add > ( Remove Complete )
»r Type * Record * Balance Ledger Type * Record a
rty Ledger ; 919 Pelaw Crescent, Chesterle .. ™ £000 Tenanf Ledger = ! lettings applicant102 - 919 Pelaw” 2 el
lecord Type Sub-Record * Transfer Amount Sub-Record Type * Sub-Record * G
ard - Mr Adrian Green - £0.00 Tenancy - lettings applicant102 >
' Date * Description i
: Exclude Man F o
3/2025 } e c [ Transfer from 919 Pelaw Crescent, Chester |e Street, County Durham, DH2 2HX, UK (Property Ledger) fo lettings » }

50 If the funds are being transferred back to the Tenant, it is best practice to create a
deposit invoice.

Click here to create a Deposit Invoice.

Click "Select tenant"

Click "Select transaction type"

Click "Deposit Invoice"

iamproperty CRM movebutler iamsold
rerty Myday Leftings ~ Sales ~ Accounts ~ Reporting ~» Communications i B A Q 2 My mw
unts +H Invoices B | 05/02/2025 - 05/03/2025 I +=
% Co Client Account = Rent Invoice Migw All
234567 =
£310, 860.43  Reconciled £304, 17295 £40,390.00 £, 045.00 £900.00 £ 28, 445.00
Funds Unreconciled £6,687.48 d
Tenant Fee Invoice View All
_\—o—o—/_/ £22200 £70.00 £000 £15200
Feb ZFeb 22Feb 23Feb 24Feb 25Feb 26Feb 27Feb 28Feb 1Mar 2Mar 3Mer 4Mar  5Mar Depos‘r Invoice View All
& Co Held Deposits Z=
45685263 - £2,557.69 £2,557.69 £0.00 £0.00
£8,605.54 Reconciled £1, 490.15 i <
R Umeoisciin -£2,884.61 Service Charae Invoice View All
ce Sheet c Expenses & [ 01/12/2024 - 05/03/2025 +=
£332,570.42 £332,570.42 Totsl £ 8,009
nch Client Account £2,773.65 b
P Ao as o | @ £1,73890
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Add Invoice

Deposit Balance £0.00
Unallocated Funde £0.00

Pay with deposit
Pay with unallocated

- Transaction Type - Sub Type
Select transaction type b Select sub-type

+ No.
-528

] [vmwe J [ ecuorenreo

Please enter 3 or more characters

£ )| g000

| E |

Description
Enter description

Invoices

O

No Invoices

Add Invoice

Deposit Balance £1, 400.00
Unallocated Funde

Pay with deposir
Pay with unallocated

JlE=r

Rent Invoice

* Sub Type
Select sub-type

} [ et s

E

Enter description

O

No Invoices

36



Add Invoice

Deposit Balance £1, 400.00 Pay with deposit
Unallocated Funds £0.00 Pay with unallocated
Tenant = Transaction Type - Sub Type ®
+ lettings applicant102 - 919 Pelaw Crasv Select transaction type Select sub-type .
Ived g vaice i | Exclude Man. Fee
05/03/2025 CRM -5 =
Rent Invoice
Amount - Net Total
£ Invoice £000
Soaonn oice
. 5 5

escription » i ) x 4

Enter description ‘Charge Invoice I I
: Landlord Service Charge Invoice

Invoices Total £0.00

O

No Invoices

=D D) 2D

51 Click the "Amount" field add the amount of returned deposit.

Add Invoice

Deposit Balance £1, 400.00
Unallocated Funds £0.00

Pay with deposit
Pay with unellocated

Tenant L4 Transaction Type
+ leftings applicant102 - 919 Pelaw Cresv Deposit Invoice

- Sub Type
b Deposit

Invoice Date Invoice No.
05/03/2025 CRM - 528

Exempt

] [mwe } [ et ro

e

Net
£1,600.00

il |-

Desr.'

Enter description

Invoices

O

No Invoices

(=) () D

37



52  Click the "Description" field and add a clear description.

AN IV Wi

Deposit Balance
Unallocated Funds

£1,400.00 Pey with deposit
£0.00 Pay with unallocated

Tenant b
1 lettings applicant102 - 919 Pelaw Cres*

Transaction Type = Sub Type
Deposit Invaice - Deposit

Invoice Date » Invoice
05/03/2025

CRM - 528

No. ] {VATType

Exclude Man. Fee
Exempt J {

Vat Total
00 £000 £30000

Amount * Net
£ 300 £ 3001

gE : desciiption

53 Click here to exclude the Manag

Add Invoice

O

No Invoices

G G GED

ement Fee.

£1, 400.00
£0.00

Deposit Balance
Unellocated Funds

Pay with depoait
Pay with unallocated

Tenant L Transaction Type
1 lettings applicant102 - 919 Pelaw Cresv Deposit Invoice

Invoice Date * ] [lmoic:e"u.

VAT Type
Exempt 5

Amount * Net
£300.00 £300.00

Vat
£000

Description

[ 05/03/2025 CRM - 528
[ Deposit Returned to Tenant from Landlord

Invoices

No

O

Invoices

38



54 Click here to create the Invoice.

Add Invoice

Depoeit Balance £1,400.00 Pay with deposit
Unallocated Funde £000 Pay with unallocared

Tenant * Transaction Type * Sub Type
1 leftings applicant102 - 919 Pelaw Cres™

Invoice Date * Invoice No. VAT Type B Fae
05/03/2025 CRM - 528 Exempt 3

Deposit Invoice » Deposit

Amount L Net Vat Total
£300.00 £300.00 £300.00

Description *
Deposit Returned fo Tenant from Landlord

Invoices

O

No Invoices

= =) 2D

55 Click "OK"

Depoeit Balance £1,400.00 Pay with deposit

Unellocated Funde £000 Pay with unallocated

Tenant * Transaction Type * Sub Type
1 leftings applicant102 - 919 Pelaw Cres™ Select transaction fype - Select sub-type

Amount * Net Vat Total
£0.00 £0.00 £0.00

Description * J “ i

Invoice Date * Invoice No. VAT Type Exclude Man. Fee
05/03/2025 CRM - 528
[ Enter description

Invoices Total £300.00

Inv Date Invoice No. Type VAT Total Description Exclude

| ] 05/03/2025 CRM-528  Deposit Inv... £000  £30000 DepositRel.. v

Trol1ofl I< < Pagelofl > 31

( Cancel ) ( Ancer )




56

57

Click "No" or "Yes"

Once the Invoice is created, go to the Tenant Ledger and use the retained funds to

pay the Invoice. Click "Ledger™"

Accounts +H
Morgan& Co Client Account z=
01-02-03 01234567

Balance £ 310, 860.43 Reconciled £ 304, 172.95
Unallocated Funds £31,221.65 Unreconciled £6,68748

—_——————

WFeb 20Feb Z1Feb 22Feb 23Feb 24Feb 25Feb 26Feb 27Feb 28Feb TMsr  ZMer  3Mar  4Mar  5Mar

& o @

Morgan & Co Held Deposits =
01-02-03 45685263 -
Balance £8,605.54 Reconciled £11,490.15
Unallocated Funds £0.00 Unreconciled -£2,884.61
Balance Sheet c
Assets £332 570.42 £332,570.52
Wilton Branch Client Account £2,773.65
Morgan& Co Client Account £312, 411.23
Turvey & Co -£120.00
Morgan & Co Held Deposits £8, 605.54
Sub Lease Account £8,900.00

Deposit X Ledger Transfer X

Invoices = [ 05/02/2025 - 05/03/2025 ]

Rent Invoice

e I——
£40,390.00 £11,045.00 £900.00 £2€
Total Due Paid Ove

Tenant Fes Invoice

£22200 £70.00 £0.00
Total Due Paid

Deposit Invoice

£2,857.69 £2,557.69 £300.00
Total Due Paid

Service Charae Invoice

Ex penses # | 01/12/2024 - 05/03/2025

Total £8

@ £1.73850
Electric

. £ 6, 315.00
Gas

A& f14100
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58

Click "Tenant Ledger"

iamproperty CRM movebutler
@ pr@:perty Myday Leffings ~ Sales ~» Accounts ~ Reporting ~  Communications pH ! Q a My acc
y
f| Ledger Typq Record
[ Tenant Ledgfir * lettings applicant102 - 919 Pelaw Crescent, Chester le Stre™
. fing Invoices £30000 | T | Deposit £14
Tenant Ledger a Allocate | | Rent
Agent Ledger [ ——
Ip By Batch | earct QJ 1w x|
Deposit Ledger )
Property Ledges Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
Contractor Ledger
TR v 25 05/03/202512:1 Deposit Invoice Deposit CRM - 528 Deposit Returned to Tenant fro
O 24745056 10/02/2025 00:05 Rent Invoice Residential Rent CRM - 507 lettings applicant102 (10/02/21
O 24301284 10/01/2025 00:07 Rent Invoice Residential Rent CRM - 481 lettings applicant102 (10/01/2(
O 23972052 17/12/2024 15:03 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12/2C
O 23972051 17/12/202415:03 Tenant Bank Receipt Online Transfer CRM - 443 lettings applicant102 (10/12/2C
O 23872256 10/12/2024 10:57 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10,/12/2C
O 23872255 10/12/202410:57 Tenant Bank Receipt Online Transfer CRM - 443 lettings applicant102 (10/12/2¢

59

Search for and select the tenant from the drop down list.

iamproperty CRM movebutler
@p é)pel'ty Myday Leftings ~» Sales ~» Accounfs ~» Reporfing ~ Communications EEE ! Q = Myacx
Ledger Type Record
Tenant Ledger * lettings applifant102 - 912 Pelaw Crescent, Chester le Stre
[T ous | 30000 | T | Deposit 1,4
‘—‘ Fund Please enter 1 or more characters —| Rent
% ﬂ | Group By Baich QJ v v

O b Transaction Date
O 25605825 05/03/202512:1
O 24745056 10/02/2025 00:05
O 24301284 10/01/2025 00:07
O 23972052 17/12/2024 15:03
O 23972051 17/12/202415:03
O 23872256 10/12/2024 10:57
[0 23872255 10/12/2024 10:57

Transaction Type

Deposit Invoice

Rent Invoice

Rent Invoice

Rent Payment

Tenant Bank Receipt

Rent Payment

Tenant Bank Receipt

Transaction Sub-Type

Deposit

Residential Rent

Residential Rent

Residential Rent

Online Transfer

Residential Rent

Online Transfer

Invoice No

CRM - 528

CRM - 507

CRM - 481

CRM - 443

CRM - 443

CRM - 443

CRM - 443

Description

Deposit Returned to Tenant fro
lettings applicant102 (10/02/21
lettings applicant102 (10/01/2¢
lettings applicant102 (10/12/2C
lettings applicant102 (10/12/2¢
lettings applicant102 (10/12/2C

lettings applicant102 (10/12/2¢

47



60 Click here.

@ P bperty Myday Leftings ~ Sales ~ Accounfs ~» Reporting ~ Communications HH i ! Q a My acc
Ledger Type Record
Tenant Ledger = lettings applicant102 - 919 Pelaw Crescent, Chester le Strew
i Outstanding Invoices £300.00 ' Deposit £1,4
i Funds to Allocate _| Rent
BEO e e
O b Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
: O 25606575 05/03/202512:27 Ledger Transfer Ledger Transfer Refunded Deposit from Landlo
05/03/202512:1 Deposit Invoice Deposit CRM - 528 Deposit Returned to Tenant fro
O 24745056 10/02/2025 00:05 Rent Invoice Residential Rent CRM - 507 lettings applicant102 (10/02/2(
O 24301284 10/01/2025 00:07 Rent Invoice Residential Rent CRM - 481 lettings applicant102 (10/01/2(
O 23972052 17/12/2024 15:03 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12/2C
O 23972051 17/12/202415:03 Tenant Bank Receipt Online Transfer CRM - 443 lettings applicant102 (10/12/2C
O 23872256 10/12/2024 10:57 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12/2C
O 23872255 10/12/2024 10:57 Tenant Bank Receipt Online Transfer CRM - 443 lettings applicant102 (10/12/2C
A " n
61 Click "Allocate
Ledger Type Record
Tenant Ledger = lettings applicant102 - 919 Pelaw Crescent, Chester |e Strew
Outstanding Invoices £300.00 Deposit £1,4
| I
Funds to Allocate |
E ﬂ [ Group By Batch | Q] Bl
O i Transaction Date Transaction Type Transaction Sub-Type Invoice No Description
O 25606575 05/03/202512:27 Ledger Transfer Ledger Transfer Refunded Deposit from Landlo
Edir
: 05/03/202512:1 Deposit Invoice Deposit ‘CRM - 528 Deposit Returned to Tenant fro
Allocate
Ers 10/02/2025 00:05 Rent Invoice Residential Rent CRM - 507 lettings applicant102 (10/02/2(
xcludg
Delete 10/01/2025 00:07 Rent Invoice Residential Rent CRM - 481 lettings applicant102 (10/01/2(
receipt :
17/12/202415:03 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12/2C
Transaction Chain
17/12/202415:03 Tenant Bank Receipt Online Transfer CRM - 443 lettings applicant102 (10/12/2C
O 23872256 10/12/2024 10:57 Rent Payment Residential Rent CRM - 443 lettings applicant102 (10/12/2C
O 23872255 10/12/2024 10:57 Tenant Bank Receipt Online Transfer CRM - 443 lettings applicant102 (10/12/2C
O 23872198 10/12/2024 10:54 Rent Payment Residential Rent lettings applicant102 (10/04/2
e & D ‘ Deposit X Ledger Transfer X
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62  Click this checkbox to select the invoice we are allocating the funds to.

Allocate

Date 05/03/2025
Record Type Tenant
Record letfings applicant102
Original Amount £ 30000
Outstanding £30000
Bank Reference

Description Refunded Deposit from Landlord

Description Amount OS Allocate

Deposit Retumed fo Tena... £30000

Trol1of1 I< <  Pagelofl > >l

63 Click "Allocate"

Allocate

Date 05/03/2025
Record Type Tenant
Record lettings applicant102
Original Amount £300.00
Qutstanding £300.00
Bank Reference

Description Refunded Deposit from Landlord

Date Description Amount OS Allocate

05/03/2025 £30000

Tielofl < Pagelofl 2>




64

Return to the Accounts dashboard and click here.

@ bperty Myday Lefttings ~ Sales ~ Accounts ~ Reporting ~» Communications i B8 A Q a My accoun
Morgan & Co Held Deposits £8, 605.54 T
Sub Lease Account £ 8,900.00
@ £141.00
Morgan & Co (Cash) £0.00 =
@® £2100
@ £28500
Total £332,570.42
Deposit o Rent &
Total Held

Invoices Outstanding

65

My day Letfings

@p'bperw
E ‘ ALL Deposits

Tenant

Lettings Applicant100

O
O
O

letting applicant1é

O lettings applicant102

of View Tenancy

@ View Tenan

& Collect

Sales

Property

16 Yew Tree Close, Hurw...

Bedroom 1, 63 Woodlan...

919 Pelaw Crescent, Che...

Accounts

£1, 94800

Reporting

Negotiator

Training Dave

David-George Morgan

Training Dave

Invoiced £ 54, 765.00

Received £ 39,160.00

Refunded £ 100.00 ‘Outstanding £ 37, 270.00

In the deposits list, find the deposit you are returning and click the 3-dot menu

iamproperty CRM movebutler

Communications ~ # OB A Q & Myacc
QJ 1 v M C

Deposit Due Back Invoice

£1,846.00 13/11/2025 £1,84

£100.00 07/06/2025 £80

£1,400.00 18/11/2024 £140

44



66 Click "Refund"

O Tenant Property Negotiator
O Lettings Applicant100 16 Yew Tree Close, Hurw... Training Dave

O letting applicant1é Bedroom 1, 63 Woodlan... David-George Morgan
O

lettings applicant102

919 Pelaw Crescent, Che... Training Dave

2 i @ @D ccoex tedgermansterx

| e

Deposit Due Back
£1,846.00 13/11/2025
£100.00 07/06/2025

£1,400.00 18/11/2024

1to3of 3

=5 o ~
Invoice
£1,84
£80
£140
Kk < Pagelofl »

67 Click the "Amount" field and update with the amount you are refunding.

Refund Deposit

Tenant Bank Account
lettings applicant102 Morgan& Co Client Account

Date
05/03/2025

[Nme
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68 Click "Refund"

Refund Deposit

Tenant Bank Account
lettings applicant102 Morgan& Co Client Account

Date . Amount
05/03/2025 £300|

Note
Deposit Refund - lettings applicant102

How to Ledger Transfer funds in CRM.

69 Click "Accounts"

iamproperty CRM movebutler

Reporfing ~  Communications ~

@ roperty Myday Leftings v  Sales v

i
[
»
Yo

- | runasio Anocare [RVAVY] - | rem

nﬂ Group By Batch Search Q] 1° v |(

B D Transaction Date Transaction Type Transaction Sub-Type Property Invoice No Ds
25605316 05/03,/202512:05 Deposit Payment Deposit 771 Pelaw Crescent, Che.. CRM - 527 Wit
O 25605315 05/03,/202512:05 Deposit Invoice Deposit 771 Pelaw Crescent, Che... CRM - 527 Wit
O 25604935 05/03/202511:58 Deposit Transfer Scheme 771 Pelaw Crescent, Che... CRM - 495 De
: O 25604669 05/03/202511:52 Deposit Refund Deposit 16 Yew Tree Close, Hurw.. CRM - 417 De
; O 25604475 05/03/2025 11:47 Deposit Transfer Landlord Bedroom 9, 63 Woodlan... CRM - 449 De
: O 25604307 05/03/2025 144 Deposit Transfer Scheme 258 Whinfield Road, Darl.. CRM - 395 De
: O 24773967 11/02/2025 1:48 Deposit Transfer Scheme 1091 Pelaw Crescent, Ch... CRM - 509 De
O 24773654 11/02/2025 1M:42 Deposit Payment Deposit 1091 Pelaw Crescent, Ch.. CRM - 509 De
O 24773415 11/02/2025 1:39 Deposit Invoice Deposit 1091 Pelaw Crescent, Ch.. CRM - 509 De
O 24717923 06/02/202513:48 Deposit Transfer Scheme Bedroom 9, 63 Woodlan.. CRM - 502 De



70 Click "General" then click "Ledger Transfer"

iamproperty CRM movebutle

i a Q a Mya

@P é:perty Myday Leftings ~ Sales » Accounts -+ Reporting »~ Communications

b

Accounts dashboard | General Landlord ~ Tenant ~

g
’

General

Adjustment Credit Note Regular Charges Contractor Statement Me
BACS List Jobs Outstanding Regular Expenses
Bank Receipt Ledger Transfer Unallocated
Cash Account Opening Balances View Ledgers
N — ———— —— — ————————— = e —
0O wrew N 03 03N e o = r— WOF Peise Crescest Ch. CRM - S09 b=

71 Inthe Ledger Transfer screen. Click "Select ledger" then click "Deposit Ledger"

lamproperty CRM movebutle

@P bperty Myday Leftings ~ Sales ~ Accounfs ~» Reporting ~ Communications i .! Q z My-bi
Ledger Transfer Transfer ( Add ) ( Remove Comg

» Record e Balance . Record .

5 - >> £000 v s -

Sub-Record Type & ] { Sub-Record .

Tenant Ledger

Agent Ledger

«©

Deposit Ledger

| A Property Ledger

Confractor Ledger

Flnat | adner
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72

Myday Leftings ~ Sales ~~ Accounfs v~ Reporting ~ Communications

@ p',bpertv

Ledger Transfer Transfer

A Q 2 Mya

Balance

Ledger Type
gei £000

[ Record . }

( Add ) C Remove Comg
. ] {Recmd .
- s record

i It

i ] { Sub-Record =

Tenant Ledger

Aggfit Ledger Exclude Man Fee

©

DEposit Ledger
Propgriy Ledger
Contractor Ledger

Elaat | adnar

Click "Select record" and type the tenant name and select from the drop down

menu.

lamproperty CRM movebutle
@P {Jperty Myday Leffings ~ Sales »» Accounis -+ Reporfing ~» Communications = B A Q 2 Mya
Ledger Transfer Transfer ( Add ) ( Remove Comg
Ledger Type x Record - Balance Ledger Type e
Deposit Ledger o elect record >> £000 >> S ge! b4

Sub-Record Type

Sub-Record Type
Tenancy

. ] { Sub-Record -

Please enter 1 or more

[ Transfer Date

* characters
05/03/2025

J
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iamproperty CRM movebutle
@prbperty Myday Leftings »~» Sales »» Accounts ~» Reporfing ~ Communications EEE i g Q ; Mya
Ledger Transfer Transfer ( Add > < Remove Comg
Ledger Type L Record ad Balance Ledger Type & Record .
Deposit Ledger o Select reco £000 Select ledge 2 Select reco L4

Sub-Record Type
Tenancy

applicenti3Q

J

Transfer Date
05/03/2025

-

} { G Lettings apflicant130 72

» »
‘ Transfer Amount { Sub-Record Type
£000 Select ledge

. ] { Sub-Record 5

{ Description

)

73

between ledgers.

Click the "Transfer Amount" field and add the amount you are transferring

lamproperty CRM movebutle
@ prbperty Myday Leftings ~» Sales ~ Accounts ~» Reporting »~ Communications HH i ._. Q ; My a
Ledger Transfer Transfer C Add ) ( Remove Comg
Ledger Type x Record - Balance Ledger Type * Record e
Deposit Ledger o ' Lettings applicant130 - 771 Pelav £1.000.00 Select ledge * Select reco b4
>> Transfer Ainount * >>

Sub-Record Type
Tenancy

Sub-Record
i applicant130

- Sub-Record Type
- £jpoo Select ledge

. ] { Sub-Record -

Transfer Date
05/03/2025

Exclude Man Fee

]

«©

Descripticn

74

Click "Select ledger" then click "Property Ledger"




iamproperty CRM movebutler iamsold

'Transfer - ( Add )( Remove Complete )
N,

)erty Myday Letftings ~+ Sales ~ Accounits ~+ Reporfing »~» Communications

st Type ¥ Record % Balance edger Type L Record *
sif Ledger e ! Lettings applicant130 - 771 Pelaw £1,000.00 Select ledger Select record x _‘\’;
tecord Type Sub-Record L Sub-Record L G
G = applicant130 s Select record e
Tenant Ledger .
Date D ipti %
;/2025 J Exclude Man Fee () [ e Agent Ledger Pl }

Deposit Ledger

I
F Property Ledger '
Confractor Ledger
Flnat | adner
ey myugy  LSHmgs v wGiSa v AuLUUIND Y BGRUIHIY Y S La s v G omm  m

'Transfer - ( Add )( Remove Complete )

n Type = Record & Balance Ledger Type ' Record 2
sit Ledger v | | ' Lettings applicant130 - 771 Pelaww £1,000.00 Select ledger Select record ~ [ >
tecord Type Sub-Record % | Sub-Record 2 G
G " applicant130 o Select record g
Tenant Ledger -
Date D ipti A
;/2025 J Bxiiicl MoriEcc «© [ EEE Agent Ledger » }

Flnat | ardrer

75 Click "Select record" type the property address and select from the drop down
menu.

50



iamproperty CRM movebutler iamsold
)erty Myday Letftings ~+ Sales ~ Accounits ~+ Reporfing »~» Communications EE ‘-"' ‘ Q -
'Transfer - ( Add ) ( Remove Complete )
o Type ¥ Record % Balance Ledger Type
sit Ledger b ! Lettings applicant130 - 771 Pelav £1,000.00 Property Ledger Select recrd
tecord Type Sub-Record L Sub-Record Type
cy v applicant130 s Landlord

Please enter 3 or more
'r Dat * Descripti characters
; / 20;5 J Exclude Man Fee () [ e
__________________________________________________________________________________________________________________________________ .
o |

iamproperty CRM movebutler iamsold
rerty Myday Lettings ~ Sales v~ Accounts ~ Reporting ~ Communications - # & A Q —
‘Transfer - ( Add ) ( Remove Complete )
o Type o Record 2 Balance Ledger Type i Record *
sit Ledger * ! Lettings applicant130 - 771 Pelav £1,000.00 Property Ledger s 771 Pelaw Crescent, Chesterle .. ¥ o e
lecord Type Sub-Record & Sub-Record Type * Sul 2 G
cy v applicant130 s Landlord v lect recort ¥

I 11

4 * ipti #
; /32;;5 } Exclude Man Fee () [ e u » }
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Click here to create a description for the transfer, edit as required. Although this is
a very complete description, we would suggest adding that this is a 'Withheld
Deposit'

76

ey o v P
)erty Myday Lettings ~ Sales ~» Accounts ~» Reporting ~ Communications i ! Q a My account
Transfer Transfer ( Add ) < Remove Complete )

x Type = Record 2 Balance Ledger Type 2 Record >

sit Ledger * ! Lettings applicant130 - 771 Pelavw £1,000.00 Property Ledger 4 77 Pelaw Crescent, Chesterle _ ¥ i o
tecord Type Sub-Record -y Sub-Record Type L Sub-Record = D’

cy A applicant130 v Landlord v Mr Arthur Morgan ¥

r Date Description i

Exclude Man Fee
5/2025 J () [ Transfer from Lettings applicant130 (Deposit Ledger) to 771 Pelaw Crescent, Chester le Street, County Durl ai—n

77  Click "Transfer" to move the funds between the ledgers.

iamproperty CRM movebutler iamsold

)erty My day Leffings ~~ Sales ~» Accounis » Reporting ~» Communications i A Q a Myaccoun‘i

Transfer Transfer C Add )( Remove Complete >

n Type = Record % Balance Ledger Type L Record 2
sit Ledger o ! Lettings applicant130 - 771 Pelav £1,000.00 Property Ledger T 771 Pelaw Crescent, Chesterle . ¥ 2 >
tecord Type Sub-Record L Sub-Record Type & Sub-Record L D
cy v applicant130 s Landlord A Mr Arthur Morgan e
i Date * Description

Exclude Man Fi o
3/2025 ] i (> [ 1d deposit returned to Landlord hvansfer from Lettings appl!
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AN

Alert! If transferring the funds to the Property Ledger they will be paid to the
Landlord next time you do Perform Payments.
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