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ONBOARDING – UPLOADING CUSTOMER ASSETS 

 

1 What Customer Asset information is uploaded? 
 
This is a list of Asset Identification information for Customers’ Assets. This list is:  
 

Info. Needed Description Required? 
Name The identification for the Asset. This could be make and serial number or 

Customer tag number – something that identifies it now and in the future 
Yes 

Customer The full name of the Customer as already entered in Repair Shop Yes 
Property 1 Choose Property 1 saved against Assets – Manufacturer Optional 
Property 2 Choose Property 1 saved against Assets – Frame Optional 
Property 3 Choose Property 1 saved against Assets – Star/Delta  Optional 

 
 There must be at least one Asset for every Customer 
 If you do not have specific Assets you can add one item with the Name ‘ General Assets’ 
 More Assets can be added as they come in to be worked on 
 

2 How do you create the upload spreadsheet? 
 
 Go to the ‘Tools’ menu and choose ‘Upload my Data’ 
 
 
 
 
 
 
 
 
 ‘Export Template’ and save the file somewhere you know to open it from (or use one you 

already have downloaded and saved) 
 Enter the Customer Asset information onto the ‘Assets’ tab and save the spreadsheet 
 ‘Validate’ the spreadsheet 
 ‘Import’ the spreadsheet 
 

      
 

If there are any problems with the information the system will tell you what it is and where it is. 
Update the spreadsheet with the corrected values and try again.  
 
 


