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Lease - How to use Finance  
 

How To: 

This document will detail how to use the Finance Manager feature in Siterra. The Finance Manager 

allows admins to quickly and effectively manage payments due each month across hundreds of leases at 

a time. This article will cover how to filter payments effectively, approve the payment lines to be paid, 

and then export them so that they can be added to an external bookkeeping software (QuickBooks, 

Quicken). 

 

Steps: 

1. Click the Leases button at the top of the screen, then mouse over Finance Manager and click Payables. 

 

2. There will be a screen similar to the one below. 
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The first step here will be to filter the payments to work with. 

3. In order to find the payments to work with, select the Org Unit where the leases are located in the 

From dropdown. Admins can select the entire portfolio or one Org Unit at a time. 

4. Next, select the dates for the payments. For example, to pay payments that are scheduled for the 

month of June 2013, the Planned Date From and To field will look like the ones above. 

5. Finally, confirm the filter settings, click the Filter button. The results will be similar to the ones below. 

 

6. Now that there are a broad group of payments, there are several ways to approve them.  Click the 

menu button next to an individual payment and select approve, or select several tick boxes next to 

payments, then click Approve, then Selected, as pictured below. 
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7. Once one or more payments are approved, change the filter from Planned to Approved. This can be 

done by selecting Approved from the drop down, as seen below. 

 

Make absolutely sure that each Payment seen in this list should be paid, exactly as it appears. Once 

payments are verified, it’s time to export. 

8. Finally, hit the Export Approved Payments button. This will Export all currently Approved Payments. 

There will be a pop up similar to the one below. 
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Accruent recommends the CSV schema type for all exports. Once the data has been verified, click the 

download button. Note that all exported payments may be downloaded again from the Tools -> Export 

section. 


