Emailing from Property Management @mi{pperty
Tasks o

Learn how to efficiently send emails directly to landlords/contractors or tenants via
the CRM Property Management portal. This guide simplifies the process of attaching
files and managing communications for maintenance and billing tasks.

Job Selection

1 From the Task List in Property Management click property name to select property
task.

Search for reports that people have created for you

Create Job My Jobs Feedback Centre Invoices
Filter by Priority Level
High | Medium | Low | Water i Gas Electric Court of Protection David _. Steve | Awaiting Invoice None
Pricrity: None
RN 633372 ty Miss Ella Pefch
D{mﬁ 24 Westgarth Terrac2, Darlington (tadiator Heating) Notes: :wojg'ls £l vkg'b'b.dfgd, df E',"*é'f—"i‘ [():64 11,:%

2% ASSIGN v “Complete Job X  Cancel Job

Jpdated by: Trainin

Email Correspondence


http://crm.iamproperty.com

Select either Tenant, Landlord or Contractor to view the contact details. For
theis example we will use Landlord. Click the landlord's email address to open
email composer.

2

Property Management 7 Mainienance Joos 2 Report #0535/Z

24 Westgarth Terrace, Darlington o Vulnerable Occupier No

Access Authority Yes
Contact Details Consent Yes

Miss Ella Petchzagg.dave@gmail.com0

Job Fault ] Priority Level l
Radiator - Heating A Select Priority Level S 24 Westgarth Terrace Created: 06/1/2025 14:51:34
Darlington Updated: 27/04/2026 21:04:24
wojg;ls £l vikg'lb'b.df'gd, df @ County Durham Job Completion Date:
DL12LA Price Agreed: £0.00 &
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3 Once in the email composer, if available select a template from the 'Template’
menu. E.G. Select 'Quote to Landlord' from the Template drop down. Or create
one for future use.

T

plate: Select Contacts
lect a Templ:
Miss Eve Harmon

Landlord

Select a Template
Mr Adrian Green
Gas Safety
Landlord
Electric
Mr Lettings Landlord1

' Carbon Monoxide Landlord

Test Solicitor

Maintanars ~ Landlord Solicitor

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Template:
Quote to Landlord

. Miss Eve Harmon

To: ~ Landlord

s il -
zagg.davecgmailcom X . Mr Adrian Green
. Landlord

" Mr Lettings Landlord1
Landlord

Test Solicitor

* Landlord Sclicitor

File Edit View Insert Format Tools Table
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Dear ({Title} {Forename} {Surname}

Please find attached the quotation for the maintenance work to be carried out on your property at
{Property Address}.

Please can you review and reply to this email if you are happy with the quotation.

Kind Regards

4 Click the attachment icon and select the document to upload. If the document is
saved in the property record it will show in the list.

In this case the document is saved in a folder on the computer and needs to be
either 'drag and dropped' from a folder or the email it was sent on, or searched
for in your computers folders.

L Quote to Landlord i)

. Miss Eve Harmon

To: Landilord

2agg.davemgmailcom X Mr Adrian Green

Landlord

. Mr Lettings Landlord1
* Landlord

Bec: & Test Solicitor
~ Landlord Solicitor
Subject: {Property Address}

jiew Insert Format Tools Table
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Dear ({Title} {Forename} {Surname}

Please find attached the quotation for the maintenance work to be carried out on your property at
{Property Address}.

Please can you review and reply to this email if you are happy with the quotation.
Kind Regards

{User Forename} {User Surname}

Template Tage

Property Address | Company Name | Agreement Name 0_Salufafion Work phone




Miss Eve Harmon
Landlord

2agg.davemgmailcom X Mr Adrian Green

Landlord

Mr Lettings Landlord1
Landlord

Bee: Test Solicitor
Landlord Solicitor

Subject: {Property Address}

ID Proof
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MassLetter_Pamel_65787387_5003
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100000000°

Edit View Insert Format Tools Table

5 Click "Send Email" this will send the email to the landlord and a record kept in the
journal.

File Edit View Insert Format Tools Table
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Dear {Title} {Forename} {Surname}

Please find attached the quotation for the maintenance work to be carried out on your property at
{Property Address}.

Please can you review and reply to this email if you are happy with the quotatien.
Kind Regards

{User Forename} {User Surname}

Template Tage

Branch Phone 2 Branch Property No

Verification and History



6  Click Audit tab to verify action history.

@pl"l:)pel‘ty Myday Llettings ~» Sales ~  Accounts »~» Reporting v Communications i _P Q a My account
Property Management 2 Mainienance Jobs » Report #633372
24 Westgarth Terrace, Darlington = Vulnerable Occupier No

Access Authority Yes

i Priori Miss Ella Petchzagg.dave@gmail.comQ’ Contact Details Consent Yes
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