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How to Add an Element 
 

 
This function is in: Inventory->Asset->Elements Tab 

Description  
This “HOW TO” manual describes the way to add an Element of an Asset. 
Steps 
# Description 
1 i. To add an Element to an Asset, first you need to select the Structure. 

ii. Either choose an Asset from the List or use the Quick Search, the search by field Filter or the advanced 
Filter functions to find a particular Asset.  

iii. Ex. I64-123-04691 D 

 

2 Click on the Elements tab from the top of the page.  
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3 To add a new element to a Asset , click on  + Add Elements button in the upper right corner. 
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4 i. The element list is expandable. 
ii. Click on the arrow in front of the element name to expand the list and see the sub elements. 
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5 The element list for the selected asset is called the Element Tree. 
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6 Check the Element/Sub Element type to add to an Asset. 
Note: 

i. The Sub Element will be added to the place you have selected in the list on the left.  
ii. If you want to add the Element at the beginning of your element list, click on Add at the beginning. 

iii. If you want to add an Element at the end of your element list, click on Add at the end. 
iv. If you click on the main Element the system will automatically select all its sub elements. 
v. You can deselect the Sub Elements by unchecking each Sub Element you do not want. 
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7 Click on Save. 
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8 The created elements will be displayed. 
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9 To add a file to an Element, Click Edit, Choose file and select a file from your computer. 
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