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General Navigation - Adding Tags in Siterra

Question:
How can new Sections or Categories be added in Siterra?

Answer:

Adding “Sections” and “Category” names is done by using the “Tags” portion in Siterra. This is also
where User and Check list Tags are created.

Begin by navigating to “Admin” (1) and then to “Tabs” (2).
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The new page will have a list of all the current tags used in the portfolio. Create a new one by selecting
“Add” (1) in the upper left corner.
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Fill out the display name for the tag and choose the type from the look up table. The options are:

User: User tags are created by the users, not Admins. This describes when a user creates a tag by
uploading a document or photo into a library and by typing an ad hoc category or section name.

Category and Sections: Are used on the template level. They exist on both Library and Schedule
Templates to help organize documents and photos that are uploaded into the system.

Checklist: Are used on the Schedule Template level. When adding a new task on the template it can be
assigned to a checklist. The dropdown menu of checklists includes all tags with the type ‘Checklist’.

Select the appropriate type (1), in this example “Category” is shown. Then select ‘Submit’ (2).
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Once the Tag has been created, it will be available for use.

To verify, go to Admin (1) > Lease Library (2).
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Templates

E' Schedule Templates
Create or modify Schedule Templates

E= Library Templates
Create or modify Librgry Templates

L] Lease Templates
Create or modify Lease Templates

Letter Templates
Create or modify Letter Templates

Then select the blue and white menu icon to the left of the library intended to be added to the Category
(1), and select “Manage Category”(2).
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There the newly created Category will be visible and will be able to be selected and added to the
Template by clicking “Select” (1) and then “Submit”

Available Categories

D K4
Name & Type Name
Select MNew Cat. Category
Select Mew Cat. 1111 Category
Select Mew Cat. 2 Category
Select Mew Cat. 4 Category
Select new one g Category
|Select New Tag Category

Accruent Confidential and Proprietary ©2014 Page | 3



accruent




