New CRM Sales Property Header and Griorerty
Overview Page |

This guide showcases the features of the new CRM Overview screens. The Overview
screens consist of 2 parts; - A new details screen and milestones indication - A new
'Overview' screen. Giving quick and easy access to key items that are used during a
property sale. Through this guide we will look at each section individually and explain
its use and benefits.

Milestones

The Milestones are the numbered dots at the top of the page header, these will
update as the property progresses through the sale process, illuminating either
amber or green. Certain icons will show as amber e.g. Appraisal, once an
Appraisal is booked and until the booked date is passed will show amber, once the
date is passed the marker turns green.

Hovering the mouse over a milestone will show the date related to that milestone.

perty Myday Lettings ~ Sales v Accounts »» Reporting v~ Communications = _p Q 2 My account

| —— 00— OO0 ——O—

Appraisal Instruction For sale Sold STC Exchange Completion

Property  Not Available £ Vendor(s) |View/edit all

223b Baker Street, Inverness, Inverness-shire, IVITHY Sales Vendor30
No media salesvendor30@mailinator.com

= o~
Bsk281 07445667663
+ Add media

No price set &

B Client compliance (5| |{& Match to applicants [5| |3 Add journal entry| | Create viewing| |2, Create offer| | i

Reference: l [ Negotiator  Alex Holloway v l [ Branch Holloway & Co - l [ Status v
Recent activity 2 Checklist @z Appraisal Add appraisal [F| 4 ~
Al isal - Lost To Agent 20/10/2026 Tue 20 Oct 2026 at 12:45 -

Dpraba Sl Add instruction date [
Alex Holloway » Old value: Blank « New value: Removed Alex Holloway « Won
Appraisal - Status 20/10/2026

Compliance @2 ~
Alex Holloway « Old value: Blank « New value: Won



perty Myday Lettings v Sales v Accounts v Reporting v Communications ﬁ _ﬁ Q a My account
Appraisal Instruction For sale Sold STC Exchange Completion
Appraisal: 20/10/2026 at 1245 -
Property  NotAvailatle (£ Vendor(s) |View/edit all
223b Baker Street, Inverness, Inverness-shire, IV1 THY Sales Vendor30 #
No media salesvendor30@mailinator.com
Ask2a1 07445667663
+ Add media
No price set (&
Client compliance (5| |® Match to applicants (5| |3 Add journal entry| | Create viewing| |2, Create offer|
Reference: ] [ Negotiator  Alex Holloway v [ Branch Holloway & Co v l I Status v
Recent activity @z Checklist @z Compliance Z A
Instruction Received C— 57% EPC graph Upload/generate
Property Preperation 0% = :
Vendor(s) compliance View ([F | v
Marketing Launch 0%
perty Myday Lettings v Sales v Accounts v  Reporting v Communications i _0 Q a My account

Pre-appraisal

No media

+ Add media

Appraisal

Instruction date: 27/10/2026

Property  Not fvailable (&

223b Baker Street, Inverness, Inverness-shire, IV1 1HY
848251

No price set &

Sold STC

Vendor(s) |View/edit all

Sales Vendor30 W
salesvendor30@mailinator.com

07445667663

Completion

Client compliance (5| |{& Match to applicants (5| |3 Add journal entry| & Create viewing| |2, Create offer |

Reference: ‘ [ Negotiator  Alex Holloway v l [ Branch Holloway & Co v l [ Status v
Recent activity @2 Checklist @2 Compliance @2 ~
Instruction Received — 57% EPC graph Upload/generate
Property Preperation 0%

Vendor(s) compliance View (7 | v
Marketing Launch 0%

Page Header



The main part of the header shows the property detail and the Vendor details.

From the property side of the screen media can be added, the property price and
prefix set. You can also set the property advertising type.

There are also options to start the Client compliance (via movebutler) Match to
applicants, Add journal entry, Create a viewing and Create an Offer
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3 The property price can be set from the header screen, click onto the 'No price set’

icon.

If required property images can be added here, using the +Add media option.
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the advertising status click the (in this case) Not Advertised option.

Scheduled maintenance: CRM will be unavailable on 28th October from 18:30-19:00.
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This will open the '"Change advertising status’ screen. From the drop down
menu choose your option e.g. Advertised
Select Available as the advertising status.

If, in this screen you set the "For sale?’ option to yes, the option to upload the
property to the online portals will become available.

If the upload to portals option has been selected the next screen you will see is
the 'Upload/remove from portals’ screen where you can upload the property to
some or all portals you have enabled on your login.

Select either Upload to all or the individual options as required. Then 'Close’ the
screen. This screen can be ignored and the up-load performed later.
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J Remove from all &, Upload to all
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Change advertising status
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6  The updated information will show on the screen.
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The 'Vendor(s)' side of the screen will show the details for the first 2 Vendors with
an indicator to show there are more than 2 e.g. '+1 more'

To add additional Vendors, click 'View/edit all'

There are other options available on this screen, there is the option to start the
'Client compliance' from here there are also the options 'match to applicants’,
'add journal entries', 'create viewings' and 'offers'.

Scheduled maintenance: CRM will be ur on 28th October from 18:30-19:00. X
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This is the first screen you will see when accessing a property record, it can be
accessed using the the 'Overview' menu option in the left menu.

The Overview screen is dynamic, the order of the screen will change as items are
updated and increase in priority.

Overview 0
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Information
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On the left side there are 2 options, Recent activity and Checklist

Recent Activity shows all the changes and updates that have happened to this
record in CRM. Showing the change, who made the chage and what the change
was. (This is the current CRM Audit screen.)

The "Checklist’ screen will show any Property checklists that you have created
and the process through those checklists.

Clicking the down arrow will show you the current Checklists and the completion
status, clciking onto the checklist name will open the checklist for review and
updating
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Scheduled maintenance: CRM will be unavailable on 28th October from 18:30-19:00. X

Myday Lettings » Sales »» Accounts »v Reporting v  Communications B i .P Q 8 My account
Instruction received 4 of 7 checked
AMtcheckscompteted @
D Terms of business issued @
D Terms of business signed @

To the right side of the overview screen are a set of steps

These steps are dynamic and will move up/down the list as they become a priority,
new options may appear e.g. Progression as you move through the sale process.
Some items may disappear e.g. once an offer is accepted all other offers will no
longer show in the offers section.
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Appraisal, this will allow you to add an appraisal if one isn't already set via the
'Add appraisal’ option.
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Click the down arrow and the Appraisal status (won or lost) will show with the
valuers name. Once an appraisal has been won you can add the instruction date
using the button. The instruction notification in the milestones will turn green and
will show the date.
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The next step is Compliance.

13
Expanding the Compliance section allows the EPC graph to be generated easily.
Click '"Upload/generate’ to access the screen to add the EPC.

Vendors Compliance allows review of the access to the movebutler section of
iamproperty CRM to start the customers AML checking n.b. the CRM might not
allow the property record to be updated until this is started.

If our Vendor has confirmed the property details are as they would like, Mark
vendor content approval as approved.

Accounts v  Reporting ~»  Communications HH I _ﬁ Q 2 My account
Checklist (4} Compliance (24} A
= 57% EPC graph Upload/generate
0%
Vendor(s) compliance View ([ | v
0%
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Checklist (24} Compliance (B4 o

B PPt 57% EPC graph Upload/generate
0%
Vendor(s) compliance View (4 A
0%
Name Compliance status Risk level
0%
Sales Vendor30 Incomplete Incomplete
Compliance documents View

Vendor(s) content approval Approved Mark as pending

The Prepare for listing step has 4 sections and allows all of the key data to be
added to be able to make a property live on the portals. The 4 sections are; Set for
sale, Marketing, Media and Rooms.

Set for sale. This option acts the same way as the option you get in the main
screen. You can set the Advertising status for the property, Mark it 'For Sale' and if
you have enabled for sale, enable the upload to Portals.

This might be one of the last options you would update, after all the property
details and images are added and the details accepted by the Vendor.
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Marketing Launch 0%
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B4 Media . =) Rooms .
Portals 1J Remove from all \i Upload to allr‘ @2 v
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-

Change advertising status
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16 Marketing. This takes you to the marketing screen in the property record,
allowing you to add and update all the details you would need for a property
record.

The Marketing screen also gives you the opportunity to set the property for sale
and make it available to upload to portals.

Once the property is marked as For sale the appropriate icon on the milestone (at
the top of the screen) will illuminate green.
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57%

0%

0%

0%

Compliance documents

Vendor(s) content approval

Prepare for listing

Tﬁ Set for sale

Prices and Matching

B9 Media

Portals

Viewings

Approved

View ‘

Mark as pending ‘

2PN

® | — »(ﬁf;::?

o

S

= Rooms

'+ Addviewing| 2 v

Currency GBP

Prefix Price (GBP) Bedrooms Bathrooms Receptions
E_. )
@® £ = S &
Select prefix ‘ 0 ‘ A ‘ 2 1
Property Advertising
| Board Status Advertising Address <
Tﬁ No Board 4 [ k
For sale @ New build
- 0 Advertising Status Advertising Url
Ye @®
OYes @ Mo Qe @k Not Advertised v [ @z
Virtual Tour Url 1 E Virtual Tour Url 2 [3 Premium Listing
Please select a premium listing »,

Coming to market

{ Date coming to market

Auction

17 Media section to add any property images that you will want to add.
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Vendor(s) content approval

Approved f”Mark as pending ‘

0%
0% S
Prepare for listing (24} A
0%
1B Setforsale S | Marketing
B Media |} > ¢=h Rooms
Portals [J Remove from all |1, Upload to all 24 v
Viewings { Add viewing‘ 4 v
Offers ‘ + Add offer} 4 v
Reference: ‘ [Negoﬁa)or Alex Holloway v l [Branch Holloway & Co v l [Status v ]
+  Add Media
[ $ Sort Media Default v @
No pictures available
Clear filters
Please click##fesyfton to add
C Start D
| Media type 4
Image -
Floorplan
EPC
360
5]

Open the Rooms section.

18 Click Add Room, this will allow you to add individual rooms detail - sizes and
descriptions and if required, images.
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Recent activity @2 Checklist 4
Instruction Received —— 57%
Property Preperation 0%
Marketing Launch 0%
Viewings 0%

Compliance documents

Vendor(s) content approval

Prepare for listing

Tﬁ Set for sale

B3 Media [63)

‘\ﬁew‘

Approved ‘ Mark as pending ‘

® <

Marketing

z

A

Portals J Remove from all

Viewings

Offers

Appraisal

T, Upload to all
|+ Add viewing|
|+ Add offer|

‘Add appraisal [ﬂ"

z

&4

iance B’{ ‘@ Match to applicants (5

dd journal entry‘ ‘E Create vi

'ng‘ ‘3, Create offer‘ l
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awf o
N—"

[Reference: l [Negoﬁa'or Alex Holloway - ] [Branch Holloway & Co v ] [S'aius v ]
=0
a
[ ¥ Sotiicoms N ] No rooms available
Search | Please click the button to add
Clear filters

7~ N\
‘ Add Room ’
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19 The Portals option will be available once the property is marked as available for
sale.

|& Client compliance (5| |@ Match to applicants (5| |3 Add journal entry| | Create viewing| |2, Create offer|

:] [ Negotiator  Alex Holloway v ] [ Branch Holloway & Co v l [ Status =
' Checklist @ Portals [J Remove fromall |1, Uploadtoall| 4 A
Just now Rightmove E; :

value: No Board

Zoopla |4,
Just now —
lue: Yes
OnTheMarket Eo
Just now
value: USN_feet )
Viewings {- Add viewing >4 A
Just now

ilue: No
i g

20 Viewings Any Viewings added to CRM either by the best practice route linked
below or from this screen will show here for easy quick visibility. Core Process Sim
plification - Adding a New Lettings Viewing Appointment - iamproperty

Once a viewing is added it is tracked in this screen, the screen will show how many
upcoming appointments there are and how many require feedback, there is also
an add feedback option next to the appropriate viewings.

Just now
value: No Board ‘
OnTheMarket S|
Just now
lue: Yes _—
Viewings {- Add viewing 2 A
Just now
value: USN_feet @
Just now No viewings
ilue: No
4 minutes ago ‘ + Add VIewmgl
lue: Yes
9 minutes ago Offers |+ Add offer, [2 A
value: 27/10/2026 00:00
recked 10 minutes ago =
lue: Yes
No offers
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Add viewing

Event Details

Event title *

Reminder

[ Viewing - 223b Baker Street, IV1THY Inverness, Inverness-shire, UK

Assign to users *

Calendar *

[ Training Dave X

7 [a=m

Select branch *

[ Holloway & Co

Start time *

End time *

[ 27/10/202617:36

] [ 27/10/2026 18:06

Status

Viewing confirmed?

[ Select status

OYes @®no

Accompanied?

Meet at

Zoopla

OnTheMarket

Viewings

-+ Add viewing

4

! Checklist “
Just now
value: 223b Baker Street, Inverness
1 minute ago
value: No Board
1 minute ago
lue: Yes

1minute ago

value: USN_feet

( Upcoming (O)) ( Requiring feedback (1)) ( All (1))

@ Tue 27 Oct 2026 at 17:36
Sales Applicant1l

Add feedback

1 minute ago

ilue: No
6 minutes ago

lue: Yes
10 minutes ago

Offers

No offers

Offers can be added here and also tracked from this menu.

AN

G

Once an offer is added it will show on the screen alongside any other offer that is
not marked as Accepted. Once an offer is marked as Accepted, the only visible

offer will be the accepted one and a progression screen will show.

Once the offer is accepted it will show and a progression screen will show in the

list.
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1 minute ago

lue: Yes

1 minute ago
value: USN_feet

1 minute ago

ilue: No

6 minutes ago

lue: Yes

10 minutes ago

value: 27/10/2026 00:00

iecked 12 minutes ago

lue: Yes

iecked 12 minutes ago
Just now

value: notes added

Just now
value: 27/10/2026 17:38

Just now
value: Pending

Just now
value: 300000.00

Just now
value: Training Dave

Just now
value: Sales Applicant1 -
jdaveS@gmail.com

Just now

value: 223b Baker Street, Inverness,

( Upcoming (0) ) ( Requiring feedback (1)) ( All (1))

@ Tue 27 Oct 2026 at 17:36
|Add feedback

Sales Applicantl

orers z A
$
=22
No offers
|+ Add offer
Appraisal ‘Add appraisal E," 4
Compliance (4] v
Viewings |+ Add viewing| E4 ~

(Upcoming (0)> ( Requiring feedback (1)) (AII (1))

@ Tue 27 Oct 2026 at 17:36
| Add feedback

Sales Applicant1l

Offers + Add offer|
C Pending (1)) (AccepTed \’O)) ( All (1))

Mr Sales Applicant1l
£300,000 « Offer added: Tue 27 Oct 2026 » Pending

Appraisal Add appraisal []

Compliance

Dranara far lictin~

e MR
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: Checklist

Just now
ew value: Accepted

Just now
Int11 « New value: Sales Applicant1l -

zagg.daveS@gmail.com

Just now
value: 223b Baker Street, , Inverness,
ness-shire, IV1THY

Just now
» New value: 450000.00

Just now

Int11 « New value: Sales Applicant!l -
zagg.daveS@gmail.com

22

green.

Mr Sales Applicant1l
£450,000 « Offer added: Tue 27 Oct 2026 » Accepted

H Add offerl (4 A

e

Sales progression

Agreed price: £450,000

Buyer(s):
Buyer(s) solicitor:

Vendor(s) solicitor:

@ Offer accepted
QO Soalicitor instructed

QO Searches ordered

Mr Sales Applicant1l
Not set

Not set

27/10/2026

The Sales progression section follows the entries in the the progression and
chain. As items are added or marked as completed the appropriate icon turns

The Buyers and Sellers Solicitor details are added in the 'chain' menu of the

property progression.

As the Sale moves through progression the icons will turn green.

| Checklist

1 minute ago

ew value: Accepted

1 minute ago

int11 « New value: Sales ApplicantTl -
zagg.daveS@gmail.com

1 minute ago

value: 223b Baker Street, , Inverness,
ness-shire, IV11HY

1 minute ago

» New value: 450000.00

1 minute ago

int11 « New value: Sales Applicant1l -
zagg.daveS@gmail.com

1 minute ago

4

£450,000 « Offer added: lue 2/ Oct 2026 « Accepted

Sales progression

Agreed price: 2450,000

Buyer(s):
Buyer(s) solicitor:

Vendoir(s) solicitor:

@ Offer accepted
@ Solicitor instructed
QO Searches ordered
O Mortgage offer

QO Searches back

QO Exchange

O Completion

Mr Sales Applicant1l
Not set

Not set

27/10/2026

27/10/2026

~-a -
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2 minutes ago

ew value: Accepted

2 minutes ago

nt11 « New value: Sales Applicant1l -
zagg.daveS@gmail.com

2 minutes ago

value: 223b Baker Street, , Inverness,
mness-shire, IV11HY

2 minutes ago

» New value: 450000.00

2 minutes ago

int11 « New value: Sales Applicant1l -
zagg.daveS@gmail.com

2 minutes ago

value: 223b Baker Street, , Inverness,
mess-shire, IV11HY

Accounts v Reporting v

! Checklist

=

7 minutes ago

ew value: Accepted

7 minutes ago

int11 « New value: Sales Applicant!l -
zagg.daveS@gmail.com

7 minutes ago

value: 223b Baker Street, , Inverness,
mness-shire, IV1THY

7 minutes ago

» New value: 450000.00

E450,00U « Otter added: lue 27 Uct 2UZ6 « Accepted

Sales progression

Agreed price: £450,000

Buyer(s): Mr Sales Applicantl
Buyer(s) solicitor: Rumpole Solicitors
Vendor(s) solicitor: Lawyers4U
@ Offer accepted 27/10/2026
@ Solicitor instructed 27/10/2026
QO Searches ordered

O Mortgage offer

(O Searches back

QO Exchange

O Completion

e e . [ A

Communications

see b
s ¢ o QEEED
Agreed price: £450,000 a
Buyer(s): Mr Sales Applicantl
Buyer(s) solicitor: Rumpole Solicitors
Vendoir(s) solicitor: Lawyers&U
@ Offer accepted 27/10/2026
@ Solicitor instructed 27/10/2026
@ Searches ordered 28/10/2026
@ Mortgage offer 28/10/2026
@ Searches back 06/1/2026
@ Exchange 18/1/2026
& Completion 19/11/2026
Portals J Remove from all ‘Q, Uploadtoall| [4 A
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