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& How To: Review and Edit an Inventory List

This tutorial will demonstrate how to filter and review an inventory list, mass edit the list and prepare it
for pricing or reporting.

Detail Activity Attachments Inventory

1. |Open a web browser (Chrome ©, Firefox & or Internet Explorer ‘J) and navigate to:
https://assuredsoftware.cloudforce.com.

2. |Login with your username and password (username is usually your email address).

3. Open the job you are working on and navigate to the Inventory tab.

4. Make a selection or a combination of selections using the filters.

Q Search Description, Tag, #.. €3 |Condition (All)| |Process (All) | | Cleaning Status (All)| | Location (All)| |Room (A1) | [Boxes (am| | + || & |

5. Select the Settings filter ‘L‘ and choose the columns you want to see.
6. Click on the photo thumbnail to review an enlarged image; scroll through using the arrow keys.
7. When finished, select the items you want to edit using the radio buttons, then click Edit.
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8. Review the selected items to be sure you are editing e (Nest] {Concel
the right items = Click Continue. C'“I':::;::::“”"’W“°"‘° perform on the selected 4 femis)
9. Select the item properties you want to bulk edit Doemedsy [y
- Click Next. ) Cleaning Status [ fone—
10. Review the changes are correct and click Confirm. @ Conditon  Cleanable ¥
Your inventory list will be instantly updated and will reflect e
[ BReesy
changes. Reset your filters L*® to continue reviewing and GReumed [ Trapezoss)
editing. £1Room I

For additional support or assistance, visit our online support portal, contact our technical support team at 1-877-
277-9933 or email us directly at support@assuredsoftware.com.
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