
 

 
 
 
 
 

INSTRUCTIONS FOR WEB-ACCESS 
    Export to Excel – Box/File Inventory 

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

 
 

 

 
 

http://www.kentrecords.com/


 

 

Hover over “Search” and 
select “Quick Search” 

 
 

 

Select “BOX” if you need 
an export for boxes or 
“FILE”, if the export is for 
files, as the type from the 
Select Item Type drop-
down. 
Also, select Department, 
the order you would like 
the search listed by, and 
the amount of lines to 
display per page. 

 



 

After entering the search 
criteria, click “Search” 

 
 
 

 

After the inventory loads, 
click on All to start the 
inventory download. 

 
 



 
 
 
 

 

You can watch 
the progress of 
the search 

Click on Open 

 
 

 

Read the statement and 
then click on Yes. 

 



 
 
  When the download is done 

you will see this screen.  
 
 
 
 

 

This is the file to save to your 
computer.  You can search, 
sort or format to your needs.  

 
 
 
 
 
 



 
Grand Rapids 
 

• For STAT (rush) requests, please call (616) 459-6681 rather than using web 
access. 

• For after hours requests, please page (616) 444-0837 and enter the phone number 
where you can be reached. 

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

 
Lansing 
 

• For STAT (rush) requests, please call (517) 484-1555 rather than using web 
access. 

• For after hours requests, please page (517) 341-9438 and enter the phone number 
where you can be reached. 

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

 
Kalamazoo 
 

• For STAT (rush) requests, please call (269) 341-9770 rather than using web 
access. 

• For after hours requests, please page (616) 444-0837 and enter the phone number 
where you can be reached. 

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