
Quick Edit

Home Screen

This is the Home Screen in Asset Keeper Pro with our Sample Data File selected. There are 13
assets in this file and 4 depreciation methods.

In this example of how to use the Quick Edit option, we are going to change one of the sort code
fields so that it can be used in generating an Arizona personal property report. To generate the
Arizona personal property report, we have to enter an identifying code in one of our sort code
fields so that it can be properly grouped for the report.

We will first go to the Asset Listing to show that the Sort Code that we want to change for Arizona
personal property is actually blank.
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Asset Listing

This is the Asset Listing with Sort Code #5 selected as the sort order. In column 1 of the grid the
contents of Sort Code #5 is displayed. Note that all assets currently have no value in Sort Code
#5.

Next we will change these using Quick Edit. We will close the Asset Listing and return to the Home
screen.
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Quick Edit in the Assets Menu

The Quick Edit option is in the Assets menu.

When you select his option, you will be prompted to create a backup of your file.
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Quick Edit Screen

The Quick Edit screen allows you to make changes to your asset data very quickly.

The steps to make changes are outlined at the top of the Quick Edit screen.
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Field to Change

First, we select Sort Code #5 from the list of fields that can be changed using the Quick Edit
option.
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Select Assets to change

We don't need to change the Depreciation Method because the field we selected is an "asset"
field. Note in the "Field to Change" says "Sort Code 5 (Asset field)". This means that the field is
part of the asset data, rather than specific to a method (such as book, tax, state, AMT, etc.).

Now we need to indicate what assets we want to change, so we will click the Select Assets button
to do that.
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Select Assets screen

This is the Select Assets screen. Note that this is a visual process, that is, you can actually see
what assets are available to change. You indicate which ones you want to change by clicking the
check box in the last column of the grid. Since we want to change them ALL, we'll just click the
Select All button at the bottom of the screen.

By default, all assets in your file will be listed, but there is a combo box at the top of the screen
that allows you to apply filters that will show specific assets.
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All asset selected

This is the Select Assets screen after we clicked the Select All button. Return to the Quick Edit
screen by clicking the Close button.
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Quick Edit

We are back at the Quick Edit screen and you can see that we have our 13 assets selected as the
ones we want to edit. Now we click the Edit button at the bottom of the screen.
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Edit Screen

We are now at the Edit screen so we can change our Sort Code #5. This looks like a complicated
screen, but as you'll see, it's really very straight-forward. There are actually two different screens
that can be used to change sort code or account number fields. This one is used when you want to
assign a code to a large number (or all of) your assets. The other screen (called Quick Entry) is
better if you want to enter unique values for each asset. For example, if you want to enter a serial
number for each asset, the Quick Entry screen is optimized for that purpose.

The Edit screen is broken into 2 parts. On the left side is a grid listing all the assets that we
selected. Note that the 13 assets that we selected are displayed in this grid.

There is a dark gray line that has another grid showing what codes have been created for Sort
Code #5 that we can actually assign to our assets. Currently, we have not created any codes that
we want to assign to Sort Code #5, but we'll do that next.

So our first step is to create a code that we want to assign to our assets. In this example, let's
assume that we have to enter the code "PT7" (short for property type 7) in Sort Code #5 for all
assets. To create the code, we click the Account Setup button.
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Account Setup

This is the Account Setup screen before "PT7" has been created as a code to be assigned to Sort
Code #5. You click the + button at the bottom to add a new Sort Code #5.
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Account Setup - New code created

This is the Account Setup screen after the PT7 code has been created. Now we click the Done
button to return to the Edit screen so we can assign it to our assets.
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Edit Screen - account setup code created

This is the Edit screen after the PT7 code has been added to our Account Setup file. As you can
see, it now appears in the list of Codes that we can assign to our assets.

To do this, we first highlight all the assets on the left, then click the PT7 code on the right, then
click the Assign button at the bottom of the screen.

By the way, there are a number of ways to highlight assets in the grid on the left. You can hold the
CTRL ( CMD on a Mac ) key down and click the ones you want to change, or click on one then
SHIFT-CLICK on another one and all assets in between are all selected, or you can click and drag
to highlight a group of assets.
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Edit screen - after assigning code

This is what the Edit screen looks like after we've assigned the PT7 code to all assets.

Even though it looks like our assets are changed, they really haven't. Nothing happens that can't
be reversed until you click the Apply button at the bottom of the screen.
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Apply Changes

When you click the Apply button you will be asked to confirm that you want to apply these changes
to your file.
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Changes Applied!

In the blink of an eye, all your changes are applied to your assets.
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Ready for more changes

After your changes have been made, you are returned to the Quick Edit screen and you can make
more fast changes.

By the way, note the Quick Entry checkbox. If you check this option, you are presented with a
different edit screen that is optimized for entering unique values for each asset.
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Asset Listing shows changes

This is the Asset Listing one more time showing that indeed our assets have all been change.
Note that Sort Code #5 now contains our PT7 code that we assigned to all assets.

Quick Edit is just one example of the way the data you enter in Asset Keeper Pro remains dynamic
because it can be changed in seconds rather than hours. As your needs change, Asset Keeper
Pro provides the tools to meet those needs without requiring needless editing of asset after asset.
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