
Search for Update Inventory Data — Criteria

Overview
The Property Accountability module Update Inventory Data process allows the ability to search 
for assets to update for a specific inventory.

Navigation
Inventory > Update Inventory > Update Inventory Data Search Criteria page

Procedures

Search for Update Inventory Data — Criteria

One or more of the Search Criteria fields can be entered to isolate the results. By default, all 

results are displayed. Selecting  at any point of this procedure returns all fields to the 
default "All" setting.    

 1. In the Search Criteria panel, narrow the results by entering one or more of the following 
optional fields. 

 l Select the Asset Management Type. 
 l Select the Accountable Type. 

 2. Select . The Update Inventory Data Search Results page appears.
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Search for Update Inventory Data — Results

Navigation

Inventory > Update Inventory > Search Criteria >  > Update Inventory Data 
Search Results page

Procedures

Selecting  at any point of this procedure removes all revisions and closes the page. 

Selecting  deselects the checked entries. Selecting  selects all present 
entries. 

Search for Update Inventory Data — Results

 1. Select . The Update Inventory Data Search Results page appears.

 2. Select  on the desired row(s).  appears, indicting the row(s) is selected.

 3. Select . The Update Inventory Data Selected Rows page appears.
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View the Asset Details

Note 

Bulk assets do not have an Asset Detail hyperlink.

Select the ASSET ID hyperlink. The Asset Details page appears.
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View the Asset Details

Navigation

Inventory > Update Inventory > Search Criteria >  > Search Results > ASSET ID 
hyperlink > Asset Details page

Procedures

View the Asset Details

Selecting  at any point of this procedure removes all revisions and closes the page.
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 1. Select the ASSET ID hyperlink. The Asset Details page appears.
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 2. Select . The Update Inventory Data Search Results page appears.
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View the Selected Update Inventory Data Rows

Navigation

Inventory > Update Inventory > Search Criteria >  > Search Results >  

(desired record) >  > Update Inventory Data Selected Rows page

Procedures

View the Selected Update Inventory Data Rows

Selecting  at any point of this procedure removes all revisions and closes the page.

 1. Select . The Update Inventory Data Selected Row page appears.

 2. Select . The Update Inventory Data page appears.
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Update Inventory Data

Navigation

Inventory > Update Inventory > Search Criteria >  > Search Results >  

(desired record) >  > Selected Rows >  > Update Inventory Data 
page

Procedures

Update Inventory Data

Selecting  at any point of this procedure removes all revisions and closes the page.
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 1. Select . The Update Inventory Data page appears.
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 2. Verify the Asset Data grid. 

 3. Complete the Update grid. 

Helpful Tip 

The recommended format is the first initial of the first name and the first seven 
characters of the last name.

Helpful Tip 

To delete the INV SUB LOC, enter the word "DELETE "in all capital letters into 
the data field for the INV SUB LOC.

 4. Select . The Update Inventory Transaction Status page appears.
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