INSTRUCTIONS FOR WEB-ACCESS
ADDING BOXES

Go to www.kentrecords.com and log in using your user 1D and password.
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oL erton s om0 2 Hover over “Add” and click on
“Item”.

250 |
9/30/2010

/& Build Order (buildorder_prg) - W Interne er
6@ = || @] http://krm-0801/webtr/action.asp

~ |42 | % [|[= &ing ERd
% (@) Share Browser WebEx = | [x & -
i Favorites | ¢ (@ Suggested Sites v g Web Slice Gallery v Vanguard Archives - Requ.
‘![QBuyldnrder(buildmdeu,prg) ]7} - v [ dh v Pagew Safety~ Tooks~ @~ ”l
/‘1 rowereo sy TOTAL RECALL" -
TOTAL RECALL" l
u Racords Managemant Software r Search User Add Reports Help ) +| &5 [ @ =
Toe semaive PLE Ao (P Cm TR i
Current Customer: SAMPLE CLIENT Current User: Joe Smith tems On Order (0)

View Order Log Out
Select ftem Type Select Requested For

v ) Joz Smitn

Select “Box” from the drop-down and

department, if applicable, then click
“Proceed”.
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Click in the
“Enable” box.

Destray Date

From Date To Date

CLEAR iEWsusa

iew Order  Log Out

2. Fill in the appropriate
information about the box.
Call KRM if you require
more or less columns.
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Note:

e Only enter 8 digits, take
out or add 0’s on the
front of the number as

needed.

e |tem Code is KRM box

number.
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Item Code Reference 1 Desaription Destroy Date From Date
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After entering box information,

click “Add to Order”.
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Save and Continue

Go to Top

If the order is complete,
click on “Send Order”. If
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Degartment

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

Comments

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

until you click “Send
Order”.
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Current Customer: SAMPLE CLENT Current User: Joe Smith

Customer Order Reference:

{: Standard Delivery =

Charge to Department. 0TA=S SO

Select Delivery Priof

Select Delivery Address: Kzoo Kalamazoo Office
Address: 5678 Backwoods Ln.
Address:
City: Vicksburg
State: Ml
Zip: 49097

Add Comments Below

Clear Comments
Complete Send Order
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On Order (3)

Select delivery preference from
the drop-down, verify address,
insert comments and click
“Complete Send Order” and you
order will be processed.
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Order for Customer: SAMPLE CLIENT and WebUser: Joe Smith
has been submitted under Work Order # 1000102

[ You will receive this confirmation page with

Vicksburg, MI 48097

options to print the work order lines submitted.
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e For technical questions about web access, please email support@kentrecords.com
or call (616) 459-6681.
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