Bulk Update

Last Modified on 04/05/2024 10:44 am EDT
Pathway: Database > Bulk Update

The Bulk Update tool enables users to update specific information for accounts and sites in bulk by specifying a
Target Table, Target Field, and uploading a source file containing the change information.

BULK UPDATE DATABASE > BULK UPDATE

0 STATUS Pending ~  TARGET TABLE All ~  TARGETFIELD  All v Search Q
DESCRIPTION STATUS CREATED BY PROCESSED BY TARGET TABLE
Bill Group Update Pending Isabel Navarro (Inactive) Account Q
08/07/23 9:53 pm 08/07/23 9:53 pm
Site Bill Group Update Pending Isabel Navarro (Inactive) Site °
08/07/23 11:29 pm 08/07/23 11:29 pm
ADD BULK UPDATE BATCH

DESCRIPTION
TARGET TABLE v

TARGET FIELD v

UPLOAD SOURCE FILE  Select File... BROWSE...

Permissions

The following permissions are required to use the Bulk Update tool:
Permission ID Permission Name
351 Bulk Update

Field Descriptions

Field Description
Filters
Option to filter the screen by batch status.
Status
Option to filter the screen by the Target Table (Account or Site).
Target Table
Option to filter the screen by the Target Field.
Target Field

Screen Descriptions
Lo Displays the description that was entered when the bulk update batch was created.
Description
Displays the timestamp of when the batch was created and the status of whether the batch
has been processed and the batch has been updated or the it has been voided and did not

Status
complete.



Displays the name of the user who created the bulk update, along with a timestamp.
Created By

Displays the name of the user who processed the bulk update and the timestamp.
Processed By

TargetTable 1€ torgettableupdated by batch.

Add Bulk Update BatchPopup Window
The descriptive name used for reference.

Description
Whether account or site table is being updated.
Target Table
. The field on the account or site that is being updated.
Target Field

Upload Source The CSV file containing the information being uploaded to import.
File

Source File Requirements

Bulk Update Batch requires the user upload a source file to identify the accounts/sites the update
applies to and the field intended to be updated. Bulk Update only maps data based on the
Account/Site ID and not the account or site name.

In the example below, the user has specified the Target Table as 'Account' and the Target Field as 'Account Bill
Group.' Consequently, the source file must include an Account column listing every Account ID to which the
change applies, along with a Bill Group column containing the Bill Group ID to be assigned to the identified
accounts.

File Format Requirement: CSV

ADD BULK UPDATE BATCH

DESCRIPTION Bill Group Update

TARGET TABLE Account v

TARGET FIELD Account Bill Group v |

UPLOAD SOURCE FILE  Select File... BROWSE...

Account Bill Group ID

48925 12
19345 10
48954 17
41898 22
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Add Bulk Update Batch Steps

1. Click the green +to display the Add Bulk Update Batch popup.
2. Complete the following required fields.:
o Enter aname for the bulk update batch that gives a Description of what the update entails.
Select a Target Table.
Select a Field to update.
Select a Source File to import containing the Account or Site IDs and ID values for the target field bulk
update.
3. Click Save to open the batch in the Bulk Update Processing tool to complete processing.

o

o

o

Bulk Update Batch Processing

Once the Source File has been uploaded and saved the Bulk Update Processing tool will open to complete the bulk
update.

BULK UPDATE BATCH PROCESSING ?
DESCRIPTION bill group update

TARGET TABLE Account

TARGET FIELD Account Bill Group

ACCOUNT ID COLUMN Account v

ACCOUNT BILL GROUP ID

Bill Group ID v
COLUMN
ACCOUNT BILL GROUP ID
48925 12
19345 10
48954 17
41898 22

UPDATE

Processing Field Descriptions

Field Description
Lo Displays the descriptive name of the bulk update
Description
Displays the target table the update applies to.
Target Table

Displays the specific field that will be updated for accounts and sites the upload file
Target Field includes.

Account/Site ID Column  The account or site ID's that are included in the bulk update.



. The target field ID that will be updated when the bulk update is processed.
Target Field ID Column

Bulk Update Batch Processing Steps

1. Select which field name is assigned for each row to complete update process.
o Set the Account/Site ID Column to identify the account being updated.
o Set the Target Field Column to identify the values being updated.
o Click Update to start processing the bulk update.
2. A confirmation window will appear to confirm you would like to process the update and if'Yes' is selected,
the update will process and the Bulk Update Batch Processing Summary window will appear with the update
details.



