
1

Creating A New Asset

This guide provides a step-by-step process for creating a new asset within a system,
ensuring clarity and efficiency. It outlines how to input relevant asset information,
navigate location hierarchies, and finalize the addition of assets. By following this
guide, users can streamline their asset management tasks and avoid common pitfalls
in data entry. Whether you're new to the system or need a refresher, this guide will
enhance your asset creation experience.

1 This section of the guide will demonstrate how to create an asset. From the asset
register grid, click on create new asset.
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2 Complete the form. Fields marked with an asterisk are mandatory.

3 Some fields will be dropdowns.
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8 Finally select the quantity field and add a number of assets you would like for this
record.

9 Once you are happy with the data entered for the asset click Next Step
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10 Click the "Search for location" field.

11 Locations are presented in the Region\Site\Building\Floor\Room hierarchy from
the IPR.
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12 You can click the plus icon to drill down to each level

13 All the way to room level
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14 Assets can be added at any level, clicking on the location description will make
your selection.

15 Alternatively you can use the location box you clicked in at the start of this page,
to search for a location. In this example we have typed "office" which will then
display all the locations matching that description.
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16 Click on the correct location after which you will be returned to the locations part
of the form and you can click Add Asset to finish creating the asset

17 You will be presented with a confirmation screen providing three options. View
Added Asset will open up the record for the asset you just added. Back to Grid will
take you back to the main asset register. Add Another Asset will repeat the
process again taking you to page one of the create new asset form.


