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Introduction 
 

This guide is intended for members of staff who have equipment assigned to them and who wish to 

edit that equipment in RE@D. 

 

- If you are not an equipment contact you will not be able to edit any equipment 

- Equipment contacts can only edit items of equipment that are assigned to them 

- Equipment contacts can only edit certain fields of their equipment record as explained in 

this guide. 

- Equipment contacts can edit their equipment when they are logged in both on and off 

campus 

 

 

 

Selecting the item you wish to edit 
In order to edit an item of equipment, an equipment contact needs to log in to the database in the 

usual way: https://read.dur.ac.uk. 

 
 

 

Once logged in, search for the item you wish to edit. 

 
 

All items that are assigned to you will have a next to the item name. 

 

Click the  to open the record of your chosen item. 

 

  

https://read.dur.ac.uk/
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The Equipment Editing Screen 
The editing screen for an individual item of equipment looks like this: 

 
 

The editing rights for equipment contacts are as follows: 

 

Equipment Details Section 

Fields that can be edited Fields that can’t be edited 

Description Department 

Funding Source Department URL 

Building Campus 

Lab RCUK Match Funded* 

Portable Asset Register No 

Academic Contact Replacement Cost 

Technical Contact Maintenance Contract Start/End 

Technical Identifier Anticipated Life 

Share Internally Disposal Date 

Share Externally  

Manufacturer  

Model No  

Serial No  

Facility   

Service  

Facility or Service URL  

Facility or Service Contact   

*If an item of equipment received RCUK match funding it must be made available to share. 

 

The “Equipment Details” section of the editing screen contains different types of data field. 

 

1) free text fields 

The free text fields are: 

- Description, funding source, technical identifier, manufacturer, model no, serial no, 

facility/service URL and faculty/service contact. 
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- Building and lab are also free text fields (but there is a drop down list of existing entries for 

quick selection). 

 

Note: the character limit is 200 characters.  Please enter as much information as possible into the 

description and technical identifier fields as this will aid people when searching for the equipment 

they would like. 

 

2) radio buttons 

The radio buttons are: 

- Portable, share internally, share externally 

 

Note: please update the share internally and externally buttons if the availability of the 

equipment changes at points during the year to ensure that the database is up to date. 

 

3) drop down menus 

The fields with drop down menus are: 

- Academic contact, technical contact, Facility, Service 

 

Although the academic and technical contact fields are grey, they are still editable by clicking on 

the arrow and searching from the directory. 

 
 

Classifications Section 

Yes.  Equipment contacts can change this section. 

 

Purchase Orders Section 

No.  Equipment contacts are not able to change these details. 

NB – equipment owners can’t delete an item of equipment!!!!! 

 

 

Saving your changes 
Once you have entered the change you wish to make, click on “apply” at the top of the screen. 

 
 

Press “cancel/return” to return to the search screen after applying your changes (or to discard any 

changes that you have made but do not wish to apply). 

 

 

System Administrator Changes 

If you need to make an amendment to a field that you are not able to edit as an equipment contact, 

you will need to email read.support@durham.ac.uk with the details of the equipment and the 

change that needs to be made.  A system administrator will then make that change for you. 

  

mailto:read.support@durham.ac.uk
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Editing other fields 

Taxonomy 

Notes on the taxonomy and the fields within the taxonomy can be found at: 

https://www.dur.ac.uk/research.office/local/systems/equipment/ 

 

To edit the taxonomy of your equipment, click the  in the “Classifications” box: 

 
 

Select the appropriate taxonomy class from the drop down menu and ensure that the order ID is 

“primary”. 

 
 

Click on “apply” to apply your new taxonomy and then press “cancel/return” to go back to the main 

equipment editing screen. 

 
 

 

 

 

  

https://www.dur.ac.uk/research.office/local/systems/equipment/
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Linking Sub-items 

If a piece of capital equipment is actually a sub-item of another piece of equipment, this should be 

shown in the equipment database. 

- Sub-items will not appear within search results as pieces of equipment in their own right.  

Instead, the parent item will show up in the search results with a hyperlink to the sub-item 

record 

- It is really important that sub-items are marked in the database to make search results more 

accurate 

- If you are filling out the form to add a new item to the database and it is a sub-item of an 

existing piece of equipment, please mark this clearly on the form so that it can be added 

correctly 

 

 

To link a sub item to a parent item, search for the parent item and go to the editing screen. 

 

 
 

Click “link new item” in the “linked sub items” section: 

 
 

Click on the arrow to the right “inventory item”. 

 
 

A list of all of the items that you are the equipment contact for will appear in a dialog box. 
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Select the item that you wish to be linked as a sub-item and then press “link item”. 

 
 

You will automatically be returned to the main equipment editing screen where you will see your 

sub-item listed: 

 
 

 

Removing a linked sub-item 

To remove a link to a sub-item, go to the equipment editing page for the parent item and click the 

 on the “linked sub items” record. 

 
 

The following screen will appear: 

 
 

Click the “remove link” button.  The link will be removed and you will automatically be returned to 

the equipment editing page where you will see this message. 
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Adding attachments 

It is possible for an equipment contact to add files to the equipment record.  For example health and 

safety information, guidance on how to use the equipment, a photo of the equipment. 

 

Click on “attach file” in the “attached files” section. 

 
 

The following screen will appear: 

 
 

Click “browse” to select the document that you wish to upload. 

Enter the title of the document 

Select the content type (either “document” or “image”) 

 

Click “submit” to attach the document to the equipment record. 

 
To open the document, click on the filename hyperlink. 

 

Please note: the attached file will not appear when somebody searches for your item.  It is there 

for your reference. 

 

Deleting/Editing attachments 

To delete an attachment from the record of an equipment item, go to the equipment editing screen 

and click the  on the “attached files” record. 

 

 
To delete an attachment, click “delete”.  The file will be removed and you will automatically be 

returned to the equipment editing screen. 

 
 

To edit the details of the attachment, make your necessary amendments and then click “apply”.  You 

will then need to click “cancel/return” to go back to the equipment editing screen.  
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Deleting Equipment from the Database 
Equipment owners are not able to delete items from RE@D.  This needs to be done by a system 

administrator.  

 

If you are disposing of the item of equipment, you need to complete the "Capital Asset Disposal 

Form". This can be downloaded from the Procurement Website.  The form will be sent to the 

research office as part of the disposal process and it will be marked as deleted on RE@D. 

 

 

 

Support for the Equipment Database 
If you have any questions about RE@D or would like some support in how to use it, please email 

read.support@durham.ac.uk. 

https://www.dur.ac.uk/procurement/local/staff/forms/
mailto:read.support@durham.ac.uk

