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Edit Location Details Asset

This guide provides a comprehensive walkthrough for editing location details within
an asset management system, making the process straightforward and user-friendly.
It highlights key features, such as 360 images and floor plans, which enhance the
visualization of locations. By following the steps outlined, users can efficiently update
asset locations while keeping track of previous entries, ultimately improving
organizational accuracy and efficiency. Viewing this guide is essential for anyone
looking to streamline their location management tasks.

Navigating The Page

1 This section of the guide will demonstrate the capabilities of the Locations tab and
all the features on the page. The page is split into three sections. To begin with,
the top section shows the current location of the asset, as well as a map and
address information, which will be pulled from the IPR.
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2 Next the location photos section also pulls through any images attached to the
location. This includes 360 images.

3 These can be moved around with the mouse the same as if being viewed from the
360 viewer in IPR.
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4 Also if a floor plan is available this will be displayed and users can toggle between
the 360 image and floor plan
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6 Finally at the bottom of the page, is a list of previous locations. Each time an assets
location is updating following the steps below, the previous location will be saved
in this table.

Updating Assets Location

7 Click "Edit"
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8 Click the existing locations field.

9 Locations are presented in the Region\Site\Building\Floor\Room hierarchy from
the IPR.
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10 You can click the plus icon to drill down to each level
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13 All the way to room level
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14 Alternatively you can type and search for a location including the
Department/Ward name used in Micad FM. In the example below we have
searched for "Ward" and it has returned a number of rooms belonging to "Ward
01". Click the room in question and the form will update.

15 Click here.
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16 Click "Save Changes"

17 After returning to the locations tab, scrolling to the bottom of the page will show
that the previous location has now been entered into this table.


