Generating and Sending a Sales Invoice @;i{:operty

Learn the process of creating a sales invoice for a specific property record within the
CRM. This guide ensures accurate billing by walking you through selecting the correct
template, merging client data, and sending the document via email.

1 Navigate to the property record

£ Q (& Wyseesunt

@pl’(}pﬁl‘ty My day Lettings »~» Sales »~ Accounts v Reporting »~ Communications

Refer Property for Auction (%) Appraisal (2) WARNING
Stats

69 Manstone Avenue, Sidmouth, EX10 9TG |

Marketin
¢ petautt £355,000 | B2 | &2
Media 1
Lead vendor:
Rooms
[ Reference ] [ Negotiator - } [ Branch Wilton Branch - ] [ Status
Portals
Viewings
PROPERTY PICTURES Property Address (@ EditAddress
Offers |
Posicode ¥
sol [ EX10 9TG Q }
Address
Enquiries 69 Manstone Avenue, Sidmouth, Devon, EX10 9TG, UK
Key Control
Price/Instructed Date ( currency cBP
Sub-Agent

r 1 f ] .


http://crm.iamproperty.com

2  Click "Offers"

2 Media 1
Lead vendor:
View Vend

=, Rooms
[ Reference ] [ Negotiator - ] [ Branch
Q: Portals
@ Viewings
=3 PROPERTY PICTURES Proper

Poste
E nol EX10
Addre
B Enquiries 69 Mi
2 Key Control
Price/Il
2 Sub-Agent
—

3 Onthe Accepted Offer click the Generate Letter option
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4  The drop down menu will show 'Sales Offer' Click "Please select a letter"

If you have just updated the offer status and Sales Offer doesn't show, return to the
property screen and repeat the previous steps for the sales offer option to show.
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5 From the drop down menu search for and select the Sales Invoice.

Your sales invoice will have your naming and will not be IH - Sales Invoice
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6 Click Generate.
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Click on Generate to select the records you want in the letter.

7 You will see the Vendors details.

If there are multiple they will be listed on the screen.
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8  Click on Applicants to review the Purchasers details.

Generate Letter

Mr Chris Mouse

9 If these are correct, click Generate
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10 The Sales Invoice will show. The text on screen are 'merge fields'
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Invoice

Our Ref: <<PropertyReference=>
<<TodaysDate>>
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<<\fendorSalicitorTitle=> <<VendorSoliciterForename>> <<VendorSolicitorSurname=>
<=<\endorSalicitorHouseMNo>> <<VendorSolicitorAddress1>>
<<\fendorSolicitorAddress2>>

<<\fendorSalicitorTown=>

=<=VendorSolicitorCounty=>

<=VendorSolicitorCountry==>

<=<\fendorSalicitorPostcode>>
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>

11  Click "View Merged Data" to view the text as it will be sent.
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1 On the email screen select the email addresses you are to send the letter to by
clicking on them.
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14 Click "Select a Template" If you have a template created you can select that, or
type your text into the email.
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15 The text will show in the email field
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Please find the sales invoice attached for {Full Address}.

Please make payment to:

Henry & Co
01-45-26
04528956

Template Tags

Vendor Title | Vendor Forename | Vendor Surname | Full Address | Address | Town | Postcode




16 Click "Send Email"
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