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RSWeb Overview

Overview

Welcome to RSWeb, the Record Storage World Wide Aésless tool. With
RSWeb, you have control over your own stored rezerdven though they are
stored off-site. RSWeb allows you to access yocone center's RS-S@ldatabase
and perform many tasks yourself, eliminating tetaphcalls and
miscommunications. Through RSWeb and your Intecbanhection, you can now
order services, check the status of your ordeiduadate the information associated
with your stored items.

Logging In
Security is important to you and your records. RBWaspects that and requires that

everyone who logs in have a current User Name asdword. These names and
passwords are set up through your record center.

1“{ |"“|1 EIL‘ RSWeb.NET
. d

Please enter login information

User Mame |carol

Password

English +

RSWeb NET 3.05.14 Copyright © 2008 O'Neil Software, Inc. All rights rezerved.

NOTE: The screen displays the last User Name to loyd. can clear it and type
in another user.

Enter your User Name and Password in the appregiigtls. If more than one
language is available, click the drop down arrowtne the language field to select
the desired language. Click thegin button.

RSWeb® Client User Guide
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Once you log in, the main screen appears. Menwptlisplay along the left side of
the screen.

ll‘ t-- " 1 E I L O Neil University Welcome CAROL
o d Logout

@ Home = {4} Home |f) Inventory

= Intro

Select the add/edit forms you would like as your default forms. so Check inventory, perform simple or advanced queries, add and edit

= My Preferences they are easily available each time you log in. You can also change items in inventary, perform global edits, save your own inventory

= Change Password your password and perform administrator functions. lists and much more!
= User Admin
* Each inventory type has its own menu options and grid for entering
L) Inventory 2 information. You can perform rapid data entry or edit multiple items
» Getting Started on one grid and still view the items on another grid with just a click
« Container of the mouse
= Filefolder
= Tape =
» Document (& Order Order Express
» Document Image Depending on your configuration, you can place requests for Place quick orders using different options depending on how much
= pickups, deliveries, senices, materials, reports, and document you know abaut the items.
;@ Order & images from the record center. First, add your requests into the

Cart. After confirming that all is correct, check out your requests to
Satigisiated the record center. You can also check the status of your orders
Order Express anytime.

Cart

Order Status

RSWeb.NET 3.06.230 Copyright ® 2008 O'Neil Software, Inc. All rights reserved. Session will timeout in approximately 57:58 minutes.

Home

From theHome menu, you can read an introduction of RSWeb, deter your
default forms for data entry, and change your pasdwf your record center has set
up a User Administrator, you can also set up nesvsuand determine which areas of
RSWeb they can access.

Inventory

Through this option you can access your existingest items and actually update
information associated with them. You can also ael items to the system.

Order

Any time you need to have something delivered fthenrecord center or have
something picked up by the record center, you cdardhe appropriate service here.
Schedule orders for specific items, schedule pjpsaf new items, order supplies,
order reports, or other services (copying, faxatg,). Items are placed in the cart
and when you are ready, you can place an orderc#nuhen check the status of all
existing orders. You can also place quick ordensgu®rder Express.

Time Out Feature

RSWeb has a built-in time out feature. A timer tigp at the bottom of each page to
reflect the approximate time before the sessiohtimkout if no activity occurs. The
timer counts down in 15-second intervals. Wheretsglown to five minutes, the

text turns maroon and it begins counting down egegond. When the timer reaches
zero, the text turns red and changes to "Sessi®tithad out. Please log in again.”
You will be required to log in again in order tontimue working.

Logout

The Logout link in the top right corner allows ytmlog out of RSWeb when you
are finished.

2.

RSWeb Overview
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Home

Introduction

Thelntro menu option is considered to be the home page Wéts It is the page
that displays when you log in to RSWeb. It givdwiaf overview of RSWeb.

'l‘ tr B 1EIL O Neil University Welcome CAROL
A Logout

| (P mp— % Home () mventory

= Intro

Select the add/edit forms you would like as your default forms. so  Check inventory, perform simple or advanced queries, add and edit
they are easily available each time you log in. You can also change items in inventary. perform global edits, save your own inventory

= Change Password | your password and perform administrator functions. lists and much mare!

= User Admin

= My Preferences

Fa Each inventory type has its own menu options and grid for entering
\k) Inventory & information. You can perform rapid data entry or edit multiple items
on one grid and still view the items on another grid with just a click

Getting Started
of the mouse.

= Container
= Filefolder
= Tape ]
u Document L& Order Order Express
« Document tmage || Depending on your configuration. you can place requests far Place quick orders using different options depending on how much
) pickups, deliveries, services, materials, reports, and decument you know about the items.
{g Order x images from the record center. First, add your requests into the
y Cart. After confirming that all is correct, check out your requests to
i cetinglstated the record center. You can also check the status of your orders
= Order Express anytime.
= Cart
= Order Status
RSWeb. NET 3.06.230 Copyright © 2008 O'Neil Sofiware, inc. All rights reserved Session willtimeout in approximately 5758 minutes.

Data Entry Form Preferences

Forms are used for inputting data when you areraddr editing items. Thily
Preferences menu option is used to set the default forms thpear. Your record
center may have set up custom forms for you. Iflsey are available to select. If
your record center has not set up any additiomah$othe only choice available is
the default form.

NOTE: This feature determines the form that first appdy default. If additional
forms are available, you can always switch to asotime before entering data.

From theHome menu, seleduly Preferences . The following screen appears.

RSWeb® Client User Guide
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1"! " ||||1EIL‘ O'Neil University Welcome CAROL
. Logout

Please select default forms.

Container Forms

JXMI[RSWeb NET Container Add Intermediate ol
Edit| RSWeb.NET Container Edit Intermediate * |
Global Edit | RSWeb NET Container GlobalEdit ]
Filefolder Forms
Add [RSWeb NET Filfolder Add Intermediate * |
Edit| RSWeb.NET Filefolder Edit Intermediate * |
Global Edit| RSWeb.NET Filefolder GlobalEdit * ~|
Quick Add
Tape Forms
Add [RSWeb NET TAPE Add Intermediate * ¥
Edit| RSWeb. E Edit Intermediate * v
Global Edit [RSWeb NET Tape GlobalEdit ]

RSWeb.MET 3.03.00 Copyright @ 2007 O'Meil Software, Inc. All rights reserved. Seszion will timeout in approximately 58:45 minutes.

For each of the fields, use the drop down arromade your selection. Where there
is only one choice available, the field is grayed ®hen you have finished, click
Submit .

Change Password

TheChange Password menu option allows you to change your own password

From theHome menu, selecChange Password .

1” r' " 1 E I L ‘ O'Neil University Welcome CAROL
. Logout

User Name

Old Password ||

MNew Password

Confirm New Password

RSWeb.NET 3.03.10 Copyright ©® 2007 O'Neil Software, Inc. All rights rezerved. Session will timeout in approximately 59:45 minutes.

The User Name field is automatically populated grad/ed out. Enter your Old
Password. Next, enter your New Password and tyggsiin to confirm. Click
Change to change the password.

User Admin

User Admin allows an administrator (set up by ymgord center) to do the
following:

4 . Home RSWeb® Client User Guide



add/modify users
add/assign model users
deactivate users

delete users with no activity
modify function access
modify account access
modify available reports

From theHome menu, seledtser Admin .

‘“!" " 1EIL O'Neil University
i

Q\ : Options Results Search
S°8 Home =

Welcome CAROL
Logout

Intro < User Code Last Name First Name User Status Item Secunty ... ‘Item Secunty ... "

My Preferences

Change Password

User Admin

-

l) Inventory &1
m Getting Started

= Container

= Filefolder

n Tape

= Document

= Document Image

=
% Order S
= Getting Started
= Order Express
= Cart
= Order Status <

Page 1 of 1

RSWeb.NET 3.06.230 Copyright ® 2008 O'Neil Software, Inc. All rights reserved. Session will timeout in approximately 59.45 minutes.

Add a User

NOTE: Only a Web User Administrator can add new users.

To add a new user, from ti@ptions menu, selecAdd .

RSWeb® Client User Guide
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‘ﬂ[ wﬁEIL@ O'Neil University Welcome CAROL
4 Logout

User Information

User Code | | Last Name
Password i First Name
Confirm New Password | Language :-Engllsh =
[JRequire Password Change User Status | Active |

Item Security Code

Notification Address o :
Bl Model User L v
Clone User Infarmation
Account Access List Column Format Groups
Function Access List Default Column Formats
Report Formats

Web Forms

Sort Format Groups

£ <€ <
£ ] = =

Query Groups

User Palicy Information

[Submit} { Reset Form ‘ { Back to Results J

RSWeb.NET 3.05.235 Copyright & 2008 O'Neil Software, Inc. All rights reserved. Session will fimeout in approximately 53:30 minutes.

User Information

User Code Enter a code that the system will use to ideritify user. It
must be unique in the record center's RS-SQL dambEhis is what the
user will type when logging into the system. Tlsigirequired field.

Password Enter the password the user will type to logihisTis a required
field.

Confirm New Password This field allows you to re-type the password to
make sure you didn't inadvertently type a wrongrabter. If you enter
different characters in the Password and Confirrw [Rassword fields, the
system warns you when you cli€kibmit . This is a required field when
the Password field has been changed.

Require Password Changelf selected, the next time the user logs into
RSWeb, they will be prompted to change their pasgwbhey must change
their password to continue. When selected, anyingipassword policies
are ignored for the password entered by the Adtnait. However, the
new password entered by the user will need to cpmvjih the password
policies.

Last Name Enter the last name of the user. This is a requield.
First Name: Enter the first name of the user. This is a resylifield.

Language Select a language for the user. Depending on wdatrecord
center has set up, there may be only one languagiale.

User Status Select whether the user is Active or InactiveisTh set to
Active by default when adding a new user.

Item Security: Select the item security code to assign to tle. % access
an item, the user’s item security code must mataxoeed the code
assigned to the item. The Administrator can onlg&dtem security codes
that are equal to or lower than what they themsehave.

Email: Enter an email address for the user (optional).

6 - Home RSWeb® Client User Guide



Model User. To have this user reference a model user, diekdrop down arrow
and select a model user. Referencing a model usansrithe following attributes of
the model user will apply to this user.

account access list
function access list

web forms

web column format groups
web sort format groups
web query groups

Unlike cloning, which copies this information froome user to another, referencing
a model user means if a change is made to the msdel it is automatically made to
any user that references that model user.

NOTE: This field is only visible if a model user hasbecreated.

Clone User Information: This section allows you to clone user accessimétion
from another user. This can save you a tremendoosiat of time. Even if the
access you want to give a user is slightly differéammay still be faster to clone from
another user, and then make your changes.

NOTE: If information is originally cloned and then a d& user is selected, the
cloned information is saved. It is ignored, buteshgo that if the model user is ever
unselected, the user then reverts back to the dlsetings.

Account Access List Account Access determines what accounts the user
will have access to. Click the drop down list ttesea user to clone
account access from. Only users the Administradsrdtcess to appear in
the list. If none is selected, the new user will nave access to any
accounts.

Function Access List Function Access determines which features of
RSWeb, the user will have access to. Click the dimpn list to select a
user to clone function access from. Only usergtministrator has access
to appear in the list. If none is selected, funttacess is set to No for all
functions.

Report Formats: Report Formats include all the information that i
determined when you print a report, such as Pridé&tup, Sort Order, and
Column Format. Click the drop down list to seleciser to clone report
formats from. Only users the Administrator has asde appear in the list.
If none is selected the new user will not have ss¢e any reports.

Web Forms. Web Forms are all the custom data entry formdahla to
the Web user. Click the drop down list to seleaser to clone Web forms
from. Only users the Administrator has access peapin the list. If none
is selected the new user will not have accessydams.

Column Format Groups: Column Formats determines which columns
appear in grids. Click the drop down list to sekectser to clone column
format groups from. Only users the Administratos hacess to appear in
the list. If none is selected the new user willyomhve access to the default
column format.

Default Column Formats, Default Column Formats determines which
column format to use as the default if more tha@m fommat exists. Click the
drop down list to select a user to default colummmfats from. Only users

RSWeb® Client User Guide
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the Administrator has access to appear in thellisbne is selected the new
user will only have access to the default coluntmfat.

Sort Format Groups: Sort Format determines the order in which data is
sorted in grids. Click the drop down list to selaatser to clone sort format
groups from. Only users the Administrator has aetesppear in the list. If
none is selected the new user will only have actei®e default sort
format.

Query Groups: Query determines which search queries are avaitalithe
Web user in each grid. Click the drop down lissédect a user to clone
query groups from. Only users the Administrator dasess to appear in the
list. If none is selected the new user will not d@eccess to any queries.

User Policy Information: This section displays information that is specié
password policies. If the User Policy setting isattled by your record center, this
section will be grayed out and you cannot edit it.

Last Password ChangeDisplays the last time the user’s password was
changed.

Last Invalid Password Displays the most recent date/time that an invali
password was entered by the user.

Invalid Login Attempts : Displays the number of consecutive invalid login
attempts. It is set to zero if the most recentdagtempt was successful.

User Locked Out This is automatically set if the user violated ttockout
Policies set by the Record Center. If a user ikddmut, clear this check
box to unlock them.

Once the fields are completed, cliskbmit to save the new user.

Edit an Existing User

To edit an existing user, load the user onto tie and from theDptions menu,
selectEdit.

8 .

Home

RSWeb® Client User Guide



Make the desired changes and clgikbmit .
When an administrator edits their own record, sfields are unavailable.

Global Edit Existing Users

To edit several existing users at once, load tkeesusnto the grid and from the
Options menu, seledBlobal Edit . The User Admin Global Edit form appears.

NOTE: A limited number of fields are available for gadkedit.

Make the desired changes and clgikbmit to save.

NOTE: You cannot global edit the Clone User Informatssetion for a user that
references a model user. If such a user is in gtmiral edit list, you will receive a
warning message letting you know.

RSWeb® Client User Guide Home - 9



The user logged in cannot include themselves ilolad edit. If the Administrator is
selected in th&ser Admin grid, whenGlobal Edit is selected the following
message appears.

Click OK and the User Admin Global Edit form appears. Clearaye applied to all
selected users except the user logged in.

Delete an Existing User

To delete an existing user, load the user ontgtiteand from théptions menu,
selectDelete. The following message displays.

Click OK to delete the user.

NOTE: The Administrator cannot delete themselves froemRS-SQL database, and
they can only delete users that have not yet pmddrany work. Users that have
performed work cannot be deleted from thger Admin grid. To ensure these users
cannot log in to RSWeb, they should be set to Imadh theUser Edit dialog.

Add a Model User

The Model User feature was designed to allow yotréate a model user that other
users can then reference for the following attelut

account access
function access
forms

column format groups
sort format groups
guery groups

This works similar to cloning; however, when chasigee made to the model user,
they are automatically made to all users that esfee the model user.

NOTE: When a user references a model user, the agsbnherited from the model
user cannot be modified for the user. Changes npnbe made to the model user.

10 -
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To create a model user, from tbeer Admin grid, Options menu, selecAdd
Model User .

Enter a User Code, First Name, and Last Name thighelp you easily identify this
as a model user.

In the Clone User Information section, use the dtown list to select which user
you want to clone from for each of the attributd@hen you have finished, click
Submit .

NOTE: Model users cannot log in to RSWeb.

Global Edit Model Users

When global editing model users, the Language, B&#us, Item Security Code,
and Require Password Change fields are ignored. fi@idls selected in the Clone
User Information section will be updated.

RSWeb® Client User Guide Home - 11



Function Access

This menu option is used by the Administrator td fahction access for users. This
determines which features the user will have actesehe only function access
records that appear are the ones that the Adratisthas access to.

NOTE: The Administrator can view his own function accbsit cannot change it.

Edit

To edit function access for a user, load the ustw the grid and from th@®ptions
menu, seledEunction Access.

All available functions appear. Select the functmeess you want to change, and
from theOptions menu, seledEdit.

Use the drop down arrow to change the Access &ietticlickSubmit . Access for
the selected function is changed.

Global Edit

To edit more than one function access at a timectthe functions you want to edit.
From theOptions menu, seledBlobal Edit .

12 -
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Use the drop down arrow to change the Access &ietticlickSubmit . Access for
all selected functions is changed.

Account Access

The Administrator can use this menu option to addount access for users. The
only accounts that appear are the ones that thamstnator has access to.

NOTE: The Administrator can view his own account acdagscannot change it.

Edit

To edit account access for a user, load the ugertba grid and from th©ptions
menu, selecAccount Access.

Select the account access you want to edit, amd fh@Options menu, seledEdit .

Use the drop down arrow to change the Access &ietticlickSubmit . The selected
account access is changed.

RSWeb® Client User Guide Home - 13



Global Edit

To edit more than one account access at a timegtdble accounts you want to edit.
From theOptions menu, seledGlobal Edit .

Use the drop down arrow to change the Access éietticlickSubmit . Access for
all selected accounts is changed.

Rules Applied When Changing Account Access

When the account access of an account is chartigadyihave an effect on its
parent or child account. The following rules arplaga when changing the account
access. The behavior is dependent on the Usersult@ccess Type.

RS-SQL User’s
Account Access
Type

In RSWeb
Change Account
Access From

Result

None By
Default

NO to YES

This action will add the account to the-R
SQL User Access grid (which can be foun
in RS-SQL Administration undeédptions ,
User, Users, Account button).

You can set the account access to Yes fo
account only if you have access to its parg
account.

If this is a L2/L3 account and L1 account
access is No, you receive the following er
message “User does not have access to
parent account(s). You must give the usen
access to the Level 1 and/or Level 2
accounts before this account.”

This also applies if you want to change L3
account and L2 account access is No.

an
nt

or

YES to NO

This action will delete the account fridm
RS-SQL User Access grid.

If you are trying to set the account access
No for a parent account, you need to set
access to No for its sub-accounts first.

If the user has access to sub-accounts of
account, those accounts must be removeq
first. Otherwise, you receive the following
error message “Sub-accounts of this acco|
exist in the account access for this user. Y

his

Lint
ou

must delete those sub-accounts before
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deleting this account.”

All By Default | YES to NO

This action will add the account to the RS
SQL User Access grid.

If you set access to No for the parent

account, it also removes access to all sub}

accounts of this account.

NO to YES

This action will delete the account frdm
RS-SQL User Access grid.

For a sub-account, you can set access to
for the account only if you have access to
parent account. If you don’t have access t
its parent account, the account you are try
to set access to Yes for will still be deleted
from the RS-SQL User Access grid. The
account access of this account will be
activated only if the parent account is also
set to Yes.

If you set account access to Yes for a par
account, all the sub-accounts are setto Y
as well with one exception. If the sub-
accounts of the parent account were
previously added to the RS-SQL User
Access grid, these accounts will remain s¢
to No.

If you set access to Yes fora L2 or L3
account and the L1 account access is No,
L2 account access will remain set to No
until the L1 account is also changed from
No to Yes. In this case, both accounts will
become Yes. There will be no warning
message. This also applies if you want to
change a L3 account and the L2 account

Yes
its

ing

PNt
ES

—

the

access is No.

Reports

The Administrator can use this menu option to egfibrt access for users. The only
reports that appear are the ones that the Admatisthas access to.

NOTE: The Administrator can view his own report acdasscannot change it.

Edit

To edit report access for a user, load the user thet grid and from th®ptions

menu, seledReports.
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Select the report access you want to edit, and frm@ptions menu, seledEdit.

Use the drop down arrow to change the Access &ietticlickSubmit . The selected
report access is changed.

Global Edit

To edit more than one report access at a timegtsble reports you want to edit.
From theOptions menu, seledGlobal Edit .

Use the drop down arrow to change the Access &ietticlickSubmit . Access for
all selected reports is changed.

Cart Access/Global Edit Cart Access

These options allow the administrator to edit abgl edit theAllow Admin to
Modify Cartcheck box for users. When set to Yes, the admat@stcan delete or
check out items from the user's cart. The admartistrcan also view orders
submitted by this user.
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The user logged in cannot edit their own cart agomsinclude themselves in a
global edit. If the administrator is selected ie thser Admin grid, whenGlobal
Edit Cart Access is selected, the following message appears.

Print / Export

You can print or export from tHdser Admin grid, the same as all other grids in
RSWeb.
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Inventory

Introduction

The beauty of RSWeb and its connection with yoaoreé center's RS-SQL program
is that you can access your stored items and &ctyadate the information
associated with them. You can also add new iteris. Makes data entry easier,
eliminates duplicating labor, and ensures accuracy.

Containers, Filefolders, Tapes, and Documents bagh their own menu options
and grid for entering information. You can add ri,ems at the click of a button, or
conduct a query to find all the existing items\drich you want to edit data. The
database at the record center will be searchedthanitems that meet our criteria
will be loaded onto your screen. Once the itemdaaded, you can click each one
and edit any of the fields for each item. You ckso @lobally edit several items at
once.

Menu Options

TheGetting Started menu option provides an overview of the Inventgptians as
well as links to some of the most commonly usetuies.

TheContainer , Filefolder , Tape, andDocument menu options each bring up a
grid. Each of these grids has several menu optwa#able along the top of the grid.
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The menu options are the same for the Containkxfoléer, and Tape grids. The
menu options for the Document grid are slightlyefiént.

Options

Add

This option is used to add new items. It is desatilm detail later in this chapter.
Edit

This option is used to edit existing items thatédhbeen loaded on the grid and
selected for editing. It is described in detaiétan this chapter.

Global Edit

This option is used to edit multiple items at theng time. It is described in detail
later in this chapter.

Add to Cart (Container, Filefolder, Tape only)

Once items have been loaded on the grid, you qachtbem directly to the cart.
SelectAdd to Cart and the following screen appears.

Click OK to continue. The following screen appears.

Use the drop down arrow to select the type of serybu want for these items. Enter
a Requestor name and Cost Center if desired. Yowalsa include a comment for
the record center. When you are finished, chckl to Cart . The following

summary appears confirming the items have beendaiddine cart.
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Click theView Cart button to view the items in the cart.

View Description (Container, Filefolder, Tape only)

This option is used to view the Description, if anests, for an item.

The description view supports the following andeems them into links:
http
WWw
mailto

For example, if www.oneilsoft.com is included irettiescription, clicking on the
reference will take you to that website. The sasrteuie of email references, so
clicking on mailto:jsmith@bank.com will attemptitovoke an email program with
the To: field completed automatically.

NOTE: The links bring up the URL in a separate brows@dow. When you close
the browser or email program, you are returnethédescription screen.

Click theBack to Results button to return to the Inventory grid.

View Contents (Container, Filefolder, Tape only)

This option works the same as the View Descriptiption, but displays Contents
for an item rather than the Description.
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View Keywords (Document only)

This option works the same as the View Descriptiption, but displays Keywords
for a document.

Print

This option is used to print the data displayedamid. When this menu option is
selected from within any grid, the data in the gsiflormatted into a printable black

and white table.

The default font size is 8 pt. Click the drop doavrow to change the point size. You
can use your browser's Print Preview feature tchegethe page will look when
printed. Click thePrint Page button to print the table.

Export

All grids in RSWeb have an Export feature. Thiewat you to export data to a .txt
file that can be viewed in Microsoft Excel.
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Load the data you want to export onto the gridnfrtbeOptions menu in any grid,
selectExport . TheExport Grid dialog appears.

By default, the Delimiter is a comma (,) and theo@g around fields check box is
selected. Both settings can be changed.

Click theDownload button to begin the export. Tiiée Download dialog gives
you the option t@®pen or Save the file.

Click Save, and theSave As dialog appears.
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Enter the path where you want the file saved. Yaaso rename the file. Click
Save when you have finished.
Choose Column Format

This option is used to determine which columns appa the grid. Custom formats
may have been created for you by the record center.

To change to a different format, click the drop daavrow and make your selection.
A description of the format displays in the Destiap field. When you have made
your selection, clicilSubmit . Click Back to Results to return to the grid.

Results

Select All

This option is used to select all items on a githen an item is selected, its row
appears with a dark blue background.

Unselect All

This option is used to unselect all items on a.grid

24 .
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Invert Selection

After selecting several items in a grid, you magide to make a change to all the
other unselected items. In this case you can irtlierselected items. This causes all
selected items to become unselected, and all wtsdlgems to become selected.

Clear All

This option clears all items from the grid.

Clear Selected

This option clears only selected items from thel.gri

Find / Find Next

TheFind menu option is used to locate a particular iten ithéisted in a grid. If
your grid spans several pages you can us€itite menu option to locate an item
quickly, rather than scrolling through each page.

Click the drop down arrow to select the field yoantito use, and then enter the
value. For example, you may want to find itemsaniygrid that are of a certain
container type. Select Container Type and therr ¢iméetype of container in the

value field. To include embedded text in your skaselect the Search for embedded
text check box. Cliclind to locate the item in the grid.
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The first item matching the value entered is higffied in the grid. To continue
searching for the next item that matches the vahiered, use tHéind Next menu
option.

Sort

This option is used to determine which columns ywaunt your grid sorted by.
Custom sort options may have been created for yahédrecord center.

To change to a different sort order, click the ddopvn arrow and make your
selection. A description of the sort order displaythe Description field. When you
have made your selection, cli€kibmit . Click Back to Results to return to the
grid.

Save to List

This option is used to save a list of items thatehlaeen loaded onto a grid. You can
then use théoad from List menu option (see below) to quickly load that saiste |
of items any time you need it.

Load all the items you want to appear in your hdake sure they are selected. Then
from theResults menu, selecBave to List .

Enter a name for the list and cli€ave. The list is saved and can now be used
again. ClickBack to Results to return to the grid.

Search

Quick Search

This option provides quick queries that have beeated by the record center.
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Click the drop down arrow next to the list of quiglteries to make your selection. A
description of the quick query displays in the Dggion field. Depending on the
quick query selected, additional fields may disgtayyou to enter data. When you
have made your selection and entered any requatd dickQuery. The query

runs and all data matching the criteria is loadei ¢he grid.

NOTE: The query name field displays the last queryciett The last data that was
entered also displays.

Advanced Search

Using Advanced Search you can specify your criteria, view the results/ofir
search, and determine which items to add to thie Tarconduct a search, from the
Search menu, selecAdvanced Search . The following screen appears.

The top box displays all criteria for the searclit &sdefined. To add additional
criteria, clickAdd More . To remove criteria, clicbelete.
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In the lower section, you can define the criteaayfour search. Click the drop down
arrow to select a field and then select an operamditional input fields become
available depending on the field and operator sedec

Operator options include the following (dependimgtioe field selected).

Is Equal To Returns only items that match the eatéext
exactly.

Is Not Equal To Returns all items that do not mdtehentered text.

Is Less Than Returns all items that are less tharentered text.

Is Less Than or Equal To Returns all items thatless than or equal to the
entered text.

Is Greater Than Returns all items that are grehter the entered
text.

Is Greater Than or Equal To Returns all items #natgreater or equal to the
entered text.

Contains Returns all items that contain the entérrd
anywhere within it.
Begins With Returns all items that begin with timesed text.

Type the constant in the input field, and thenkchdd . For some fields you can
enter multiple constants.

NOTE: If you select a field that is required, and use s Equal To operator, you
cannot leave the input field blank. If you do, aroemessage is generated.

Select the Clear All Items Currently on Grid chédk if you want to clear all
existing items from the grid before your results eturned. Otherwise, the new
results will be added to the existing items alreadyhe grid.

After you have entered all the criteria for youarsd, clickSubmit . RSWeb
accesses the RS-SQL database at the record cadteoaducts your search. All
items matching your criteria are loaded onto thesitiory grid.

If you find that you did not get all the searchulésyou were looking for, you can
return to the Search screen and query again.

Load from List

Once a list of items has been saved, it can bestbadain.

Click the drop down arrow to select the list younvio load. ClickLoad to load the
list. The list of items is loaded onto the grid.

You can also delete lists from this dialog by sterthe list and clickindpelete.
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Containers

The Container grid is used to load containers foictv you want to enter
information. To access the Container grid, fromlthentory menu, select
Container .

NOTE: The Container grid can be sorted by column. Glinka column heading to
sort in ascending order. PreéSgl and click on a column heading to sort in
descending order.

Add New Containers

New containers can be added to your account usB\Wyéb. Once the information is
entered and submitted, it is added to the datadtatbe record center.

To add a new container, from tptions menu, selecAdd . The default Container
Add form appears.
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If you want to use a different form, click the doamow next to the Available Forms
field and make your selection.

Enter your data in the appropriate fields. An askenext to a field indicates that it is
a required field. Date fields bring up a calen@&ome fields may contain a drop
down list for you to select from. The following k&tyokes can be used for easy
navigation within a drop down selection list. Ird#@n, the drop down list can be
closed by double clicking anywhere in the form.

Keystroke

Action

Up/Down arrow

Moves the cursor up/down to selewivain current page

Home

Moves the cursor to the first row in the eatrpage

End

Move the cursor to the last row in the curpade

Ctrl + Page Down

Displays the next page

Ctrl + Page Up

Displays the previous page

Ctrl + Home

Displays the first page

Ctrl + End

Displays the last page

Left arrow

Moves the scroll bar left (if it is siva)

Right arrow

Moves the scroll bar right (if it ie@wn)

Page Down

Moves the scroll bar down (if it is shdwn

Page Up

Move the scroll bar up (if it is shown)

Enter

Selects a value, closes the drop down atgifpcus on the
display

Esc

Closes the dropdown and puts focus on théagisp

Once you have completed the fields, cl@kbmit .
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Continue entering as many containers as neceds#msn you have finished entering
data, clickBack to Results to return to the Container grid. The containers you
have entered appear in the grid.

Search for Existing Containers

To search for existing containers, from 8®arch menu, select eith&uick
Search or Advanced Search . Both of these menu options are described in the
Menu Optionssection earlier in this chapter.

Edit Existing Containers

Data for existing containers can be edited usingvBlS. Once data is edited or
added and submitted, it is changed in the datadiztbe record center.

To edit data for a container, you must first lolae tontainer onto the grid. When the
container is loaded and has been selected, fro@ptiens menu, selecEdit. The
default Container Edit form appears.

NOTE: You can also bring up the default Edit form byt clicking on an item in
the grid.

If you want to use a different form, click the doamow next to the Available Forms
field and make your selection.

Make your changes or enter new data in the apmtapfields. An asterisk next to a
field indicates that it is a required field. Sonelds contain a drop down list for you
to select from. Date fields bring up a calendarc®you have completed the fields,
click Submit .

Continue making necessary changes to any otheaioaens. The changes you have
entered are sent to the database at the recorer cent
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Global Edit Containers

Global edit is used when you want to globally egiveral items at once. Make sure
all containers you want to edit are selected orgtite and from th®©ptions menu,
selectGlobal Edit . The default Container Global Edit form appears.

Because any information you enter in this dialolj affect more than one item, no
container information is displayed. Proceed withtimm. It is easy to inadvertently
delete or change information already entered foordainer.

To global edit a field, first select the check bkt to the field name. Next, enter
the information you want to appear in that field &l the containers. Be aware that
if a check box is selected but the field is lefirik, the field will be edited to blank
for all the containers. Only select the check bdreshe fields you want to edit.

When you have finished making changes, cclbomit . The changes are made and
you are returned to th@ontainer grid.

Retention Information

When adding/editing an item, after tBabmit button has been clicked, the
retention information related fields are checkedds if the calculated destroy date
has changed and whether the record series is cal Hedd.

If the record series is on Legal Hold and the auriestroy Date is blank and the
Permanent Flag is set to Yes, the item is saveubwitprompting you because
nothing changed. If the Destroy Date is not blanthe Permanent Flag is set to No,
you receive the following prompt.
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If you select “Clear Destroy Date and set the PeenaFlag to Yes” and click
Submit , the Destroy Date will be cleared, the Permanéay ®ill be set to Yes,
and the record will be saved.

If you select “Override Legal Hold status and keapent Destroy Date” and click
Submit , no changes are made and the record is saved.

If the current Destroy Date is blank and a new BgsDate has been calculated, the
Destroy Date will automatically be updated with ttaéculated Destroy Date and the
record will be saved without prompting you.

If the current Destroy Date is not blank and thiewated Destroy Date is different
from the current one, or if the current Permandag) ks Yes, you receive the
following prompt.
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If you select “Use calculated Destroy Date” andlcbubmit , the Destroy Date will
be set with the calculated date, the Permanentwilabe set to No if necessary, and
the record will be saved.

If you select “Keep current Destroy Date” and cl&kbmit , the record will be
saved with the current Destroy Date and Permanagt F

Filefolders
The Filefolder grid is used to load filefolders f@hich you want to enter
information. To access the Filefolder grid, frome thventory menu, select
Filefolder .
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NOTE: The Filefolder grid can be sorted by column. Elim a column heading to
sort in ascending order. Pre38l and click on a column heading to sort in
descending order.

Add New Filefolders

To add a new filefolder, from th@ptions menu, selecAdd . The default Filefolder
Add form appears.

If you want to use a different form, click the doamow next to the Available Forms
field and make your selection.

Enter your data in the appropriate fields. An askenext to a field indicates that it is
a required field. Some fields contain a drop doisthfbr you to select from. Date
fields bring up a calendar. Once you have complgtedields, clickSubmit .

Continue entering as many filefolders as neces¥dhgen you have finished entering
data, clickBack to Results to return to the Inventory grid. The filefolderswo
have entered appear in the grid.

Search for Existing Filefolders

To search for existing filefolders, from tBearch menu, select eithéuick
Search or Advanced Search . Both of these menu options are described in the
Menu Optionssection earlier in this chapter.

Edit Existing Filefolders

Data for existing filefolders can be edited usirfg\Reb. Once data is edited or
added and submitted, it is changed in the datadictbe record center.

To edit data for a filefolder, you must first lotiek filefolder onto the grid. When the
filefolder is loaded and has been selected, framOtions menu, selecEdit. The
default Filefolder Edit form appears.
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NOTE: You can also bring up the default Edit form byt clicking on an item in
the grid.

If you want to use a different form, click the doarmow next to the Available Forms
field and make your selection.

Make your changes or enter new data in the ap@tpfields. An asterisk next to a
field indicates that it is a required field. Sonelds contain a drop down list for you
to select from. Date fields bring up a calendarc®©you have completed the fields,
click Submit .

Continue making necessary changes to any othésléilers. The changes you have
entered are sent to the database at the recorercent

Global Edit Filefolders

Global edit is used when you want to globally editeral filefolders at once. Make
sure all filefolders you want to edit are seleat@edhe grid, and from th@ptions
menu, selecGlobal Edit . The default Filefolder Global Edit form appears.
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Because any information you enter in this dialolj affect more than one item, no
filefolder information is displayed. Proceed witlwtion. It is easy to inadvertently
delete or change information already entered fidefolder.

To global edit a field, first select the check bkt to the field name. Next, enter
the information you want to appear in that field & the filefolders. Be aware that
if a check box is selected but the field is lefirik, the field will be edited to blank
for all the filefolders. Only select the check bsxer the fields you want to edit.

When you have finished making changes, cclbomit . The changes are made and
you are returned to the Filefolder grid.

Tapes

The Tape grid is used to load tapes for which yauatvio enter information. To
access the Tape grid, from thieventory menu, selectape.
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NOTE: The Tape grid can be sorted by column. Click @olamn heading to sort in
ascending order. Pre€drl and click on a column heading to sort in descemdin
order.

Add New Tapes

To add a new tape, from ti@ptions menu, selecddd . The default Tape Add
form appears.

If you want to use a different form, click the doarmow next to the Available Forms
field and make your selection.

Enter your data in the appropriate fields. An askemext to a field indicates that it is
a required field. Some fields contain a drop doisthfor you to select from. Date
fields bring up a calendar. Once you have compl#tedields, clickSubmit .

Continue entering as many tapes as necessary. Yhemave finished entering
data, clickBack to Results to return to the Tape grid. The tapes you haveredte
appear in the grid.

Search for Existing Tapes

To search for existing tapes, from tBearch menu, select eith&uick Search or
Advanced Search . Both of these menu options are described irMéeru Options
section earlier in this chapter.

Edit Existing Tapes
Data for existing tapes can be edited using RS\@eloe data is edited or added and
submitted, it is changed in the database at therdesenter.

To edit data for a tape, you must first load theetanto the grid. When the tape is
loaded and has been selected, fromQpdons menu, selecEdit. The default
Tape Edit form appears.
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NOTE: You can also bring up the default Edit form byt clicking on an item in
the grid.

If you want to use a different form, click the doarmow next to the Available Forms
field and make your selection.

Make your changes or enter new data in the ap@tpfields. An asterisk next to a
field indicates that it is a required field. Sonelds contain a drop down list for you
to select from. Date fields bring up a calendarc®you have completed the fields,
click Submit .

Continue making necessary changes to any othes.tdpe changes you have
entered are sent to the database at the recorer cent

Global Edit Tapes

Global edit is used when you want to globally editeral tapes at once. Make sure
all tapes you want to edit are selected on the gnd from théptions menu,
selectGlobal Edit . The default Tape Global Edit form appears.
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Because any information you enter in this dialolj affect more than one item, no
tape information is displayed. Proceed with cautlois easy to inadvertently delete
or change information already entered for a tape.

To global edit a field, first select the check bkt to the field name. Next, enter
the information you want to appear in that field & the tapes. Be aware that if a
check box is selected but the field is left blathie field will be edited to blank for all
the tapes. Only select the check boxes for thdgigbu want to edit.

When you have finished making changes, cclbomit . The changes are made and
you are returned to the Tape grid.

Documents
The Document grid is used to load documents fockwibu want to enter
information. To access the Document grid, fromlthentory menu, select
Document .
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Add New Documents

New documents can be added to your account usivgeRSOnce the information is
entered and submitted, it is added to the datadiabe record center. To add a new
document, from th©ptions menu, selechdd . The Document Add form appears.

Document Section

Code: Type the code in this field, or use theto Gen button to auto generate a
code. TheAuto Gen button is only available if it has been set up/byr record
center.

Description: Type a description for the document.

Additional Info: In this field you can type any additional informeat you want to
include for the document.

Position: Use to describe the position of the document éncibntainer/filefolder.
Document Type Use the drop down arrow to select the type oidzent.
Document types are set up by your record center.

Contained-In Section

In this section, indicate whether the document ise contained in a filefolder or a
container. Complete the fields based on the selegitbu make. You must enter
either a Code or an Alternate Code and Account.

Code Enter the code for the filefolder or containeattbontains the document. To
add a new filefolder, cliclAdd Filefolder .

Alternate Code: If you do not know the code, you can enter therahte code
instead.

Account: The account field is filled in automatically basmuithe Contained-In
information entered.
Keywords Section

Use this section to add keywords for the docuniBmty can be used to search on
later. You can add keywords, edit existing keywprdidete a keyword, or delete all
keywords at once.
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Click Submit to save the new document.

Edit Existing Documents

Data for existing documents can be edited using BSW@nce data is edited or
added and submitted, it is changed in the datadtetbe record center.

To edit data for a document, you must first loagl dlocument onto the grid. When
the document is loaded and has been selected tifi@®ptions menu, seledEdit.
The Document Edit form appears.

NOTE: You can also bring up the Edit form by doublekiing on an item in the
grid.

Make your changes or enter new data in the apmtpfields. Some fields contain a
drop down list for you to select from. Once you daempleted the fields, click
Submit .

Global Edit Documents

Global Edit is used when you want to globally etiveral items at once. Make sure
all the documents you want to edit are selectetheryrid, and from th®ptions
menu, selecGlobal Edit . The Document Global Edit form appears.

Because any information you enter in this dialolj affect more than one item, no
document information is displayed. Proceed withticaw It is easy to inadvertently
delete or change information already entered fdlo@ment.
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To global edit a field, first select the check bkt to the field name. Next, enter
the information you want to appear in that field &l the documents. Be aware that
if a check box is selected but the field is lefirit, the field will be edited to blank
for all documents. Only select the check boxesHerfields you want to edit.

When you have finished making changes, cclomit . The changes are made and
you are returned to tHeocument grid.

Add Document Imaging Requests to Cart

Individual documents cannot be ordered for delinarRSWeb. However, you can
request that an image be made of the documenydlatan then view in RSWeb. To
add a document imaging request to the cart, fran®ftions menu, selecAdd
Document Imaging Requests to Cart . The following prompt displays.

Click OK to continue.

Complete the fields. Imaging Instructions is a iegglifield. If you are adding more
than one document imaging request to the carteasdime time and you want the
information entered here to apply to all the itesect the Apply to all marked
documents checkbox. Otherwise, when you chdkl to Cart , each additional
request displays so you can enter the informatidividually.

When you have completed the fields, clis#td to Cart .
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The imaging request is added to the cart.

Add FF/Container to Cart

Individual documents cannot be ordered for delinarRSWeb. However, you can
order the filefolder or container that contains deeument. From th®ptions
menu, selecddd FF/Container to Cart . The following prompt appears.

Click OK to continue.

Complete the fields and clickdd to Cart
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The filefolder or container is added to the cart.

View Keywords

To view keywords for a document, from t©ptions menu, selectiew
Keywords .

Click Back to Results to return to théocument grid.

Image

An image of a document can be scanned and stotthe iatabase for viewing in
RSWeb. Thémage menu takes you to tHegocument 'xyz' Image grid which
displays a list of all images that have been scafmethe selected document.
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From this grid, you can then edit, delete, vievwpont the image. For more
information on these menu options, see@oeument Imagsection.

View Image

TheView Image menu option allows you to view the images forsb&ected
document.

A thumbnail view of the image displays. The imagsatiption displays above the
image. The document the image belongs to displatseaop of the screen. If you
selected multiple images in the grid, you can hsd’tev andNext buttons to move
between the images.

Click Download to download the image to your computer. CNGkw Original or
click on the image itself to view the image inatsginal size and proportion.
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You can then zoom in by clicking on the image, aaall to view the entire
document.

When you have finished viewing the images, cBeck to Results to return to the
Document grid.

Viewing a PDF File

If the image is a PDF, there will not be a previgwhe image. A PDF icon appears
instead.

Click the PDF icon or th¥iew Original button to open the image. Click
Download to download the image to your computer.

NOTE: You must have Adobe Reader installed to viewitizge.
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Viewing a TIFF File

If the image is a TIFF file you will see a previefithe image. When you click the
image or theView Original button, the following dialog appears.

Click Open to save the image to a temporary folder, and thgplay the image.

Viewing a GIF File

If the image size is larger than 13.1 megapixelsjli not display. Instead, you
receive the following dialog.

Click Open to save the image to a temporary folder, and thgplay the image.

Document Image

An image of a document can be scanned and stotthe idatabase for viewing in
RSWeb. To view an existing image, click thecument Image menu. The
Document Image grid allows you to view images for multiple docume
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Search for the documents whose images you warnéte v

Edit

The Edit menu allows you to edit certain information regagdan image. You
cannot, however, edit the image itself.

Document Code To edit the document that this image belongs$yfme the new
document code or click the drop down arrow andcselelocument.

Sequence Sequence is used to identify what order multiplages appear in.

Auto set sequenceSelect this check box if you want the systemutmeatically
increment the sequence as images are added.

Reference:This field allows you to type some sort of idemtifthat can help group a
set of images together.

RSWeb® Client User Guide Inventory - 49



Description: This is a description of the document.

To view the image you are editing, clighew Image . TheReset Form button
resets the displayed data back to its originalvalefore any editing was done.

To save your changes, cli@ubmit .

Delete

To delete a document image, click thelete menu option. The following prompt
appears.

Click OK to delete the image.

NOTE: If more than one image exists for the documeniy the selected image is
deleted. There is no global delete function avéldbr images.

View Image

TheView Image menu allows you to view the image.

A thumbnail view of the image displays. The imagsatiption displays above the
image. The document the image belongs to displatgeaop of the screen. If you
selected multiple images in the grid, you can hsd’tev andNext buttons to move
between the images.

Click Download to download a copy of the image to your compuidick View
Original or click on the image itself to view the imagétmoriginal size and
proportion.
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You can then zoom in by clicking on the image, aaall to view the entire
document.

Viewing a PDF File

If the image is a PDF, there will not be a previ@whe image. A PDF icon appears
instead.

Click the PDF icon or th¥iew Original button to open the image. Click
Download to download a copy of the image to your computer.

NOTE: You must have Adobe Reader installed to viewitizge.
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Viewing a TIFF File

If the image is a TIFF file you will see a previefithe image. When you click the
image or theView Original button, the following dialog appears.

Click Open to save the image to a temporary folder, and thgplay the image.

Viewing a GIF File

If the image size is larger than 13.1 megapixelsjli not display. Instead, you
receive the following dialog.

Click Open to save the image to a temporary folder, and thgplay the image.

Print

To print a list of image information, select thesiges and from th@ptions menu,
selectPrint . The following print dialog appears.
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Click Print Page to print the image information. Clidkack to Results to return
to theDocument Image grid.
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Order

Introduction

Ordering products and services from your recorderehrough RSWeb is the heart
and soul of the software. This is where you gostothe record center to deliver
those backup tapes to your facility. It's here ftat go to order more boxes for all
those files that need to go into storage. And wymnneed to have all those neatly
packed boxes taken back to the record centeristtiie place to arrange it.

Getting Started

TheGetting Started menu option provides an overview of the Order opgtias
well as links to some of the most commonly usedtuies.

Cart

The Cart works similar to the shopping cart featheg you may have used on many
shopping websites. You can load items into the aiadtthen when you are ready to
place an order, select the items you want incluateticreate an order or workorder.
Items remain in your cart until you remove thenuntil they are placed on an order
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or workorder. The cart can contain requests fovdees, pickups, materials,
reports, or services.

NOTE: The cart only applies to the user logged in. &heuser will have their own
cart containing only the items they have addednsteemain in the cart after you log
out, so they will still be there the next time ylog back in.

Add Items to Cart

To access the Cart, from trder menu, selecCart. The Cart grid appears and
displays any items that have been added to it.

NOTE: The Cart grid can be sorted by column. Click @olimn heading to sort in
ascending order. Pre€drl and click on a column heading to sort in desceapndin
order.

To add items to the cart, from tAeld to Cart menu, select the menu option for
what you want to add. The options include the foif:

Items: This is used for physical items (containersfdilders, tapes) that you want
picked up or delivered. They already exist in théatlase at the record center.

Bulk Items: This is used when you have containers, filef@der tapes that need to
go to storage, but they either don't have barcalel$ yet or you don't want to list
them individually.

Materials: This is used for items that you can purchasedoeive) from the record
center. Commonly this includes containers of vagisizes and barcode labels.

Services This includes any miscellaneous services thatpaht request of the
record center.

Reports: This is used for reports that can be ordered ftoerrecord center.
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Items

To add items to your cart, from tiAeld to Cart menu, seledtems. You then have
three different menu choicelSnter Items , Search & Select , Load from File .

Enter Items

This menu option is used when you know the Barardbe Alternate Code and
Account for the items you are adding to the camintheAdd to Cart menu,
selectitems, and therkEnter Items . The following screen appears.

Service Type Click the drop down arrow and select the typse¥ice you want.

Item Type: Click the drop down arrow and select the typéexh (container,
filefolder, tape).

Entry Type: Click the drop down arrow and select whether goeigoing to enter
Barcodes or Alternate Codes, or Description ifitam is a filefolder or tape.

Requestor Enter the name of the person making the requiést.field is optional.
Cost Center. Enter a cost center. This field is optional.

Barcode or Alt Code and Accountor Description: Enter the barcode for each item.
Or, if you selected Alt Code in the Entry Type digénter the alternate code of each
item along with your account if you know it. Folefolders or tapes, you can choose
to enter a description. Use tiiab key to move between fields.

The Barcode is the barcode label that is attaohi¢ldetitem. The record center uses a
laser scanner to scan that barcode every timddheis moved, so their RS-SQL
software can always identify and locate it.

The Alt Code is the internal identifier that yowgahe item for your own
identification. If the Alt Code has been enterein ithe record center's software, the
software can use it, along with your account infation to identify the container.
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RSWeb and the RS-SQL software that your recordecerses identify account in
three levels. The Level 1 Account usually refergdar company. The Level 2
Account usually refers to a department within yoompany. Then within
departments, RSWeb can identify a third level, ppgha cost center, with the Level
3 Account. Your record center may not use all theeels.

If you only enter the Alt Code, there may be mdr@ntone item that matches the Alt
Code. In this case, the software looks for a ptessitatch. If there is more than one
item found for the Alt Code, a link titled 'Selétams to add' is displayed to the right
of the row. Click the link to go to the Item Entgrification page to select the items
to add to the cart. For more information, seeltéa Entry Verificatiorsection later

in this chapter.

The Description is the text entered in the Desitnipfield when a filefolder or tape
was added to the system. If you don't know the tedk@scription, you can enter a
partial description and use %. RSWeb searchesfpdascription that contains the
partial text entered. If there is more than onmifeund for the description, a link
titled 'Select items to add' is displayed to tightiof the row. Click the link to go to
the Item Entry Verification page to select the itetm add to the cart. For more
information, see them Entry Verificatiorsection later in this chapter.

NOTE: You can enter up to 50 items at one time.

When all items have been entered, clald to Cart to add the items to the cart.

A message displays at the top of the screen indgabw many items were added to
the cart. ClickBack to Cart to return to the cart.

If an item cannot be added to the cart, a spe@ficmessage or link is displayed to
the right of the entry row and a general error ragess displayed at the top of the

page.
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Click Clear Items to clear the entry and error message. Cliekk to Cart to
return to the cart.

Item Entry Verification

When an Alt Code is entered that belongs to maaa tine item, the following error
message and links appear on the screen.

Click the 'Select items to add' link to view thenit Entry Verification screen.

All items with the matching Alt Code display. Sdléte check box in the Add
column next to the item or items you want to adiickCAdd to Cart to add the
selected item to the cart and return to the ItentsyEscreen.

NOTE: Only items belonging to accounts you have actesse displayed.
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Search & Select

If you will be adding several items to your ordgou may want to use ttgearch &
Select feature. Usingearch & Select you can specify your criteria, view the
results of your search, and determine which iteoredd to the cart.

From theAdd to Cart menu, seledtems, and therSearch & Select . The
following screen appears.

Select whether you want to search for Containaksfdfders or Tapes. The
following screen appears.

Click the drop down arrow next to the list of quigleeries to make your selection. A
description of the quick query displays in the Dggion field. Depending on the
quick query selected, additional fields may disgdtayyou to enter data.

Select the Clear All Items Currently on Grid chédk if you want to clear all
existing items from the grid before your results eturned. Otherwise, the new
results will be added to the existing items alreadyhe grid.

When you have made your selection and enteredeaquyred data, clickQuery .
The query runs and all data matching the criteriaaded onto the grid.
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When the results you want have been added to thecl$& Select grid, you can
select them and add them to the cart.

Load from File

You have the ability to submit Web orders for adiitems by loading the list from
an external text file.

NOTE: The maximum number of upload rows allowed is deieed by your record
center.

From theAdd to Cart menu, seledtems, and therLoad from File .

Service Type Click the drop down arrow and select the typsaice you want.

Item Type: Click the drop down arrow and select the typéerh (container,
filefolder, tape).

File: Type the name and path of your file, or cl&lowse to locate the file.

Separator. Click the drop down arrow and select the sepaitsfme. This is what
separates the fields of data in your file.

Type of Criteria: Click the drop down arrow and select the typerderia used in
your file.

Requestor Enter the name of the person making the requiést.field is optional.
Cost Center. Enter a cost center. This field is optional.
Comments Enter any additional comments you want the receirtter to receive.

When you have entered all information, cllolad List to add the items in the file
to the cart.

A dialog appears telling you how many items werecessfully added to the cart and
if any errors occurred.
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Click Print Page to print out this page to use as a reference marehing the error.
Click Cancel to close the dialog. If errors occurred, you atamed to the File
Upload dialog so you can correct any mistakesolérrors were found, you are
taken directly to the cart.

The items in your file have been added to the axadtare selected so they are easily
identifiable.

Bulk Items

This menu option is used when you have contaiffiégflders, or tapes that need to
go to storage, but they either don't have barcablel$ yet or you don't want to list
them individually. It can only be used for itemauywant the record center to pick up
or items you are going to drop off at the recordtee

From theAdd to Cart menu option, sele®ulk Items .
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Service Type Use the drop down arrow and select whether yont We record
center to come pick up the items, or whether yeugaing to take the items to the
record center.

Quantity : Enter the number of containers, filefolders, &gaqaks that are going to the
record center. This allows the record center toarglke they have enough space in
the truck. If you are dropping the items off at teeord center, they may need to
plan how much assistance you will need. The maxiquantity allowed is
determined by your record center. If you enter miper larger than the maximum,
the field is changed to the maximum quantity an@mar message displays at the
top of the page.

Comments When adding bulk items to the cart, you can dbsdhe item by

entering container, filefolder or tape commentse§hcomments are then transferred
to the final workorder. You can enter a single lipeto 81 characters. Once the
order is checked out to a web order and the recemnter converts the web order to a
workorder, these comments are posted to the Woekdidtes with the web user's
name.

When you have finished entering information, clig#d to Cart and the items are
added to the cart.

Materials

Materials are items that you can purchase (or vegdiom the record center.
Commonly this includes containers of various sieed barcode labels. Your record
center determines what materials are availableridering.

From theAdd to Cart menu, seledWaterials .
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Material : Click the drop down arrow to select the matey@l want to order.
Quantity : Enter the quantity you are requesting.

Requestor. Enter the name of the person making the requiést. field is optional.
Cost Center. Enter a cost center. This field is optional.

Comments Enter any additional comments you want the receirtter to receive.

When you have finished entering information, cligdd to Cart and the materials
are added to the cart. Cliflack to Cart to return to the cart.

Services

Services are any miscellaneous services that yghtmequest of the record center.
Let's say that you need to look at a documentishiata container in the record
center, but you really don't need to have the doetalelivered to you; nor do you
really need the original document. You could planeorder for the record center to
find the document and fax it to you. Your recordtee will determine what services
are available, but they may include things likeirigx photocopying, or repacking.

From theAdd to Cart menu, selecBervices .

Item Type: Click the drop down arrow to select the type erfvice you are
requesting.

Quantity : Enter the quantity.

Requestor Enter the name of the person making the requiést.field is optional.
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Cost Center. Enter a cost center. This field is optional.
Comments Enter any additional comments you want the receirtter to receive.

When you have finished entering information, cludd to Cart and the services
are added to the cart. Cliflack to Cart to return to the cart.

Reports

This menu option is used to order reports fronréwdrd center. Your record center
has taken the time to set up custom report prdfegou. These have been created
so that your report displays the information yountvand looks the way you want it.
You have the options of changing the setting imddile; however, keep in mind that
any changes you make can affect the outcome ofngmart. For example, changing
the font point size or the number of columns digpthmay exceed the page width
and cause your data to truncate. If a report igriating out properly for you,
contact your record center and they can adjust poafile accordingly.

From theAdd to Cart menu, seledReports .

Report Type: Click the drop down arrow and select the report want to order.

Report Profile: Select the report profile you want to use. Youwordocenter may
create custom profiles for you for each of the repavailable. A profile is just a set
of printing options that is customized and assigtaeea specific report for your
convenience. If more than one profile has beentedear the report you selected,
they appear in this field. You still have the optimf making changes to the print
options.

Requestor Enter the name of the person making the requiést.field is optional.
Cost Center. Enter a cost center. This field is optional.
Comments Enter any additional comments you want the receirtter to receive.
When you have finished entering information, clieéxt.

The Report Options screen for the report and mrgfiu selected appears. The
values that have been selected by your record redisi@ay, but you can make
changes to any field.
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Title: Your record center has given your report a tifigou want to change it, type
a new title in the Title field.

Fonts: In the Fonts section, the default font and sizpldy. You can, however,
select a different font. Your options are Arial,uCier, Courier New, or Times New
Roman. Additional fonts may be available if theyravset up by your record center.
You can also change the font size to anything betv&and 12 points. When you
make a change to the font, the Override all defaults check box is automatically
selected. If you want to override all fonts incluglicolumn heading and details of
the report, leave the box checked. Remember, yamard center has set these fonts
for you and tested them to make sure they prinpgny. Next, you can change the
orientation to portrait or landscape.

Margin Offsets: The Margin Offsets fields indicate the marginatthave been set

up for your report. You can change the margin®if want. Click the down arrow
next to the field to select the margin you wantdti want all your margins to be the
same, select the Equal Margins check box. Whertgeleif a change is made to one
of the margins, the others are automatically chdrigenatch.

Report Options: Select the Combine Level 2 with Levebr the Combine Level 3
with Level 2 check box to combine results for thwe taccount levels.

Select the Summary Only check box to print sumniaigrmation. Select the Print
Descriptions check box to include all data in thes€ription field for each item on
the report. Check the Print Contents check bordtute all data in the Contents
field for each item on the report.

Report Options: This section of the screen displays Report Ogtidie available
choices will vary depending on the report you hsetected.

Once you have made any desired changes, Niick. The Report Columns screen
appears.
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If a Title was entered in the previous screenpiears at the top of this screen.

Columns: All the columns that are available for your repeme listed in the
Columns section. Any column with its check box stdd will print. If the check box
is cleared, the column will not print on the rep&fou cannot change the order in
which the columns will appear. You can only dedfdeu want them to print or not.

Sort Order: In the Sort Order section, you can set your refwosort in any order
you like, with certain limits. If there are predeténed sort criteria, the first couple
fields are filled in and you may not be able toramthem. Click the down arrow to
the right of the field to see the list of fieldsatlwill appear on the report. You can
choose to sort by any of them. You can also chtmbave the fields sort by
ascending or descending order by clicking the damwow next to that field.

When you are finished making any changes, dlekt. If a customized query has
been assigned to the selected profile by your tecenter, it will appear.

NOTE: If a customized query has not been assigned by ngzord center, this
screen will not appear and you can clidd to Cart to add the report to the cart.

Enter the required data and clidkld to Cart . The report request is added to the
cart.
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Document Imaging Request

In the Cart, you can add a request for an imadpetmade from a document. The
image can then be viewed in RSWeb. FromAtd to Cart menu, select
Document Imaging Request

Document Code Enter the document for which you want an imageendf the
document is not already in the database, didd Document to add a new
document.

Requestor Enter the person requesting the image. This feetiptional.
Cost Center. Enter a cost center. This field is optional.
Comments Enter any additional comments for the record eent

Image ReferenceThis field allows you to type some sort of idéieti that can help
you group a set of images together.

Image Description Type a description of the image.
Imaging Instructions: Type any special imaging instructions for yowra center.

Click Add to Cart to add the request to the Cart. Add another régaeslick
Back to Cart to close the dialog and return to the Cart. You maw submit your
order as you normally would.

Once your request has been fulfilled by the recarmter, you can view the image in
RSWeb. Load your order onto tlrder Status grid. If it has been fulfilled, a link
appears in th®rder Detail dialog.
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Click the link to download or view your image.

Edit Items in Cart

You can edit some information for items that acpt in the cart. In the cart, select
the item and from th®ptions menu, selededit. The following screen appears.
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Information regarding the item displays at the ¢éphe screen. This information is
read-only. Depending on the type of service youegiing, you may be able to edit
the Quantity, Requestor, Cost Center, and Comniiefds.

NOTE: If the item was identified with a specific barepdhe Quantity field cannot
be changed.

When you have made your changes, cligldate . Click Back to Cart to return to
the cart.

View Details of Items in Cart

To view the details of an item in the cart, frore @ptions menu, selectView
Detail . The following screen appears.

To return to the cart, click tHgack to Cart button.
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Create Order/Workorder

Once you have added items to your cart, and atyteaplace an order, you need to
create an order or workorder. This is what actusdigds your request to the record
center.

Each item you add to the cart is given a trackingniber. Once you create an order
or a workorder, a batch number is assigned togitmip of orders/workorders. A
batch can have one or a number of items assigné&dytour record center will
discuss with you how it uses batches and togeteicgn determine the best way to
use them.

Create an Order

Select the items in the cart that you want incluithetthe order.

From theCheckout menu, selecDrder. The following message appears.

Click OK to continue. The following screen appears.
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Enter your account number and your contact infolonafl o use the default address
for the account entered, clitkse default delivery address . To choose a
different delivery address, click ti@hoose Address button. An address grid is
displayed with all available addresses for the anto

Click a row to select that address, and the addields are automatically populated.
If you want to use the same account and addressetktetime you create an order,
select the check box below the address fields.

Click the Add Notes button to add any Workorder é¢ofior the order.
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The Notes text box is used to enter notes thatritesthe Web order. You can enter
up to 512 characters.

Click Clear Text to clear the text box. This will only take effécSubmit is
clicked. ClickBack to Order to cancel the editing and return to the order.

Once you have finished entering your notes, cBabmit to save the notes. The
notes will be added to the Order Summary.

Use the drop down arrow to select a Service Pyiobiepending on your selection,
the Requested Fulfillment Date/Time may be autoradi populated. If not, enter
the date and time you require this order.

When you are finished, clicRubmit Orders . The order is submitted and an Order
Summary appears.

Click Print Page to print a copy of the Order Summary for your retsoiClick
Back to Cart to close the summary and return to the cart.

The items have been removed from the cart. The dr@ebeen sent to the record
center. They will post the items to a workorder &uifill your request.

Create a Workorder

Select the items in the cart that you want includedhe workorder.
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From theCheckout menu, selectVorkorder . The following message appears.

Click OK to continue.

If any of the items you are adding to the cart bglto a set of items, the following
message appears.

Select one of the available options.

Add item(s) in set to cart and go back to cart sdhat you can review The
additional items in the set are added to the catty®mu are returned to the cart so
you can view the items to determine whether oryootwant to add them. The
workorder is not created.
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Add item(s) in set to workorder and continue with workorder creation: All
additional items in the set are added to the waldor

Do not add items(s) in set to workorder and contina with workorder creation:
The additional items in the set are not addedaoatbrkorder.

Cancel workorder creation and go back to cart Cancel the workorder and return
to the cart. No action is taken.

NOTE: If the number of additional items in the set eed®the maximum allowed,
the first two options will be unavailable. You caontinue the workorder without
adding the items, or contact your record centgoif want to include the items.

Once you have made your selection, cllbmit . If you chose to add the items to
the cart, you are returned to the cart. Othervife=following screen appears.

Enter your account number and your contact infolonafl o use the default address
for the account entered, clitkse default delivery address . To choose a
different delivery address, click ti@hoose Address button. An address grid is
displayed with all available addresses for the anto
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Click a row to select that address, and the addields are automatically populated.
If you want to use the same account and addressetitdime you create a
workorder, select the check box below the addrie#st

Click the Add Notes button to add any Workorder Notes for the workordfethe
workorder contains bulk items, the comments entéyethe bulk items will be
automatically transferred to the Add Notes page fidtes display the last and first
name of the web user that placed the item in thie @a well as their comments.

You can edit the bulk items comments along wittegng notes that describe the
workorder. You can enter up to 512 characters. eGoei have finished entering
your notes, clickKSubmit to save the notes. The notes are added to theeCrea
Workorder Summary.

Use the drop down arrow to select a Service Pyiobepending on your selection,
the Requested Fulfillment Date/Time may be autoradi populated. If not, enter
the date and time you require this order.

If authorization is required for this account, erte name and password in the
Authorization section.

When you are finished, clicdkreate Workorder . The workorder is created and
submitted, and a Create Workorder Summary appears.
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The summary displays the number of items that wedered, as well as the number
of items that were rejected for some reason.

Click Print Page to print a copy of the Create Workorder Summaryyfour
records. ClickBack to Cart to close the summary and return to the cart.

The items have been removed from the cart, anditinkorders have been sent to
the record center. They will process the workoraeds fulfill your request.

Remove Items from Cart

Items can be removed from the cart without addivegrt to an order or workorder.
There are three different options for deleting em

Remove All Rows

To remove all items in the cart, from tResults menu, seledRemove All
Rows . The following prompt appears.

Click OK to remove the items. All items in the cart are reetbwhether they are
selected or not. Clici€ancel if you change your mind and do not want to remove
the items from the cart.
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Remove Current Row

To remove only the item that is currently selecfenin theResults menu, select
Remove Current Row . The following prompt appears.

Click OK to remove the single selected item. Ci€&ncel if you change your mind
and do not want to remove the item from the cart.

Remove Selected Rows

To remove all selected items, from tResults menu, seledRemove Selected
Rows . The following prompt appears.

Click OK to remove all selected items. Any unselected iteemsain in the cart.
Click Cancel if you change your mind and do not want to remdweitems from
the cart.

Order Status

Once you have placed an order through RSWeb, yotraeak its status as it is
fulfilled by the record center. From tiservices menu, clickOrder Status . The
Search Orders screen displays.

NOTE: This screen only appears the first time you $&brder Status . Once you
have searched for items, the Order Status gridaappestead when you select
Order Status . You can always return to the Search Orders sdreemthe Order
Status grid by selecting the menu optearch and therSearch Orders .
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You can find the orders that you want to track ggifferent criteria. You can tell

the system what batch numbers, tracking numbenspdtorders you are looking

for, or you can pull up any orders that were plagdedng a specified period.
Alternately, you can search by the orders' staidmd all orders that have reached a
specific status. You can also use more than otleecdearch variables to find orders
that match more than one criterion. For exampiel &ll orders placed during the
last week that have been fulfilled.

Searching by Batch Number Range

When you submit an order through RSWeb, your oiglassigned to a batch, which
is identified by a Batch Number. Any number of asdean belong to a given batch.
To search for orders by Batch Number, you can engéngle batch number, more
than one batch number, a range of batch numbeescombination. Multiple
numbers can be separated by a comma or dash.

NOTE: If you enter a batch number that does not betongur account (as
determined by your log in), it will not be includédthe results.

Searching by Tracking Number Range

Searching by tracking number works exactly the samgearching by batch number.
The only difference is that each tracking numberesents an individual order,
whereas one batch number can represent severasofaesearch for orders by
tracking number, you can enter a single trackingloer, more than one tracking
number, a range of tracking numbers, or a comtmnatultiple numbers can be
separated by a comma or dash.

NOTE: If you enter a tracking number that does not hgltw your account (as
determined by your log in), it will not be includédthe results.
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Searching by Workorder Number Range

Searching by workorder number works exactly theesamsearching by batch or
tracking number. To search for orders by workorlenber, you can enter a single
workorder number, more than one workorder numbeainge of workorder
numbers, or a combination. Multiple numbers casdymarated by a comma or dash.

NOTE: If you enter a workorder number that does nobhglto your account (as
determined by your log in), it will not be includéadthe results.

Searching by Date Range

To check the status of orders placed during a Bpéiche period, use the Date
Range fields. Select the check box to the lefhefDate Range field. This tells the
system that you want to search on those fieldseTlp Begin and End dates for
which you would like to search. You can also sejlest a Begin date or just an End
date. It is not necessary to enter both.

Searching by Status

When you choose to check orders by their statiek ttie down arrow next to the
Check Status of Orders field to select the staty®or choice. The possible statuses
for an order are as follows:

Submitted

Your order has been received by the record cebtehas not yet been reviewed.

Scheduled

Your order has been reviewed by the record cemiglisascheduled for fulfillment.

Workorder

Your order has been reviewed by the record cemigthas been placed on a
workorder for fulfillment, or you placed the ordam a workorder and sent it to the
record center for fulfillment.

Fulfilled

Your order has been fulfilled.

On Hold

Your order has been placed on hold because for seas®n it could not be fulfilled.
The record center has or will be contacting youcfarification.

Cancelled

Your order has been cancelled. Contact the recamtecif you have not been
informed of the reason for the cancellation.

NOTE: An additional status of "In-Cart" may appear wiyen are actually viewing
the status of your orders. This indicates thaftéa was placed into the cart, but has
not yet been added to an order or workorder.jlissa way of letting you know that
you still have items in your cart.
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Searching by Ordered By

To check the status of orders placed by a spagific, use the Ordered By field.
Click the drop down arrow to select the user yontwH you are a User
Administrator, all users you have access to apethe list. If you are not a User
Administrator, only your name appears.

Combining Search Criteria

You can use more than one search criterion whersgatch for orders. For
example, you may want to search for all ordersweate submitted last week and
have been fulfilled. Or you may want to find ord&sm a certain batch that have
been placed on a workorder. Simply fill in the inf@tion in both sections of the
search dialog.

Search Results

When you click théSearch button, a grid appears that lists each orderrtiests
your search criteria.

NOTE: The Orders Status grid can be sorted by colurfiok @n a column heading
to sort in ascending order. Pr&3sl and click on a column heading to sort in
descending order.

To view more information about any order or to asce Web report, from the
Options menu, selecYiew Detail . The following Order Detail screen appears.
The information included in the detail will be difent depending on the type of
order you are viewing.
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Click theBack to Results button to return to the Orders Status grid.

Retrieving a Web Report

To access a Web report once you have located dectesd the order, from the
Options menu, selecView Detail .

If the report has not yet been completed, the tepderia displays along with a
message indicating the report is not yet complete.

82 -

Order

RSWeb® Client User Guide



If your report has been completed, the criteripldigs along with instructions on
how to access and save the report.
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NOTE: Left-clicking the report link produces the follovg error message: You
must right-click this link and choose “Save Targst..” then save the file with a
.pdf file extension (i.e. MyReport.pdf).

You need to have Acrobat Reader installed on yourputer in order to access your
report. If you do not have it installed, it candmwvnloaded by clicking the link to the
download area. The Suggested Applications screpeaap with links to the
download sites.
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Order Express

TheOrder Express menu option provides different ways for you toaily order
an item. It can be used to order an item if youndbknow its barcode. There are
three different options for entering items.

| know exactly what | want by barcode / alt code fescription: Select this option
if you know the barcode, alt code, or descriptibthe item you want.

Search for what | want With this option, you can search for your itenmgs
whatever information you do have.

The item | want is not currently registered Select this option if the item you want
is not currently registered in the system.

| Know Exactly What | Want

Selecting one of the links under this option tajkas to the Items Entry screen.
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Since you have already selected whether the itenc@ntainer, filefolder, or tape,
that field is grayed out. Complete the other fieddsusual.

Click Add to Cart to add the items to the cart or cliCkder Now if you want to
skip the cart and order the items now. You can elis& the button to g8ack to
Order Express .

Order Now

When you click thédrder Now button, the items are added to the bottom of the
Order Express Review grid. In the Order Expressd¥egrid, the items that are
added to the cart through Items Entry are highéight
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Make sure the items you want to order are highéigtgnd clickOrder to submit an
order, olWorkorder to submit a workorder. The Order/Workorder scregpears
and you can continue as usual.

Add to Cart

When you click theAdd to Cart button, the Items Entry screen remains. Continue
to add as many items as you want. When you haishé&d, clickBack to Order
Express . From there you can click ti@art option to view your items and place
your order.

Search for What | Want

If you don't know the barcode, alternate code,escdption, this option allows you
to search on what information you do have.

You can enter information for Account, Containdtefélder, and Tape. However,
you must use the radio buttons to select eithefdlder or Tape information, you
cannot search for both at the same time.

Enter the information you have in the appropri@lf For each field you can select
whether the text entered needs to match exactifyou want anything that begins
with or contains the text entered. To enter moaa thne item in a field, click the
Multiple button. The Multiple Data Entry screen appears.
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Enter the items you want (there is a limit of 5DAb to move between fields. When
you have finished, clicBack to Search to return to the previous screen.

The items have been added to the field followedbgllipsis (...) to indicate the
field contains multiple items. The field is grayewt. If you want to add or edit
entries, you need to click thdultiple button again.

When querying by Account Level 1, 2, and 3, thadabjoperator AND is used. If
you are querying by multiples, the operator ORsisdto join the multiples within
the same level, and the operator AND is used adeosts. For example, querying

by Level 1 account 1000 and multiple Level 2 aceés@®0, 300, 400 would create
the following query:

ltem”LevellAccountCode = "1000" AND ( Item”Level2¢auntCode = "200" OR
Item”Level2AccountCode = "300" OR Item”Level2AcctDade = "400 ).

When you have completed the fields you want, cBelarch to begin the search.
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When you search for containers and filefolderhiatsame time, if the filefolder
happens to be inside a container that also matehessearch criteria, the filefolder
will be displayed in the first level of the gridhdwill also be displayed when you
expand the container it belongs to.

The Search Results grid returns a maximum of 58stthat match your criteria. If
the number of results exceeds 500, the messagediNeisults are displayed as the
number of results exceeds the specified maximurdisglayed. The number of
items found displays at the top of the screen. Fage contains 50 rows of data. If
there is more than one page of results, navigatiosws appear at the bottom left of
the screen. Click the arrows to move between ssreen
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NOTE: Unlike the other screens in RSWeb, the Order &sgpSearch Result screen
displays only the current page number without ttalthumber of pages.

The following keyboard shortcuts are availablerfavigating through the Search
Results screen:

Key Action
Home Moves to the first row of the grid displayed
End Moves to the last row of the grid displayed
Up Arrow Moves you up one row at a time on the s#ewel
Down Arrow Moves you down one row at a time onshene level
Shift + Tab Moves you up one row at a time throddferent levels if they

are expanded

Tab Moves you down one row at a time through déffiedevels if
they are expanded

+ Expands a row

- Collapses a row

Space Bar Toggles between selecting and unselegtiagy

Add Unregistered Items

When search results are displayed but the itemayeulooking for is not listed, you
now have the option of adding the unregistered fixm the Order Express results
grid.

In the lower right corner, the message "Add iteat th not currently registered?"
appears. Next to the message are links to Contdtilefolder, and Tape.

If no results were returned using Order Expresscheshe following page displays
with the same links available.
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Click on a link and you are taken to the Quick Addn (if your record center has
created one). If a Quick Add form does not exist) gre taken to the Item
Description page where you can add the item.

View Detall

Click theView Detail button to view details for any item.

You can also view item information by double clicgion the line "Item Info
(double click to view/hide)" near the bottom of #wreen, or clicking the small
down-arrow at the end of that line. This openstamiinformation panel at the
bottom of the grid. As you select an item, its imfi@ation is displayed in the panel.

RSWeb® Client User Guide Order - 91



NOTE: There may be a slight delay when you click oritem in the grid when the
Item Information panel is open since the pagetigenéng the information of the
active row in real time.

To close the panel, double click on the Item Indo &gain, or click the small up-
arrow.

To indicate the items you want to order, selectctieck box to the left of the row.
To select all items in the grid, click the checkrknat the top of the column. You can
also select items by clicking and dragging in theak box column. The bottom right
of the screen displays the number of items selected

From here you have two options. You can ordertti@s now, or you can add them
to the cart.

Order Now

When you click thédrder Now button, you receive the following prompt.

Click OK to continue. The Order Items screen appears.
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Complete the fields and clidRontinue . The Order Express Review grid appears.

The items you just requested display at the botibthe grid and are highlighted.
Click Order or Workorder to submit your order as usual.

Add to Cart
When you click theAdd to Cart button, the following prompt appears.

Click OK to continue. The Add Items to Cart screen appears.
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Enter the necessary information and clintinue . The Add to Cart Summary
appears, indicating that all items were successadted.

You can choose to view the cart, or go back taQh#er Express or Results page.

No Item Found

If the item you are searching for does not exishasystem, the following screen
displays.

To add an item that is not currently registerethansystem, click one of the links.
You are taken to either a quick add form or an iterscription screen, which are
both described in the following section.

The Item | Want is Not Currently Registered

There are two ways you can order an item thati€uaoently registered in the
system. One way is to use a quick add form, andtier is to describe the item.
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Quick Add Form

Quick add forms are used to add a temporary fitkiol They cannot be used for
containers or tapes. There is a field in the Défaatm Configuration screen under
the My Preferences menu to select a default Quick Add form for Filefrs.

If a Quick Add form is assigned, when you clicktbe Filefolder link, an Order
Express Quick Add screen similar to the followingpaars (you will see the form
that your record center has set up for you).

Enter your data in the fields and cligkld to Cart . A message indicates that the
item was successfully added to the cart.

RSWeb® Client User Guide Order - 95



You can continue adding as many items as you Wehen you have finished, click
Ready to Order . TheOrder Express Review grid appears.

NOTE: The values entered in the Quick Add data entlg§ are ignored when the
Ready to Order button is clicked. Iltems need to be added usied\tid to Cart
button first before clickindgready to Order .
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The items you have just added are highlighted kG@icder to place your order. The
Submit Orders screen appears.

Verify the information is correct. Make any necegszhanges or additions, and
click Submit Orders . The Order Summary screen appears.
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Click Back to Order Express to return to th@rder Express menu.

Describe the Item

This option allows you to describe the item by @éntpas much information as you
know about it in a freeform text box. The followisgreen appears if you select
Containers or Tapes. It also appears if no quickfadn is assigned for Filefolders.

NOTE: Items added using this method can only be adaledaxeb order. They
cannot be added to a workorder.

When you have entered your text, cliokder Now or Add to Cart .
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Order Now

When you clickOrder Now , the items that were added through Al to Cart
button, plus the current described item (if any) added to the bottom of the Order
Express Review grid.

Make sure the items you want to order are hightigtend clickOrder to submit an
order, olWorkorder to submit a workorder. The Order/Workorder scregpears
and you can continue as usual.

Add to Cart

When you clickAdd to Cart , a message appears letting you know the item was
added. The description field is cleared so thatgarudescribe another item if
necessary.
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When you have finished, clidkack to Order Express . From there you can click
the Cart option to view your items and place your order.
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