
 



 



 

Editing a Tenant

 

Editing a Tenant:

Method #1:

1. Go to Setup > Tenants.

2. Hover over the Tenant you wish to edit and click on  to see the drop down menu and its

options.

3. Click on Edit.

4. Make the necessary changes.

5. Click on Save.

 



Method #2:

1. Go to Setup > Places.

2. Locate and click on the Building name.

3. Locate and click on the Floor.

4. Locate and click on the Suite.

5. Hover over the Tenant you wish to edit on the left in the Places Tree and click on  to see

the drop-down menu and its options.

6. Click on Edit.

7. OR click on Edit for the desired Tenant on the right in the Places Setup page.

8. Make the necessary changes.

9. Click on Save.


