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Leases - Creating a Duplicate Lease

Question:

How is a duplicate lease created in Siterra?

Answer:

This can be done in just a few easy steps:

Site Import 1 Leases (5508)
& Edit @ Archive @ Delete ;I Versions ~ Lu-—‘ Advanced ¥ 1

Eﬁ Duplicate Lease ?
1A

° Abstract Report

Details
Name: Site Import 1 Leases ]

Number: 5508 ] ‘| Abstract Validation

Term: Regular

Status: Active

Status Description: Active Test Lease 4 Stream

D Letter Manager

Holding Interest: Lesses .
Structure: Gross L’H]“ ST T
Usage: Office
Prime Lease: No
Straight Line Rent? Yes
Headcount: 100
Headcount Date: 08/31/2012
Description:

Keywords:

Administration Accounting

Administration Analytics oa

Lease Currency: US Dollar
Lease Measurement : Sguars Feet

Planned Annual Rent (Current): 6857465 USD .@
Actual Annual Rent (Current): 63,57465 USD .@

1. Navigate to the lease that needs to be copied
2. Select the ‘More’ drop-down from the toolbar (1)
3. Select ‘Duplicate Lease’ (2)
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Duplicate Lease

l # New Name: IDupIicate Test

New Number:

Number: 5508

Term:
Status:

Status Description:

Holding Interest:
Structure:

Usage:

Lease Currency:
Lease Measurement:
Master Lease:
Headcount:
Headcount Date:

Description:

Regular

Active

Active Test Lease -

Lessee
Gross
Office

uso

Sqguare Feet
O

100

0831202

1B

m

Done

€ Internet | Protected Mode: O 43 v H105%

-

4. In a new window, the setup screen will display similarly to creating a brand new lease. lItis
required that the lease name (3) be updated to differentiate from the original lease
5. Enter a new number (4), or leave blank to have Siterra generate the number

[Child Items to Duplicate ]
All:

Options (as Active):

Payments (as To Be Paid):

Expense Reconciliation Setup:

Parties:
Clauses:
Responsibilities:
Insurances:

Space Usage:

Allocations:
Offsets:
TI Allowances:

Incidents:

1

Hotes:

a| [ save Duplicate Lease |I 3£ Cancel |

6. Further down, there is a section labeled ‘Child Items to Duplicate’ (5). Options in this list can be
copied to the new lease if selected

7. Once done, click ‘Save Duplicate Lease (6) to complete the process
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Once back on the main Siterra screen, navigate to the new lease to verify that it was created
successfully, and that the desired data was copied correctly.
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