How to Update Fields on the Record Entry Screen

1. Query for the Record Entry you want to update.
2. Click the [image: ] button in the top left corner of the lower screen.

[image: ]





3. Proceed to make updates as needed. See table below for details about specific field types and buttons.

	Field Type
	Description

	Text field
	A text field allows you to type text directly into the field. You can click in the field and begin typing.

	
Text field with pop-up 
	Pop-up text fields allow you to enter long texts in a pop-up window

	Checkbox                
	Click the box next to a field to select or clear the check box. When you click an empty box, a check mark appears in the box. If you click a box that is selected, the check mark disappears.

	Drop-down list       [image: v_nextrec]
	A drop-down list allows you to click a down arrow button to the right of a field to select from a list of available values.

	Selection fields       [image: button_singleselect]   [image: button_multiselect]
	Used when you need to select from a list of associated records or you need the capability to select multiple values from a list.



4. Total # of Containers, Cubic Feet, Beginning Location, and Ending Location cannot be changed from the Record Entry screen. These values are pulled from the Assets tab.











Adding and Updating Asset Locations

1. Query for the desired record entry.
2. Click on the Assets view tab.
[image: ]


3. Click the check box within the Asset Location field of the first asset.


[image: ]

4. This opens the Pick Location applet in a separate window.















5. Fill in the fields indicated above as needed.  Stack is the only required element, but filling out more fields will provide a narrower result.  Remember to use leading zeros or the wildcard * for row, compartment, and shelf. Click Go (upper left corner).
	Parts of the location
	Archival Center
	Facility
	Stack
	Row
	Level
	Compartment
	Shelf

	Definitions for the parts of the location
	Physical location 
	Building
	Room
	Aisle
	Horizontal layer of shelves. 
	 Group of shelves between uprights.  
	The space where boxes are stored.

	Requirements
	2 numerical digits  
	2 numerical digits
	7 characters; use leading zeros
	3 numerical digits; use leading zeros
	1 numerical digit
	FDR uses letters.
3 numbers or 3 letters. 
 Use leading zeros. Numbers cannot be combined with letters except for leading zeros with letters.

	Always 2 numerical digits; use leading zeros

	Example
	32
	01
	0000M02
	002
	1
	00A
	01




6. Highlight the desired location and click OK.  If the status says Occupied, physically verify there is available space before choosing shelf.  To search again, click Query (upper left corner) and reenter search parameters. 
[image: ]

7. Clicking OK will cause the Asset Location field for that individual asset to populate with the selected location.  
[image: ]

8. If you have other assets that need the same location, the Asset Location can be copied and then pasted into the Asset Location fields of those assets.  

 


















9. You can also use the Change Records function to assign the same location to multiple assets at once. 
a. Highlight appropriate assets by holding CTRL + click 
b. Click on Edit menu and select Change Records
[image: Wor930]
c. In 1st Field to Change box, click on Field and choose Asset Location
d. In Value box, type or copy and paste the full Asset Location.
e. Click OK in the lower right hand corner.
f. The Asset Location will now be assigned for the selected assets.
[image: ]




How to add assets to an existing series
1. Go to Assets Tab.
2. In Starting Container # field, type the first number of the container you are adding to the entry. 
a. For example, the entry currently has Boxes 1-10. You are adding Boxes 11-15. Type Box 11 into the Beginning Container # field.
3. Type the appropriate container type in the Container Type field or click the checkbox [image: button_singleselect] to query for and select the type.
4. Update the # of Containers field to reflect the TOTAL number of containers in your series (sum of existing plus new containers)
a. If the entry already has 10 boxes, and you need to add 5 more, type 15 into this field.
b. Use the Calculator icon when needed.

[image: ]
5. Click the [image: Wor4E8] button.  The new assets will be added to the end of the list.

Using the [image: Wor77] button instead of the above process will create a single asset below the currently highlighted row. It is highly recommended that you limit using the New button whenever possible, as it duplicates the Sequence number and can cause sorting problems in larger entries.

If you need to change the order (or sequence) of the containers, you can modify the Container # and then change its sequence by using the [image: Wor4EA] or  [image: Wor4EB] buttons.  These will move the selected container up or down in the sequence (automatically updating the Sequence #) of containers associated to the record entry.


How to update container numbers

1. Within the Assets view tab of the Record Entry, highlight the assets you want to renumber. 
a. You can renumber specific portions or all assets within the record entry.
b. Use CTRL + click, CTRL + A, or Edit, Select All as needed
2. In the Starting Container # field, input the first number of the new numbering sequence.
3. Press the [image: ]button.
4. The assets will be renumbered starting with the number in the Starting Container # field.
[image: ]
* You cannot put alphanumeric box numbers in the Beginning Container # field.  Instead, manually change the number for the appropriate asset then proceed with the above steps for the remaining assets.*

How to update container types
1. Query for the Record Entry you want to update.

2. Navigate to the Assets view tab within the record entry.

3. Click into the Container Type field of the asset you want to change.

4. You can either manually type in the Container Code* OR use the pick applet to find the code.

5. To use the pick applet, click the checkbox [image: button_singleselect]. The system opens a new window listing all available container codes.

[image: ]

6. Click [image: ] in the top left corner. 
7. Fill in any field to locate desired container. Click [image: ] in the top left corner.




8. Highlight desired container code and press [image: ]

[image: ]

9. Repeat steps as needed. You may also use the Change Records feature for Container Type.

*If you manually type in a container code that doesn’t exist, the table listing all container codes will automatically pop up.













How to create a container list
1. Go to Assets view tab.
2. Click in Description column and type container contents.

[image: Wor4E9]



How to use the Change Records function

1. Select all assets using keyboard shortcut CTRL + A or clicking on Edit menu in top left hand corner and clicking Select All
a. Select specific assets by using CTRL + click 
2. Click on Edit menu and select Change Records
[image: Wor930]
3. The system opens a window with four Field to Change options.  See figure for included Field values.[image: ]

4. In the 1st Field to Change box, select a field. In the Value box below, type in the desired value. Use as many boxes as needed.
a. The value MUST be the same for all assets. If you need a different value for different assets, consider updating manually or in smaller groups.
b. If the value is from a picklist, such as Access Restriction or Status, the value MUST be spelled correctly. If not, the field won’t change.
5. Click OK.
6. Confirm values have been changed successfully.
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