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Navigating O’Neil Order

Overview

Welcome to O’Neil Order, which gives you access and control over your own stored records from any web
browser, any time day or night, from anywhere in the world. O’Neil Order allows you to access your record
center's database and perform many tasks yourself, eliminating telephone calls and miscommunications.

Through O’Neil Order and your Internet connection, you can query the record center database, request
pickups or deliveries, check the status of your orders, and update the information associated with your stored
items. O’Neil Order’'s modern interface provides full text search functionality, robust filtering options, and easy
access to critical business information all in real-time.

Access O’Neil Order

O’Neil Order is accessed through your web browser using the URL provided to you by your record center. It is
supported in Internet Explorer, Firefox, Chrome, Safari, and Microsoft Edge. Standard browser functions
apply while using O’Neil Order.

Log In

Security is important to you and your records. O’Neil Order respects that and requires that everyone who logs
in have a current User Name and Password. These names and passwords are set up through your record
center.

Please login to O'Neil Order below

Login Information

Record Centers Irvine Record Center \ ¢
User Name CURTIS
Password ~  eseses
MFA Code G
Login
English v
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User Name/Password: Enter your User Name and Password in the appropriate fields.
Language: If your record center has set up more than one language, you can select one here.

Change Password

To change your password at any time, click the down arrow next to your user name in the top right corner of
the screen and select Change Password.

Irvine Records - CAROL ~

Change Password

Logout

The Change Password dialog box appears.

Change Password X
I —————————
User Code CAROL -

Old Password

New Password
Confin New Password

MFA Code

Change Cancel

Complete the fields and click Change.

Log Out

When you have finished using O’Neil Order, you should always log out. Click the drop down arrow next to
your user name in the top right corner of the screen and select Logout.

Irvine Records - CAROL ~

Change Password

Logout

Time Out

O’Neil Order has a built-in time out feature. After a certain period of inactivity, you will be logged out.
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Login Session Expired X

Your current login session has expired.

oK

You will be required to log in again in order to continue working.

Grids

O’Neil Order opens to the Search Inventory screen.

=@ O’Neil Order Ivine Record Center - CURTIS ~
19 Requests in Cart \&/
Search Inventory cear search
Type text here to search inventory Search
clear filters N B- O- O-
Filtered Search v RNEEE Y @
Inventory Type - Item Code Alternate Code  Add Date Time Destroy D... Curmrent Status Status Order
clear Bulk ltems
(J Container Materials
(O Filefolder o
O Tape e
Reports
Specific Inventory Type Manual +
Item Status + rvasiosy
Add Container
Account Code Range +
Add Filefolder
Add Date +
Add Tape
Destroy Date +
Status Date = Global Edit
From/To Date +
Sequence Range +
Perm Flag +
Options
Images
Order Status
User Admin
Order Approvals
»
< )( < o > | M 100 v  items per page Noitems to display .
Check Out Web Order  Check Out Workorder

At the top of the screen is a search field. Search filters display on the left side of the screen. Links to specific
grids display on the right side of the screen.

Page numbers display at the bottom of the grid. Click a number to go directly to that page. You can also use
the arrow icons to move one page at a time, or go to the first or last page.

q(azs‘tssvaam...pq

Next to the page numbers you can select the number of items you want to display on each page. Click the
drop down arrow to select a number. The right side of the screen displays the total number of items on the
grid, as well as which ones are on the current page.

O’Neil Order Client User Guide Navigating O’Neil Order « 3



10 v | items per page 1-100f 11859 items O

Select/Unselect Rows

An item in the grid must be selected before any action can be taken for that item. When an item is selected,
the row is blue. The current row has a line around it and the row number is highlighted whether it is a selected
row or not.

67 Requests in Cart \&/
Search Inventory cear searcn
Type text here to search inventory Search
lear filt = B- O~ O- <
Filtered Search v dlearfilters RDEEEY S
Inventory Type - Item Code Alternate Code Add Date Time Destroy D... 'Current Status Statu: Order
P 1 W B B 134704 1/13/1999 12:00 AM  9/9/2003  In 12113~ Bulk Items
2 W B O 134705 1/13/1999 12:00 AM  9/9/2003 In 12/13
Filter counts not available Materials
3 W B B 134706 1/13/1999 12:00 AM  9/9/2003 In 12113
Container 4 Y B [ 134802 P435675 2/8/2000 12:00AM  9/17/2010  In oz || | Services
o :"em'de’ 5 W F [ 124804 P435231 2/8/2000 1200AM  5/16/2007 In 971 Reports
ape
U Tep 6 W [E [ 134206 P435685 2/8/2000 12:00AM  5/16/2007 In 12113
Specific Inventory Type + 7 W B [ 134808 P435839 2/8/2000 12:00AM  9/17/2010 | In 12/13 Inventory
8 W [F [ 134812 P435667-C  2/8/2000 12:00AM  9/17/2010 In 12/13 Add Container
Specific Inventory Type Manual +
9 W F [ 134821 P435543 2/8/2000 12:00AM  9/17/2010 In 3116/, Add Filefolder
ltem Status = 10 W B [ 134823 P435982 2/8/2000 12:00AM  5/16/2007 In 316l
Add Tape
clear 11 WY B [ 438300  X1000 8/17/1900 12:00 AM  1/1/1905 | In 821/
y -
ERtar counts not avaliabie 12 \Il B [ 134730 2/15/2000 12:00 AM  3/31/1901 In 12113 Global Edit
—— 13 W B O 1347131 2/15/2000 1200 AM  3/31/1901 In 12/13 Container
— 2 14 W B O 13412 2/15/2000 12:00 AM  3/31/1901 In 4122
In ar Al =] m FEWE LW ALACIADON ADOO AN A atanna . PEYPEN 24
Check Out Web Order  Check Out Workorder

NOTE: It is possible to change the default colors in the system, so your colors may be different.

Whenever rows are added to any grid, they are automatically selected.

Columns

Data in a grid can be sorted by column in ascending or descending order. To sort on a column, click in the
column heading field. An up or down arrow displays to let you know whether it is sorting in ascending or
descending order. Click the heading again to reverse the sort order. Click again to return to the default sort
order.
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1001 438305

1001 438304

1001 438303

1001 438302 142
1001 438300 X1000
2000 568234

2000 134647

2000 134646

2000 134645

2000 134644

2000 134643

2000 134642

2000 134641

2000 134640

2000 124820
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Columns cannot be removed from a grid; however, the order they appear in the grid can be changed. To

move a column, click on the column heading and drag to the new location.

Alternate Code Al 4 Status iatus Short Description

928972000 Irv

BNTI2016 Pending
B TI2016 Pending
BHITI2016 Pending
B1M6/2016 Pending
5M17/2016 Pending
BTI2016 Pending

154 412312000 In

The + in the column heading indicates that it is being moved.

Column Format/Sort Format

If your record center has set up Column and Sort Formats for you, they will be available in grids from the

Settings menu. Click the Settings icon and select the option you want.

O’Neil Order Client User Guide
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67 Requests in Cart \&/
Search Inventory dearsearch
Type text here to search inventory Search
Filtered Search v | clearfiiters DTy \'@
inventory Type - Account t ltem Code | Altemate Code Add Date Time Destroy D... CU  Choose Column Format
clear 1YW B 8 100 134502 PPP 472172000 1200 AM | 10/30/1999 In|  Choose Sort Format
2 % 1000 134503 148 47212000 1200 AM  10/30/2000 | In
Filter counts not available. ¥ B A Materials
3 W B @ 100 134701 154 4/22/2000 1200 AM | 12/31/2003 |In
Gonitalier [ w B O 1000 134521 161 4/23/2000 1200 AM__ 12131/2004 In e
a ?\e'o\de,’ 5 W B O 1000 356082 5/5/2006 8:49 AM in Reports
ape
L o 6 W B O 100 985631 5/5/2006 8:49 AM in
Specific Inventory Type + 7 W B @ 100 12-2X 9/23/2005 10:13 AM in Inventory
s W B @ 100 961123 11/1/2006 9:26 AM In Add Container
Specific Inventory Type Manual + . ; = 5 ;
9 W B @ 100 2136087892 4/17/2009 8:41 AM in Add Filefolder
ltem Status - 10 W B [ 10005000 134511 137 4723/2000 1200 AM  12/31/2003  In s
ape
clear 1 W B O 10005000 134504 ™ 47212000 1200 AM | 8/14/2001 | In o
Y \ 1 / A 130/ =
T — 12 \y B [ 10005000 134506 51 47212000 1200 AM  10/30/2000 | In Global Edit
13 W B [ 10005000 134508 153 472172000 1200 AM | 8/142001 |In Tibgisions
[0 Destroyed SRR
L 14 W B @O 1001 438300 X1000 8A7/1900 1200 AM  1/1/1905 I
n ae 13t e len lanae [ annone Aaomonaiscniins = s
Check Out Web Order  Check Out Workorder

Choose Column Format

The Column Format determines which columns appear in the grid.

Column Format x
I ———
Column Format DEFAULT_VIEW_STD * \d
OK Cancel

Click the drop down list to display all of the column formats that have assigned to you. They are sorted by
name in ascending order. The default column format has an asterisk next to it. Select the one you want, and
click OK. The columns in the grid are updated and the grid is refreshed with the new data. Your selection is
saved until you change it.

Choose Sort Format

The Sort Format determines the order in which data is sorted in the grid.

Sort Format x
I ——
Sort Format Account Code / Alt Code -
OK Cancel

Click the drop down list to display all of the sort formats that have been assigned to you. They are sorted by
name in ascending order. Select the one you want, and click OK. The grid is re-sorted and refreshed. Your
selection is saved until you change it.

Context Menu

Right click on a row to bring up a context menu.

6 « Navigating O’Neil Order O’Neil Order Client User Guide
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67 Requests in Cart \&/
Search Inventory cearsearcn
ore 1o search invent Search
: clear fiters Edit = B O- O
Filtered Search v | COTINOIS Eo) E_ 8_ g_ \:: @
A Select All
Inventory Type - Acct date Time Destroy D... |Curret Order
Unselect All
clear W B g 1o 2000 1200AM  10/30/1999 I Bulk items
S & Invert All
2§ B @ 10 2000 1200AM  10/30/2000 In s s
Filter counts not available. Materials
3 W Add Item to Cart 2000 1200 AM | 12/31/2003  In
Container 4 W Add Selected Items to Cart 2000 1200AM  12/31/2004 In Services
() Filefolder Y EEEEYCSOUE NI
O YE=BI=RE T
Tape 5 W B O 1000 iy item Activity 006 8:49 AM In Report
6 W B @ 1o 006 8:49 AM In
7 =s [ 5 AM Inventory
Specific Inventory Type + 7 W B O 100 ey e Fiefolders (o2 1AM n o
8 W 100( ; 2006 9:26 AM In Add Container
Specific Inventory Type Manual + " E} =) View item Tapes. =
b 1 9 8: AM A lefe
9 W B B 1000 yiewimages for Selected items 2009 8:41 AM In Add Filefolder
Item Status = Y 1 AM 31/
10 W B O 1000 yiewFilefolders for Selected ltems... 2000 1200AM  12131/2003  In i
clear W B O 1000 iy Tapes for Selected ltems 20001200AM! 811422001 _In
Y = 1 13 1 1 12:00 AM it
Filter counts not available. 12 W | B |E) | 10000000 134506 2 L 2L 10/30/2000 | In Giobal Edit
13\ B [ 10005000 134508 153 4/21/2000 1200 AM  8/1422001  In —
[ Destroyed ss A = ™ anne | smonen vanna auuziannn annn ass | assinn -

You can edit the record for that item or select from other menu options. Some of the options in this menu are
also available elsewhere on the screen.

Icons
Most grids contain the following icons.
Neb-e e
Reload Results: Recomputes the data associated with the grid and displays the first page of the grid.
Select All: Selects all items that are displayed in the grid.
Unselect All: Unselects all items that are displayed in the grid.
Invert All: Changes all selected items to unselected and all unselected items to selected.
Add Selected Items to Cart: Adds all selected items in the grid to the cart.
Settings: Displays the Settings menu items.
When you select Advanced Search in the Inventory grid, two additional icons are available.

O- Ox
Bx @x

Clear Selected: Clears all selected items from the grid.
Clear All: Clears all items from the grid, whether they are selected or not.

Dialog Boxes

Dialog boxes display to request needed information. Within the dialog boxes there
are different types of fields.

O’Neil Order Client User Guide Navigating O’Neil Order « 7



Container Add o ox

Description Contents
Form | RSWeb.NET Container Add Intermediate v
Current Status Pending
Account Barcode * Alternate Code

Level 1
Contents Range Start Contents Range End Contents Start Date @
Contents End Date &= Contents Description

V V
Destroy Date 5 Category
Add | | Addto Cart Reset Cancel

Grid Picker

Some fields require an entry from pre-determined data. In this case a grid picker is available. For the field
below, to bring up a list of available accounts, click the grid picker.

Account

1000

The Account grid appears.

Record Storage Account 0O X
Options Search Format
£
Account Code |Account Description
1 1000 Newport Bank =
2 2000 Insurance Company
3 3000 Law Firm
4 4000 Hospital
5 1001 ABC Medical
6 ABC CORP ABC Corporation
7 8000
8 9000 Barrington Medical
9 CITYHOSP City Hospital
10 XYZCO
<) < [ 1 v} > M (@)
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Right click on the account you want and select OK. The grid closes and your selection displays in the Account
field.

You can also manually type in the data. As you start typing, the field autopopulates. If more than one item fits
the first few numbers you typed, a list appears with all matching accounts beginning with the numbers you
entered. You can select from the list or continue typing.

Account
00
1000

Ea:*ﬂﬂi

Aldrmenates T

Date/Time Fields

Date and Time fields default to the current date at 12:00 AM. You can enter the date and time, or click the
date or time picker.

Date Picker

The date picker brings up a calendar for you to make your selection.

Contents End Date Eﬂ
K July 2020 >

Su Mo Tu We Th Fr Sa

1 2 3 -
5 : 7 8 9 10 1
12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 3

Click the left and right arrows at the top to move to the next or previous month. Click on the month/year to
bring up a list of all months.

O’Neil Order Client User Guide Navigating O’Neil Order « 9



< 2020 »

Jan Feb Mar Apr

May Jun Jul Aug

Sep Oct Nov Dec

Click the left and right arrows at the top to move to the next or previous year. Once you make your selection,

you are instantly returned to the previous screen.

You can also use the following keyboard shortcuts to select dates.

Keys Action

Left arrow Highlights the previous day

Right arrow Highlights the next day

Up arrow Highlights the same day from the previous week
Down arrow Highlights the same day from the next week

Ctrl + left arrow

Navigates to the previous month

Ctrl + right arrow

Navigates to the next month

Ctl + up arrow

Navigates to the next view

Ctrl + down arrow

Navigates to the previous view

Home Highlights the first day of the month
End Highlights the last day of the month
Enter If in “month” view, selects the highlighted day. In

other views, navigates to a lower view.

Date/Time Picker

There is also a date/time picker that combines both date and time in the same field.

Requested Fulfillment

CiC

The date and time pickers are side by side. Click them individually to make your selections.

Errors/Warnings

If an invalid entry is made in a field, the field is highlighted in red with an error/warning icon.

10 « Navigating O’Neil Order
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Barcode 0[ 63256

Click the icon to view the message.

Account

1000

Barcode opa

Alternate Code
Click the X to close the message. You cannot save the dialog box until the error is corrected.

Errors/Warnings that relate to the entire dialog box display in the top right corner. Click the red icon to display
the message.

Container Edit @ =

Description.. Contents...

Account

1000

(it}

B B

Barcode 134820 Add Date 2/8/2000 12.00 AM

Alternate Code P566321 User Defined

Errors need to be corrected. Warnings do not require action, they just need to be acknowledged. Select the
check box to acknowledge the error. Click the X in the top right corner to close the message. You cannot save
your change until the error has been corrected or the warning has been acknowledged.

Export Grid

All grids in O’Neil Order have an Export feature. This allows you to export data to a text file that can be
viewed in other programs.

Load the data you want to export onto the grid. Click the Export Grid link in the Tasks section on the right
side of the screen. The Export Grid dialog box appears.

O’Neil Order Client User Guide Navigating O’Neil Order « 11



Export Grid X
=sese

Print Format...

Number of fields 8

Format
@ Delimited

Delimiter

(O Comma
O Tab
(O Semicolon

(O Other

Quotes around fields
O Fixed

Record Length: 129

OK Cancel

By default, the Delimiter is a vertical bar (|) and the Quotes around fields check box is selected. Both settings
can be changed.

To change the margins, click Print Format.

Print Setup *
_—
Iargins
Left 0.25 2
Right 0.25 2
Top 0.25 2
Bottom 0.25 <
Print | | Gancel

Adjust your margins as necessary and click Print to return to the Export Grid dialog box. Click OK to begin
the export.

When the export has completed, you are notified of the number of records exported.

12 « Navigating O’Neil Order O’Neil Order Client User Guide
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Export ¥
Completed.
Records Exported: 52

Cloge

Click Close, and you can choose to open or save the file.

Print Grid

This option is used to print the data displayed on a grid. The data in the grid is formatted into a printable black
and white table.

Print Grid X

Heading | Page Settings
Margins
Description
Left 0.25 :
Column Heading Font
Right 0.25 =
Font Name Arial v M/
Top 0.25 =
Font Size 12 - v
+, '3 A
Bold [ ltalics [ Underiine Botiom 0.25 -
Column Detail Font Paper Size Letter (8.5in. by 11in.) v
FontName — hd Orientation Portrait v
Font Size 10 v
Output Format PDF v
Border Around Cells [_] Shade Alternate Rows
Print Cancel

Enter a Heading and Description for the report that will print from the grid.

Column Heading Font

This section applies to the column heading text only. Click the drop down arrow next to Font Name to select
from the available fonts. Click the drop down arrow next to Font Size to select a font size. You can also select
Bold, Italics, or Underline.

Column Detail Font

Select the Font Name and Font Size for the text in the columns.

Page Settings
You can adjust the margins, select a paper size, and select the page orientation (portrait/landscape).

Next, select the Output Format. You can save the grid as a PDF, Microsoft Excel spreadsheet, or Microsoft
Word document.

O’Neil Order Client User Guide Navigating O’Neil Order « 13



Finally, you can choose to print a border around the cells, and/or shade alternate rows to make the report
easier to read.

When you have completed all fields, click Print to save the report.

NOTE: When you print a grid, remember that only selected rows on the grid will print. If the marked row count
exceeds the maximum rows that can be printed, you are notified and given the option to continue or cancel.

The File View dialog box displays your report.

File View x

Open In New Tab...

Containers Added on 4/21/2000

Account |Barcode Alternate Code |Short Description |Add Date Destroy Date
1000 134500 145 421/2000 QI1/2001

1000 134501 148 4/21/2000 Q2007

1000 124502 147 4212000 oM2001

1000 134503 148 -4/21/2000 /172001

1000 134504 140 4/21/2000 10112001

1000 134505 150 4/21/2000 10/1/2001

1000 134506 151 421/2000 10/12001

1000 134507 152 42172000 10/1/2001

1000 134508 153 4/21/2000 10112001

m

oK

Click Open in New Tab to view your report in full screen.

14 « Navigating O’Neil Order
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Inventory

Introduction

O’Neil Order and its connection with your record center's database means that you can access your stored
items and actually update the information associated with them. You can also add new items. This makes
data entry easier, eliminates duplicating labor, and ensures accuracy.

You can add new items at the click of a button, or search for all the existing items that you want to edit. The
database at the record center will be searched, and the items that meet your criteria will be loaded onto your
screen. Once the items are loaded, you can view and edit fields for an item, or add the item to your cart.

Search Inventory

O’Neil Order opens to the Search Inventory screen.

19 Requests in Cart \&/

Search Inventory desrsesrcn
Type text here to search inventors et

r o v | clear filers Fy B- 0o O
Filtered Search e ooy

Inventory Type - ttem Code Alternate Code | Add Date Time Destroy D... Current Status  Status [ Order

clear
Container
Filefolder

Tape
Specific Inventory Type Manual +

ltem Status

Account Code Range
fuld Doty Global Edit
Desiroy Date
Stafus Date

From/To Date
Options
Sequence Range

+ o+t o+ o+ 4

Perm Flag

[

0 > oow 100 v items per page Noitems to display )

Check Out Web Order  Chack Out Warkorder

There are two different search modes available, Filtered Search and Advanced Search.

O’Neil Order Client User Guide Inventory « 15



Container
Filefolder

Tape
Specific Inventory Type Manual 4+

[termn Status +

sapmd it Thomen ey 1

Filtered Search - clear filters

Filtered Search

At the top of the screen is a search field. Search filters display on the left side of the screen. Additional

options display on the right side of the screen.

Search Text Field

To initiate a search, enter text into the Search text field and click Search or press the Enter key. To clear the
results of a previous search, click Clear Search. This clears all results and all filters. You can also clear the
contents of the Search text field (which will revert to the hint) and click Search or press Enter. Merely tabbing

out of the field will not initiate (or clear) a search.

The search will be completed on all items in the database. To limit the search, filters can be applied.

Columns Searched

The text search searches across all of the text columns relating to items. The following columns are included:

* ltem Code

»  Short Description

+ Alternate Code

» User Defined Field 1
» User Defined Field 2
» User Defined Field 3
» User Defined Field 4
* ltem Set Name

* Sequence Begin

» Sequence End

» Contents

* Long Description

16 « Inventory
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* |tem Code Alias

» ltem Keyword

Supported Searches
Below are some examples of searches that are supported in O’Neil Order.

» If you enter a single word (e.g. smith), that word must appear in at least one of the indexed fields
above to return that item.

» If you enter two or more words separated by spaces (e.g. john smith), all of those words must appear
in at least one of the indexed fields above to return that item. The order of those words does not
matter.

» If you enter text surrounded by double quotes (e.g. "smith john"), the whole string must appear in at
least one of the indexed fields above to return that item.

* Quoted text and non quoted text can be mixed. e.g. "smith john" medical means the string smith john
and the word medical must appear in at least one of the indexed fields above to return that item. The
order of the two does not matter.

» If you put an asterisk (*) at the end of a word, the asterisk matches zero, one, or more characters

following the word. e.g. jo* would match "john", "joe", "josh" etc. jo* smith would match "john smith",
"smith joe" etc.

» Searches are not case sensitive.

Searches not Supported
The following searches are not supported.

» john AND smith - The "AND" keyword is not supported. However, words are automatically "AND-ed"
together.

» john OR smith - The "OR" keyword is not supported.
There are also some words and characters that will not be matched:

» Searching for individual numbers or characters. These are not indexed by SQL Server's Full Text
Search. So searching for A will not match items with an "A" in them.

» Searching for one of 116 words that SQL Server's Full Text Search does not index because they are
considered too commonly used. These words are as follows: about, after, all, also, an, and, another,
any, are, as, at, be, because, been, before, being, between, both, but, by, came, can, come, could,
did, do, does, each, else, for, from, get, got, had, has, have, he, her, here, him, himself, his, how, if,
in, into, is, i, its, just, like, make, many, me, might, more, most, much, must, my, never, no, now, of,
on, only, or, other, our, out, over, re, said, same, see, should, since, so, some, still, such, take, than,
that, the, their, them, then, there, these, they, this, those, through, to, too, under, up, use, very, want,
was, way, we, well, were, what, when, where, which, while, who, will, with, would, you, your.

NOTE: These words are language dependent so the words above are for the English language
which would be the default Full Text Search language for most databases.

» Leading zeros on strings may be ignored when doing a partial match. For example, 0000123 will
match "0000123" but it will also match "0123" or "123".

Search Filters

Search filters are used to narrow down your search.
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Filiered Search v clear filters|

Inventory Type -

clear

Container
Filefalder
Tape

Specific Inventory Type Manual
Iterm Status
Account Code Range

Add Date

+

+

+

+

Destroy Date +
Status Date +
From/To Date +
Sequence Range +
+

Perm Flag

Click the + to expand a section. Click the — to close a section.

Filters such as accounts that contain sub accounts are displayed in a tree view.

Account Code -

[] 1000 (28
+ 2000 v ®
[] 3000 (5
- |:| 4000 (4) o+ ®
] 30002
] 40018

Once afilter is selected, the filter count appears next to each selection. This is the number of items that match
the criteria and are included in your results. The + and — icons can be used to expand or collapse the
accounts.

The Check all and Uncheck all icons can be used to select or unselect all subaccounts under the main
account.

Inventory Type

Select the check box for the type of item you want.
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Inventory Type
clear
Container {132)
[] Filefolder (147
[] Tape

Specific Inventory Type

MHHII”

Compass

Minerals

This filter displays all available sub-types of the Inventory Type selected. If Container is the only Inventory

Type selected, then only Container sub-types will be displayed here.

When no filters have been selected and no search text has been entered, this panel will not display.

Specific Inventory Type

clear

Container « &

Container {24)
[] Letter\Legal Box {104

[] &M Tape Small Tote (4

Specific Inventory Type Manual
This filter lets you manually select the Specific Inventory Type you want.

clear

Specific Inventory Type Manual =

Click the grid picker to display the Obiject grid.
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Record Storage Object 0 x
Options Search Format
£
Object Code  Object Description Unit Volume
1 1.2 BOX 1.2 Cu Ft Container 1.2000000000
2 3460 3450 0.0000000000
3 3480 34380 0.0000000000
4 & MM FILM |8 MM Film 0.0000000000
5 ARCHIVE One Cube 0.0000000000
o BOX-CT Box-Check Transfer 0.0000000000
7 BOX-HIS. Box-High Security 0.0000000000
8 BOX-STD Box-Standard File 0.0000000000
g BOX-TP Box-Tape Storage 0.0000000000
10 | CHECKB... CheckBox 0.0000000000
3
‘« 4 1 ~ b O

Right click on the object type you want and click OK.

Item Status

Select from the available item statuses.

[tem Status

[ out

[[] Destroyed
[ In (5475

[l Perm Out (2
[l Pending (4

Destroyed: A status of Destroyed means the item has been destroyed and no longer exists.

In: A status of In means the item is at the record center.

Out: A status of Out means the item is at the customer site.

Perm Out: A status of Perm Out means the item was returned to the customer and will not be coming back to

the record center.

Pending: A status of Pending means the item was added by the customer via O’Neil Order, but has not yet

been accepted by the record center.
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Account Code

= Compass
= Minerals

Select from the available accounts/sub accounts. Only accounts that you have access to are displayed.

When no filters have been selected and no search text has been entered, this panel will not display.

Account Code

] 3000 (56
- [ 40008 v &
] 3002
] 4003

Account Code Range

To search for items belonging to more than one account at a time, you can enter a range of accounts.

Account Code Range

clear
Level 1 From To

Level 2 From To

Level 3 From To

Include Sub Accounts

Select the Include Sub Accounts check box if you want to include all sub accounts for the account range you

entered.

Click Apply to include the account code range in your search.

Add Date

Add date is the date an item was added to the database. To include an Add Date in your search, click the
drop down arrow in the top field.
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Add Date

clear

Any Date
Last ¥ days
Yesterday
Today
Tomomow
Mext T days
Between

Select from the available options.

If you select Between, you will need to enter a From/To date. Type in a date, or click the grid picker next to
the field to select a date. You can select just a From date or just a To date. It is not necessary to enter both.

a August 2020
Su Mo Tu We Th
2 3 4|5/ 8
9 10 M 12 13
16 17 18 19 20
23 24 25 28 27
N

ednesday, August 5

Fr

14

21

28

Y
Al Fal)

*

Sa

1

2

15

22

29

Once you have entered your dates, click Apply.

Destroy Date

Destroy date is the date an item is scheduled to be destroyed, or was already destroyed. To include a Destroy

Date in your search, click the drop down arrow in the top field.
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Destroy Date

clear

Any Date
Last 7 days
Yesterday
Today
Tomomow
Mext 7 days
Belween
Biank Date

Select from the available options.

d””””l‘

Compass

Minerals

If you select Between, you will need to enter a From/To date. Type in a date, or click the grid picker next to
the field to select a date. You can select just a From date or just a To date. It is not necessary to enter both.

a August 2020
Su Mo Tu We Th
2 3 4|5/ 8

9 10 M 12 13
16 17 18 19 20
23 24 25 28 27
N

Wednesday, August 5

Fr

14

21

28

2020

*

Sa

1

2

15

22

29

Once you have entered your dates, click Apply.
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Status Date

Status date is the date the last action took place for the item. For example, it could be when the item was
scanned into the record center, or scanned out to a customer. To include a Status Date in your search, click

the drop down arrow in the top field.

Status Date

clear

Any Date
Last 7 days
Yesterday
Today
Tomomow
Mext 7 days
Belween

Select from the available options.

If you select Between, you will need to enter a From/To date. Type in a date, or click the grid picker next to
the field to select a date. You can select just a From date or just a To date. It is not necessary to enter both.

a August 2020
Su Mo Tu We Th
2 3 4 5 6
9 1 M 12 13
16 17 18 19 20
23 24 25 26 27
0 N

ednesday, August 5

Fr

14

21

28

-
Al Fal)

*

Sa

1

2

15

22

29

Once you have entered your dates, click Apply.
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From/To Date

The From/To Date is information you provided to the record center to help identify an item. For example, if
you have a container of medical records for 2013, the From/To Date might be “ From:1/1/13 To 12/31/13” To
enter a date that falls within the From/To Date Range for an item, type a date or click the grid picker to select
a date.

From/To Date =

clear

Enter a date within From/To

i

Sequence Range

The Sequence Range is information you provided to the record center to help identify an item. For example, if
you have a container of personnel files, the sequence might be "From: ABERCROMBIE To: CRAWFORD.
You can enter text that falls within the Sequence Begin/End range for the item. So for the example given, if
you were looking for a personnel file for BROWN, you can type that here and the container listed above would
be included in the results.

Seguence Range -

clear

Within Sequence Begin/End

Perm Flag

Perm Flag is a field that indicates whether an item is to exist indefinitely and should never be destroyed.
Select whether you want to search for items with a Perm Flag of No or Yes.

Perm Flag -

[] Noi{o:
[] wes

Clear Filters

Each filter section has a Clear link that clears that specific filter. The results in the grid will be updated to
reflect the cleared filter.

At the top of the Search Filter section is a Clear Filters link that clears all filters. All results displayed in the
grid that are based on the filters will be cleared.

Result Limit Exceeded

A maximum of 5,000 items can be displayed in the results grid. If your search returns more than 5,000 items,
you are informed and only the first 5,000 records are added to the grid. To close the message, click the X in
the corner.
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'_E_i' Your search exceeded the maximum number of X
ecords can be displayed

results. Only 5.000 1

Filter counts will not be available until you apply additional filters to narrow the results. Any time filter counts
are not available, a note is included in the Search Filter section.

Search Filter clear filters
Inventory Type -

clear

Filter counts not availabie.

Container
[] Filefolder

] Tape
Specific Inventory Type +

Specific Inveniory Type Manual +

Advanced Search
Advanced Search displays the Quick Query panel.

NOTE: Quick queries are set up by your record center and then assigned to you. If no quick queries have
been assigned, the Quick Query panel does not display.

67 Requests in Cart \&/
Search Inventory
d B- O- O- O- 0%
Advanced Search v ol -l =L R )
Quick Query Htem Code  Altemate Code | Add Date Time DestroyD.. CurentStatus  Status Date Order
Containers Account {Contai_. v - Bukltems
Description Materials
A list of containers by level 1 .
account code Services
Reports
Inventory
Add Container
Add Filefolder
Add Tape
4 Global Edit
[ Clear All ltems on Grid
Parameters
Account No
1000
Search Options
Load From File
Search Results
Load List
Matched »
Addad e e » M | 100 w |items perpage Mo flems to display )

Quick Query: The drop down list displays the name of all quick queries that have been assigned to you by
the record center. The list is sorted by the quick query name in ascending order. The last used quick query is
selected by default. If the quick query was created specifically for the container, filefolder or tape grids, that is
specified in parenthesis after the quick query name. That means that quick query will only returns items of
that type. If there are no parenthesis, the query will return all item types you have access to.
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Description: This is the short description your record center has given the quick query.

Clear All Items on Grid: When selected, the grid is cleared before the quick query is executed. When not
selected, new items are appended to the grid, which allows you to accumulate results using multiple quick
queries.

Parameters: If the quick query has parameters, there will be a field for you to enter them. This may be a text
box, date/time picker, etc. The last used parameters are populated by default.

Click Search to run the query.

NOTE: If you add a container, filefolder, or tape while in the Advanced Search mode, the row is added to the
grid.

Search Results

A search results panel displays the number of records that were matched and added by the last quick query
search. Any modification to the results will clear these numbers until the next quick query search is run.

Icons

Two additional icons are displayed in the Advanced Search mode.

O— Ox
Ex Ex

Clear Selected: removes all selected items from the grid.

Clear All: removes all items from the grid.

Switch from Advanced to Filtered Mode

If you run a quick query under Advanced Search, and then switch to Filtered Search, the grid remains
populated with the results. The Filtered Search mode is restricted to consider only the items that were
identified by the Advanced Search mode. That means any additional filters chosen, including a text search,
will be applied to the restricted set of items.

67 Reguests in Cart \&f
Search Inventory gearsearen
tricted inventor Search
Filtered Search v | Clearfilers B E: E: E: w {5}
Restriction = ltem Code |Alternate Code | Add Date Time.  Destroy D... Current Stal Order
glsar 1w B O 54218 Destroyed Bulk ltems
2 | \y 127X In
Resiricted o 54 items [7] ¥ EO Materials
3 W B O 2135087 In
Inventory Type = 4 W [ [] 2se882 In Services
‘ 5 v | B s out Repors
clear 5 ot
5 Y [ [ 200056 11132006 | Out
[ Container (54) 7 \y = [ 215608 out Inventory
W = 9968 0 Add Coniainer
Specific Inventory Type - 8 W [ [ 238500 i Cut
™ 9 v [E [ 289856 5152006 8:49 Out Add Filsfolder
Lear 10 Wi B [ 233660 POPONS -1 ourt

A Restriction panel is displayed at the top of the Search Filters panel. It indicates the number of items from
the last Advanced Search that the results are restricted to. The panel title is blue to bring attention to it. A
Help icon is also included. Hover over the icon to display a message explaining the restriction.

The Search button next to the full text search box also indicates that the search is restricted.
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Add Container

New containers can be added to your account using O’Neil Order. Once information is entered and submitted,
it is added to the database at the record center.

To add a new container, click Add Container under Tasks on the right side of the screen. You can also right
click on the grid and from the context menu, select Add Container.

Container Add o x

rent Status  Pending Container Type ~ CONTAINER

Account

L

Add | AddtoCart | Reset || Cancel

Your record center may have created custom data entry forms for you. To view available forms, click the
Form drop down list and make your selection. The default is automatically set to the last form you opened.

Enter your data in the appropriate fields. Click the grid picker next to a field to display a list of available
options. Right click on your selection in the grid and select OK.

Click the date picker next to date fields to display a calendar from which you can select a date.

Some fields are required. If you try to add the record without completing a required field, the field is displayed
in red. Click the exclamation point icon for an explanation.

Container Add

Description Contents

Form | RSW¢g

Current Status Pending
‘Barcode * field is required

Barcode * o:] Alternate Co

Data Entry Errors XJ

Account

Level 1 2000

Level 2

Click the X to close the message.

Once you have completed all fields, click Add to add the container to the database. If you want to add the
container and immediately place it in your cart, click Add to Cart.

Continue adding any additional containers. When you have finished entering data, click Cancel to return to
the Results grid.

Edit Existing Containers

Data for existing containers can be edited using O’'Neil Order. Once data is edited or added and submitted, it
is changed in the database at the record center.
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To edit data for a container, you must first load the container onto the grid. Once the container is loaded, right
click on it and from the context menu, select Edit.

NOTE: You can also bring up the Edit form by clicking on the item’s barcode link in the grid.

Container Edit O ox
Description Contents
Form | RSWeb.NET Container Edit Complete v
Current Status In Status Date 4/3/2012 Add Date 5/5/2006
Container Type CONTAINER
Account* Barcode * 356082 Alterate Code
Level 1 1000
Level 2
Contents Range Start Contents Range End Contents Start Date E
Contents End Date ﬁ Destroy Date ﬁ Category
Set Name Record Series Custom Field 1
Custom Field 2 Custom Field 3 Custom Field 4
Custom Date =] Nacerint finn Fontante T
Edit Reset Cancel

Make your changes or enter new data in the appropriate fields. Click the grid picker next to a field to display a
list of available options. Right click on your selection in the grid and select OK.

Click the date picker next to date fields to display a calendar from which you can select a date.

Some fields are required. If you try to edit the record without completing a required field, the field is displayed
in red. Click the exclamation point icon for an explanation.

Once you have completed the fields, click Edit.

Continue making necessary changes to any other containers. The changes you have entered are sent to the
database at the record center.

Add Filefolder

New filefolders can be added to your account using O’Neil Order. Once information is entered and submitted,
it is added to the database at the record center.

To add a new filefolder, click Add Filefolder under Tasks on the right side of the screen.
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Filefolder Add

Filefolder Add Complete

''''' S ontal arco Custom Field
stom stom n Field
stom = ents Range Sta
Start Dat B el a (i) Category
Record S Destro 8

Permanent item * No v Description Contents

Add | | AddtoCart | Reset | Cancel

Your record center may have created custom data entry forms for you. To view available forms, click the
Form drop down list and make your selection. The default is automatically set to the last form you opened.

Enter your data in the appropriate fields. Click the grid picker next to a field to display a list of available
options. Right click on your selection in the grid and select OK.

Click the date picker next to date fields to display a calendar from which you can select a date.

Some fields are required. If you try to add the record without completing a required field, the field is displayed
in red. Click the exclamation point icon for an explanation.

Filefolder Add

Level 1

J—

Barcode *

Description Contents
Form | R
Current Status Pending
"Barcode * field is required
Account

5

Once you have completed all fields, click Add to add the filefolder to the database. If you want to add the
filefolder and immediately place it in your cart, click Add to Cart.

Continue adding any additional filefolders. When you have finished entering data, click Cancel to return to the
Inventory grid.

Edit Existing Filefolders

Data for existing filefolders can be edited using O’Neil Order. Once data is edited or added and submitted, it is
changed in the database at the record center.

To edit data for a filefolder, you must first load the filefolder onto the grid. Once the filefolder is loaded, right
click on it and from the context menu, select Edit.

NOTE: You can also bring up the Edit form by clicking on the item’s barcode link in the grid.
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Filefolder Edit B ox
Description Contenis
Form | RSWeb NET Filefolder Edit Intermediate v
Barcode 0000004 Container Alternate Code P435675

4001

400
Current Status In Status Date 5/2212008 Add Date 472412000
Category Set Name Permanent ltem No
Record Series PAY Custom Field 1 Custom Field 2
Custom Field 3 Custom Field 4 Custom Date
Alternate Code 123775 Short Description Container Barcode 134802
Contents Range Start Contents Range End Contents Start Date =] e

Edit || Reset | | Cancel

Make your changes or enter new data in the appropriate fields. Click the grid picker next to a field to display a
list of available options. Right click on your selection in the grid and select OK.

Click the date picker next to date fields to display a calendar from which you can select a date.

Some fields are required. If you try to edit the record without completing a required field, the field is displayed
in red. Click the exclamation point icon for an explanation.

Once you have completed the fields, click Edit.

Continue making necessary changes to any other filefolders. The changes you have entered are sent to the
database at the record center.

Add Tape

New tapes can be added to your account using O’Neil Order. Once information is entered and submitted, it is
added to the database at the record center.

To add a new tape, click Add Tape under Tasks on the right side of the screen.

Tape Add o x

Description  Contents

Current Status Pending Tape Type TAPE

Aceount Barcode * Alternate Code

Short Description Container Barcode ®

A1}
A1}

A1

2

m

o
|

.

i
o
@
&
.
it}

Add | | AddtoCart | | Reset || Cancel

Your record center may have created custom data entry forms for you. To view available forms, click the
Form drop down list and make your selection. The default is automatically set to the last form you opened.
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Enter your data in the appropriate fields. Click the grid picker next to a field to display a list of available
options. Right click on your selection in the grid and select OK.

Click the date picker next to date fields to display a calendar from which you can select a date.

Some fields are required. If you try to add the record without completing a required field, the field is displayed
in red. Click the exclamation point icon for an explanation.

Tape Add

Description Contents

Form | RS\
Current Status Pending
'Barcode * field is required
Account Barcode * 0[ Alternate

Level 1

Once you have completed all fields, click Add to add the tape to the database. If you want to add the tape
and immediately place it in your cart, click Add to Cart.

Continue adding any additional tapes. When you have finished entering data, click Cancel to return to the
Inventory grid.

Edit Existing Tapes
Data for existing tapes can be edited using O’Neil Order. Once data is edited or added and submitted, it is
changed in the database at the record center.

To edit data for a tape, you must first load the tape onto the grid. Once the tape is loaded, right click on it and
from the context menu, select Edit.

NOTE: You can also bring up the Edit form by clicking on the item’s barcode link in the grid.

Tape Edit o x

Description Contents

Account Barcode 223658956 Tape Type TAPE
Level 1 1000

Level 2

Level 3

Container Aliernate Code Current Status Qut Status Date 121512018
Add Date 12/5/2019 Category Permanent ltem No
Record Series Custom Field 1 Custom Field 2

Custom Field 3 Custom Field 4 Custom Date

Alternate Code Short Description Container Barcode

Set Name Contents Range Start Contents Range End

Edit | | Reset Cancel

Make your changes or enter new data in the appropriate fields. Click the grid picker next to a field to display a
list of available options. Right click on your selection in the grid and select OK.

Click the date picker next to date fields to display a calendar from which you can select a date.
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Some fields are required. If you try to edit the record without completing a required field, the field is displayed
in red. Click the exclamation point icon for an explanation.

Once you have completed the fields, click Edit.

Continue making necessary changes to any other tapes. The changes you have entered are sent to the
database at the record center.

Retention Information

When adding/editing an item, after the Add/Edit button has been clicked, the retention information related
fields are checked to see if the calculated destroy date has changed and whether the record series is on
Legal Hold.

If the record series is on Legal Hold and the current Destroy Date is blank and the Permanent Flag is set to

Yes, the item is saved without prompting you because nothing changed. If the Destroy Date is not blank or
the Permanent Flag is set to No, you receive the following prompt.

Records Retention x

f - ) Selected Record Series is on Legal Hold. Click Yes to clear

‘¥ Destroy Date and set the Permanent Fiag to Yes. Click Noto
override Legal Hold =tatus and keep current Destroy Date and do
naot change Permanent Flag.

Yes Mo

Select Yes to clear the Destroy Date field and set the Permanent Flag to Yes. The Legal Hold status remains
in place.

Select No, to keep the Destroy Date and Permanent Flag setting as you entered them for the item. This
overrides the Legal Hold status.

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

If the current Destroy Date is not blank and the calculated Destroy Date is different from the current one, or if
the current Permanent Flag is Yes, you receive the following prompt.

Records Retention >
"6' The Desiroy Date has been recalculated and is different from the
@ current Destroy Date. Click Yes to use the calculated Desiroy
Date (10/30/2020 ) and set Permanent Flag to Mo. Click No to
keep current Destroy Date (11/3072022) and do not change
Permanent Flag.

fes Mo

If you select Yes, the Destroy Date will be set with the calculated date, and the Permanent Flag will be set to
No if necessary.

If you select No, the record will be saved with the current Destroy Date and Permanent Flag setting.
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Filefolders/Tapes in Container

A Filefolders or Tapes grid is available through context menu options in the Inventory grid. This allows you
to view the filefolders or tapes in a container on the grid. Right click on an item in the Inventory grid and

select one of the following:
+ View ltem Filefolders
* View ltem Tapes
» View Filefolders for Selected ltems

» View Tapes for Selected ltems

These grids have all of the same features as the Inventory grid but will only show the filefolders or tapes that

are in either the current container or selected containers in the Inventory grid.

< Search Inventory 67 Requests in Cart \&/
Filefolders for Container 134802 ciearsearch
Type text here to search inventory Search

Filered Search v | Clear fiftars NEEE YO
{tem Status + Account |Barcode | Altemate Code Container Barc. . Container Alter.. Destroy D... Confenis Rang
At + 1 W [ 40001400 134302 P435675

2 g [ 4000400 134302 P435675
Destroy Date 5 3 WY [ 400000 134802 PA435675
Status Date + 4 Yy [ 40001400 0000004 134802 P435675

5 W 001400 134802 356
e o e 5 W B 4000u0 3480 P435675

6 W [ 4000400 134302 P435675 i

ima

SEeEhTangs + 7 W [ 4000uo0 134302 P435675 S
Perm Flag + 8 W [E] 4000400 134802 P435675

9 W [ 4000 134802 P435675

10 %y [ 4000 134302 P435675

1 Y [ 40001400 1 134802 P425675

12 N [] 40001400 0000012 134802 P435675

B
‘ @ » M 100 w | items perpage 1-120t12tems ()
Check Out Web Ordsr  Check Out Workorder  Close

When viewing filefolders/tapes for a single container, you cannot edit the contained-in container. The
Container and Account fields are populated and grayed out when the dialog box opens. When adding, you

can only add to the container you are viewing the filefolders/tapes for.

When viewing filefolders/tapes for multiple containers, you can Add/Edit/Global Edit the Contained In,
Account, and Location fields to any of the containers that were selected in the Inventory grid.

View Item Activity

You can view all activity for an item from the Inventory grid. Right click on an item in the grid and select View

Item Activity.
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Container 961123 Activity

Date/Time Activity Workorder Number  Workorder Create Date/Time Workorder Reguired By D... Requestor
08/13/2007 02:55:23PM | Delivery 11125104 08M13/2007 02:54:531PM
11/01/2006 09:53:08AM | Add
11/01/2006 09:26:06AM | Pickup 00000321 11/01/2006 09:26:00AM Cathie
»
K4/ BH oK

NOTE: Iltem activity is sorted by Date/Time in descending order and up to 20 records of activity are displayed.

The arrows at the bottom left of the grid navigate through additional items on the Inventory grid.

To close the Activity grid, click OK.

Description

Each item in the system can be given a unique description. To enter the description, in the item’s Add or Edit
dialog box, click Description.

Description for 996325 X

b LGl 1K™

Maiches  Keyword Add

1 Highlight Keywords

Current liner 1 Totatlines: 1

OK | | Cancel
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Description text is entered in the top section. The current line being edited and the total number of lines are
displayed in the lower right corner.

Keywords

Keywords can be added in the bottom section. Click Add.

Add Keyword X
e —

Keyword

Add Cancel

Type your keyword and click Add.

Description for 996323 X

il

Main Branch: Los Angeles, California

Secondary Branches:
Haollywood, California
Houston, Texas

Security video footage of parking lot and reception area.
Only good in CMC 370 machines with color gain control.

Matches | Keyword Add
2 califormia A

1 cme 370

1 parking

1 reception [V

] Highlight Keywaords

Cument fine: - Total lines: 8

OK | | Cancel

The keyword list includes a count of the number of times the keyword appears within the description text.
Keywords do not have to appear in the text. Keywords that do not appear in the text have a zero match count
in the keyword list. Existing keywords can be edited or deleted.

To highlight the keywords in the description text, select the Highlight Keywords check box. The keywords
appear in bold.

Find

To find text in a description, click the Find button.
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Description for 134811

A o | i

Enter the text you want to find.

Find

Find What

[ Match Case =~ Direction

(7Up (@ Down

Find Next Cancel

J”””l”

Compass
Minerals

You can choose to match the case of the text and also choose to search up or down. Click Find Next. When

you have finished, click Cancel to close the dialog box.

Find and Replace
To find and replace text in a description, click the Find and Replace button.

Description for 134811

el B

Enter the text you want to find and the text you want to replace it with. You can choose to match the case of

the text.

Replace
Find What

Replace With

Find MNext

[IMatch Casze

Replace Feplace All

Cancel

Click Find Next to find the first matching text. Click Replace to replace it with the new text. You can also click

Replace All to replace all instances of the text without reviewing them individually. When you have finished,
click Cancel to close the dialog box.

Contents

In the Contents dialog box you can enter the name of each item within another item. For example, you could
list the name of each file stored in a container, or list the documents contained in a filefolder. To enter the

contents, in the item’s Add or Edit dialog box, click Contents.
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Contents for 134611 *

sl 1™
LACK, JOHN
LAGANO, DOMINICK
LAGE, ELLEN
LALLY, VINCNT
LAMA, KELLY
LANGE, FRED
LANGER, IAN
LALEE, CHAU-YIN
LEIBOWITZ, ERIC
LEVY, IRA

LIMA, ROSE
LINTZ, DAVID
LOFTUS, JOE
LUKOWIAK, SUE
LYONS, WILLIAM
LYTWYN, MILLY

Current fine:

16

Total fines:

OK

16

Cancel

The current line being edited and the total number of lines are displayed in the lower right corner. Find and
Find and Replace buttons are available.

When you have finished, click OK to save the contents.
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Order

Cart

The Cart works similar to the shopping cart feature
that you may have used on many shopping
websites. You can load items into the cart and
then when you are ready to place an order, select
the items you want included and create an order.
Items remain in your cart until you remove them or
until they are placed on an order. The cart can
contain requests for deliveries, pickups, materials,
or services.

NOTE: The cart only applies to the user logged in
(with the exception of the Web User
Administrator). So each user will have their own
cart containing only the items they have added.
Iltems remain in the cart after you log out, so they
will still be there the next time you log back in.

The Cart link in the top right corner of the screen
shows the number of requests in the cart and
provides quick navigation to the Cart grid.

Add Requests to Cart

Containers, Filefolders, and
Tapes

Search for the item you want to order. Once it is
loaded on the cart, select it and then click the Add
Item to Cart icon to add it to the cart. You can
also right click on the row and from the context
menu, select Add Item to Cart.

MHHII”

Compass

Minerals
67
Search Inventory gearsearcn
Search
Fitered Search v  Clearfilters N EEE
Inventory Type - Account ltem Code  Alternate Code Add Date Time Destroy D... Current St
cear 1 W E @ 1001 438300 X1000 8117/1900 1200AM 1111905 In
: ——— [Z]w|E O 300 134704 1/13/1999 1200AM _ 9/92003 __In
iiter counts not availal
e L. 3TWE @ 3000 134705 11311999 1200AM  9/922003  In
Container 4 W B O 300 134706 113/1999 1200AM  9/922003  In
o :”e der 5 W B [ 4000400 134802 P435675 2182000 1200AM | 9/172010  In
e
O Tep 6 W B [ 4000400 134804 P435231 2/812000 1200AM 511622007 In
Specific Inventory Type T 7 Y B [ 4000400 134806 P435685 2812000 1200AM 51162007  In
Y \ 08 1 AM NI
e vl 8 W B [ 4000400 1348 P435839 2182000 1200AM  9M7/2010 In
9 W B [ 4000400 134812 P435667-C 2/872000 12:00AM  9/17/2010  In
Item Status = 10 W B [ 4000400 134821 P435543 2/8/2000 1200AM  9/17/2010 In
s 1 W B [ 4000400 134823 P435082 21872000 1200AM 51162007  In
! i /15! M 3131/1901
Fiter counts not avalsble 2 W B O 3000 34730 2/152000 12:00AM 3311901 I
B 13 W B @ 300 134731 2/15/2000 12:00 AM | 3/31/1901 In
) Destroyed 14 W B @ 3000 134732 2152000 1200AM 3311901 In
In PP VP = P = SRR [
Check Out Web C
To add multiple items at once, select all the items
and then click the Add Selected Items to Cart
icon. You can also right click in the grid and from
the context menu, select Add Selected ltems to
Cart.
67 |
Search Inventory cearsearch
2arch inventor Search
Fitered Search v | clearfiters EO-ni - S:
Inventory Type - Account Item Code | Alternate Code Add Date Time Destroy D... ' Current St
prom 1 W B @ oo 438300 X1000 8/17/1900 1200AM | 1/1/1905 In
- 2 W B @ 300 134704 11131999 1200AM  9/92003  In
Filter counts not available.
3 W B @ 300 134705 1/13/1999 12:00 AM | 9/9/2003 In
Cantaingy 4 W B @ 300 134706 113/1999 1200 AM  9/9/2003  In
) :”‘3 older 5 \Y B [ 4000d00 134802 P435675 2812000 1200AM 94712010 In
O Tape 6 W B [ 4000400 134804 P435231 21872000 1200AM 5162007  In
Specific Inventory Type A 7 W B [ 4000400 134806 P435685 2182000 1200AM 51162007 | In
Y | 8 T i)
T s W B [ 4000400 13480 P435830 2182000 1200AM  9M7/2010 In
9 W E [ 4000400 134812 P435667-C 2/8/2000 12:00AM | 9/17/2010 In
Item Status = 10 W B [ 4000400 134821 P435543 2/8/2000 12:00AM  9/17/2010 In
P 1 W B [ 4000400 134823 P435082 21812000 1200AM 51162007 | In
Y
E TN 2 W B @ 300 134730 2/15/2000 1200AM 3311901 In
~ [ v & O a0 134731 2/15/2000 1200AM 3311901 _In
Q) Destroyed 14 W B @ 3000 1347 2152000 1200AM  3/31/1901 I
In DU PY VI P P S . ot St LA A
Check Out Web O
To select or unselect all items in the grid, use the
Select All or Unselect All icons. You can also
right click in the grid and from the context menu,
select Select All, or Unselect All.
67 |
Search Inventory dear search
Type text here to search inventory Search
Inventory Type - Account ltemCode  Alternate Code Add Date Time Destroy D... | Current St
o 1w 8 @ 100 438300 X1000 81711900 1200AM | 1/1/1905 In
2 W B O 300 1347 11311999 1200AM  9/92003  In
Filter counts not available.
3 W B @ 300 134705 1131999 1200 AM | 9/92003 I
Container 4 W B @ 300 134706 11131999 1200AM  9/92003 In
0);, Fhetolaer 5 W [ [ 4000400 134802 P435675 2/8/2000 12:00AM  9/17/2010 In
0O Tape
6 W B [ 4000400 134304 P435231 282000 1200AM  5/16/2007  In
Specific Inventory Type o 7 W B [ 4000400 134806 PA35685 21812000 1200AM 51162007 | In
8 W FE [ 4000400 134808 P435830 21872000 1200AM  917/2010 | In
Specific Inventory Type Manual +
9 W B [ 4000400 134812 P435667-C 21812000 1200AM  917/2010 | In
Item Status = 10 W B @ 4000400 134821 P435543 21812000 1200AM  9/7/2010 In
ot n W B [ 4000400 134823 P435082 2182000 1200AM  5/16/2007 | In
Fiter counts not avaiiable 2 W B O 3000 1347 2152000 1200AM 3311901 In
- B W B [ 3000 134731 2/15/2000 12:00AM 3311901 _In
(03, Destroped 14 Y B O 3000 124732 2152000 1200AM  3/31/1901 In
In PUREY P P P U R e gan i ek I e g
Check Out Web O

O’Neil Order Client User Guide

Order « 39



Bulk Items

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

Click Bulk Iltems in the Order section on the right
side of the screen.

Bulk Items
T ——

Service Type Pickup {Pickup the item(s) at my business.)

Containar

Cuantity 0

Comment

Filefolder

Quantity

Comment

Tape

Cuantity 1]

Comment

Total ]

Add fo

Service Type: Use the drop down arrow and
select whether you want the record center to come
pick up the items, or whether you are going to take
the items to the record center.

Quantity: Enter the number of containers,
filefolders, and tapes that are going to the record
center. This allows the record center to make sure
they have enough space in the truck. If you are
dropping the items off at the record center, they
may need to plan how much assistance you will
need. The maximum quantity allowed is
determined by your record center. If you enter a

number larger than the maximum, the field is
changed to the maximum quantity when added to
the cart.

Comment: When adding bulk items to the cart,
you can describe the item by entering container,
filefolder or tape comments. These comments are
then transferred to the final workorder. You can
enter up to 81 characters. Once the order is
checked out to a web order and the record center
converts the web order to a workorder, these
comments are posted to the Workorder Notes with
the web user's name.

Total: The total number of items displays at the
bottom of the dialog box.

When you have finished entering information, click
Add to Cart and the items are added to the cart.

Materials

Materials are items that you can purchase (or
receive) from the record center. Commonly this
includes containers of various sizes and barcode
labels. Your record center determines what
materials are available for ordering.

Click the Materials link in the Order section on the
right side of the screen.

Add Material To Cart
E——————eeee e e e e s s s e s s s s e s

Material \ A

Quantity

4>

Requestor

Cost Center

Comment

Add to Cart Can

Material: Click the drop down arrow to select the
material you want to order.

Quantity: Enter the quantity you are requesting.

Requestor: Enter the name of the person making
the request. This field is optional.

Cost Center: Enter a cost center. This field is
optional.

Comment: Enter any additional comments you
want the record center to receive.
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When you have finished entering information, click
Add to Cart and the materials are added to the Order/wo rkorder
cart.

Once you have added requests to your cart, you
are ready to check out. This is what actually sends
Services your request to the record center.

When you check out a web order, the order goes
to the record center and they create a workorder
for you. When you check out a workorder, the
workorder is created and sent to the record center.

Services are any miscellaneous services that you
might request of the record center. Let's say that
you need to look at a document that is in a
container in the record center, but you really don't

need to have the container delivered to you; nor Each request you add to the cart is given a
do you really need the original document. You tracking number. Once you create an order or
could place an order for the record center to find workorder, a batch order number is assigned to
the document and fax it to you. Your record center that group of requests. A batch can have one or a
will determine what services are available, but number of requests assigned to it. Your record
they may include things like faxing, photocopying, center will discuss with you how it uses batches
or repacking. and together you can determine the best way to
use them.

Click the Services link in the Order section on the
right side of the screen.

_ Check Out Web Order
Add Service To Cart
I oclect the requests in the cart that you want
included in the order.
Service
< @ 0 ltems in Search Inventory
Quantit A Cart
uantity v
R eq ues tO' Track# Service Type Detail Quantity Requestor Cost Cente|
- 1 X Ej‘ 424 Delivery Container 543216 1
COSI Cef‘:ter 2 X 496 Delivery Caontainer 543216 1
3 X 501 Pickup Container 134500 [XYZ] 1 Carol
Comment LI O, N TR 5 N M -
5 X [EX 506 Pickup Container 134515 [141] 1 Carol
8 X [E 507 Pickup Container 134516 [142] 1 Carol
Addto C 7 | % =50 Pickup Container 134517 [143] 1 Caral
8 X [E 50 Pickup Container 134518 [144] 1 Carol
Service: Click the drop down arrow to select the o | x| =] oy s s i
type Of Sel’Vlce you are I’equeStlng 10 X E 51<:- Delivery Container 134500 11351 1
. . [ 4 1 will e gl m 100 v | ik
Quantity: Enter the quantity. i
Requestor: Enter the name of the person making
the request. This field is optional. Click Check Out.

Cost Center: Enter a cost center. This field is
optional.

Comment: Enter any additional comments you
want the record center to receive.

When you have finished entering information, click
Add to Cart and the services are added to the
cart.
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Check Cut

MNew York, NY 11232

Phone 212-555-3242

Fax 212-555-3255
Service Priority JHOUR
Requested Fulfillment (@]

Motes

Requests in this order 3
Account
1000 =R y
Address
Contact Jane Hutter Choose Addn
Address 1234 Park Ave, Use Default T

=1

Enter your account number and your contact
information. If you only have access to one
account, the account field is populated and grayed
out. To use the default address for the account
entered, click Use Default Delivery Address. To
choose a different delivery address, click the
Choose Address button. The Address grid is
displayed with all available addresses for the
account.

Addresses for 1000

Options Search

B

Account Code Description

Format

Contact Address Line 1

Address Line 2

1000 Default Mail Address Jim Smith 4980 Barranca Plwy

Irving, CA 92604

1000 Default Pick/Del Address | Jane Hutter 4980 Barranca Plkwy

1000 John's address John Hutter 1234 Park Ave.

1000 Legal Dept. Deliveries Andrew Puzder 1300 Park Ave.

10005000 Default Mail Address Jim Smith 1234 Park Ave.

[~ T S R SR U R e

1000\5000 Default Pick/Del Address | Jane Hutter 1234 Park Ave.

< < 1 > b 100 w

items per page

Irving, CA 92504

New York, NY 1123
New York, NY 1123
New York, NY 1123
New York, NY 1123

1-6of

Right click on the address you want and select
OK. The address fields are automatically
populated.

Use the grid picker to select a Service Priority.
Depending on your selection, the Requested
Fulfillment Date/Time may be automatically
populated. If not, enter the date and time you
require this order or use the date/time picker to
make your selection.

Add any Notes for the order. The Notes text box is
used to enter notes that describe the Web order.
You can enter up to 512 characters.

When you have finished, click Place Order. The
order is submitted and a Check Out summary is
displayed. It shows the number of items ordered
and the number that could not be ordered for
some reason.

Check Out X
—_——
Completed.
Feguesis Ordered: 1
Reguests Mot Ordered: 2
Close

Click Close and an Order Confirmation is
displayed.
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File View Check Out Workorder

d””””l‘

Compass
Minerals

Open In New Tab...
i Reguests in this order 2
Account
Order Confirmation 1000 \ =
Ordered By: CAROQOL Address Service Priority 3 HOUR
Order Date: Monday, Ccetober 03, 2016 10:31 .
4 ey % Contact Jane Hutter
Service Priority: 3 HOUR Reguested Fulfillment
Reguested Fulfillment Date Time: Nona 4980 B Blun
Batch Order Number: 332 Address 80 Herainea Phowy Authorization (optional)
Items Successfully Ordered: 1 Irvine, CA 92604 First Name
Ttem: Rejected: 2
Ttems which could not be added to the order Last:Kame
Tracks Service Type Details Qrx 3&3:»011 e 2 Shone 312.555.3242 Sassword
996  Delivery Comtzine 543216 § o 1,12-:1‘5 Desmroyed
05 Ficlam Comainer 134514 [140F 1 Contamer 134514 (1400 Inoa | Fax 212-555-3255
Ttems succezsfully added to the order Choose Address
Tracks Service Type Details Qty Requestor Cozt Center Re
501 Fadap Comtsiner 134500 [XYZ] 1 Coml Use Default Delivery Address
Workeorder Account:
Jane Hutter Notes
1234 Park Ave.
New York, NY 11232
Phome: 212-555-3242
Fax: 212-355-325%
Notes:
Place Workord:
Make any necessary changes and click the Place

Workorder button. The workorder is submitted

Click Open In New Tab to view the confirmation in and a Check Out summary is displayed.

a full screen. Click OK to close the summary and
return to the cart.

Check Out b4
The requests have been removed from the cart.
I
The order has been sent to the record center.

They will post the requests to a workorder and Completed.

fulfill your order.
Reqguests Ordered: 2

Check Out Workorder Requests Not Ordered: 0

Select the items in the cart that you want included

the same as you would for a web order. Close
< @ 235 Items in Search Inventory . . . .
Cart Click Close and a Workorder Confirmation is
mEgEE  displayed.
Track# | Service Type Details Quan... |Requestor
141 X 788 Delivery Container 134507 [152] 1
142 X 790 Delivery Container 134601 [AU-
143 X 791 Delivery Container 134602 [AU-202]
144 X 782 Delivery Container 134603 [AU-203]
145 X 793 Delivery Container 134604 [AU-204]
146 X 794 Delivery Container 134606 [AU-206]
47 X 795 Delivery Container 134607 [AU-207]
143 x 796 Delivery Container 134609 [AU-209]
149 X B 797 Delivery Container 134611 [AU-211]
150 X Pickup Container 134500 [XYZ] 1 Carol
151 X |Ef 801 Pickup Container 134501 [XYY] 1 Carol
ol 42 L 100 w | items per page 101-1510f 151 it
Check €

Click the Check Out Workorder button.
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None

Ttems successfully added to the order

Workorder Confirmation

Ordered By: CAROL

Order Date: Tuesday, March 12, 2019 10
Service Priority: 3 HOUR

Requested Fulfillment Date/Time: None

Batch Order Number: 345

Items Successfully Ordered: 2

Items Rejected: 0

Trems which could not be added 1o the order

Track# Service Type Details

Oty Requestor Cost Center

OO Pickup Container 134500 [XYZ] 1 Carol a1
801 Pickup Container 134501 [XYY] 1 Carol 310

Workorder Account:

Jane Hutter

4980 Barranca Pkwy
Irvine, CA 92604
Phone: 212-555-3242
Fax: 212-555-3255

Notes:

Click OK to close the summary and return to the

cart.

The items have been removed from the cart, and
the workorder has been sent to the record center.
They will process the workorder and fulfill your

request.
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