
Add/edit relationship - Find Asset

Select ‘Manage Assets’ 

from the My Tenancy 

menu.

Complete as 

many fields as 

possible then click 

“Search”

The first step in adding 

or editing a 

Relationship is finding 

the asset whose 

relationship you want to 

add/edit



Add/edit relationship - Find Asset

Select your Asset from the 

list and click through for 

more details

Select ‘Add Data’ to 

enter data for this 

Asset



Asset Profile
All Asset related 

information is 

conveniently displayed 

on one screen, 

including hierarchies 

and relationships

You can see Relationship 

information and add/edit 

relationships under the 

“Relationship” Section



Add/edit relationship - Find Asset

You can also find your asset 

by using the “Global” search



Add relationship

From the asset profile page, click on 

“Add Relationship”



Add relationship

Choose the organisation you want to 

create a relationship with

Choose the month range for the 

relationship.

Click “Add+”



Add relationship – add person type values

You will now be able to add Person 

Type data



Add relationship – add person type values

Choose the person type you want to 

add data for

Enter the value for the person 

type

Enter the mont from and month 

to for the person type value

Click “Save”



Add relationship – add allocation

Expand the “% Allocation” area

Choose if you want:

> A fixed percentage 

allocation for the life of the 

rleationsip

> An allocation based on the 

person type values of 2 

different relationships

> “Manual Percentage” 

where you can change the 

allocation from month to 

month



Add relationship – add fixed allocation

If you choose “fixed 

percentage” enter the % of the 

assets usage you want 

allocated to the organisation 

and click “Save Allocation”



Add relationship – allocation by person type

If you choose “Person Type” 

select the Person Type you 

want the allocation to be based 

on and click “Save Allocation”

The system will calculate the 

allocation to each organisation 

based on the person type 

values on the relationship with 

each asset and display the 

monthly values for the 

allocation



Add relationship – manual allocation

If you choose “Manual 

percentage” you will need to 

enter the % allocation for each 

month and click “Save 

Allocation”



Edit relationship

From the asset profile page, click on 

the pencil icon to edit relationship



Edit relationship – edit person type value

Click “Edit Relationship” to change 

month from/to or the organisation that 

the asset is related to

Edit the value or month from/to for a 

person type and click “Save” 



Edit relationship – add person type values

Click “Add Person +” to add Person 

Type data



Edit relationship – add person type values

Choose the person type you want to 

add data for

Enter the value for the person 

type

Enter the mont from and month 

to for the person type value

Click “Save”



Edit relationship – edit allocation

Expand the “% Allocation” area

Choose if you want:

> A fixed percentage 

allocation for the life of the 

rleationsip

> An allocation based on the 

person type values of 2 

different relationships

> “Manual Percentage” 

where you can change the 

allocation from month to 

month

Warning!

Editing an allocation

rule will remove

previous entries



Edit relationship – add fixed allocation

If you choose “fixed 

percentage” enter the % of the 

assets usage you want 

allocated to the organisation 

and click “Save Allocation”



Edit relationship – allocation by person type

If you choose “Person Type” 

select the Person Type you 

want the allocation to be based 

on and click “Save Allocation”

The system will calculate the 

allocation to each organisation 

based on the person type 

values on the relationship with 

each asset and display the 

monthly values for the 

allocation



Edit relationship – manual allocation

If you choose “Manual 

percentage” you will need to 

enter the % allocation for each 

month and click “Save 

Allocation”


