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How to Edit an Element 
 

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

 

Description  
This “HOW TO” manual describes the way to edit, remove and copy an Element(s) of an Asset. 

Steps 
# Description 
1 i. To edit an element on a Structure, first you need to select the Structure. 

ii. Either choose a Structure from the list or use the Quick Search, the search by field Filter or the advanced 
Filter functions to find a particular Structure.  
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# Description 
2 Click on the Elements tab at the top of the page.  
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# Description 
3 Select the Element to edit. 
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4 To edit a Element of this Structure, click on the Edit button in the upper right corner. 
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5 i. Update the fields 
a. Customize the element name and number to find them easily on site. 
b. Uncheck “active” box if the Element is irrelevant or does not exist. “Inactive” elements will not be 

visible during the inspection however they can always be reactivated from the Elements by checking 
the “Active” box. 

c. Add Comments if there is a need to provide more extensive information about the Element. 
d. The element attributes fields vary from sub element to sub element. 
e. In this example the attribute fields listed are: 

a)  Deactive date 
b) Element Total Quantity (is auto calculated) 
c) Unit 

ii. Add a photo of the Element if needed to be able to locate the Element by clicking Choose file. 
iii. Click on the Save button 
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6 To copy or duplicate an Element (or full Element hierarchy) to the same Structure or to another one: 
i. Click on   

ii. Click on Copy Element  
 

 
 

iii. Enter the number of copies 
iv. Click on Copy 
v. Click on Save 
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8. To delete an Element 
i. Select the Element 

ii. Click on  
iii. Click on Delete 

 

 
 
Note:  
Elements cannot be deleted if an inspection has already been completed. 
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