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The document provides detailed instructions for creating a lease. 
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1 Create a Lease #12081 

There are two ways to create a new lease. 
1. Select from menu: 

 

2. Click the  
[9 Add Lease] 
button from the 
Lease Tab on the 
customer 
Maintenance screen 
 

 

Either way will take you 
to the Create Lease 
Form Entry screen.  
 
Accessing this from the 
Menu will show a blank 
form.  
 
Clicking the [9 Add 
Lease] button from the 
Lease tab of the 
Customer Maintenance 
screen will display a 
lease entry form for 
the currently selected 
customer. 

The screen is used because it requires many values and allows users to return later 
to complete the form before creating a lease.  
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1: Takes you to the customer maintenance screen for the current 

customer number.  

 

2: Adds a new lease as a work in progress (WIP). If the a current 
lease exists, it will notify you and will not add a new lease until 
the previous one is deleted or completed. 

. 

 

3: Allows deleting a WIP lease before the Lease Form has been 
generated. 

 

4: Requires Lease Start and End Dates. Checks for overlapping dates 
with current leases and notifies you. Overlaps can be managed 
by updating dates in the Lease Tab or canceling the active lease, 
allowing creation of a new one. 

 

5: For life tenants, set this radio button to yes. This action will 
automatically assign the lease end date as 31-Dec-2999, 
signaling to the system that it is a life tenancy. Using any other 
date will mean the tenant is not considered a life tenant. 

 

6: The "Preview Lease Form" button will generate a lease form 
marked "DRAFT," making it unsuitable for distribution as a legal 
document. This button will only become active once the lease 
start and end dates are entered. 

 

7: This button will create the lease form, generate an invoice for the 
lease fee (if indicated), and add a record to the customer 
maintenance lease tab. It will only be active if the lease start 
and end dates are entered. 

 

8: Selecting preview will record the date when this action was 
taken. 
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9: The fee effective date is sourced from the Bill Form Table, but it 
can be updated if changes occur. This update will be reflected in 
the Bill Form Table for future use, eliminating the need for 
repeated updates. 

 

10: If answers to questions are unknown while creating the lease 
form, click the  Unknown radio button to allow the owners 
or tenants to answer at the time of filling out the lease form. 

1.1 Preview Lease Form 

This will show the completed lease 
form with the word “draft” prominently 
displayed, indicating that it is only a 
preview.  
 
You can make any necessary changes 
until you click the generate lease form 
button. 
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1.2 Generate Lease Form 

 
Figure 1 Prompt to issue an invoice when generating the lease form 

This procedure accomplishes several tasks: 

1.2.1 Creates a New “Live” Lease Form 

It creates a "live" lease form, which is either shown on the screen or sent via email to the recipient, depending 
on whether an email address is provided. If the email address is provided, the lease form will be emailed to that 
address. If no email address is provided, the lease will be displayed on the screen and may be printed. 

  

1.2.2 Attachment of the Lease on the Customer Maintenance Screen 

1. Attaching the “live” lease form to the Customer allows you to view and print it anytime. It will also show 

in the attachment filter under lease documentation. 

2. To print the original document, click [V View] to open it in a PDF viewer. 

3. To email the document, click [Z Email] and enter any valid email address. 
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Figure 2 The Attachments screen shows the lease form; view, print, or email the form from here 

1.3 Invoice for the Processing Fee 

A lease renewal fee may not be needed if the property is transferred to a trust or a relative of the current or 
future tenant. This allows the fee to be set when the lease is created, minimizing the need for manual 
corrections to cancel unnecessary invoices. 
 
If the question in Figure 1 above is set to  Yes, an invoice for the Processing Fee will be generated on the 
customer record. If it is set to  No, an invoice for the Processing/Renewal/Change fee will not be created. In 
case it was mistakenly set to  No, the user must create an invoice through the special invoice process for this 
fee. 

 

Figure 3 An invoice is created and shown in the Bill History screen 

1.3.1 Attachment of an Invoice Copy PDF 

When an the Invoice is produced, a PDF copy of the Processing Fee Invoice will be created and will be available 
on the Attachment tab. 
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1.3.2 Sample of an Invoice 

 

2 FAQs 

How can I pause when creating a lease and then return to complete it? 
 

 
There are two options: 
 

1. Choose "Create A Lease" from the menu, then enter the customer number or use lookup to find it. 
2. On the Customer Maintenance screen, a message will appear indicating a lease is in progress, and the  

[9 Add Lease] button will switch to [9 Goto Lease] and take you to the In Progress Lease. 

 

Q. 

A. 


