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Updating & Deleting Assets in Bulk

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

1 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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2 Choose an asset clicking select.

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.
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4 Click "Edit"

5 A new form will pop up showing you the fields you can edit for Physical Info.
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6 Financials

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

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

11 Others free text.
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12 Or date and currency fields.

13 To update an asset selections location click change to in the location section at
the bottom of the screen.
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14 This will allow you to use the location picker to choose a new location or search for
one.

15 In this example we have searched for the word "office" and are selecting "Main
Office Room".
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16 Once you have made all your changes click "Save Changes".

17 A confirmation box will appear asking you to confirm your changes. If you are
happy click confirm.
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18 You will be returned to the Asset Register and a confirmation message will display
confirming those assets were edited successfully.

Deleting Assets

19 With the relevant assets selected in the same manor as above.
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20 Click "Delete"

21 A confirmation box will appear asking you to confirm your selection for deletion.
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22 Once confirmed a confirmation message will be displayed.


