
Find Asset

Select ‘Manage Assets’ 

from the My Tenancy 

menu.

Complete as 

many fields as 

possible then click 

“Search”



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

Click through access is 

available for all related 

information

All Asset related 

information is 

conveniently displayed 

on one screen, 

including hierarchies 

and relationships



Find Asset

You can also find your asset 

by using the “Global” search



Edit asset

Click to start editing



Edit asset

Four “tabs” appear

Fields with * are mandatory

Once you’ve edited a tab you 

can move to the next one by 

clicking “Next”



Edit asset

Enter Address details 

(postcode used to determine 

emission factors used)



Edit asset

Enter values – if there’s a 

choice, you can use the down 

arrow to show options

If you make a mistake hit 

“Restore”



Edit asset - hierarchy

Click the Change button to 

change the hierarchy the asset 

is in or the parent of the asset



Edit asset - hierarchy

Then click on the Parent Asset 

you want to be “above” the 

asset and hit Save to finish

Click the X to clear and down 

arrow to see options for other 

hierarchies


