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Leasing Workflow Process 
There are two tabs you can use in the Leasing Workflow process, the View Rents tab and the Generate Rent tab. 

View Rents 

The View Rents tab provides lists of available units based on your selected filter options. The available units appear on 
the tab grouped by bed count. Units closest to the selected move-in date appear at the top of the lists. Each unit listed 
includes the unit details, features, availability, and rent for the desired term.  

The button in the View Rents column opens the Lease Terms and Rates box, where you can view a rent matrix for a 
specific unit. The move-in dates appear across the top of the rent matrix, and the terms appear on the left side of the 
rent matrix. Click a rent in the matrix to highlight it. Above the rent matrix in the Lease Terms and Rates box, you can 
find the unit details, availability, and rate type.  

You must select filter options for the available units lists to appear on the tab. Leasing Consultants, Managers, and 
Revenue Managers can view the View Rents tab. 

Generate Rent 

The Generate Rent tab provides the rent matrix for an unavailable unit based on your selected filter options. Above the 
rent matrix, you can find the unit details, availability, and rate type. The move-in dates appear across the top of the rent 
matrix, and the terms appear on the left side of the rent matrix. Click a rent in the matrix to highlight it. 

You must select filter options for the rent matrix to appear on the tab. Only Managers and Revenue Managers can view 
the Generate Rent tab. 

• Generate the rent for any 
unavailable units.

o Click the Generate 
Rent tab. The tab 
opens with filter 
options for 
generating the 
rent.

o Use the Property 
drop-list to select 
the property to 
view.

o Use the Unit drop-
down list to select 
the unit number to 
view.

o Use the  Calendar 
in the Make-Ready 
Date field to select 
the date by which 
the unit needs to 
be ready for a new 
occupant.

o Use the  Calendar 
in the Move-In 
Date field to select 
the date when the 
applicant plans to 
move into the unit.

o Use the Rate Type 
drop-down list to 
select the rate type 
to use in the rent 
matrix
(offered rent, 
effective rent, or 
all rents).Click the 
Generate button. 
The lease terms 
and rates for the 
selected unit and 
make-ready date 
appear on the 
page.

• Click the Generate Rent tab. The tab opens with filter options for generating the rent.
• Use the Property drop-list to select the property to view.
• Use the Unit drop-down list to select the unit number to view.
• Use the Calendar in the Make-Ready Date field to select the date by which the unit needs to be ready for a new occupant.
• Use the Calendar in the Move-In Date field to select the date when the applicant plans to move into the unit.
• Use the Rate Type drop-down list to select the rate type to use in the rent matrix (offered rent, effective rent, or all rents).
• Click the Generate button. The lease terms and rates for the selected unit and make-ready date appear on the page.




