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Exercise #4 – Expire Existing Lease 

INSTRUCTIONS 
When a Lease has expired and a tenant is leaving the building, follow these steps to expire the lease.  

DATA VALUES 
 Tenant:  Chess Klub 
 Currently reflected as leasing Suite LL01 (13,500 sf) whose Term expired 2/28/13. 
 Lease has expired and the Tenant has vacated the Premises 

STEP 1 
In the Lease, in Spaces, highlight Premises, click Edit. 

 

Change the following:  

 Lease Status changes to Expired 
 Add Inactive Date as 07/31/2012 
 Click Save 

Double check the Recurring Charges to be sure the End Date is also the Inactive Date. 
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STEP 2 
Assure that the Recurring Charges have an End Date equal to the Inactive Date; in this case 2/28/2013.  

 In this case it is equal (2/28/2013);  
 We’re good here, no change necessary. 
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STEP 3 
You have expired (and made inactive) the Space and now need to reflect the Tenant as Inactive 

Click to the General Screen and click “Edit”, change the following: 

 Lease Status changes to Inactive 
 Lessee Name (recommend to add “EXPIRED” after the name) 
 Add Inactive Date as 2/28/13 
 Click “Save”  

 

 

Click to the General Screen and click “Edit”, change the following: 

 Lease Status changes to Inactive 
 Lessee Name (recommend to add “EXPIRED” after the name) 
 Add Inactive Date as 2/28/13 
 Click “Save”  

OTHER CONSIDERATIONS 
Keep the following items in mind when Expiring an Existing Lease  

 Remember to change Space Status to “Expired” at the Space node; 
 Assure that the Recurring Charges node has an End Date equal to the Inactive Date; 
 In the General node, remember to modify Lease Status to Inactive and input an Inactive Date.  

This written exercise, including certain screen shots, exposes the user to areas of the application 
considered the most significant to learning this specific task. The user is encouraged to view the 
video related to this task to be exposed to the entire learning curve of this exercise.  


