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How to manage templates from Web Application 
 

 
This function is located in: Inventory->Assets 

 

Description  
This “HOW TO” manual describes how to manage templates 

The manual also applies to the templates of the following: Elements, Inspections, and Flags 

Steps 
# Description 
1 To manage templates in the Assets: 

i. Click on Assets 
ii. Click on Options 

iii. Click on Choose attributes 
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# Description 
 

2 To Create a new template: 
i. Select the template from the Templates dropdown list 

ii. Click on Copy 
 

 
 

iii. Change the name of the Template 
iv. Add or delete attribute fields  
v. Click on Apply 
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# Description 

 
 
Note: 
There are predefined templates to every module. 
 

3 To edit a template: 
i. Select a template from the Templates dropdown list 

ii. Click on  in front of the attribute you would like to delete 
iii. Choose an attribute from the Attribute Fields dropdown list 

a. NOTE:  Not all Attributes Fields will appear in the dropdown as there are over hundreds of 
attributes.  You will need you begin to type the attribute name. For example “year built” for that 
attribute to appear. 
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# Description 

 
iv. Click on Apply 
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# Description 

 
4 To delete a template: 

i. Select the template from the Templates dropdown list 
ii. Click on Delete  
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