
 

 

 

 

 

WARNING:  At least one tenant must remain on a 

steps of TERMINATING the Lease in Property Genie.

Step 1:  Open the Tenant Record 

Step 2:  In the Tenant Record, go to the 

Step 3:  Click the button labeled “Edit Record”

WARNING:  At least one tenant must remain on a lease; if your property only has one tenant then you will need to follow the 

steps of TERMINATING the Lease in Property Genie. 

 

In the Tenant Record, go to the LEASE INFORMATION tab. 

Edit Record” 

if your property only has one tenant then you will need to follow the 

 



 

 

 

 

 

Step 4:  According to the move out procedures of the tenant, update the fields labeled “

By”, “Date Notice Given”, and “Intended Move out Date”.

Step 5:  Click the button in the lower right 

 Step 6: Click the button labeled “Move Out”

According to the move out procedures of the tenant, update the fields labeled “

en”, and “Intended Move out Date”. 

in the lower right labeled “Save Record”  

“Move Out” 

According to the move out procedures of the tenant, update the fields labeled “Notice Given 

 

 



 

 

 

 

 

Step 7:  Read the move out prompt, and then click the button labeled 

Move out procedure. 

Do you want to record move out for this tenant only? If everyone on this lease is moving out then terminate the Lease from Pr

Click Yes to change the status of this tenant only 

Click No to cancel and then go to the Property and terminate lease from lease tab

 

*Congratulations, you have successfully moved out a tenant from an active lease in Property Genie

**You will now find that the Prospect’s record has been changed from “Tenant” to “Former Tenant”, and 

they will no longer show up on all of the current tenant reports in Property Genie.

 

Read the move out prompt, and then click the button labeled “Yes” to complete the Tenant 

 

Do you want to record move out for this tenant only? If everyone on this lease is moving out then terminate the Lease from Pr

 

y and terminate lease from lease tab 

Congratulations, you have successfully moved out a tenant from an active lease in Property Genie

**You will now find that the Prospect’s record has been changed from “Tenant” to “Former Tenant”, and 

longer show up on all of the current tenant reports in Property Genie. 

to complete the Tenant 

Do you want to record move out for this tenant only? If everyone on this lease is moving out then terminate the Lease from Property Lease tab. 

Congratulations, you have successfully moved out a tenant from an active lease in Property Genie 

**You will now find that the Prospect’s record has been changed from “Tenant” to “Former Tenant”, and 


