
 

 
 
 
 
 

INSTRUCTIONS FOR WEB-ACCESS 
Quick Search Box/File Requests 

 
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” 

 
 

 
 
 

Enter the search criteria in the proper field.  The search will 
show results based on the starting value entered.  For 
example, if I enter the word “Time” into the description 
field and select “Box” as the item type, it will show all 
boxes starting with the word Time.  To do a wildcard search 
where you want to see an item that contains a word, enter a 
% before the word.  So, if I want to find a box with the word 
“Time” somewhere in the description field, I would enter 
%Time under the Description field and it will find every 
box with the word Time in the description field.  (The same 
method is used when searching for a file item type.) 

Select “BOX” if searching 
for a box or “FILE” if 
searching for a file as the 
type from the 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” 

 
 

 

Click in the little box for each item 
you are requesting and click “Add 
to Order”.  After making your 
selection(s), click on “View Order”. 



 
 
 
 
 

 
 
 
 

 

If this completes your 
order, Click “Send Order”.  
If you would need to 
request more boxes, repeat 
the search and selection 
process.    

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 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. 
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