





Editing a Tenant

Editing a Tenant:

Method #1:

1. Go to Setup > Tenants.
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2. Hover over the Tenant you wish to edit and click on Bl 0 see the drop down menu and its
options.
3. Click on Edit.
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4. Make the necessary changes.
5. Click on Save.

Tenants Setup - Edit Tenant

Basic Information | Emergency Contacts | Notes [ WRI
Tenant Hame * Adobe
Tenant Type Wain Tenant [~ Subtenant of. | — Show: | Sub Tenant
Mo il 12282007 |2 [ o Termnatin Date
Phone Number* 3233271825 Extension
Fax Number
Address 1+ 11 Main Street
Address 2
city* Wellington
state " cA [zl
Zip! Posteode * 2514
Suites * Tower One\1002 - Tower One\05 -
Tower Onevi01 El
Tower Onevi02 T
Tower Onevi08
Tower Onevt10
Tower Onet1100
Tower Onet1102
Tower Onelt12
Tower Onevt14 ¢ &
{avaiabie flems] [selected ftems]
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Method #2:

1. Go to Setup > Places.
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. Locate and click on the Building name.
. Locate and click on the Floor.

. Locate and click on the Suite.
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. Hover over the Tenant you wish to edit on the left in the Places Tree and click on E to see
the drop-down menu and its options.
6. Click on Edit.
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7. OR click on Edit for the desired Tenant on the right in the Places Setup page.

Places Setup

Create | Remove

3 Tenants

[] Tenant Phone Humber WMove-in Date Last Modified By Last Modified Date Action
[F] Adobe 223, 825 12/28/2007 s 10/8/2009 1:48:19 P Edit
[E] Dewney Savings 1011712007 adis 12008 7:25:32 P Edit
[] vetistresm Demo Account 872015 1:37:48 P Edit

8. Make the necessary changes.

9. Click on Save.



