


STEPS TO REQUEST BOX
PICK-UP & INDEXING

1. Visit www.securerecordssolutions.com and click on "CLIENTS” in top menu or visit
www.securerecordssolutions.com/clients to access the clients page directly.

TO ELIMINATE PAPER

2. From the Client Page (www.securerecordssolutions.com/clients), click on the “VISIT
PORTAL” button on the lefthand side of the page. Login using your username and
password. If you need password assistance, email
clientcare@securerecordssolutions.com.
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Access Your Document
Management Tools

ain Insight into your records - at your fingertips.

Client Portal Pay Online
$chedule shredding services, Stay on top of your account with
request a file for scon=on= our user-iriendly online bill pay
demand, order additional boxes, option. Pay your involce via credit
review your inventory._ whatever card. It's fast, easy, and secure.

you need to do, iU's only a few
clicks away.
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3. To have boxes picked up for indexing select "Pick Up Request".

Search Add Pick Up Request Service / Material Bin Service
ﬁ . BE’C”%;K; B
b 5 1=

Saarch all record types (i.e., boxes, Create inventory of records (ia., Request non-temized pick-up of
files and media). Request pick-upor | boxes, fles, and media) for pick-up. rocords (Le., boxes, fles and media). file
dalivery based on search results.

(ie.
3 or tay

4. List the Quantity of boxes to be picked up for indexing and storage.

Pick Up Items
Customer Type
[ MAIN.PO1.Bluewing Family Practice :J CONTAINER
Quantity
o :

Save Close

O

5. Click cart in top right corner of screen.

Send Order

O
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6. Choose "Standard Service" and then select “Send”.

Complete Send Order - PO1 Bluewing Family Practice

Delivery Address

Default Delivery Address : PO Box 178
Select Delivery Address Address
Fakeville
Address R =
GA

Customer Pickup - Standard Service

Destruction Services

Order Information Detail Indexing

Micro Film Destruction Not NAID Certified Service
Recycle Not NAID Certified Service

State

c Order Refe

Scan on Demand
DEMO HOME OFFICE 0 Standard Service
Unscheduled Shred Service
Charge to Department -
Comments

Send Cancel

O

7. View your Work Order confirmation to verify details. Our team will then
schedule a time to pick-up your records.

If you need further assistance, feel free to contact our team.

Phone: (229) 226 - 0414
Phone: (850) 656 - 6900



http://www.securerecordssolutions.com/

