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Leases – Create a New Vendor 
 

Question: 

 
How can a new Vendor be created and added to a lease? 

 

Answer: 

 
To create a new Vendor, navigate to Directory (1)> Vendors (2)> Browse (3) as pictured below.  
 

 
 
On the Vendors page a list of all of the existing Vendors will be visible. To add a new Vendor, select the 
“Add” button (4) in the top left corner.  
 

 
 
A new screen will pop up. On the new screen, add the name of the new Vendor, Type, Status, Address, 
and even using the Rating function to help keep a simple record of the vendor’s performance. Fill in any 
information regarding the new vendor then select ‘Save and Close’.  
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Siterra will go back to the Vendor homepage, and from there the newly created Vendor can be selected 
from the list. Below is an example of what the new Vendor’s page will look like. Any additional edits  can 
be made here.  
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