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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: 

 

 

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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4. In a new window, the setup screen will display similarly to creating a brand new lease.  It is 

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 

 

 
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. 

 

 


