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Chapter 1 - Overview

Welcome

Welcome to Archive Manager, the leading-edge commercial record management system for record
centers of all sizes.

Based decades of record management experience, and featuring leading-edge Microsoft .NET and
Microsoft SQL technologies, Archive Manager provides record centers with the powerful and flexible
tools they need to manage and grow their business.

Archive Manager is a functionally complete software package as delivered. Record Management
Software, Inc. does not levy a “per-transaction tariff’ to Archive Manager users.

For complete pricing details, see http://recordmanagementsoftware.com/wp/archive-manager

Optional components include:

Voice prompted bar code scanner

Web Access Module

Web based Client Data Entry software

Multiple-user versions

Bridge software to accounting systems other than QuickBooks

ARCHIVE MANAGER FEATURES

A full-featured security module protects and controls access to the system.
Concurrent multiple open windows for easy switching between tasks.
User groups allow assignment of personalized access rights to any screen.

Quick access to box-size, media, location and billing management speeds information entry and
retrieval.

Customer data entry at a single screen is simple and quick. Clients can be associated with any
number of contacts and departments.

Billing can be entered either manually or automatically per action.

The optional Web Access Module allows clients to access their accounts via the Internet 24 x 7, to
lookup and checkout from their holdings, print reports, and order supplies. Users may be limited to
one department or may view all items.

An optional Web-based Data Entry Module allows clients to enter new boxes and folders into the
Archive Manager system over the Internet. Boxes and folders arrive at the warehouse with data
already recorded in the system.

Customer and billing information can be exported to QuickBooks (or by special order, to most
other accounting systems). All charges including the monthly storage charges are computed
monthly or daily to invoices that can be exported.

Contract information is retrieved at the click of a button.

A Quick Lookup facility puts important, often used information at your fingertips.

A comprehensive audit trail keeps a complete history of each box and folder.

A convenient report generator provides hundreds of useful reports with a built in PDF generator.
Save-and-reuse action lists save time and effort.

The optional portable bar code reader is voice-prompted to simplify use. It speeds box, folder and
shelf handling, enhances data accuracy, and permits flexible editing of data prior to updating the
database.
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Navigating in Archive Manager

THE MENU BAR

g Archive Manager

frckion Maintain  Biling Setup Reporks  Security  Porkable  Labels

Fig. 1

Navigation in Archive Manager will be intuitive for anyone accustomed to standard Windows software.
When the application is initialized, the default screen appears. There is a Menu Bar situated at the top,
as usual, where menu items are selected with a left-mouse click. Most of Archive Manager’s features

can be accessed from the Menu Bar, but you will find that there are usually quicker ways of accessing

the more often-used ones.

THE ACTIVITY PANE

Icons in the Activity Pane to the left of, the Archive Manager screen, provide quick access to often
used features and activities, including menu choices, quick searching, and the currently-open window.

Any item may be accessed with a single mouse-click.

THE SHORTCUTS PANEL

The Shortcuts Panel (Fig. 2) appears by default when Archive Manager is
initialized. Click any icon to jump to its associated activity.

= Audit Trail — The Audit Trail feature tracks activity history for boxes

Shortcuts

Avudit Trail
@
Find

and folders — discussed in Chapter 10.

Quick Search — Find is a search utility for quick retrieval of box, folder, il

. . . . . illing
location, and customer information — discussed in Chapter 9. .
Billing — The Billing Screen is used for entry and display of customer
charges — discussed in Chapter 11.

Reports — The Reports Module is used for selection and
customization of reports — discussed in Chapter 14. Import

Import — The Import Screen contains all functions for importing and ~iﬁ
exporting client data — discussed in Chapter 17.

Business Status — The Business Status Applet displays the current
number of boxes, folders, clients, and permanent (box) labels, and
displays the Next box # (Fig. 3).

Fig. 2
I aintair
Business status [_ (O]
Bow count 506 Ation list
Folder count 312
Client coint K
Mext box # h05543
Permanent labels ta print
F[g 3 Small: 522
Big: 336
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THE MAINTAIN PANEL

Clicking the Maintain Tab in the Activity Pane causes the Maintain Panel to appear (right), with the

following icons:

= Boxes — Screen for management and display of box information. Discussed in

Chapter 5.

= Folders — Screen for management and display of folder information. Discussed

in Chapter 6.

= Tapes - Screen for management and display of box information. Discussed in

Chapter 7.

= Clients — Screen for management and display of customer information.
Discussed in Chapter 3.

= Record Titles — discussed in Chapter 4.
= Lists — discussed in Chapter 7.

= Orders - discussed in Chapter 8.

= Locations - discussed in Chapter 2 Getting Started.

THE QUICK SEARCH PANEL

Clicking the Quick
Search Tab in the
Activity Pane brings
up the Quick Search
Panel, which allows
quick retrieval of
information about
boxes, folders,
locations, and
customers. ltis
discussed in
Chapter 8.

Fig. 5
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Shortcuts

I aintain

ka | o
Miror

Client

Location:

Quick Search

Action lizt

Fig. 4

THE ACTION LIST PANEL

Clicking The Action
List Tab puts the all
the Menu Bar
functions into the
Activity Pane. Double
clicking an item here
is the same as
selecting it from the
Menu Bar.

Fig. 6

Shartcuts

Maintain

Quick Search

Auction list

Action list

[=I- Maintain

- Boves

- Falders

- Custamers

- Record Titles
- Ligts

= Billing
- Charges

- Process Charges
= Setup

- Impaort Databaze
- Induztries

- Box Sizes

- Billing Codes

- Media

- Locations

- dyudit T rail

- Fl_epn:urts




THE OPEN WINDOWS PANEL

The last item in the Activity Pane is the Open Windows Panel. This area lists the names of each
currently open window. In Fig. 7, below, the Charges, Maintain Clients and Maintain Boxes Screens
are open. A single click on any name will activate the corresponding window. If you are entering
charges, for example, and need to look up a box number, you can just toggle windows and never lose
your place.

gnrchive Manager M=l &3

Action  Maintain  Biling  Setup  Reports  Security  Portable  Labels  Export  Windows  Help

Shortcuts ¥ Meszages generated by automation modules

Mairtsin

Standard filters | Diate filters |

Client I:I Description Status I UnProcessed j

S B = i enis |

us. Clentoods oy | |Eiw | |
- [ 1] et s act
+ Client iz active
@ =0 e -
@5 [k e
e ol £ 2 rccors
B350 B350 LION BRC
Search page #1 | Search #2 | Search #3
@ =50 SAMPLE  SAMPLE [ | sestchpage 2| each page
Duick Search @ LEVEN LEVEN S pogs | | e | | B
Action list @ ROvaL  ROVALS: SAMPLE
Exact match 2
: @ 5120 LowELL et B
Open windows panel @ 5140 KEEVER|  Range | |
Charges @ 770 TECH-COI
Clients . 770 4580 HARRISD Color legend Clear
@ ™ 45M GARRISO Location S# |Boxnumber  |Clignt
@ 5250 SMITH NI 3B-043 13 301101 SAMPLE
’ 770 8001 WwSR SEF 3E-043 14301102 SAMPLE
4 ann TAFEEY € | A r;es P m.,.—..;lj
< | 2 7

Fig. 7

FILTERING

Situated at the top of most Archive Manager screens are multiple filters, which you can use to limit the
data displayed on the screen to the information you want for each field. These filters can be used
singly or in conjunction to perform a search.

In the Sample database’s Box Screen, for example, if you enter ROYAL in the Client field, only boxes
belonging to ROYAL are displayed. If 5-0-018 is then entered in the Location field, ROYAL’s Box #
763830 is displayed. Any additional ROYAL boxes that are placed in this Location would also be
displayed.

The wildcard character is %, meaning “accept any value”. It may be used in any part of a query.
SORTING

Click the bar at the top of a column of data (in any screen) to sort the display in ascending order. Click
again to reverse the order.
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WINDOWS CONVENTIONS

Archive Manager uses standard Windows conventions regarding the mouse and keyboard shortcuts:
right-clicking on most items brings up an action menu.

At the upper left of any screen containing a list, under the title bar, you will find a chevron symbol.
Clicking the chevron expands the list view so that it fills the window.

A button panel is located at the bottom of each screen. The buttons function as follows:

=  Print- Click the button to print the data in the active screen in the order
displayed.

= Edit- Click any row in the active screen to select it, then click Edit to edit it. Or,
you can just double click an item in the form.

= Add- Click the button to add a new record to the form or table.

= Save & Add - Click the button to continue adding new records to a form.

= Delete - Click any row in the active screen to select it, then click Delete to remove

it. A warning pops up and asks if you are sure.

= Close - Click the button to close the current screen. Or, you may hit the X in the
upper right or double click the upper left corner of the screen.
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Chapter 2 - Getting Started

Getting Started in Archive Manager is primarily about getting organized. A successful implementation
depends more on the organization and quality of your existing data than on how it will be handled by
Archive Manager.

Whether you are just getting started in a new business, or converting information for records that have
been in use for many years, it is critically important to carefully consider all the types of information
you will require — date received, storage location codes, box size codes and descriptions, destroy
dates, folder parameters, billing codes, etc. — before you begin entering data. These items must be
defined to the Archive Manager software before deployment, and some of them are difficult or
impossible to change after you are under way.

Company Setup

The Company Setup 6! Company Setup =)

S(freen (”ght) IS W_here you Company Name  [RMS ARCHIVES, INC | Zie [a2504 | & Continue
will enter information about | ... 204 MAN STREET | Prone 51925390 | 5 coes
your own company. To City [EASTCHESTER | Logo [ |
open the screen, click Stote Iy | focount()  [pms |
Security > Setup on the Email [NFO@RNSARCHIVES COM | TaxAgencyl)  [NYS Sales Tax |
Menu Bar. il [WWW RMSARCHIVES COM | LastBot [p43788 |
QuickBocks File | |
F ig- 8 ﬁ ?:ieoLno;?::r;e I Allow Duplicate Boxif
¥ Show Boxes Number for Minimum Storsge Fee ¥ One Inveice ! Month

Please note that your company’s name, address, and phone number will appear on the bottom of all
the reports to your clients exactly as it is entered here. Some of these fields are straight forward, but
others require some explanation.

LoGo

Archive Manager can use your company logo as a background on many of its screens. Enter the logo
file’s path name in the Logo Field to identify it to Archive Manager (not yet implemented as of this
writing).

ACCOUNT

This is the name of the income account in QuickBooks (or other accounting software) to which
customer charges are exported. This is explained in Chapter 11 — Billing. Account

Tax Agency

The Tax Agency is the taxing authority, as specified in your accounting software, to whom sales tax is
reported. This is likewise explained in Chapter 13 — Using Archive Manager with QuickBooks.

LAST Box #

The Last Box # field is the “counter” for your bar coded box labels. When bar coding is in use, a
unique Box Number is assigned to each arriving box. Archive Manager stores the last assigned
number in this field, and adds 1 to determine the next number to assign.
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When you begin using Archive Manager, you must specify the beginning number that the computer
will use. If you already have 100,000 Boxes in storage, you might want to set this number to 101,000
to give yourself a small buffer. Remember that Box Number is a 9-digit field, so you can have almost a
billion box numbers.

IMPORTANT: You should never set this number lower than the number of boxes already in
storage because, if you have given any of your clients preprinted client Box Labels, numbers
might be duplicated.

QUICKBOOKS FILE

A QuickBooks File is used only if you will be linking Archive Manager to QuickBooks. In that case,
Archive Manager needs to know where to find the data file in which QuickBooks stores your
accounting information. You can click the ellipse to the right of the field to navigate to file’s location. Its
extension is *.QBW, and it is usually found in:

C:\ProgramFiles\Intuit\QuickBooks\[QuickBooks account name].QBW.
Be certain that the file’s full (absolute) pathname is entered.
If you are NOT linking Archive Manager to QuickBooks, leave the field blank.
SAVE LOCATION

The Save Location feature is used if your record center reserves a storage space after a box is
checked out so that another one cannot be stored in its place. If it does not use this system, the item
should be left unchecked.

& IMPORTANT: This parameter cannot be easily changed once you begin to use the software.

TAX ON STORAGE

Although uncommon, some states require that you collect sales tax on storage fees. When this item is
checked, Archive Manager calculates sales tax and adds it to the billing. Default configuration is
unchecked.

SHOW BOXES NUMBER FOR MINIMUM STORAGE FEE

For clients that receive a minimum storage fee, you have a choice to list the number of boxes by box
size on the monthly invoice. Default configuration is unchecked

ALLOW DUPLICATE BOX #

As delivered, Archive Manager is configured with Allow Duplicate Box item unchecked by default, so
that no two boxes can be assigned the same Box Number. It is strongly recommended that duplicate
box numbers not be permitted.

& IMPORTANT: This parameter cannot be easily changed once you begin to use the software.

ONE INVOICE/MONTH

When One Invoice/Month is checked, Archive Manager issues a single monthly invoice for each client
that combines monthly storage and service charges. If left unchecked, two invoices will be generated

for each client, one for storage and another for services. This is easily changed from month to month.
Default configuration is unchecked.
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User Groups

When you log into Archive Manager
for the first time using the superuser
password you received (right), you
will be able to create both user
groups with common rights and
permissions, as well as individual
users. A password must be provided
after each user is created.

Fig. 9

On the Menu Bair, click Security >
User Groups to enter the User
Groups Screen, and click the Add
button to add a new user group. Enter
a name for the group, such as
Lookup or Power Users.

Fig. 10
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‘é Archive Manager Login

v Managin
“Complexity==
' \_Simplic?fy :

Record Management
Software, Inc

Al

-—_\rchive
«~ =—=W Manager

"
Release 4.0.0.5
Release date: 09/15/2025

User Name: | |

Password: | |
[ ok ][ cance |
[t
ﬂgNew Group == B3 I
New Group Pending
Edit |

Edit Module Ttems |

Savekddd || Save || LCancel
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Then click Edit Modules to assign rights to the group you added. Select the item to assign in the
upper scroll box (below), and then select the level of access in the lower scroll box (not visible in

illustration).
The level choices are:
ﬂgEdit Modules Items M=l
= Full access
* No Access ]
= Read Only
Moduls Moduleltem | Ridhts |
- Browse Only [I®Edit Group Module
todule Item
IBiIIing\Chalges j « Cancsl
B = s avetadd
Labels\Client address labels
Labels\Client labels %
Labels\Falder labels
3 Labels\Permanent labels
Fig. 11 Labels\Shelf labels
I aintain'.Boxes i
| Pt ||y Delete | [ add| gn  Edt| | P Contie || O Cancel
Click Continue; the Setup User [{® setup User Groups M=l E3
Groups Screen appears (right)
populated with the added groups.
o Broupi [ 1]
To edit existing user Groups, reupEmE
simply double-click the desired
group. M ame |
Adrit
Povaer Ugers
TEST
Fig. 12
APt | | FEdt || add ||y Delete | Drioss
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Folder Field Labels
From the main top menu click Setup and pull down to Field Labels.

This feature allows you to

. o Field Labels :I-
change the names of certain el
fields related to folder Folder Field Labels

information throughout the Major Description [Major

system. The text in the boxes
represents the individual field
names that appear on the Matter No. [Matter No.
Folder Information Screen. T [Cient

Mincr Description |Min0r

;:lléscan Change the foIIowmg Return to Original Values

Major Description
Minor Description
Matter No. Fig. 13
Client

Cancel Save and Close

Type over the field names to

change to whatever makes
sense to you.

When you are finished making changes, click Save
These field names will appear on the folder edit screens and folder reports throughout Archive
Manager.

Note - if at any time you want to return to default field labels, just click Return to Original Value.

Box Size Code
To enter the Box Size Screen, click Setup > Maintain Box Sizes on the Menu Bar.

Arc_hive Manager allows you to FMMaintain Box Sizes M k|
define, and update as needed, al
of the different box sizes you will ]

. . . Code
pe storing. :Eadcg d|ff<13cr)ent p?x size o [ [ e |
IS repreésen e ya _pos_l lon Code |Name |Cubic Feet Cost Per Box |
alphanumerlc code which is i OVERSIZE 5.0000 $1.8500
entered into the Master Box Size 5 ROLLS PLANS 0.7000 $0.3500

. . B MySIZEBDH 0.5000 $1.2000
COde flle' Arthve M.anager Ulses 1 ARCHIVE CARTON 1.2000 $0.4000
this file to verify box information 2 TRANSFILE 30000 408500
as it is entered, and to calculate 3 EHECKFILE 2000 $00000
storage fees.

Fig. 14
i 7 Print Edit < Add ¢ Delet Ll

Data for each Master Box Size e ]l | [x¢se [0

consists of:

= Code — 10 positions alpha/numeric (Code field)
= Name - 30 positions alpha/numeric
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= Cubic Feet — 9 positions numeric with 4 decimal positions
When a client is to be billed per cubic foot, Archive Manager uses the information in the Client
Box Size Code file and the Billing Rate in the Client Master to calculate their storage fee.

= Cost Per Box — 10 positions numeric with 4 decimal positions

Cost per Box: When a client is to be billed ‘per box’ the computer will use the cost field as the rate
they are to be billed for the total number of that size box.

& IMPORTANT! Master Box Size Codes must be entered into Archive Manager before you begin
entering any client data, and before any locations can be set up.

It is useful to think of the Master Box Size Code as a template that is used each time you set up a new
client.

As new clients are entered in Archive Manager, the Master Box Size and Billing Codes are copied into
the client’s files. If the Master Box Size Codes are omitted at this stage, neither box sizes nor billing
codes will be established for those clients. It would then be necessary to enter the Box Sizes and
Billing Codes one-by-one for each added client - an onerous task.

Filter — You may put any code or name into the filter boxes and click the Filter button to search for a
box size code. Remember that you can sort on the form by clicking the column heading.
Billing Codes

THE MAINTAIN BILLING CODES SCREEN

Billing Codes are used to

) - . [[®maintain Billing Codes [_ O]
describe the various services for ATETTTS
which your company charges e L]
fees; i.e., pick up, delivery, D
. . . Description
retrieval, indexing new boxes, etc.
Code |Descnptlon |E|II|ng Rate |Tax Rate |Taxable o
To access the Maintain Billin 5 SEARCH $35000 00000 EACH
Codes S lick Set >g A FEFILE $25000 0,000 EACH
odes ocreen, click setup 54 SUPPLIED LEGAL CARTONS $3.0000  0.0825 ™  EacH
Billing Codes on the Menu Bar. Fi SEARCH & DELIVER 1 FOLDER $145000  0.0000 EACH
F2 SE&RCH & DELIVER 2FOLDERS $20.0000 0,000 EACH
A|th0ugh Archive Manager IT INVENTORY PER TRANSMITTAL $0.6000 0.0000 ITEMS
; o g I INVENTORY PER BOX $1.2500 0,000 BONES
permits you to set u.p individual SE SUPPLIED ARCHIVE CARTONS $20000  0.0825 %  EACH
rates for every service for each Do DELIVERED 10 BOXKES $340000 00000 EACH
; iAr ; ; D1 DELIVERED 1 BOK $16.0000 0,000 EACH
client, a majority of clients will pay D2 DELIVERED 2 BOXES $18.0000 0,000 EACH
a default fee for most D3 DELIVERED 3 BOXES $200000  0.0000 EACH
services. The master set of B|”|ng D4 DELIWERED 4 BOXES $22.0000 0.0000 EACH
Codes is simol default set of D5 DELIVERED 5 BOXES $240000 0,000 EACH
odes IS simply a default set o D6 DELIVERED £ BOKES $26.0000 00000 EACH
values that Archive Manager i ST | _>|_|
automatically copies into the
. . . <3 Piint Edit L Add Delet S
clients Billing Code file for each [#Ed |[Caid (Do [D0oe |
new client entered in the system.
This way, if your company has 50 Fig. 15

or more services, you only need to
specify any exceptions to the default values as you set up each new client.

When a flag notifies Archive Manager that a fee should be prorated, the billed amount will be
calculated based upon the date a box or folder was received and the number of days in that month.
Prorating is used when new boxes are received during the monthly billing cycle, so that storage can be
charged for each day remaining in the cycle.

Filtering — You may put any code and/or description into the filter boxes and click
the Filter button to search for a billing code. Remember that the wildcard character is %.
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Q NOTE: The Master Billing Codes must be entered in Archive Manager before you begin entering

clients.

THE CURRENT BILLING CODE SCREEN

Billing Codes are edited on the Current Billing Code Screen. To enter this screen from the Maintain
Billing Codes Screen, either highlight the desired code and click Edit, or simply double-click the code

you wish to edit.

The fields are as follows:

= Taxable — check this box if this item is
subject to sales tax.

=  ProRate — check this box if this item is
going to be prorated for days in a
month.

=  Autobill — check this box if fixed
charges are to be billed automatically.

Current Billing Code.

Edit

Taxable

ProRate

Autabil

Codef*)
Description

Uit OF Measure(*)

Billing Rate(*)

Tax Rate(*)

iﬂﬂﬂ

[DELIVERED 1 BOX

EACH

16,0000

ul

= Code - this is a 10 position
alphanumeric field

= Description — the description of the

billing item.

Change Clients' Eilling Rate: r

Cancel

= Unit of Measure — each, boxes, hours, etc.

= Billing Rate — the rate in
dollars to 4 decimal places

= Tax Rate - the tax rate in decimals.

Fig. 15

= Change Client’s Billing Rate — check this box to change all clients’ rates that match the master
rate. Clients with a special or different billing rate will not change.

Media Codes
THE MEDIA LIST SCREEN

Media Codes can be used to
describe any box or file features on
which you may wish to perform a
search.

To access the Media List Screen
(right), click Setup > Media Codes
on the Menu Bar.

Filter — You can filter on any Media
Code or Name as described above.

Fig. 17
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¥ Media List

% 3records.

[_[Of ]

Code ‘Name |
LF L& FIRM RECORDS
P PHARMA MFG RECS
1 ARCHIVES |
[FEdt | [<oatd |[xcDere | O

Page 12




THE CURRENT MEDIA SCREEN

Media Codes are edited at the

. . M current Media M=l B3
Current Media Screen. To enter this
Screen, either highlight the desired Meda)
code and click Edit, or simply double-
click the code you wish to edit. Cade(") iy |
Name(*) [PHARMA MFG RECS |
Fig. 18
Savelddd | | Save || Lancel
Locations
THE LOCATIONS LIST SCREEN )
. o=l Locations List E@
The layout of the aisles, bays and 0
lsh.elves throughout your rt'acord center cion [TEADOT i =
5. input at hthe Localt‘[]olnsI Llsttlscreen. ™ Open Spaces Orly — —
OU may avemu Ip € Oca lons Location Name Open shelf | BoxSizeCode |Max On Shelf |FilledSpaces |Awvailable =
(buildings), several floors in one or en0 ARCHIVE CARTON ] 2 2 .
more of the buildings, mezzanines, 148002 ARCHIVE CARTON 1 12 3 9
etc. This information is displayed in ool : I : .
the Locations List (right). 147005 ARCHIVE CARTOMN 1 12 2 10
14-A-006 ARCHIVE CARTON 1 12 2 10
To access this screen, click Maintain 14-2:007 ARCHIVE CARTON ! 2 8 8
. 14-24-008 ARCHIVE CARTON 1 12 4 3
> Locations on the Menu Bar. 14-A-009 ARCHIVE CARTON 1 12 4 g
14-4-010 ARCHIVE CARTON 1 12 10 2
Filters — Several filters are available 14011 ARCHIVE CARTON 1 2 5 7
H 14-4-012 ARCHIVE CARTON 1 12 g 4
here’ _and. may be Used in 14-A-013 ARCHIVE CARTON 1 12 0 12
combination. 14-2-014 ARCHIVE CARTON 1 12 4 ;]

R ) 14-A-015 ARCHIVE CARTON 1 12 7 5 =
Location — You may enter all Fig.19 il . - - = - ;IJ
or part of a location using the - : -
wildcard character %. Or a3t LR ||OM |[X Dol | OCose

you may request a range by...

entering a beginning location in the Location box and an ending location in the To box.
= Box Size — This is a pull down menu of the box sizes in your master file.
= Open Spaces Only — The filter will display only those shelves with open spaces.

For example, if you wanted to display all the open archive carton shelves for Isle A on the 14t floor of
a building, you would put 14-A in your filter.

Remember that your query results can be sorted by clicking on the bar at the column heading.
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THE CURRENT LOCATION SCREEN

Location Screen (Figure 19). To enter this :
screen from the Location List Screen, i
either highlight the desired code and click P [ | [ Openshe

Edit, or simply double-click the code you Location(®)  [190521°5 |
wish to edit Mame(*) [BRCHIVE CaRTON |
In this illustration, 4 of the 8 available sl |
spaces are ocoupied. ———

Positions

Each Location Master will contain:

= Box Size Code — this may be pulled
down by using the tab to the right or

typed in.
= Open shelf — used for folders & tapes

stored open without a box. Savetadd | [ Save  |[ Concel
= Location Code — 11 places, numbers

and letters.

= Maximum Space on Shelf — 3 places, numbers only. Fig.20

= Name - the box size code name is automatically
obtained from the Box Size Code table.

= Filled Spaces — a count of currently occupied
spaces.

¥ Empty Spaces - a count of currently unoccupied spaces.

& NOTE: RMS works closely with each Archive Manager user to establish a scalable but easy to
use Location Code numbering scheme for their particular business.

Location Codes can be designed to contain all your pertinent location information; for example, the
building, floor, aisle, bay and the shelf within the bay, depending on your business requirements. The
Location Code field is sufficient in size to accommodate most location codes schemes. It is a good
practice to use dashes (-) to separate key elements of the location code.

An example of a typical Location Code configuration is as follows:

Location Code = A-01-AA-1-A

Position
#1

#2
#3
#4
#5

A A

Fig. 21

In this hypothetical implementation:
Position #1 represents the building number or code.
Position #2 represents the floors.
Position #3 represents the aisles.

Position #4 represents the bays down an aisle.

Chapter 2 — Getting Started Page 14



Position #5 represents the shelves in a bay.

Remember - this is just an example. In most cases, your existing numbering scheme will be useable
as-is.

Archive Manager can accommodate storage of up to 99 containers on any one shelf. If you are storing
more than 99 containers on a shelf, you will need to define that location to Archive Manager as two
shelves.

Incidentally, you can see from this example why it is crucial to enter Master Box Size Codes before
entering client information;

Creating Locations From Spreadsheets

Using the import Excel spreadsheet typically located in C:\Program Files\RMS\Archive
Manager\Settings you can import locations. This is very useful for mass entering locations.

The Excel File is Import_Location.xls
Columns
= Location — location code

= Box_Size — box size code (must be set up in Archive Manager first)
= Max_on_Shelf — maximum number of spaces

On the top of the Maintain Locations list click Import. Navigate to the folder where you have saved
Import_Location.xls and double click it or highlight it and click Open. Your locations will import into
Archive Manager.

Industry Codes
THE MAINTAIN INDUSTRIES SCREEN

To access the Maintain Industries

Screen (right), click Setup > Industry [Maintain Industries I [=] B
Codes on the Menu Bar.
_ , , Ge L]
This table contains a list of FTC N
industry codes. You can edit the list or Dot Name [ =
add additiona| Codes 1080 ADVERTISING/PUBLIC RELATIONS
: 1100 AEROSPACE
. 1150 AlR TRANSPORATION
Filters — You may put any code or 1m0 CRAFT
name into the filter boxes and click the 1250 AIRPORT MANAGEMENT/OPERAT .
H H 1300 APPRAISERS
Filter button to search for an industry s ARCHITELTS
code. 1400 ARGICULTURE /FARMING
1480 AUTO REMTAL
1500 AUTO REPAIR
1580 AUTOMOBILE INDUSTRY
H 1600 BAMKING
Flg' 22 1650 CITY GOVERNMENT
1700 COMMUNICATIONS
1780 COMPUTER DESIGM/SALES
1800 COMCRETE INDUSTRY
1880 COMSTRUCTION j
[Pea|[Can o [Dome |
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THE CURRENT INDUSTRY SCREEN

Industries on the list can be edited, or Rl Current Industry o=
additional industries added, at the
Current Industry Screen. To enter this
screen from the Maintain Industries it
Screen, either highlight the desired oy B ]
industry and click Edit, or simply Name(ry  IRCRAFT \
double-click the industry you wish to
edit.
Fig. 23

Savelddd || Save || LCancel
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Chapter 3 - Setting Up Customers

ENTERING AND MAINTAINING CLIENTS

The client Information that is entered in Archive Manager is stored in the Client File. This is a key file in
Archive Manager in that it contains all the critical information pertaining to each client.

You will be entering information regarding:

= address, city, state and ZIP
= billing address, city, state and
= telephone numbers, business, fax, 800 number, etc.
= email and Web addresses
- contract a2 Maintain clients =x=m ==
=
= storage and service rates Cote | ] ciy
. Name [ Clientis active Filter
L] -
taX exempt Status Flg 24 Code MName Billing contact City Email Phone Industry  |Acti 4 |
500 MOSLER SLAGER HALEY GREEN NEW YORK HGREEN@MSL. (212)-626-69. 2800
6350 LION EROKERAGE KIM DALTON NEW YORK KDALTON@LIO. (212)-752-. 4200
THE MAINTAIN CLIENTS SCREEN SAMFLE  SAMPLE COMPANY ACCOUNTS PAYABL. NEW YORK (212)-997-. 8899
LEVEN LEVEN & TAYLOR MIKE EWING PETERSVI.. MEWING@LTL. (215)-785-43. 2800
. . . . ROYAL  ROYAL SALES CORP JOHN BYRNES YONKERS JBYRNESERO.. (314)-543-. 9999
The information you will need to find 5120 LOWELL REILLY & MCG.. KM YOUNG NEWYORK KYOUNG@LRM. (212)-823-08.. 8899
; ; ; 5140 KEEVER INSURANCE DOUG KEVER NEWYORK DKEEVER@AD. (212)23439. 8999
your clients in the Archive Manager 70 TECH-COMMEIZ ROCKAW.. PLEVINGTECH. (972)-823-23. 2200
System is d|3p|ayed on the Maintain 4580 HARRISON INSURANCE ~ GEORGEDANIELS ~ NEWYDRK FCLEMENT@HI.. (212)-621-81.. 9999
. . 4501 GARRISON SECURITIES  ED DOYLE NEWYORK EDOYLE@GSC.. (212)-566-. 8999 |
C||ent3 Screen (rlght) 5260 SMITH NEWCOURT & TL.  SARAALBERT NEW YORK SALBERT@ANT.. (212)565-5200 9399
3210 SCIENTIFIC AMERICAN.. N MCRATH NEWYORK NMCGRATH@S. (212)-72133.. 8899
. . Ja001 JAMES LAw JOHN JAMES STAMFOR.. DONNA@JAME. (203)283-38.. 2800
To access this screen using the Menu 220 MONARCH INSURANCE..  DON SMITH NEWYORK DSMITHGMON. (212)-543-. 9588
; . . 8015 WILLIAMS COMMODITIES  DEEBIE CASE NEWYORK DCASE@WILLC. (212)-320-. 8899
Bar’ CIICk Malntaln > CUStomers Or’ 8700 WESTCHESTER MED CE. SARAHWOLF VALHALLA  SWOLF@WEST . (914)-321- 9999 ~
USing the TaSk Pane C”Ck the 6750 ROCHESTER INSURANCE  ANDRE PRICE NEWYORK APRICERROC. (212)-321-. 9999 R
. . . ’ 8040 BANCO ITALIA ROBERTO FERMI NEWYORK RFRMI@BITALI. (212) - 343- 9999 .
Malntaln tlle then the Customers :Tn VarTAMY SATT W e MPLIMON B e AT e and fanon | LIJ
ﬁme Select All & Edit < Add 3 Delete | DClose

To view a specific client, enter one or more

criteria and click the Filter button. Or, to select a client from the full list of clients, simply click the Filter
button without entering any criteria to see the full list.
Filters

Code — client code

= Name - client name
= City —city
=  Active — click checkbox filter to select:

All Clients, Active Clients, or Inactive
Clients

THE CURRENT CLIENT SCREEN

Individual clients are edited at the Current Client
Screen. To enter this screen from the Maintain
Clients Screen, either highlight the desired
client and click Edit, or simply double-click the
client you wish to edit.

Fig. 25
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ol

Current Client

[E=8(EoR =3

Edit |

Code() [RovAL | induatry) (3959 ]

Name() [ROYALSALESCORF | ¥ Active client

o [{BYRNES@ROYALSALES COM| Web [WwW ROYALSALES.COM |

Email2) VHARRIS@ROYALSALES COM|

Main

Address(7) | 453 MAIN STREET | Cityr) [YONKERS | Zief) 107090984
SUITE 220 state() [NY |

Phone [i514)- 543 1000 | Fax  [514)-543-2135 |

Phone(2) b-- | Toll Freel0 - - NES=— |

Billing

A [453 MAIN STREET | city  [YONKERS | zip [10703-0984 |
SUITE 220 stte  [NY _~| Billing Contact

Bhone (514) - 543 - 1000 - ‘(914) 543 -2135 | |]OHN BYRNES ‘

Comments [l deiveries must be made after 5:30 AM | Extension

‘Charge
/_ Contract || §F Departments || =3 Contacts || Box Sizes || Billing Codes Fixed Current

Cancel
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Client data can be exported directly into QuickBooks using the Accounts Export Utility described in
Chapter13.

The Current Client Screen displays the following fields:

Code - a 10 position alphanumeric identifier for the client company.

Industry — the FTC Industry Code; may be entered by typing or selecting from pull-down list.
Name - the client company’s business name.

Active — click this box if this is an active client.

Email — the main contact’s email address (additional email addresses will be added later in this
process). Note this email address will be used to send PDF invoices. See Chapter 11 End Month
Billing.

Email (2) — second email for PDF invoices

Web — the client company’s Web address.

Address — the client company’s street address - 2 lines are provided.

City — the client company’s city.

State — the client company’s state; may be entered by typing or selecting from pull-down list.
Zip — the client company ZIP; configured for 9 digit zip codes.

Phone — the client company’s phone number.

Fax — the client company’s fax number.

Phone (2) — the secondary phone number (such as primary contact’s direct phone number).
Toll Free — the client company'’s toll free phone number.

Billing Contact — the person to whom bills are addressed.

At this point, if the billing address is the same as the main address, then just click Same as Main. If
not, continue filling in the billing address fields.

Once you have completed this form, it is important to continue with other pertinent information about
this client by clicking the buttons at the bottom of the form.

THE CUSTOMER CONTRACT SCREEN

Click the Contract button to access the [ Client Contract =5
Customer Contract Screen (right), which
contains the following fields:

<

Departamental Billing

Departamentalized client v
Departmental Billing — check this box if T B r
departmentalized invoicing will be used. PDF Invaice 7
Departmentalized client - check this box Storage Will be Billed: |Monthly -
for departmentalized reporting. S Cubie Foot =
Tax-Exempt — check this box Rate per Cubic Foot

if the client is tax-exempt. (Be sure to obtain

BEilling Representative GEORGE YURNER
an ST-5 form for your records.) | |

Contract/PO Number |W432 |
Invoice Terms |NET 0 |

Contract Begins On: 5/27/2003 =
Contract Ends On: 9/27/2019 =
Minimum Storage Fee: I:I
Fig. 26 Tax Rate 0.0825

ﬁContinue +  Cancel

PDF Invoice — check this box if the client
will receive PDF invoices via email.

Chapter 3 — Setting Up Customers Page 18



= Storage Will be Billed — select billing period from the pull-down menu (default is monthly).

= Fees Based On — select Per Box or Per Cubic Foot from the pull-down menu (default is Per Box).
= Billing Representative — client’s billing contact at your company.

= Contract/PO Number — the contract or purchase order reference number.

= Invoice Terms — when and how payment is expected from client, as per contract.

= Contract Begins On — beginning date of contract.

= Contract End On — termination date of contract.

= Minimum Storage Fee - if not blank, storage charges totaling less than the indicated amount will
be adjusted up to this amount.

= Tax Rate — sales tax rate on taxable items, expressed in decimal form; i.e., a sales tax rate of
6.25% would be entered as .0625.

& IMPORTANT: Remember each time you complete this form to press the Continue button to save
your entries.

THE CONTACT SCREEN

Click the Contact button
on the Current Client
screen to access the
Contact List. Click Add or

@ current Client

9 [=]

Current Client

ﬂgtuntacts List

Edit |

Edit on this screen, and : -
the Contact Screen -
appears (rlght LS £VEN & T Contact Name |F‘hona ‘Email |UserName |
’ Email A ENAMGELTI
foreground), Whel’e you e I: BOB SHITH LEVEN
can add a new contact for | | fsdes pomreRvay

the customer, or enter Namel’) Fas 0 [ Conins |
det::ilstfor the current o | Direct Phane Mebie 0 - ]
contact.

The User Name will be
the same as the User
Name for the Web
Access software, and the
Password will be the Web
Access software
password.

WEB ACCESS PASSWORDS

fddress 2000 FEMWw&y

[515) - 566 - B
[

Phane(2] I:

Dther |:| User Name [BILLGALL Savebidd

4

Fhone @| Pint |[s¢  Delets | [

add | <o

Edit ‘ ‘f Continue | |;‘ Cancel |

Comments

Charge

|f Cortract ||;;Daparlments ||§a Contacts || Box Sizes H Biling Codes |

‘ Fixed | | Current |

| Savelddd ‘ ‘ Save

| | LCancel |

Fig. 27

For information about Web Access Software or for a Web Access Password, see Appendix C in this

Guide.
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Clients With Departments
THE CLIENT DEPARTMENTS SCREEN

On the Current Client Screen (Fig. 25, above), click the Department button to access the Department
Screen for the current client (right).

Click Edit to modify an existing Yy ity Ll Eeisa
department, or Add to add one. Code [ | Meme [ |
. Filter
The fields are as follows: . =
. Client Code Mame

" C!'en,t — the current SAMPLE  ACCT ACCOUNTING

client's name SAMPLE  LEGAL LEGAL DEPT

i . SAMPLE  SALES SALES

= Code — a 10 place field with SAMPLE  TRADING TRADING

numbers and letters for the SAMPLE  TML TEMM. VALLEY BRANCH

department code.
= Name - the department name

Print b 4 Delete | | < Add @ Ediﬂ Continue | | = Cancel

Fig. 16

To edit individual departments, just as with the previous detail screens, you can click Edit, or double
click the desired department. Fig. 28

THE DEPARTMENT DETAIL SCREEN

The Department Detail Screen is where the [®pepartment M[=] B3
department information is recorded — with the Codel)  [ALES | [ Eonae |
exception of contacts. Name[] [SALES DEPT |
Clicking the Contacts button on this screen .
accesses an additional screen, the Department Addiess | |
Contacts List Screen (Fig. 30, background, below), | |
where your department contacts are listed. City [ |
State | |
Fig. 29 Zp | |
! s |
(nfyl=] .-
[ £ conne|
Emall | | «  Cancel
3
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THE DEPARTMENT CONTACT SCREEN
Click Add or Edit on this

screen, and the
Department Contact
Screen appears (Fig. ,

Reports  Security  Portable Labels  Windows — Help

E®current Client 1 [=] B3

Current Client

Active

foreground), where you PYRIF it Deportments =
Codef(?] Code Mame
can add a new contact for o \ \ | ] )
the current department, NN Socpartment _______ MIE]
or edit information for the Man [rog 00 FAES | [ Comente_|
current contact. Rt Nemel") ~[SALES DEPT ]
ﬂgbepartment Contacts List =[O x|
The User Name will be Phore Addess -
the same as the user Phane(2] . =
S ity r
name for the Web ACCGSS Billing e Hame |F‘hone |Ema|\ ‘UserName |
software, and the fddess
Password will be the Web B Zi LEEES
access software [om e }' : - }““ }Iitmﬁwel
C in m imect Phone 1) - obile - -
password. £ — -
Other \ | User Name | | [ savettad |
Email ‘ | Password ‘
4
Pint H)( Delste ‘ |<, Addl |@ Edit ‘ |f Contirue | |:,‘ Cancel |
Fig. 30

A

for the current department.

NOTES: Contacts entered at the Departmental Contact screen will have access only to Web data

To allow a user to access Web data for all departments, enter the Contact at the NON-
departmental Contacts screen (Page 18). Contacts entered at that screen have global access to

Web data for all departments.

WEB ACCESS PASSWORDS

For information about Web Access Software or for a Web Access Password, see Appendix C in this

Guide.

Additional Setup Details
THE BOX SIZES LIST SCREEN

Referring to Fig. 31 at right, a detail

21 Eiling Contar

~

Charge

from the Current Client Screen, click
the Box Sizes button to access the

| Fixed | | Current |

Box Sizes List Screen (Fig 32. , below).

Chapter 3 — Setting Up Customers

| | Cancel |

Fig. 31
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The Box Sizes List Screen employs
the master Box Size Codes you
entered during your initial set up.
Use this screen to edit the Box Size
Code Rates, or to add additional
codes for this client.

Fig. 32

THE BILLING CODES LIST SCREEN

Referring again to Fig. , above, from
the Current Client Screen, click the
Billing Codes button to access the
Billing Codes List Screen (right).

The displayed list employs the
master Billing Codes you entered
during your initial set up. Use this
screen to edit the Billing Code Rates,
or to add additional codes for this
client.

Fig.
173

FIXeD AND CURRENT CHARGES

ﬂgBox Sizes List !E[ E
Code M
o — L
Filter =
Client |E0de |Name |Eubic Feet |Eost Per Bowx
ROYAL 1 ARCHIVE CARTON 0.0000 $0.4000
ROYAL 2 TRAMSFILE 0.0000 $0.8500
ROYAL 3 CHECKFILE 0.0000 $0.0000
| |
[ Pt || pemte|[<T  add|[cp Edt| | P Continue | [ O Cancel |

[ Billing Codes List M= E
Cade Description

L - o
Cliert |E0de |Descripti0n |Bi||ing Fate |TaxFRate |Taxable |UM ﬂ
ROvAL oD DELIWER 10 BUMDLES  $23.0000 0.0000 EACH
ROvAL 1 SEARCH & DELIVER 1. $11.2500 0.0000 EACH
ROYAL 10 SEARCH & DELIVER 1. $40.5000 0.0000 EACH
ROvAL 1 SEARCH & DELIVER 1. $44.7500 0.0000 EACH
ROvAL 12 SEARCH & DELIVER 1. $45.0000 0.0000 EACH
ROvAL 13 SEARCH & DELIVER 1. $53.2500 0.0000 EACH
ROvAL 14 SEARCH & DELIVER 1. $57.5000 0.0000 EACH
ROYAL 15 SEARCH & DELIVER 1. $61.7500 0.0000 EACH

ROvAL 16 SEARCH & DELIVER 1. $66.0000 0.0000

E&CH -
4] | v

OB Export

Debts | <. Add|[gp  Edt |

| Print | |')( | f Continue | | «  Cancel |

Two additional buttons in the detail illustration above are for Fixed Charge, and Current Charge.
These buttons access the Charge Entry Screen, which is discussed in Chapter 10, Billing.

Filter — You can use the filters to bring up clients of a specific code, name, and/or city. This may be
used individually or in combination. Again, the query results may be sorted by clicking on the column

heading.

Exporting to QuickBooks

Once you have entered client data in Archive Manager, there is no need to manually re-enter it into
QuickBooks; just export it into QuickBooks from Archive Manager.

EXPORTING CLIENTS TO QUICKBOOKS

Clients can be exported to QuickBooks using the Accounting System Export screen. For details about

this feature, see Exporting Invoices to QuickBooks (and Other Accounting Packages) in Chapter 13.

Chapter 3 — Setting Up Customers
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Before exporting records, make sure that they are complete and accurate! Corrections in

IMPORTANT: Archive Manager can export any particular record to QuickBooks only once.
@ QuickBooks can be made only manually.

THE UTILITIES BUTTON

When the Bill To field for a client is empty, any attempt to export that record will cause a blank client
record to be exported to QuickBooks.

When you are aware that this field is empty in one or more records you intend to export, proceed as
follows:

= If working in the Maintain Clients Screen, highlight the desired records.
= Right-click anywhere on the gray area to access the action menu.
= Select Utilities, then Same as Main.

This forces Archive Manager to disregard any empty Bill To fields while exporting the selected
records.

INACTIVE CLIENTS
When you flag a client as inactive by unchecking the Active client box in the current client edit screen,

you can no longer add boxes, folders, tapes, or charges for this client. Note by default all new clients
entered into Archive Manager are checked as Active.
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Chapter 4 - Record Titles

Record Titles are used by Archive Manager to identify groups or categories of records belonging to a
given client. For example, a law firm might use Record Title RE to represent real estate closings.
Record Title data can be used to calculate destruction dates to implement retention schedules for

each client.

THE SETUP RECORD TITLES SCREEN

To access the Setup Record Titles Screen
(right), open the Maintain Panel on the
Activity Pane and choose Record Titles.
Or, on the Menu Bar, click Maintain >
Titles.

The Client field on this screen serves as a
filter, limiting the display to Record Titles
of the specified client.

The active filter works as described in
clients

To add a new item, Click the Add button
to access the New Record Titles Screen.

Fig. 34

THE NEW RECORD TITLES SCREEN

The New Record Titles Screen (right)
employs the following fields:

= Client — Client Code may be
selected from pull down list or
entered manually.

= Record Title — Enter client’'s Record
Title Code for this item.

= Active Record Title — click this box if
record title is active (checked by
default)

= Retention Date — Retention Period
for this item in years and months.

= Description — Unlimited text
description of the Record Title item.

= Regulation - Unlimited text detailing
the regulation for this item.

o5l Setup Record Titles E@
Client SAMPLE [l Record Title is active
Filter
Client Record Title Description Active
SAMPLE AP ACCOUNTS PAYABLE +
SAMPLE AR ACCOUNTS RECEIVABLE e
SAMPLE CR CASH RECEIPTS +
SAMPLE GL GENERAL LEDGER e
SAMPLE PC PETTY CASH
SAMPLE FR PAYROLL e
3;’5 Print P Edit <3 Add 5 Delete | > Close
o5 Mew Record Title EI@

Edit

Gl I

Record Title | | bl Active Record Title

Year Menth Permanent

Retention Date |CI ‘U [m]

Description

Regulaticn

Apply Retention Date On Items
Savelidd Save Cancel

Fig. 35

= Apply Retention Date on Items button — Click this button is to update the Destruction Date for
all boxes and folders for a client whose retention period has been up dated.
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THE CURRENT RECORD TITLES SCREEN

Titles of existing records may be edited in the Current Record Title Screen, below. To bring up a

record title on this screen, highlight or double-click it in the Setup Record Titles Screen (Fig. 35,
above).

o' Current Record Title E@
When you are finished making your
changes in a field, Tab to the next field to

save your changes. The Tab key also .

activates the Save button.

Record Title |GL | [l Active Record Title
Year Month Permanent
Retention Date |? |U O
Sz GENERAL LEDGER
Rl PER NYS TAX CODE REGULATION 5.04.10987
Flg 36 Apply Retention Date On ltems

Cancel

INACTIVE RECORD TITLES

When you flag a record title as inactive by unchecking the Active Record Title box in the current record
title edit screen, you can no longer use this record title for boxes. Note by default all new record titles
entered into Archive Manager are checked as Active.
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Chapter 5 - Boxes

About Boxes and Folders

Archive Manager tracks boxes according to their assigned Box Number and storage location. Folders,
however, are tracked according to the boxes in which they reside. They therefore share the unique
Box Number of that box, followed by a Folder Number of between 1 and 999.

Some of your customers will be interested primarily in box storage and retrieval, while other will be
concerned with individual folders. For example:

= acompany controller made need to review all the general ledgers in a box, while
= an attorney may need to see the file containing a real estate closing.

Some customers may even have departments with differing needs. Archive Manger makes it possible
for your record center to provide not just storage, but individualized record management services to
every type of customer.

Box Storage Customers Folder Storage Customers
Examples: Examples:

= Securities firms (brokerage) = Law firms

»= Investment banks = Accountants

= Sales firms = Insurance Companies

» Manufacturing = Medical offices

= Banks

For box storage customers, beyond the basic Typical folder descriptions for folder customers:
box description, there are two ways of

recording additional details: " Major —a client or patient

—_ . = Minor — the subject matter
1. Create fictitious folders to describe the box , ,
or it contents in greater detail, or = Matter No. — a file or client matter no.

2. Use the Comments field to record
additional details.

Available Reports: Available Reports:

1. Box content report, which includes folders, | 1. Folders Inventory.

2. Box inventory report with parameter 2. Box inventory report ordered by ranges (if
include text = Yes all the folders in a box are numeric ranges)

3. Boxes W/O Folders report.

= Filtering: yes = Filtering: yes
= Lists: yes = Lists: yes
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Maintaining Stored Boxes

THE MAINTAIN BOXES SCREEN

The Maintain Boxes screen displays the

status of stored boxes and provides

access to sub-screens for various box
management activities. To access this
screen, click the Maintain Tab on the

Activity Pane to select the Maintain
Panel, and then click Boxes. Or, you
may click Maintain > Boxes from the
Menu Bar.

The status of each box is represented
by a Box Status symbol in Column 1 of
the display. The symbol meanings are
as follows:

Green dot — box is currently in the
record center

Gray left arrow — box has been
checked out

Blue dot with red X — box has been
destroyed. Fig. 37

Gray hollow right arrow — box has permanently been removed

Yellow/gray dot — box has been requested for check out via Web Access.

The filters on this screen are as follows:

a2/ Maintain Boxes folfe )=
Search page #1 | Search page #2 | Search page#? |
Box# To D Boxsizecods | |
Client I:l!‘ Exactmatch D Cross I~ Legal Hold
Ronge [ ]
Color legend Filter Clear
Location  |S# |Boxnumber |Client Department Description FromDate  |ToDate CheckOut User 3
B§ 14A002 0 4005 LEVEN
2{ 14A006 0 789564 ROYAL
B§ 144006 0 789565 ROYAL
2y 144010 0 789566 ROYAL DAVE
@ 1202 1 5010 600 091272004 1002772004
@ 3Bm6 1 s0M SAMPLE EXPENSEREFORTS ~ 03/08/2004  10/08/2004
@ w02 1 000 5120
2y 1903241 0 34534 SAMPLE 097212004 1012172004
@ 14A0B 1 505454 LEVEN LEGAL FILES
144002 4 501455 LEVEN LEGAL FILES =
@ B06 2 501342 SAMPLE  SALES
B 14a02 0 50101 LEVEN
@ wa02 2 501N SAMPLE  ACCT EXPENSE STATEMENT.. 01012000  12/31/2000
@ a0z 3 s0m2 SAMPLE  ACCT SALESMAN EXPENSE. 01012002  12/31/2002
@ 1ea0s5 1 5012 600 TRIAL BALANCE LEDG_ 0VD1/2001  12/31/2001
Bf 5C032 0 418047 SAMPLE  ACCT INVOICES A& M 01012002 1213172002
@ sco2 1 413048 SAMPLE  ACCT INVOICES N-Z 01012002 1213172002
@ sco0 4 43049 SAMPLE  ACCT EXPENSE ANALYSIS 01012002 061302002
144009 1 418050 SAMPLE  ACCT EXPENSE ANALYSIS 070012002 123172002 BILLWILLIAMS
BE§ 3B043 0 418051 SAMPLE
@ 14a008 1 65652 ROYAL ACCOUNTS PAYABLE
] | »
£ Print Select All 4P Edit <3 Add ¥ Delete | > Close

Box number — (Required) 9 position numeric field. Numbers may be entered automatically by
clicking the Last Box # button, or may be entered manually.

To — You can enter a box number to to filter on a range of box numbers.

Description — 50 character alphanumeric field that can be used to describe the contents of the

box.

Client — Client Code, a 10 position alphanumeric field. Click the Ellipse Button to select the code
from a list, or enter it manually. When field is populated, the client’s full name appears in the box
to the right. Click the Exact match box to match the client code exactly.

Department — Department Code, a 10 position alphanumeric field. Click the Ellipse Button to
select the code from the Client Master List, or enter it manually.

Range — a numeric file number which will display boxes in that set of values.

Legal Hold - click checkbox filter to select boxes on legal hold.

Cross References — Click the Cross

Reference button to access the Box Cross

Reference List (right). You may add
unlimited cross references, typically box
numbers.

Note that only the first cross reference is
displayed on the any of the box edit
screens. All cross references are
searchable, however. Fig. 38

Chapter 5 — Boxes

[ cross Reference List

=] E3

- ||
e ]

Cross Reference

46527
36538
35082

Prink ||-;( Delete | |5

e )

Ed |

|ﬁ Continue | “:‘ Cancel |
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Search page #2
5] Maintain Boxes E]@

B
Search page #1 © Seaich page H2') Sasrch pageti3 |
ChooseAList | =1 Location Ordered ftems ~|
T

Color legend Filte Clear

Location |t |Bosnumber | Client Deparment Desciiplion FiomDale  ToDate CheckDut User ﬁ‘
a2 0 4008 LEVEN
2] 4a008 0 78364 ROYAL
B 4A008 0 789565 ROYAL
2 1A 0 78366 ROYAL DAVE
@ ua02 1 5000 600 09/27/2004  10/27/2004
@ e 1 s SAMPLE EXPENSE REPORTS  03/08/2004  10/08/2004
@ vaoz 1 40 5120
= 1324 0 s SAMPLE 09/21/2004  10/21/2004
@ a3 1 5055 LEVEN LEGAL FILES
A2 4 501455 LEVEN LEGAL FILES Lis
@ e 2 s0ae SAMPLE  SALES
& a2 0 smon LEVEN
@ uam2 2 s SOMPLE  ACCT EXPENSE STATEMENT.. 01/01/2000  12/31/2000
@ vao2 3 sonz SOMPLE  ACCT SALESMAN EXPENSE.  01/01/2002  12/31/2002
@ uaos 1 sm2 600 TRIAL BALANCE LEDG. D01/01/2001  12/31/2000
B o5c02 0 413047 SOMPLE  ACCT INVOICES & M 010172002 12/31/2002
@ scom 1 4BMe SAMPLE  ACCT INVDICES -2 01/01/2002  12/31/2002
5C033 4 419049 SAMPLE  ACCT EXPENSE &NALYSIS  01/01/2002  06/30/2002  LENDERN
4A003 1 413050 SOMPLE  ACCT EXPENSE 8NALYSIS  07/01/2002 123142002 BILLWILLIAMS
E 38043 0 418051 SAMPLE
@ vams 1 eER ROYAL ACCOUNTS PAYABLE
R TP 1o _Ij
4 | »
&5 Print Select Al # Edit < Add % Delete | 2> Close Flg 39

The fields on Search page #2 are as follows:

= Choose A List — Allows you to select an existing list. (When you use a filter, the resulting
selection can be saved to a list that you can use to access those items quickly. For an explanation
of List and how to use them in Archive Manager, see Chapter 7 — Lists.)

= Location - Filter: enter a specific location to limit your search to that location.
NOTE: Because storage spaces are reserved for specific box sizes, the Box Size and Space
Number on storage shelves are entered automatically when you choose the location. Therefore,
box sizes must never be mixed on a single shelf; i.e., boxes of each size must only be placed on
shelves reserved specifically for that box size.
= Status — Pull down filter containing a scroll menu. The menu gives you a choice of:
< All boxes
% Checked Out boxes
» Boxes in record center
» Requested by All Users boxes
< Requested by Current Users boxes
< Requested from Web Access boxes

= Destroyed - Pull down filter containing a scroll menu. The menu gives you a choice of.:

< Live boxes

< All Boxes

» Destroyed boxes

» Permed out boxes

= Comments — unlimited additional text.
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Search page #3

I8l Maintain Boxes EI @l El
B

Search page 1 | Seaich page #2  Search page#3 |

FROM Date Select .| After 2/28/2009
0 Date Select .. | Mo date. ~
( ;
RECEIVED Date | Select o date. DESTROY Date Selact Mo date. Equal with [ 7/ 5/2022 L]
(G o] Fiter (Bl " Before:
& der o day202 |

Locstion |54 |Boknumber | Client Depattment Dessiiption FomDate | ToDate CheckDut User ﬁ‘ v After:
B 1ea00z 0 4005 LEVEN " Between
= 4a006 0 783584 ROVAL & s 2% 27 28 29 30 1 2
B 14A006 0 783565 ROVAL o date -
2 4alio 0 783586 ROVAL DAVE 3 a@s 7 8 9
@ 1en00z 1 EOID 500 03/27/2004  10/27/2004 10 11 12 13 14 15 16
@ 0w 1 s SAMPLE EXPENSE REPORTS 09/08/2004  10/08/2004 oK 17 18 19 20 21 2 23
@ 1samz 1 4000 5120 24 7% 26 27 2% 29 M
= ameal 0 e SAMPLE 09/21/2004 104212004
@ 14n00 1 505454 LEVEN LEGAL FILES
144002 4 501458 LEVEN LEGAL FILES LisA
@ e 2 S0 SAMPLE  SALES
& ea0z 0 50101 LEVEN
@ enom 2 s0INT SAMPLE  ACCT EXPENSE STATEMENT . O1/01/2000  12/31/2000
@ a0 3 502 SAMPLE  ACCT SALESMAN EXPENSE.. O1/1/2002 1243172002
@ Tenss 1 B2 500 TRIAL BALANCE LEDG. O1/01/2001  12/31/2001
B sc0:z 0 418047 SAMPLE  ACCT INVOICES &-M DIAN/2002 120912002
@ scom 1 sm0 SAMPLE  ACCT INVOICES N-Z 012002 1243172002
5C033 4 418049 SAMPLE  ACCT EXPENSE ANALYSIS O1/N/2002  OB/30/2002  LEN DERN
144008 1 418050 SAMPLE  ACCT EXPENSE ANALYSIS 07AN/2002 122002 BILLWILLIAMS
& 38043 0 418081 SAMPLE
@ 4n00E 1 e54ER2 ROVAL ACCOUNTS PAYABLE -

taamnE 3 eRTIT Bl AT 131 0
g | ull
3‘5 Frint Select Al S Edi < Add « Delete & Close

Fig. 40

The fields on Search page #3 are as follows:

= From date — click select to bring up the calendar to select the box from date.
= To date — click select to bring up the calendar to select the box to date.

= Received date — click select to bring up the calendar to select the box received date.
= Destroy date — click select to bring up the calendar to select the box destroy date.
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Editing Box Information

@ Current Box | — ?\
THE CURRENT BOX SCREEN
If you need to locate a box for editing, |
using filters in any of the box screens BoxNumbe) 45757 - ‘Rwes ‘
is a quick way to find it. — | ‘ ‘
Department.  |ACCT |
Once the box is on your screen, to S O

edit the Box Information from any s el =
. Box size 1 Location(r) | 3B-0% [
screen, you can either ST
. . [ ACCOUNTS PAYABLE

= select the box and click Edit, or [ Aoy Fatanion Du

. Media(* | ross Reference 87324
= double-click the box ;mw : Includes all invoice backupdn(imanzand purchase orders
to open the Current Box Screen Cresh Dok | Lok el [ s P W Doy | B P et st B ol

(right).

SavedAdd Save Cancel

Fig. 41

Simply enter or change the desired information, add folders or cross references, and click Save. The
fields with asterisks are required fields and are described along with any fields which were not
previously described, below.

Client — (required on this screen).

Received — (contains the current date by default) Date field showing the date box is received into
record center.

Destroy — (contains 12/31/9998 by default) Date field indicating the month, day, and year this box
is eligible for destruction. Archive Manager interprets the default date 12/31/9998 to mean
permanent.

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

To Date — Date field used in conjunction with the From Date.

Ranges — Range of file numbers that can be used to describe a sequence of files stored in the
box.

Record Title — After Record Titles have been set up (see Chapter 4), click the Ellipse Button to
select a value from the Record Title List.

Media — Click the Ellipse Button to select a Media Code from a list, or enter it manually.

Comments — An unlimited text field for additional information about a box. Word documents or
spreadsheets can be pasted here.
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* Folders — To add, edit, or search Broigersist——————————————————— mmH||
folders for a particular box, click on Maijor Materd [ |
the Folders button in the Current Minr =
BOX Screen (Flg41 ! above) to Client Box # |FOIderﬂ |Ma’0r |Min0r |Mat
access the Folders List Screen '
(right). For more information about
managing folders, see Chapter 6 —
Folders.
Fig. 42
J | | 2
| Pt |[5¢ Delete| < add|[gp  Edt| | P Continue |[D  Cancel |
= Tapes - To add, edit, or search ~lofx|
tapes for a particular box, click on Major Matter # ]
the Tapes button in the Current Hiner =
BOX Screen (Flg41 J above) to Client Box Tape # |Maio| |Mino| |
access the Tapes List Screen
(right). For more information about
managing tapes, see Chapter 7 —
Tapes.
Fig. 43
4] | |
| Prirt ||x Dalete| |\, Add| |@ Edit| | 7 Cnntinue| |;: Cance||

Entering New Boxes
New boxes may be entered into Archive manager in either of two ways; either
= manually, or

= using a Portable Bar Code Reader.

While it is possible to handle large numbers of boxes without the use of bar coding, bar coding greatly
reduces handling time and likelihood of error. The RMS Portable Bar Code Reader has advanced
ergonomic features, is extremely cost-efficient, and is highly recommended.

While this chapter deals with boxes both with and without bar code labels, detailed instructions about
the use of the RMS Portable Bar Code Reader will be found in Chapter 19, The Portable Bar Code
Reader.

After you have entered the setup information described in Chapters 2 and 3, you are ready to begin
entering client’s boxes. You cannot begin this process before this point.

Receiving and Stowing Bar Coded Boxes

This process assumes that a bar code label has been attached to the front each arriving box. Labels
must generally be printed before the pick up, and can be placed on the boxes either by the client, or
by your driver at your or the client’s location.

Chapter 5 — Boxes Page 31



Entering Bar Coded Boxes Manually

THE NEW BOX SCREEN

Boxes are entered into the Archive s New Box = e =
Manager system using the New Box
Screen (right). To access this screen, —
press the Add button on The Maintain T N T Stous Ranges
Boxes Screen (Fig. 25, above). 5 Boxls N L]
Client(*)
Fields on this screen with asterisks are Dcporments || -
- - Received 07/07/2016 Destroy date 112/31/9938
required fields. o :: o —
You can add folders at the same by i e T
pressing the Folders button. To see . T oy s
information about how to enter folders, N Reterence |
see Chapter 6, Folders. Gz
- . Fold Tap Cross Referenc || Destroy Permanent out Legal Hold

After filling the fields on the screen,
click either the Save&Add button or
the Save button.

Fig. 44

Save&Add S Cancel

Checking Boxes In and Out Manually

Boxes may be checked in or out either of two possible ways:

= automatically, using the RMS Portable Bar Code Reader to scan data, or
= manually, using Archive Manager’s Box Check Out Screen (Fig. , below).

Use of the RMS Portable Bar Code Reader is discussed in Chapter 19; the present discussion will

deal only with Manual check in and check out.

Manual check in or check out may be performed individually by box or groups.

Check In or Out Single boxes
THE Box CHECK IN/OUT SCREEN

Select a box on the Current Box Screen

(Fig. 40, above). Click the Check In or
Check Out button to access the Box
Check In/Out Screen (right).

Fill in the fields on this screen as follows:

= Name (required) — person placing
order.

= Phone — phone number
of person placing order.

Fig. 45

Name("] |WALTEH FURST | Check Out |11;30x2003 |
Phore |[2un]-305-1209 | Rietum By |12£30£2E|03 |
Address | | Check In | , 4 |

Ticket #7) |99054

Comments

Please deliver o dth flaor.

Check Out || Check In Cancel
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= Address — the address where box(es) should be picked up or delivered, as specified by customer.
= Ticket # (required) — the ticket or work order number.

= Check Out — the date of work (default: current date).

= Return By — the date of expected return (default: current date plus 30 days).

= Check in — the actual date of check in (default: current date).

= Comments — an unlimited alphanumeric text field.

= Insert Charges — see below, on this page.

Check In or Out Multiple boxes

There are two possible ways of checking multiple boxes in or out:

= Selecting multiple boxes for immediate check in/out

Using either a previously created list or the Maintain Boxes Screen (Fig. 25, above), select a
group of multiple boxes, then right-click and choose check in or check out. Then use the Box
Check In/Out screen to immediately check in/out boxes.

= Marking a selection of boxes for check in or check out

Select from a list or the Maintain Boxes Screen as above, then right-click the selection and choose
Request for Checkout. This will mark the selected boxes in yellow, but will not bring up the
Checkout Screen immediately. You can then filter the requested items to a list, Select All, and
then right-click to check items in or out.

To remove an item from the above list, right-click it and select Remove from Current List.
If the list includes items belonging to multiple clients, when you select Check Out from the action list, a
new Box Check In/Out Screen will be displayed for each client.

THE CHARGE SCREEN

Insert Charges — During a check in/out W Charge «

operation, whenever this box is checked,

the Charge Screen (right) \A(ill appear ChogeType [Comet =] Continue
after thg Chegk Qut buttgn is clicked. This o S o Cancel
screen is similar in function to the New O Sy

Charge Screen, which will be discussed
in Chapter 10, Billing, and allows you to BilingCode(y | | -
create billing “on the fly”.

Description | |

giingRate [© | Quaniy [ ]
TaRate  [008250 T
Taxable v Sales Tax ‘:’
Total 0
Fig. 46
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Destroying or Removing Single Boxes

The Box Destruction process indicates to Archive Manager that a single box or group of boxes is to
be destroyed or permanently removed from storage. Boxes may be destroyed individually or in groups.

THE REMOVE/DESTROY DIALOGUE SCREEN

While viewing a box on the Current

Box Screen, click the Destroy or

Permanent Out button to access the

| e [ e
Remove/Destroy Dialogue Screen. LU/ OF CONNERS ERELE 35256 Continug

) , Date 12/28/2003 v i
The dialogue box contains the pein
following fields: Comments
Savelhdd
.
Fig. 47

= Name (required) — the person authorizing destruction or permanent removal.
= Date — the date of the transaction (defaults to today’s date).

= Ticket # (required) — the ticket or work order number.

= Insert Charges — click the box to create billing for this activity.

If the Insert Charges the New Charge screen appears (see Chapter 10 — Billing) and the billing can
be generated “on the fly”.

Destroying or Removing Multiple Boxes

In the Maintain Boxes Screen (Fig. 35), either use an existing list, or select a group of boxes. Right-
click the selection and select Destroy Boxes or Permanent Out, as desired, from the action list.

If desired, click the Insert Charges box to create billing for this activity.

After permanently removing or destroying boxes, it is important to run the Destruction Process
Reports:

= Certificate of Destruction Report

= Destruction Summary Report

= Destruction Pull List

= Destruction Empty Spaces Report

These are described in detail in Chapter 14, Reports

UTILITIES

When multiple items are highlighted in the Maintain Boxes Screen, right-clicking accesses a Utilities
Menu. The use of these utilities is discussed in Chapter 18, Ultilities.

Legal Hold

If a box is on legal hold, then it cannot be permanently removed, destroyed, or deleted. It can be
edited, checked out, etc. A user with full rights to edit boxes can place boxes on legal hold; however
only the superuser password can remove boxes from legal hold.
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Boxes can be placed on Legal Hold via 2 methods:
1. By editing a box and clicking Legal Hold button on bottom right. After placing on Legal Hold, the
check box will appear in the Box Edit screen.

2. Or filter a list of boxes and right click and choose Put on Legal Hold.

In both cases after selecting boxes to put on legal hold a dialogue box appears

-l Box Legal Hold | (e S
Field explanations
Date on Hold: [ Tuesday . June 28,2016 ] Date on hold - date field
Vitho Put on Hold: [WILLIAM PURCELL Who put on hold - 20_CharaCterS
Legal matter No. — 5 lines - 20
Legal Matter No 1: |53D531D55553ﬂ

characters - only first line required

Legal Matter Mo 2: |E‘?554'4"I 0988745

Legal Matter Mo 3: |

: Legal Matter No 4: | Flg 48

l Legal Matter Mo 5: |

Put on Legal Hold | | Close
i)

If a box is on Legal Hold, the Legal Hold button will be checked. You can see who put a box on legal
hold by clicking the Legal Hold button in the box edit screen

To remove a box or boxes from legal hold, either:

1. Edit a box and click the Legal Hold button, which pops up the dialogue box and click Remove Legal
Hold

2. Right click and choose Remove from Legal Hold.
Note — Only the superuser password can remove boxes from Legal Hold.

Note - if a box or boxes are on Legal Hold you Archive Manager E=)
will receive a warning that these boxes cannot
be destroyed or permanently removed when Some boxes are on legal hold and cannot be destroyed/permanently removed

trying to perform those operations.  Fig. 49

There is a report available for boxes on legal hold in the base group of reports.

Fiters:
Customer # eqguals sample

Box inventory
Print clate: 51372017

Page 141
Boxnumber Box contents i Location Checked Beginning  Ending Date Cross Record Date on Legal Matter
description out / to date date received  Ref. Title Hold /\Who #
Prepared for: SAMPLE COMPANY
TJepattment - ACCT . Department narme: ACCOUNT ING
37 GEMER AL LEDGER 1803-22-2 1012004 1202004 |sazeonm |50 4207 TE5433-008
181 JOHM S
B20117 GEMER ALLEDGER 148019 1 2003 B12008  |angma0in L N42m7 TE5433-008
1A JOHM S
620113 GENERALLEDGER 14-2019 711 2009 9/30/2009  |&A 62010 5L 51142017 TE5433-00
[ Lab JOHRS:

T of boxes for Aepf ACLT -
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Chapter 6 - Folders

Maintaining Stored Folders

THE MAINTAIN FOLDERS SCREEN

The Maintain Folders Screen
(right) displays the status of

a;' Maintain Folders

Search page #1 | Search page #2 | Search page #: |

Maior [ | Minor [ | materz | |

== )|

stored folders and provides Chont oot N ——
access to sub-screens for Bz [ ] tocsioncode| | aomsizecsde [
; Cross Reference [ |
various folder management
FA ; Color legend Filter Clear Mave Folder
activities. To access this screen,
A ! N Client Department | Location Bo i Folder i Wajor Minor Matter # me;ﬁl
click the Maintain Tab on the 600 14-A-065 5012 1 ACCOUNTS PAYABLES 01
. @ sPLE  AccT 5-C-033 a0 SALESMENRECEPTS  VOUCHERS otiot
ACthlty Pane to select the @ e 148002 5010 1 ROCHESTER SPRINGS P ACQUISITION OF SPAUL. 22235222
f : . SAMPLE  LEGAL 1803213 Q0% 1 EYRNE PETERSON PURCHASE OF DASH BU. 5455-0001
Maintain Panel, and then click @ swPE acceT 148025 308 1 LEGAL FILINGS FOR SAL 7654098 0101
; @ swPLE  accT 14-A025 sa308 2 NEW YORK CITY LICENS, 7654098 OUOT
Folders. OI', you may click SAMPLE  LEGAL 144021 B3 1 VIOLF CORPORATION  LEGAL FILINGS. BRIEFS... 2352386 020
Maintain > Folders from the SAMPLE  LEGAL 148021 843611 2 /OLF CORPORATION ~ JUDGEMENTS AND AWA. 2352366  O2/0%
@ SWPLE  LEGAL  14A021 un 3 VWOLF CORPORATION  DEPOSITIONS AN CORR. 2352366 020
Menu Bar. @ sw 38050 g 1 FRANKLIN SPORTSWEA.  SECFILINGS 5544001 0101
@ sw 38050 agis 2 FRANKLIN SPORTSWEA. CORRESPONDENCE 5544001 0101
& 5120 36041 0100 0 SAVAGE V. VTR CAPEP. =
@Pm Select All & Edit < Add o Delete | DClose

Fig.50

The status of each folder is represented by a Folder Status symbol in Column 1 of the display. The

symbol meanings are as follows:

= Green dot — folder is currently in the record center.
= Gray left arrow — folder has been checked out.

= Blue dot with red X — box has been destroyed.

= Gray hollow right arrow — box has permanently been removed

= Yellow/gray dot — box has been requested for check out via Web Access.

= Blue dot — box containing this folder has been checked out.

This screen is similar to the Maintain Boxes Screen and contains many of the same fields, but the

fields are mapped specifically for folder information.

The filters on this screen are as follows:

= Major — (50 characters alphanumeric) general description of folder (i.e., ABC Co. vs. XYZ Co.)

=  Minor - (50 characters alphanumeric) Detail of folder contents (i.e., Depositions for ABC Co.)
= Matter # - (20 characters alphanumeric) typically the file number

= Client Code — Client’s identifier code — click Exact Match to match the client code exactly

= Department code — Client’s department identifier code

= Box number — 9 position numeric field. This refers to the box containing the subject folders.

= Location code — the location of the folder
= Cross reference — cross reference

Chapter 6 — Folders
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Search page #2

a2 Maintain Folders == =R ===
Search page @1 Search page #2 | Scarch page #3
[ o [ ]

Ermmms [ |

Status i Destray status h

Ordered items 2

Color legend Filier Clear Mave Folder

Client Depariment |Location Box# Folder # Major Minor Matter & From;ﬁl

€00 14-A-085 5012 1 ACCOUNTS PAYABLES. o
@ swPLE  accT 5-C-033 418049 D SALESMEN RECEIPTS VOUCHERS oot
@ e 14-A-002 5010 1 ROCHESTER SPRINGS P.. ACQUISITION OF SPALL. 22295-222..
SAMPLE  LEGAL 1903-21-3 418075 1 BYRNE PETERSON PURCHASE OF DASH BU_. 5£59-0001

@ sawPLE  accT 140025 843608 1 LEGAL FILINGS FOR SAL 7654098 0101
@ saPLE AccT 14-A-025 843608 2 NEW YORK CITY LICENS. 7654098 0101
SAMPLE  LEGAL 140021 843611 1 WOLF CORPORATION  LEGAL FILINGS, BRIEFS, 2352366  0ZI0F
SAMPLE  LEGAL 140021 843611 2 WOLF CORPORATION ~ JUDGEMENTS AND AWA_ 7352366  OZI0E
@ SwRLE LEGAL 148021 243611 2 WOLF CORPORATION ~ DEFOSITIONS AN CORR. 2352386 OZI0F
@ o 3B-050 418123 1 FRANKLIN SPORTSWEA. SEC FILINGS 5544001 01001
@ o 38050 418123 2 FRANKLIN SPORTSWEA. CORRESPONDENCE 5544001 01001
w 5120 3G-041 629100 0 SAVAGE V. VTR CAPSP... =
4(’” - o ) o | »
;5 Print Select All S Edit < Add % Delete | DClose

The fields on Search page #2 are as follows:

Fig. 51

Choose A List — Allows you to select an existing list. (When you use a filter, the resulting

selection can be saved to a list that you can use to access those items quickly, as explained in
Chapter 7 — Lists.) The quickest way to find a specific folder on this screen is by filtering a list.

u

u

| |

L]
<
3
<
<
3
<

L]

All folders

Checked Out folders
Folders in record center

Comments — unlimited additional text.
Status — Pull down filter containing a scroll menu. The menu gives you a choice of:

Requested by All Users
Requested by Current Users
Requested from Web Access

Live folders
All folders
Destroyed

ID — (20 characters alphanumeric) usually a partner’s name or initials.

Destroyed - Pull down filter containing a scroll menu. The menu gives you a choice of.:

RS
< Permed out
o Maintin Folders [=l=== Search page # 3
Search page #1 | Search page #2 | Search page 43
FROM Date Select Mo date.
TO Date Select... | Nodate ] S
RECEIVED Date | Select Mo date. DESTROY Date | Select Ho date.
Color legend Filter Clear Move Folder ¢ Equal with
Client Department | Location Bax # Folder # Major Minor Matter & meg ~ [ 7/ 572022 v
600 14-A-065 5012 1 ACCOUNTS PAYABLES. 010 Before:
@ swPE accT 5C-033 418049 0 SALESMEN RECEIPTS VOUCHERS 0101 * Afer b I July 2022 »
@ ey 14-A:002 5010 1 ROCHESTER SPRINGS P.. ACQUISITION OF SPAUL. 22295-222.. e
SAMPLE  LEGAL 1903-21-3 418075 1 BYRNE PETERSON PURCHASE OF DASH BU.. 5459-0001 (" Between = 1 seat
@ swPLE accT 14-A-025 843608 1 LEGAL FILINGS FOR SAL 7654098 0101 ~ 2% 2 28 29 30 1 2
@ swvPLE accT 14-A-025 843608 2 NEW YORK CITY LICENS.. 7654098 0101 No date. 3 d a) 6 7 8 9
SAMPLE  LEGAL 14-2:021 843611 1 WOLF CORPORATION ~ LEGAL FILINGS, BRIEFS.. 2362366  0210¢ 10 11 12 13 14 15 16
SAMPLE  LEGAL 14-2:021 843611 2 WOLF CORPORATION ~ JUDGEMENTS AND AWA. 2362366  020¢ -
' SAMPLE LEGAL 148021 843611 3 WOLF CORPORATION DEPOSITIONS AN CORR. 2352366 02108 0K 17 18 15 ZD 21 22 23
@ om0 3B-050 418123 1 FRANKLIN SPORTSWEA. SEC FILINGS 5544001 0101 24 25 28 27 22 29 130
@ o TE-050 418123 2 FRANKLIN SFORTSWEL . CORRESFONDENCE 5544001 0101
B 5120 3.G-041 625100 0 SAVAGE V. VTR CAPEF. - .
= 0 0 ‘ L, | Fig. 52
£ Print Select All P Edt <3 Add % Delele | > Close
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The fields on Search page #3 are as follows:

From date — click select to bring up the calendar to select the folder from date.

To date — click select to bring up the calendar to select the folder to date.

Received date — click select to bring up the calendar to select the folder received date.
Destroy date — click select to bring up the calendar to select the folder destroy date.

Entering new folders

THE NEW FOLDER SCREEN

To enter new folders, click the Add EBNew Folder ol

Button to access the New Folder Screen
fields (the fields marked with asterisks are

required):

Edit |

EoxMumber Folder Mumber{*} I:IID I:I

Matter MO

Box Number — may be entered
manually or, by clicking the ellipse,
from the pull down list. A current valid paceonshef 0
box number must be entered, as et B 12j09}2003 sty Do 12/31/3338

folders are a subset of the boxes that FEmbEE T

Conta|n them . Major Description - Status
Folder Is  IM

Company
Location Code

I
|

Deparkment

Minor Crescription

Company — Client Code,
automatically populated when the box
number is entered.

I

Cross Reference

Comments

Department — (10 position
alphanumeric) department code,
which may be entered manually or,
by clicking the ellipse, from the pull
down list.

Folder Number — (four digits) Fig. 53
populated automatically, but may
be changed manually.

Check Out | | Cross Reference | | Destroy || Qut |

| Savekidd || Save H Lancel

NOTE: Because each box has unique folder numbers, the Add Folder Screen cannot be saved if a
duplicate folder number is manually entered..

ID — (10 position alphanumeric) typically, the last name or initials of the person responsible for this
folder, such a manager or corporate officer in the client company.

Matter # — 13 characters alphanumeric) Case Numbers (Law Firms), Patient Numbers (Hospitals),
Claim Numbers (Insurance Companies), etc.

Received Date — (date field) date folder is received into the record center.

Destroy Date — (date field, automatically populated from box data) month, day, and year this
folder is eligible for destruction.

From Date — (date field) used in conjunction with To Date to indicate time period of the records in
folder.

To Date — as described above.
Major Description — a general description of folder.
Minor Description — a detailed description of folder contents.
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= Comments — (unlimited text field) use to input additional information about the folder; you can
paste Word documents or spreadsheets here.

= Location Code — the location of box containing this folder automatically populated from box

information.

= Space on Shelf — the code for specific space occupied by box.

= Folder is In/Out — reports whether folder is currently in the recorder center.

= |D —initials or last name of the client representative responsible for the folder.
= Box #- box number(s) in which the subject folder(s) are stored.

=  Matter # — the client’s file number

= Client Code — as previously explained

= Cross Reference — press this
button to access the Folder Cross
Reference List (right).

Cross referencing is used when a
box or folder is known by more
than one reference number. This

[/ Cross Reference List

Cross Reference

23647
23648

can occur, for example, when your
record center absorbs boxes from
another center, or needs to
renumber the customer’s boxes for
any reason.

You can add unlimited cross
references, which are typically

Client’S f||e numberS. Only the | Frint ||->( Delete | |\’, Add| |§8 Edit | |ﬂ Continue | |;3 Cancel
first cross reference is displayed
on the Folder Edit Screen, but all Fig. 54

the cross references are
searchable.

= Filtering — applies a filter to your list. Folders can be filtered just like
boxes, with single or multiple filters.

An example of the use of multiple filters would be if a law office set the Client filter = LEVEN, the
Maijor filter = OPEL, and the Minor filter = REAL ESTATE, to find the Opel Industries Real Estate
Closing for customer Leven.

Remember that the wildcard character is %. As with all Archive Manager lists, query results may be
sorted by clicking on the column heading.
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THE CURRENT FOLDER SCREEN

Folder information is edited on the
Current Folder Screen (right). To edit
a folder on this screen, either double
click the folder on the Maintain
Folders Screen (Fig. 50, above), or
select it and click Edit. A quick way
to find a specific folder on the
Maintain Folders Screen is by
filtering a list.

The fields and field descriptions on
the Current Folder Screen are
identical to those on the New folder
Screen, Fig.53, above.

Fig. 55

Checking Folders In and Out

THE FOLDERS CHECK IN/OUT SCREEN

Click the Check Out button on the
Current Folder screen to access the
Folders Check In/Out Screen.

This screen is identical in
functionality to the Boxes Check
In/Out Screen (Chapter 5, Fig 45.).
The process for checking folders in
and out is identical as well. See
Chapter 5 for a review of the subject.

THE FOLDER DESTRUCTION PROCESS

® Current Folder =[O x]
Current Folder Active
Edit |

BoxNumber - Folder Mumber(*) l:IIDI:I
Department |:| IIl Location Code 5-0-035
Space On Shelf
rotatus——————————————
Major Description RS ALDIT
| Folder1s  IN
Minor Description |5J‘31,’35
Comments
Check Ouk ‘|§CrossReFerence || Destroy || (a14 |
| Saveladd || Save || LCancel

ﬂgFolders Check In/0ut E
Mamel] | | Check Out [12/21/2003 |
Phane |[].. | Return By |m;20;2m4 |
Address | | Check In | P |
Ticket #[%) | |
Comments

[~ InzertCharges
| Check Out || Check In || Cancel
4
Fig. 56

The Folder Destruction process indicates to Archive Manager that a single folder or group of folders
is to be destroyed or permanently removed from storage. However, since storage fees are not charged
for folders but only for the boxes that contain them, folders are usually not destroyed individually but
rather, along with their boxes. The screens and processes used for destroying folders are identical to
those for boxes. Please see Chapter 5, The Box Destruction Process, to review the procedures.
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Move folders utility

5! Move Folder - Step 1 =

Flease enter information for the folder you want to move

Box number

Cancel oK

Step 1 - Click Move Folder on the far top right of the
Maintain Folders list and the Step 1 dialogue box
appears. Fill in a box number and a folder number. Then

click OK.

Fig. 57

Step 2 — This is a confirmation that you have selected the

correct folder. If so, click OK.

Fig. 58

Step 3 — Enter the box number that the folder is being
moved to. Archive Manager will automatically assign the
next available folder number in that box to this folder. Then
click ok and you will then see a pop up message that the

folder has been successfully moved.

s

Move folder

[ | Move folder to new box succeeded

Fig. 60

Fig. 59

If you wish to move additional folders, click OK.

a5l Move Folder - Step 2 o | E i

Flease confirm the folder that is going to be moved

Box Mumber

FolderNumber [ |

Client [ROYAL |

Major description [F/F REGISTERS RW |

Miner description | NCLUDES FAYCHEX REFORTS |

Cancel oK
Z)

a5l Move Folder - Step 3 = | B |

Flease enter information for the box you want to move the folder into

(R

Box number

Cancel oK

If you continue to move folders, Step 3 will remember the last box number that you wish to move
folders to. If this folder is for the same box, just click OK. Or change the box number.
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Folder Checked Out — If a folder is checked out, a warning will pop up asking if you want to check it
in. If you click Yes, then the standard Archive Manager check in dialogue box will appear. This will also
update the Audit Trail in the tab Folder 1/O.

Folder Destroyed or Permed Out — If a folder is destroyed or permed out, a warning will pop up
asking if you want to recall it in. If you click Yes, then the folder status will be updated to live. This will
also update the Audit Trail in the tab F History.
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Chapter 7 - Tapes

Maintaining Tapes

THE MAINTAIN TAPES MODULE

To access the Maintain Tapes module, click the Maintain Tab on the Activity Pane to select the
Maintain Panel, and then click Tapes. Or, you may click Maintain > Tapes from the Menu Bar.

Search page #1

a5 Maintain Tapes | || (= @
D T
Search page #1 } Search page #2 | Search page #3
Clientcode LMMPLE | ™ Exactmatch  Minor :l Matter & | Tape Type
Depteose || e |
Tape # [ J Major | Location code ,
Box # l:l Nextrotation date | (no date)
Color legend Filter Clear
Client Location Box # Tape & Major Minor Matter # ToDate Check Out *
‘ SAMPLE TAPES1 <boxless> 134
ﬁ SAMPLE TAPES1 <boxless> 1 MONTHLY BACKUP 10/31/2004
O SAMPLE TAPES1 <boxless> 10 MONTHLY BACK UP 04/30/2004
@ SAMPLE TAPES 1 <boxless> 11 MONTHLY BACK UP ACLO0000.. 05/30/2004
0 SAMPLE TAPES1 <boxless> 12 MONTHLY BACK UP 06/30/2004
@ SAMPLE TAPES1 <boxless> 13 MONTHLY BACK UP 07/31/2004
:'j SAMPLE TAPES1 <boxless> 14 MONTHLY BACK UP 08/31/2004
B§ SAMPLE TAPES1 <boxless> 15 MONTHLY BACKUP 09/30/2004
‘ SAMPLE TAPES1 <boxless> 16 MONTHLY BACKUP 10/31/2004
‘ SAMPLE TAPES1 <boxless> 18 MONTHLY BACK UP 01/31/2005
' SAMPLE TAPES1 <boxless> 19 MONTHLY BACKUP 02/28/2005
SAMPLE TAPES 2 <boxless> 20 MONTHLY BACKUP 7654 JOHN
' SAMPLE TAPES 2 <boxless> 21 MONTHLY BACKUP 7654
@ SAMPLE TAPES 2 <boxless> 343 MONTHLY BACKUP 05/31/2005
' SAMPLE TAPES 4 <boxless> 344 MONTHLY BACKUP 06/30/2006 LJ
‘T _____ = : i e A s =+
3 Print Select All P Edt < Add  Delete | > Close
Fig. 61

The Maintain Tapes module consists of three screens or pages. These screens display the status of
stored tapes, and provide access to sub-screens for various tape management activities.

Upon opening, the Maintain Tapes module defaults to Search page #1 (above). The status of each
Tape is represented by a Tape Status symbol in Column 1 of the display. The symbol meanings are as

follows:

= Green dot — Tape is currently in the record center.

= Gray left arrow — Tape has been checked out.

= Yellow dot — Tape has been requested for check out.
= Blue dot with red X — Tape has been destroyed

= Gray right arrow — Tape has been permanently removed
= Blue dot — box containing this tape has been checked out

This screen is similar to the Maintain Folders Screen and contains many of the same fields, but the
fields are mapped specifically for Tape information.
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The fields on Search page #1 are as follows:

= Client Code — Client’s identifier code. — Click Exact Match to match the client code exactly.

= Minor - (50 characters alphanumeric) Detail of Tape contents (i.e., Depositions for ABC Co.)
= Dept code — A client’s department code

= Major — (50 characters alphanumeric) general description of Tape (i.e., ABC Co. vs. XYZ Co.)

= Location code — Location of the tape

= Box number — Reference number of box containing the subject Tapes.

= Tape number — Reference number of tape

= Box size code — Code indicating size of above box

= Next rotation date — the next scheduled rotation date (a date picker tool appears when you click
the checkbox).

= Tape type - nomenclature for tape (i.e. MT or Mag Tape for Magnetic Tape)

» Cross reference — cross reference

Search page # 2

Maintain Tapes —=r

Search page #1 I Search page #3 |

ChooseAList | =lo [ ]
Comments ‘ |

Status - Destroy stahus -
Ordered items i Rotation tapes j'

| Color legend “ Filker | | Clear |
|Ellsnl |Lucallun |Bux # |Tape # |Ma\ur / ‘MII’]UI Matter # ToD ate Check Out User Cross Reference ‘ID |Tape [
SAMPLE 2-8-001 <bowless> 112 WENDY AES4 3456
@ seMPLE 2-8-001 chowless> 113 BES2 3456
= SAMPLE TAPES 1 <boxless> 123 3452345 23452345 WILL KELLER
2 saMPLE TAPES 1 <bowless> 1 BACKUP 10/31/2004 1254 MT
@ soMPLE 3G-054 20128 1 DAILY BACKUP 03/31/2010 MT
@ seMPLE 3G-054 620128 2 DaILY BACKUP 03/31/2010 MT
SAMPLE 3-G-054 620128 3 DALY BACKUP 03/31/2010 JANE HARRIS MT
. SAMPLE 3G-054 B20128 4 DAILY BACKUP 03/31/2010 MT
@ seMPLE 3G-054 620128 5 DaILY BACKUP 03/31/2010 MT
SAMPLE 3G-054 620128 B DALY BACKUP 03/31/2010 RALPH DAT
. SAMPLE TAPES 1 <boxlessy 1 ISSLE 854 VHS
@ seMPLE TAPES3 chowlessy 701 LEGAL FILES 70
SAMPLE TAPES3 <boxless> 702 LEGAL FILES 01/31/2007 ANGIE 70
@ seMPLE TAPES 1 <bowless> 703 LEGAL FILES /312007 70
B SAMPLE TAPES 1 chowless> 10 MONTHLY BACK UP (04/30/2004 5011 MT
@ seMPLE TAPES 1 <boxless> 11 MONTHLY BACK UP 05/30/2004 5012 MT
= sAMPLE TAPES 1 <bowless> 12 MONTHLY BACK UP 06/30/2004 a013
= saMPLE TAPES 1 chowlessy 13 MONTHLY BACK UP 07/31/2004 ROBERT 5013
= SAMPLE TAPES 1 <boxless> 14 MONTHLY BACK UP 08/31/2004 5013
SAMPLE TAPESE <bowless> 701 MONTHLY BACK UP 05/31/2008 AMGIE il MT
SAMPLE TAPESE chowlessy 702 MONTHLY BACK UP (6/30/2008 BETSY 701 MT
<_|.\I CAMPILE TAPEE? chewlases AR WOAMTHIY BACKLD 16309004 Innnrm TARIMI En1a MT_'lj
[FEd |[<ad  [[Dekte [SOme |
Fig. 62

The fields on Search page #2 are as follows:

= Choose A List — Allows you to select an existing list. (When you use a filter, the resulting
selection can be saved to a list that you can use to access those items quickly, as explained in
Chapter 8 — Lists.) The quickest way to find a specific Tape on this screen is by filtering a list.

= ID-tapelD

= Comments — unlimited text field

= Status — Pull down filter containing two scroll menus. The upper menu gives you a choice of:
« All Tapes
+ Checked Out Tapes
« Requested by All Users Tapes
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« Requested by Current Users Tapes

« Requested from Web Access Tapes
= Destroy status — live tapes or all tapes
= Ordered items — tapes from unprocessed orders or all tapes
= Rotation tapes — today’s items or all

Search page # 3

[ Maintain Tapes

A B3records.

Search page #1 | Search pege #2 | Seach pags 43|

FROM Dt Ho date
TO Date Nodate

RECEIVED Date Ha date DESTROY Date Ho date

| Colorlegend || Fber || Clear |
[Clent Lacation [Boxtt [Tapet Maior + [Minar Matier#f  [ToDate Check Out Liser | Cross ieference  |ID | Tapstyal -~
SAMPLE  2B001 <hodlessy 112 WENDY 4554 2456
@ seMPLE 2EOM <hodlessy 113 BE52 3456
2y SAMPLE  TAPES1 ¢hodlessy 123 52345 23452345 WILL KELLER  Equal with
2y SAMPLE  TAPES1 <boesss 1 BACKUP 10/31/2004 1254 MT [ 7/ 5/2022 L}
@ seMPLE G054 g20128 1 DAILY BACKUP 03/31/200 MT " Before:
@ seMPLE 36054 620128 2 DAILY BACKUR 0343142010 M| @ Afer LI July 2022 _’I
SAMPLE 36054 £20128 3 DAILY BACKUP 0343142010 JANE HARAIS MT
@ seMPLE 36054 620128 4 DAILY BACKUP 03/31/2000 MT " Between e 12
@ cseMPLE 2G5 £20128 5 DAILY BACKUP 03/31/2010 MT &0 f 0 23 A
SAMPLE  3G-054 620128 3 DAILY BACKUP 03/31/2010 RALPH DAt " Nodate. 3 4 a) 5 7 8 9
@ SAMPLE TAPEST <holess> 1 ISSLIE £54 WHS 10 11 12 13 14 15 16
@ SeMPLE TAPES3 <bodlesss 701 LEGAL FILES 0 0K 17 18 19 20 21 » 23
SAMPLE  TAPES3 <bodlesss 702 LEGAL FILES /3142007 ANGIE 0 24 7% 98 27 98 79 a0
@ GoMPLE TAPEST ¢hodlessy 703 LEGAL FILES 001/31/2007 70
B SAMPLE  TAPES1T <borless> 10 MONTHLY BACK UP 04/30/2004 5011 MT
@ ceMPLE TAPEST <bodesss 11 MONTHLY BACK UP 05/30/2004 5012 MT
= SAMPLE  TAPEST <bodesss 12 MONTHLY BACK UP 05/30/2004 5013
24 seMPLE  TaPES1 ¢hodessy 13 MONTHLY BACK UP 07/31/2004 ROEERT 5013
= SAMPLE  TAPESY <bodless> 14 MONTHLY BACK UP 08/31/2004 5013
SAMPLE  TAPESE <bodesss 701 MONTHLY BACK UP 05/31/2008 ANGIE 0 MT
SAMPLE  TAPESE <hodlessy 702 MONTHLY BACK UP 05/30/2008 BETSY 01 MT
1_|.\l CAMPIE TAPFCY Shaulas s 1R RACIRITHI Y RATK D NN A200A IE\F\QEE\T MAKRIL Erid MTL'LI
% Print [FEdt | [ aad |[Doee [DDme |

Fig 63

The fields on Search page #3 are as follows:

= From date — click select to bring up the calendar to select the folder from date.

= To date — click select to bring up the calendar to select the folder to date.

= Received date — click select to bring up the calendar to select the folder received date.
= Destroy date — click select to bring up the calendar to select the folder destroy date.
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Entering new Tapes
THE NEW TAPE SCREEN

To enter new tapes, click the Add Button to access the New Tape screen (below).

®New tape 19 [=] E3
New tape Pending
Edit |User fields |
B rumber Topetumbey [ o[ ]
Space on shelf o
Company [ T waene [ ]
Department l:l:l Location code < null value > jv
Received Date 02/13/2005 Destroy Date 121319995
) - ‘ |-Status ———————————
Major Description Tapels  IN
Minor Descripkion ‘
Cosshefersnce ||
Tape type I:I Mesxt rakation Rotation days E
Comments
Vikal ]
Flg 64 Check out | ‘ Cross Reference ‘ | Destroy | | Quk
| Savelddd | | Save | | LCancel

This screen contains the following fields (the fields marked with asterisks are required):

=  Box Number — Optional: may be entered manually or, by clicking the ellipse, from the pull down
list.

& NOTE: A Current Box number is not mandatory, since Tapes can be stored on open shelves
without boxes..
= Company — Client Code, automatically populated when the box number is entered.

= Department — (10 position alphanumeric) department code, which may be selected from a pull
down list by clicking the ellipse.

= Tape Number — (three digits) populated automatically, but may be changed manually.

& NOTE: Because each box has unique Tape numbers, the Add Tape Screen cannot be saved if a
duplicate Tape number is manually entered..

= ID - (10 position alphanumeric) typically, the last name or initials of the person responsible for this
Tape, such a manager or corporate officer in the client company.

= Matter No. — (13 characters, alphanumeric) may contain legal case numbers, medical patient
numbers, insurance claim numbers, etc.

= Received Date — (date field) date Tape was received into the record center.
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= Destroy Date — (date field, automatically populated from box data) month, day, and year this Tape
is eligible for destruction.

= From Date — (date field) used in conjunction with To Date to indicate time period of the records in
Tape.

= To Date — as described above.
= Major Description — a general description of Tape.
= Minor Description — a detailed description of Tape contents.

= Tape type — In-house codes can be used to designate the type of tape media, i.e. MT for
magnetic tape, DAT for DAT cartridge, CD if it is a CD, etc.

= Next rotation date — the next scheduled day for rotation of this tape.
= Rotation days — how often (in days) this tape should be rotated.

= Comments — (unlimited text field) use to input additional information about the tape. Word
documents or spreadsheets can be pasted here.

= Location Code — the location of box containing this tape; populated automatically from box
information if the tape is part of a box or the open location of a tape not stored in a box.

= Cross Reference — press this button to

i
access the Tape Cross Reference List | eliaats MisIE3|
(right).

Cross referencing is used when a box

. Cross Reference
or Tape is known by more than one T
reference number. This can occur, for 23618

example, when your record center
absorbs boxes from another center, or
needs to renumber the customer’s
boxes for any reason.

Fig. 65

[ P [[s¢ Dele| < add [¢p Edt| | P Contnue | [ O Cancel

An unlimited number of cross refer-
ences — typically, client’s file numbers.

Only the first cross reference is displayed on the Tape Edit Screen, but all the cross
references are searchable.

= Filtering — applies a filter to your list. Tapes can be filtered just like
boxes or folders, with single or multiple filters.

Remember that the wildcard character is %. As with all Archive Manager lists, query results may be
sorted by clicking on the column heading.
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THE CURRENT TAPE SCREEN

Current tape Active

Edit | User fields |
Boz number - Tape Humber(*) ID
14-A-012
Space on shelf 1
Company e el e [ ]
Department L T womatoncom < nll value > =
Received Date 0441972004 DestrayDate  |12/31/99%%
From Date 12i012003 To Date 12/31f2003
—Status ———————————
[SYSTEM BACK UP
Major Description | R— n
Minor Description |1234
ComRefeence ||
Tape type l:l Mext roation [12/31/99%8 Rakation days E
123412341234
Comments
Wikal O

Check out | | Cross Reference ‘ | Destroy || out

Fig. 66

| Saveladd ‘ | Save || Cancel

To edit information about a tape, either double click the item on the Maintain Tapes screen (Fig. ), or
select it and click Edit.

The Current Tape screen appears (above).
The quickest way to find a specific tape on the Maintain Tapes screen is by filtering a list.

The fields and field descriptions on this screen are identical to those on the New Tape screen, above.

Checking Tapes In and Out
THE TAPES CHECK IN/OUT SCREEN
Click the Check Out button

on the Current Tape screen to
access the Tapes Check MNamel7] | | CheckOut 02/13/2005 |
In/Out screen (right). Bl - | RetunBy  [03/15/2008 |
This screen is identical in Address | | Checkin [/ |
functionality to the Boxes Ticket #(1 | [ cnpa |
Check In/Out Screen ——
(Chapter 5, Fig.45 ). The
process for checking Tapes in
and out is identical as well.
See Chapter 5 for a review of [ InsertCharges
the subject. | Check Out || Check In | | Cancel |

Fig. 67 Z

For detailed instructions about Tape Reports, see The Tape Group on Page 95 in Chapter 14,
Reports.
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Chapter 8 - Lists

Lists are an extremely useful way to organize and expedited check outs, destruction processing,
permanent removals, and other repetitive tasks. See Using Lists, below, for specific uses.

Managing Lists
THE MANAGE LISTS SCREEN

The Manage Lists Screen (right),
displays a list of existing lists from
which you can...

= use filters to find a specific list,

= select a list to print, edit, or
delete, or

= create a new list.

To access this screen, select the
Maintain Panel on the Activity Pane
and choose Lists, or click Maintain >
Lists on the Menu Bar.

Creating Lists
THE NEW LIST SCREEN

To create a new list, click the Add
button on the Manage Lists Screen
(Fig. 1, above). On the New List
Screen (right), enter a name and
description for the new list, then click
Save, or Save & Add.

ADDING ITEMS TO A LIST

To add an item to a list in the
Maintain Box, Folder or Tape screen:

1. Select a single or multiple items,
or click Select All.

2. If selecting more than one item,
hold down the <Ctrl> key.

3. Right click the selection and
choose Add to List.

agManage Item Lists !Ii[ E
Mame | Description User
LISTH PULLLIST FOR CLIEMT ABC adrnin
MORMING PULL  MORMING PULL adrnin
ROvaL PERM O.. ROVAL PERM OUT 11/24/03 adrnin
SAMPLE 12020.. SAMPLE 120203 DEST adriin
AFTERMNOOM P.. AFTERMOOM PULL adrmin
5Pt PR | [<_add |5 Dekts | O Cose
Fig. 68
™ New List I =] I
New List Pending
Edit |
Mame |RomL DESTROY |
Descripkion |ROW5.L DESTRUCTION 108202003
Savekidd | | Save | | LCancel
Fig. 69

4. Click the list to which you want your selection to be added.

5. To view the expanded list, click Choose a List, on the Maintain Box or Folder screen, select the
list to which the items were added, and click Filter.
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Using lists

As mentioned previously, lists may be used for various tasks that can enhance your customer’s sense
of security while promoting the efficiency and profitability of your operation.

Repeated or periodic activities — By saving the result of a filter process, a list can save you the
effort of repeating that process when the same selection is required again. For example, in daily
check out of boxes or folders, you may want to create a Pull List AM and Pull List PM for morning
and afternoon retrievals.

Destruction or permanent out processes - You can build a list of items to be destroyed, save it,
print it, and review it with your customer or record center management before proceeding with the

actual destruction of records. And because lists are automatically saved, you can easily review the
items selected for a particular client destruction project at a later time.

Searching — Lists may be filtered, sorted, and/or printed, and items place in a list remain there
until removed.

Special projects — Your customer may need to review a printed list of certain boxes and folders.

Here is an example how you would use a list as in the first bullet, above:

Your client is a builder who needs to show what make and type of roofing material was used in each of
several previous projects for pending litigation. At his request, you’ve pulled a group of boxes from the
Maintain Boxes screen (Chapter 5, Fig. 37). Because he may need to refer to other roofing materials
from these projects in the future, he has asked you to remember which boxes were pulled, so you will
record them to a list, LIST1, as follows:

First, you'll create a new list:

1. go to the New List screen (Fig.69 , above);
2. enter the name LIST1 (and a description) for the new list;
3. then click Save.

Then you’ll add the requested boxes to the list:

1. go to the Maintain Boxes screen;
2. select a box or multiple boxes to add to the list;
3. if selecting more than one box, hold down the <Ctrl> key.
4. right-click the selection and choose Add to List from the action menu;
5. add the box(s) to LIST1;
A year later, when you need to retrieve the same boxes again:
1. go to the Maintain Boxes screen;
2. select LIST1 in the Choose a List scrollbox;
3. click Filter.

FILTERING

The filters for Name and Description can assist you in searching for a particular list. Remember that
the wildcard character is %, and clicking on a column sorts the list on that column.

DELETING A LIST

Warning - deleting a list results in all items being removed from that list. The steps to delete a list are
as follows:

1.

Highlight the list you want to delete in Maintain Lists (Fig. 68, above)

2. Click the delete key on the bottom of the screen.
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Are wou sure you wank delete this list?
It's nok empty, Do you wank ko delete the content?

If a list has items associated with it you receive a warning message.

Creating Lists From Spreadsheets

Using the import Excel spreadsheets typically located in C:\Program Files\RMS\Archive
Manager\Settings you can import a list of box numbers, box/folder numbers, and box/tape numbers to
generate a list of boxes, folders, or tapes. This is very useful for generating destruction lists for boxes.
Have your client give you a list of box numbers to be destroyed.

Excel Files

Boxes - Import_ BNumber.xls - single column of box numbers

Folders - Import_ FNumber.xls — columns of box numbers and folder numbers
Tapes - Import_ TNumber.xls — columns of box numbers and tape numbers

Note: These files must remain named .xls.

Pull down Maintain from the top menu to Lists and over to the right to Create List from
spreadsheet.

On the Import tab select Boxes, Folders, or Tapes. Click the
ellipse to select a client. You cannot type the client code.

EEX

& Create list from spreadsheet import

Impart | Calurn Mame ]

+ Boxes

" Falders

T S I— Fig. 71
Close
8 Create list from spreadsheet impori @=[E3] On the Column Name tab select F_Boxnumber for boxes. If
import Colann Name you selected Folders, then you would select
F_Foldernumber/F_Boxnumber. And if you selected Tape,
¢ F_BOXCODE then you would select F_Tapenumber/F_Boxnumber.
" F_BOXALTERMATECODE
& F_BOXMNUMBER
Fig. 72
Close

Click the Execute button to navigate to where your import file is and import your list.

Filter on Choose a List in boxes, folders, or tapes to view the items. Note if any of these maintain
windows are open before importing, you must close that window and reopen it to see the list.
List Names

Boxes - Import_ BNumber

Folders - Import_ FNumber

Tapes - Import_TNumber
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Chapter 9 - Quick Search

The Quick Search Panel (Figure 66), mentioned briefly in Chapter 1, contains a very powerful set of
filters that you can use to instantly retrieve information about boxes, folders, locations, and customers.

Searching for Boxes

Shortcuts When you search for boxes, you may enter as criteria:

 Mairtain

T QuickSeach e Box# * Client

e Description * Cross Reference

These filters may be used individually or in combination. Remember that the
wildcard character is %.

For example, if you wanted to find all the boxes marked General Ledger for
client Sample, you would enter Sample in the Client field, and General Ledger
in the Description field.

The result would the display at right, showing all the records in the system that
match our criteria.

ﬂgMaintain Boxes !E
.
Fig. 73
g Calar lzgend ChooseA List I F| seus  (aemi
Bowd | | Description [GENERAL LEDGER [an =l
Client  [SAMPLE Department Crogs I j Filter
|Enx # |Ehenl |Departmenl |Descnptlnn |F|an ate |TnD ate |
m (& SaMPLE ACCT GEMERAL LEDGER 01/01/2000  0E/30/2000
@ 1o SAMPLE ACCT GENERAL LEDGER oFAOTAZ0m 124312001
@ e SaMPLE ACCT GEMERAL LEDGER 01/01/2002  0B/30/2002
. N7 SaMPLE ACCT GENERAL LEDGER 0740142000 124312000
@ =0 Sa4MPLE ACCT GEMERAL LEDGER 07/01/2002  12/31/2002
H 668 SaMPLE ACCT GEMNERAL LEDGER 01/01/2001 06/30/2001
Fig. 74 ®
Action list
1| | i
[ selectar |[FEdt  |[<add  [[cDeke [ Oooe |

Incidentally, if you click the Print button on any screen, you’ll see a print preview screen like the one in
Fig. , below; just click the icon to send the image to your default printer.

ﬂg‘Print Preview 9=1 E3 I
S0« «» » Q-0 -
||
| |BOH #t |Clienl |Departmenl |Descliplion |FromDate ‘ToDate |anation ‘
& &1 SAMPLE  ACCT GENERAL LEDGER 01/01/2000  06/30/2000  12-5-044
@ 800 SAMPLE  ACCT GENERAL LEDGER oF/mse0m 1244200 14400
@ sz SAMPLE  ACCT GENERAL LEDGER 01/01/2002  0B/30/2002 1814125
@ o7 SAMPLE  ACCT GENERAL LEDGER O7/ms2000 12402000 1903-22-2
@ 0 SAMPLE  ACCT GENERAL LEDGER OF/ms2002 124042002 1903223
@ ceo SAMPLE  ACCT GENERAL LEDGER 01/01/2000  06/30/2000  1903-24-4
L [~
Fig. 75

Chapter 9 — Quick Search Page 52



Returning to our search for boxes, if your record center uses 6-digit box numbers and you wanted to
find all the boxes in the range of 510550 to 510559, you would enter 51055% - using a wildcard,
meaning any digit, to represent the last digit.

Searching for Folders
When you use Quick Search to search for folders, you can use the following criteria, individually or in

combination:
= Box # (all folders in box) = Major (description)
=  Matter = Minor (description)

Searching for Locations

You can use Quick Search to search for a specific location, or a group of locations, such as an aisle.
For example, if you wanted to see all the boxes on aisle 14-A, you would simply enter 14-A in the
Location field.

Searching for Customers

The Customer field is used to
search for a customer listing by
name. If you don’t know the

[ raintain clients M=l E3

Code | low | |

customer code for a particular e
CUStomer’ for eXampIe, you WOUId Code |Name |Cunlacl |Cily |Emai| |Phune
enter all or part of their name here. SAMPLE  SAMPLE COMPANY ACCOUNTS PAYABL. NEWYORK 21205551

You can use the wildcard character
to replace any letter or number in
your search. The result would look
like the illustration at right.

4] | I
[seectan [ LEd | [<add [[s¢Deke [ Soue |

Fig. 76
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Chapter 10 - Audit Trails

An Audit Trail is used to display the history and current status of boxes and folders that are or have

been in the record center.

Several audit trails are available to track boxes and folders.

For boxes, these include:

= check in/outs,

= Jocation history, and

= destruction/ permanent out history.
For folders, the audit trails include

= check in/outs,

= box history, and

= destruction/ permanent out history.

To access the Audit Trail Screen (right), click the Audit Trail icon in the Shortcuts Task Panel, or you
can click Setup>Audit Trail on the Menu Bar.

The tabs at the top of the screen provide access to each of the audit trail functions.

Fig. 77

Box History

The Audit Trail Screen opens by
default to the B History tab. This audit
trail tracks boxes that have been
destroyed or permanently removed.

Three Audit Trail symbols are

employed:

= Gray arrows represent boxes that
have been permanently removed.

= Red X’s represent boxes that have
been destroyed.

Audit Trail

E Histary ] Baox Location Histnry] Baox 120 ] Folder 1/0 ] Folder Baxing Histary ] F Histoly]

Cient [OVAL  Juame | lstotus Al -
Bost | [Ticket# | |
Filter
Status | Client Box # Mame Date Commants Tic~|
& ROYAL TEI7I RON YOUNG 11/24/2003 Boxes shipped t. 28
ﬁ ROYAL E37205 RONYOUMNG 112472003 2
& ROvAL 335856 RON YOUMG 11424/2003 28
& ROvAL 743342 RON YOUNG 11/24/2003 28
i ROvaL 5592790 STEVE 02/05/2004 see client's email.. 22
B ROvaL 556370 STEVE 02/05/2004 see client's emall.. 22
B ROvAL 343715 STEVE 02/05/2004 see client's emall.. 22
B ROvaL 344559 STEVE 02/16/2004 special request 77
ﬁ' ROYAL 345336 STEVE 02/16/2004 special request i
:.'_\I ROYAL THIGES KATHY FRAMKL.. 08/11/2004 gave box to their. 25
j:l ROYAL 7HI564 07413/2004
il ROTAL 343629 Jo 08/23/2004 B%
‘ F‘ RITval FRAFRR FNRGF NFAN NR1R/2004 | f}‘ hd
&:5 Print f LN " Delete « Lloze

= Green check marks represent items recalled.

There are filters for
= (Client — the Client Code.

= Name — name of the authorized person from the client.

= Status — Pull down to select All, Perm Out, or Destroyed.

=  Box # - the box number.
= Ticket # - the ticket or order number.
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Box Location History

The Box Location History audit trail tracks boxes as they are moved from one location to another
within the record center.

There are filters for

= Client

= Box#

= From location code — the original location of the box(es)

Box In/Out

Box In/Out tracks boxes as they are checked out from and returned to the record center.
There are filters for

= (Client
= Box#
= Ticket #

= Qut Only (check this box if you want to see only items which are currently checked out)

Folder In/Out

Folder In/Out tracks boxes as they are checked out from and returned to the record center.
There are filters for

= (Client
= Box#
= Ticket #

= Qut Only (check this box if you want to see only items which are currently checked out)

Folder Boxing History

Folder Boxing History tracks folders as they are moved from one box to another within the record
center.

There are filters for
=  (Client
= Box#

Box # - this is the new box the folder has been moved to.

Folder History

To access this feature, click the F History tab. Folder History tracks folders that have been destroyed
or are permanently out.

Three Audit Trail symbols are employed:

= Gray arrows represent boxes that have been permanently removed.
= Red Xx’s represent boxes that have been destroyed.

= Green check marks represent items recalled.

There are filters for

= Client — the Client Code.

= Name — name of the authorized person from the client.

= Status — Pull down to select All, Perm Out, or Destroyed.
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User Audit Trail

To access the User
Audit Trail list click
Setup > User Trail.
Archive Manager
tracks newly added
and edited boxes and
folders by user. It
records the date of
the addition or change
by User Name.

Fig. 78

Useiname Operation date Select .. | Nodate

Box number ™ Search for folders only

Folder number A=y Lt
ClientCode ItemMumber TableMame Operation Field Value ChangeTime Uszerame
4580 50145 BOXES EDITED DESCRIPTION TRIAL BALAMCE  2/25/2009 DaVIDSON, LISE
4580 500147 BOXES EDITED DESCRIPTION TRIALBOLGMNCE  2/25/2009 DawvIDSON, LISE
4580 500147 BOXES EDITED DESCRIPTION TRIALBOLANCE  2/25/2009 DawvIDSON, LISE
4580 500143 BOXES EDITED DESCRIPTION TRIAL BALANCE  2/25/2009 DAYIDSON, LISE
4580 500150 BOXES EDITED DESCRIPTION PAYROLL REGIS  2/25/2009 DaVIDSON, LISE
4580 500151 BOXES EDITED DESCRIPTION PAYROLL REGIS  2/25/2009 DawvIDSON, LISE
4580 500152 BOXES EDITED DESCRIPTION CASHRECEIPTS  2/25/2009 DawvIDSON, LISE
4580 500153 BOXES EDITED CESCRIPTION CASH RECEIPTS  2/25/2009 DaAYIDSON, LISE
4580 500157 BOXES EDITED DESCRIPTION CASH RECEIPTS  2/25/2009 DavVIDSON, LISE
4580 500158 BOXES EDITED DESCRIPTION CASHRECEIPTS  2/25/2009 DawvIDSON, LISE
4580 500158 BOXES EDITED DESCRIPTION CASHRECEIPTS  2/25/2009 DawvIDSON, LISE
ROvaL 543207 BOES MNEW BO=MUMBER 543207 2/25/2009 MEMDES, MIvIA
ROYAL 543208 BOXES MEW BOXMUMBER 543208 2/25/2009 MEMDES. MIVIA
ROvAL 543209 BOXES MEW BOxMUMBER 543209 2425/2009 MEMNDES, MIVIA
ROvAL 543210 BOXES MEW BOxMUMBER 543210 2425/2009 MEMNDES, MIVIA
ROvaL 543212 BOES MNEW BO=MUMBER 543212 2/25/2009 MEMDES, MIvIA
ROvaAL 543207 BOXES EDITED DESCRIPTION PaYROLL 2425/2009 JESLEVANTHOR
ROvAL 543208 BOXES EDITED DESCRIPTION CASH DISBURSE  2/25/2009 JESLEVANTHOR
ROvAL 543209 BOXES EDITED DESCRIPTION ACCOUNTS PAY  2/25/2009 JESLEVANTHOR
ROYAL 543210 BOXES EDITED CESCRIPTION ACCOUNTS REC  2/25/2009 JESLEYANTHOM

Filters - Several filters are available and may be used in combination.
Username — User’s last name
Box number — box number
Folder number — folder number
Operation date — click Select to bring up the calendar to select desired date(s)
Search folders only — click to limit your results to solely folders

There is also a User Audit Report in the Base group of reports. There are filters for:

Box number

Folder number
Operation date

User
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Chapter 11 - Billing

The Charges Screen

The Charges screen (below) displays the history and status of your entire client billing. Like all Archive
Manager screens, it may be sorted on any column by clicking the column heading.

To access this screen, click the Billing icon in the Shortcuts Task Panel, or click Billing on the Menu

Bar.
Charges [_[O]
Standard filters | Date fiters |
Client 5003 W Eaotmatch  BiingCode | | Staus |4 ¥
Description | ‘ Ticket # | | Type | =l
| Filter |
0B |Client code | Department [Date Ticket |BilingCode  [Desciption |Buanity  [Unis BilingRate | Amount SalesTax | Total
@ &3 1024420105 oonman & SEARCH 1 EACH $36000  $35000 400000 $35000
® 0 102442005 ooonaz R FiEFILE 1 EACH $2E000 $2G000  $00000  $25000
@ oo 111042005 ooogzes & SEARCH 1 EACH $35000  $35000 400000 35000
@ = 1141042005 000o00Es0 S SEARCH 1 EACH $35000  $35000  §00000  $3.5000
® oo 10/ 2006 oogs S SEARCH 1 EACH $35000  $35000 400000 $3.5000
@ & M/234201 2 OO0nEDS R REFILE 1 EACH $25000  $25000 00000 $25000
® o 042342012 000ogEDs  PU FICK UP 1 EACH $25000  $25000 00000 25000
@ o ORAR/2011 4 ooonneos R REFILE 1 EACH $25000  $25000 00000 25000
@ oo DE/IE/2014 0o0ogRos  PU FICK UP 1 EACH $2E000 $25000  $0OOD0  $25000
4 |2l
Select Al [FEat |[ad | xDskets | Smoe |
Fig. 79

CHARGES SCREEN LEGEND

= Green dot — Current charge, not yet processed
= Blue dot - Daily charge, not yet processed
= Red dot — Processed charge

Entering charges

New charges are always entered from the New Charge Screen (Figure 56, next page), which you can
access in several different ways:

= from the Charge Screen, by clicking the Add button;
= from the Current Client screen by clicking on the Fixed or Current Charge button, or

= as you perform operations such as check/in out, destruction process, permanent out, etc. by
checking the Insert Charges box.

The New Charge Screen permits you to itemize every billing item, so that you can show the complete
break down of all fees, services, and other billables via a single Charge Ticket.
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Charge Types

There are two types of Charges:

=  Current Month Charges — These
include services rendered during
the current month, such as
Deliveries, Pick Ups, ReFiles, etc.
Such items must be entered
individually to appear in monthly
billing.

= Fixed Charges — These
represent ongoing or recurring
billing items that change
infrequently, such as rental for
a shelf or room, for storing an
entire file cabinet, etc.
Because these charges are
recurring, you can enter the
information only once, and
Archive Manager will then
include them in each billing
cycle. Fixed charges are
entered in the client edit
screen (chapter3).

Entering Data

o' New Charge | ||-E }
Edit
Charge Type Current =]
Client(") ROYAL [ ] TicketNumber ~ [07543d |
ROYAL SALES CORP Ticket Date 03/20/2024
Department CLAIMS
Billing Code{*) S ‘
Description i |
Billing Rate(*)
S Quantity 0

Tax Rate(*) 0.00000

Amount
Taxable - SalesTax

Total

SavedAdd Save Cancel
Fig. 80

The New Charge Screen contains the following fields (fields with asterisks are mandatory):
= Charge Type — Pull down the menu to select either Current or Fixed.

= Client (mandatory) — Enter the Client Code manually, or click the ellipse to select the code from
the Maintain Clients Screen. Archive Manager validates the entered code against the Maintain
Clients table and inserts the corresponding name in the field to the right. If the computer is unable
to find the client, an “Invalid Client Code” message is displayed.

= Department — This field is used for clients who prefer to be billed by department. Enter the
Department Code manually, or click the ellipse to select the code from the Client Departments
screen. Archive Manager validates the entered code against the Client Departments table and
inserts the corresponding department name in the field to the right. If the computer is unable to
find the department, an “Invalid Department Code” message is displayed.

= Billing Code (mandatory) — You can either enter the code manually, or you can click the ellipse to
bring up the Billing Codes List screen. You can use the filters, if necessary, to select the desired
billing code. Archive Manager validates the entered code against the Billing Codes List table and
inserts the corresponding Billing Code description in the field to the right. If you enter a Billing
Code that is not in the list, you will be prompted “Insert a Manual Charge?”. This permits you to
enter a One Time charge that will appear on the Invoice without having set up any Billing Code.
When you insert a Manual Charge, you must also enter a description.
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Ticket Number — This item is sometimes referred to as a Work Order. It is a tracking number
provided by you, and used by Archive Manager to track this particular service transaction. The
number could typically be copied from your order entry form, or from the customer’s service
request when the customer is using a pre-numbered order form to request services.

Ticket Date — This is the date on which a service is actually performed. If you are entering
charges daily, it would likely be today’s date. If you are entering charge tickets weekly or monthly,
then you would want to enter the charge ticket dates.

Billing rate (mandatory) — The correct billing rate is automatically inserted in this field when a
billing code is entered. For manual charges, you must enter the rate yourself.

Tax rate — For customers subject to sales tax, the tax rate appears automatically. This is copied
from data recorded by Archive Manager from the Customer Contract Screen (Fig. 23). The tax
rate used may be changed for a particular charge.

Taxable — For items that are set up as taxable in the Maintain Billing Codes Screen (Fig. 14), this
box is checked automatically. It may selected or unselected here for this particular charge

Quantity — Enter here the number of items associated with this charge.
Amount — Sub-total of the charge, calculated automatically.
Sales Tax — Applied to taxable items only, calculated automatically

Total — Total amount of this charge, calculated automatically

FILTERING

The Charges Screen may be filtered using any of the following filters, individually or in combination:

Client — The Client Code. Click the Exact match box to match the client code exactly.
Description — The description of the charge
Status —
UnProcessed — all unprocessed charges
UnClosed — all charges that have not been closed to a month.
All — all charges in the file
Billing Code - The billing code
Ticket # - The ticket or order number
Date filters — (second tab) The ticket dates
Type —
All — Both daily and current charges.
Daily - Only daily charges.
Current — Only current charges.
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Chapter 12 - The Maintain Orders Module

The Orders Screen

The Orders screen displays a EEN Archive Manager
queue of item orders that your
record center has received either
from the Web Access system, or
from orders that you have created.
Orders from Web Access are
indicated by a Ticket Number
format of

“WEB-###".

NOTE: “Order Number” and
“Ticket Number” are identical and
are used interchangeably.

Action  (Maintain ['Biling Setup Reporks Security Portable Labels  ‘Windows  Help

# Meszages generated by automation modules

Boxes

Folders

Tapes

Clignts

Record Titles
Lists

Locations

Orders

Standard actions

Fig. 81

To enter the Orders screen, you
can either click Maintain >
Order>Orders on the Menu Bar
(right);

gnrchive Manager

Shortcuts

G ETl =T

Orders Fig. 82

Guick Search

Action list

Open windows panel
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Chapter 12 — The Maintain Orders Module

The Orders screen appears, displaying the following columns, from left to right:
=  Order date
= Ticket number
= Client code
= Department number (if applicable)
= Requester

= Address
= Processed
=  Web order
A Archive Manager - [Orders] = @ x
Action  Maintain  Billng Setup Reports  Sequrity Fomable Labels Boort  Windows Help -&
[5 Messages gencratcdby mmabommonles ——— — ]
Aot Trail
/. |~ 600006 |
Find Clientcode 30l | Depteode | | Processed
L5 Ticket # L] Web order i
Order date Select. | Nodate Filter
Order date Ticket number  Client code. Department Requestor Address TProcessed \eb order Invalid 4]
107302013 00000355 SAMPLE <null > 808 v
321204 00000357 SAMPLE <null > GREG v
42014 00000361 SAMPLE <null > HENRY v
422014 00000362 SAMPLE <null > BETSY 865 FIFTH AVE ¥
482014 00000364 SAMPLE <null > HENRY s
4872014 00000365 SAMPLE <oull > MIKE v
222014 00000366 SAMPLE <null > HANK ¥
4102014 00000367 SAMPLE <null > JOHN \/
71282014 00000375 SAMPLE ACCT TOM NELSON <
71282014 00000376 SAMPLE LEGAL JAMES ASH ¥
2015 00000367 SAMPLE <l > BOB \WE DO NOT KA o
5312016 00000410 SAMPLE SALES 808 «
622016 00000413 SAMPLE <null > NANCY <
61292016 00000425 SAMPLE <null > FRANK GLEAS v
6292016 00000426 SAMPLE <oull > ROBERT v
612902016 00000423 SAMPLE accT 808 v
5142017 00000433 SAMPLE ACCT JOHN v
5142017 00000440 SAMPLE <null > BRENDA ¥
s 1142017 00000454 SAMPLE ACCT DONNA v
111472017 00000455 SAMPLE <null > GREG v
Guck Search saz018 00000460 SAMPLE SALES NANCY M
Action list 522018 00000465 SAMPLE SALES KEVIN DAVIS o
7162018 00000467 SAMPLE <l > DAVE <
2212018 00000483 SAMPLE accT 808 v
9132018 00000485 SAMPLE accT STEVE J g
V152021 00000507 SAMPLE LEGAL PATTY v
61202021 00000512 SAMPLE LEGAL VICTOR v ]
|G P | P e < Add o Delete | D Close

The screen includes a window that displays the Web Access system message, advising you that an
order has been received. It also includes the familiar Filter facility. The list can be filtered by:

= Client code

= Department

= Ticket number

= Processed — check this box to select processed orders
= Invalid - check this box to select invalid orders

= Web Order - check this box to select Web orders

= Order date — brings up calendar to select order dates

Orders may be sorted in the same manner as the other Maintain screen lists.

Returning to the Order command on the Menu Bar, select the Standard Items option to view the
Standard Actions screen. Unlike most commands, Standard ltems is available only on the Menu Bar,
since it is typically used only once for a setup operation.
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Standard Actions

To enter the Orders Standard Actions screen click Maintain >
Order>Standard Actions on the Menu Bar.

The Standard Actions screen (right) displays the list of billable
actions available in Archive Manager; i.e., check in, check out,
destroy, etc.

A billing code can be associated with each action so that clients
are automatically billed a predetermined fee for any action
performed (autobilling).

To set up this function, simply edit the desired action, applying an
appropriate billing code from your Master Billing Code list.

To edit an action item In the Standard Actions screen, double-
click the item; an edit screen opens where you can enter the
required billing code (below).

[ standard action

Standard action

Standard actions |

Action name |Bux check-out |

Billing code I 5| j

Eilling cade

Chapter 12 — The Maintain Orders Module

™ Standard actions
¥ 17 records.

Standard actions

Box destroyed

tove bowMULL

Box check-out

Folder check-out
Folder move

Folder dezstroyed
Folder check-in

Box check-in

Box permanent out
Folder permarnent out
Drestroy tape

Tape out

Move tape to location
Move tape to box
Folder move to location
Tape perm ot
Tapein

Fig. 84

Fig. 85
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Creating a Blank Work Order

When a new work order is
created, it starts out blank or
empty, and information is then
added to it.

To create a blank work order,
click the Add button at the bottom
of the Orders screen (Fig. ,
above).

The New Order screen appears,
where you will be asked to
identify the client and the
department, and to enter the
requestor of the order, phone
number, etc. (similar to the screen
that pops-up at checking out
items).

< new order > <pending>

Order |Items |N0n itern biling codes |

Ticket number

Client(*} s ! Requestor(*) l:l

Department: i - Phone #

Order date: A Address L ]
IF iz Said i faff Blank it is Slfed

[ ]

dutematitall wien sawing e ek

Comments

Save LCancel

Fig. 86

To populate the Client

ﬂgl“laintain dients

IH[=] E3

field at the New Order -
screen, click the ellipsis e | | | |
. ode City
(three dqts) t(_) the right e R
of the Client field to - p ;
. . ode | MHame |B|I||ng contact ‘ City |Ema|l | Fhone |Induslry |
open the Maintain £00 MOSLER SLAGER NEW 'tORK., HGREEM@MSL.. (212]-568 -. 2800
Clients screen (right). E360 LION BROKERAGE KIM DALTON NEWYORK KDALTON@LID. (212) - 456 .. 4200
SAMPLE  SAMPLE COMPANY ACCOUNTS PAYABL.. MEW YORK [212) - 562 .. 9999
Highlight the desired [LEVEN LEVEN & TATLOR MIKE EWING PETERSY). MEWING@LIL, [515) - 566 - zs00 |
. . ROYAL ROYAL 5ALES CORP YONKERS [T14]23459399 9939
client, and then click 5120 LOWELL REILLY & MCR.  KIM YOUNG NEW YORK KYOUNG@LRM.. [212) 545 .. 9399
the Select button at the 5140 KEEVER INSURANCE DOUG KEVER MEW YORK DKEEVER@AD.. (212)-679 .. 9399
: 770 TECH-COMM.BIZ ROCKAW. PLEVINGTECH.. (973 - 625 -. 2200
lower right of the 4500 HARRISON INSURANCE NEW YORK FCLEMENT@HI. [212) - 456 -. 9333
screen.
Or if you know the
client code, just type it
in.
Fig. 87
|ﬁgdit ||\"'/Add H';(Qelete ||;‘ss|ect |
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You are returned to the New Order
screen, where the selected client now
populates the Client field. Follow the
same procedure to populate the
Department field, then enter the
remaining data.

When you are finished entering
information, you may then add
instructions or comments of any length
for the delivery ticket; for example,
special instructions to the driver.

When you have completed the New
Order screen, click the Save button.

Fig. 88

N | 4 s
Order | [tems | Monitem biling codes

Client(*)
Department:
Crder date:
Ticket number

Commenks

m .|
To—
|7| a/ 1j2004 'l

l:l e Feldf is foif Bank it i Affed
autematicali when saving the eroer

Requestar(*)
Fhone #

Address

[ ]

(- -

L ]

Save LCancel

Finally, click the Save button on the New Order screen. You are returned to the Maintain Orders

screen, where the new blank order appears. The new order now includes a Ticket Number, which is
supplied automatically by Archive Manager. If you reopen the Add Orders screen for this order, the
new Ticket Number will appear in the Ticket Number box.

NOTE: Write down the Ticket Number for the new order - you’'ll need it shortly.

Adding Items to the Work Order

Note that we have not added any items to our blank order yet. We are about to do that now.

We will now add a “checkout

box” item to the order we just

ﬂgl“laintain Boxes

created, as follows: o T
eck In
. . Search page #1 | Search | ——
1. Go to the Maintain Boxes
screen. Box#t | |1 RequestFor checkou N
. Deny Requeskt
. . Client [
2. Ifthe Client Numberis for =0 A To List , ]
examp|e 600, f||ter|ng on Fiange I: Femove From Current List
600 will dISpIay all the Color legend | Fii  Destroy Boxes
boxes for Client No. 600. |Locati0n Box nu ;ZZ:;TI;TE;CE)L;tstruction P Diescription FromD ate
3. Click to select the row with @ 14a085 012 TRIAL BALAMCE LEDG.. 01/01/2001
the desired box, and then @ a5 a0 " o or . T BeLmOE 01/01/2002
right-click to view the action @ 1a0os  ra0s EEAEEEED N 01/01/2003
=y 3B060 41312 Cuick history Checkout  lol case  miso1/2002
menu. @ 14E005 40010% S0 Destroy 05/25/2004
@ scos 401107 £00 Permout | 01/01/2003
@ 144013 4008 B0 01/01/2003
. Mew B
Fig. 89 = 38.053 401109 500 ki 05./26/2004
@ :b047 150001 B0 05/23/2004
@ w7 150002 B0 06/23/2004
@ 0046 E21520 £00 ACCOUNTS PAYABLE 01./01/2001
@ :b045 621521 500 ACCUNTS RECEIVABL.. 01/01/2002
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4. From the action menu, select Add to Order, and then Check Out.
The Select Order screen appears (below).

Note — you can create a brand new order =]
within the boxes, folders, or tapes lists by
clicking New Order.
Order nurnber | | | |
Fig. 90 Mew arder | I Select I | Cancel |

5. Click the ellipsis to the right of the Order number box to display a list of existing orders in Archive
Manager.

6. Filter on Client Number

600 (from our example, | E=lEEa BIEI K3
above) to see existing
orders for just this etz
client. Teket# [ |
7. nghllght tge Ortde{h Order date |Ticket number |Client code Department |Hequest0r |.6«ddress
corresponding to the 5/19/2004 00000020 500 R
ticket number you 5/20/2004 5001 £00 <rull >
recorded after you 8/5/2004 80504 E0D <nul >
clicked the Save [8/5/2004 00000080 E00 <rull >
button, above.
8. Finally, click the Select
button. « | ]
The box has now been
. 3 i ! =
added to the previously [Fei |[Tadt  |[xDote [ Dsekn |/

blank order.
Fig. 91

Adding Non-Item Billing Codes to an Order

“Non-item” billing codes are used for supplies
(such as labels), or services (such as a

general pickup) that are not typical service
items.

To add non-item transactions from the
Maintain Orders screen:

1. Filter on the client number again, highlight
the desired order, and either double-click
the row, or click the Edit button. The Order
screen appears again.

Fig. 92
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2. This time, click the tab for Non
item billing codes.

Click the ellipsis to select a Client
billing code from the Maintain

Billing Codes screen.

Highlight the desired row and
click the Select button to return to
the Order screen.

Fig. 93

ﬂgMaintain Billing Codes M=l B3

# Trecords.

Code

pecatzt |
Code |Desc:|ipli0n ‘Bwlling Rate |Tax Rate |Taxable |UM |
|SB SUPPLIED ARCHIVE CARTOMS 2.0000 0.0825 o EACH |
[Ped | [<add  |[s¢Deete | Dscect |

4

4. Enter the quantity and click the Add
to order button. The new order
appears in a row on the screen.

Fig. 94

5. Now click the Items tab to see the ne
items in your order.

< grder =

Crder |Items Mon item billing codes |

|SL|F‘F‘LIED ARCHIYE CARTOMS

Client billing code

Cuankiky |25
Quankity |Bi||in|;| code |
25 SB

W

< order >

Drder Items|Non item biling codes |

Ikem type |Item code |5tandard action
Fig. 95 o e bonctockos
Bicis 401104 Biox check-out
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6. Next, click the Order tab to return to the Add Order screen, and click the Process button to finalize

the order. A prompt notifies you that from this point, you cannot modify the order. Click OK to

proceed.

&NOTE: The order cannot be modified after this point.

After you click the Process button, you will see another confirmation prompt: The order has been

processed.

7. A subsequent prompt asks: Do you want to
auto-bill the order items?

If you click Yes, a charge is automatically
generated in the Maintain Billing table.

Fig. 96

Process order

Lo waou want ko auko-bill the order items?

Please selzect from the report categony list:
Report categoy

8. Finally, go to the
Report Module and
print the delivery
ticket (see Delivery
Ticket Reports in
Chapter 14).

To locate and print the
single order you just
created, just filter on the
order number. A more
practical procedure would
be to select Mark as
Printed to print all new
orders that have not
previously been printed.

Baze group -

Pleasze click on the report name and define
the: report on the right zide of the screen

Report names

Feport namme

Boxes W0 Folders
Certificate of destruction

Deliquent Record Report
Delivery Ticket
Destruction notifization
Destruction open spaces
Destruction Pull List

D estruction summary
Folder [rventary

Folders checked out

Import Client Diata Entry

Import Client Rejected ltems

Interim charge ticket report
Location Masters

Fig. 97

Out card - bax

Out card - folder

» Prirt order

Pull list

Tape Inventory
Tapes checked out
Uploading Fortable

# Definition for: Print order

Execute report |
Cloze report =
Cloge reports window |
Parameters | Filters :
Mark as printed WES

Cm—

Reprint
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Chapter 13 - Month End & Using QuickBooks

Setting Up QuickBooks

First, set up QuickBooks according to the instructions provided in its

manual. After you have completed the installation, follow the steps

outlined below to create a link between Archive Manager and

QuickBooks. All the steps employ QuickBooks menus. @

Before we begin, if you are using a multi-user version of QuickBooks

you need to switch to single user mode to access the menus we infui

need. Click File > Switch to Single User Mode; the prompt advises qU|CkbOOkS
you that you have changed modes.

Fig. 98
ESTABLISH AN INCOME ACCOUNT
To open the Chart of Accounts, Jalnewifceonnt
either click the Accnt icon in the Icon Type  [incame | o |
Bar, or click Lists > Chart " |
of Accounts on the Menu Neme s ARcrives]

Accnt . Bar. Then, right-click bt — ﬁl
anywhere in the ledger and select B T active
New from the action list to access EEErpiem |
the New Account screen (right). hcte |

1. Inthe Type scrollbox, select
Income.

2. In the Name field, enter the
same name you entered in
the Company Setup screen

(Chapter 2, Fig. 8). The Fig. 99
name used in the illustration is

MARA ARALINIFEA

3. When you have completed this form, click OK.
TELL QUICKBOOKS THAT YOU CHARGE TAXES

In QuickBooks, click Edit > Preferences on the Menu Bar to display the Preferences window.

1. Click the Sales Tax icon from the topic list in the left panel.
2. Click the Company Preferences tab.
3. Under Do You Charge Sales Tax?, select Yes.
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CREATE A TAX AGENCY

Next, click Vendor>Vendor List, and in the New Vendor screen, enter the agency that collects your
sales tax in the QuickBooks Vendor List as though it were a vendor; i.e., New York State - Sales Tax.

The name must be identical
to the name entered in Archive
Manager’s Company Setup
screen (Chapter 2, Fig. 8).

Also enter your current
outstanding Sales Tax balance
for this quarter.

Your screen should look like
Figure 76 at right.

On the Additional Info tab,
enter your TIN (Tax ID
Number) for this authority, and
in the Type scrollbox, select
Tax agency.

When you are finished, click
OK to save your entry.

Wendor Mame [riew vork State - Sales Tax

- How do T determine
|354.00

as of [1226i2003 B| the opening balance?

Opening Balance

Address Info I Additional Info I

Campany NamelNew Work State - Sales Tax  Conkact |

K
Cancel

Mexk

i

Help |

M fMs. . I Phone I Yendar is
FirstMame | ML | Fa [ inactive
Last Mame | At ph. |
Address MY Depl of Taxation Alk, Contact |

Sales Tax Division E-rnail l—

PO Box 1500

albany MY 10700 Ptint on Check as

|New York State - Sales Tax
Address Details |
Fig. 100

If you are using a multi-user version of QuickBooks, you were instructed to switch to single user mode
before we set up the Income and Vendor accounts. Now you should return QuickBooks to multi user
mode following the procedure outlined above.

LOCATE YOUR QUICKBOOKS FILE

Archive Manager needs to know where to find the data file in which QuickBooks stores your
accounting information. This requirement was mentioned in Chapter 2 when we discussed the various
fields in the Company Setup screen (Chapter 2, Fig. 8). Go to that screen now and check to see if you
completed this field correctly, and that it contains the file’s full (absolute, rather than relative)

pathname.

If the field is not correctly filled, click the ellipse to the right of the field to navigate to file's location. Its
extension is *.QBW, and it is usually found in:

C:\ProgramFiles\Intuit\QuickBooks\[QuickBooks account name].QBW.

Daily invoicing

Daily charges appear in the Charges screen with a blue dot. Daily charges may be used for special
one time projects or large pick ups and deliveries.

To export a daily invoice to QuickBooks, go to Export > Accounts.
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Month End Process

The month end process is one of Archive Manager’s most important accounting functions. In this
procedure, Archive Manager exports all unprocessed current charges to QuickBooks, which creates
invoices for each of your customers.

It is prudent to take certain precautions before actually doing a month end close, to ensure data
integrity and accuracy. These include:

Run an Interim Charge Ticket report (see Chapter 14 — Reports) for all clients prior to proceeding
to ensure that all charges have been entered properly.

Check to see that all clients have been exported to QuickBooks, or have been entered manually,
exactly as they appear in Archive Manager, including the Bill To address.

Check to see that all new boxes have been scanned into proper locations. It is advisable to run an
Interim Storage report.

Check to see that the income account has been correctly set up in QuickBooks.

Check Archive Manager’'s Company Setup screen (Page 6, Fig. 8) to see that Archive Manager
has correct information including the tax agency, tax on storage option, and whether to include
service and storage charges on one invoice.

Do a back up of your data.

When you have completed these steps and are ready to proceed with the month end process,
proceed as follows:

PROCEDURE FOR MONTH END

1. On the Main Menu bar, click Billing and Archive Manager *
scroll down to End Month.
The popup at rlght appears: f ) | All the unexported charges will be added to the final invoice.
"Y' Do youwantto continue ?
Fig. 101
Mo |
2. Respond Yes to a0 3
continue. Month Date ear
April - B/ 122017 - | (2017 Include guarterlybilling chents
The End Month screen " I
. just storage]
appears (right). -
. END MOMTH [just slolaangr:ilal billing
3. In the Month fleld, - Thiz is the final export within a month.
- ill not be able b thi th again.
SeIeCt the month yOU -\:\u?:ml r;ipo:et ?heeFiieﬂ?ai?:lsgto:;;eogha;%?r:\lithin thiz process.
are closing.
Fig. 102
Process Charges Cancel

In the illustration above, the month ending is January. In the Date field, by default, the first day
of the following month will appear.
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4. Click the carat in the Date field, and use the calendar tool (right) to select either the last day of
the month you are closing, or the first day of the

next month. s
Fig 103 kanth Date Year
April | | s 17 ~]| [2m7
5. From the End Month screen, (Fig. 98, above) 0 May 2017 |
select the checkboxes to choose whether to D WO
include quarterly or annual storage charges. - This is the final export with 57 0 2 3 4 5 B
. -Youwilmotbeabletopra - 5 g qp 11 12 13
6. Click Process Charges. -We will ewport the Fived D15 16 17 18 19 2 [
a. If charges were entered in Archive Manager 21 22 23 24 25 B
during the month that have not yet been 248 259 350 3; 13 g 130
exported, a T3 Today: 51472017

prompt appears
(right) to tell you “There are some
unexported charges.”

Fig. 104

Process Charges Cancel

Archive Manager B

This is to remind you @

There are some Unexported charges. If you continue we will add them to the final Invoice,

that these charges D wou want Eo conkinue 7

will

be safely exported
along with your other
billing.

b. If Process Charges was already executed this |

month, an error message appears, saying “Error:

This month is closed.” (right). Q Ervor: This Month is Closed
Fig. 105

Finally, when the process has been completed successfully, you
will receive a prompt saying “The Month End process was successful.”

Your invoices have been generated. You can now choose whether to print them in QuickBooks or in
Archive Manager.

Printing Invoices in Archive Manager
To print your invoices in Archive Manager:
1. Click Reports on the Main Menu bar.

2. In Report Category, select Charges (Invoices).

3. In Report Names, select End Month Invoice.
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The End Month report screen appears as below.

| Please select from the report category list: 2 Dehinition for: End month invoice

e — S o
Charges (nvoices) ~ Close report

Please click on the report name and define
the report an the right side of the screen

Close reports window

Report name Parameters | Filters | Order by |

oo o
Year |2017
End month |vEs ~|
Mark as invoiced [No |
Print Clients/PDF Clients |ALL ~|

PDF
Print

4. In the Parameters fields, enter (numerically) the month and year you are closing. In our
example, above you would enter 10 for October and 2017 for the year.

Fig. 106

Enter the 4 digit year in the format shown above.

Respond YES to End Month, and leave Mark as Invoiced as NO.

7. Select ALL to print all invoices, PDF for those clients to have PDF invoices generated and
emailed, or Print for just those clients who receive a printed invoice.
Click the Execute Report button |Execute report &|.
The Invoice is displayed in Preview Mode, as illustrated below. If you have selected PDF
invoices, you will first get a pop up of the number of successfully emailed invoices and screen
print will only be those invoices.
B EEIOREEE e @ - e

i Report: |

RMS ARCHIVES, INC
INVOICE
1234 MAIN STREET

EASTCHESTER, NV 93504 ate Jrevoice no

(@14y-320 - 2000 143002017 | 2017-4-00015

MET 30 DAYS

Billto

EVEN & TAYLOR Client# LEVEN

2000 FENWAY BLVD

PETERSVILLE NY 10725-0021
ATIN: MIKE EWING
ugniiy [Description Faie | Amowt | Tar | |
STORAGE |
1.00 [04730:2017 Minimum Storage Fee asm | | om
45.00

SERVICE
1.00|F7655: 06012016 FURNITURE STORAGE 25.00 | Tax
1.00 00000426 : 037112017 PICKED UP | BOX 18.50 [Non
3.00 |0D000426 : 03/11/2017 REFILE 7.50 |Mon
1.00 [WEBD0DOD028 : 031142017 SEARCH 3.50 |Hon
1.00 00000424 : 03/16/2017 SEARCH 3.50 |Non
1.00 |WEBQ0000022 : 04262017 SEARCH 3.50 |Nm

Tax: AM - 825 (2.0825) 206

Fig. 107
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DEPARTMENTAL INVOICES

To print Departmental Invoices, follow the procedure outlined above, but select Departmental Invoices
at the Report Name field above. If you have entered a different address for the department, that
address will be printed.

& NOTE: If you make a mistake, you can roll back the month by using the Rollback End Month
option in the Accounts Export feature, described below.

Exporting Invoices to QuickBooks
(and Other Accounting Packages)
To export invoices for use in QuickBooks and other accounting packages:

1. On the Main Menu bar, click Export > Accounts export.
The Accounting System Export screen appears, below.

BN archive Manager [_[=]=]
fichion Mairkain  Blng  Sstup  Reports  Seowky  Porteble  Lebek | Bvport [ Windows  Melp
# Mezzages generated by sutomastion modues Actourts expart

Accourting System Export

DNt bo B pported

Eupeart bo F.le-g\r:.‘nFle;l_RHSl_}:.mwmaqu%

[ Curtomer recornds

[+#] End meonih biling

[ Mkt of Ehé month bilirg
[s#] Prcsfuct reconk

Ciptions
[#] Mark, a5 eeeportad
[ Export & (inciuding previously ssporked For current month)

-Bq)ott b accounting E'—c:'.-:-.' =red month | current charges |
[
listart| | T @ 0 G G R A || Archive Manager DRt s
Fig. 108

2. Under Data to be exported, select the invoice items you wish to export. The choices are:
= Customer records
= End of month billing
= Middle of month billing
= Product records (billing codes)

3. Under Options, select one or both choices:
= Mark as exported, and/or
= Export All (including previously exported for current month)

& NOTE: Select “Mark as exported” only when you are ready to close the month.
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4. Finally, click Execute to export to accounting

This will place three files on your PC in C:\Program Files\RMS\Archive Manager\Bin:

= Customer Records.iif
=  Product Records.iif
= Current Product Tranaction Records.iif

ROLLBACK END MONTH

As mentioned above, if you make a mistake and need to undo your End Month process, you can

return to your pre-End Month status by using the Rollback screen, as follows:

1. Click the gray area at the bottom of the screen labeled Rollback end month/current charges.

Export to accaunfing

Rollback end month f current charges )

Fig. 109

The Rollback screen appears, offering you the following two options:

= Rollback Current Charges, or
= End of Month charges.

I~ Current charges

I™ End month charges

Fig. 110

Export bo accounting  Rollback end maonth | current charges

Browse...

Execute

Close

2. Make your selection.
3. Click the Execute button.

If the files have not been exported already, the monthly charges are reinstated as

unprocessed.
You may now add or edit charges and close the month again.

& NOTE: Once the export process has already taken place, you cannot roll back.
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Importing Invoices into QuickBooks
To import invoices into QuickBooks:

1.

2.
3.
4

Start QuickBooks
Change QuickBooks to Single User mode.

At the Main Menu bar, click choose File > Utilities > Import > Import IIF files.

Import the files in the following order:

a, Customer Records.iif

b. Product Records.iif

c. Current Product Tranaction Records.iif

You are now ready to go to QuickBooks to print your invoices.

Printing Invoices in QuickBooks
To print invoices in QuickBooks:

1.
2. Select Customer > Customer Navigator from the QuickBooks Main Menu bar.
3.

Start QuickBooks.

Under Related Activities, click Print Invoices.

Your invoices are automatically created and will now appear in QuickBooks.

They may be reprinted at any time.

You now have at your disposal QuickBooks’ first class receivable tracking system, its convenient
accounting features, and a wide variety of QuickBooks reports

Chapter 13 — Month End: Using QuickBooks

Page 75



Chapter 14 - Reports

To open the Reports module, click Reports from Shortcuts on the left task pane. Or, from the task bar
menu, click Reports > Reports.

General conventions

SELECTING REPORTS

From the pull down menu, select the group of report from which you will select; either

Base group — information about box and folder storage
Charges (invoices) — discussed in Chapter 13: Month End
Client information — client activity statistical reports
General — Information about code table contents.

Tapes — information about tape storage

FILTERS

Filters allow you to set parameters for which customer, departments, locations, etc. will be included in
a report. With the Filter pane, on the right, you can use Boolean logic to build hierarchical queries to
obtain the information you want. Simply follow the prompts to build the query or filter you want. Note
like looking up information on the maintain lists, the wildcard character is % for the filter operator
Contains.

Adding filters — After entering each filter selection, click the Add filter button. The filters you enter
are displayed in the filter dialogue box at the bottom of the screen. The report will be sorted in the
order in which the filters appear.

Deleting filters — To delete a filter, first click on its line in the filter dialogue box, then use the
Delete filter button to remove it. You may also delete filters using the Load Saved Filter window,
discussed below.

Save filter setting — After you have set filters for a report, you can press the Save Filter button to
save those settings to a file. When a report is successfully saved, a prompt appears saying, “Filter
has been saved.”

This is a very useful tool for reports such as box and folder inventory reports. With saved filters,
you need to generate the filters only once, and you can then save the report settings for future
uses.

Load saved filter — Pressing the Load Saved Filter button brings up your list of filters. To choose
one of the displayed filters, highlight the filter and click the Select Filter button. To delete one,
click the Delete button, instead.

Setting order — In most reports, you can choose how you want the data ordered by clicking on the
column heading.

Choosing visible columns —In most reports, you can choose what columns to include or omit by
clicking on the Visible Columns headings.

Execute report — Once the filters, sort order, and columns have been selected, press the Execute
button report to run the report. All reports automatically preview to the screen and from there you
can utilize the navigation icons to proceed.
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Base Group
AUDIT REPORT

The Audit Report (below) is an extremely effective report that allows you to audit the Archive Manager
system by

ENarchive Manager - [Reporting module]

. Action  Maintain Bilng Setup Reports Security Portable Labels indows — Help -F %
ocation range " Plesse select from the report category fist B [V Erlire A iy
Report category Execute report
= Space number Base goup = N
Flease olick on the report name and define
the report on the right side of the screen Close reports window (0]

=  Customer

(Customer
Filter value
D £ it

= Department, or b [ |

Boes checked out Lo T 7 Equals
- - Boxes W/ Folders Space Mumber 3 ot equal 14-A-030

= Description Ceticat o despaction Ctosethan

Deliquent Record Report 2 Biager than B e il Load saved filer
9l P clicking on the fekd name (i

Deitvery Ticket 5 Betnesn the feft), then select an B Sove fiter setting

The illustration at right
shows how the Audit
Report setup screen
would be configured to
audit the system by
Location Range. Using
this filter, the report will
show you what Archive
Manager thinks is in
each location, with
provisions to verify the
presence or absence or
each box.

Maintain
Quick Search

Action list

Active windows

Filters |

Deestruction otification
Destruction open spaces
Destruction Pull List
Deestruction summary
Folder Inventory

Folders checked out
Import Client Data Entry
Interim charge ticket report
Location Masters

Pulllist

Uploading Portable

Operatars

ke’

oparator rom che it of
operators, Select the vale
you want to fiter by in the

watue fieid and diick on Add

Location Range betwesn 14-A-001 and 14-A-030

Fig.111
When the Audlt Report # Reportis displayedin the preview pane. Duration Instantill
setup screen is completed Exscuts repot
and the filters are saved (if Sloscloe =
. . Cloze reports window 0]
desired), click the Execute e - P =
Report button to display D o =
the Report screen, -0 14-A014
. . . 0O 14-A015
illustrated at right (Figure -0 142017
81).
Fitters:
Since the report iS by Customer equals LEVEM & TAYLOR
location, the group tree in
the left pane will navigate Location Code : 14-A002
from one |Ocat|0n to the Box Client Code BoxSize Space Received Destroy/Out  Dept
next. Number Code _ Number Nata Nate
4005 LEWER 1 i) 09152003 -
. . . 5010 LEWER 1 ™ 091972003
If a different filter is oo T EvEN . VR VTN ]
selected — the Customer 505454 LEVEN T 75 0972672003
f||ter for example _ the 501455 LEWEN 1 15 09/26/2003
,. . 50101 | LEWVENM 1 18 09/26/2003
tree icons would navigate
customers instead of Focation Code :14-A 03
H B Client Cod BoxSi 5 R ived Dest Out Dept
locations. oy, Sl Ol DorSize Sene  hopeived Desoyut Do
4159?1| LEWER 1 4 12/12/2001
I ocation Code :14-A014
Fig. 112
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Navigation buttons for navigating displayed reports

L & Ey _;-l;%% M 4 » M |12 iLE . B T

= Chevrons — Click the chevrons to open and close the filter and navigation panels.

= Export report — Click this icon to export the finished report to your choice of various file formats;
PDF (the default and our recommended solution), Microsoft Excel, Microsoft Word, or Rich Text
Format. A standard Windows navigation tree is used to create a path and name under which to
save your file.

=  Print — Click the Print icon to print your report using the specified printer.

= Toggle group tree — Click this icon to bring up a navigation tree to jump to clients, departments,
locations, etc., depending on the report you are viewing.

= Go to page — Click to specify a page to jump to in the preview window.

= Zoom — Click this to display a pull down menu of available zoom sizes.

= Find text — Use this tool to find any character string in a report.

=  Full screen mode — Use the Chevrons and Zoom to display your report in Full Screen Mode.

BOX INVENTORY REPORT

The Box Inventory Report
(rlght) has a |arge number Please select from the: report catagom list

of selection criteria. The e . Excaute et a
beSt Way tO COpe W|th Please click on the report name and define Close repot =l
them iS tO save SpeCial the report on the right side of the screen Close repotts window ol
report formats for

individual clients.

Report names

Parameters |F\Iters Yisible columns |Order by|

Param ete rs B Save visibillty setting
Page break on every = Eux?«: WHDdeulders . E:teri;idd:ta:e iy Clear wisibiity setting
ertificate of destruction

. Please efeck e colmne
department YES! NO, - Deliquent Record Report :;Uénatd:te wm:‘::b:vw;mmme mpg;?ff
NONE F[g 113 | | Delivery Tickat you want io persit e visiity

- Destuction notification seing you f;“g’n'ﬁs e B
Filters

" Customer Visible Columns
= Department
= List

= Received Date

= Location code
= Box size code
= From date

= To Date

= Destroy date

= Box Contents
=  Box Number

" Record Title Code =  Check out information

Order By = Received date

n Box # n Ranges
= Client name

= Description

= Cross reference

= From date

= Received date

= Record Title Code
= Todate

= Ranges
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Box CONTENTS REPORT

The Box Contents Report
is very similar to the Box
Inventory Report and the
filters are nearly identical,
but it includes additional
information about the
folders within the box.

Fig. 114

As with the Box Inventory
Report, the best way to
work with selection criteria
in this report is to save

Fleaze zelect from the report category list:
R eport categoy

Baze group h

Fleaze click on the report name and define
the repart on the right side of the screen

Reportnames
Adit report
4 Box Contents

Eox inventony

Bores checked out
Bowres /0 Folders
Certificate of destuction
Deliquent Record Report
Delivery Ticket
Diestruction notification

# Definition for: Box Contents

Execute report 2]
Cloze report =
Cloze reports window o]

Parameters |Filters | Wisible columns | COrder by |

Page break on every department IVES

special report formats for individual clients.

BOXES WITHOUT FOLDERS

This report lists all the
boxes for the specified
client for which there are
no folders.

Parameters

= Page Break on Dept
Yes or No

Filters
Box number

Customer
Department
Received date

BOXES WITHOUT TAPES

Flease select from the report categary st
Report categoy

Base aroup -

Fleaze click on the report name and define
the report on the right zide of the zcreen

Report names
Audit report
Box Contents

Box irventon

Boxes checked out

» Boxes /0 Folders
Certificate of destruction

Deliquent R ecord Report

# Definition for: Boxes'W /0 Folders

Execute report

Cloze report

Cloze reports windaw

o [P [+

Parameters | Filkers |

Page break on every department MO

Fig. 115

This report lists all the boxes for the specified client for which there are no tapes. It is very similar to
the boxes without folders report. It has the parameter for page break by department and the same

filters as above.

DESTRUCTION PROCESS

After boxes are destroyed,
the Certificate of
Destruction (Figure 85) is
the list of the boxes that
have been permanently
removed or destroyed.

Filters
= Customer

=  Box number

= Destroy Date
= Ticket#
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Please select from the report categom list;
Report categony

Base group il

Please click on the report name and define
the report on the right side of the scieen

# Definition for: Certificate of destruction

Execute report 5]
Close report. =]
Cloze reports windaw 0]

Report names
| |Audit report Filters ‘

Box Contents Box Nurnber [~ Operators
| |Bowinventony S;z:f;;aéam O.Beglns lfwth
| |Boxes checked out (+Equals §
| |Baoxesw/D Folders i Mok equal
| ¥ |Cerlificate of destuction (1 Less than
| |Deliquent Record Report () Bigger than
| |Delivery Ticket () Between
| |Destruction notification
|| Destruction open spaces
| |Destruction Pull List
| | Destruction summary

Filter valus

Pleaze select 3 fiald by
clicking on the fiald name (in
the Jeft), Ehen sefect an
operator from the st of
operators. Sefect the vabe
Vo want fo fiter by in the
vaitie Fefs and ciick on At
At

Add filter

‘ﬂ Delete filter

% Load saved filker

By Save filter setting

Fig. 116
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DESTRUCTION SUMMARY REPORT

The Destruction Summary

Please select fom the report category list # Definition for: D estruction summary
Report (right) lists the Report oategoy r— 5]
Base group -
Cloge repart |
number of boxes by COde | pp.uncic oo epot nane and e -
the report on the right side of the screen Close reparts window 0]
that have been destroyed a
eport names
i Fill
or permanently removed o eport oo
Bax Cantents Operatars il vl
Box inventary () Begins with 12/ 1/2003 -
1 Boxes checked out (7 Equals
F I Ite rs Boxes /0 Folders . Mot equal
Certificate of destruction (L Less than Mon £
L Customer Deliquent Record Report (+) Bigger than d saved filter
Delivery Ticket ) Between

filker setting
Destruction notification

Destruction open spaces
Destruction Pull List

= Destroy Date
= Box size code
= Ticket#

Destuction summary
Falder Inventary

Fig. 117

As the illustration shows, when a date is used as a filter, a calendar applet appears from which you
can choose the date.

DESTRUCTION PULL LIST REPORT

Using the Destruction Pull

Please select from the report categon list # Definition for: Destruction Pull List

List Report, set the filter to  |EEETES — a
destroyed boxes. Then E;f L —— Close report 3
use the pu|| list filters to e G S o G2 B Sz Close reports window ©
generate a report of boxes | Fir |

Operators

to pull for destruction or Box Carteris

s Filker value Aadd Filker
Box inventory I 12 B=aiys with ILEVEN & TAYLOR A
=Y

permanent removal Boxes checked out (=) Equals [u] Delete filter

Bowxes W0 Folders ) Mot equal

Certificate of destuction O Less than .

Del?quent FRecord Report 8 :'ther than ’:Ez;ggﬁ?g:f%ifne i @ Load saved filker

Delivery Ticket ESEN, the feft), then sefect an By Save filker setting

aperator from the f&f of

Destruction notification operators. Seisct the vafkie
ot swank o filter by m the
valise fials and olick on A

Destruction open spaces

AiFart
Please select from the 1zport category st [
REPORT Reportcategos 5 Exeeute repor
Base group -
Ch
Please slick on the raport name and define loz= report a
H the t on the right side of the Cl { o
The Destruction Open T R L)
Spaces Report (lists the Repor e et
Audt report Actual Destroy Date [~ Operators =
. oy . Filter value i Add filter
spaces in the center that B Carieis oo B it o
Boxinventory ¥ Equals
have been opened as a Boves checked ot [ —r e
. Boxes Destioyed Less than Ploase select  fsid by =
result of a destruction or a Boves Destucton ntficason Biager than DTy S Lo
Bores Peim Dut BEtezen the latt), then select an B Seve flter setting
permanent removal. Boves /D Fakdrs st
Certificate of destruction You want 0 fiter by i1 the
Deliquent Record Report E;&teffeham‘df(k on Add
= Delivery Tickst Ar
Filters PO 1

= Actual Destroy Date Fig. 119
= Customer

= Date

= Location

= Ticket#
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DELINQUENT RECORD REPORT

The Delinquent Record
Report lets you impress
your clients by reporting
checked out items that
have not been returned to
Record Center by their
Return By date.

Remember that, as each
box or folder is checked
out, Archive Manager
automatically calculates
30 days from the current

Please gelect from the report category list:
Report categoy
Baze group hd
Pleaze click on the report name and define
the report on the right side of the screen
Report names
Audit report
Box Contents
- Bow inventany
- Bowres checked out
Boxes WD Folders
Certificate of destuction

|
I- Deliquent Recon
L

Delivery Ticket

# Definition for: Deliquent Record Repart

Execute report &
Close report =)
Close reparts window O

Filters |Order by |

Custamer

[Department fi

Operators
qi) Begins with

) Less than
i) Bigaer thar
) Between

Filter valug

IACCOUNTING (SAMPLE) 'I

Flease select 3 feld by
cicking on Ehe Held name (1
tha daftl, then selact an
operator from the st of
operators. Sefect the valve

Add filker

Delete Filker

k)

g Load saved filter

B Save filker setting

date and uses that as the Return By date. This process reviews this date and determines which items

are now considered as late.

Filters Order by
= Customer =  Box Number
= Department = Description

DELIVERY TICKET REPORT

The delivery ticket is the document used to facilitate services to your client. It contains instructions to
your driver with regards to pickup and delivery of boxes, folders, and magnetic tapes, and supplies
such as preprinted labels. It also serves as confirmation for services rendered. Everything on a
delivery ticket is driven by a work order.

This Delivery Ticket
Report provides for
printing of your pickup and
delivery tickets.

Parameters

= Mark as Printed (Y/N)
= Reprint (Y/N)

= Ticket Type

= Use alternate address
= Use dept address

Filters

= Customer

= Department
= Ticket#
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Please select from the repart category list
Report category

Base group 7

Flease click on the report name and define
the repart on the right side of the screen

Reportnames

# Definition for: D elivery Ticket

Execute report 3]
Cloge repart = |
Close reports window 0]

Parameters Fileers ‘

Customer

{2 Bigger than
() Bebween

Filker value

LEVEN & TAYLOR ‘I

Flease reiect a figkd by
chicking on the Fiald name i
the Jeft), then sefect an
aperator from the dst of

Add filker

‘@ Delete Fiter

| Load saved filter

B Save fier setting
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DESTRUCTION NOTIFICATION REPORT

The Destruction Notification Report (Figure 91, below) informs your clients when particular boxes are
eligible for destruction. It is based upon the Destroy Date provided by them. If clients do not provide
destroy dates, Archive Manager inserts the default value 12/31/9998 (never destroy) in the Destroy
Date field.

& NOTE: This report does not destroy any boxes. It simply prints a report showing which ones are
eligible for destruction based on the Destroy Date. Boxes are actually destroyed via the
Destruction process.

There are three signature

Flease select from the report category list: # Definition for: Destuction notiication
spaces at the end of the Report category EF— a
report. It is advisable to Base goup i Blsa e A
. . . Please click on the report name and define -
haVe your CllentS Slgn the"’ the report on the right side of the screen Close reparts window o]
R
approval before olt Paramicters | Fikers ‘Visib\e colmns | Order by |
proceeding with any Box Conterts Lasra Rl Fiter value el iker
deStrUCtlon - — :Z:;:V:;::Em ot Destroy date 8859"15: ?Mth ILEVEN A TAYLOR j' ‘ﬂ Delste Filtar
Bowres W0 Folders Nt equal
Dertificate of destruct A Less Hian )
DZ;\;f;n?HUac:rsdr;EeE;t () Bigger than fﬁmﬁlgg:f%mg P 5y Load saved filker
Dielivery Ticket ChBetween Ehe Jeft), then sefect an By Save filter setting
> Destuction natification operdfcrfmmegﬁeﬂ&?hfofm
Destiuction open spaces fﬁsﬁfgf}osfﬁfe?;rjﬂvfbe
Fig. 122
Parameters Filters (cont’d)
= Include folders (Y/N) = Destroy date
Filters * From date
= Destroy date * Todate
= Customer = Description
= Department = Record Title
= Include folders = Cross reference
= Visible Columns Order By
=  Box number * Box Number
= Location code = Client name
= Box size =  Description
= Receive date = Cross reference
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FOLDER INVENTORY REPORT

The Folder Inventory

Report, like the Box
Inventory and Box
Contents Reports, has a
large number of criteria.
As with those reports, the
best way to work with
selection criteria in this
one is to save special
report formats for
individual clients.

Please select from the report category list:

# Definition for: Folder Inventory

Report categoy Execute report ]
E -
336 group Cloze report = |
Please click on the report name and define
the repart on the right zide of the screen Close reports window o]
Report names
Audit ieport Parameters |Filkers ‘ wisible columns | Order by |
Bax Cantents O Filker value i Add filker
Customel
Bo inventary Department Q B (it LEVEN & TAYLOR j' 5, Delete Fil
Boxes checked out 10 Number t=)Equals [s] EEBILEF
Boxes'w/0 Folders Rereived date Mot equal
d d qual
Cerlificate of destruction ) Less thien
i Plaase seloct o field by i Load saved filter
Deliguent Record Report {2 Bigger than it G A il
Delivery Ticket ) Betiween EAe JeFE), Ehen select an

D estruction notification
Destruction open spaces
Destruction Pull List
Destruction summary
Falder Inwentary

ooerator from the 4t of
aperators. Select the valke
you want fo fiter by i the
vale fieid and click on Add
Filfar

B Save filker setting

Parameters

= Page Breaks? (Y/N)

* Include Comments?
(YIN)

Filters

= Customer

=  Box Number

= Department

= Received Date

= ID

= List

FOLDERS CHECKED OUT REPORT

Fig. 123

Visible Columns

= Received date

= Destroy date

= From date

= Todate

= Major description
= Minor description
= Matter No.

= Folder checkout
= Cross references

The Folders Checked Out
Report simply lists the
folders that are currently
checked out of the record

Pleaze zelect from the report categom list:
Report categom

Base group -

Please click on the report name and define
the repart an the right side of the screen

Order By

Box #

Client name
Cross reference
Folder #

Major

Matter

Matter #

# Definition for: Folders checked out

Execute report

Cloze report

Cloze reports window

1
=
o]

Reportnames
Audit report Filters | Order by |
Box Contents Customer
Date Out
Box inventory Eopartmert

Boxes checked out
Boxes /0 Folders
Certificate of destruction
Deliquent Record Report
Delivery Ticket
Destruction notification
Destruction open spaces
Destruction Pull List
Destruction summan
Fuolder Inventary

Folders checked out

|- Operators

("2 Beains with
(+1iEquals |
0 Mot equal
() Less than
(3 Bigger than
(01 Betwesn

Import Client Data Enliy

Filter value

Please relect a field by
dlicking on he feld name (i
fhe faft) then sefect an
operator from the st of
operafors. Select the value
Vou want fo fiter by in the
valse fiald and cick on Add
HiFar

LEYEM & TAYLOR =

Add Filker

Delete filter

<3 Load saved filker

B Save filker setting

center.

Filters

= Customer

= Date Out

= Department
Order by

= Major

=  Minor

= Matter#

ID
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The Import Client Data
Entry Report displays the
result of your import of
client data.

Filters

= Customer

= Username

= Box number
= Import date

Order by
» Box#

= Date & Time

IMPORT CLIENT DATA ENTRY REPORT

Please select from the report category list
Report categoy

Bisse growp

# Definition for: Import Client D ata Entry

Please click on the report name and define

the repart on the right side of the screen
Report names
Audit report
Box Contents
Baw inventory
Bowes checked out
Bowres w0 Folders
Certificate of destuction
Deliquent Record Repart
Delivery Ticket
Destuction notification
Diestruction open spaces
Drestruction Pull List
Diastiuction summary
Folder Inventary
Folders checked out
Import Client D ata Entry

Interim charge ticket repart

Execute report

Close report

O [ |}

Close reports window

Filkers  Crder by ‘

Eox #
Dabe Time

add = i e
= 4] oo
Add al &

& Remove all

B Save order setting

#%  dlear order setting

Please soid the columins
From the Jefl in order to
have a diferent order by
seiting for the report

Fig. 125

INTERIM CHARGE TICKET REPORT

The Interim Charge Ticket
Report can be run as often
as may be required during
the month. It is commonly
used by record centers
midway through the month
to see how much service
revenue they have
accumulated.

Fig 126

Parameters

=  Show processed?
(Y/N)

Filters

= Customer

= Customer #

= Department

= Description

=  Work Order Date

Order by
= Client#

=  Ticket #
= Ticket date
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Please select from the report category list:
Report categoy

Base group

# Definition for: Interim charge bicket report

-

Please click on the repart name and define
the: repart on the right side of the screen

Reportnames

Audit report

Box Conterits

Box inventony

Boxes checked out
Boxes W/ Folders
Certificate of destuction
Deliquent Record Report
Delivery Ticket
Destruction notification
Destruction open spaces
Destruction Pull List
Destruction summary
Folder Inventory

Folders checked out
Impart Client Data Entry
Interim charge ticket report

Location Masters

Execute report

Clase repart

o [ [+

Cloge reparts window

Pararmeters Filters |

() Beains with
() Equals

() Mot equal
() Less than
() Bigger than
() Between

Filter value

1f11/2004 <

Add filter

] Delete filker

Flaazea sefact a fiald by
clicking on the feld name (in
the jeft), then select an
aperator from the st of
operators. Select (he ralue
vou swant fo fiter by in the
vaiue figtd and clck on Add
ke

i Load saved filer

B Save filter setting
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LOCATION MASTERS REPORT

The Location Masters
Report allows you to print
three reports detailing your
Location Masters. These
permit you to analyze

Please select from the repart category list:
Report category
Base group hd

Flease click on the report name and define
the repart on the right side of the screen

# Definition for: Location Masters

Execute report

Cloze report

O] [P+

Close reports window

Report names
Audit report
Box Contents

Parameters  Filkers ‘Order by |

|- Operators

locations throughout the Box nvenlory 3 tegns vt
Boxes checked out (+) Equals

center to check for proper Boses WD Foldars ) Mot enpal

space utilization. i i
Delivery Ticket () Betzen

Fig 127

Parameters

D estruction notification
Destruction open spaces
D estruction Pull List
Destruction summarny
Folder Inventary

Sperator from e 1 o)
aperators. Sefect the vaive
viou want fa fiter by in the
vaitie fieid and’ ciick on Mo
Fifar’

Folders checked out
Import Client Data Entry
Interim charge ticket report
Location Masters

= Spaces with Open
shelves - ALL, BOTH,
YES, NO

Filters
= Box Size Code
= Location Range

Order by
= Location code (default order)
= Box size code

PULL LIST REPORT

# Definition for: Pull kst

Execute report

Pleass select fram the repart categan list
Report categom

The Pull List Report is used
for printing out your Pull List.

B =
ase group Close report

Flease click on the repert name and define
the repart on the right side of the scisen

(e 2

Close reports window

After boxes or folders are
“pulled” for delivery, the Pull
List can be updated to show

Report names

Audit report

Box Contents

Eox inventony
Bowes checked out

Filters  Ordar by \

|Bux Mumber Add j:l

=
Remove

=

i
c
T

4] Down

that they have been removed, Baves 11/0 Foders P Y
“ ” . Certificate of destruction
and that “Box Out” cards (Fig. Dt Recor Fapat ®  renowa

129, next page) have been
generated. There is a bold
heading below the location

Delivery Ticket
Destruction notification
Destruction open spaces
Destruction Pull List
Destruction summary
Folder Inventory

B Saveorder setting

@8 Clear order setting

Please aclf the cofumns
#Fom the feft in order o
Bave a ciferent orcer by
setting for the repont

‘Legal Hold’ for boxes being
Fig. 128

pulled.

Parameters

= Marked as
printed

= Reprint

Filters

= Cross reference
=  Customer

= Location

=  Box Number
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Folders checked out
Import Client Data Entiy
Interim charge ticket repart
Location Masters

Full list

Uploading Portable

(Filters, cont.)
= Going to
= Ticket#

Order by
=  Box Number
= Location
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Box AND FOLDER OuT CARDS

Box and Folder Out Cards are put in place of checked out boxes and folders to indicate their exact
prior location. (Folder Out card shown)

Parameters
= Mark as Printed (Y/N)
= Reprint (Y/N)

Filters

= Client

= Location
= Ticket#

Location 5-0-035/8

Matter No : 9761-0098

Box Number

Major Description - NEWHOUSE, FERBER, & JANSEN

Minor Description : INCORPORATION AGREEMENT

620145

Fold Here
Folder Out

LOCATIONS
SPACE NUMBER

BOX NUMBER
CROSS REFERENCE
MAJOR DESCRIPTION

MINOR DESCRIPTION

Card

5-0-035

8

620145

NEWHOUSE, FERBER, & JANSEN
INCORPORATION AGREEMENT

UPLOADING PORTABLE REPORT

This report prints the

data from your portable
bar code reader upload.

Parameter
= Summary (Y/N)

Filters

= Customer

= Department

= Portable date

= Portable hour
(military time)

Order by

= Date Time
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MATTER NUMBER 9761-0098

ID NUMBER

FOLDER NUMBER 1

BOX CONTENTS NEWHOUSE, FERBER, & JANSEN

CLIENT CODE LEVEN

Dept. CODE

GOING TO STACEY BAER

DATE OUT 712212014

WORK ORDER 00000372

|CHECKED OUT BY : CHECKED IN:
DATE DATE
TIME TIME
Fig. 129
Report names
fividit report Parameters | Filters |0rder by |
Box Conterts Elpaeini Filter value i Add filker
Bax inventory () Beqins with Iﬁ
Boxes checked out [ iEnuals | H1aiz0d ‘ﬂ Dielete filer
Boxes w0 Folders (1 Mok equal
Cetificate of destuction (' Less than §
Deliguent Record Report (1 Bigger than :ﬁmﬁgggﬁﬁﬂ;e fin i Load saved filter
) Betwean the loft), then selece an

Delivery Ticket
Destruction notification
Destruction open spaces
Destruction Pull List
Destruction summary
Falder Inventary

Folders checked out
Irmport Client Diata E ntry
Interim charge ticket report
Location Masters

Full list

» Uploading Partable

Fig. 130

aperator from ihe fsf of
aperators, Sedect the valve
you want Fo Fiter by in the
vaiue fatd and click on Add
Fifar’

B Save filter satting
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After uploading data, it is useful to run the
following reports:

1. a Summary Report, then
2. a Detail Report.

The Summary Report provides a count of the items uploaded, per the field you selected as your filter.

Fiters - Uploading Portable Bar Code Reader
Portable Date equals 72472014 Print Date 7/24/2014

Page number 1

Upload date and time: 07242014

Client Code - 770

Department — N/A

Number of BOX CHECK IN boxes : 2
Number of NEW BOX boxes © 3
Total Number of Boxes — 5

Client Code - ROYAL

Department — N/A

Number of NEW BOX boxes : 4
Total Number of Boxes — 4

Client Code - SAMPLE

Department — N/A

Number of NEW BOX boxes : 5
Total Number of Boxes — 5

Fig. 131

The Detail Report gives all the details for the uploaded items, sorted on the field you selected for your
filter.

Etere - Uploading Portable Bar Code Reader
Portable Date equals 7/24/2014 Print Date 7/24/2014
Page number 1
Upload date and time: 07/24/2014
Client Code - 770
Department — N/A
Box Folder ) Space N Box Size
Number Number Person # Location Date In Darte Out | Action Code
620126 5 |5-0034 BOX CHECK IN 1
620139 3 14-A-005 BOX CHECK IN 1
Number of BOX CHECK IN hoxes 2
Box Folder | Space y Box Size
Number Number Perrson # Location Date In Date Out | Action Code
620161 5 |[¥E0IT NEW BOX 1
620163 1 5-018 NEW BOX 1
620164 2 [+B-018 NEW BOX 1
Number of NEW BOX boxes © 3
Total Number of Boxes — 5
Client Code - ROYAL
Depariment — N/A
Box Folder ] Space ) Box Size
Number Number Person 2 Location Date In Dare Out Action Code
620165 3 |>eoie NEW BOX 1
620166 4 |>e0i2 NEW BOX 1
620167 7 [rBO7 NEW BOX 1
620168 8 |Fe017 NEW BOX 1
Number of NEW BOX boxes : 4
Total Number of Boxes — 4
Client Code - SAMPLE
Deparfment — NA
Box Folder Space _ Box Size
Number Number Person # Locarion Dare in Dare Out | Action Code
620156 1 3-B-017 NEW BOX 1

Prepared by: RMS ARCHIVES, INC, 1234 MAIN STREET, EASTCHESTER NF 92504, (014) - 320 - 3600

Fig. 132
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Client Information Group

CLIENT ACTIVITY REPORT

The Client Activity Report displays all activity for the date or date range specified. It can include:

# Definition for: Client Activity Report

- bOXGS received iI’]tO the r.ec()r_ds Please select from the report categary list:

center,

=  boxes/folders checked out,

=  boxes/folders returned, and/or

= boxes/folders destroyed or it No, of Bores
permanently removed.

Report categoy Ewecute report
Client information =

Close report
Please click on the report name and define

the report on the right side of the screen

ol [+

Cloze reports window

Operators

Filter walue i Add filter
(1 Begins with 12122003 il
- Client No. of Folders ) Equals 9 elete fiker

| |Client shart information () Mot equal 1/12{2004 =
Custamer list (J L‘_?ss than n January, 2004 u
| [interim Client Storage () Bigger than d saved filter
(%) Between Sun Mon Tue Wed Thu Fri Sat

28 22 30 31 2 3 plilter setting
4 5 & 7 8 9 10
1 w13 14 15 16 17
18 19 0 71 zEoE3 o4
25 o7

Fig. 133

It is generally helpful to run these reports once per month for your clients.

Filters:
= Activity Date
= Customer
= Department
= Received Date
= Date Range

CLIENT INFORMATION REPORT

The Client Information
Report (Figure 83, right)
displays the complete
information about your

clients as recorded in the

Client Master File.

Filters
= Customer

Order by
= (Client name
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» Boxes Received into Record Center

= Boxes/ Folders checked out

» Boxes/ Folders returned

= Boxes/Folders destroyed or permanently removed

Please select from the report category list A Definition for: Client Informaton

Report categoy Execute report 3]

Clignt informatiorn v [y A
Pleaze click on the repart name and define

the report on the right side of the screen Close reports window 0]

Repoit names
- Client &ctivity Feport Fiters | Order by ‘

Client Information Filter value
- Client Mo, of Boxes ) Bealns with W
- Client Mo. of Folders (1 Equals
- Client short information (1 ot equal
- Customer list () Less than

Operatars Add filker

) Delete filker

- Interim Client Storage () Bigger, than ‘:ﬁmﬁkg:fﬁiﬁze P <z Load saved filter
() Beteen the feft), then seiect an

B Save filter setting
operator from ihe Kt of

operafors. Sefect (e vale
youw want fo filter by in the
valse fald and click on Act
itk

Fig 134
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The resulting report is displayed below.

Client informafinn shrai

Fiters
Customer # equals leven Print date 51 12012
Pagerumier 1
LEVEN& TAYLOR
Client Code : LEVEN
Client Information :

LEWVEN & TAYLOR
2000 FEMWAY BLYD

PETERSVILLE, MY
10725-0021

E-mail : MEWINGELTLAW.COM
www 1 Y LTLAWY. C O

Office phone: (815) - 566 - 8757
Fax Number : (315) - 566 - 8735
Industny Code : 2600

Billing Information :

Notes / Comments

LEWVEN & TAYLOR
501 WWEST FOURTH AYENUE

PHILADELPHIA, PA

20112-0655

Biliing Representative : MIKE EWING
Billing Main Phone: (815) - 566 - 5787

Contract Information :

Billing Rate per Cubic Foat
Minimum Storage Fee

Contract Ending Date

Terms .

Billing Type :

Box Rate

Contact/ Purchase Order Nurmber
Contract Beginning Date

45.00
91972013

Quattetly
000

1141972003

Deliver only folders out of boxes unless Mike
Ewing authorizes otherwise. All invoices must be
sent to the Philadelphia office including the
departrmental backup.

Frepared by RMSARCHIVES CO LLC 1234 MATN STREET, FASTCHESTER NT 10905-6380) (8000 -426- 7181

Fig. 135
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CLIENT NO. OF BOXES REPORT

The Client No. of Boxes
Report displays the total
number of boxes stored
for a single client, or for
all clients. It does not
break out information by
box size or storage
revenue; that is the
function of the Interim
Client Storage Report.

Filters
= Customer

Fig. 137
(result)

CLIENT NO. OF FOLDERS

Please select fram the report category list A Definition for: ClientNo. of Bowes
Report category Execute repoit
Client information bt

Close repatt

Pleass click on the 1eport name and define
the report on the right side of the screen

Close reparts window

Report names
Client Activity Fepart
Client Information

Fiters |
Operators

Filker value ﬁE Add Filker [
O Begins with LEVEN & TAYLOR - % i
Clent Ho. of s 575
Client shart infarmation () Mot equal
Customer list D Less than
| [interim Client Storage ) Biager than fﬁﬁ’ﬂfggﬁfﬂgﬂg o < Load saved fiter
| et dhe et chen slect 2, B Save Flter sstting
operator from the st of
operators, Select he valle
e e
vailie field and click on Had
Aar

Fig. 136

e et i o (e e ey (5 A Reportis displayed in the preview pane_ D uration: Instanill

Report category

Client information -

i 51
Close report =]

Please click on the report name and define

the report on the right side of the scisen Close reports window ©]

Reportnames
Client Activity Fieport
Client Information

4y ¥ [[&&=Q- -8
MamR‘EpnrlI

Client M. of Folders
Client shart information
Customer list

nterim Client Storage:

Client number of boxes
Britome o1z
Pags vamber 1

MOSIFR SI AGER

Nurmber of Boxes

[[F/FN 2 TaYI OR

Number of Soxes

ROYAI SAI ES CORD.

Number of Soxes

Humber of Baxes

This report is identical to the one above (except that it is for folders).

CLIENT SHORT INFORMATION REPORT

This report provides a

.o ) , Please select from the report category list
listing of clients’... Report category e
Clignt infarmation A [ T ———
Clase repatt =
L names, P‘tfwislzggﬁknm}::‘igﬁosr\ldga;? Ethingc?:!: ¢ Close repottswindow (0]
. Report names
= client codes, ertActvy Feper Fikers | Orces by |
. || Client Information [~Operators Filter valus &
et Mo of Bares Begirs it [ |
* main contacts, and e
Cliert short information Not equal
= telephone numbers. | e o
| [interim Cient Storage bigge then ey
(3 Betiizen the feft), then sekect an
operator from the def of
operators. Sefect m; vaie
Fig. 138 (setup) g,’f;“?;?:ﬁmﬂ?;g
oy’
Fiters: Client Short Information ~ Fjlters
Print Date 7/24/2014
Fenme=t - m Customer
Client Name Client Code Main Phone Contact Name Email
AELMAN, BEECH, SINCLARR 8070 (212)- 432 - 6600 WANDA SMYTH WSMYTH@AECCPABIZ Order by
ASH, SANFORD, CONNOE. ASCODL (914) - 636 - 5090 LARYY DUNOEREY LDUNPHREY66@MALL COM
BANCO ITALIA 8040 (212)- 343 - 2100 ROBERTO FERMI RFRMIaBITALTA COM = Client name
GARRISON SECURITIES 1501 (212)- 566 - 6899 ED DOYLE EDOYLE@GSCO.COM
GOLLER FOUNDATION 6870 Q13)-543 - 1210 TARA BLAKE TBLAKE@GOLLEREND ORG
HARRISON INSURANCE 4580 (212)-621-9100 DOUG WILSON FCLEMENT@EIINS.COM
EITCH CAMPBELL MURPHY 7400 (212)- 445 - 6700 FDENNIS@HCFLAW COM .
TAMESLAW JAOOL (203)-293-9870 JOEN JAMES DONNA@JAMESLAW.COM Flg. 13 9( resu |t)




CUSTOMER LIST REPORT

This report displays —
customer by oty and TS

. Report categoy Execute report
state and can be filtered rET— —~ E
Client information o 5
by IndUStrY' Please click on the report name and define - =
the report on the right side of the screen Close reports window o]
Visible Columns Reportnames -
Client Activity Report Wisible columns |
- Code Clignt Infarmation Customer code
Clignt Mo. of Bores Tdarme
* Name Client Mo, of Falders City | f Save visiillty setting
™ C|ty Client short infarmation @ Clear visibility setting

Cuztomer list

. " Flease oheck e colmns pou

Interim Client Storage want io be visible in the report, 1€

pouw want e persiat the visibility

sefhing pow can prass bhe “Cava”
Beatton

Fig. 140

INTERIM CLIENT STORAGE REPORT

ThIS report SeIeCtS and Please select from the report categany list: # Definition for- Interim Client Storage
summarizes currently Reportcategoy
stored boxes by Clent information z [ —
. Flease click on the report name and define "
Department and BOX S|Ze the report on the right side of the screen
Code. This same report is

Execute report

o) [

Close reports windaws

Reportnames

Filters | Order by |
B Size Code Operators

Client Activity Report

automatically prepared as E:: irlomaton T o — i T
part of the Month End | Clnt o, of Fodrs o e [teven s raion o e
Process and provides Clianl shortinformation Ot caud

another view of how each (I 1rteiirn Client S ; ggigtger fr— iﬁﬁﬁ&eﬁ:&g&ﬁ o Load saved fiter
customer is billed for s the deft), then elect arl B Save filker setting

agoerator from the fist ol
ooerators. Sefect the v
You wanf fo fifer by in

storage charges. Ve o g ik o -

Fig. 141

Filters Order by
= Client = Box size code
= Department = C(Client

= Department
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General Group

CODE TABLE BILLING CODES REPORT

The Code Table Billing
Codes Report displays the
billing code charges for
each of your clients.

Fig 142

Filters
= Customer ]
= Billing Code "

CODE TABLE Box SIZES REPORT

The Code Table Box Sizes
Report lists the box size
code charges for each of
your clients.

Fig. 143 (setup)
Filters

= Customer
= Box Size Code

Order by
= Box size codes
= Customer

Fig. 144 (result)

Chapter 14 — Reports

Visible Columns

Please select from the repart category list:
Report categoy

Geheral >

Please click on the report name and define
the report o the right side of the screen

Report names
abl 1
Code Table Box Sizes
Code Table Department Cod
- Code Table Industries Code

Code Table Master Billing C
| |Code Table Media Codes

4 Definition for: Code T able Billing Codes

Execute report ]
Close report =]
(]

Cloze reports window

Descripkion

Filters |\u'\s|ble columns |Ordar by |

Operatars

{3 Begins with
) Equials

3 Mot equal
() Less Ehan
) Bigger than
) Between

Add filter

Delete filker

=z Load saved Filker

g Save fiter setting

Billing rate .
Taxable .
Tax rate
Pro rate
Auto bill

Please select fiom the repor category lit
Repoit categoy
General -

Please click on the rport name and define
the report on the right side of the screen

Reportnames

Order By
Billing codes
Customer

A Definition for: Code T able Billing Codes

Execute report

|Erecweropt &)
Close repart Z]
O]

Close reparts window

nde Table Box Sizes

bl Bl Filters | visble columns | Crder by |

Operatars

Fiter value
‘ade Table Deparment Cod L 3 Begins with [ievenaTancr ]
D ki B
ode Table Industries Code Sssriptian PoT k) Delete filier
‘ade Table Master Biing C ) ok maual
| [Code Tabls Media Codes ) Lessithian
{23 Bigger tan cicking on the fieid name (i &y Load saved filker
O Between Ehe feft), then sefect an
operator from the It of
operators, Select the vaise
Vo waat ta fiter by i the
value fielid and cick on Add
e’
Clestcok (GO0
B°gog:e Box Size Description CUBICFEET COST PER BOX Comments Notes
] OVERSIZE 500 186
5 ROLLS FLANS 070 0.35
5 W S IZE B, 050 TZ0
1 ARCHIWVE CARTON TZ0 040
z TRANGFILE 300 085
3 CHECKFILE Z.00 0.00
clertcok (LEWVEN
B“‘gog::e Box Size Description CUBICFEET COST PER BOX Comments Notes
z TRANGFILE 300 0.85
3 CHECKFILE 0.00 000
1 ARCHIVE CARTON 120 040
Clestcot ROYAL
30503::& Box Size Description CUBICFEET COST FER BOX Comments Motes
1 ARCHIWE CARTON 0.00 0.40
3 CHECKFILE 0.00 0.00
Z TRANSFILE 000 085
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CODE TABLE DEPARTMENTS REPORT

The Code Table
Departments Report lists [ yp— 5]
the Department COdeS fOF Close repart =
C|IentS Cloze reports window |
Filter Fiters ‘Order by |

r | Filker value Add Filker
= Customer T £2) Begis vl [evem aTavLoR ~] = :
[+ Equals ¢ i Delete filker
1 Mok equal
Order by () Less Ehan
FPlaaza refact a fald by i Load d Filt
Crrbali 7l o i
e feft), then cf an 5 S Filk: th
Department COdeS aparator fFom tha disf of [ S ey oeing
aparafors. Salect fhe value
n you wané fa fiter by in Ehe
CUStomer valie field and ciick on Aats
Ak
Fig. 145

CODE TABLE INDUSTRIES CODE REPORT

This report lists the
Industry Codes that have

# Definition for: Code T able Industries Codes

. . Execute report =
been set up in Archive Close report Z]
Ma nage r. Cloze reports window |

F i Ite rs Filters | Crder by |

. Filter walug Add Filker
= Industries Codes [CONCRETE INDUSTRY] S o
(%) Equals @ Delete filer
= Industries Names 8Not e
Less than
. Fleare sefect a feld by 3 Load d Filt
() Bigger than oy <z Load saved filker
() Batween the Jaft), then sefect an B Save filter setting
aperafor from Ehe fisf of
aperafors. Sefect the vale
you sant fa fitter by in fhe
value fiald and click on Add
it
Fig. 146

CoDE TABLE MEDIA CODES REPORT

The Code Table Media

# Definition for: Code T able Media Codes
COdeS Report |IStS the Execute report ]
Media Codes set up in the Clos repor ]
SyStem . Cloze reports window o)
F, It Filters | Order by |
liters —
rola CL; peretrs hilteidisll Ac filter
i e Begins with ILAW FIRM RECORDS
- Med 1a COdeS © Bl | ‘ﬂ Delete filter
. () Mot equal
[]
Media Names O Loss than e
i LD SEC © 4 ) Load saved fil
gglgtger than i e e e e T =z Load saved Filter
BIEEN the Jeft), then sefect an B Save filter setting
operator from Ehe it of
operafors. Select the value
You want fo fiter by in Ehe
value figls' and click on Add
Fitar
Fig. 147
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CODE TABLE RECORD TITLES REPORT

The Code Table Record Titles

: :
Report lists the Retention Codes

. Execute report 3
for clients. = 2
Close report 3
Filters Clese reports windaw O]
- Customer Fl'lters| Order hyl
. Customer # Customer Operators 1 Fiteryal
i N (S LV EEECH SIVCLAR |
= Record Title Code
order b Please select afield by o -
y gfd:.fr%og{‘heﬁ?fdnameﬁﬂ 4l Load saved filter
i e left), then select an fer i 0
- C“ent t operator from thelt of EEEE
.y operators, Selectthe value
- DeSCI'IptIOI‘I youwant to filter by in the
. value fieldand dickon Add
= Record Title Al
Fig. 148
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The Tape Group

The Tape Group, like the other categories, is

accessed from the pull-down Report Category menu

(right).

Fig. 149

INTERIM TAPE INVENTORY REPORT

Flease select from the report category list:
Report category

ITapes

=

Please click an the report name and define the

report on the right side of the screen

Report names

Report name

» Interim tape inventory

Tape Inventory

Tape Pull List

Tapes checked out

Tapes destroyed / permanent ou
Tapes Destruction notification

Client name
Tape type

This report selects and summarizes currently stored tapes by Tape Type broken out by Client. It

defaults to printing in client name order.

Filters

= Client name
= Client code
= Tape Type
= Department

Order by
=  Client name (default)
= Client code

TAPE INVENTORY REPORT

Please select fram the report category list:
Report categoy

The Tape Inventory
Report lists the tapes in
Archive Manager.

Tapes b

Please click on the repart name and define
the report on the right side of the soreen

Report names

Repart name

Parameters

Interim tape inventory
Tape Inventory

= Tapeisin vault— T L

Y/N Tapes checked out
= Page break by dept.

—-Y/N
= Page break by box —

Y/N Fig. 150
Filters

= Customer

= Customer #

= Department

= Major description
= Received Date

= Record Title Code
= Rotation Date

= Tape type

Order by

Chapter 14 — Reports

2 Definition for: Tape Inventory

Execute report

Cloge report

2]
=
@]

Cloge reports window

Parameters | Filters | Qrder by |

s Filter value

Boi Murnber Bt
Customer S

Customer # (2 Equals

Departrnent ) Mok equal

Major Description 3 ess than

i Plaare safact a fald by
(D Biapzrtiray chicking on fhe Feld name fin

) Between

a the feft), then salect an
I set

operator from the fsf of
operators. Select the value
you sant to fiter by 1 Ee
value Fafd and click on Add

Add filter

Delete Filker

=l Load saved filber

B Save filter setting
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Box #

Cross reference
From date

List

Major description
Matter #

Tape #

Tape type

ID

To Date

TAPE PULL LIST REPORT

The Tape Pull List Report is very similar to a Box Pull List.

Parameters

Page break by dept. — Y/N

Filters

Customer
Customer #
Department
Major description
Received Date
Record Title Code
Rotation Date

Order by

TAPES CHECKED OUT REPORT

This report lists all tapes currently checked out

Box #

Cross reference
From date
Location

Maijor

Tape #

Filters

Customer
Customer #
Date out
Department

Order by

Box #
Major
Tape #

Chapter 14 — Reports
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TAPES DESTRUCTION NOTIFICATION REPORT

The Tapes Destruction Notification Report informs your clients when particular tapes are eligible for
destruction. It is based upon the Destroy Date provided by them. This report is set up similar to the
Boxes Destruction Notification and Folder Destruction Notification reports.

Filters

= Box#

= Customer

= Customer #

= Destroy Date

Order by
=  Client name
=  Cross reference

= Major
= Minor
= Tape#

TAPES DESTROYED/ PERMANENT OUT REPORT

The Tapes Destroyed / Permanent Out Report lists the tapes that have been destroyed or
permanently removed.

Filters

= Customer

= Customer #

= Date Destroyed/ Permanently removed
= Operation

= Ticket#
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Chapter 15 - Labels

To access Archive Manager’s label feature, click Label on the Menu Bar, and select the label you want
to print. The choices are:

= Client address labels

= Permanent (box) labels
= Client labels

= Folder labels

=  Shelf labels

= Tape labels

Shelf Labels

This feature prints the Daattes ———— 5 5 YR

bar coded labels that E;thgl—‘hm‘

will be affixed to each o —— ]

shetlr]:. TlhE i||1formation | ]

gi”rect? ?roems tf]‘;mes C e 12-5-041 12-5-042 12-5-043

i form);tion you T A mm R

provided at the T 12-8-044 12-5-045 12-5-046

; ;

Locations List screen — A R A RO

(Fig. 16). The correct 14-A-001

bl sive t0 use is 30 || INMNELIEMIY 12-5-047 14-A-001 14-A-002

labels to a page (i.e. A T R

Avery #5160). 14-A-003 14-A-004 14-A-005
N (T T T
14-A-006 14-A-007 14-A-008

. N i R
Fig. 151

14-A-009 14-A-010 14-A-011
I T R
14-A-012 14-A-013 14-A-014 _lﬂ

The Shelf Label printer T ot

= Current Page Mo, 1 |Tota| Page Mo.: 1+ |Zoum Factar: 79%

provides three label
numbering options:

= Click the Exact location radio button to print a sheet of identical labels.

= Click the Starts with radio button to print 30 consecutively numbered labels starting with the
number you enter in the field to the right.

= Click the Location range checkbox to specify a range of labels to print.
It also provides for the starting position of the label (1 through 30) so you can reuse label sheets.

After entering your preferences, click the Apply/show labels button. The labels will appear in the
preview screen. To print the labels, click the printer icon and select your printer.

Use the Search (binocular) button to find a specific label, and the Zoom (magnifying glass) button to
adjust the display size.
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Client Labels

Client Labels are managed
and printed from the Client
Label screen (Figure 94).
These labels are generally
preprinted and provided to
your client, who should be
instructed to place a label in
a prescribed location on
each box before calling for a
Pick Up. They contain a
client name and bar code, a
box bar code, and a
department name (if
applicable).

Fig. 152

NOTE: If your clients are
using the optional Web
Based Client Data Entry
software,

which requires them to

Permanent labels - client

Data filters

& Client

" Client name starts with

" Client #

" Client # starts with
el

Use Departments

Beginning with box #

vl Mew labels

# of labels:

& Apply / show labels

Labeltype

¥our Company Wame Bars

708 LTI

59243 i
]

o~ dlabels /o B labels /
page page

a Close window

FO ] i & -

Main Report

RMS ARCHIVES, INC

RMS ARCHIVES, INC

LEVEN
‘‘‘‘‘‘ (IEL N

EVEN
(IR0

78978
BT8R

78978
N nml\l\llllIIHIIIHHIIIIIIIIHIIIIII

Asslgredboxrumber foross rerenee

nnnnnnnn

nnnnnnnn

RMS ARCHIVES, INC

RMS ARCHIVES, INC

LEVEN
..... QLR

EVEN
AR R0

78978
T

78978
. ,ﬁl\l\llllIIHIIIHHIIIIIIIIIIIIIIII

Assigredboarumber fefoss ERrErce

nnnnnnnn

nnnnnnnn

<

Zurrent Page Mo, 1

Total Page Mo.: 1

Zoam Factor: 75%

key in their own Box and Folder Information, they should be instructed to input the number from
the pre-printed label for each box as they enter their Box and Folder Information.

To select a client for the labels, choose among the following:

= Click the Client radio button to select a client from the scroll menu

= Click the Client name starts with radio button to input the first letters of the client’'s name.
= Click the Client # to input the client’s code
= Click the Client # starts with radio button to input the first letters of the client’s code

To include a department code on the label click Use Departments.

To set the label numbers, either:

= Click the Beginning with box # radio button to input the starting box number, or

= Click the New labels checkbox to have Archive Manager print the number of consecutive labels
you prescribed in # of labels box, beginning with the next unused box number in the system.

Click the radio button to select either

= 6 labels per page; or
= 4 |abels per page.

Display and print the labels as described for Shelf labels, above.

Chapter 15 — Labels
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Permanent Box Labels

As each new box is keyed |ELEEISNTED

in to Archive Manager or
uploaded from the
Portable Bar Code
Reader, the information is
recorded in the Box Label
file. Archive Manager
does not print the labels
while data is being
entered, but waits until
you open the Permanent
Box Label screen (right)

Include the following

v Customer

/| Department

| Box contents

v Dates
v Date received
v| Destrop date
v Beginning date
v| End date

[ mark boxes as labeled
™ alllabels [incl. processed)
[ Sort by spacett

2

Show labels @ Purge
Label type

Location starts with

 Clignt

Beginning with box #

Clignt name starts with © Client #

Start pos
1

Client # starts with & All clients

501
LR
ez ey £ 23905
(R R

T T LR I S T i
Main Report
14-A-017/3 14-A-017/5 g

501
TR
—— i
(R N

STATEMENTS W.KLEIN- RUBIND
Boccoik s

STATEMENTS
Bocconkei

Tocator TE-AaT

Tocstor: 10T

Terarme T Terarme
i Bokcross rek e ice: Bokcross ref reice:
and run the permanent Ams999s [HILNINHIN |12r21m 12/3 100008 ‘ |12r22.r21m 124310008 ‘
.. 132087  [NNINININ Dak recz bed Des oy Dak reczhed Des oy iz
box label printing process. i s | [ e
Fig. 153

14-A-017/5 14-A-017/2
Special permanent labels T @ ! °'“m'450ﬂ||n||||||n|||||n|| = 450ﬂ|mnunnnmnn
are custom manufactured

AN KR DT N PS5 126 b0 11

: : o 723918
in portrait format for (I
Archive Manager. e T 3

= Close window

(Current Page Mo.: 5 Total Page Mo.: 5+ Zoom Fackor: 75%

Boxes may be removed
from the center for extended periods and then returned. Because permanent labels display specific
pre-assigned box locations, they are more practical for use by record centers that reserve the open
locations than for those that allow the Portable Bar Code Reader to reassign them.

= Client and Location — these filters function as on the Permanent Client Label screen, above.

Starting pos — allows you to use a partially printed label sheet by selecting the staring position of
the label

Include the following — these choices, which are self-explanatory, let you tailor the information
on the printed labels to suit your needs.

Mark boxes as labeled — this control prevents these labels from being reprinted again in future
runs.

All labels including processed — reprint previously printed labels
Sort by space # - labels automatically sort by location. This adds an additional sort.

Process labels as printed? — flag these
Archive manager E3

labels as printed? (right)
@ Process labels as printed?

Fig. 154

= Label type — either:

< Small, which displays basic information; i.e., box
number, client bar code, and location; or

>

% Big, which includes information from the box form,
including box contents, department, and dates.

Labels per sheet —
% 6 labels per sheet; or
< 4 labels per sheet.

Display and print the labels as described for shelf labels, above. When you are finished, the purge
button will clear the file of all the processed labels.
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Folder Labels

As each new folder is
keyed in to Archive
Manager or uploaded
from the Portable Bar
Code Reader, as with
permanent box labels,
the information is
recorded in the Folder
Label file. Archive
Manager does not print
the labels while data is
being entered, but waits
until you open the Folder
Label Screen (right) and
run the folder label
printing process.

Fig. 155

The controls on this
screen function very
much like those on the
Permanent Box Label

Folder, labels

Inelude the Following
| Location
| Major description
| Minor description
| Matter no,

Data filters
Lacation starks with

& Client
" Client name starts with
Al elients

LEVEN hd

Ticket no#f Start poz

Box range:

Mark as printed
Al [including printed]

& Show labels i Puge

Your Copany Name Bars

Rus0031  [IIRINANE

ETER T

aeame
TEST MAJOR

(* B labels / page

a Close window

oI T2 L T B = i -
Main Report
%
RMS ARCHIVES, INC RMS ARCHIVES, INC
[Client Dept. - Cliert Dept. -
LEVEN LEVEN
AR AL
417994 417994
) [ ) TR
Assigned box number Assigned boxnumber
5 6
LN I
Folder number Foldernumber
14-A-07T5/8 STOC KREGIETRATD | STATEENT 14-A-015/5 LTRSSEC COMMNTING 00 AEG STMT
L’OUNG BRAODCASTING INC. ] EFOUNG BROADCASTING INC. J
RMS ARCHIVES, INC RMS ARCHIVES, INC
[Client Dept. - Cliert Dept. -
LEVEN LEVEN _
TR AR
417994 417994
[ LM
Assigned box number Assigned boxnumber
7 8
IR (1T
Falder number Faoldernumber
14-A-015/8 AMEND #1T0 OTES REBSTUT 14-A-015/6 AMEND #1T0 STOCKRED STHT
QUNG ERCADCASTING INC. YOUNG BROADCASTING INC.
-
< | >

Current Page Mo, 2

Total Page Mo.: 2+

Zoom Factor: 75%

screen, above. The choice of data to print, however, includes Major and Minor Description, and Matter
no., which are used only for folders.

There are filters for Location, Client, Ticket # range, Box # range, and Starting position.

The labels are printed 6 to a page.

Tape Labels

The controls on this
screen function very
much like those on the
Folder Label Screen.

Fig 156

There are 2 formats for
the tape label; 6 per
page (shown) and a
special 14 per page
label (Avery 5262).

The filters are the same
as the folder labels
above, but have been
divided into 2 pages.

Page 1 has Location
and Client filters

Page 2 has filters for
Ticket #, Box #, and
Starting position.
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Tape labels

Include the following PR W@ -
] Location I—Ma‘n et
[v] Maior description
) Minor description
ly] Matter no.
Fite /1 | Fiter 1 2] RMS ARCHIVES COLLC RMS ARCHIVES COLLC
[] Location starts with Client Dept. - Client Dept. -
LEVEN LEVEN
 Cient (IEREARHIN A (1T
" Client name starts with
@ All clients
BRI 11T ‘ PSR T ‘
T { (I J { (I ]
[ &l {including printed) Tape number Tape nurnber
& Shou labels 9 Purge 14-A-025/2 14-A-025/2
Location ¢ spce on ket - Location  spece o sieit -
e BACKUP BACKUP
Ru50031 (MW
‘ 343 [ RMS ARCHIVES COLLC RMS ARCHIVES COLLC
1 1] Client Dept. - Cliert Dept. -
\—‘u;_u;‘;;‘u LEVEN LEVEN
TESTwANR LR [T N
@ Glabels / page
AN TR ‘ AR A ‘
€ Avery 5262 (14 / page) Assigned hoxnumber Assigned hox number
Lapmw [ J Lapwmm (I J
[14-A-025/2 B [i4-A-025/2 B _I_
| »
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Client Address Labels

These labels can be run for an individual client or all clients. These are very useful for mailing

promotions (below).

Fig. 157

Client address labels

l Drata filters

" Client

" Client name starts with
" Client #

" Client # starts with

= Al clients

o Apply ) show labels

156 EAST CAFE, INC,
% TIM BREW

156 EAST 34TH STREET
NEW YORK, NY 10016

a Close window

EEX

w S & -
Main Report |
AELMAN, BEECH, SINCLAIR BANCO ITALIA GARRISON SECURITES
WWANDA SMYTH ROBERTOFERMI ED DOYLE
GO0 THIRD AVE 420 MADISON AVE 500 PARK AVE
SUITE 1200 SUITE 400
NEWI Y ORK, N 10025 NEW YORK, N 10008 MEWI YORK, N 10022
GOLLER FOUNDATION HARRISON INSURANCE JAMES LA
DOUG WILSON JOHM JAMES

<

400 THIRD AVE
SUITESS0
NEW YORK, NY 10032

KEEWVER INSURANCE

410 BROADINAT
SUITEZZ

NEW ORI, HY 10007
LOWELL REILLY & MCGRATH NY
475 MADISON

SUITE2100

NE vORK, N 10018-0125
MOSLER SLAGER

500 FIFTHAVE

SUITE 2400

HE AR WY ANMF2.0 197

1200 MADISON AVENUE
NEN YORK, NY 1025
LEWEN & TAYLOR
BOBSMITH

2000 FENWAY BLWD
PETERSVILLE Ny 107250021
MARTIN CONSTRUCTION
500 PALMER AVE
EASTCHESTER MY 10276
NY¥ RADIOLOGICAL ASS0C
GOOFIRST AVE

SUITEAD
ME Y ARL WY A0nea

432 MAIN STREET
STAMFORD, CT 098768
LION BROKERAGE

120 MiALL STREET

SUITE 1200

HNEW ORI, Ny 1004
MONARCH INSURANCE CO
400 MADISON AVE

SUITE 432

HEW ORI, Ny 100220087
PATTERSON MEDIA
ALICE MILLER

200 HUDSON STREET

WFWYNRL e A00nT

(Current Page Mo, 1

Total Page Mo 1

Zoom Fackar: 75%
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Chapter 16 - Portable Upload

Use of the optional Portable Bar Code Reader (left) with Archive
Manager is simple and practical, and provides tremendous savings
as compared to collecting data manually. Archive Manager
downloads the collected data from the reader to a text file on the
host PC as ASCII characters (unformatted text). A guide to the
data format used in these files in located in Appendix B of this
manual.

To access the Portable Parser facility in Archive Manager, on the
menu bar, click Portable > Portable.

After you have scanned items and are ready to upload data, open
the Portable Parser (Fig. 159, below) and follow the steps in the
gray window.

Fig. 158

As Archive Manager reads the |lsdiaElis

data, it appears in the window | e i nutie case. tresc mstiuctiom s gy
on the upper Ieft If you ' Cable | USBCable | | LT 5000 EH-E-265743 -
. C-mms
discover that you have S T oo ot vt e ezt HE
Scanned Somethlng Step 03 Press the 2 key on the reader - DATA UPLOAD' B0-B-667042
P-EEVIN
incorrectly, you can modify Pl
the data manually here, or 121064 |
you can JUSt Contlnue read I ng Vou should now see the data being transfened from the barcode reader in ;E‘;:;ég;“
the data. The upload is =t s e
unaffected; Archive Manager - v

ignores any errors and
continues reading good items.

When the data has been read,
click Upload Data in the lower
left of the upload screen. The
lower window will fill with the
uploaded information, and
your data |S Saved to the sy Openfile J’J Upload data || B Cleartext || = Close
database.

Fig. 159

For a report on the uploaded data, go to the Reports module (Chapter 14) and run the Uploading
Portable report.

Uploading external data

Many of our centers have become quite sophisticated with the portable reader and upload the bar
code reader data to a text file. These text files may be uploaded by clicking on the Open file tab in the
lower portion of the upload screen. You can then navigate through drives and folders to select your
data file. Once selected the file appears in the window in the upper left and may be edited and
uploaded as described above.
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Chapter 17 - Import/Export of Client Data

Importing Web Data Entry Batches

Archive Manager’s optional Web Data Entry Client Software can be accessed on any number of your
client’'s PCs. Please see Appendix D for instructions. Please contact Record Management Software to
purchase a software license.

The Web Data Entry In1port / export _
Software allows clients to Import Items | Export Items £
enter Box and Folder 1. Select batch

2. Click "View Boxes' to see the batch boxes and edit them

Informatlon |nt0 a Separate 3. To the right of each box there iz a button to view folders
database on your server by a 4. When ready to impart, highlight the batzh row by clicking the amow o the left and click "Execute’ below,

batch process. They then B atchld | Userd CligntCode CreationD ate Wiew Bowes

notify you by an email via :bmosler 800 1122011 11:43... | View Boxes
Archive Manager’'s Web- 345 nathan £00 5A1/2MM6 1222, | Wiew Boses
based Client Data Entry 346 steve SAMPLE B/23/20161168.. | View Bokes
Software . 347 sfuchs SAMPLE BA23f20M61202.. ‘Wiew Boves

To open the Import/Export
Module (right), click the
Import icon in the activity

pane’s shortcuts panel, or =
from the task bar menu, click
Action>Export/ Import.
Fig. 160
E
After receiving a batch from | Execute | | Close |

Web Data Entry, click the
Web Data Entry Import tab, you can then process the data as follows:

1. First click View Boxes to see a grid of the boxes which can be edited.  Fig. 161

(¥ Boxes for batch 346 M=l E3
BoxMumber | Department Dezcription RecordT itle Carmrments ¥Fefl
2 m_ LEGAL JOHNSON DIVIS... | &P TEST OF COMM... | L1234
- lemsr LEGAL JOHNSON DIVIS...
£20158 LEGAL JOHNSON DIVIS... | &P LI7ES
£20400 ACCT FayROLL
£20401 ACCT FayROLL
£20155 ACCT FayROLL FR Ha778

4 L3

Save and Cloze | Cloze I
4

2. To the far right you can click View Folders to see the folders in that box and edit them.
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3. Finally, highlight the batch by clicking the arrow to the left of the batch # and click the Execute
button at the bottom of the form. You will be asked to navigate to the directory where the rejected
boxes and folders will be saved in XLS format. The data will fill the lower white pane of the Import
Window.

When you have completed the process, it is a good idea to run the Import Client Data Entry Report
(see Reports, Chapter 14) on the uploaded information.

Importing a Clients’ Box/Folder Data

After receiving and entering the boxes and/or folders or tapes in Archive Manager, via either the
keyboard or the portable bar code reader, you can then process the data as follows:

Import / export

1. First, note Type, the
format of the files that
yOU are |mp0rt|ng, either “t'ou will be required to zelect the source directory.

Far the [tems Impart, it iz the directary where you have vour excel/dbf files.
) Please keep i mind that for boxes the filename is FLOPINY.; for folders is
- Excel ﬂles (XI—S) FOLDIMY.* and for tapes the only file that we impart iz TAPE xlz

Imnpart [temns I Export Items | Irnport 'eb Data Entr_l,ll

2. Next, select whether the
information is Boxes,
Folders, Boxes/Folders,
or Tapes.

3. Finally, click the Execute
button at the bottom of
the form. You will be |
asked to navigate to the
directory where the files -
are stored. The data will
fill the lower white pane
of the Import Window.

Twpe IEHceI Import j Itemz |Boxes/Folders j [[] Absolute access

=
Boxes |
Folders

When you have completed

the process, it is a good idea
to run the Import Client Data =
Entry Report (see Reports,
Chapter 14) on the uploaded Exccule | | Close
information. Fig. 162

Note this utility also imports tapes.
Manually entered boxes

For standalone users and others who enter new boxes manually into Archive Manager, make sure that
a proper location is entered in the Location field. The process is the same as above, except that the
box will now be added to the system as a new box.

Exporting a Client’s Box/Folder Data

This feature is used to copy box and folder information; and tape information into Excel files for
delivery back to your client. It can also be used to make a copy of the information as it now resides in
Archive Manager for clients who have just licensed their use of the Web SIMPLE Records Manager.

To export information, go to the Export Module (below) and follow this procedure:
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1. The format for the files B8} tmport / export
you are going to provide Import ltems ~ Export ltems | |mpart \web Data Entry

the client is shown in “You will be required to select the destination directary,
Far the ltems Expart, this iz the directon where the application will zave the Excel/dbf files.
Type = Excel Export. " v e

2. Select Boxes/Folders,
Boxes, Folders, or

Tapes.
3. Select the client or list,

or enter the Client Code. e [EreeiEror tems [GomaeTFaries = EIiPTnt [LEvEN k|
4. Click the Execute button ESE?,S—‘ Lt [aFTERNDONFULL <]

at the bottom of the
screen and navigate to
where you want to copy
the data. [

Tapes

Fig. 163

The files may be emailed or
copied onto to a USB drive,
for delivery to your client. 7]

| Execute | | Cloge |

NOTE: Remember that you
are giving your client an
electronic copy of their data, which may be used for import into most software programs — including
those of your competitors. A precautionary alternative is to run a complete inventory report to a PDF
file for your client (See Chapter 14, Reports) for clients who request an electronic copy of their data.
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Chapter 18 - Utilities

Mass Change Clients

The Mass Change Clients o Wifintin Beres =aEE
Utility is used to change the O
C|Iel’]t COde Of multlple Search page #1 ]Searchpage KZI SearchpageﬁB]
boxes to that of another Bost [ JTo[ | Dseion [ ] Bawsiecome II_:|
H ient wact match epartmenl oss Legal Hald
client. It can operate on i % oz |- N ?
either a list, or on a group of ’
bOXeS . Caolor legend Filter Clear
Location S# | Box number Cliert Department Description From Date ToDate CheckOut User ﬁl
. . . @ 14adlz 0 4005 LEVEN
One application for this S reaos 0 s Ao
would be if a partner of a B 1eAdE 0 7S5 ROVAL
. " . = 14a010 0 7E9566 ROYAL DAVE
client law firm left that firm @ a0z 1 500 600 09/27/2004  10/27/2004
and wished to set up his 2 ey o Checkn /20N 10082008
own account with you. %] 1903241 0 3453 sampL| | Check Out D/21/2004 1072172004
144003 1 505454 LEVEN Request For CheckOut
f f 144002 4 501455 LEVEN VA LIS
1. Inthe Malptaln Boxes B 2w s T .
screen, (right) select B oeAD2 0 Emm LEVEN e
. @ 1002 2 osDIM SAMPL Remawe Fram Current List 01/01/2000 1243142000
multiple boxes whose @ a0z 3 s0i2 SAMPL | Put on Legal Hold N/O1/2002 12/31/2002
i @ a5 1 012 600 emove from Legal Hol DI/O1/2001 123172001
Client Code you want to B 5C0: 0 418047 SAMPL i, e e REE D/01/2002 1243142002
Change. @ scom 1 sends SAMPL Destroy Boxes M/0/2002 124312002
[@ 5cizm 4 4043 SAMPL Permanent Out 91/01/2002 0673072002
2. Right-c”ck to bring up 144003 1 410080 SAMPL Recall From Destruction f Perm out NRAON/2002 1243172002 BILLWILLIAMS
the action menu: E 38043 0 418080 SAMPL — 5 p——
) 144008 1 654852 ROYAL e ange Lien
. . <$ 144008 o IERTTT ROVAI Add to order 3 Change Department
. y i Change Location
3. Click Utilities, then T —
Change Client. £ Print Select Al P Edt Same Department For Folders
Reprint Permanent Labels
(The nev_v (_:Ode I:nUSt be for Destroy / perm out all listed boses
a pre-existing client.) @Rt s
. X Change Box Description
4. Finally, use the filters to Change Camments
select the new client
code. This will auto- Fig. 164

matically change the
folders associated with
these boxes.

Mass Change Departments

This utility is used to change the department code of multiple boxes belonging to a specific client. It
can operate on either a list, or on a group of boxes. The department having the code to which you will
change must be an existing department for this client in Archive Manager, or a new one must be set
up for the purpose.

In the Maintain Boxes screen, select multiple boxes whose department code you want to change.
Then follows steps 2 through 4 above, selecting Change Department instead of Change Client.

Mass Change Box Description

This utility is used to change the description of a group of boxes. It can operate on either a list, or on a
group of boxes. In the Maintain Boxes screen, select multiple boxes whose department code you want
to change. Then follows steps 2 through 4 as for the Mass Change Clients Utility, selecting Change
Box Description instead of Change Client.
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Mass Change Box Comments

This utility is used to change the comments of a group of boxes. It can operate on either a list, or on a
group of boxes. In the Maintain Boxes screen, select multiple boxes whose comments you want to
change. Then follows steps 2 through 4 as for the Mass Change Clients Utility, selecting Change
Comments on instead of Change Client. Note if you want to add onto to a set of comments, copy the
original comments to the clipboard and then type the additional information into the dialogue window.

Mass Change Locations

This utility is used to change the location code of a group of boxes. It can operate on either a list, or on
a group of boxes. In the Maintain Boxes screen, select multiple boxes whose location you want to
change. Then follows steps 2 through 4 as for the Mass Change Clients Utility, selecting Change
Location instead of Change Client.

Recall Destroyed/ Permed Out Items

The Recall Deleted Items utility is used to recall boxes that have been marked as destroyed or
permanently removed from the center; as for example, if they were marked in error. It can operate on
either a list, or on a group of boxes.

In the Maintain Boxes screen, select the boxes you want to recall. The recall process is simpler when
you work with a list - one reason why, when destroying or permanently removing boxes, it is advisable
to create a list. Remember that the box filter must be set to All Boxes. Right-click to bring up the action
menu, and click Recall From Destruction. This will automatically recall the folders associated with
these boxes

Match Box Department with Folders

This utility changes the department code of all the folders in a box to match the department code of
the box. It can operate on either a list, or on a group of boxes. In the Maintain Boxes screen, select the
boxes you wish the folder department codes to match. Right-click to bring up the action menu, then
click Utilities>Same Department For Folders.

Reset Locations

The Location List file keeps track of boxes as they are stored or removed from shelves. Occasionally,
this file can be out of synchronization with the Box Inventory file. Archive Manager may then think that
a space is open when, in fact, it is already filled. The Reset Location Utility updates the Location List
file from the Box Maintenance file, automatically correcting any mistakes.

Before running the Reset Location Utility, close all forms (especially any that are in Edit mode) and
make sure you are the only user logged into Archive Manager. Then, from the task bar menu choose
Security > Reset Locations. Press the Reset Locations button on the form to proceed.

Defragment Database Utility

This utility cleans the database and defragments it much like you would defragment a computer hard
drive. The process will improve Archive Manger’s performance allowing it to operate more efficiently.
We recommend running the Defragment Database Utility monthly.

o5 Defragment Database @

‘Warning: Please close all the forms than may interfere with this process. Especially those in EDIT Mode.

Defragment Daiabase Close

Fig.165
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Before running the Defragment Database Utility, close all forms (especially any that are in Edit mode)
and make sure you are the only user logged into Archive Manager. Then, from the task bar menu
choose Security > Defragment Database. Press the Defragment button on the form to proceed.

Mass Destroy Utility

This utility is for destroying or perming out large quantities of boxes. Note this utility requires significant
server resources that it should onIy be run at off hours preferably after a backup.

Feecall Fram Destrockion | Perm out

- L R FEMEFAL LEWMAES LIF S
=4 1814125 o 101 SMPLE  ACET ACCOUNTS PAYABLE  07/01/2001
BHO4Z 4 1123 SAMPLE  ACCT CHECKS -CANCELLED  O1/01/200¢
l' g-H-042 1 11239 SAMPLE ACCT CHECKS - CAMCELLED 0102000
@ SHB2. 2 313 CAMDIE . CrT CHECKS -CANCELLED  D1/01/2002
B 3n047 S 06/23/2004
@ 26047 STRE 0B/23/2004
§ 3B050  Request For Checkout EXPENSE ANALYSIS  OT/0MA13%
@ 14400 Dery Reguest

add T Lisk

Renove From Currant List

Destrey Boses

Permanent Out

B £o order

Crlick history

al
Fig. 166

Changs Clignt

Changs Departmeank

Chanige Location

5m Departmant For Falders

After you search for some boxes and fill the maintain window, right click to Utilities > Destroy/Perm out
all listed boxes. You do not have to click “Select All” or highlight the boxes.

After a confirmation message you will choose the operation, person authorizing, and ticket #.
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Choose operation =10l x|
Choogze operation
’75' Destroy " Perm out
Mamels)  [MIKE GREENE |
Ticket #) 00000291 |[ <<MEXT |
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Chapter 19 - Portable Bar Code Reader

Overview

For technical instructions about your Portable Bar Code Reader
(right), please consult the user manual that came with it. It will
discuss charging/ changing batteries, installing the hand strap,
using the rubber case provided, technical specifications, etc.

Instructions on uploading scanned data can be found in Chapter
16 — Portable Upload.

The current chapter will discuss use of the bar code reader for
scanning with Archive Manager, and how its programming aids in
managing your Clients’ records.

Fig. 168

The reader has been programmed to process new boxes coming in, boxes returning, folders being
returned to their original box, moving folders from one box to another, and packing folders into a box.
The scanning for these functions can be commingled, i.e., you can scan new boxes coming in, and
then boxes returning, and then go back and scan some more new boxes coming In, etc. You do not
need to upload the reader after each process; the reader keeps the data safely organized. When it is
uploaded, Archive Manager processes everything that was scanned and stores the data, maintaining
the organization.

General Operation
TURNING THE READER ON

LT 5000 Turn the reader on using the On/Off key located in the upper left corner of the keypad. When
the unit powers up, it displays TRICODER KT5000 — HW7 The exact message may differ from unit to
unit. Press 1 for Data Collection. Program No.? Key [0-3]? Enter 1 for program 1.

LT 54 Turn the reader on using the On/Off key located in the upper left corner of the keypad. When

the unit powers up, it displays DMA TRICODER W2017 E — HIT ANY KEY. The exact message may

differ from unit to unit, but the point is to hit any key to continue. It next displays Data collection?

Key [Yes/No]? Press the Enter/ Yes key to the lower right of the keypad to enter the data collection
Ade. Program No.? Key [0-3]? Enter 1 for program 1.

NOTE: You will always use Program 1 unless directed otherwise by Archive Manager technical
support.

SELECTING THE PROGRAM

If there is data in the scanner from a previous session, you will automatically be returned to the prompt
you were at. For example: if you turn the reader off while scanning boxes returning (or it turns itself off
after 5 minutes idle), when you turn the unit on again you will be prompted for Location, or whatever
field you were in. You can then either continue scanning boxes returning or press the End key located
on the right side of the keypad to hear the menu choices. If the reader is not storing data (meaning
previous data was uploaded) you will then be asked, Program No.? Key [0-3]7.
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READER MENU ITEMS
Program 1 provides for functions regarding boxes and files.
Box Menu

= New Boxes

= Check Out Boxes
= Check In Boxes

= Move Boxes
Folder Menu

= New Folders

= Move Folders

= Box Folders

= Check In Folders

=  Check Out Folders

When you are in any of these functions and wish to return to the Menu, press the End key on the right
side of the keypad. If you want to leave the menus and turn the reader off, answer NO to each of the
Menu items until you hear, “Finished?”, then enter Yes. Or you can press the F1 function key on the
top row of the keypad, which will return you to the Data collection? Key [Yes/No]? display. You can
then just turn the reader off.

VOICE PROMPTING

The reader is programmed for audio. Thus, as each prompt appears in the window of the reader you
will hear what you are supposed to scan. If you want to turn the voice portion OFF, proceed as follows:

1. Press SHIFT key and Release

2. Press F1 key and Release

3. Press S key and Release

If you want to turn the voice portion ON do the following:

4. Press SHIFT key and Release
5. Press F1 key and Release
6. PressV key and Release

SCANNING A BAR CODE

To scan a bar code, point the reader at the label and squeeze the trigger or press the green bar just
above the keypad (older models). For most users, resting your thumb on the bar and pressing as
needed seems to be the most comfortable way of using of the reader. When the green bar is pressed,
the laser beam will project from the top of the reader.

@ DANGER! NEVER look into the beam!

It may take some practice to hold the reader in the right position so that the beam hits the bar code
correctly. The reader is designed so that you can look at the reader’s window while scanning a bar
code. This way, you can see in the window what was just scanned. You will consequently be holding
the reader tilted slightly upward rather than pointing exactly at the bar code. Just be sure the laser
beam extends clear across the bar code and overlaps on both sides.
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Box Menu
NEW BOXES

When you hear, “New boxes?” and answer Yes by pressing the Enter Key, the reader displays Box,
and you will hear the word, “Box” spoken.

Overview of New Box Entry Procedure

After locating a shelf onto which new boxes can be put, turn on the reader, choose Program # 1, and
then go to Data collection.

If you already have data in the scanner, you will automatically be returned to your previous prompt, as
described above.

If there is no data in the scanner you will be prompted to select a function, i.e., New boxes?, Boxes
returning?, Folders returning?, Finished?. Choose New boxes by pressing the green ENTER/YES
key.

1. Assigned Box: The reader first prompts you for the Assigned Box Number. Scan the Assigned
Box Number bar code on the label.

2. Client Number: The reader next prompts you for the Client Number. Scan the client bar code on
the label.

3. Department: The reader will next prompt you for the Department Number. Scan the Department
Number bar code on the label. This field may often be empty, as not all clients will want to track
their boxes by department. If empty, you can either scan the bar code or press the green Enter
key.

4. Location: The reader then prompts you for the Location. Scan the bar code on the shelf onto
which your first box is to be placed.

When finished scanning the Location bar code, the reader will automatically return to the Box prompt.

If you are putting more than one box onto the same shelf you can either scan the shelf label again, or
you can press the Enter key and the reader will recall the last shelf scanned. So, if you are storing 30
boxes for the same department, you need to scan the department bar code only once. But always
remember to scan a new department bar code when you switch to another department. NOTE: This
feature works similarly in all the fields.

When finished scanning all new boxes, you can press the End key and you will head the next menu
prompt, “Boxes returning?“

You can scan new boxes and stop — and then, without uploading, you can scan boxes returning, or
folders returning.

When you are finished scanning, you can upload the reader at your convenience.

Boxes Check out

When you hear “Check out box?” and answer Yes by pressing the Enter key, you will receive a
visible and audible “Box” prompt.

Assigned Box Number
At the Box prompt, the Assigned Box Number is scanned from the box label. When you are finished
checking out boxes and ready to go to the Menu, press the End key.

Person
This prompts you to scan or type in the name of the person to whom the box is being checked out.
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Boxes Returning

When you hear, “Check in box?” and answer Yes by pressing the Enter key, you will again receive a
visible and audible “Box” prompt.

Assigned Box
At Boxes Returning Box prompt, the Assigned Box Number is scanned from the box label, as above.
When you are finished returning boxes and ready to go to the Menu, press the End key.

Location
At this prompt, Archive Manager expects you to scan the bar code label on the shelf onto which you
will be placing the first of the returned boxes.

Move Boxes

The Move Boxes prompt allows you to scan boxes that are already in the database to new locations,
and generates the necessary audit trail.

When you hear, “Move box ?” and answer Yes, you will receive a visible and audible “Box” prompt.

The Assigned Box and Location prompts function similarly to those prompts in Boxes Returning.

Folder Menu
NEW FOLDERS

This function is used when putting new folders into boxes. The prompts are:

= File#
= Box#
= Client
=  Dept.

MOVE FOLDERS

This function is used when putting moving existing folders into different boxes. The prompts are:

=  File location
= File#

FOLDERS RETURNING

This function is used when folders are returned to their boxes. When the bar code reader is uploaded
and the scanned information processed, you will receive a report. If you have accidentally put a folder
into the wrong box, the report will show this as an error. In this event, the error should be corrected
immediately. The prompts are:

=  (Client
= Box#
= File#

There is also a routine to check in folders and verify the box. The voice prompt is “Check in Folder
Against Box”. The prompts are:

= Client (from the folder label)
=  Box # (from the folder label)
= File#

Chapter 19 — Portable Bar Code Reader Page 113



= Client (from the box label)
= Box # (from the box label)

CHECK OUT FOLDERS

This function is used when retrieving Folders from Boxes. The prompts are:
= File#

= Person - This prompts you to scan or type in the name of the person to whom the folder is being
checked out to.
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Chapter 20 - Optional Modules

Web Based Client Data Entry
Software

Archive Manager’s Web based client
data entry software (right and Appendix
D) is a package that is installed onto a
web server either at your office or hosted
by us. Once licensed, you have the right
to grant access to Web Data Entry to as
many of your clients as desired. You can
even charge a fee to help offset the cost
of Client Data Entry.

The Web Client Data Entry
Software has options that

allow clients to update the
information for boxes already in
your records center, and to enter
folders for boxes already in your
center; switches can be set in the
software to turn these options on
and off.

The software also prints box and
folder manifests for all new items
going to your record center, and
there are additional reports to
permit clients to edit the data they
are submitting.

hox view
Box #: 302091
Department: LEGAL
Description:  HARRISON LAND ACQUSITION
Dates
From date: 04/01/2009 [8  To date: 08/15/2009 [8  Destroy date: |12/31/2019 [
Record title:  ACQUSITION
Location:
Cross references
Ref 1: 9108 Ref 2: AD43
Comments: ALL PAPFRWQORK TNCILIDTHG MEGOCTATIONS
Folder view
Box #: Department #:
Folder # (1 to 999): |1 D: TG
Matter no.: 6543/43201
Major description: HARRISON MANUFACTURING CORP
Minor description: SITE SURVEY
Dates
From date: 04/01/2009 [ To date: 08/15/2009 [8| Destroy date:
Cross references
Ref 1z H1001 Ref 2:
Comments: PRODUCED BY BOB SMITH OF SMITH SURVEYS
Fig. 169

Save & new Save

Updated versions of the software can be downloaded from our Web site as they become available.

Please call for current pricing.
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Web Access

The Web Access module (Figure 170, below, and Appendix C) allows clients to access their records
via the web and to check out items any time at their convenience. This is truly indispensable for
servicing large volume clients. When clients need an item, they log into your server using their Internet
browser and query their box, file, or tape information. Archive Manager quickly responds, telling them
either that the item is available, or that it is currently checked out, and to whom.

Appendix C, Sections 1 and 2, below, provide detailed information about use of the Web Access
module.

Section 1 explains how to set up Web Access in Archive Manager at the archive storage facility.

Section 2 explains to customer how to use the Web Access module to access records and check out
items via the Web.

v A AM Web Access x o+ = O X

C | ® 5062.123.47/AMWebAccess/Default.aspx#

Manager

Arci
Web Access Logout

Menu P Boxes [JFolders B\Tapes ¢ Supplies and materials @ View order

I (R

Search Filter
Description:  GENERAL LEDGER Department: ACCT In the record center
@ Checked out

¥ Boxes

Box Number: Cross reference:
B Folders Added to current order

¥ Tapes To: Items per page: 25

From date: Comments:
Boxes
To date:
Show Report
Folders

Previous 2 Next
Tapes 29 records

Box Description From To Department Crossref  Destroy Date rec Comments
Supplies & Materials

620501 GENERAL LEDGER 04/01/2022 06/30/2022 ACCT 12/31/9998 00/26/2023 Includes auit analisys prepared

by Gerte...
620500 GENERAL LEDGER 01/01/2022 03/31/2022 AccT G754 12/31/9998 09/26/2023 INCLUDES BACKUP LEDGERS
View Order
L432
620499 GENERAL LEDGER 01/01/2021 06/30/2021 AccT 12/31/2028 07/06/2022 ALL BACKUP
Save Order Mess7
Ereultlis 534213 GENERAL LEDGER 04/01/2021 06/30/2021 AccT 06/30/2028 07/06/2022
543120 GENERAL LEDGER 01/01/2021 03/31/2021 AccT 03/31/2028 07/06/2022 Includes auit analisys prepared
Help by Gerte...
843776 GENERAL LEDGER 10/01/2020 12/31/2020 ACCT 12/31/2027 06/29/2021
843775 GENERAL LEDGER 07/01/2020 09/30/2020 ACCT 09/30/2027 06/29/2021
843774 GENERAL LEDGER 04/01/2020 06/30/2020 ACCT 03/31/2027 06/29/2021
® 843773 GENERAL LEDGER 01/01/2020 03/31/2020 ACCT 1876 03/31/2027 06/29/2021

—Rccord Management
—— | Software, Inc.

Fig. 170
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Appendix A - Field Definitions

Assigned Box Number: a 9 position, numeric field containing the number assigned to a given Box.
Archive Manager can automatically assign this number for manually entered Boxes. A code in the
Setup file determines if each box must have a unique Assigned Box Number, or if numbers can be
reused between clients (but never within a given client).

Being Held: a code placed into the Box and/or Folder database to indicate the items cannot be
destroyed.

Billing-State: a 2 position alpha field in the Client Master file that contains the State portion of the
billing address.

Billing-Address 1: a 30 position, alpha/numeric field in the Client Master file that contains the first line
of the billing address.

Billing-Address 2: a 30 position, alpha/numeric field in the Client Master file that contains the second
line of the billing address.

Billing-City: a 20 position, alpha/numeric field in the Client Master file that contains the City portion of
their billing address.

Billing-Contact: a 30 position, alpha/numeric field in the Client Master file that contains the individual
to whom the Invoice should be addressed.

Billing-Invoice Number: a number generated automatically for each invoice in the format
xxxx-y-zzzzz where the first invoice for March 2013 would be 2013-1-00001, as follows:

x is the 4 digit year,
y is the last month (1 for January, 12 for December), and
z is a 5 digit number with leading zeros (starting with 1 for each month).

Billing-Telephone Number: a 14 position numeric field in the Client Master file that contains their
billing telephone number.

Billing-Terms: a 20 position, alpha/numeric field that contains the wording of the Terms. Example:
“Now Due and Payable, Net 10 Days.” Can be different for each client.

Billing-Zip Code: a 10 position numeric field in the Client Master file that contains the Zip Code
portion of their billing address.
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Billing Code: a 2 position, alpha/numeric field used to describe a particular service performed.

Billing Description: a 40 position, alpha/numeric field used to define each Billing Code. The
information entered here will appear on the Invoice. An example would be a Billing Code for entering
new boxes received. It might read ‘Indexing New Boxes and Files.’

Billing Rate:

This is a 10 position numeric field containing 4 decimal places. It contains the rate that will be charged
for a specific Billing Code. The reason for having 4 decimal position is to allow for charging a very
small rate, like .002 cents per image for scanning and making microfiche.

Box Description: a 50 position, alpha/numeric field containing a brief description of what is in the
Box.

Box Size Code: a 4 position, alpha/numeric field. A code placed into the Box Inventory to indicate the
size of the box. The computer automatically takes this information from the Location Master File as the
Box is entered into Archive Manager.

Box Size Description: a 30 position, alpha/numeric field describing the Box Size. Example: Standard
Size Box, Transfer Case, etc.

Client-Company Name: a 30 position, alpha/numeric field in the Client Master file and is used to
enter your client’'s company name.

Client-State: a field in the Client Master file that contains the State portion of their address.

Client-Address 1: a 30 position, alpha/numeric field in the Client Master file that contains the first line
of their business address.

Client-Address 2: a 30 position, alpha/numeric field in the Client Master file that contains the second
line of their business address.

Client-Attention Of: a 30 position, alpha/numeric field in the Client Master file that contains the
individual to whom the Invoice should be addressed.

Client-Billing Rate: a 10 position numeric field containing 4 decimal places. It contains the rate this
client will be charged for a specific Billing Code. The reason for having 4 decimal position is to allow
for charging a very small rate, like .002 cents per image for scanning and making microfiche.
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Client-Billing Representative: a 20 position, alpha/numeric field that contains the name of the
individual in your company the client should call if they have any questions regarding the Invoice.

Client-Canada GST tax: a coded field that tells the computer you need to calculate, invoice and
collect the Goods and Services Tax for your client in Canada.

Client-City: a 20 position, alpha/numeric field in the Client Master file that contains the City portion of
their address.

Client-Department Indicator: a coded field that tells the computer if the client wants to track their Box
Inventory at the Department level.

Client-Exempt Code: a coded field that tells the computer this client is exempt from sales tax. Even
though you may engage in a taxable transaction (sell new Boxes as an example) sales tax will NOT be
added to this charge.

Client-Minimum Storage: a 6 position numeric field used to record what, if any, minimum storage fee
should be applied to this client. This can be different for each client.

Client-Number: a 10 position, alpha/numeric field containing the number assigned to each client.

Client-Storage Indicator: a coded field that tells the computer what billing cycle the client is on -
monthly, quarterly, or annually.

Client-Telephone Number: a 14 position numeric field in the Client Master file that contains their
Business telephone number.

Client-Type Billing: a coded field that tells the computer whether the client is paying per cubic foot or
per box.

Client-Zip Code: a 9 position, alpha field in the Client Master file that contains the Zip Code portion of
their address.

Contract Number: a 10 position, alpha/numeric field used to enter the client’s contract or purchase
order. This information is printed on the Invoice.

Contract Begins: a date field used to record the beginning date of the contract. This information is
only used if the client is being billed annually for storage. If they are paying annually, Archive Manager
looks at the month portion of this date to determine when to include next year’s storage on their
invoice.
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Contract Ends: (not currently used)

Cost Per Box: a 10 position numeric field containing 4 decimal places. It contains the rate that will be
charged for a specific size box.

Cross Reference: a 15 position, alpha/numeric field into which you can enter your client’'s box
number.

Cubic Feet: a 9 position numeric field containing 4 decimal places indicating the number of cubic feet
a specific size box contains.

Date In: a date field used to record the date a Box or Folder is Returned.

Date Out: a date field used to record the date a Box or Folder is checked Out.

Date Received: a date field; only valid dates can be entered. Used to record the date the Box or
Folder was received into your records center. Also used when calculating prorated current month
storage.

Department Number: a 10 position, alpha/numeric field containing the number assigned to each
clients department. When setting up the client Master you need to indicate the department number is
required. And you must also enter each valid department for this client in the client Department Master
File.

Destroy Date: a date field used to describe the month, day, and year the Box can be destroyed.
Supplied by the client or the computer will automatically put 12/31/9998 into the field.

Duplicate Box Number: a code in the Setup file that is used to indicate how you want to validate
each Box Number. One option will check each Assigned Box Number and will NOT allow any two
boxes to exist with the same number. Another option allows for two or more boxes to have the exact
box number but each of those boxes must belong to a different client. In other words, no client can
have the same two box numbers.

Folder Number: a 4 position numeric field used to identify each Folder in a Box. This number is
automatically entered by Archive Manager at the time Folders are entered. The can be a maximum of
9999 Folders in any one Box.

From Date: a date field, only valid dates can be entered. Used to describe the beginning range of
dated information in a given Box or Folder.
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ID Number: a 5 position, alpha/numeric field used to record an addition piece of information about a
Folder. Example: A law firm may use this to record the initials of the attorney responsible for this case,
i.e., DBC

Location: an 11 position, alpha/numeric field used to describe each shelf in the records center.

Major Description: a 50 position, alpha/numeric field used to describe information about a Folder.
Example: A law firm might use this field to describe their client, SMITH vs. JOHNSON.

Matter Number: a 13 position, alpha/numeric field used to describe additional information about a
Folder. Example: A law firm may use this to record the Case Number, l.e., ABC1234

Media Code: a 3 position, alpha/numeric field used to identify what is in each Box. If used, you need
to enter all of the valid Media Codes into the Media Code Master File.

Minor Description: a 50 position, alpha/numeric field used to describe more information about a
Folder.

Example: A law firm may use this field to indicate a brief description of the case, i.e., REAL ESTATE
CLOSING.

Password: a 15 position, alpha/numeric field used to enter information known only to the individual to
whom it has been assigned and is used to gain access to the software.

Prorate: a code used to indicate when the charges for a specific Billing Code will be calculated from
the date received until the end of the month.

Purchase Order Number a 10 position, alphanumeric field used to enter the client’s contract or
purchase order. This information is printed on the Invoice.

Quantity: 10 position numeric field with 2 decimal positions. It is used to record the number of
services performed for a given work order/billing code. Example: If you are charging the client for
picking up 25 Boxes the “quantity” would be 25.

Record Title Code: a 10 position, alphanumeric field containing information supplied by your client
about a series of boxes.

Return By: a date field used to record the date a Box or Folder is to be Returned.
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Sales Tax Indicator: a code used to indicate when a specific Billing Code is subject to sales tax.

Space on Shelf: a 2 position numeric field used to record the actual space on the shelf. In most cases
it is automatically assigned by the computer as the bar code reader is uploaded.

Save Location: a code in the Setup file that is used to indicate if you are Reserving the space when a
Box is checked out or if you are operating in a Random method.

Setup Account: The income account that charges will be transferred to in QuickBooks.

Tax Rate: The sales tax rate charged to a specific customer expressed in decimals. For example
6.5% would be entered as .065.

Ticket Date: a date field and is used to indicate the date of the service on a given ticket or work order.

Ticket Number: 6 position, alpha/numeric field used to record a Work Order relating to a specific
charge.

To Date: a date field; only valid dates can be entered. Used to describe the ending range of dated
information in a given Box or Folder.

Unit of Measure: a 6 position, alphanumeric field used to give meaning to the service being
performed. It is entered into the Master Billing Code file and automatically placed onto any screen
where Charges are involved. An example would be a Billing Code used to charge for data entry
services at 35.00 per hour. The Unit of Measure in this case is ‘Hours’.

User ID : a 10 position, alphanumeric field used to enter information known only to the individual to
whom it has been assigned and is used to gain access to the software.

Work Order: See ticket #- 6 position, alpha/numeric field used to record a Work Order relating to a
specific charge.

WWW: Your web address URL.

Your Address: a 30 position, alphanumeric field in the Setup file that contains the first line of your
business address.
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Your City: a 30 position, alphanumeric field in the Setup file that contains the City portion of your
address. This information appears on the bottom of each report.

Your Name: a 30 position, alphanumeric field in the Setup file that contains your Name. This is the
name that appears on the bottom of each report.

Your State: a 2 position alpha field in the Setup file that contains the State portion of your address.
This information appears on the bottom of each report.

Your Telephone Number: a 14 position numeric field in the Setup file that contains your Business
telephone number.

Your Zip Code: a 10 position numeric field in the Setup file that contains the Zip Code portion of your
address.
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Appendix B - Portable Codes

KEY: REQ = required field IMP = field that can be imported from the previous operation

Boxes
Boxes returning:
BI-B - Box# - REQ
L - Location Code - (if missing, return to the same Location)

Boxes checkout:
BO-B - Box# - REQ
P - REQ, IMP

Move box to a new location:
BM-B-Box# - REQ
L - Location Code - REQ, IMP

New Boxes:

BN - B-Box# - REQ

C - Client Code - REQ, IMP

D - Dept Code - IMP

L - Location Code - REQ, IMP

New Boxes with cross reference:
BN - B-Box# - REQ

C - Client Code - REQ, IMP

A — Cross Reference - REQ

L - Location Code - REQ, IMP

Folders
Folders Returning:
Fl- C- Client- REQ -IMP
B - Box# - REQ, IMP
F - Folder Number - REQ

In our current implementation, you can return a folder only to the box from which it was taken (box
identification is a part of folder identification. If a folder is returned to a different box, Archive
Manager can not track it and there will be no Audit Trail. You must make absolutely certain that
the destination box belongs to the same client as the folder, since folders are identified by their
boxes.

Folders Check Out:
FO - B-Box# - REQ

F - Folder# - REQ, IMP
P - person

Appendix B - Portable Codes Page 124



Folders Move:

FB-O - OldBox#

F- folder#

N - New box #

P - Person REQ, IMP

This operation moves a folder from one box to another one owned by the same client. You must
make absolutely certain that the destination box belongs to the same client as the folder, since
folders are identified by their boxes.

New Folders:

FN-F — Folder#

B - Box#

C - Client Code - REQ, IMP

D - Department Code - IMP

L - Location Code - REQ, IMP

Tapes
Tapes Returning:
TI- C- Client- REQ -IMP
B - Box# - IMP
T - Tape Number - REQ

Tape Check Out:

TO - B-Box# - REQ (only for boxed tapes)
T - Tape# - REQ, IMP

P - Person

Tapes Move:
TL-T - Tape#
L - Location Code - REQ, IMP

New Tape:

TN-T — Tape#

B - Box#

C - Client Code - REQ, IMP

D - Department Code - IMP

L - Location Code - REQ, IMP
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Appendix C - The Web Access Module

Section 1 - Record Center Instructions
TECHNICAL REQUIREMENTS

The Web access module runs on a Windows 2016 server or higher, and requires a static IP address.

To host the module you can use either your own in-house server, or a commercial web hosting
service.

& NOTE: If you plan to plan to host the Web Access Module privately, note that IIS 7.5 is deployed with
a static IP address. Please call for technical assistance and pricing.

If you are hosting the Web Access Module privately, after it is installed at your server, have your Web
administrator add a link to your Login URL on your home page. When your customers are ready to use
the Web Access Module, they can simply click the link to access the Login page, enter their username
and password, then click Login.

SETTING UP THE WEB ACCESS MODULE IN ARCHIVE MANAGER

If a Contact has previously been set up for the customer in question, the Web Access Module uses the
contact’s existing user name and password and no further setup is required (see The Contact Screen,
Page 19). Otherwise, simply create a contact for the customer, with a user and password. The
procedure you use will depend on whether departments have been set up for the particular customer
in the Maintain Clients screen.

o Customers without departments: refer to Page 19, The Contact Screen.
e Customers with departments: refer to Page 21, The Department Contact Screen.

At the Maintain Clients screen, select a client and click Edit, or else double-click the client to view the
client entry in the Current Client screen.

When users at non-departmentalized customer sites request items for check out, Archive Manager will
use the customer’s main address for the delivery ticket.

Once your customer’s contacts have a user name and password, all they need is their web browser to
log in. They will typically go to an address that you will provide, like
http://your_ip/AMWebAccess/Login.aspx, to log in.
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WEB ACCESS RETRIEVALS

You will be notified in several ways that a new Web access order is pending:

= an email will be sent to your account from your SMTP server, and
= amessage will pop up in the lower right-hand corner of your screen, or
= amessage will appear in the message box above the maintain menu.

After receiving notice that a new Web Access was received, go to Maintain Orders (Chapter 11) and
filter on the ticket number given in the notification. For a Web Access order, this number always begins
with “WEB?”, so it would be practical to click the filter labeled “Web order’.

Fig. 171
Orders E]@

Client code l:l Processed Irvealid

Ticket # | Wwieb order |

Order date Select ... No date. Fiter
(Oider date Ticket number Client code Department Feguestor Address ﬂ
1044/2009 WEBOODODO10 ROYAL At MA.JOE SMITH 453 MalN STRE
1045/2009 wEBODDO0011 SAMPLE Mt ANGIE
1041342009 wEBOODDOO1 2 SAMPLE N, ANGIE BO0 PARK AVE.
10428/2009 wEBOODDOO1 4 S4MPLE Nt ANGIE BO00 PARK AYVE.
1042842009 wEBOODDOO1 5 S4MPLE N, ANGIE BO00 PARK AYVE.
1042842009 WwEBDODDOO16 SAMPLE N4 ANGIE BO0 PARK AVE..
10/28/2009 WwEBOODDOO1 7 SaMPLE M ANGIE B00 PARK AVE.
10/28/2009 wEBOODDOO1 & SAMPLE Mt ANGIE BO0 PARK AVE.
10428/2009 wEBOODDOO1 3 S4MPLE N, ANGIE GO0 PARK AVE.
10428/2009 wEBOODDO020 S4MPLE Nt ANGIE BO00 PARK AVE.
1042842009 WEBDDDOOO021 SAMPLE N4 ANGIE B00 PARK AVE.
10428/2009 WEBOODODDZ22 SaMPLE TRADING GavLE MILLER EO0 PARK &VE
114142009 wEBOODDOO23 SAMPLE TRADING SAk BYROM BO0 PARK AVE.
11415/2009 wEBOODDO024 SAMPLE N, ANGIE BO0 PARK AVE.
11415/2009 wEBODDDO025 S4MPLE N ANGIE BO0 PARK AVE.
4| | 3
.&'3, Print &P Edt < Add " Delate & Dlose

Just process the order as you
normally do per Chapter 11. This
will allow you to charge for the
order and print your delivery ticket
and pull list.

Setting Up “Supplies & Materials” for the Maintain Orders Module

The Web Access module includes a Supplies & Materials list that is populated from your master
billing codes. See Billing Codes in Chapter 2 Getting Started. While you are setting up Web Access,
you should select the items your clients will see on the Supplies & Materials list.

To do this, proceed as follows:

1. Log into Web Access using the admin password supplied by Record Management Software.
The Billing Code Menu icon appears.
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M @ O A AMwebaces % [ —
& C R @ locahost/AMW D

Logout

Search Filter
# Boxes

¥ Folders

¥ Tapes

Boxes

Folders

Tapes

Supplies & Materials

Billing Codes

View Order

Save Order

Email Us

Help

[Record Management

——— il

Fig. 172

2. Select Billing Codes List; the Choose Billing Codes screen appears.

In the list of billing codes, click on the items that you want to appear on the pull down list for
your client.

Selected items appear with a green check; unselected items appear with a red check.

[l Selected billing codes

Biling code

TRANSMITAL INPUT

Search Filter
Boxes

Fold X | SEARCH
b ® | REFILE

SUPPLIED LEGAL CARTONS

Boxes

X,

SEARCH & DELIVER 1 FOLDER
Folders
SEARCH & DELIVER 2 FOLDERS

Tapes INVENTORY PER TRANSMITTAL

XA A

INVENTORY PER BOX

Supplies & Materials

SUPPLIED ARCHIVE CARTONS

Fig. 173

Your clients will now see the selection you created when they order supplies and materials using Web
Access.

The supplies and materials will appear in the Web order on the Non Item Billing Codes tab.
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Section 2 - End 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

RIMS Record Management

e | Software, Inc.

RMS ARCHIVES, INC

Your time is: Monday 5™ February 2024 — 10:47

rsmith

(] Remember Me

L vesodooz  JOMEPY

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 eight choices of action:

=  Super search filter (Contents)

=  Boxes
= Folders
= Tapes
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=  Supplies & Materials
= View Order
= Save Order

Archive Manager
=  Email Us Web Access

= Help (User Guide)

Menu

Fig. 175 I (<

Search Filter
+ Boxes

¥ Folders

¥ Tapes

Boxes
Folders

Tapes

Supplies & Materials

View Order

Save Order

Email Us

Help

RMS

I | R ecord Management

F——|Software, Inc.

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

Menu (JBoxes [JFolders BhTapes (@ Supplies and materials W View order

re—

Search Filter
Description: GENERAL LEDGER Department: In the record center
® Checked out

Box Number: Cross reference:
Added to currant order

To: Items per page: 26

From date: Ll m
To date:
Show Repart Search
Folders

previous [Ell 2 Next
Tapes 29 records

Description Department Cross ref Destroy Date rec Comments

Supplies & Materials
Includes auit analisys prepared

620501 GENERAL LEDGER 04/01/2022 06/3 022 ACCT 12/31/9998 09/26/2023 by Gerte...
620500 GENERAL LEDGER 01/01/2022 3/31/2022 accr G6754 12/31/9998 08/26/2023 INCLUDES BACKUP LEDGERS
1432
620499 GENERAL LEDGER 01/01/2021 06/30/2021 ACCT 12/31/2028 07/06/2022 ALL BACKUP
Mesa7
il Lis 534213 GENERAL LEDGER 04/01/2021 06/20/2021 AccT 06/30/2028 07/06/2022
543120 GEMERAL LEDGER 01/01/2021 acct 03/31/2028 07/06/2022 IT:';‘:‘E icanallcys prepared
Help miicm
843776 GENERAL LEDGER 10/01/2020 ACCT 12/31/2027 06/29/2021
B43775 GENERAL LEDGER 07, ACCT 09/30/2027 06/28/2021
842774 GENERAL LEDGER 04/C 5/ ACCT 03/31/2027 06/29/2021
Rocord Management
| S5 iweare, InC . o T = _ e

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 various categories, which can be used in
conjunction:
= Box Contents

=  Box Number

= Box Number To
=  From Date

= To Date

= Department

= Cross-Reference
= Comments

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.

- July, 2021 x
If you need to indicate one or more missing characters in your search, you can « | < | R [> [ »
use % as a wild card. For example, if you were searching for a Description like wh |Mon | Tue Wed Thu| 1 | Sat | Sun
"2019 or 2020 Sterling Closing", and couldn't remember exactly whether the jg el 7 L ; 15 1:
closing occurred in 2019 or 2020, you could enter "% Sterling Closing" to display 8 2| 3] 14| 5] 16 7] 18
all existing possibilities. For the Comments filter, the wildcard is automatically 290 19 20 21 22 23 24 5
applled 300 26 27 28 29 30 31

| Select date

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.

Appendix C — The Web Access Module Page 131




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

= 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 or the comments text to see the complete data.

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.

Boxes - JULIE GREENE / SAMPLE COMPANY To see who has
, a checked out
Description:  general ledger Department: ACCT .
box, click the
Box Number: Cross reference: Red dot at the
To: Trems per page: |25 left. A box will
From date: Comments: appear with the
To date: name Of the
Previous n Next date that he/She
19 d
records Checked out checked out the
Box Description i To: ross ref box.
620116 GENERAL LEDGER 01 GREG
620117 GENERAL LEDGER 02 Checkout date:
620118 GENERAL LEDGER 07 11/14/2017
620119 GENERAL LEDGER 10/01/2009 12/31/2009 AccT
SA764 .
® 843606 GENERAL LEDGER 01/01/2003 03/31/2003 accT | Flg 177
6654
® 843607 GENERAL LEDGER 04/01/2003 06/30/2003 AccT SA762
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Reports

Box
number

843757
843761
843762
843758
843759
843763
843760
843773
843774
843775
| 843776

Description

GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER
GENERAL LEDGER

Boxes report

From date

01/01/2016
01/01/2016
04/01/2016
04/01/2016
07/01/2016
07/01/2016
10/01/2016
01/01/2020
04/01/2020
07/01/2020
10/01/2020

To date

03/31/2016
03/31/2016
04/30/2016
06/30/2016
05/30/2016
09/30/2016
12/31/2016
03/31/2020
06/30/2020
05/30/2020
12/31/2020

Department

ACCT
ACCT
ACCT
ACCT
ACCT
ACCT
ACCT
ACCT
ACCT
ACCT
ACCT

Cross

reference

J876

Destroy
date

03/31/2023
03/31/2023
04/30/2023
03/31/2023
03/31/2023
09/30/2023
03/31/2023
03/31/2027
03/31/2027
09/30/2027
12/31/2027

Received
date

05/14/2017
11/14/2017
1111472017
05/14/2017
051472017
11/14/2017
05/14/2017
06/29/2021
06/29/2021
06/29/2021
06/29/2021

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.

Fig 178

FOLDERS

Folders

Tapes

Supplies & Materials

View Order

Save Order

Email Us

Help

me ==

46 records

428 1
473 1 acct
011 8 AC
11238 1 ACCT
11238 2 accT
11238 3 AC

® 234103 1 acct

® 234103 2 accT
218049 o accT

Folder no:

To:

Minor desc:
Matter no:

Box number:

(¥Boxes [Folders B Tapes ¢@ Supplies and materials W View order

Folders - JULTE GREENE / SAMPLE COMPANY

Major desc:

Folder# Department Major description

WILLIMSON SPECIAL PROJECT
APPLEGATE - MILLER
TEST

RANDOLPH ELECTRIC

LYNCHBURG FUEL

KENSINGTON 01

STATEMENTS AND CONFIRMS A
F

Department:  ACCT
Cross reference:
Items per page: 25
ID:
[ ents: |

Minor description

PAID BILLS
PAID BILLS

PAID BILLS

VOUCHERS

Matter

no

123-568

123-568

123-568

From

Y the recora center

| Jchecked out |

| Jin a checked out box
[ JAdded to current order

g

Cross ref

GFD

GFD

ooD

Comments

Includes all purchase orders

and bills o...

Includes all purchase orders

and bills.

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.
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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

= Comments

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 wildcard, except the Comments filter, where the wildcard is automatically
applied.

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 folder has been checked out to.

= Orange dot — Folder is in a box that is checked out.
= Yellow dot — Folder is scheduled for delivery.

Comments

To see comments for a folder, click on the folder number or the comments text to see the complete
data.

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 left of the screen. To print all items, leave the filters blank.
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TAPES

Logout

P Boxes [ Folders £ Tapes 2 Supplies and materials ¥ View order

Major desc: [E{AKG BACKUP Department ACCT In the record center
® Checked out

T: Mo: T t
AL el ® Ina chacked out box
To: Cross reference sdded to current ordr
Minor desc Ttems per page 25
Cleat Fillers
Matter no: Comments

Folders Box number

]

e previous [l 2 Next
44 records

Supplies & Materials
Boxi# Tape#  Department Major description Minor description Matter no From To Type  Cross ref Comments

open shelf 41 accr MONTHLY BACKUR 01/01/2007

open sheff 405 acct MONTHLY BACKUP 02/01/2009
View Order
open shelf 406 accT MONTHLY BACKUP 03/01/2000 | 03/31/2009

Save Order open sheff 402 acct MONTHLY BACKUP 02/01/:
open shelf 403 acct MONTHLY BACKUP 03/01/2015 | 03/31/2015
Email Us
openshelf 423 acct MGNTHLY BACKUP o1/01/2016 MT
Help open sheif 424 ACCT MONTHLY BACKUP 02/01/2016
@ |openshelf 441 Acet MONTHLY BACKUP 01/01/2017 HT
opanshelf 442 acet MONTHLY BACKUP 02/01/2017

open shelf 443 Acct MONTHLY BACKUP 03/01/2017

RMS open shelf 456 acctT MONTHLY BACKUP 01/01/2017

— o cord Management
—Software, Inc.

onen shelf 457 aceT MONTHIY RACKUE mmizmz | mmeng

Fig. 180
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

= Tape type

= Cross Reference
= Department

=  Comments

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 wildcard, except the Comments filter, where the wildcard is automatically
applied.

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 tape has been checked out to.

= Orange dot — Tape is in a box that is checked out.
= Yellow dot — Tape is scheduled for delivery.
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Comments
To see comments for a tape, click on the tape number or the comments text to see the complete data.

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 left of the screen. To print all items, leave the filters blank.

SUPER SEARCH FILTER

A

Filling in text in the field labeled Search Filter, allows you to search all modules at once. If not already
open, the tabs for boxes, folders, and tapes will automatically open and search for any matching
characters within:

Boxes

= Box Description
= Comments
Folders

= Major Description
= Minor Description
=  Comments

= Major Description
= Minor Description
= Comments

NOTE: The Super Search Filter requires that you enter the text from its beginning. If you are searching
for part of a text, use the wildcard key %. The wildcard character is %, meaning “accept any value”. It
may be used in any part of a query. It may be used with any of the text filters as a key word search.
The comments field does not require a wildcard and will search for any embedded text string. For
example %JONES in a description finds all files with the phrase JONES such as SUSAN JONES or
SMITH and JONES.

After entering text to search for, click the magnifying glass symbol. You will then have the results
page. You can then click on the boxes, folders, and/ or tapes tabs to see the actual data found.
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Logout
Q Results Found

Boxes:

19 records
expense

= Folders: 15 records.
Search Filter

B Boxes Tapes: 0 records
¥ Folders

¥ Tapes

Boxes

Folders

Tapes

Supplies & Materials

View Order
Save Order
Email Us

Help.

n M s |Record Management
Fig.181
SUPPLIES & MATERIALS

Before saving your order, Archive Manager
click the Supplies & Web Access

Materials button on the
Menu to add materials to Menu P Boxes [JFolders ByTapes (@ Supplies and materials
the order. You may

choose from a listto order [ I
boxes, bar podes, and . Search Filter SUPPLIED ARCHIVE CARTONS 20
other supplies. These will Boxes
" SUPPLY MT TRANSFILES 0
be added to your order. Folders
Tapes BAR CODED LABELS 50
SUPPLIED LEGAL CARTONS 0
Boxes
PICK UP 0
Folders SUPPLY CHECKFILES 0
BIN RENTAL 0
Tapes
TRANSMITAL INPUT 0
Supplies & Materials BUBBLE WRAP 0

Fig. 182

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.

NOTE: The administrator setup procedure for this feature is discussed in Section 1 of this Appendix.
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THE VIEW ORDER SCREEN

Logout

Boxes [JFolders ByTapes ¢@ Supplies and materials W View order

[ Description From To Department Cross ref Destroy Date rec

620499 GENERAL LEDGER 01/01/2021 06/30/2021 accT 12/31/2028 07/06/2022

Folders

Folders

Folder# ajor description % i Matter no o Cross ref

Tapes 11238 1 RANDOLPH ELECTRIC PAID BILLS 123-568 1/01/2000 D
11238 2 LYNCHBURG FUEL PAID BILLS 123-568 01/01/2000 =2
Supplies & Materials
Tapes
Major description Minor description Matter no Cross ref
View Order open shell 403 MONTHLY BACKUP 03/01/2015 03/31/2015
Save Order
b Billing code Quantity
SUPPLIED ARCHIVE CARTONS 50
BAR CODED LABELS 50
Comments

Please deliver to Barbara Frank on 5th floor

ecord Management

Fig. 183

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. Then there is a section for
the supplies and materials ordered.

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.
Click the Print order icon to print a copy of the order for your records.

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

SAVE ORDER
When you have finished making r Cross reference:
your selections, remember to click .
the Save Order button on the left X l
menu. i ®
This dialog box also appears if B !

you accidentally try to log out

9
. . t ) You are logging out from Web
without saving the order. i ad g

- Access. .
ription Fro Cross ref Destro
Fig.184

Would you like to save your

501

RAL LEDGER 11/1 12/01/2¢
502

changes?
RAL LEDGER 01/0 06/30/2¢
| LES [ | No || Cancel
RAL LEDGER 01/0 12/01/2C
RAL LEDGER 01/01/2001 06/30/2001 ACCT 12/01/2¢
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@ Order Saved x

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.

New order generated. Client: LEVEN & TAYLOR

Fig. 185
Ticket no: WEB00000287
Requested by: BOB SMITH
Tel no: (212) - 545 - 7898
Address: 2000 FENWAY BLVD

OK

Subject: Message from the records center
Dear BOB SMITH,

This is a confirmation message from AM Web Access
Your order has been received.
Please do not reply to this message

Thank you,
RMS ARCHIVES

New order from LEVEN & TAYLOR

Ticket no: WEBO00003081
Requested by: BOB SMITH

Tel no: N/A

Address: 2000 FENWAY BLVD

EmMAIL Us

Clicking on the Email Us opens a new message from your default email client like Outlook or Windows
Mail. This automatically inserts the proper address to the record center and includes your client name
in the subject line. You can then type your remarks.

HELP

Clicking on Help brings up the User Manual.

LOGGING ouT

Click Log Out in the upper right 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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Appendix D - The Web Data Entry Module

Section 1 - Record Center Instructions
TECHNICAL REQUIREMENTS

There are two possible ways to deploy the Web Data Entry Module. The module can be hosted using
either:

= your company’s in-house server (a fixed IP address is required), or
= acommercial web hosting service.
NOTE: If you plan to plan to host the Web Access Module privately, note that Windows 2016 Server or

higher and a static IP address are required with IIS 7.5 deployed. Please call for technical assistance
and pricing.

If you are hosting the Web Data Entry Module privately, after it is installed at your server, have your
Web administrator add a link to your Login URL on your home page. When your customers are ready
to use the Web Data Entry Module, they can simply click the link to access the Login page, enter their
username and password, then click Login.

SETTING UP USERS

Since each client will need its own data batch set, a

RMS Record Management user name and password is required for each
— Software, Inc. employee who will use the system.
Go to the designated URL typically
Archive Manager - Web Data Entry login http://ip/WebDtaEntry/default.aspx and log in at the
RMS Archives Web Data Entry Login screen. Enter User Name =

o o } admin and the password.
Your time is: Tuesday 23" January 2024 — 9:33

Username

Fig. 186
Password

[7) Remember Me
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THE WEB DATA ENTRY ADMINISTRATION SCREEN

[ b bl patimy DU ST Sl IR

=l |

R R B R AT g

Fig.187

After you log in, the Web Data Entry Administration screen appears (above).

You can sort on any column by clicking its heading. There is a filter for Client code. To edit an existing
user, double click any user. To delete a user, highlight the use and click Remove Batch User at the
top of the form.

THE EDIT USER SCREEN

To add a new user, click the Add Batch Edit user GerryT
User at the top of the list. Username:
Fig. 188

Client code:

Fields with a red * are required.

*Username — Note that each client may Department code:

have multiple users.

Email:

*Password — May be changed at any Options
time. Location:
*Client code — This entry must match Comments:
the Client Code set up in Archive Cross references:
Manager. Record titles:

*Client name — Your entry here

ROYAL

gtaylor@rovyalins.biz

[< I < < I

Password: nath87

Client name: ROYAL INSURANCE

Department name:

Save & new Save

populates the Client Name field at the top of the Box and Folder Entry screens.
Department Code — This entry must match the Department Code set up in Archive Manager.
Department Name — if entered in password setup will appear in the Box and Folder screens.

*Email — Enter the user’s email address.

NOTE: Any user who is limited to a single department in Archive Manager will only be able to enter
items for that department.
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User options — Use the check boxes to permit users to:

= enter locations (typically unchecked, since boxes are scanned the as they arrive)
= enter Comments

= enter Cross References

= enter Record Titles

When finished entering information, click Save or Save & New. You can then log off.

THE CLEAN DATA FUNCTION

This function allows you to delete all data from the Clean old data

Archive Manager Web Data Entry database before a | |gefore: 01/01/2010 [

certain date. Only batches sent will be deleted. Click

the Clean button in the upper left and enter the date

of older data to delete. Fig. 190 Bk e

You will receive a warning and a confirmation.

FINALIZATION AND IMPORT

When your client has finished doing all their data entry, they click Send to Record Center. This
finalizes the batch, transmits the information to the record center via email, and removes the batch
from the Existing Batches (and Batch Content) screen.

Subject: AM Web Email - AM exported data from: 600
To: orders@RMSArchives.com
New batch from MOSLER . Batch Id: 345

The batch is marked as sent and appears in the Web Data Entry tab of Import/ Export in Archive
Manager.

The batch data can be imported into Archive Manager using the instructions provided in Chapter 17 of

this manual, Import/Export of Client Data. The email address for the record center is part of the set up
procedure
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Section 2 - 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 thumb drives 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.

Optional authority for users

In addition, users may be granted authority to:

= enter locations (typically OFF, since boxes are scanned the as they arrive)
= enter Comments

= enter Cross References

= enter Record Titles

LOGGING IN

RIMS  Record Management

e ——| Software, Inc.

Archive Manager - Web Data Entry login
RMS Archives

Your time is: Tuesday 23" January 2024 — 9:33

Username

Password

() Remember Me

l esonaoosz |
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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.

THE BATCHES LIST SCREEN

Logoff]  SAMPLE / steve

Batch list

Aod batch gy Edit baien

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:

= Add - enter information for a new box and folders
Box list batch #: 905

= Edit — edit an existing box

“3Add YPEdit JJDelete Delete all gHAdd folder ¢ Show folders Go to batch list
= Delete — deletes the selected box Box# « Description
. . 724201 CASH RECEIPTS
= Delete All — Deletes all boxes within the selected S~ CASH RECEIPTS
batCh 724203 CASH RECEIPTS

724204 CASH RECEIPTS
= Add folder — add folders to a box 12305 GENENERAL LEDGER

= Show folders — brings up the list of folders for the 724206 GENENERAL LEDGER
724207 GENENERAL LEDGER
selected box

724209 LEGAL FILES HARRISON MANUFACTURING

u GO to batch I|St —_ returns to batch I|St 724210 LEGAL FILES HARRISON MANUFACTURING
724708 GENENERAL LEDGER
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THE EDIT BOX DETAILS SCREEN

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

Hox view x| The following fields are present. (Fields
Box #: 302291 with a red

Department:  LEGAL «® o are required):
Description: | HARRISON INC. LAND ACQUISITION

Dates

= "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: 04/01/2023
To date: 08/15/2023
Destroy date: | 12/31/2033

Record title:  ACQUISTION

Location:

* . -
Cross references = "Description — 50 character
e AD4563 alphanumeric field for description of
Ref 2: VF3287

box contents
Comments: ALL FILES RELATED TO THE ACQU[STJON\

@ Addfolder | | 1{)Folders | | Save & new Save Cancel

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 051521 results in 05/15/2021.
= 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 Folder view

To add a new folder to a batch, click the Add Box #: P AR
Folders in the Box Edit Screen or on the Box List.
The Edit Folder Details screen appears. e B o X6
The Box Number, Department, From and To vaterno: 0528 0157
Dates, and Destroy Date information are captured . 7SO WNUFACTURING TN
from the current box, and a new Folder Number is “:)”:t’e:e“"'mm”= SITE SURVEY
automatically created. Fromdate: [ox01205 |38
To date: 08/15/2023 9
Destroy date: |
The following fields are present. Fields with a red “ T
* p . Cross references
are required: e 1. 1763
»  “Folder# -3 position numeric; populated e
automatica”y’ but may be Changed manua"y_ Comments: PRODUCED BY EDWARD JOHNSON OF HANSEN SURVEYS

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.

Save & new Save

*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.

Folder list batch# : 95, box #: 724210

Explanations of buttons: §Add (Edit \@Delete Gotoboxlist Gotobatchlist Delete all
Folder # Major description «
* Add - Add folders to box 1 HARRISON MANUFACTURING INC
. . o 2 HARRISON MANUFACTURING INC
= Edit — Edit an existing folder
4 HARRISON MANUFACTURING INC
= Delete — Deletes the selected 5 HARRISON MANUFACTURING INC

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.
Batch no: 95
Box # DepartmentDescription Record title From date To date 3:;”0}. Ref1 I;Ef LocationComments
724201ACCT CASH RECEIPTS CASH 01/01/2023 03/31/2023 12/31/2028 F654433 ALL CHECK COPIES
724202ACCT CASH RECEIPTS CASH 04/01/2023 06/30/2023 12/31/2028 ALL CHECK COPIES
724203ACCT CASH RECEIPTS CASH 07/01/2023 09/30/2023 12/31/2028 B765 ALL CHECK COPIES
724204ACCT CASH RECEIPTS CASH 10/01/2023 12/31/2023 12/31/2028 B76323 ALL CHECK COPIES
INCLUDES TRIAL
24205ACC N} ; 01/202 2/31/202 27312 -
724205ACCT GENENERAL LEDGER GL 10/01/2023 12/31/2023 12/31/2030 L098 BALANCE
LU
724206ACCT GENENERAL LEDGER GL 01/01/2023 03/31/2023 12/31/2030 R543 NCLLPES TRIAL
BALANCE
INCLUDES TRIAL
242 “C V. 5 101/202 /01/202. 2/31/2! -
724207ACCT GENENERAL LEDGER GL 04/01/2023 07/01/2023 12/31/2030 BALANCE
y L LEGAL FILES HARRISON . . AT PR PRSP . . ,
724209ACCT MANUFACTURING ACQUISITIONS06/01/2023 12/31/2023 12/31/2030 L0987 SEE FILES
\Folder #|ID MajorDescription MinorDescription [MatterNo \From date |To date \Destroy date |Ref 1 |Ref 2|Comments
H \LAWRENCE |HARRISON MANUFACTURING INC |PUBLIC OFFERING 14759-500244 |06/01/2023 |12/31/2023 |12/31/2030 |[N§766} 'EC FILINGS
3 \LAWRENCE |HARRISON MANUFACTURING INC |LAND BOARD MEETING |14759-500244 |06/01/2023 |12/31/2023 |12/31/2030 |- - IPLANS AND DRWAINGS
LEGAL FILES HARRISON
242 - ) S 1S 06/01/202 2/31/202 2/31/2 M g .
724210ACCT MANUFACTURING ACQUISTIONS 06/01/2023 12/31/2023 12/31/2030 M0998 SEE FOLDERS
\Folder #|ID \MajorDescription MinorDescription MatterNo  |From date |To date IDestroy date |Ref 1 |Ref 2|Comments
i WATSON |HARRISON MANUFACTURING INC |LAND ACQUISTION GENEVA NY 01234-5668 06/01/2023|12/31/202312/31/2030 |H7635| TITLE SEARCH
2 WATSON |[HARRISON MANUFACTURING INC |[LAND ACQUISTION TYLER P4 01234-3668 [06/01/202312/31/2023 |12/31/2030 | F UNCLUDES DEED
4 WATSON |[HARRISON MANUFACITURING INC |[LAND ACQUISTION PEACHVILE GA 01234-5668 [06/01/2023|12/31/2023 |12/31/2030 | E -
5 WATSON |HARRISON MANUFACTURING INC' |[LAND ACQUISTION EAST BAYONE NJ |01234-3668 [06/01/2023|12/31/2023|12/31/2030 | -

INCLUDES TRIAL
BALANCE
[ Print || Close |

724708ACCT GENENERAL LEDGER GL 06/01/2023 09/30/2023 12/31/2030 K87

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).

Confirm x| NOTE: Only click this button when you are
9 | Are you finished with this batch? ready to transmit your batch to the record

- By sending the batch, you will no longer have the ability to edit it center.

Yes No

You will receive confirmation that your batch has been sent.
Archive Manager Web Data Entry

The batch has been sent successfully

OK

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 send it from the Batch list page.
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