
Using the Grid: for individual asset entry  
 

Individual asset entry, edits, exporting a copy for your records and preparing for submission 
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Data entry of assets are one at time, left to right.  
 

To add a line(s) click the blue New link. 

Click the down arrow to choose Owned, Lease to Own or Leased 
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Green represents new edits.   
For leased assets enter the appropriate information 

 (also attached a copy of the lease as a PDF on the second screen) 
 

For accounts with multiple locations add the appropriate location for each asset.   
Value for each location can be determined for the Third Quarter Bill. 

Once finished click Saved Changes. 
Every time an edit is made click Saved Changes.  
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Once all of your assets have been entered, they appear in a grid 
 

Review for accuracy and completeness… notice the red boxes 

The image on this page and subsequent pages hereafter has been altered and is presented for educational purposes only.   
Thus, the total is incorrect.    

The math is done for you and a total is given. 
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Filtering Assets 

Click Create Filter. 

If you need to find one asset out of many you may filter the grid area to locate the asset.  
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Choose the column header Enter the item of your search 
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Exporting a copy for your records 
 

It is recommended using Export to XLSX 
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An excel file will open and your assets will appear for your records.   
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Exporting to PDF 
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Assets won’t be on the same page. 
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Using the Export to PDF option is not 
recommended  
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