Deleting a User or Editing Account @;Ebperty
Information

Learn how to access your user management dashboard to review and modify account
settings. This guide provides simple instructions for navigating to your user list and
managing account status effectively.

Alert! In this guide we are assuming that we are removing Employees, however
the process is very similar for other records in this list.

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

@pr@perty Myday Lettings ~ Sales »» Accounts ~ Reporfing ~ Communications | _P Q 2 My account

Nelcome back, Training

+ Add New Record View property management &y Visit help centre

varch all records

E TOda‘fs i _ @ MYTESks -

Time Name Status Name Priority ~ Start date Due date i
08:00 Jemmas 8-4.30 . [ Not Started Deliver leaflets 2 High 30/Jan/2026 07/Feb/2026
:
12:00 Test test
[ Not Started deliver leaflets A High 06/Feb/2026 08/Feb/2024
[2 Not Started Leaflet streets A High 06/Feb/2026 06/Feb /2026

Account Navigation


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

2  Click "My account"

nr_operty Myday Lettings ~~ Sales ~ Accounts -+ Reporting ~ Communications

Icome back, Training

- £ View property management & Visit help centre

icords

iamproperty CRM movebutler iamsold

Name Status Name Priority ~ Start date Due date i
Jemmas 8-4.30 . [ Not Started  Deliver leaflets A High  30/Jan/2026 07/Feb/2026
Test test

[ NotStarted  deliver leaflets A High  06/Feb/2026 08/Feb/2026

3  Click "Control centre"

Myday Lettings ~ Sales ~ Accounts ~» Reporting ~ Communications

i

iamproperty CRM movebutler iamseld

o Training Dave

Active branches

Account settings

Contipl centre @
el
Help centre




4  Click "Users"

= Training Dave

Active branches

Account settings

Control centre °

Dashboard

Users

Configuration

Branches

Company

Property Management Settings

Help centre

User Management

5 Open the actions (3 dot) menu for the selected user.

iamproperty CRM movebutler

@roves s £ o QNS

My day Leftings ~+ Sales v Accounis »» Reporting ~  Communications v~

Confrol Centre > Users

Modules
Branch Name Email Username
VTUK USER ClientTraining@vtuk.com VTUKUSER292 T
All (excluding Archived) b4
O David-George Morgan DGL david morgan@vtuk.com daveglmorgan
H O Training Dave david morgan@iampropertycom Davidmorgan
Contractors spections
H O Christian Bale chtest@viuk.com ChristianBale
Employees P LetZone
: [0 Natalie Portman nttest@vtuk com NataliePortman
==
: £ O DanCarter DClghotmail couk D Carter
Lettings Applicants Property Management
. B
i H Owen Farrell OF12@hotmail co.uk O Farrell
maleipRliconts - e Reporting Dashboard
H O Weekender One Weekenderone@vtuk.com Weekender one _
H O David Wilion David wilton@iamproperty.com DavidWilton7845 mation



6

Click "Set Password" and change the Users password to restrict access to CRM.

My day Leftings ~» Sales v Accounts

Control Centre > Users

Clear filters
Branch Name
All A
H VTUK USER

Filter Status
All (excluding Archived) %

@ View/Edit Bger

avid-George Morgan

aining Dave

l Contractors

— H O Christian Bale
Employees

I —— E O Natalie Portman

i Landlords I

H O DancCarter

i Lettings Applicants I

l Sales Applicants I : O OwenFarrell

l Tenants l H O Weekender One
Vendors l

| 0

David Wilton

Then click "View/Edit User"

Myday Lettings ~ Sales ~» Accounts

Control Centre > Users

Name

@ View/Edit User

Clear filters

Branch
Al A

VTUK USER

Filter Status
All (excluding Archived) .

avid-George Morgan

aining Dave

l Contractors

— H O Christian Bale
Employees

P H O Natalie Porfman

l Landlords l

; : O DanCartfer

l Lettings Applicants l

i Sales Applicants I H O OwenFarrell

i Tenants I H O Weekender One
Vendors I :

| 0

David Wilton

Reporting ~
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Search

Email

ClientTraining@vtuk.com

DGL david morgan@vtuk.com

david.morgan@iamproperty.com

cbtest@viuk.com

nttest@vtuk com

DCl@hotmail.co.uk

OF12@hotmail co.uk

Weekenderone@viuk.com

David wilton@iamproperty.com

Communications

Username

VTUKUSER292

daveglmorgan

Davidmorgan

ChristianBale

NataliePortman

D Carter

O Farrell

Weekender one

DavidWilton7845

oSy

& £ q

Search

Email

ClientTraining@vtuk.com

DGL.david. morgan@vtuk.com

david.morgan@iamproperty.com

chtest@viuk.com

nttest@viuk.com

DCl@hotmail.co.uk

OF12@hotmail co.uk

Weekenderone@viuk com

David wilton@iamproperty.com

Username

VTUKUSER292

daveglmorgan

Davidmorgan

ChristianBale

NataliePortman

D Carter

O Farrell

Weekender one

DavidWilton7845
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User Status

8  Setthe user status to Archived

Edit User

Branch
Morgan & Co

Company
ovhomes.com

Email

VTUKUSER292 ClientTraining@vtuk.com

Forename
VTUK
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Select security role

Enter mobile number Enter phone number

Work Phone
Enter work number

Status
Created

Select job fitle

Edit User

ovhomes.com

VTUKUSER292

Enter mobile number
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Work Phone Status
Enter work number Created
Job Title
Select job fitle
Created
Pending
Active
Inactive

Archji
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Click Save

Edit User

The user will now be removed from the 'Employees' list in the Users menu.

Company
ovhomes com

Branch
Morgan & Co

VTUKUSER292

Email
ClientTraining@vtuk.com

Title

Forename
VTUK

Security Role
Select security role

Mobile Phone
Enter mobile number

Phone
Enter phone number

Enter work number
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Status
Archived
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Select job fitle




