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RSWeb Overview

Overview

RSWeb Client User Guide

Welcome to RSWeb, the Record Storage World Wide Aéeless 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 Intecbanection, 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 centéer Eour User Name and
Password in the appropriate fields, and clickltbgin button.

1||r |““|1 EIL‘ RSWeb.NET
.

Please enter login information

User Name (BB

Password

RSWeb NET 3.03.00 Copyright ® 2007 O'Neil Software, Inc. All rights rezerved.

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

Once you log in, the main screen appears. Menwptlisplay along the left side of
the screen.
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Home
Intro

Ca

= My Preferences

O'Neil University

@ Home

Assign your personal add/edit form preferences
so that it is always ready for you whenever you
log in.

Welcome CAROL
Logout

[f) Inventory

Check inventory, perform simple or advanced
queries, add and edit items in inventory, perform
Global Edits, save your own inventory lists and

Inventory &
Getting Started

much maore!

The Inventory grid allows you to work with
Containers, Filefolders and Tapes all at the

Container

Filefolder
same time. You can perform rapid data entry or
= VEEE edit multiple items while your grid views remain
@ Order = open and available for you to refer to.

= Getting Started
m Cart

® Order Status

]

Q Order

Create workorders online.

. Order Express

Place quick orders using different options
depending on how much you know about the
items.

Order Express

RSWeb.NET 3.03.00 Copyright ® 2007 O'Neil Software, Inc. All rights reserved. Session will timsout in approximately 59:30 minutes.

Home

From the Home menu, you can read an introductidR@#eb, or determine your
default forms for data entry.

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 cdarahe appropriate service here.
Schedule orders for specific items, schedule ppkaf new items, order supplies,
order reports, or other services (copying, faxietg,). Iltems are placed in the cart
and when you are ready, you can place an ordercéouhen check the status of all
existing orders.

Time Out Feature

RSWeb has a built-in time out feature. A timer thgp at the bottom of each page to
reflect the approximate time before the sessiohtimikeout 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.

RSWeb Client User Guide
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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.

2L
e
gﬂ\. Home &

O'Neil University Welcome CAROL

Logout

{f,i.

Intro

My Freferences

Inventory &
Getting Started
Container
Filefolder
Tape

Order 2

Getting Started
Cart
Order Status

Order Express

oyl Home

Assign your personal add/edit form preferences
so that it is always ready for you whenever you
log in.

g Order

Create workorders online.

RSWeb.NET 3.03.00 Copyright & 2007 O'Neil Software, Inc. All rights reserved.

[f) Inventory

Check inventory, perform simple or advanced
queries, add and edit items in inventory, perform
Global Edits. save your own inventory lists and
much mare!

The Inventory grid allows you to work with
Containers, Filefolders and Tapes all at the
same time. You can perform rapid data entry or
edit multiple items while your grid views remain
open and available for you to refer to.

- Order Express

Place quick orders using different options
depending on how much you know about the
items.

Session will timeout in approximatety 59:30 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 tppear. Your record
center may have set up custom forms for you. Itlsey are available to select. If
your record center has not set up any additiomah$pthe only choice available is
the default form.

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

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

RSWeb Client User Guide Page 3




1“ !u' A 1 E I L' O'Neil University Welcome CAROL
N, A LQQQUT

Please select default forms.

Container Forms
Add ! REWeb.NET Caontainer Add Intermediate

Edit | RSWeb.NET Container Edit Intermediate ¥
Global Edit; RSWeb. MET Container GlobalEdit * VI

Filefolder Forms

Add ! RSWeb MNET Filefolder Add Intermediate * v|
Edit | RSWeb.NET Filefolder Edit Intermediate * _!
Global Editi RSWeb MET Filefolder GlobalEdit * V|
Quick Add
Tape Forms
Add ! RSWeb.MET TAPE Add Intermediate * V|
Edit | RSWeb.NET TAPE Edit Intermediate * v
Global EditE RSWeb.MET Tape GlobalEdit * ~|

RSWeb.MET 3.03.00 Copyright @ 2007 O'Meil Software, Inc. All rights reserved. Sezsion 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 .

- ]
RSWeb Client User Guide Page 4




Inventory

Introduction

The beauty of RSWeb and its connection with yoaore center's RS-SQL program is
that you can access your stored items and actuptigte the information associated with
them. You can also add new items. This makes duty easier, eliminates duplicating
labor, and ensures accuracy.

Containers, Filefolders, and Tapes each have gwairmenu options and grid for
entering information. You can add new items atdliek of a button, or conduct a query
to find all the existing items for which you wantedit data. The database at the record
center will be searched, and the items that meetriteria will be loaded onto your
screen. Once the items are loaded, you can click eae and edit any of the fields for
each item. You can also globally edit several itatnsnce.

Menu Options

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

| " O'Neil University Welcome CAROL
[y (][ ®
b d Logout
Q\ e Welcome to the Inventory Section of RSWeb . NET where you can check all your records, perform simple or advanced
NCH Home &} queries, add and edit information related to records, perform global edits. save and print inventory lists and much more
= Intro Simply select the item type and action below:
= My Preferences
- I#]El Add items # Quick Search Q, Advanced Search
t.,) Inventary 2 b
= Getting Started Add new records into your Quick Search your inventory Perform an Advanced Search on
- Cor e inventory. You can select using pre-defined queries for your inventory using a powerful
i from available data entry simplicity. You can quickly Boolean logic query tool.
= Filefolder screens. You can add: find:
= Tape
- . e . -
i A, Container ‘wf Container 1) Container
&< Order = '{}‘ 2 5
= Getting Started | a1 Eilefolder | Eilefolder |2y Eilefolder
= Cart
® Order Status 3 Teoe of Tape 3 Tape
= Order Express
RSWeb NET 3.03.00 Copyright @& 2007 O'Neil Software, Inc. All rights reserved Session will timeout in approximately 53:45 minutes.

TheContainer , Filefolder , andTape menu options each bring up a grid. Each of these
grids has several menu options available alongap®f the grid. The menu options are
the same for all three grids.

RSWeb Client User Guide Page 5




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 detail later inglghapter.

Global Edit

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

Add to Cart

Once items have been loaded on the grid, you aahtbem directly to the cart. Select
Add to Cart and the following screen appears.

Windows Internet Explorer E

“‘?fj You are about to add & item(s) to the cart. Continue?

[ Ok ][ Cancel ]

Click OK to continue. The following screen appears.

mr- " 1 E I L‘ O'Neil University Welcome CAROL
w d Logout

Requestor Cost Center
Comments
Add To Cart ] [ Back to Results ]
RSWeb.NET 3.03.00 Copyright ® 2007 O'Neil Scftware, Inc. All rights reserved. Seszion will timeout in approximately 59:30 minutes.

Use the drop down arrow to select the type of serybu want for these items. Enter a
Requestor name and Cost Center if desired. Yowlsaninclude a comment for the
record center. When you are finished, clfadd to Cart . The following summary
appears confirming the items have been added toattie

- ]
RSWeb Client User Guide Page 6




‘rl' O'Neil University Welcome CAROL
(I E
w4 Logout
[ View Cart ] [ Back To Results ]
Font Size | 8pt
Add to Cart Summary
Service Type: Deliver (Bring the item to me.)
Requestor: Martha
Cost Center: 300
Customer Comment: Please deliver to shipping area.
Barcode|Alternate Code |Description Status
134504 |TTT Added to cart successfully.
134505 |MMM Added to cart successfully.
134507 [152 Added to cart successfully.
134509 |135 Added to cart successfully.
134510 |138 Added to cart successfully.
134511 137 Added to cart successfully.
RSWeb.NET 3.03.00 Copyright & 2007 O'Neil Software, Inc. All rights rezerved. Session will timeout in approximatety 50:00 minutes.

Click theView Cart button to view the items in the cart.

View Description

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

MI' O'Neil University Welcome CAROL
+JEBIL
w4 Logout
[ Print Page ] [ Back To Results ]
Item 134515 Description

Cancelled checks for 1999

Branch 532

mailtojsmith@bank.com
RSWeb.NET 3.03.00 Copyright & 2007 O'Neil Software, Inc. All rights rezerved. Sezzion will timeout in approximately 60:00 minutes.

The description view supports the following and\ants them into links:
http
WwWw
mailto

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

NOTE: The links bring up the URL in a separate browsedow. When you close the
browser or email program, you are returned to theddiption screen.

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

RSWeb Client User Guide Page 7




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.

‘rl' O'Neil University Welcome CAROL
o l!!
w4 Logout
[ Print Page ] [ Back to Results ]
Font Size gpt w

Container
Barcode | Alternate Code Add Date Time Destroy Date|Current Status| Status Date Time |Container Type| Account
134504 |TTT 4(21/2000 12:00:00 AM|10/30/2000 In S/18/2006 1:57:45 PM| ARCHNE 10005000
134505 |MMM 4/21/2000 12:00:00 AM|10/30/2000 In 6/19/2006 1:57:45 PM| ARCHMNE 10005000
134507 (152 4/21/2000 12:00:00 AM|10/30/2000 In G/19/2006 1:57:45 PM|ARCHIVE 10005000
134508 (135 4/23/2000 12:00:00 AM|1/31/2003 In G/19/2006 1:57:45 PM|ARCHIVE 10005000
134510 (138 4/23/2000 12:00:00 AM|2/28/2003 In G/19/2006 1:57:50 PM|ARCHIVE 10005000
1345311 137 4232000 12:00:00 AM|H31/2003 In 6/19/2006 1.57.48% PM|ARCHINE 10005000
RSWeb NET 3.03.00 Copyright ® 2007 O'Neil Seftware, Inc. All rights reserved. Session wil timeout in approximately §0:00 minutes.

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 to seethewpage 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.

Load the data you want to export onto the gridnfrtbeOptions menu in any grid,
selectExport . TheExport Grid dialog appears.

1” tl' " 1 E I L ‘ O'Neil University Welcome CAROL
W d Logout

Delimiter |.

Quotes around fields

Back to Results

RSWeb NET 3.03.00 Copyright ® 2007 O'Neil Software, Inc. All rights reserved. Session will timeout in approximately §0:00 minutes.

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

Click theDownload button to begin the export. TRée Download dialog gives you
the option taOpen or Save the file.

RSWeb Client User Guide
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-
File Download

Do you want to open or save this file?

Mame: Container, bt
Type:  Text Document, 615 bytes
From: dbssdZk3001

[ Cpen ] [ Save ] [ Cancel ]

| While files from the Intemet can be useful, some files can potentially
- harm your computer. f you do not trust the source, do not open or
save this file. What's the rslc?

Click Save, and theSave As dialog appears.

=
Save As

Savein: | I TEMP

£ 4)
My Recent
Documents

F
Desktop

My Documents

o

My Computer

-

File name: |Conta|ner.t:d

My Network | Saveastype: | Text Document

Enter the path where you want the file saved. Yaaso rename the file. CliGave
when you have finished.
Choose Column Format

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

- ]
RSWeb Client User Guide Page 9




To change to a different format, click the drop daavrow and make your selection. A
description of the format displays in the Descaptfield. When you have made your
selection, clickSubmit . 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

Selection Summary

This option provides a line at the top of the dhdlt tells you the total number of items
on the grid, how many are selected, and how mamyat selected. This information is
also displayed in the bottom right corner of eagt.g

Clear All

This option clears all items from the grid.

RSWeb Client User Guide
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Clear Selected

This option clears only selected items from the.gri

Find / Find Next

TheFind menu option is used to locate a particular iten ighéisted in a grid. If your
grid spans several pages you can uséihé 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 items in youdghat are of a certain container type.
Select Container Type and then enter the type wfageer in the value field. To include
embedded text in your search, select the Searamfibedded text check box. CliEknd

to locate the item in the grid.

The first item matching the value entered is higified in the grid. To continue searching
for the next item that matches the value entersel tie-ind Next menu option.

Sort

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

RSWeb Client User Guide Page 11




To change to a different sort order, click the ddogvn arrow and make your selection. A
description of the sort order displays in the Diggimm field. When you have made your
selection, clickSubmit . Click Back to Results to return to the grid.

Save to List

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

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

Enter a name for the list and cli@lave. The list is saved and can now be used again.
Click Back to Results to return to the grid.

Search

Quick Search

This option provides quick queries that have beeated by the record center.

RSWeb Client User Guide Page 12




Click the drop down arrow next to the list of quiglieries to make your selection. A
description of the quick query displays in the Dggion field. Depending on the quick
query selected, some fields may display for yoertter data. When you have made your
selection and entered any required data, ciakry . The query runs and all data
matching the criteria is loaded onto the grid.

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

Advanced Search

UsingAdvanced Search you can specify your criteria, view the resultyofir search,
and determine which items to add to the cart. Traloeot a search, from tt&earch
menu, selecddvanced Search . The following screen appears.

The top box displays all criteria for the searclit &sdefined. To add additional criteria,
click Add More . To remove criteria, clicelete.

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 sedkc

Operator options include the following (dependimgtioe field selected).

RSWeb Client User Guide Page 13




Is Equal To Returns only items that match the etéext

exactly.
Is Not Equal To Returns all items that do not matehentered text.
Is Less Than Returns all items that are less tharntered text.
Is Less Than or Equal To Returns all items thatese 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 #inatgreater or equal to the
entered text.

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

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

NOTE: If you select a field that is required, and use Iis Equal To operator, you cannot
leave the input field blank. If you do, an errorss&ge is generated.

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

Once you define your new query, all new result$ méladded to the existing results in
the grid. If you do not want to keep the existiegults, seledResults , and therClear
All to remove them from the grid before conducting yoew search.

Load from List

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

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

You can also delete lists from this dialog by seéterthe list and clickinddelete .

RSWeb Client User Guide Page 14




Containers (Boxes or Media Cases)

The Container grid is used to load containers foictv you want to enter information. To
access the Container grid, from theentory menu, selecContainer .

Add New Containers (Boxes or Media Cases)

New containers can be added to your account usBWyé&b. Once the information is
entered and submitted, it is added to the datadatbe record center.

To add a new container, from tlptions menu, selecAdd . The default Container
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. ADM waitbvide box or media case barcode
labels. An asterisk next to a field indicates ihat a required field. Some fields contain

RSWeb Client User Guide Page 15




a drop down list for you to select from. Date felating up a calendar. Once you have
completed the fields, clicRubmit .

Continue entering as many containers as necesBagyshort description field will
default to the information first entered until thygerator over-writes it. When you have
finished entering data, clidBack to Results to return to the Container grid. The
containers you have entered appear in the grid.

Search for Existing Containers (Boxes or Media
Cases)

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

Edit Existing Containers (Boxes or Media Cases)

Data for existing containers can be edited usingvBlS. Once data is edited or added and
submitted, it is changed in the database at therdezenter.

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.

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. Some fietdsitain a drop down list for you to select
from. Date fields bring up a calendar. Once youeheawmpleted the fields, clickubmit .

Continue making necessary changes to any otheaioans. The changes you have
entered are immediately sent to the database attioed center.

RSWeb Client User Guide Page 16




Global Edit Containers

Global edit is used when you want to globally editeral items at once. Make sure all
containers you want to edit are selected on thé grid from th@ptions menu, select
Global 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 displayeBroceed with caution.It is easy to inadvertently
delete or change information already entered foordainer. Make sure only containers
that you want to globally edit are selected ondbwetainer grid.

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 fortale containers. Be aware that if a
check box is selected but the field is left blathie field will be edited to blank for all the
containers. Only select the check boxes for tHddigou want to edit.

When you have finished making changes celbmit . The changes are made and you
are returned to the Container grid.

Filefolders

The Filefolder grid is used to load filefolders fahich you want to enter information. To
access the Filefolder grid, from theventory menu, selecFilefolder .

RSWeb Client User Guide Page 17




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 doarmow 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. The filefolder barcode number Woidl generated automatically by the
system once you hit submit. Some fields containog diown list for you to select from.
Date fields bring up a calendar. Once you have ¢ete the fields, cliclSubmit .

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

RSWeb Client User Guide Page 18




Search for Existing Filefolders

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

Edit Existing Filefolders

Data for existing filefolders can be edited usirfgVReb. Once data is edited or added and
submitted, it is changed in the database at therdesenter.

To edit data for a filefolder, you must first lote filefolder onto the grid. When the
filefolder is loaded and has been selected, framOgbtions menu, selecEdit. The
default Filefolder Edit form appears.

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 ap@tpfields. An asterisk next to a field
indicates that it is a required field. Some fietdsitain a drop down list for you to select
from. Date fields bring up a calendar. Once youeheampleted the fields, clickubmit .

Continue making necessary changes to any othésléiers. 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 egiteral filefolders at once. Make sure
all filefolders you want to edit are selected oa t¢hid, and from th©ptions menu,
selectGlobal 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?roceed with caution.It is easy to inadvertently
delete or change information already entered fdefolder. Make sure only filefolders
you want to globally edit are selected on the dileér grid.

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 fortake filefolders. Be aware that if a
check box is selected but the field is left blathie field will be edited to blank for all the
filefolders. Only select the check boxes for thedds you want to edit.

When you have finished making changes, cBclbmit . 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 thinventory menu, selectape.
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Add New Tapes

To add a new tape, from ti@ptions menu, selecAdd . 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. ADMIilovide tape barcode labels as
necessary. An asterisk next to a field indicates it is a required field. Some fields
contain a drop down list for you to select fromt®felds bring up a calendar. Once you
have completed the fields, cli@ubmit .

Continue entering as many tapes as necessary. Yhemave finished entering data,
click Back to Results to return to the Tape grid. The tapes you haveredtappear in
the grid.

Search for Existing Tapes

To search for existing tapes, from tBearch menu, select eithéuick 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\Weloe data is edited or added and
submitted, it is changed in the database at therdezenter.

To edit data for a tape, you must first load theetanto the grid. When the tape is loaded
and has been selected, from gtions menu, selecEdit. The default Tape Edit 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.

Make your changes or enter new data in the ap@tapfields. An asterisk next to a field
indicates that it is a required field. Some fietdaitain a drop down list for you to select
from. Date fields bring up a calendar. Once youeheampleted the fields, clickubmit .

Continue making necessary changes to any othes.tape changes you have entered are
sent to the database at the record center.

Global Edit Tapes

Global edit is used when you want to globally egiveral tapes at once. Make sure all
tapes you want to edit are selected on the gridifiamm theOptions menu, select
Global Edit . The default Tape Global Edit form appears.
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Order

Because any information you enter in this dialotj affect more than one item, no tape
information is displayed?roceed with caution.It is easy to inadvertently delete or
change information already entered for a tape. éviake only the tapes you want to
globally edit are selected on the tape grid.

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 forthle tapes. Be aware that if a check box
is selected but the field is left blank, the figldl be edited to blank for all the tapes.

Only select the check boxes for the fields you wargdit.

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

Introduction

Ordering products and services from your recorderehrough RSWeb is the heart and
soul of the software. This is where you go to &skrecord center to deliver those backup
tapes to your facility. It's here that you go tdermore boxes for all those files that need
to go into storage. And when you need to havehali¢ neatly packed boxes taken back
to the record center, this is the place to arrange
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Getting Started

TheGetting Started menu option provides an overview of the Order astias well as
links to some of the most commonly used features.

Cart

The Cart works similar to the shopping cart feathet you may have used on many
shopping websites. You can load items into the amadtthen when you are ready to place
an order, select the items you want included aedteran order or workorder. Items
remain in your cart until you remove them or utiidy are placed on an order or
workorder. The cart can contain requests for delge 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 added. Itemsarg in the cart after you log out, so
they will still be there the next time you log baok

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. aftev in the top right corner of the
grid will mark and unmark items on the grid.
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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 following:

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

Unitemized Items This is used when you have large quantities otaioers, filefolders,
or tapes that need to go to storage and you damit t@ list them individually.

Materials: This is used for items that you can purchasedoeive) from the record
center. Commonly this includes standard contaiarecsbarcode labels.

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

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

Iltems

To add items to your cart, from tiield 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 Baraordbe Alternate Code and Account
for the items you are adding to the cart. FromAtd to Cart menu, seledtems, and
thenEnter Items . The following screen appears.

RSWeb Client User Guide Page 25




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

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

Entry Type: Click the drop down arrow and select whether sgoeigoing to enter
Barcodes or Alternate Codes, or Description ifithm 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 fielaiter the alternate code of each item
along with your account if you know it. For fileftdrs or tapes, you can choose to enter a
description. Use th&éab key to move between fields.

The Barcode is the barcode label that is attachdigetitem. 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 entered into the recorderts software, the software can use it,
along with your account information to identify tbentainer.

RSWeb and the RS-SQL software that your recordecerstes identify account in three
levels. The Level 1 Account usually refers to yoompany. The Level 2 Account
usually refers to a department within your comparhen within departments, RSWeb
can identify a third level, perhaps a cost cedth the Level 3 Account. Your record
center may not use all three levels.

*If you only enter the Alt Code, there may be mbaa tone item that matches the Alt
Code In this case, the software looks for a possibdécim If there is more than one item
found for the Alt Code, a link titled 'Select itetasadd’ is displayed to the right of the
row. Click the link to go to the Item Entry Verifiion page to select the items to add to

RSWeb Client User Guide Page 26




the cart. For more information, see ttem 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 exastudgtion, you can enter a partial
description and use %. RSWeb searches for anyigésorthat contains the partial text
entered. If there is more than one item found lierdescription, a link titled 'Select items
to add' is displayed to the right of the row. Clibk link to go to the Item Entry
Verification page to select the items to add todhe. For more information, see them
Entry Verificationsection later in this chapter.

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

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

A message displays at the top of the screen iridgabw 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 speodfttmessage or link is displayed to the
right of the entry row and a general error messagdisplayed at the top of the page.

Click Clear Items to clear the entry and error message. Ciekk 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.
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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 add. Clidd to Cart to add the selected item to
the cart and return to the Items Entry screen.

NOTE: Only items belonging to accounts you have actesase displayed.

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 items to adteccart.

From theAdd to Cart menu, seledtems, and therSearch & Select . The following
screen appears.
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Select whether you want to search for Containealtsfdiders or Tapes. The following
screen appears.

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, some fields may display for yoertter data. When you have made your
selection and entered any required data, iakry. The query runs and all data
matching the criteria is loaded onto the grid.

When the results you want have been added to thels& Select grid, you can select
them and add them to the cart.

Unitemized Items

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

From theAdd to Cart menu option, seledfinitemized Items .
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Service Type Use the drop down arrow and select whether yout wee record center to
come pick up the items, or whether you are goingke the items to the record center.

Quantity : Enter the number of containers, filefolders, &aqakes that are going to the
record center. This allows the record center toar@ake they have enough space in the
truck. If you are dropping the items off at theartcenter, they may need to plan how
much assistance you will need. The maximum quaatiowved is determined by your
record center. If you enter a number larger thamtlaximum, the field is changed to the
maximum quantity and an error message displayseaop of the page.

When you have finished entering information, cli#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 standard containers and barcodedalgelr record center determines what
materials are available for ordering.

From theAdd to Cart menu, seledilaterials .

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.
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When you have finished entering information, cligdd to Cart and the materials are
added to the cart. ClidRack 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 document that é&sdontainer in the record center, but you
really don't need to have the container deliveoegbu; nor do you really need the
original document. You could place an order formbeord center to find the document
and fax it to you. Your record center will deteremiwhat services are available, but they
may include things like faxing or photocopying.

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.
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, clidd to Cart and the services are
added to the cart. ClidRack to Cart to return to the cart.

Reports

This menu option is used to order reports fronmréward center. Your record center has
taken the time to set up custom report profilesyfar. These have been created so that
your report displays the information you want amdkis the way you want it. You have
the options of changing the setting in a profilewever, keep in mind that any changes
you make can affect the outcome of your report.és@mple, changing the font point
size or the number of columns displayed may extleegage width and cause your data
to truncate. If a report is not printing out prdgdor you, contact your record center and
they can adjust your profile accordingly.

From theAdd to Cart menu, selecReports .
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Report Type: Click the drop down arrow and select the repout want to order.

Report Profile: Select the report profile you want to use. Youordacenter may create
custom profiles for you for each of the reportsilade. A profile is just a set of printing
options that is customized and assigned to a speefiort for your convenience. If more
than one profile has been created for the repartsgdected, they appear in this field.
You still have the option of making changes tophat 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 prgfilu selected appears. The values
that have been selected by your record centeradisplut 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 sub-title in the Title field.

Fonts: In the Fonts section, the default font and sizeldy. You can, however, select a
different font. Your options are Arial, Courier, @@er New, or Times New Roman.
Additional fonts may be available if they were sptby your record center. You can also
change the font size to anything between 8 andoli#p When you make a change to
the font, the Override all default fonts check limautomatically selected. If you want to
override all fonts including column heading andailstof the report, leave the box
checked. Remember, your record center has set fivetsefor you and tested them to
make sure they print properly. Next, you can chahgeorientation to portrait or
landscape.

Margin Offsets: The Margin Offsets fields indicate the marginatthave been set up for
your report. You can change the margins if you walitk the down arrow next to the
field to select the margin you want. If you wartyaur margins to be the same, select
the Equal Margins check box. When selected, ifange is made to one of the margins,
the others are automatically changed to match.

Report Options: Select the Combine Level 2 with Levebr the Combine Level 3 with
Level 2 check box to combine results for the twooamt levels. Combining Level 2
with Level 3 will roll all departments into Level ICombining Level 3 with Level 2 will
combine Level 3 with Level 2 but leave Level 1 sapa

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 box to ihelall 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, Nick. The Report Columns screen
appears.

If a Title was entered in the previous screenpfiears at the top of this screen.

Columns: All the columns that are available for your repane listed in the Columns
section. Any column with its check box selected wiint. If the check box is cleared,
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the column will not print on the report. You canabainge the order in which the
columns will appear. You can only decide if you wdrem 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 predetermthsort criteria, the first couple fields are
filled in and you may not be able to change thetitkGhe down arrow to the right of the
field to see the list of fields that will appear e report. You can choose to sort by any
of them. You can also choose to have the fieldstsoascending or descending order by
clicking the down arrow 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 recordezeit will appear.

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

Edit Items in Cart

You can edit some information for items that arcpt in the cart. In the cart, select the
item and from th®©ptions menu, selededit. The following screen appears.

Information regarding the item displays at the @bphe screen. This information is read-
only. Depending on the type of service you areirglityou may be able to edit the
Quantity, Requestor, Cost Center, and Commentisfiel

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

When you have made your changes, dligldate . Click Back to Cart to return to the
cart.
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View Detalils of Items in Cart

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

To return to the cart, click tHgack to Cart button.

Create Order

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 to that godupders/workorders. A batch can
have one or a number of items assigned to it. Yecord center will discuss with you
how it uses batches and together you can detertménleest way to use them.

Create an Order

Select the items in the cart that you want incluithetthe order.
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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 . If you want to use the same
account and address the next time you create am, aelect the check box below the
address fields.

Use the drop down arrow to select a Service Pyiofiepending on your selection, the
Requested Fulfillment Date/Time may be automatjgadipulated. 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 relsoiClickBack to
Cart to close the summary and return to the cart.

The items have been removed from the cart. Ther tr@ebeen sent to the record center.
They will post the items to a workorder and fulfibur 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 items.

Remove All Rows

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

-
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Click OK to remove the items. All items in the cart are reetbwhether they are
selected or not. Clickancel if you change your mind and do not want to remdnee t
items from the cart.

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. Cli¢ancel 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, selecRemove Selected
Rows . The following prompt appears.

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

Order Status

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

NOTE: This screen only appears the first time you $e&deder Status . Once you have
searched for items, the Order Status grid appeatsad when you sele@trder Status .
You can always return to the Search Orders screen the Order Status grid by
selecting the menu optidearch 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 numbers, okavders you are looking for or you
can pull up any orders that were placed duringezifpd period. Alternately, you can
search by the orders' status to find all orderstibge reached a specific status. You can
also use more than one of the search variabléedmfders that match more than one
criterion. For example, find all orders placed dgrihe last week that have been fulfilled.

Searching by Batch Number Range

When you submit an order through RSWeb, your oislassigned to a batch, which is
identified by a Batch Number. Any number of ordegis belong to a given batch. To
search for orders by Batch Number, you can ensémgle batch number, more than one
batch number, a range of batch numbers, or a catibim 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 included in the rdts.

Searching by Tracking Number Range

Searching by tracking number works exactly the sasgearching by batch number. The
only difference is that each tracking number repmnésan individual order, whereas one
batch number can represent several orders. Tolstarorders by tracking number, you
can enter a single tracking number, more than @uking number, a range of tracking
numbers, or a combination. Multiple numbers casdymarated 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 can be separatea tymma 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 Bpéicne period, use the Date Range
fields. Select the check box to the left of theebRtange field. This tells the system that
you want to search on those fields. Type the BagohEnd dates for which you would

like to search. You can also select just a Begir dajust 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 status of ydwice. The possible statuses for an
order are as follows:

Submitted

Your order has been received by the record cetehas 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.

Fulfilled

Your order has been fulfilled.

On Hold

Your order has been placed on hold because for seasen it could not be fulfilled. The
record center has or will be contacting you forifization.

Cancelled

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

NOTE: An additional status of "In-Cart" may appear wlyen are actually viewing the
status of your orders. This indicates that the iteas placed into the cart, but has not yet
been added to an order or workorder. It is jusag of letting you know that you still
have items in your cart.
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Combining Search Criteria

You can use more than one search criterion whersgatch for orders. For example,
you may want to search for all orders that wererstibd last week and have been
fulfilled. Or you may want to find orders from artan batch that have been placed on a
workorder. Simply fill in the information in botlestions of the search dialog.

Search Results

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

To view more information about any order or to asca Web report, from th@ptions
menu, selecYiew Detail . The following Order Detail screen appears. THerimation
included in the detail will be different dependimg 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 dectess the order, from th@ptions
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.

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 Target Asthén 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 candmwnloaded by clicking the link to the
download area. The Suggested Applications screpeaap with links to the download
sites.

-
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RSWeb.NET - Order Express

The Order Express menu option provides differentsafar you to quickly order an item.
It can be used to order an item if you do not kiiisvibarcode. There are three different
options for entering items.

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

Search for what | want With this option, you can search for your itenmgswhatever
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 tajkes to the Items Entry screen.

RSWeb Client User Guide Page 44




Since you have already selected whether the itencantainer, filefolder, or tape, that
field is grayed out. Complete the other fields ssal.

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 alsd ¢hie button to g@ack to Order
Express .

Order Now

When you click thédrder Now button, the items are added to the bottom of thaeOr
Express Review grid. In the Order Express Reviad, ghe items that are added to the
cart through Items Entry are highlighted.
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Make sure the items you want to order are highigtgnd clickOrder to submit an
order. The Order screen appears and you can cerdgisiusual.

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 have é&distlickBack to Order

Express . From there you can click tl@art option to view your items and place your
order.

Search for What | Want

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

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

Enter the information you have in the appropriglf 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 more thanitem in a field, click thdultiple
button. The Multiple Data Entry screen appears.

Enter the items you want (there is a limit of 5Dab to move between fields. When you
have finished, cliclBack to Search to return to the previous screen.

The items have been added to the field followeagllipsis (...) to indicate the field
contains multiple items. The field is grayed ofiydu want to add or edit entries, you
need to click théultiple button again.

RSWeb Client User Guide Page 47




When querying by Account Level 1, 2, and 3, thadaboperator AND is used. If you
are querying by multiples, the operator OR is usgdin the multiples within the same
level, and the operator AND is used across levas.example, querying by Level 1
account 1000 and multiple Level 2 accounts 200, 800 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. The
Search Results grid returns a maximum of 500 itdrasmatch your criteria. If the
number of results exceeds 500, the message “Nrsllts are displayed as the number
of results exceeds the specified maximum” is diggda

The number of items found displays at the top efdbreen. Containers, filefolders that
are loose on the shelf, and tapes display on tldeFjtefolders in a container can be
accessed by clicking on th&"'button next to the container.

NOTE: The Search Results grid displays all the matdteiblders that are in a
container, but only up to 50 unmatched contairfess.example, if there are 75 matched
filefolders in the container, all 75 will displalj.there are 20 matched filefolders in the
container, those 20 plus up to 30 unmatched caartsiwill display for a maximum of 50.
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NOTE: If a container does not contain any registerkddiders, no +" button appears
next to it.

If you are searching for a filefolder that is ik@ntainer, the container displays on the
grid. For example, if you search for filefolder @039, the following results are returned.

This indicates that the filefolder you want is omtainer 134801. Click thet" button to
expand the row.
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All the filefolders that are located in this comtai display. The filefolder that you
searched for is displayed in bold.

Each page contains 50 rows of data. If there isertttain one page of results, navigation
arrows appear at the bottom left of the screertkGhie arrows to move between screens.

NOTE: Unlike the other screens in RSWeb.NET, the OEdgiress Search Result screen
displays only the current page number without thel number 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#awel
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 défifedevels if
they are expanded

+ Expands a row

- Collapses a row

Space Bar Toggles between selecting and unselextiog

Click theView Detail button to view details for any item.
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You can also view item information by double cliegion the line "Item Info (double
click to view/hide)" near the bottom of the screenclicking the small down-arrow at
the end of that line. This opens an item informapanel at the bottom of the grid. As
you select an item, its information is displayedhia panel.

NOTE: There may be a slight delay when you click oritaum in the grid when the Item

Information panel is open since the page is retgethe information of the active row in
real time.
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To close the panel, double click on the Item Info &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 check matkhe top of the column. You can also
select items by clicking and dragging in the chieak column. The bottom right of the
screen displays the number of items selected.

From here you have two options. You can ordertt#ras 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.

Complete the fields and clidRontinue . The Order Express Review grid appears.
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The item you just requested displays at the botibthe grid and is highlighted. Click
Order 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 clidd to Cart . The Add to Cart Summary
appears, indicating that all items were successadted.

You can choose to view the cart, or go back taQtaer Express or Results page.

No Item Found

If the item you are searching for does not exighasystem, 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 itentdpson 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, and the other describe the item.

Quick Add Form

NOTE: Web barcode auto-incrementing and Pre and Past l\arement schemes
should be set up in RS-SQL Administration priousing this feature.

Quick add forms are used to add a temporary fitkiol They cannot be used for
containers or tapes.

There is a new field in the Default Form Configioatscreen to select a default Quick
Add form for Filefolders.

NOTE: Forms need to be specified as Quick Add inUker Settings dialog in RS-
SQL Administration in order to appear here.
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If a Quick Add form is assigned, when you clicktbe Filefolder link, an Order Express
Quick Add screen similar to the following appearsy 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.
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You can continue adding as many items as you Wehéen 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. Items need to be added usiad\tid to Cart
button first before clickingready to Order .

The items you have just added are highlighted kGlicder to place your order. The
Submit Orders screen appears.
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Verify the information is correct. Make any necegszhanges or additions, and click
Submit Orders . The Order Summary screen appears.

Click Back to Order Express to return to the Order Express menu.

Describe the Item

This option allows you to describe the item by @ntgas much information as you know
about it in a freeform text box. The following seneappears if you select Containers or
Tapes. It also appears if no quick add form isggesd for Filefolders.

NOTE: Items added using this method can only be adaledaxeb order. They cannot be
added to a workorder.
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When you have entered your text, clidkder Now or Add to Cart .

Order Now

When you clickOrder Now , the items that were added through Atugl to Cart button,

plus the current described item (if any) are addetie bottom of the Order Express
Review grid.

Make sure the items you want to order are highéigtgnd clickOrder to submit an
order. The Order screen appears and you can cerdgisusual.
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Add to Cart

When you clickAdd to Cart , a message appears letting you know the item dasca
The description field is cleared so that you cascdbe another item if necessary.

When you have finished, clidtack to Order Express . From there you can click the
Cart option to view your items and place your order.
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