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Archive Manager Web Access User Instructions 
WELCOME TO THE ARCHIVE MANAGER WEB ACCESS MODULE! 


Archive Manager’s Web Access Module was designed to be intuitive and easy to use. Follow the 
instructions in this section to set up your account, to access your records, or to request services. 


SET UP A USER 
Before your firm can use Archive Manager Web Access, you must contact your archive service 
provider and designate persons who will be the authorized Web Access users. The archive 
service provider will assign each person a user name and password for logging into the Web 
Access system. Your firm may designate as many users as desired. Moreover, if your firm has 
multiple departments, each can designate its own users.  


NOTE: Users may be granted access to their own department’s records only, or to global access 
to records of all departments. When setting up contacts with your archive service provider, 
remember to specify which type of access is desired for each user. 


LOGGING IN 
To access the Login Page, go 
to your archive service’s home 
page and click the link for 
Archive Manager Web Access. 
The login page will appear. 


Simply enter the User Name 
and Password, and click Login. 


 


 


 


 


 


The Web Access Menu will appear, offering seven 
choices of action: 


 Boxes 
 Folders 
 Tapes 
 Supplies & Materials 
 View Order 
 Save Order 
 Log Out 


 


GENERAL NAVIGATION 
As you click on the choices, at the top of all the lists you will notice tabs for your open windows for 
boxes, folder, tapes, view order, and supplies & materials. You can just click these tabs to 
navigate between all the open windows. Your filter settings will remain as you jump from window 
to window. And when you log out, the windows will automatically close. 


  Page 1 







BOXES 


 
Select Boxes to look up and check out boxes.      


The View Boxes screen appears, sorted by default on the Description field.  


Searching for boxes 
You can search for boxes by a number or phrase in six categories which can be used in 
conjunction: 
 Box Contents 
 Box Number 
 Box Number To 
 From Date 
 To Date 
 Department 
 Cross-Reference 


To perform a Search, type the number or phrase on which you are searching in the appropriate 
filter and click the Search button. To clear your selection click Clear Filters. 


Note if your password is limited to one particular department, the department filter will be filled in 
with department code and cannot be erased or altered. 


If you need to indicate one or more missing characters in your search, you can use % as a wild-
card. For example, if you were searching for a Description like "2008 or 2009 Sterling Closing", 
and couldn't remember exactly whether the closing occurred in 2008 or 2009, you could enter "% 
Sterling Closing" to display all existing possibilities. 


To use the From Date and To Date filters, click on the ellipse to the 
right of those filters to bring up the date dialog box. The From Date 
filter will select all boxes greater than or equal to that date. The To 
Date filter will select all boxes less than or equal to that date. 


 


 


 


A symbol legend appears at the top of each Web Access screen. In Boxes:  
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 Green dot – box is currently in the record center. 
 Red dot – box has been checked out. Clicking on the red dot displays the Checkout Window, 


where you can see who checked out the box. 
 Yellow dot – box has been requested for check out.  


 
Comments 
To see comments for a box, click on the box number. 
Sorting 
All Web Access forms may be sorted by clicking on the column heading. The first click puts the 
items in ascending order under that heading. A second click puts the items in descending order.  


Checkout  
To check out a box, simply locate and select the desired item and click the Green dot at the left. A 
Yellow dot will appear in its place and the box has been added to the order.  


If you have selected a box in error, simply click the Yellow dot to the left to remove the request. 
Because your company, name, and address are identified when you log in, there is nothing 
further to do.  


To see who has a 
checked out box, 
click the Red dot at 
the left. A box will 
appear with the 
name of the person 
and the date that 
he/she checked out 
the box. 


 


 


Reports 


On each of the 
View screens, 
when the filtered 
list is displayed, 
you can click the 
Show Report 
button to 
generate a 
screen report of 
the filtered and 
sorted list. You 
can then export 
the report to a 
PDF file by 
clicking the Save 
button at the 
lower right of the 
screen. To print 
all items, leave 
the filters blank. 
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 FOLDERS  


 
Click the folder icon to the right of a box to see all of the folders within that box. Only boxes with 
folders will have the icon. The Folders screen appears, sorted by default on the Description field. 
Or click Folders on the left menu. 


In this screen you can look up and check out.  


 
Searching for folders 
You can search for folders by a number or phrase in one of the following categories, which can 
be used in conjunction: 


 Major description 
 Minor description 
 Folder number 
 Matter 
 Box number 
 Department 
 Cross Reference 
 ID 


To perform a Search, type the number or phrase on which you are searching in the appropriate 
filter and click the Search button. To clear your selection click Clear Filters.  


As when searching for boxes (above), if you need to indicate one or more missing characters in 
your search, you can use % as a wild-card.  


A symbol legend appears at the top of each Web Access screen. In Folders:  


 Green dot – Folder is currently in the record center. 
 Red dot – Folder has been checked out. By clicking on the red dot you can view the 


checkout window as to whom the box has been checked out to. 
 Orange dot – Folder is in a box that is checked out. 
 Yellow dot – Folder is scheduled for delivery. 
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Comments 
To see comments for a folder, click on the folder number. 
Sorting 
All Web Access forms may be sorted by clicking on the column heading. The first click puts the 
items in ascending order under that heading. A second click puts the items in descending order.  


Checkout  
To check out a folder, simply locate and select the desired item and click the Green dot at the left. 
A Yellow dot will appear in its place and the folder has been added to the order.  


If you have selected a folder in error, simply click the Yellow dot to the left to remove the request. 
Because your company, name, and address are identified when you log in, there is nothing 
further to do.  


To see who has a checked out folder, click the Red dot at the left. A box will appear with the 
name of the person and the date that he/she checked out the folder. 


Reports 


Like Boxes, when the filtered list is displayed, you can click the Show Report button to generate a 
screen report of the filtered and sorted list. You can then export the report to a PDF file by clicking 
the Save button at the lower right of the screen. To print all items, leave the filters blank. 


 


 


TAPES  


You can search for tapes by a number or phrase in one of the following categories which can be 
used in conjunction: 


 Major description 
 Minor description 
 Tape number 
 Matter 
 Box number 
 Cross Reference 
 Department 
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To perform a Search, type the number or phrase on which you are searching in the appropriate 
filter and click the Search button.  To clear your selection click Clear Filters. 


As when searching for boxes (above), if you need to indicate  
one or more missing characters in your search, you can use % as a wild-card.  


Symbols 


 Green dot – Tape is currently in the record center. 
 Red dot – Tape has been checked out. By clicking on the red dot you can view the checkout 


window as to whom the box has been checked out to. 
 Orange dot – Tape is in a box that is checked out. 
 Yellow dot – Tape is scheduled for delivery. 


 
Comments 
To see comments for a tape, click on the tape number. 
Sorting 
All Web Access forms may be sorted by clicking on the column heading. The first click puts the 
items in ascending order under that heading. A second click puts the items in descending order.  


Checkout  
To check out a tape, simply locate and select the desired item and click the Green dot at the left. 
A Yellow dot will appear in its place and the tape has been added to the order.  


If you have selected a tape in error, simply click the Yellow dot to the left to remove the request. 
Because your company, name, and address are identified when you log in, there is nothing 
further to do.  


To see who has a checked out tape, click the Red dot at the left. A box will appear with the name 
of the person and the date that he/she checked out the tape. 


Reports 


Like Boxes, when the filtered list is displayed, you can click the Show Report button to generate a 
screen report of the filtered and sorted list. You can then export the report to a PDF file by clicking 
the Save button at the lower right of the screen. To print all items, leave the filters blank. 
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THE VIEW ORDER SCREEN 


The View Order screen lists the items you requested for checkout for your review.  


Three lists are displayed; first boxes, followed by folders, and then tapes.  


An Order Comments note field allows you to enter any amount of text. 


To remove any item from the order, simply click on the Yellow dot. 


After the check out process is completed by clicking the Save Order button, the View Orders 
Selected Items list is cleared. 


 


SUPPLIES & MATERIALS 
Before saving your order, click the 
Supplies & Materials button on the 
Menu to add materials to the order. You 
may choose from a list to order boxes, 
bar codes, and other supplies. These 
will be added to your order. 


 


The options on this list are determined 
by your record center. If a desired 
option is not offered, contact the center 
to request that the item be added.  
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SAVE ORDER 
When you have finished 
making your selections, 
remember to click the Save 
Order button on the left 
menu.  


This dialog box also 
appears if you accidentally 
try to log out without saving the order.          
Clicking the button generates a confirmation that 
the order has been processed and can send an 
email such as the following to the user. As well, 
the record center receives an email, indicating that 
your order is ready to be processed. 


 
Subject: Message from the records center 


 Dear BOB SMITH,  
 
This is a confirmation message from AM Web Access 
 
Your order has been received. 
 
Please to not reply to this message 
 
Thank you,  
RMS ARCHIVES 


 


 


LOGGING OUT 


Click Log Out to exit Web Access. Remember that if you forgot to save the order, you will be 
reminded on log out to save it. 
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The Web Data Entry Module – End User Instructions 


WELCOME TO THE ARCHIVE MANAGER WEB DATA ENTRY MODULE! 
Archive Manager’s Web Data Entry Module permits you to enter data about boxes and folders going to 
your record center directly into the center’s database, without resorting to CD’s or other media. You 
may request delivery of boxes and folders currently in the center. 


Box and folder records are submitted to the record center in batches or groups, which simplifies 
handling at both ends of the process. 


Follow the instructions in this section to set up your account, to access your records, or to request 
delivery. 


OBTAIN A USER NAME AND PASSWORD 
Before your firm can use the Archive Manager Web Data Entry Module, you must contact your archive 
service provider and designate the users who will have access to Web Data Entry. You may designate 
as many users as desired. The archive service provider will assign each person a user name and 
password for logging into the Web Access system. If your firm has multiple departments, each can 
designate its own users.  


NOTE: Users may be granted access to their own department’s records only, or to global access to 
records of all departments. When setting up contacts with your archive service provider, remember to 
specify which type of access is desired for each user.  


 


LOGGING IN  


 
To access the Login Page, go to your archive service’s home page and click the link for Archive 
Manager Web Data Entry Module. The login page will appear. 


Enter the User Name and Password, and click Login. 
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THE BATCHES LIST SCREEN  


 
After you have logged in, the Existing Batches screen will appear.  


This screen displays any batches you may have started but not yet submitted.    


 Add Batch – If there are no existing batches, press the Add Batch button to create a new batch. A 
new batch is created and a Batch Number is automatically assigned – you will automatically be 
directed to the new box data entry screen. 


 Edit Batch – Brings up the list of boxes in that batch. 
 Delete – Deletes the batch and all its boxes and folders. 
 Delete all batches – Deletes all batches and their corresponding boxes and folders. 
 Send to record center - Finalizes the batch, transmits the information to the record center, and 


removes the batch from the Existing Batches (and Boxes and Folders) – see below.                     
NOTE: Only click this button when you are ready to transmit your batch to the record center.  


 Print report – Provides a printable version in your browser -see below. 
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THE BOXES IN THE BATCH SCREEN 
To see the content of a batch, click the Edit Batch button. 
The Boxes in the Batch screen appears, displaying a list of 
the boxes previously entered into this batch, as well as the 
following menu choices: 


 Add – enter information for a new box and folders  
 Edit – edit an existing box 
 Delete – deletes the selected box 
 Delete All – Deletes all boxes within the selected batch. 
 Add folder – add  folders to a box 
 Show folders – brings up the list of folders for the 


selected box 
 Go to batch list – returns to batch list 


 







THE EDIT BOX DETAILS SCREEN 
From Batch list, click add batch or in the Box list click add the to add a new box to an existing batch. 
The Edit Box Details screen appears.  


The following fields are present. (Fields with a red  
“ * ” are  required):  


 *Box # – 9 position numeric field (taken from 
the bar codes supplied by your record center).  


 Department – Department Code, a 10 
position alphanumeric field.  


 From Date – Date field  
used in conjunction with  


 *Description – 50 character alphanumeric 
field for description of box contents  


 
 
the To Date field to describe the time interval 


covered by box contents.  


 


NOTE: Dates are entered in format MM/DD/YYYY, but you do not need slashes in data entry. For 
example, typing 051509 results in 05/15/2009. 


 To Date – Date field used in conjunction with the From Date 
 Destroy Date – Date field indicating the month, day, and year this box is eligible for destruction.  If 


left blank, will populate with 12/31/9998 by default, which Archive Manager interprets to mean  
permanent. 


 Record Title – Record Title code; must match code set up in Archive Manager. 
 Location (optional) – The location code for this box (if selected). 
 Cross Reference (optional) – 10 positions; typically the client’s box or reference number (if selected). 
 Comments (optional) – An unlimited text field for additional box information (if selected). 


Clicking Save & New carries the data forward to the next box for Department, Destroy Date, From and 
To Dates, Description, and Record Title. 


Explanations of other buttons: 


 Add folder – Add folders to box 
 Folders – Lists folders within box 
 Save – Returns you to the box list 
 Cancel – Cancels your add/ edit and returns you to the box list 
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THE EDIT FOLDER DETAILS SCREEN 
To add a new folder to a batch, click 
the Add Folders in the Box Edit 
Screen or on the Box List. The Edit 
Folder Details screen appears.   


The Box Number, Department, From 
and To Dates, and Destroy Date 
information are captured from the 
current box, and a new Folder Number 
is automatically created. 


Fig. 177 


The following fields are present. Fields 
with a red “ * ” are  required: 


 *Folder # – 3 position numeric; 
populated automatically, but may 
be changed manually. 


 ID – 10 position alphanumeric; typically, the last name or initials of the person in your company 
who is responsible for this folder, such a partner, manager or corporate officer.  


 Matter No. – 13 characters alphanumeric; typically case numbers, patient numbers, claim 
numbers, etc. 


 *Major Description – 50 characters alphanumeric; general description of folder (i.e., ABC Co. vs 
XYZ Co.). 


 Minor Description – 50 characters alphanumeric; detail of folder contents (i.e., Depositions for 
ABC Co.). 


 From Date – Date field used in conjunction with the To Date field to describe the time interval 
covered by folder contents; captured from Box data, but can be changed manually.  


 To Date – Date field used in conjunction with the From Date; captured from Box data, but can be 
changed manually. 


 Destroy Date – Date field indicating when folder box is eligible for destruction; captured from Box 
data, but can be changed manually. 


 Cross Reference (optional) – Your file or reference number (if selected, maximum of 10 
positions). 


 Comments (optional) – An unlimited text field for additional information about a box (if selected). 


Click Save & New save the current data and open a fresh Edit Folder Details screen. As previously, 
the data is carried forward for ID, Matter #, Major Description, Minor Description, and From and To 
Dates. 
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FOLDERS IN THE  BOX SCREEN 
Clicking Save takes you to the Folders List 
screen, where you can review the contents of 
the selected box, or choose a folder to edit or 
delete.  


To enter more boxes or to preview the 
current batch, click Go To Box Page to 
return to the Boxes in the Batch screen. 


 
Explanations of buttons: 


 Add – Add folders to box 
 Edit – Edit an existing folder 
 Delete – Deletes the selected folder 
 Go to box list – Returns you to the box 


list 
 Go to batch list – Returns you to the batch list 
 Delete all – Deletes all the folders for this box 


 


 


PREVIEWING 
It is good practice to preview the contents of your batch before you submit to the record center. From 
the Batch List screen, click the Print Report button to list the boxes and folders in the current batch to 
the screen.  


 
You can then click Print to send the report to your printer. 
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 The Web Data Entry Module  Page 6 


 
 
 


FINALIZATION AND IMPORT 
When you have finished doing all your data entry, return to the Batch List and click Send to Record 
Center. This finalizes the batch, transmits the information about your boxes and folders to the record 
center, and removes the batch from the Batch List (and the Box and Folders Lists). 


NOTE: Only click this button when you are ready to transmit your batch to the record center.  


 


LOGGING OUT 


Click Logoff in the upper left of the main background screen to exit Web Data Entry. You need to be at 
the Batch List to log out. Remember that if you forgot to send your batch, you can always log in again 
and sent it from the Batch list page. 
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