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Scenario 
 
New information of the asset is updated from manufacturer. Users need to update the asset 
information in CMMS System. In this syllabus, we will guide on how to update/edit asset 
information.  

 

1. Edit Asset References Information. 
 

What it’s for  
It is important to maintain latest asset information as it is used as reference to technician 
when doing maintenance. 

 

Update Asset References Information 
1.1 On the left panel of the system, click on Assets > Asset Register 

  
Figure 1.1 

 
 
1.2 Asset table view will pop up and data will retrieve. Click on Define button.  

   
Figure 1.2  

  

1.1 Click  

1.2 Click  
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1.3 Fill in define query criteria: 
(Note: Please refer “User Manual – Define Data Query” for detail information). 

 
Column Operator Value 
Asset No like ASSET01 

 

1.4 Click on Retrieve button and records will be shortlisted based on query criteria. 
 

 
Figure 1.3 

 

1.5 Select the record and click Edit button. Asset information viewers will open.  

  
Figure 1.4 

 

  

1.3 Type  

1.5 Click  

1.4 Click  
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1.6 Click on tab Reference and the tab will open. 
 

1.7 Click on Add to add any files for the asset information. 

 
Figure 1.5 

1.8 A popup will came out and choose the files you want to add into the asset 
information.  

 
Figure 1.6 

 

 

 

 

 

 

 

 

1.6 Click  

1.7 Click  

1.8 Choose 
& Click  
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1.9 The files has been successfully added. 
 

1.10 Click on Save button and user will redirect to Asset Table view. 

 
Figure 1.7 

 

 

1.10 Click  
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