
 

 
 
 
 
 

INSTRUCTIONS FOR WEB-ACCESS 
ADDING  BOXES 

 
     Go to www.kentrecords.com and log in using your user ID and password.   

 
 
 

     

 
 
 
 
 
 
 

http://www.kentrecords.com/


 

Hover over “Add” and click on 
“Item”.

 
 

 

Select “Box” from the drop-down and 
department, if applicable, then click 
“Proceed”. 

 
 
 
 
 
 



 

1. Click in the 
“Enable” box. 2. Fill in the appropriate 

information about the box.  
Call KRM if you require 
more or less columns. 

 
 

 

Note: 
• Only enter 8 digits, take 

out or add 0’s on the 
front of the number as 
needed. 

• Item Code is KRM box 
number. 

After entering box information, 
click “Add to Order”.   

 
 
 



 

If the order is complete, 
click on “Send Order”.  If 
you need to add more at a 
different time, click on 
“Save and Continue” 
before clicking on “Log 
Out”.  The boxes will 
remain in pending status 
until you click “Send 
Order”.  

To remove an item, simply click 
on the check box and click “Save 
and Continue”.   

 
 

 

Select delivery preference from 
the drop-down, verify address, 
insert comments and click 
“Complete Send Order” and you 
order will be processed.   

 
 



 

You will receive this confirmation page with 
options to print the work order lines submitted.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• For technical questions about web access, please email support@kentrecords.com 
or call (616) 459-6681. 
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