How to Delete Invoices in CRM o TS
Accounts

If you have Invoices that have been created in CRM, that you no longer require these
invoices can be deleted. This guide will show the easiest way to delete inovices.

1 To start navigate to the Accounts dashboard.

i a =
@ property My day Lettings »» Sales »~ Accounts v Reporting v Communications ﬁi i _P Q & |
—_—— % 5
Accounts +H Invoices =] [ 31/08/2026 - 28/09/2026 l +=
Morgan& Co Client Account z= Rent Invoice View All
bl ) 2 1
Bolance £005. 682 i Reconciled E 483, 50022 £50,39914 £, 91404 £1,500.00 £36,985.00
Unallocated Funds £35,12199 Unreconciled £M,98272 Total Due Overdue
Tenant Fee Invoice View All
e e ]
£151.00 £0.00 £10.00 £141.00
Total Due Overdue
14Sep 15Sep 16Sep T/Sep 18Sep 19Sep 20Sep 21Sep 22Sep 23Sep 24Sep 25Sep 26Sep 27Sep 28Sep Deposit Invoice View All
Morgan & Co Held Deposits ©w= e
01-02-03 45685263 = £3,69215 £1,84615 £0.00 £1,846.00
Balance £20,968.84 Reconciled £14, 354.84 ST S
Unallocated Funds £0.00 Unreconciled £ 6, 614.00 Senvice Charge Invoice View All
Balance Sheet c Expenses & | 01/06/2026 - 28/09/2026 +=
Assets £602, 993.89 £602, 99389 Totel =Gy
Wilton Branch Client Account £11, 11970
Morgan& Co Client Account £ 527, 965.35
Turvey & Co -£120.00 ® FEO?ZO
Morgan & Co Held Deposits £ 20, 968.84
Ao weiea o ______________________________________aui minaeis & £258.00

Invoice Selection


http://crm.iamproperty.com

2 In the Invoices tile you can select the type of Invoice that you are deleting. In this
case we are looking at Rent Invoices. Click “View All"” for Rent Invoice.

iamproperty CRM movebutler iamsold
m"t::perty Myday Lettings -~ Sales »~» Accounts » Reporting ~ Communications ] _P Q a My account
unts +B Invoices = i 1/08/2026 - 28/09/2026 I =
% Co Client Account @= Rent Invoice View Al
21234567 e
£495,482.94  Reconciled £483,500.22 £50,39914 £11, 914,14 £1,500.00 £36,98500
Funds Unreconciled £1,982.72 5 s
Tenant Fee Invoice View All
N Y £151.00 £0.00 £10.00 £141.00
jep 1Sep 1Sep 18Sep 19Sep 20Sep 21Sep 22Sep 23Sep 24Sep 255ep 26Sep 27Sep 28Sep Depcs\l Invoice View All
& Co Held Deposits Z=
15685263 B £3,69215 £1,846.15 £0.00 £1,846.00
£20,968.84 Reconciled £14, 354.84 :
Funds Unreconciled £ 6, 614.00 Service Charge Invoice View All
ce Sheet (& Expenses =] [ 01/06/2026 - 28/09/2026 +=
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If you need to sort the records you can either click the header line of the column
to sort the data by ascending (or descending) order or you can use the 'Search’

field.
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@ pl“t:)pel‘ty My day Leftings ~ Sales v Accounis ~ Reporting ~  Communications v~ i _f Q g Myae:
Qutstanding . :
i All v Rent Invoice v Total Outstanding  £110, 86914 Total to Pay
Invoices
I
Payment Date - Payment Method - Bank Account * . [ z ] .
[28'09-'2026 ] [ ct oc '} [— '] =d ] Gl
O Invoice No. Record Type Record = Froperty Invoice Type Description Due Date
O CRmM-843 Tenant salesletti applicant 749 Pelaw Crescent, Che . Rent Invoice Mr salesletti applicant (2. 29/06/2026
O CRM-843 Tenant John Alfred morgan 1Spruce Grove, Darlingt . Rent Invoice John Alfred morgan (30/..  30/06/20..
O CRM-843 Tenant Vendor Vendor10 359 Yew Tree Close, Hur..  Rent Invoice Mr Vendor Vendor10 (30.. 30/06/20...
O CRM-843 Tenant Lettings applicani83 Bedroom 7, 63 Woodland... Rent Invoice Ms Lettings applicant83 (. 30/06/20...
O CRM-843 Tenant LLoyd Morgan 8974 Kingsway, Darlington  Rent Invoice Mr LLoyd Morgan (30/06.. 30/06/20...
O CRM-843 Tenant Margaret Morgan 359 Yew Tree Close, Hur..  Rent Invoice Mrs Margaret Morgan (01..  01/07/2026
O CRM-843 Tenant lettings Applicant demo 712 Pelaw Crescent, Che.. Rent Invoice lettings Applicant demo .. 01/07/2026
O CRM-843 Tenant lettings applicant183 7159 Pelaw Crescent, Ch.. Rent Invoice Mr lettings applicant183 (.. 01/07/2026



4 When you have found the data/invoices you want to delete, click into the checkbox
to the left of the data line.

iamproperty CRM movebutler
e : - m o= P .
pl’ppel‘ty My day Sales v  Accounts v  Reporting » Communications o [} 2 Q - Myaec
Outstandin :
: 9 All v Rent Invoice v Total Outstanding  £110, 86914 Total to Pay
Invoices
Payment Dafe * Payment Method * Bank Account * . ﬂ [ ] =
[28,’00«'2026 ] [ Sel v} [ ccount v] =] ks allwo
] Invoice No. Record Type Record Property Invoice Type Description Due Date
O ¢crM-873 Tenant Applicant4l Bedroom 3, 63 Woodlan._.  Rent Invoice Applicani4l (24/07/202..  24/07/2026
[+ CRM - 876 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (31/07/2026..  31/07/2026
O CRrRM-877 Tenant Applicani4l Bedroom 3, 63 Woodlan..  Rent Invoice Applicani41(07/08/202..  07/08/20..
O CRm-877 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (14/08/2026.. 14/08/2026
O CRmM-927 Tenant Applicant4l Bedroom 3, 63 Woodlan..  Rent Invoice Applicant4l (21/08/2026.. 21/08/2026
O CRrRM-930 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41(28/08/202..  28/08/20...
O CRM-940 Tenant Applicani4l Bedroom 3, 63 Woodlan... Rent Invoice Applicant4l (04/09/202.. 04/09/20...
O CRM-941 Tenant Applicani4l Bedroom 3, 63 Woodlan._.  Rent Invoice Applicani4l (11/09/2026 .. 11/09/2026
M OCRM-0943 Tanant Arnnlicant/ Radranm 2 AT Winndlan Rant Inunicra Arnnlicant/1 [12/00/9N24  12/00 /2024
Outstanding :
g All v Rent Invoice v Total Outstanding  £110, 86914 Total to Pay £
Invoices
Payment Date * | | Payment Method = | | Bank Account * . E [ ] »
28/09/2026 ] [ b } [ '] = + 9 0
B Invoice No. Record Type Record 1 Property Invoice Type Description Due Date
CRM - 873 Tenant Applicani4l Bedroom 3, 63 Woodlan... Rent Invoice Applicani4l (24/07/202..  24/07/2026
CRM - 876 Tenant Applicani4l Bedroom 3, 63 Woodlan._.  Rent Invoice Applicani4] (31/07/2026..  31/07/2026
CRM - 877 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (07/08/202..  07/08/20...
= CRM - 877 Tenant Applicani4l Bedroom 3, 63 Woodlan._. Rent Invoice Applicani4l (14/08/2026.. 14/08/2026
O ciM-927 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (21/08/2026... 21/08/2026
[ ”CRM - 930 Tenant Applicant4l Bedroom 3, 63 Woodlan..  Rent Invoice Applicant41 (28/08/202 . 28/08/20.
O CRM-9s0 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (06/09/202..  04/09/20_.
O CRM-941 Tenant Applicant4l Bedroom 3, 63 Woodlan... Rent Invoice Applicant4l (11/09/2026 .. 11/09/2026
O CRM-943 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (18/09/2026.. 18/09/2026
O CRM-9s5 Tenant Applicant4l Bedroom 3, 63 Woodlan... Rent Invoice Applicani4l (25/09/202... /09/2026
)



5 Then click the Delete icon.

iamproperty CRM movebutler lamsol

v  Sales ~ Accounts »  Reporiing ~  Communications ~~ H i _ﬂ Q —

Total Outstanding £ 110, 86914

E DSearch

nt Invoice v

. Bank Account -
thod v Select payment account >

Total to Pay £ 750.00

Q] 0 v Che

Record ™ Property Invoice Type Description Due Date
Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant4l (24/07/202..  24/07/2026
Applicant41 Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (31/07/2026..  31/07/2026
Applicant4l Bedroom 3, 63 Woodlan... Rent Invoice Applicant41 (07/08/202.. 07/08/20._.
Applicant41 Bedroom 3, 63 Woodlan.. Rent Invoice Applicant4l (14/08/2026.. 14/08/2026

6  Click Delete in the confirmation dialog.

Delete Linked Transactions?

Are you sure you wanf fo delete this fransaction?

JC

Rapid Collect Navigation



7 All that will be left is the invoices that where not selected, these can now be
collected against in the Rapid Collect or Bank Import screens.
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e o QEEE

All ~ Rent Invoice v Total Qutstanding  £110, 119.14 Total to Pay

@m Myday Leftings ~ Sales »» Accounts ~» Reporting ~  Communications -

Cutstanding
Invoices

Payment Date *. Payment Method & Bank Account A
Search Q | 0 - |
28/09/2026 Select payment method e Select payment account -

O  Invoice No. Record Type Record ™ Property Invoice Type Description Due Date

O CRM-930 Tenant Applicani4l Bedroom 3, 63 Woodlan._.  Rent Invoice Applicani4l (28/08/202..  28/08/20...

O CRM-9s0 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (04/09/202..  04/09/20...

O CRM-941 Tenant Applicani4l Bedroom 3, 63 Woodlan._.  Rent Invoice Applicani4l (1/09/2026 .. 11/09/2026

O CRM-943 Tenant Applicant4l Bedroom 3, 63 Woodlan.. Rent Invoice Applicant41 (18/09/2026... 18/09/2026
O CRM-945 Tenant Applicani4l Bedroom 3, 63 Woodlan..  Rent Invoice Applicani4l (25/09/202..  25/09/2026
O CRm-880 Tenant Audrey Morgan Flat 14 Westpoint, Northu_. Rent Invoice Mrs Audrey Morgan (19/..  19/08/2026
O CRM-933 Tenant Audrey Morgan Flaf 14 Westpaint, Northu__  Rent Invaice Mrs Audrey Morgan (02/..  02/09/20...

O cCRrRmM-930 Tenant Commercial Applicant Unit 3b Enterprise House,. Rent Invoice Mr Commercial Applican.. 02/08/20...

8 Click the Tenant menu.

@M My day Leftings ~ Sales » Accounis ~ Reporting ~ Communications v EE

Accounts dashboard General v Landlord ~




9 For example. Click Rapid Collect. The only Invoices showing for 'Applicant41' are
those we didnt delete.

movebutle
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Myday Lettings »~ Sales ~» Accounts ~ Reporting ~» Communications i f Q

@ property

Accounts dashboard

Tenant ~

General v Landlord ~

Tenant

Collect Rent

Invoice Import
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Rapid Collect

Service Charges

Transaction Sheet

R Agus wrt] B | A e  Reed o e
R s ey M e e et o W P Rt e e
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Myday Lettings ~ Sales ~ Accounts v~ Reporting ~  Communications

Appacass) . 0% 202 209 08
My Ay Mcegen (% W OB 208
M Ay Morgen 102 02 0% 20
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Total Outstanding

£M0,119.14 Total to Collect

Date Collected
28/09/2026

ol Bank Account 2 Payment Method 3 Sasi
ank account = S ayment method = S

Q]mv(

Tenant T

Applicant4l

Applicant4l

Applicant4l

Applicant4l

applicant 79
applicant 79
applicantf100
applicanil00

O
O
[m]
O
O
O Applicantsl
O
O
O
O
O

applicant102

Property Type Due Date Days OS
Bedroom 3, 53 Woodlan_. Rent Invoice 28/08/2026 31
Bedroom 3, b3 Woodlan... Rent Invoice 04/09/2026 24
Bedroom 3, 53 Woodlan_.  Rent Invoice 1/09/2026 17
Bedroom 3, 53 Woodlan_. Rent Invoice 18/09/2026 10
Bedroom 3, 53 Woodlan_.  Rent Invaice 25/09/2026 3

18 Kingsway, Darlington Rent Invoice 27/08/2026 32

18 Kingsway, Darlington Rent Invoice 27/09/2026 1

10 Kingsway, Darlington Rent Invoice 09/08/2026 50

10 Kingsway, Darlington Rent Invoice 09/09/2026 19

319 Yew Tree Close, Hurw.. Rent Invoice 13/08/2026 46

Invoice Amount

£150.00

£150.00

£150.00

£150.00

£150.00

£1,00000

£1,000.00

£95000

£950.00

£1,30000



