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How to Add Asset Documents 
 

 
This function is in: Inventory->Asset->Documents 

Description  
This “HOW TO” manual describes how to add Asset documents.   

Steps 
# Description 
1 i. To add documents on an Asset, select the Asset. 

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.  
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# Description 
2. Go to the Documents tab at the top of the page. 
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# Description 
3. To add a document right click on the Asset Document Root Folder on the left side of the page, select New, select 

File, for select the appropriate folder (for this case I am going to select Other File. 
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4 To upload the file: 
i. Click on the Upload button. 

ii. Then browse to the file from the appropriate location on your computer. 
iii. Select the document to add. 
iv. Edit the general information for update 
v. Then click Save button.  
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5 i. To Download a file, click on the Download button 
ii. General Information window provides the following details: 

a. Name - is the name of the document 
b. Document Type- is the type of the document. 
c. Modified - is the date and time the document was modified 
d. Modified by - is the user who modified the document 
e. Comments - is to enter comments (if any). 
f. Has to be printed in report-is to print in the report 
g. On Mobile – To display in the mobile version. Once selected, the documents will be available for 

download in the tablet version of the app 
h. Linked Assets - shows the assets if the document is linked to more than one asset 
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