
1

Creating, Editing & Deleting Views

This guide offers a straightforward approach to managing views, including their
creation, modification, and deletion. It provides step-by-step instructions that
streamline the process, making it accessible for users of all skill levels. By following
this guide, users can effectively customize their data presentation, enhancing their
organizational workflow and efficiency. It's an essential resource for anyone looking
to optimize their experience with view management.

1 In this section of the guide, we're going to look at creating views. When the asset
register opens, you're presented with the default view, which has a few columns
automatically displayed. From the viewing area, click on create view.
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2 On this page, we can customize our view to begin. Give the view a name. Click
over the text at the top and give it a name.
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4 Next choose which columns you would like displaying in the view. You can choose
them individually. As many as you want.

5 Or using the tool at the bottom you can choose to select all
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6 You can also move the columns around. Using these lines, click and hold with your
mouse, drag and drop to reorder the columns.

7 Next. In the middle of the screen, we can apply filters to particular views.
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8 Click add filter in the bottom left.

9 Click in the box.
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10 This box is to be used like the natural language search. For example, start typing
the column name, followed by the values you are looking to filter on.

11 Clicking add a new filter again, will add another box to apply more filters
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12 In the below example we are now filtering on the status column
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14 Finally, on the right, we can sort the columns in a particular order.

15 After clicking add sorting, choose the column you'd like to sort and whether you
want the data in ascending or descending order.
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17 Ascending is chosen by default
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18 Click here to change to descending

19 Click save.
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20 Now in the viewing area, click the arrow. Your new view will be displayed for you
to select.

21 Click "New View"
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22 Your new view will be displayed for you to select.

23 Clicking the arrow next to the view name, will open up a list of your available views
as well as a search box, where you can search for the view name.
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24 And you can favorite views so they appear at the top of your list.

25 Click here.
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26 The star will turn yellow showing it as a favoured view

27 If you want to make any changes to a view, having the view selected, click edit
view. This will allow you to make any changes to the columns, filters, or sorting.
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28 Click here.

29 Alternatively, you can delete a view using this button. After you confirm deletion,
you'll be returned to the default view.
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30 Click "OK"


