AN

DEEPSTORE COMPASS MINERALS

RECORDS MANAGEMENT 4

DeepStore Online

O’Neil Order

Express User Guide

FLEET ©PERATOR FLEET OPERATOR
R 3 o

RECOGNITIRH SCHEMI RECOGHITION SCHEME
ID:006843 ID:009306






DEEPSTORE COMPAS/SAA}I_NERALS

RECORDS MANAGEMENT 4

Contents

Navigating O’Neil Order 1
(@Y QY=L 2T 1
ACCESS O'NEII OFUBI....cceeeeeeeeeee et e e e e e e e et e e e eees 1

I o L U 1
Change PasSWOIA ........oooiiiiiiiiii e 2
oY 1O 11 SO PP PP PPTPRR 2
LI L83 L 2
(T o £ 3
SeleCt/UNSEIECT ROWS.....ccuniieiee e e e e s 4
(070) 31001 1T 4
Column Format/Sort FOrMat ........ooouniiii et eea e 5
(070] 01023 (a1, (=10 U 6
1670 1= 7
D TE= 1o TN =1 )= 7
(T To I i Te] 1= N 8
D Y=Y 1 g TN =1 (o [ 9
ErrOrS/WarningS ...ccoooioiuuiiieiee ettt 10
o oTo] o A C T To [ TP PPPPR 11
T 1S C T o T 13
Column Heading FONt......cooooiiiiiiee e 13
(070) (810 0T o I BI=] £=11 I o) o | SR 13
Page SettiNgS ....vveeeeiii i 13

Inventory 15
[ o L8 T (o] o S 15
SEAICH INVENTOIY ...ciiiiiiiiie e e e ee e e 15
11 (=T = To IS T=T= T (o] o N 16

Search TeXt Field ......ouu i 16
COolUMNS SEAICNEA ... et e e eaa s 16
10 o] oo ] g {=To IS T=Y= [ (o] 1 =T S 17
Searches Not SUPPOIEd .........oeiiiiiiiiiiee e 17
Y= T= To T 11 (=T 17
(01T T 1 (=T = 25
Result Limit EXCEEABA .........ieeieeeee et e e 25
P aXe | V=T gTel=To IS T=T: (o] o VN 26
Switch from Advanced to Filtered Mode.........ccoooveeeeiiiiiieiiieeeeeeee e 27
P o [o KO0 T a1 71111 o 28
Edit EXiSting CONTAINEIS ...ccceeeeeeie e et e e e 28
Yo ol 1= 0] o =Y T 29
Edit EXiSting FilefOlders ........uveiiiiiiie e 30
AV o N 1= T o = RSP 31
o [ = q 13 1T T R IF= o =Y O 32
Retention INfOrmMatioN ........ooiueee e e e 33
Filefolders/Tapes in CONtAINET ... ....ceii i 34
ViIEW HEM ACHVITY ..eeeeiieeeeee e 34

O’Neil Order Client User Guide Contents * i



D=1 ] ) ({0 o TR PP PP PPPPR PP 35

NG AT o] (o 1= 36

(11T F TR O TR 36

FiNd and REPIACE .....ooeeeieiiiieee et 37
[070] 01 (=T g1 =S 37
Order 39
[O7= 1 ST 39
Add ReqUESES 10 Cart........eieiiiiii i 39
Containers, Filefolders, and Tapes ........cccvvvveruiiiiiie e e e e e eeeaes 39

U] (=T 0 40
=Y =T = S 40
YT RV (o1 <Y T 41

(@] o [T 7ATA Ao) 4 2(e o (] T 41
(01 =Tt [ O 10 AT A=) o J O (o = 41

Check OUE WOTKOIAEN ......v e e 43

ii » Contents

O’Neil Order Client User Guide



AN

DEEPSTORE COMPASS MINERALS

RECORDS MANAGEMENT 4

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 A
User Name CURTIS
Password | sesses
MFA Code 2]
Login
English v

O’Neil Order Client User Guide Navigating O’Neil Order * 1



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
.4
User Code CAROL &

Qld Password
New Password
Confirm 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.

2 + Navigating O’Neil Order O’Neil Order Client User Guide
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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.
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Grids

O’Neil Order opens to the Search Inventory screen.

=@ O'Neil Order

19 Requests in Cart \&/
Search Inventory cearsearch
roh invendon Search
Fitered Search ~ w  Clear filtery HETEve
Inventory Type - em Code Allemate Code  Add Date Time Destroy D... Cument Status | Statu: Order
clear Bulk items
| Container Matenaly
| Filefolder o
(] Tape
Bepods
Specific Inventory Type Manual +
Inventon
ltem Status + rentony
Add Container
Account Code Range +
A Fiefokder
Add Date o
Add Taps
Destroy Date +
Status Date + Global Ecit
FromiTo Date +
Saquence Range +
Perm Flag +
Cpticns
Images
rer St
U il .'qg".“.:l‘.
Qrier Aporovals
»
) ‘ o » 100 =  [demsperpage Ho ibems 1o desplay O =
Check Cut Web Order  Check Out Workordes

Irvine Record Center - CURTIS «

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.

-1023455?8910...:»-

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
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10 ¥ | items per page

1-100f 11859items ©

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
@ to search inventor Search
Filtered Search v Clearfi neET-g o
Inventory Type - ltem Code Alternate Code Add Date Time Destroy D... | Current Status Statu: Order

clear

Filter counts not available
Container
(] Filefolder
] Tape

Specific Inventory Type +

Specific Inventory Type Manual <+

clear
Filter counts not available

Destroyed

W 0 N N W R

Item Status - 10

E|E|E € EEEEEEEEEE
[ C0|C0)G0 G0 G G @) (0 G G 60 G0 G 60

@ i

]

[ 134704 1/113/1998 1200 AM  9/9/2003 1213+ | Bulk ems
B 134705 1/13/1999 1200 AM  9/9/2003 1213 e

[ 134706 1/13/1999 12:00 AM  9/9/2003 12113

[ 134802 P435675 2/82000 12:00AM 91772010 oML Services

[ 134804 P435231 2/82000 12:00AM  5/16/2007 917 Reports

[0 134806 P435685 2/872000 12200 AM  5/16/2007 12113

) 134808  P435830 20872000 1200 AM | 8/17/2010 12113 Inventary

[E] 134812 P435667-C  2/872000 1200AM  9/17/2010 12113 Add Container
[0 134821 P435543 2782000 12:00AM  9/17/2010 3160 Add Eilefoldar
] 134g23 P435982 2/82000 12:00AM  5/16/2007 IM6L

[E] 438300  X1000 171900 12:00 AM | 1/171905 81217, £44 Taog

B 134730 21572000 12:00 AM | 3/31/1901 1213 Global Edit
0 134731 21572000 1200 AM __ 3/31/1801 ELLE N —

B 1341 2/15/2000 12:00 AM  3/31/1901 a2 N
m PEWL T E T P N WY EXC PR ™ FETYFES

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.

4 + Navigating O’Neil Order

O’Neil Order Client User Guide



DEEPSTORE

RECORDS MANAGEMENT

Account t |Item Code + Alternate Code
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

20NN 124890

AN
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Minerals

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.

154

Alternate Code AL + Status

9/2972000

5NT2018

5172018

5MT2018

5162018

5172016

5172018

41232000

itatus

In

Pending
Pending
Pending
Pending
Pending
Pending

In

Short Description

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 \&f
Search Inventory s

Filered Search  w | CATTBANS

4 (@)

Cu  Choose Coumn Fomat

Invantery Type -

% | In Choose Sort Format

00 |(00|

00000000 0poBeO

Speafic iInventory Type +

Spechic inventory Type Marual +

EEECEEEERET

W B

Choose Column Format

The Column Format determines which columns appear in the grid.

Column Format X
|
Column Format DEFAULT_VIEW_STD * v
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
|
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 Gart \8f
Search Inventory cesssec

=78
(EEEEHGCE G G|EE O

b
C]
JD0DD00EOopoed

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.
Ve & a ¥
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 Bx

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 x
Description Contents
Form | RSWeb NET Container Add Intermediate «
Current Status Pending
Account Barcods * Atemate Code
Level 1 8
Contents Range Start Contents Range End Contants Stan Date S
Contents End Date o | Contanis Descriphon
Destroy Date | Category
Add || Addfo Cart Rasal 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 CORF  ABC Corporation
7 8000
8 9000 Barrington Medical
9 CITYHOSP City Hospital
10 XYZCO
4 (4 l 1 v | > M (@)

8 « Navigating O’Neil Order O’Neil Order Client User Guide
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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
10

1000
Bal « 001

Aldrornabe (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

Mo

ir]
July 2020
Tu We Th
1 2
7 8 9
14 15 16
21 2 23
28 29 30

Fr

»

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
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“ 2020

Jan Feb Mar
May Jun Jul
Sep Oct OV

Aug

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

B O

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[ B3256

Click the icon to view the message.

Account

1000

Barcode

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 Edrt

Description... Contents...

Account ..'."."‘;' Qe
1, 13 . B .
S

1000 (=R = = i)

Bargode 134820 AXd Date 22000 12:00 AM

Ajternate Code P566321 User Dufined

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
B

Print Format...

co

Number of fields
Format

(@ Delimited
Delimiter
(@} Vertical Bar
() 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 *
|
IMargins
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
Close

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 2
Font Name Arial v ¥
To 0.25 2z
Font Size 12 - o v
Hom @ S s
Bold ] Ialics [J Underiine Gl e v
Column Detail Font Paper Size Letter (8.5 in. by 11 in.) -
Font Name Anal z Orientation Porrait 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, ltalics, 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 ai172001

1000 132501 148 4/21/2000 S1/2001

100D 124502 147 4/21/2000 aM2001

1000 134503 148 4/21/2000 8172001

1000 134604 148 4212000 102000

1000 134505 150 4/21/2000 10200t

1000 134506 15 4212000 10/1/.2001

1000 134507 152 412172000 1012001

1000 134508 153 41212000 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 Reguasts in Can \!!I'
Search Inventory s s

+ + + + + + + + +

Chick Oul Wb Ordar  Chisck Oul Workongar

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+

[tem Status +

sapmd il homen ey 1

Filtered Search L 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

e 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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¢ ltem 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.

e 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.

e Searches are not case sensitive.

Searches not Supported
The following searches are not supported.

e 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:

e 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.

e 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.

O’Neil Order Client User Guide Inventory « 17



Filtered Search L clear filters|

Inventory Type -

lear

L

Container
Filefalder
Tape

Specific Inventory Type Manual
Itern Status
Account Code Range

Add Date

+

+

+

+

Destroy Date +
Status Date +
From/To Date =k
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 (32
+ 2000 v &
[] 3000 (5
- [] 4000(4) « &
] 3002
[] 400 (1F

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.

18 « Inventory O’Neil Order Client User Guide
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Inventory Type -
clear

Container {132)

[] Filefolder (147

] Tape

Specific Inventory Type

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
[ ] 8MM Tape Small Tote (4

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

Specific Inventory Type Manoal =

clear

Click the grid picker to display the Object grid.

O’Neil Order Client User Guide Inventory « 19



Record Storage Object 0 ox
Options Search Format
£
Obiect Code Object Description Unit Velume
1 1.2 BOX 1.2 Cu Ft Container 1.2000000000
2 3460 3480 0.0000000000
3 3480 3480 0.0000000000
4 2 MM FILM | & MM Film 0.0000000000
5 ARCHIVE One Cube 0.0000000000
B BOX-CT Box-Check Transfer 0.0000000000
7 BOX-HIZ. Box-High Security 0.0000000000
B BOX-STD Box-Standard File 0.0000000000
g BOX-TF Box-Tape Storage 0.0000D00000
10 | CHECKB... CheckBox 0.0000000000
3
‘« 4 1 ~ b (]

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

Item Status

Select from the available item statuses.

Item Status

[] Destroyed
1 In (5475
[] out

[] Perm Qut (2
] 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
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
- [] 4000(8) 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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clear

Add Date

Any Date
Yesterday
Today

Tomomow

Between

Last 7 days

Mext 7 days

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.

4

Su

16

23

30

Mo

10

17

24

31

(1]
[1+]

August 2020
Tu We Th Fr
4 | 5|6 7
1 12 13 14
8 19 20 2
25 26 27 28

45

m

et K OO
-.'-\-u';;L:‘t_, ULl

*

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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clea

Destroy Date

Any Date
Last 7 days
Yesterday
Today
Tomomow
Mext 7 days
Between
Blank Date

Select from the available options.

AN
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.

4

Su

16

23

30

August 2020

Mo Tu We Th

0 M1 12 13
7 18 19 20
24 25 28 27

31

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

Select from the available options.

Any Date
Last ¥ days
Yesterday
Today
Tomomow
Mext 7 days
Between

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 Fr 3Sa

1
2 3 4 J 6 7 2
9 1 M 12 13 14 15
6 17 18 19 20 21 22
23 24 25 26 27 28 29

0 A

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 -

[] Moo
[] vesiz

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_Z' Your search exceeded the maximum number of X
results. Only 5,000 records can be displayed

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 Inventory 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.

6T Requests in Cart .‘L!.I'
Search Inventory

nom Gooo | Amernate Code  Ada Date Time [

ceound (Comtal . »

'
- o N 100 v  Gems perpage Mo ftems o display (O

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- O
BEx 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.

57 Requests in Cart .\Ef
Search Inventory dear search

Search
10104 Soarc cisar fitars - (O] e
Filtered Search v  Ciarfiters 2= EI‘__ W e

Restriction — Destroy D... | Curment Stal

2006  Out

pecific Imventory Typ

S
-|ear

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.

aner Add o

Panding Contsnar Type  COMTAINER

sortenis Range End

(0

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 | RSWe

'Barcode * field is required
. J

Barcode * 0:] Alternate Cof

Current Status Pending

Account

Level1 | 2000

| evel 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 g x

Form | RSWeb NET Container Edit Complete v

Current Status in Status Dabe 432012 Add Date 5I5/2006
A CONTAINER
arcnde 1SERIZ RINANR
& 000 (=]

Contents Range Start

Contents End Date

8]

Set Name Record Senes Custom Fieid 1

Custom Fioid 3 Custom Fiokd 4

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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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

Description Contents

Form | R}

"Barcode * field is required |
-

Level 1

Currenl Slalus Pending

Short Descrintinn Container Barcode Custom

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 8 X
Descripion  Contents
Form | RSWeb NET Fifolder Edil Inlermediale
arcode DODO0DS Container ARemate Code Pa356TS
Current Sta In Stats D 522008 od Daty 412472000
>ateg Set Nam Permanent item No
Recerd Ser PAY Customn Field 1 Custom Fiel
Custom Field 3 Custom Field 4 Custom Cale
Altamats Code 123775 Snort Descrptics Container Barcode 134802
ntents Range Start Conients Range End Contents Start Crate =
Edst Resel 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

Contaner Barode

i BB

51}

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.

O’Neil Order Client User Guide

Inventory < 31



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\
Data Entry Errors x
Current Status Pending
'Barcode * field is required
Account Barcode * 0[ Alternate g
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 Edil S
Description  Contents
Account Earcase 22TE5RU5E Tape Type 1APE

Level 1 1000

Leval 2

Level
Containar Atamate Code Currant Stats Out S1AMS DAte 1252019
Add Date 120572013 Categary Pemmanent lem  No
Fec Custom Fiela 1
Cus Custom Field 4 )

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 Flag to Yes. Click No fo
override Legal Hold status and keep current Destroy Date and do
not 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 ihe

g current Destroy Date. Click Yes to use the calculated Destiroy
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 ]

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 Item Tapes

* View Filefolders for Selected ltems
* View Tapes for Selected Iltems

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 Inventary 67 Requests in Cart \8/
Filefolders for Container 134802 cearssarcn
o
> - nEEE &
+ A o nents
o W A 4
W o
+ w 0O
i ¥ a8
+ ¥ g
w o s
i W O i
* w o
w o
w0
W O] o 0812
. @ » % 100 v iemspa page 1-12ol12tems
Check Out Web Order Check Oul 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 Iltem 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 AcCtivity o X

Actvity Wiorkerder Number Wiorkonger Create Date/Time | Workorder Hequired By D... | Hoguesior

’ 11125104 0/13/2007 0Z:54:51PM
Add
W | Pickup 00000321 1110172006 09:26:00AM Cathie
b

KL< OK

NOTE: Item 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 b

it JL Gl 1K

Matches | Keyword Add

] Highlight Keywords

Current finez 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 %
e

eyword

Add Cancel

Type your keyword and click Add.

Description for 996325 X

il

Main Branch: Los Angeles, California

Secondary Branches:
Hallywood, 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 california A

1 cmc 370

1 parking

1 reception (V]

W] Highlight Keywords

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
I T

bl 1, ] i

Enter the text you want to find.

Find
Find What

[IMatch Case =~ Direction
CiUp @ Down

Find Next Cancel

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
—_———————

il E5

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

[IMatch Casze

Find Mext Replace FReplace 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 134811 X

2Ll , T
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 lines:

OK

10

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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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.
Items 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.

AN
COMPASS MINERALS
Nz

a7

Search Inventory se e

ARernale Code Add Dabe Tive

1711900
1131999 1
e

Spadific Invantory Type o

CO000ooDpo

Speciic Im

tory Type Manual +

It Statas =

clear

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 Items to
Cart.

:18
Search Inventory ssa sean

Sharch

FilRered Search v  slege feey nEE S‘f

Invertory Type = Account  hem Cooe  ANemnate Coce Add Date Tewe Destoy D Cument 51

R EEEEEEREET

Spacihic Inventory Type -+ T
8
Spacific Inventory Type Manual
9
Item Status - 10
clear n 28 0 1200 AM 2007 Ir
Fit bl 12 2HS2000 1200 AM 3311801 In
L) REZTE ZNS0001Z00AM 3511901 In
'] = O 3000 134732 2ML2000 1200 AM 331901 In

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.

Search Inventory s s

Wi

Cument 51

3 200AM 092003 Ie
2R2000 12:00AM  BHT20 e

5182007
ZNS200012.00AM 3311801 In
22000 1200AM 3311801 In
f 2N52000 1200 M I3UI01T  In
PP anama PP I

Cheeck Dut e C

TEEEEREEEEEEEER
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Bulk ltems

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 Items in the Order section on the right
side of the screen.

Bulk ltems

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

Cluantity 0

=

Comment

Filefolder

Quantity

Comment

Tape

Quantity 1]

Comment

Total 0

Add to

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

Quantity

ar

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
cart.

Services

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
do you really need the original document. You
could place an order for the record center to find
the document and fax it to you. Your record center
will determine what services are available, but
they may include things like faxing, photocopying,
or repacking.

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

Add Service To Cart
|

Service
Quantity
Requestor
Cost Center

Comment

Addto C

Service: Click the drop down arrow to select the
type of service you are requesting.

Quantity: Enter the quantity.

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.

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

Order/Workorder

Once you have added requests to your cart, you
are ready to check out. This is what actually sends
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.

Each request you add to the cart is given a
tracking number. Once you create an order or
workorder, a batch order number is assigned to
that group of requests. A batch can have one or a
number of requests assigned to it. Your record
center will discuss with you how it uses batches
and together you can determine the best way to
use them.

Check Out Web Order

Select the requests in the cart that you want
included in the order.

L4 @l 0 Items in Search Inventory

Cart
Track # Service Type Dretail Quantity Requesio
L Delivery Conlainer 543216
2 LH 455 Delivery Container 543216 1
3 o 50 Fickup Container 134500 [XYZ] 1 Carol
4 M s Pickup Contalner 134514 [140] 1 Carol
508 Pickup Container 134515 [141] 1 Carol

Container 1 Carol

507 Pickup
Pick Container 134517 [143] 1 Carol
1 Carol

P
up Container 13
&

Delrvery Flletoider 2

XX X X XM M EX RN EX X

i
|
Ll
W s Pick
i
i

Container 134500 11351 i

x

0 v | #ems per page

Cost Cenle

Click Check Out.
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Check Out

Motes

Requests in this order 3
Account
1000 EE R \
Address
Contact Jane Hutter Choose Addn
Address 1234 Park Ave, Use Default L
MNew York, NY 11232
Phone 212-555-3242
Fax 212-555-3255
Service Priority IHOUR
Requested Fulfiliment o

Bk

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

Cptions Scarch Format
ozl
Account Code | Descriplion Contact Addrass Line 1 Address Ling 2

3 1000 Default Mail Address Jim Smith 4980 Barranca Pkwy  lrvine, CA 92604

2 1000 Default Pick/Del Address | Jane Hutter 4980 Barranca Pkwy  Irvine. CA 92604

3 1000 John's address John Hutter 1234 Park Ave New York, NY 1123
4 1000 Legai Dept. Dellveries Andrew Puzder | 1300 Park Ave New York, NY 1123
5 100045000 Default Mail Address Jim Smith 1234 Park Ave MNew York, NY 1123
G 100015000 Defaull Pick/Del Address | Jane Huller 1234 Park Ave New York, NY 1123
%)l 9 1 > 100 v | ilems per page 1-6ul

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 *
————————————————
Completed.
Feqguesis Orderad: 1
Reguests Not Ordered; 2
Close

Click Close and an Order Confirmation is
displayed.
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File View

Cpen In New Tab...

Order Confirmation

Ordered By: CAROL

Order Date: Monday, October 03, 2016 10:31
Service Priority: 3 HOUR

Requested Fulfillment Date Time: MNone

Batch Order Number: 322

Ttem: Suceeszfully Ordered: 1

Ttem: Rejected: .|

Ttems which could not be added to the order

Tracks Service Type Details Qty Reason

g . Ciomminer 743216 Desmoyed
g Delivery Contsiner 543216 15 11125278 Req:
505 Pickamy Container 134514 [140] 1 Conramer 134514 (140 Inon !

Ttems succezsfully added to the order
Track# Service Type Details Qty Requestor Cost Center Re
501 Fikp Comtsiner 134500 [XYZ] 1 Camt

Werkorder Account:
Jane Hutter
1234 Park Ave.
New York, NY 11232
Phone: 212-555-3242
Fax: 212-555-3255

Notes:

Click Open In New Tab to view the confirmation in
a full screen. Click OK to close the summary and
return to the cart.

The requests have been removed from the cart.
The order has been sent to the record center.
They will post the requests to a workorder and
fulfill your order.

Check Out Workorder

Select the items in the cart that you want included
the same as you would for a web order.

< @ 235 ltems in Search Inventory
Cart
W& BB
Service Type Detois Quan... Requessor
x . . .
x 1
1 " 3
144 X 1
145 | X 1
% M 1
47 o i
148 X
48 K Delivery Container 13 1AL-211] )
150 X Pickup Container 124500 [XYZ] 1 Carol
5 | X Pickup Container 134501 [XYY] 1 Carol
il a2 oo 100w | ilems per page 107+ 151 01 151 it
ek

Click the Check Out Workorder button.

Check Out Workorder

Requests in this order 2
Account
1000 B \ B
e n o
Address Servire Prinrity 3 HOUR
Contact Jane Hutier
Reyjuesied Fullilirment

Ardress 4020 Barr Pkwy
Ndess S Batranc Fmy Authorization (optional)

Irvine, CA 92604 Fiist Narnme

Last Name

Fhone 212-555-3242 Password
Fax J47-RRR-A7RA

Choose AOOress

Use Default Delivery Address

Motes

Piace Workord

Make any necessary changes and click the Place
Workorder button. The workorder is submitted
and a Check Out summary is displayed.

Check Out b
|
Completed.
Requests Ordered: 2
Requests Mot Ordered: 0
Cloge

Click Close and a Workorder Confirmation is
displayed.

O’Neil Order Client User Guide

Order ¢ 43



Workorder Confirmation

Ordered By: CAROL

Order Dare: Tuesday, March 12, 2019 10
Service Prioriry: 3 HOUR

Requested Fulfillment Date/Time: None

Batch Qrder Number: 345

Items Successfully Ordered: 2

Items Rejected:

Items which could not be added to the order
None

ltems successfully added ta the order

Track# Service Type Details Oty Reguestor Cost Center
(300 Pickup Comainer 134500 [XYZ] 1 Carol 310
®01 Fickup Conminer 134501 [XYY] 1 Carol 1o

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.

44 « Order

O’Neil Order Client User Guide



