How to Create a New Lettings Appraisal @"'.’{bperty
Record in iamproperty CRM

Learn how to efficiently add a new property appraisal to your CRM system. This guide
provides a clear walkthrough to help you input property details, assign team
members, and schedule appointments seamlessly.

New Appraisal Setup

1 Navigate to https://crm.iamproperty.com/MyDay

n
»

@pr@perty Myday Lettings ~ Sales ~  Accounfs v~ Reporting ~ Communications Q a My account

Nelcome back, Training

+ Add New Record View property management (3 \Visit help centre

varch all records

7 T
E TOdavs e _ @ My T —
L | 5

Time Name Status Name Priority Start date Due date
08:00 Jemmas 8-4.30 : [ Not Started Call Audrey A High 08/0ct/2025 08/0ct/2025
12:00 Test test B . ; P
[ Not Started test A High 24/0ct/2025 24/0ct/2025
[T Not Started Visit A High 28/0ct/2025 28/0ct/2025
2 Not Started title 4 High 29/0ct/2025 29/0ct/2025



http://crm.iamproperty.com
https://crm.iamproperty.com/MyDay

2

Click "Add New Record"

iamproperty CRM movebutler

@mfﬁy Myday Lettings ~ Sales ~  Accounts ~ Reporting ~» Communications HH ﬁ e Q -

Welcome back, Training

( + Add léwkﬂcnld) ) B View property management &y Visit help centre

Search all records

[

Time Name Status Name Priority Start date Due date
08:00 Jemmas 8-4 30 : [ Not Started Call Audrey A High 08/0ct/2025 08/0ct/202!
12:00 Test test .
: [ Not Started test A High 24/0ct/2025 24/0ct/202!
: ) Not Started Visit A High 28/0ct/2025 28/0ct/202!

Select "Lettings Appraisal” from the appointment type options.

Add New Record

Select appointment type

@ Sales

Appraisal

@

Select record type

Sales . Leftings .

Applicant Applicant



4 If you are not in the My Day screen you can add a new Appraisal from the 'quick
access' menu

5 Click "More actions"

iamproperty CRM movebutler iamsold

:roperty Myday Lettings ~ Sales ~» Accounfs v Reporting ~ Communications E Q —
I back, Traini
come PackK, Iraining

- View property management & Visit help centre

icords

Name Status Name Priority Start date Due date
Jemmas 8-4.30 . [ Not Started Call Audrey A High 08/0ct/2025 08/0ct/2025
Test test .

[J Not Starfed test 4 High 24/0ct/2025 24/0ct/2025

[ Not Started Visit A High 28/0ct/2025 28/0ct/2025




6 Click "Add new record"

iamproperty CRM movebutler iamsold

¢ o QEEED

S5 Active branches

| 3

My day Lettings ~~ Sales ~~ Accounts »» Reporting ~  Communications ~

Icome back, Training

[E} Contacts

£ Events
- £ View property management ¢ Visit help centre
o ) i h [7 Notes

© Tasks

icords

Name Status Name Priority Start date Due date
Jemmas 8-4.30 : [2 Not Starfed Call Audrey A High 08/0ct/2025 08/0ct/2025
Test test =
: [2 Not Started test 4 High 24/0ct/2025 24/0ct/2025
: [ Not Started Visit A High 28/0ct/2025 28/0ct/2025

7  Click here.

Add New Record

Select appointment type

_@ Sales

Appraisal

@ Lettings

Viewing

Select record type

Sales Lettings Sales
B > @| ©

Applicant Applicant Property

£, landord &  £h Portfolio

Landlord Information



8 Enter the Landlord's Forename, Surname and Email address.

These are mandatory records.

-w.. T C -
Create Lettings Appraisal Appointment
° Primary Landlo
Primary Landlord
Title Forename ” Surname ”
@ Secondary Lan
[ B J{ )
Email * Mobile phone
[ ) | O
Phone number Work phone

[ J | B @ e

Branch * Negotiator *

[ Morgan & Co [ Training Dave

% Landlord's address is different to the property




If a duplicate record warning appears this shows the email has been used before,
you can use the 'Use/Merge' option to add the data from the previous record into
the new one.

N.B. CRM uses a separate record for each record type, as in the example a sales
applicant record has been created previously. This new record will be in addition
to the sales applicant.

AN

Merge with existing record

The following records have the same email address.
Select the record you'd like to use/merge with or

create a new record.

David Morgan
Sales Applicant

10 Enter the landlord's contact Email and Mobile phone number.

¢ Backtomyday 3 Create Leffings Appraisal Appointment

Create Lettings Appraisal Appointment

o Primary Landlo

Primary Landlord
Title Forename ” Surname ”

@ Secondary Lan
[ [ Lettings ] [ Applicant235 ]
Email * mile phone
[ crm.fraining@iamproperty.com ( ] [ ) ] @ Property
Phone number ork phone
[ ] [ ] @ Appraisal
Branch * Negotiator *

[ Morgan & Co [ Training Dave

. Landlord's address is different to the property

Search by postcods *



11 Search for and select the landlord's address by postcode. If require use the add
address manually option to ad or edit the address.

[ [ Lettings ] [ Applicant235 ]
Email Mobile phone
[ crm.iraining@iamproperty.com ] [ ]

° Primary Landlo
Phone number Work phone
Branch Negotiator * @ Secondary Lan
[ Morgan & Co [ Training Dave
@ Landlord's address is different to the property @ Property
Search by postcods *

[ Enter a full postcode n
@ Appraisal
Or enter address manually

i ruisHang Sutniane
[ [ Lettings ] [ Applicant235 ]
Email * Mobile phone
[ crm.fraining@iamproperty.com ] [ ]

o Primary Landlorc
Phone number Work phone
Branch * Negotiater * @ Secondary Land
[ Morgan & Co [ Training Dave
@ Landlord's address is different to the property @ Property
Search by postcede *

= B
@ Appraisal

71Pslaw Craescent Chester le Street County Ddrham DiM22HX
72 Pelaw Crescent Chester le Street County Durham DHI2HX
73 Pelaw Crescent Chester ls Street County Durham DH22HX

74 Pelaw Crescent Chester le Street County Durham DH22HX

TE Dol Memnman 4 Plhmntar Lo Cteani Marimd: Mo AU2UY



12 Click "Continue"

[ Chester le Street ]
County *
[ County Durham ]
Select country * o Primary Landlo
€
Pestcode *
@ Secondary Lan
[ DH22HX ]
Latitude
[ 54865362 ] ® Property
Longitude
[ -1.585946 ]

@ Appraisal

Use postcode lookup

Add another landlord Colitinue

Property Details

13 Search for and select the property address by postcode.

iamproperty CRM movebutler

= _PQ 2 Myacc

@pn}perty My day Leftings ~+ Sales v Accounis »» Reporting ~  Communications v~

Property

Search by pestcode *

[ Enter a full postcode
1 Primary Landlo

©Or onter address manually
Property type Property age

2 Secondary Lan
[ Please select an option v [ Please select an option v
Branch Negotiator *
[ Morgan & Co [ Training Dave o Eropsiy,
Bedrooms Bathrooms Recspticns

[ ] [ ] [ ] @ Appraisal




iamproperty CRM movebutler

@ prjt::pperty My day Leftings ~+ Sales v Accounis »» Reporting ~  Communications v~ EEE i _P Q = My acc
Property
73 Pelaw Crescent Chester le Street County Durham DH2:HX = 1 Primary Landlo
Property type Property age
2 Secondary Lan
[ Please select an option [ Please select an option
Branch Negotiator *
[ Morgan & Co [ Training Dave o Eropsiy,
Bedrooms Bathrooms Recspticns

[ ] [ ] [ ] @ Appraisal

14  Click the "Property Type" field and select from the drop down menu.

- ey TR ety % s o OE e o SR S C e . - - - - oy ues
Latitude
[ 54865362 ]
Longitude
[ -1585946 ]
1 Primary Landlo

Use postcode lookup
Property type Property age

[ Please select an opfion [ Please select an option

Branch * Negotiator *

Propert
[ Morgan & Co [ Training Dave o PatiY

2 Secondary Lan

Bedrooms Bathrooms Recspticns

[ )| )

@ Appraisal

—

15 Select the Property age.



@Bt@:perty

Latituds

My day

Lettings

Sales »» Accounts ~» Reporting ~ Communications 5 B

[ 54865362

—

Longitude

[ -1585%946

—

Use postcode lookup

Property type

Propeiif age

[ Detached House

- JE

Branch”

Negotiator *

[ Morgan & Co

Bedrooms

[ Training Dave
Bathrecoms Receptions

[

J J

—/

Latitucle

Continue

[ 54865362

Longitude

[ -1.585946

Use postcode lookup

Property type

Property age

[ Detached House

| Please select an option

Branch”

[ Morgan & Co

Pre-war

Bedrooms

[ ost-war

Period
Bathrooms NGB

[

] [ New-build

Continue

(8} - Myaccou

1 Primary Landlord

2 Secondary Landlc

o Property

@ Appraisal

1 Primary Landlord

2 Secondary Land|

e Property

@ Appraisal

10



16 Add the number of Bedrooms

Latitude
[ 54865362 ]
Longitude
[ -1585946 ]
1 Primary Landlo

Use postcode lookup
Property type Property age

[ Detached House [ Post-war

Branch * Negotiator *

Propertt
[ Morgan & Co [ Training Dave o PSRy

2 Secondary Lan

Bedrooms Bathrooms Recspticns

[ J )

@ Appraisal

—

17  Enter the number of Bathrooms.

Latitude
[ 54865362 ]
Longitude
[ -1.585946 ]
1 Primary Landlo

Use postcode lookup
Property type Property age

[ Detached House [ Post-war

Branch * Negotiator *

Py t
[ Morgan & Co [ Training Dave o Lt/

2 Secondary Lan

Bedrooms Bathrooma Receptions

o ) ) | @




18

Enter the number of Reception ro

Latitude

oms

[ 54865362

(S

Longitude

[ -1585%946

S

Use postcode lookup

Property type Property age

[ Detached House

[ Post-war

Branch * Negotiator *

[ Morgan & Co

[ Training Dave

Bedrooms Bathrooms

£ J (=

ReéCeptions

=

-

19

Click "Continue"

atitucle

Continue

54865362

—

ongitude

-1.585946

S

lse postcods lookup

roperty type Property age

Detached House

[ Post-war

ranch * Negotiator
Morgan & Co [ Training Dave
yedrooms Bathrooms Receptions

. NE NE

—

Scheduling and Confirmation

Continue

1 Primary Landlord

2 Secondary Landlord

o Property

@ Appraisal

1 Primary Landlord

2 Secondary Landlord

e Property

@ Appraisal

12



20 Select the negotiator to assign to this appointment.

iamproperty CRM movebutler iam:

@pr'bperty My day Lettings ~ Sales v Accounts v+ Reporting ~» Communications i _P Q : My account
Appointment
Appeintment title * Assignes(s}
[ Appraisal @ 7333 Pelaw Crescent DH22HX ] [ ]

1 Primary Landlord
View Calendar (7

Select day
April-May 2026
Fri Saf Sun Mon  Tue Wed Thu Fri Sat Sun Mon  Tue Wed Thu Fri Sat 2 Secondary Landlord
@ 25 26 27 28 29 30 3] 2 3 4 5 L] & 8 o 2
Start time * Duration *

3 Property
[ 10:40 [ 30 Mins

Add to calendar?

. Yes O No

o Appraisal

Appointment
Appeointment title * Assignes(s) "
[ Appraisal @ 7333 Pelaw Crescent DH22HX ] [
Brooke Morgan 1 Primary Landlord
Select day David-George Morgan
April-Ma
i lan Johnson
Fri Sat Sun Mon Tue Wed Thu Fri 2 Secondary Landlc
Jamegi¥iorgan,
@ 25 26 27 28 29 30 1
Treining Dave
Start time * ! VTURMJSER
3 Property
[ =

Add to calendar?
@ Yes O No
Confirmed?

@ Yes O No

Intarnal notas

o Appraisal



Appointment

Appointment title Assignes(s) *

[ Appraisal @ 7333 Pelaw Crescent DH22HX ] [ Training Dave X X

Brooke Morgan 1 Primary Landlo

David-George Morgan

Select day
April-M
i lan Johnson
Fri Sat Sun Mon Tue Wed Thu Fri 2 Secondary Lan
James Morgan
@ 25 26 27 28 - 30, 1l

VTUK USER

Start time * Duration *

3 Property
o B

o Training Dave has a conflicting Appointment on 2026-04-24 @ 08:00

o Appraisal

Add to calendar?
Yes O No

Confirmed?

21 Select the Date from the list. Set the "Start time *".

Appointment

Appointment title * Assignesl(s) *
[ Appraisal @ 7333 Pelaw Crescent DH22HX ] [ Training Dave X X ]
1 Primary Landlo
View Calendar [/
Select day

April-May 2026

Fri Saf Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat o Secondarv Lan
@ 25 26 27 28 29 30 1 2 3 4 5 & AT 8 9 ?
Start tima® Duration ”

3 Property
0dh o B B

o Training Dave has a conflicting Appointment on 2026-04-24 @ 08:00

o Appraisal

Add to calendar?
@ Yes O No

Confirmed?

& ... i, SO



22 Click the "Duration" field and set the duration of the visit.

You will see a notification if the appointment clashes with another in the assigned
users calendar. Use your judgement to asses if this is an problem or not. You can
view the main calendar screen by c;licking on the 'View Calendar' option.

Appointment

Appointment titls * Assignes(s) *
[ Appraisal @ 7333 Pelaw Crescent DH22HX ] [ Training Dave X X ]
1 Primary Landlord
View Calendar [
Select day
April-May 2026
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat 2 Seccndary Landlord
(24 25 26 27 28 29 30 1 2 3 4 5 & 7 8 L 2
Start time ~ Duration *
3  Property
.40 [ 30 Minfs

o Training Dave has a conflicting Appointment on 2026-04-24 @ 08:00

o Appraisal
Add to calendar?
@) Yes O No

Confirmsd?

&\ v TN

23  Confirm the "Add to calendar" and "Confirmed" status settings.

N.B. If the appointment is NOT confirmed then the confirmation email will not be
sent until it is. Neither will any reminder notifications.

15



Fri Saf Sun Mon Tue Wed Thu

Sat Sun Mon Tue Wed Thu Fri Sat

@ 25 26 27 28 29 30 2 3 4 s 6 7 8 9
Start time * Duration ™
[ 10:40 . [ 30 Mins

o Training Dave has a conflicting Appointment on 2026-04-24 @ 08:00

Add to.z=alandar?
Gg: Yes () No

Confirnisd?

@ Yes O No

Internal notes

Create appointment

@ 25 26 27 28 29 30 2 3 4 5 6 7 8 9
Start time * Duration ™
[ 10:40 . [ 30 Mins

o Training Dave has a conflicting Appointment on 2026-04-24 @ 08:00

Add to calendar?
@ Yes O No
Confippesi

@U Yes () No

Internairicies

Create appointment

1 Primary Landlo

2 Secondary Lan

3 Property

o Appraisal

1 Primary Landlo

2 Secondary Lan

3 Property

o Appraisal

16



24 Click the "Internal notes" field to add any additional information for the

appointment.

@ 25 26 27 28 29 30 1 2

Start time * Duration *

[ 10:40 [ 30 Mins

Primary Landlo

‘ [ ] Training Dave has a conflicting Appointment on 2026-04-24 @ 08:00

Add to calendar?
@ Yes O No
Confirmed?

@ Yes O No

Intesfial notes

2 Secondary Lan

3 Property

o Appraisal

25 Click "Create appointment”

tart time * Duration *

Create appointment

10:40 [ 30 Mins

Primary Landlord

(: ] Training Dave has a conflicting Appointment on 2026-04-24 @ 08:00

«dd to calendar?
@ Yes O No
‘onfirmed?

@ Yes O No

ternal notes

2 Secondary Landlord

3 Property

o Appraisal

Crdate appoint nent

17



26 The details will show on the screen, as well as confirmation messages that the
records have been created.

This is all the records you need to create to book an appraisal appointment and
send the confirmation.

Property creation succeeded

@ Success
Appraisal creation succeeded

Appraisal added successfully
Appointment

Appraisal @ 7333 Pelaw Crescent DH22HX View calendar

Date: 24 April 2026 10:40 Assignees: Training Dave
Added to Calendar: Yes

Property

7333 Pelaw Crescent Chester le Street County Durham DH22HX View property

Bedrooms: 3 Bathrooms: 2
Receptions: 2

Landlords



