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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 RMS
. . S 2cord Management
oage and click the link for — F
Archive Manager Web Access. R e
The |Og|n page W|” appear Your time is: Tuesday 20™ October 2009 — 14:42

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

Username: rsmith|
Password:

Remember Me [~

(_ Login )
The Web Access Menu will appear, offering seven
choices of action: =‘1w Archive Manager - Web Access
. BOXGS Menu <+
" Folders —
" Tapes
= Supplies & Materials [ suppies & Mareial
= View Order
= Save Order [ s ocer |
= 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.
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BOXES

m Archive Manager - Web Access HMS
I

Record Management
—| software, Inc.

Menu « Boxes Folders || =] Tapes

m Boxes - ANGIE / SAMPLE COMPANY

YNSRI ENERAL LEDGER From cate | e

Log Out
. .
Legend: © In the record center ) Checked out ®' Added to current order
5512220 records [N AN RSN T
Box Description From Tor Department | Cross ref Destroy Date rec

@ e IGENERAL LEDGER 01/01/2000 0s/30/2000 laceT los/30/2010 04/25/2001
* ] 68 IGENERAL LEDGER 01/01/2001 0s/30/2001 laceT 12/01/2008 03/21/2002
o 1800 IGENERAL LEDGER [07/01/2001 12/31/2001 accT 12/01/2008 08/14/2002
7 12 IGENERAL LEDGER 01/01/2002 08/20/2002 accT 12/01/2009 02/29/2002
o 17 IGENERAL LEDGER 11/11/2004 12/11/2004 accT 501 12/01/2007 08/12/2001
@  |amo (GENERAL LEDGER 11/11/2004 12/11/2004 lsceT 12/01/2009 os/02/2003
) |[211001  |sENERAL LEDGER 01/01/2005 03/21/2005 laceT l03/31/2015 10/23/2005 =
o 751003 (GENERAL LEDGER 01/01/2006 03/31/2006 jaccT 12/31/2013 12/03/2007
o 751004 IGENERAL LEDGER (04/01/2006 06/30/2006 jaccT 12/31/2013 12/03/2007
' 751005 IGENERAL LEDGER [07/01/2006 09/30/2006 jaccT 12/31/2013 12/03/2007
@ (751002  [GENERAL LEDGER 01/01/2007 03/31/2007 laceT l02/31/2017 11/30/2007
@  lsooosz  leEnERAL LEDGER l04/01/2007 os/30/2007 lacer los/30/2017 11/20/2007

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 - x
right of those filters to bring up the date dialog box. The From Date = | * Today | » | »
filter will select all boxes greater than or equal to that date. The To "< Men Tue Wed Tha Fri Sat Sun

Date filter will select all boxes less than or equal to that date. as| 2 3 4 5 & 7 8

45 9 10 11 12 13 14 15
47| 16 17 18 19 20 21 22
43| 23 24 25 26 27 28 29
49| 30

Mo, Tue 10

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.

Boxes - JULIE GREENE / SAMPLE COMPANY

PEE R M GENERAL LEDGER From dat=

Box Number To date

Tot Department
Information

Checked out
To: ANGIE

X & v
Legend: & In the racord center & Checked out 8 Add [ SRty 11/05/2007

< <1307 records Clear Filte

| Description " o=

" ] IGENERAL LEDGER 01/61/2000 06/30/2000 |ACCT os/z

" ] ‘ass GENERAL LEDGER 01/01/2001 0s/30/2001 laccT 12/C

@ =00 IGENERAL LEDGER 07/01/2001 12/31/2001 laccT 12/c

@ sz IGENERAL LEDGER 01/01/2002 06/20/2002 lsccT 12/0

@ GENERAL LEDGER 11/11/2004 12/11/2004 accT s01 12/c

@  lamo GENERAL LEDGER. 11/11/2004 12/11/2004 IaccT 12/c

Y ‘GENERAL LEDGER o1/01/2005 o3/31/2005 |Ac:c:r o3rz
Boxes report

Bar Descrigtion From cote Todse Depammemt  Crass  Destroy  Received

num ber refererce  dste

611 caNEALLEGER U000 BAY2ND ACCT AN MRS

e cmvmaLLEGER 01012001 06RIZI ACCT 2012008 03

1800 caNEMLLEGER OUNT 1ZEVZNT ACCT 2OU2008 W

612 GEvEMLLEGER Q112002 @3292003

MW CENEALLEGER aarMmI SAT 3 olow24

MWOT  GENERALLEDGER 4012003 saTe2 10912004

37 amvmaLLEGER 1112008 01

480 cEvEALLEGER 1112004

211001 GENERALLEDGER 010112005 03/31/2005  ACCT GBU015 10232005
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FOLDERS

»

| @ a1 web Access | % v Bl [ dm v Page~ Safety Tooks -+ (@~
m Archive Manager - Web Access I R ccord Management

— 5 vate, I

<« Folders

i
H

||

Folders - BOB SMITH / LEVEN & TAYLOR

e winor desc | AN HRNEREDEEEN Cross reference
i o e
watter no: | AN Ttems per page B
[ Veworier | sox number | 0
peperimen: |
Log Out
¢ > - -
Legend: CJ In the record center - Checked out £ In = chacked out box &) Added to current order
[ — T T T

“ | Box# Folder# | Department = Major descriptio Matterno  From To qag_-wf‘m|
Direserr P 7S MARSH-TEBEE, MARYH WILL & TESTAMENT 1254-8955 [01/01/2006 (12/31/2006 KIH
@ s17508  [is s ISOVERIGH BANK \V.CAPITOL ANESTHSIOLOGY ASS0C 3334-0001 Dwr
Dlazi973 |5 /A OUNG BROADCASTING INC. UNDERWRITING ARRANGEMENTS 2624-0009 KLM
@rosan |1 s TEST TEST 12345 o1/01/1983
& 415971 11 /A TEST TEST l4578-8577 HRE
" JeSEET /A [THOMPSON LTD. STOCK TRANSFER 2480-2235 2
D la17934 |5 InfA OUNG BRAODCASTING INC. STOCK REGISTRATION STATEMENT 2624-0001 KLM
D s17984 1o v OUNG BROADCASTING INC.  [STOCK PROSPECTUS 2524-0008 DFW
Pla1ses7 |5 78 [THOMPSON LTD. STOCK ISSUANCES DAROZ 1767 05 2480-0002 [TFw
Qlaseve 3 v [SOVERIGH BANK SHAREHOLDERS MTGS RED FILE [ 2334-0002 DwF
Pussry i SOVERIGH BANK LTD SHAREHOLDERS MTGD REC FILE 11 2234-0002 DwF
Dlazose I3 v/ KELLER. MARY H. SEPERATION PROCEEDINGS 5532-6570 owr

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.

m Archive Manager - Web Access —
ha— ot I
Menu « Boxes Folders Tapes Supplies and materials View order

< I
- I

& & y
T T et et A e e e AP Tl ale e el 1 e R cilee e et erie:

jor iptic iptic Matter no Rotation date From To Cross ref |

MONTHLY BACKUB 02/01/2009 02/28/2009
MONTHLY BACKUP loz/01/2009 l0z/21/2009
MONTHLY BACKUP 11/01/2008 11/20/2008
MONTHLY BACKUR 12/01/2008 12/31/2008
MONTHLY BACKUP o1/01/2007 l01/31/2007

MONTHLY BACKUR p2/01/2007 o2/28/2007

[ 2N WX HEK

MONTHLY BACKUR 03/01/2007 03/31/2007

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

M Archive Manager - Web Access HMS
= g —Record Management
"= Software, Inc.
Menu «||| [E]Boxes || [5)Folders || [=] Tapes || (5] Supplies and materials || f=) View order
Box Description From To Dapartmant Cross raf Destroy Date rec
Tapes
Folders
m Box# Folder# Major description Minor description Matter no From To Cross raf FID |
J 500101 1 ISALES EXPENSE REPORTS ISOUTH REGION 1542 07/01/2002 HHG
o 500101 2 ISALES EXPENSE REPORTS WESTERN REGION 5455 10/01/2002 HHG
Log Out
Tapes
Box# Tape# Major description Minor description Matter no From To Cross ref |
J ‘Dpen shelf 847 MONTHLY BACKUP 03/01/2009 02/31/2009
Comments
¥ou can type an unlimited amount of text herel

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.

2 AM Web Access - Windows Internet Explorer

G-z
=@

& AN Web pocess

=M

Menu

recordmanagementsoftwar e, com,

<z Favorites - gl -

Archive Manager - Web Access

|| [i=] Boxes || [=|Folders || fiS] Tapes || =) Supplies and materials || [=] View order

Boxes.
Supplies & Materials

Billing code | Quantiey
SUPPLIED ARCHIVE CARTONS | 109]
SUPPLY MT TRANSFILES @

BAR CODED LABELS [ 100
SUPPLIED LEGAL CARTONS |5
SEARCH & DELIVER 2 FOLDERS |:j
SEARCH e
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SAVE ORDER

When you have finished
making your selections,
remember to click the Save

Do you want to save the order first? X

i * L]
he record center '~ Checked aut ¥ €, ‘You are logging out: from Web Access.
\.‘) ‘Would you like to save your changes?

Order button on the left =

menu- i;:iﬂ 06/3 ACCT

This dialog box also . . o o

appears if you accidentally

try to log out without saving the order. Order saved X

Clicking the button generates a confirmation that New order generated. Client: LEVEN & TAYLOR
Ticket no: VWEBOODOO201

the qrder has been proqessed and can send an Requested by: S

email such as the following to the user. As well, Tel no: {212) - 545 - 7898

the record center receives an email, indicating that ~~ Address: Sl ol

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
= RMS Access - Login - Windows Internet Explorer E]@
@' @ [ w000 revordmanagementsoftusare com ~ B4 x| 4 12|~
U Favorites | s @85 L |
A\ RMS Access - Login Bi- B O & - e sdety- Tok- @ 7
——

=M
Record Management —
| Software, Inc.

7 4 RMS Archives Inc.

Archive Manager - Web Data Entry login
Username:
Password:

Remember me: 0

Done.

& Internet ‘v w100% -

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

MOSLER / nathan

RMS Archives Inc.

Batch list

(&) Add batch i Edit batch (@ Delete batch  Delete al batches 4 Send to recordcenter

Batch D Creation date Last modified

177 06/12/07 10:23am 01/08/2010 03:38pm

181 07/11/07 02:16pm 07/11/2007 02:20pm

182 11/05/07 03:34pm 11/05/2007 03:34pm

188 01/23/08 02:57pm 01/23/2008 03:02pm

188 01/18/10 09:54am 01/18/2010 08:54am

— R ecord M

—Software,

Print report

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.

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:

The

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

Web Data Entry Module

Box list batch #: 199

faadd YPEdit P Delete Deleteal P Add folder () Show folders  Go to bateh list
Box # = Description
302091
302092

309803

HARRISON LAND ACQUSITION
ANDERSON INDUSTRIES
GENERAL LEDGER

309804 GEMERAL LEDGER
GEWERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER

GENERAL LEDGER

309805
309806
309807
309808
309809
309810
308811
309811
309812

GEMERAL LEDGER
GEWERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER

Page 2





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.

= *Description — 50 character alphanumeric
field for description of box contents

= From Date — Date field
used in conjunction with
the To Date field to describe the time interval
covered by box contents.

ox view

Box #: 302091

Department: |LEGAL

Description: | HARRISON LAND ACQUSITION

Dates

From date:  04/01/2000 ¥ To date: 08/15/2009 |[A| Destroy date: 12/31/2019 |[3

Record title: | ACQUSITION

Location:

Cross references

Ref 1: o108 Ref 2: AD43Z

Comments: | ALL PAPER WORK INCLUDING NEGOCIATIONS

#Add folder | | {1 Folders Save & new Save Cancel

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

The Web Data Entry Module
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THE EDIT FOLDER DETAILS SCREEN

To add a new folder to a batch, click Folder view

the Add Folders in the Box Edit Box #: Department #:
Screen or on the Box List. The Edit

Folder Details screen appears. e e TRl | iz G
The Box Number, Department, From Matter no.: 6543/43201

and To DateS, and Destroy Date Major description: HARRISON MAMUFACTURING CORP

information are captured from the B ST SUR\EY

Dates

current box, and a new Folder Number
is automatically created.

F|g . 177 Cross references

Ref 1: Hi001 Ref 2:

From date: 04/01/2009 @ To date: 08/15/2009 @ Destroy date:

The following fields are present. Fields

W|th a red wkon are requ".ed Comments: PRODUCED BY BOB SMITH OF SMITH SURVEYS

»  *Folder # — 3 position numeric;
populated automatically, but may 000 e | U Gares)
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 b S A e AT ] —
screen, where you can review the contents of | @add (Jedit @Dskte Gotoboxlist Gotobatch st Delete al

the selected box, or choose a folder to edit OF | roiger#« | 1sjor description

delete. 1 HARRISON MANUFACTURING CORP

To enter more boxes or to preview the : HARRISOIMANUPACTURING CORP

current batch, click Go To Box Page to
return to the Boxes in the Batch screen.

HARRISON MANUFACTURING CORP

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.

& http:#l0g.recordmanagementsoftware. com/WebDataEntry/handlers/batch.ashx?mode-B&batchid=199 - Windows Internet Explorar

e |é recordmanagementsoftwars, com V‘ 2| X ﬁ | P~
g Favorites | 5l @ - 8] -

| @ hitp: 110 recormanagementscftware comfebDats. . | - B ] pm v Pager Sefety Toos+ @@hv

~
Batch no: 199
Box # Department Description Record title  From date To date fi):;m Ref 1Ref 2 Location Comments
HARRISON LAND . ey T =V ALL PAPER WORK INCLUDING
2 14/01/21 /11512 23172 ¥

302091 LEGAL ACQUSITION ACQUSITION 04/01/2009 08/15/2009 12/31/2019 9108 AD43 NEGOCIATIONS

fo(’u’er ID  MagjorDescription MinorDescription  MatterNo  From date To date 55::’0}‘ Ref I ;jgf Comments

. HARRISON S <12/23907 a7 00| 1331070 Ep0s | |PRODUCED BY BOB SMITH

I JIG MANUFACTURING CORP SITE SURVEY 6343/43201 04/01/2009 08/15/2000 12312019 HI100I OF SMITH SURVETS

\HARRISON CLOSING . - N . e tn N
. 21 01/ 21 /21 213112 2 |-
12 TG MANUFACTURING CORP  STATEMENT 06343/43201 |04/01/2009 08/15/2009 12/31/2019 HI00.
\HARRISON I - ant %) o EYRNVEITH el
13 JIG MANUFACTURING CORP MORTGAGE 6343/43201 |04/01/2009 08/15/2009 12/31/2019 HI003
ANDERSON m — ¥ INCORPORATION OF NEW
2092 107/2 /14/2 2/31/

302092 LEGAL INDUSTRIES SEC 09/07/2009 10/14/2009 12/31/9998 9087 BUSINESS

Folder % ID  |MajorDescription MinorDescription MatterNo |From dare |To dare  |Destroy date |Ref I Ref 2|Comments

z HGIR ANDERSON INDUSTRIES SEC FILINGS 0987/0014 |00/07/2000 |10/14/2000 |12/31/0008 |8765 -

12 \HGTR ANDERSON INDUSTRIES CERTIFICATE OF INCORPORATION 0987/0914 |09/07/2000 10/14/2009 |12/31/6098 |

309803 ACCT GENERAL LEDGER  GL 07/01/2007 09/30/2007 12/31/2014 6003

309804 ACCT GENERAL LEDGER  GIL 10/01/2007 12/31/2007 12 4 6004

309805 ACCT GENERAL LEDGER GL / 008 03/31/2008 12 3 6005 2007 TAX RETURNS

309806 ACCT GENERAL LEDGER  GL 6006

309807 ACCT GENERAL LEDGER  GL 5 6007

309808 ACCT GENERAL LEDGER GL 6008

309809 ACCT GENERAL LEDGER GL ! 6009

309810 ACCT GENERAL LEDGER  GL 009 06/30/2009 12 6010

309811 ACCT GENERAL LEDGER  GL 007 03/31/2007 12 4 6001 ACCOUNTING REPORTS

309811 ACCT GENERAL LEDGER GL ! 009 09/30/2009 12/31/2016 6011

309812 ACCT GENERAL LEDGER GL /01/2007 06/30/2007 12/31/2014 6002

-

Done & Intemnet 43 - 0% -

You can then click Print to send the report to your printer.
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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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