Renew or Terminate a Lease Agreement

You can easily update the status of a Lease Agreement in dash by following these steps.

Fields marked with an asterisk (*) are mandatory.

To Renew a Lease Agreement:

First, locate the agreement in o @ o @ Josephine Poelma ~ Logout

dash.

1. Select Transaction from the
drop down list.

2. Inthe Quick Search box on
your dash homepage, type
the transaction ID, MLS ID,
or property address of the
listing.

3. Click the record from the
search results.

[EEN

ASE AGREEMENT

Status : Payment Pending

The Edit A Commercial Lease
Agreement screen displays.

Commission & Deductions

ecord payments? @@ Use a payment schedule

4. Click Actions on the top
right hand corner.

5. From the drop down list,
select Renew Agreement.

JTAL RECEIVED:
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99143710 - 94 Southfield Ave, , 1210,

Stamford, Connecricut, 06902
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Full Listing

ACTIONS~
ent Agreement
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The Add A Commercial Lease
Agreement screen displays.

6. Navigate to any of the tabs to
make the necessary updates
to the agreement prior to
renewal.

7. When you’ve finished making
the updates, click Review.

The Review screen displays,
allowing you to view the
information from all the tabs on
one screen.

8. To further edit the
information within any
section, click the pencil icon.

9. Click Finish to save your
changes.

A confirmation displays, letting
you know your agreement has
been updated.
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First, locate the agreement in
dash.

1.

2.

Select Transaction from the
drop down list.

In the Quick Search box on
your dash homepage, type
the transaction ID, MLS ID,
or property address of the
listing.

Click the record from the
search results.

The Edit A Commercial Lease
Agreement screen displays.

Click Actions on the top
right hand corner.

From the drop down list,
select Terminate
Agreement.

The Terminate Agreement
window displays.

6. Click the calendar and select

the termination date.

7. Click Terminate.

A confirmation displays, letting
you know that the agreement
has been terminated.

To Terminate a Lease Agreement:

o @ 9 ‘E[ Josephine Poelma ~ Logout
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atus : Payment Pending
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Go to Full Listing
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Are you sure you want to Terminate this Agreement?

The Agreement has Payments added, as such will be saved as Terminated' and cannot be reopened once saved!
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