Using Statement Merge to Generate @E-'{ppe.-ty
Landlord Statements

This guide provides a step-by-step process for generating landlord statements using
the Statement Merge feature.

By following the outlined steps, users can efficiently create and send customised
statements, ensuring accurate communication with landlords.

1 Navigate to https://crm.iamproperty.com/Dashboards/Accounts
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2  Click "Accounts"
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3  Click "Landlord"

emﬂ' Myday Lettings ~ Sales ~ Accounts ~ Reporting ~  Communications

Accounts dashboard General | Tenant




4  Click "Statement Merge"
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5 At the top of this screen there is information on how much has been paid out
'Today', in the 'Last 7 Days and 'Month to Date'. There is also the option to export
the data in this screen to a .csv file or print to pdf.

lamproperty CRM maovebutler iamsold

porfing ~  Communicafions |

Paid Today £0.00 Last7 Days £ 25,832.00 Month to Date £ 63, 87200

Search QJ o 8=
Date Added Last Payment Send Via Statement Type Emall Moblle
18/1/2025 £7000.00 Email Mo Statement zagg.davesgmail.com =
18/11/2025 £6,160.00 Email No Statement zagg.davemgmail.com 078635!
18/11/2025 £ 6,336.00 Email No Statement zagg.dave@gmail.com
18/11/2025 £6,336.00 Email No Statement zagg.daveagmail.com
12/1/2025 £11,616.00 Email No Statement zagg.daveagmail.com 077889
12/1/2025 £ 4,224.00 Email No Statement zagg.davemgmail.com 077889¢

12/1/2025 £ 422400 Email Mo Statement dmavtuk.com 077993,
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6  Click "Filter" to filter the list, there are a number of options

Myday Leftings ~~ Sales ~ Accounts »~ Reporting ~  Communications

0 Record Property Lact Payment Date Date Added
O Landlords9 11 Yew Tree Close, Hurw... 18,/11/2025 18/11/2025
O Adrian Green 919 Pelaw Crescent, Che... 18/11/2025 18/1/2025
[0 Landliord2s Pelaw Crescent, Ch.. 18/11/2025 18/1/2025
[0 Lettings Landlord42 711 Pelaw Crescent, Che.. 18/11/2025 18/1/2025
[0 Arthur Morgan 63 Woodland Road, Darli... 12/11/2025 12/1M/2025
[0 Arthur Morgan 771Pelaw Crescent, Che... 12/11/2025 12/1,/2025

Click "Record Type" There is the options of "Property", "Portfolio", "Landlord" and
7 n n H H
Contractor" selecting any of these will show only those records on the screen.

Filter

View Merged Today




Filter

Landlord

Coniractor

Click "Date Paid" you will have the option of "All", "Paid Today", "Paid in Last 7
Days" and "Paid this month".

Filter
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9 Click "Date Added" here there are 2 options "All" and "Added Today"

To be sure of not missing a opportunity to send a statement, we recommend "All"
be selected and use the check boxes to control who a statement is sent to.
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10 Click "View Merged Today" to only show records created on the day you are
creating the Statements.

Filter

11 Click "Apply"

Filter

View Merged Today




12 The "Statement Merge" screen shows all the information about the statements.
If you sort the list by "Send Via" (click on the 'send via' header) it will be obvious
which clients want a posted statement, email etc. "Statement Type" shows what
type of statement a client has requested, from here you can sort your list and
send the statements in batches depending on the client requirements.

rerty Myday Leffings ~ Sales v Accounts  Reporfing v Communications v = OB f Q 3 My account
Merga-Properfy Paid Today £0.00 Last7 Days £ 25, 83200 Month to Date £ 63, 87200

Q] L o A

[Rneon:l Property Last Payment Date Date Added Last Payment Send Via Statement Type Emall Moblle
Landlord99 M Yew Tree Close, Hurw... 18/11/2025 18/11/2025 £7,000.00 Email No Statement 2agg.davesgmail.com
Adrian Green 919 Pelaw Crescent, Che... 18/11/2025 18/1/2025 £6,160.00 Email No Statement 2agg.daveagmail.com 078635:
Landlord25 822 Pelaw Crescent, Ch.. 18/11/2025 18/11/2025 £6336.00 Email No Statement 2agg.davecgmail.com
Lettings Landlord42 711 Pelaw Crescent, Che... 18/11/2025 18/11/2025 £6,336.00 Email No Statement 2agg.daveagmail.com
Arthur Morgan 63 Woodland Road, Dari... 12/11/2025 12/11/2025 £11,616.00 Email No Statement zagg.daveegmail.com 07788
Arthur Morgan 7N Pelaw Crescent, Che... 12/11/2025 12/1/2025 £4224.00 Email No Statement 2agg.daveegmall.com Q77889
Margaret Morgan 7N Pelaw Crescent, Che.. 12/11/2025 12/1/2025 £4,224.00 Emall No Statement dmavtuk.com 077993,
Margaret Morgan 319 Yew Tree Close, Hur...  12/11/2025 12/1/2025 £2,288.00 Email No Statement dmiavtuk.com 077993
Arthur Morgan 319 Yew Tree Close, Hur..  12/11/2025 12/1/2025 £2,288.00 Email No Statement 2agg.davemgmall.com 077889
Pamela Green 712 Pelaw Crescent, Che... 12/11/2025 12/1/2025 EB814.00 Email Grouped Consolidated .. zagg.dave=gmail.com 0n232s
»
11010 of 134 Ik < Pagelofls > 1

13 "Statement Start" "Statement End" shows the date range the statement that is
to be sent will cover and is the date of the last statement to todays date. "Current
Balance" is also shown as is the date of the last Statement merge for that
Landlord/Contractor

Pald Today £0.00 Laet 7 Daye £ 25, 83200 Monthto Date £ 63, 87200

ssrch Q ] w o C L=
[ Address Stetement Srart Sterement End Current Balence Sterement Ne. Last Statement Merge ]
09/01/2025 19/1/2025 £0.00 2 08/01/2025 =
111 Kingsway, Darlington ~ 04/02,/2025 19/1/2025 £000 3 03/02/2025
20/10/2025 19/1/2025 £0.00 1
09/01/2025 19/M/2025 £000 2 08/01/2025
41 Barreft Road, Darlingt... 29/10/2025 19/1/2028 £1,660.00 58 28/10/2025
41 Barrett Road, Darlingt.. 25/03/2025 19/1/2025 £115200 3 24/03/2025
58 Elton Parade, Darlingt.. 25/03/2025 19/1/2025 £1,152.00 3 24/03/2025
58 Elton Parade, Darlingt.. 09/01/2025 19/1/2028 £3200.00 3 08/01/2025
41 Barrett Road, Darlingt... 09/01/2025 19/1/2025 £3900.00 3 08/01/2025
78 37 Barrett Road, Darlingt... 02/10/2025 19/1/2025 £0.00 34 01/10/2025 i

e

11010 of 134 1< < Pagelofls > 3
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@ property

To send an individual statement merge. Click the 3-dot menu and select Email or

SMS. Then follow the process shown below.

My day

Statement Merge - Property

0. 000 0|00

Leftings ~ Sales ~  Accounts ~ Reporfing ~ Communicafions

Record Property Last Payment Date
Landlord99 11 Yew Tree Close, Hurw... 18/11/2025
Adrian Green 99 Pelaw Crescent, Che... 18/11/2025
Landlord25 822 Pelaw Crescent, Ch..  18/11/2025
Lettings Landlord42 711 Pelaw Crescent, Che... 18/11/2025
Arthur Morgan 63 Woodland Road, Darli... 12/11/2025
Arthur Morgan 771 Pelaw Crescent, Che... 12/11/2025
Margaret Morgan 771 Pelaw Crescent, Che... 12/11/2025
Margaret Morgan 319 Yew Tree Close, Hur...  12/11/2025
Arthur Morgan 319 Yew Tree Close, Hur..  12/11/2025
Pamela Green 712 Pelaw Craseent. Che..  12/11/2025

Dete Added

18/11/2025

18/11/2025

18/11/2025

18/11/2025

12/1/2025

12/1/2025

12/11/2028

12/1/2025

12/11/2025

12/M/2028

Click here to select all of the records in the list.

Statement Merge - Property

L]

J |0 0O(0, 010|000/

Myday Lefiings ~ Sales ~ Accounts
Rilcord Property Last Payment Date
Landlord99 111 Yew Tree Close, Hurw... 18/11/2025
Adrian Green 919 Pelaw Crescent, Che... 18/11/2025
Landlord25 822 Pelaw Crescent, Ch...  18/11/2025
Lettings Landlord42 711 Pelaw Crescent, Che.. 18/11/2025
Arthur Morgan 63 Woodland Road, Darli... 12/11/2025
Arthur Morgan 771 Pelaw Crescent, Che.. 12/11/2025
Margaret Morgan 771 Pelaw Crescent, Che... 12/11/2025
Margaret Morgan 319 Yew Tree Close, Hur..  12/11/2025
Arthur Morgan 319 Yew Tree Close, Hur..  12/11/2025
Pamela Green 712 Pelaw Craseent. Che.. 12/11/2025

Reporting ~»  Communications

Date Added

18/11/2025

18/11/2025

18/11/2025

18/11/2028

12/1/2025

12/11/2025

12/1/2025

12/1/2025

12/1/2025

12/M/2028

Pald Today £0.00

Last Payment Send Via

£7000.00 Email

£6,160.00 Email

£6,336.00 Email

£6,336.00 Email

£11,616.00 Email

£4,224,00 Email

£ 6,22400 Email

£2288.00 Email

£2288.00 Email

£ 81400 Fmail

Pald Today £ 0.00

Last Payment Send Via

£7.000.00 Email

£6,160.00 Email

£6,336.00 Email

£6,336.00 Email

£11,616.00 Email

£4,22500 Email

£ 4,224,00 Email

£2.288.00 Email

£2288.00 Email

£ 81400 Fmail

[

St

Ne
Ne
Ne
Ne
Ne
Ne
Ne
Ne

Nc

[

St

Ne
Ne
Ne
Ne
Ne
Ne
Ne
Ne

Ne


https://scribehow.com/viewer/Generate_Landlord_Statements_for_Client_Portals__2jBmByoHRWiMxtdHDKIb8Q?scrollToActionId=8d6306ee
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merge.

@ property

My day

Statement Merge - Property
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17

Record

Landlord99

Adirian Green

" Landlord25

Lettings Landlord42

Arthur Morgan

Arthur Morgan

Margaret Morgan

Margaret Morgan

Arthur Morgan

Pamela Green

My day

Property

M Yew Tree Close, Hurw...
99 Pelaw Crescent, Che...
822 Pelaw Crescent, Ch...
711 Pelaw Crescent, Che...
63 Woodland Road, Darli...
771 Pelaw Crescent, Che...
771 Pelaw Crescent, Che...
319 Yew Tree Close, Hur...
319 Yew Tree Close, Hur...

712 Pelaw Crescent. Che..

Click the "Merge".

Lettings

S‘ra.ﬁf Merge - Property

E8

@ o

a

1.8 .03 01000

Record

Landlord99

Adrian Green

Landlord25

Lettings Landlord42

Arthur Morgan

Arthur Morgan

Margaret Morgan

Margaret Morgan

Arthur Morgan

Pamela Green

Property

1 Yew Tree Close, Hurw...

‘N9 Pelaw Crescent, Che...

822 Pelaw Crescent, Ch...

71 Pelaw Crescent, Che...

63 Woodland Road, Darli...

771 Pelaw Crescent, Che...

771 Pelaw Crescent, Che...

319 Yew Tree Close, Hur...

319 Yew Tree Close, Hur...

712 Pelaw Crescent. Che..

Last Payment Date

18/11/2025

18/11/2025

18/11/2025

18/11/2025

12/11/2025

12/1/2025

12/11/2028

12/1/2025

12/1/2025

12/M/2025

Sales ~  Accounfs v

Last Payment Date

18/11/2025

18/11/2025

18/11/2025

18/11/2025

12/11/2025

12/1/2025

12/1/2025

12/M/2025

12/11/2025

12/M/2025

Leftings *~ Sales ~  Accounts ~ Reporting ~  Communications *~

Dete Added

18/11/2025

18/11/2025

18/11/2025

18/11/2025

12/11/2025

12/1/2025

12/11/2028

12/1/2025

12/1/2025

12/M/2028

Reporting ~

Date Added

18/11/2025

18/11/2025

18/11/2025

18/11/2028

12/11/2025

12/11/2025

12/11/2025

12/1/2025

12/11/2025

12/M/2028

Communications

Click this checkbox to individually select (or deselect) records from the statement

Pald Today £0.00

[

Last Payment Send Via Ste
£7000.00 Email Ne
£6,160.00 Email Ne
£ 6,336,00 Email Ne
£ 6,336.00 Email Ne
£11,616.00 Email Ne
£ 422400 Email Ne
£ 4225400 Email Ne
£2,288.00 Email Ne
£2,288.00 Email Nc

£ 81400 Email Gr

Pald Today £ 0.00

[

Last Payment Send Via Ste
£7000.00 Email Ne
£6,160.00 Email Ne
£ 6,336.00 Email Ne
£ 6,336.00 Email Ne
£11,616.00 Email Ne
£ 422400 Email Ne
£ 422400 Email Ne
£2288.00 Email Ne
£2,288.00 Email Ne

£ 81400 Email Gr
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Click "Select report file" and select the type of statement that is being used for
the selected records. The list will show standard report types plus any bespoke
options you have requested.

Statement Merge

Email Temp

Select email Templme v SE
SMS Template 3
Select SMS template =

Use Property Statement Period

Statement Start Date Statement End Date

{
[
{
[
= =
[
{
{
[
{

Include Invoice Humber

Involce No.
Enter invoice no.

Attach contractor Invoices

Exclude Payments 1o Other Landlords

Group Rent Payments

Statement Merge

Statement Type
Select report file

|

Landlord Statement
Standard Landlord Statement - Client Portals
Standard Landlord Statement - Client Portals
Standard Landlord Statement

Standard Landlord Statement with Invoice no

G |}

Include Invoice Number

Enter invoice no.

Attach contractor invoices

Exclude Payments to Other Landlords

Group Rent Payments

[
|
|
|
I
[
[ Involce No.
[
[
[

1



Statement Merge

19 Click "Select email template” select the required template from the drop down
menu. N.B. An email or SMS template MUST be added to send a statement merge
to clients.

To create a new template click the '+' icon to edit a template select template to edit
and click the 'pen'icon

Statement Type
Standard Len dID(d Statement

Email Templit
Seloct omaily

sMSTampIa!a
Selact SMS template

Use Property Statement Period

[
[
[
[
=%
[.m.m,.. -
[
[
[
[
(

Download Copy

12



Statement Type
Standard Landlord Statement

4
T

Email Template
Select email template

‘|
test

‘ Portfolio Payment

statement

L]

e

Enter invoicees

Attach contractor Invoices

.

Include Rent Invoices

[
[ Exclude Payments to Other Landlords
[
[

Download Copy

20

s 1 el (& Rl E Ciicoi) |

Click "Use Property Statement Period" this option is a default option in config
and will ensure that your clients are sent the correctly dated statements, from the

last statement sent to the date you are producing the statement merge regardless
if this is 1 day since the last statement or hundreds. We would advise this is left
enabled by default and disabled only when specific circumstances require.

—

Statement Type
Standard Landlord Statement

4=
e =

Email Template
Landlord Statement

9,

SMS Template
Solect SMS 1emplare

o,

Use Property Statement Perlod

B

Statement Start Date
20/10/2025

‘ Statement End Date

19/1/2025

Include Inveice Number

Invoice Neo.
Enter invoice no.

Exclude Payments to Other Landlords

Include Rent Invoices

[
[
[
e
[
[
[

Download Copy

o - S b SR B CEait I o N
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If you are sending statement for HMRC Making Tax Digital purposes ( e.g.
monthly statements) Turn off the "Use Property Statement Period" option. Click
"Statement Start Date" and edit to the first day of the month and "Statement End
Date" to the last day of the month you are sending the statement for.

—

Statement Type
Standard Landlord Statement

Email Template
Landlord Statement ¥

SMS Template
Solect SMS templare v

Use Property Statement Perlod

Statement Start Date Statement End Date
20/10/2025 19/11/2025

Invoice Neo.
Enter invoice no.

Attach contractor invoices

Exclude Payments to Other Landlords

Include Rent Invoices

[
[
[
[
[
[ ——
[
[
[
[
|

Download Copy

Click "Attach Contractor Invoices" this will include any contractor statements
that where added to the Property Management module when the job was
completed, or that where added in Accounts>Expenses when the job was invoiced
to the Landlord.

Statement Type
Standard Lendlord Statement

Email Template
Landlord Statement =

SMS Template
Select SMS template ¥

Use Property Statement Period

Statement Start Date Statement End Date
20/10/2025 19/11/2025

Involce No.
Enter invoice no.

‘Attach contractor invoices

Exclude Payments to Other Landlords

Include Rent Invoices

[
[
[
[
[
[ ——
[
[
[
[
(

Download Copy

14



23 Click "Merge"

Email Template
Landlord Statement

SMS Template
Select SMS template

Use Property Statement Period

Statement Start Date Statement End Date

20/10/2025 ] []‘;‘-'H 2025

Include Involce Number

Involce No.
Enter invoice no.

Attach contractor invoices

Exclude Payments to Other Landlords

Include Rent Invoices

Download Copy

24 The statement will then be merged and emailed out with a status screen showing
the progress. This can take a while as it depends on how much data is in the
statements that are to be sent out and how many recipients there are.

Merging statements...

0 out of 2 completed

Merging statement for Landlord92

Please be patient, this can take a while to process.

15



