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Navigate to Dashboard and Click All Assets “View Report”



Select Auto Filters with predefined Criteria (Column Filters)



Filter according to Cost Center



Filter according to Verified Status (Yes / No)



Filter according to Category



Select magnifying glass to Search Columns



List of columns



Contains = Possible Matches

Define search criteria e.g.: Asset number column contains “2702112”



Define search criteria e.g.: Asset number column contains “2702112”



Define search criteria e.g.: Asset Description column contains “Lenovo”

Contains = Possible Matches



Define search criteria e.g.: Asset Description column contains “Lenovo”

Contains = Possible Matches

Total # of records



Is = Exact Matches

Define search criteria e.g.: Asset Description column IS “Lenovo ThinkPad L14 Gen 2”



Define search criteria e.g.: Asset Description column IS “Lenovo ThinkPad L14 Gen 2”

Is = Exact Matches



Define search criteria e.g.: Asset Description column IS “Lenovo ThinkPad L14 Gen 2”

Is = Exact Matches

Total # of records



Search each Column (Quick search)



Search each Column (Quick search)



Sort each Column (Ascending A -> Z)



Sorts A -> Z for each Cost Center

Sort each Column (Ascending A -> Z)



Sort each Column (Descending Z -> A)



Sorts Z -> A for each Cost Center

Sort each Column (Descending Z -> A)



Group each Column (Ascending A -> Z)



Groups A -> Z for selected column in each cost center

Group each Column (Ascending A -> Z)



Group each Column (Descending Z -> A)



Groups Z -> A for selected column in each cost center

Group each Column (Descending Z -> A)



Hide Column



Show / Hide Column



Export as XLS or PDF



Export as XLS

*Expor t  XLS

1. Adjust  the Ti t le Name

2. Select  Export  format

3. Select /De-select  Columns

4. Enable a Password ( i f  

required)

5. Export



Export as XLS or PDF



*Expor t  PDF

1. Adjust  the Ti t le Name

2. Select  Export  format

3. Select List  View

4. Select /Deselect  Columns

5. Export

Export Report as List view PDF (with Columns)



Export Report as List view PDF (with Columns)



List view PDF (with Columns) – Amend the title & export



*Expor t  PDF

1. Adjust  the Ti t le Name

2. Select PDF Export  format

3. Select Summary View

4. Export

Export Report as Summary view PDF (Detailed summary of Each Asset)



Export Report as Summary view PDF (Detailed summary of Each Asset)



Back To

Index
>>

Summary view PDF (Detailed summary of the Asset) – Amend the title & export
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