Updating & Deleting Assets in Bulk

A

This guide offers a step-by-step approach to efficiently update and delete assets in
bulk, making asset management more streamlined. It provides clarity on selecting
multiple assets, editing fields, and confirming changes, ensuring users can manage
their asset records effectively. By following these instructions, users can save time
and minimize errors in their asset updates and deletions. Viewing this guide will
empower you with the necessary skills to optimize your asset management process.

Editing Assets

In this section of the guide, we're coming back to the grid to look at how we can
use the selection capabilities to perform mass editing of certain fields and mass
deletion of assets. To begin, select one asset. By putting the grid into selection

mode, click on the three dots.
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DESCRIPTION STATUS
Search Search

Fire Door - 00004 Brok

Fire Door - 00005 Brok

Fire Door - 00006 & Brok

Fire Door - 00007 <& Expired

Fire Door - 00008 @ Existing/In Use

Fire Door - 00009 @ Existing/In Use

Fire Door - 00010 @ Existing/In Use

Fire Door - 00011 @ Existing/In Use

Fire Door - 00012 @ Existing/In Use

Fire Door - 00013 &% @ Existing/In Use

Fire Door - 00014 @ Existing/In Use

Fire Door - 00015 @ Existing/In Use

Fire Door - 00016 @ Existing/In Use

TYPE

Search

Air Handling Unit

Extractor Fan

Fire Door - 60min

Air Handling Unit

Fire Door - 30min

Fire Door - 30min

SUB TYPE

REGION

Search v Search

ANAESTHETICS GEN EQUIP

BOYLES MACHINE

DENTAL ANAESTHETIC EQUIP

RESUSCITATION TROLLEY

TestAV-ST

RESUSCITATION TROLLEY

RESUSCITATION TROLLEY

INCUBATOR

PULMONARY FUNCTION REC

BOYLES MACHINE

RESUSCITATION TROLLEY

RESUSCITATION TROLLEY

RESUSCITATION TROLLEY

C.TestRegionLoc34

R.oss Hall Hospital

R.oss Hall Hospital

R.oss Hall Hospital

R.oss Hall Hospital

R.oss Hall Hospital

R.oss Hall Hospital

R.0ss Hall Hospital

R.oss Hall Hospital

R.oss Hall Hospital

R.oss Hall Hospital

R.oss Hall Hospital

R.0ss Hall Hospital


https://www.micadsoftware.com/

2  Choose an asset clicking select.

{5} Configuration Default v @& T c Descriptior - e Alarm

84,153 I ‘ Individual Assets [R:ZEGEY ‘ Asset Groups
D DESCRIPTION STATUS TYPE SUB TYPE REGION
Q | Search Search Search v Search v Search v Search

o4 Fire Door - 00004 Broken Fire Doors ANAESTHETICS GEN EQUIP C.TestRegionLoc34
HEN Fire Door - 00005 Broken Fire Doors BOYLES MACHINE R.0ss Hall Hospital
LI Fire Door - 00006 & Broken Air Handling Unit DENTAL ANAESTHETIC EQUIP R..0ss Hall Hospital
I/ Fire Door - 00007 & Expired Fire Doors RESUSCITATION TROLLEY R.0ss Hall Hospital
& Seleg Fire Door - 00008 @ Existing/In Use Fire Doors TestAV-ST R.0ss Hall Hospital
B Fire Door - 00009 @ Existing/In Use Air Handling Unit RESUSCITATION TROLLEY R.o0ss Hall Hospital
T Delete

roaw Fire Door - 00010 @ Existing/in Use Extractor Fan RESUSCITATION TROLLEY R.0ss Hall Hospital
$ Fire Door - 00011 @ Existing/In Use Fire Door - 60min INCUBATOR R.oss Hall Hospital
P12 Fire Door - 00012 @ Existing/In Use Air Handling Unit PULMONARY FUNCTION REC R.oss Hall Hospital
: 13 Fire Door - 00013 <& @ Existing/In Use Fire Door - 30min BOYLES MACHINE R..oss Hall Hospital
P14 Fire Door - 00014 @ Existing/In Use Fire Door - 30min RESUSCITATION TROLLEY R.oss Hall Hospital
: 15 Fire Door - 00015 @ Existing/In Use Passenger Lift RESUSCITATION TROLLEY R..oss Hall Hospital
16 Fire Door - 00016 @ Existing/In Use Fire Doors RESUSCITATION TROLLEY R.oss Hall Hospital
: 17 Fire Door - 00017 @ Existing/In Use Fire Door - 30min RESUSCITATION TROLLEY R..oss Hall Hospital

3 Select the other assets you wish to edit. NOTE Selection can only be done on one
page at a time, meaning the maximum amount of records you can update at once
is 500 if the page is set to display that many.

All Assets 34.153I ‘ Individual Assets ‘ Asset Groups m

: 1D DESCRIPTION STATUS TYPE SUB TYPE REGION
Search Search v Search v Search v Search
D 4 Fire Door - 00004 Broken Fire Doors ANAESTHETICS GEN EQUIP C.TestRegionlLoc34
5 Fire Door - 00005 Broken Fire Doors BOYLES MACHINE R..oss Hall Hospital
P
D 6 Fire Door - 00006 & Broken Air Handling Unit DENTAL ANAESTHETIC EQUIP R..oss Hall Hospital
7 Fire Door - 00007 <& Expired Fire Doors RESUSCITATION TROLLEY R..oss Hall Hospital
8 Fire Door - 00008 @ Existing/in Use Fire Doors TestAV-ST R..0ss Hall Hospital
9 Fire Door - 00009 @ Existing/In Use Air Handling Unit RESUSCITATION TROLLEY R..oss Hall Hospital
10 Fire Door - 00010 @ Existing/In Use Extractor Fan RESUSCITATION TROLLEY R..0ss Hall Hospital
11 Fire Door - 00011 @ Existing/In Use Fire Door - 60min INCUBATOR R..oss Hall Hospital
12 Fire Door - 00012 @ Existing/In Use Air Handling Unit PULMONARY FUNCTION REC R..oss Hall Hospital
13 Fire Door - 00013 % @ Existing/In Use Fire Door - 30min BOYLES MACHINE R..0ss Hall Hospital
14 Fire Door - 00014 @ Existing/In Use Fire Door - 30min RESUSCITATION TROLLEY R..oss Hall Hospital
15 Fire Daor - 00015 @ Existing/In Use Passenger Lift RESUSCITATION TROLLEY R..oss Hall Hospital
16 Fire Door - 00016 @ Existing/In Use Fire Doors RESUSCITATION TROLLEY R..0ss Hall Hospital
o Fire Door - 00017 @ Existing/In Use Fire Door - 30min RESUSCITATION TROLLEY R..oss Hall Hospital
O 18 Fire Door - 00018 @ Existing/In Use Air Handling Unit DENTAL ANAESTHETIC EQUIP R..oss Hall Hospital

1 I




4 Click "Edit"

[- L) DESCRIPTION STATUS TYPE SUB TYPE REGION
Search Search Search v Search v Search v Search

0o 4 Fire Door - 00004 Broken Fire Doors ANAESTHETICS GEN EQUIP C.TestRegionLoc34
5 Fire Door - 00005 Broken Fire Doors BOYLES MACHINE R.0ss Hall Hospital

P
6 Fire Door - 00006 & Broken Air Handling Unit DENTAL ANAESTHETIC EQUIP R.0ss Hall Hospital

g P
7 Fire Door - 00007 <& Expired Fire Doors RESUSCITATION TROLLEY R.0ss Hall Hospital
8 Fire Door - 00008 ® Existing/in Use Fire Doors TestAV-ST R.0ss Hall Hospital

ol pi
9 Fire Door - 00009 @ Existing/in Use Air Handling Unit RESUSCITATION TROLLEY R.0ss Hall Hospital

ol 9 pi
10 Fire Door - 00010 @ Existing/in Use Extractor Fan RESUSCITATION TROLLEY R.0ss Hall Hospital
11 Fire Door - 00011 @ Existing/In Use Fire Door - 60min INCUBATOR R..0ss Hall Hospital
12 Fire Door - 00012 @ Existing/in Use Air Handling Unit PULMONARY FUNCTION REC R.0ss Hall Hospital
13 Fire Door - 00013 % @ Existing/In Use Fire Door - 30min BOYLES MACHINE R..0ss Hall Hospital
14 Fire Door - 00014 @ Existing/in Use Fire Door - 30min RESUSCITATION TROLLEY R.0ss Hall Hospital
15 Fire Daor - 00015 @ Existing/In Use Passenger Lift RESUSCITATION TROLLEY R..0ss Hall Hospital
16 Fire Daor - 00016 @ Existing/In Use Fire Doors RESUSCITATION TROLLEY R..0ss Hall Hospital
o Fire Door - 00017 @ Existing/In Use Fire Door - 30min RESUSCITATION TROLLEY R..oss Hall Hospital
0O 1. Fire Door - 00018 @ Existing/In Use Air Handling Unit DENTAL ANAESTHETIC EQUIP R..oss Hall Hospital

Ll
O 2 s

Clear SWgetion | [ Select Al
]

of 25 selected

5  Anew form will pop up showing you the fields you can edit for Physical Info.

Bulk Edit 10 Assets

Physical Info

Alt Reference ID * B Changeto:
Asset Health ) Change to:
Asset Description * 10 Changeto:

Asset Status * 1) Changeto:
Serial Number 1) Changeto:
Barcode B Change to:
Asset Type * ] Change to:
Asset Sub Type 1 Changeto:
Model B Change to:
Manufacturer B Change to:

Unit 1) Changeto:



6  Financials

Unit

Quantity *

Financials

Date Purchased

Date Delivered

Warranty Expires
Reduction Value

Current Value
Replacement Cost Planned
Purchase Cost

Date Accepted

Reduction Period (Years)

Removal Date

7  And Location

Replacement Cost Planned
Purchase Cost

Date Accepted

Reduction Period (Years)
Removal Date

Replacement Cost

Locaticn

Location*

Region
Site
Building
Floor

Room

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:

Change to:



8 To begin, identify the field you wish to update and toggle the "change to" switch
to on.

Bulk Edit 10 Assets

Physical Info

Alt Reference ID * W Change to:

Asset Health B Chatlge to:

Asset Description * 1 Change to:

Asset Status * 1) Changeto: sset Status
Serial Number 1 Changeto:

Barcode 1) Changeto:

Asset Type * 1) Changeto:

Asset Sub Type 1) Changeto: sset S
Model P Changeto:
Manufacturer 1) Changeto:

Unit J Changeto:

9 The box on the right will then become active allowing you to choose/enter a new
value. As displayed, if you wish to remove data from this field in your asset
selection, you can leave the field blank and any existing data will be cleared.

Bulk Edit 10 Assets

Physical Info

Alt Reference ID * 1 Changeto:

Asset Health . Chahge to: Leav@ blank to clear
Asset Description * 1) Changeto’

Asset Status * 1 Changeto: sset S

Serial Number 1 Changeto:

Barcode 1 Changeto:

Asset Type * I Changeto:

Asset Sub Type 1) Changeto: sset S

Model P Changeto:

Manufacturer I Changeto:

Unit 1 Changeto:



10 Otherwise update the necessary fields, some will be drop downs.

[ aa | CurrentAoplicaton . A e
Bulk Edit 10 Assets

Physical Info

Alt Reference ID * 1 Change to:
Asset Health - Change to: Leave blank to clear
Not Set
Asset Description * I Change to:
Good
Asset Status * 19 Change to:
#verage
Serial Number J» Changeto:
Risw
Barcode J» Change to:
Asset Type * P Change to:
Asset Sub Type 1) Changeto: sset S
Model 1 Change to:
Manufacturer 1» Change to:
Unit 1) Changeto:
Physical Info
Alt Reference ID * P Change to:
Asset Health - Change to: Average
Asset Description * ¥ Changeto:
Asset Status * B Change to:
Serial Number 1 Changeto:
Barcode - Change to: LLeave blank tof-lear
Asset Type * P Change to: sset Tyy
Asset Sub Type 1 Changeto:
Model ¥ Change to:
Manufacturer P Changeto:
Unit 1) Changeto:
Quantity * B Change to:




12 Or date and currency fields.

Quantity * 1) Changeto:
Financials

Date Purchased J» Changeto:

Date Delivered B Changeto:
Warranty Expires B Change to:
Reduction Value J» Changeto:
Current Value ‘ Change to: £ 106
Replacement Cost Planned B Changé tor
Purchase Cost J» Changeto:

Date Accepted B Change to:
Reduction Period (Years) 1 Changeto: Re
Removal Date B Changeto:
Replacement Cost P Changeto:

13 To update an asset selections location click change to in the location section at
the bottom of the screen.

J» Changeto: P

1 Change to: D ept (]
zars) B Change to:

J» Changeto: Y Da (=]

B Change to:

B Chanhgeto:




14 This will allow you to use the location picker to choose a new location or search for

one.
Purchase Cost B Change to:
Date Accepted B Changeto:
Reduction Period (Years) B Changeto:
Removal Date I Changeto:
Replacement Cost ) Change to:
Location
Location* qd

Leave blank t@clear

Region
Site
Building

Floor

Room

15 In this example we have searched for the word "office" and are selecting "Main
Office Room".

Purchase Cost B Change to:

Date Accepted B Changeto:

Reduction Period (Years) B Changeto:

Removal Date I Changeto:

Replacement Cost ) Change to:

Location

Location* qd
| office

6 Ross Hall Hospital Main, RHH00S1
Q Reception Block, RHHOOB1
@ 0 Ground Floor. RHHOOF?
Main Office Ryom, RHHOOR1

e M..icad Demo Region, R..1

G Micad Demo Site, S1



16  Once you have made all your changes click "Save Changes".

J» Change to: ‘ Purchase Cost ‘

B Change to: Date Accepted (=] ‘
sars) B Change to: ‘ Reduction Period (Years) ‘
J» Changeto: ‘ Removal Date (=] ‘

B Change to: ‘ Replacement Cost ‘

‘ Change to:

om, RHHOOR1 ‘

R..0ss Hall Hospital, R.HHOOAL
Ross Hall Hospital Main, RHHO0S1
Reception Block, RHHO0B1

Ground Floor, RHHOOF1

Main Office Room, RHHOOR1

17 A confirmation box will appear asking you to confirm your changes. If you are
happy click confirm.

Confirm

For assets:
7,8,9,10,11,12,13,14,15,16

The following changes will be performed:

Asset Health Average

Barcode 1234567

Current Value £100.00

Location R..oss Hall Hospital, R.HHOOA1
Ross Hall Hospital Main, RHHO0S 1
Reception Block, RHHO0B1
Ground Floor, RHHOOF1
Main Office Room, RHHOOR1




18

~ Asset °

Al Assets |EEER] |

Asset Register

shets successfully edited.

You will be returned to the Asset Register and a confirmation message will display
confirming those assets were edited successfully.

21 X L

| [ Cclear Selection | 4 selectau |
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Individual Assets [EIXIE] ‘ Asset Groups [[EE] Display
D DESCRIPTION STATUS TYPE SUB TYPE REGION
Q Search Search Search v Search v Search v Search v
HI Fire Door - 00004 Broken Fire Doors ANAESTHETICS GEN EQUIP C.TestRegionLoc34
{5 Fire Door - 00005 Broken Fire Doors BOYLES MACHINE R.0ss Hall Hospital
i o6 Fire Door - 00006 Broken Air Handling Unit DENTAL ANAESTHETIC EQUIP R.0ss Hall Hospital
HE Fire Door - 00007 &% Expired Fire Doors RESUSCITATION TROLLEY R.0ss Hall Hospital
t Fire Door - 00008 @ Existing/In Use Fire Doors TestAV-ST R.0ss Hall Hospital
HEC) Fire Door - 00009 @ Existing/In Use Air Handling Unit RESUSCITATION TROLLEY R.0ss Hall Hospital
i 10 Fire Door - 00010 @ Existing/In Use Extractor Fan RESUSCITATION TROLLEY R.0ss Hall Hospital
I Fire Door - 00011 @ Existing/In Use Fire Door - 60min INCUBATOR R.0ss Hall Hospital
HE Fire Door - 00012 @ Existing/In Use Air Handling Unit PULMONARY FUNCTION REC R.0ss Hall Hospital
i da Fire Door - 00013 &% @ Existing/In Use Fire Door - 30min BOYLES MACHINE R.0ss Hall Hospital
i1 Fire Door - 00014 @ Existing/In Use Fire Door - 30min RESUSCITATION TROLLEY R.0ss Hall Hospital
Deleting Assets
(- ) DESCRIPTION STATUS TYPE SUB TYPE REGION
Search Search Search v Search v Search Search

O 430122 Fire Door @ Existing/In Use Fire Doors R.oss Hall Hos|

O 430123 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|

O 430124 Fire Door @ Existing/In Use Fire Doors R.oss Hall Hos|

O 430125 Fire Door @ Existing/In Use Fire Doors R.oss Hall Hos|

O 430126 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|

O 430127 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|

430128 Fire Door ® Existing/In Use Fire Doors R.oss Hall Hos)

49129 Fire Door ® Existing/In Use Fire Doors R.oss Hall Hos|

43010 Fire Door ® Existing/In Use Fire Doors R.oss Hall Hos)

[ 49131 deepaktesting12345677 @ Existing/In Use Fire Door - 30min BOYLES MACHINE Tartarian Empir

[0 430133 12345789jgdcssssc @ Disposed Air Handling Unit RESUSCITATION TROLLEY C.TestRegionLc

[0 430134 testingbydeepak ® Expired Kingsway House DVR INCUBATOR Tartarian Empir

[ 430147 resare @ Disposed Pressure Vessel on DHW Heater R.oss Hall Hos)

[0 430148 test24e232 @ Existing/In Use Passenger Lift R.oss Hall Hos)

O 430149 wetret @ Disposed Passenger Lift R..oss Hall Hos|

10



20 Click "Delete"

wetret

==
[ Clear Selection m

[- L] DESCRIPTION STATUS TYPE SUB TYPE REGION
‘ Search ‘ ‘ Search | ‘ Search ‘ ‘ Search v ‘ ‘ Search | ‘ Search

O 430122 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|
O 430123 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|
O 430124 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|
O 430125 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|
O 430126 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|
O 430127 Fire Door @ Existing/In Use Fire Doors R.0ss Hall Hos|
430128 Fire Door @ Existing/in Use Fire Doors R.oss Hall Hos|
430129 Fire Door @ Existing/In Use Fire Doors R..0ss Hall Hos)
430130 Fire Door @ Existing/in Use Fire Doors R.oss Hall Hos|
O 430131 deepaktestingl 2345677 @ Existing/in Use Fire Door - 30min BOYLES MACHINE Tartarian Empir.
O 430133 12345789jgdcssssc @ Disposed Air Handling Unit RESUSCITATION TROLLEY C.TestRegionL¢
[0 430134 testingbydeepak @ Expired Kingsway House DVR INCUBATOR Tartarian Empir.
O 430147 resare @ Disposed Pressure Vessel on DHW Heater R.oss Hall Hos|
[0 430148 test24e232 @ Existing/in Use Passenger Lift R.oss Hall Hos|
[0 430149 @ Disposed Passenger Lift R.oss Hall Hos|

21 A confirmation box will appear asking you to confirm your selection for deletion.

Are you sure you want to delete (3) assets:

430128 - Fire Door
430129 - Fire Door
430130 - Fire Door




22 Once confirmed a confirmation message will be displayed.

~ Asset (] 7 o Assits successfully deleted.

Asset Register

oeo Q s

84,150 ‘ Individual Assets ‘ Asset Groups Displayl
D DESCRIPTION STATUS TYPE SUBTYPE REGION
Q Search Search Search v Search v Search v Search
i 430113 Fire Door @ Existing/ln Use Fire Doors R.0ss Hall Hospital
i 430114 Fire Door @ Existing/ln Use Fire Doors R.0ss Hall Hospital
i 430115 Fire Door @ Existing/ln Use Fire Doors R.0ss Hall Hospital
i 430116 Fire Door @ Existing/ln Use Fire Doors R.0s Hall Hospital
i 430117 Fire Door @ Existing/ln Use Fire Doors R.oss Hall Hospital
i 430118 Fire Door @ Existing/ln Use Fire Doors R.0ss Hall Hospital
i 430119 Fire Door @ Existing/ln Use Fire Doors R.oss Hall Hospital
i 430120 Fire Door @ Existing/ln Use Fire Doors R..0ss Hall Hospital
i 430121 Fire Door @ Existing/ln Use Fire Doors R.oss Hall Hospital
i 430122 Fire Door @ Existing/ln Use Fire Doors R.oss Hall Hospital

: 430123 Fire Door @ Existing/In Use Fire Doors R.oss Hall Hospital




