SECURE
RECORDS
SOLUTIONS

REQUEST BARCODES
AND BOXES
ONLINE STEPS




STEPS TO REQUEST
BARCODES AND BOXES

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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STEPS TO REQUEST
BARCODES AND BOXES

3. Select “Service / Material” to request boxes or barcodes.

Pick Up Request Service / Material Bin Service

Request non-iemized pick-up of Request materials (Le., ampty boxes, Request Bin Service based on bin
records {i.e., boxes, files and media). file folders, labels or madia tapes). locations or bin numbers.

4. If you need barcodes, under Service / Material, select code “BCL -
Bar Code Label”, adjust to desired quantity. Barcodes are provided in
increments of 15. Once all of the above is complete, click “Save”.

Service / Material

Customer Departmeant Requested For
MAIN.PO1.Bluewing Fam 3 DEMO HOME OFFICE E SRS DEMO
Service [ Material Quantity

¥ BCL - Bar Code Label g 9
BX1 - Heavy Duty Box Sale Comments
BX4 - Check Box - 6 cu ft Sale
BXS - Blueprint Box .9 cf Sale
BXE - Containers Lid (Lid Only)
BX7 - Bags Sale
BX8 - Locks Sale
BX9 - Seals Plastic Sale Save Close
DEC - Data entry changes per field
DHD - Destroy Hard Drives
MRE - Misc Labor Charge Emergency
MRL - Misc Labor Charge per hour
PDC - Pickup/Deliver Container
PDF - Pickup/Deliver File
RCY - Recycling-Paper
564 - 64 Gal. Lockable Shred Bin
596 - 96 Gal. Lockable Shred Bin
SCC - Scanned Materials (Container)
SDS - Secure Destruction Services

SPS - Secure Purge Services
v
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STEPS TO REQUEST
BARCODES AND BOXES

5. If you need boxes, under Service / Material, select code “BX1 - Heavy Duty Box
Sale”, adjust the Quantity to the desired number of boxes (increments of 25 is the
most cost efficient). Once all of the above is complete, click “Save”.

Service / Material
Customer Department Requested For
MAIN.PO1.Bluewing Fam 3 DEMO HOME OFFICE ¥ SRS DEMO
Service / Material Quantity
¥ BCL - Bar Code Label F 0 e
BX1 - Heavy Duty Box Sale |  Comments

BX4 - Check Box - .6 cu ft Sale
BXS - Blueprint Box .9 cf Sale
BXE - Containers Lid (Lid Only)

BXT7 - Bags Sale

BX8 - Locks Sale

BX9 - Seals Plastic Sale Save Close
DEC - Data entry changes per field

DHD - Destroy Hard Drives

MRE - Misc Labor Charge Emergency

MRL - Misc Labor Charge per hour

PDC - Pickup/Deliver Container

PDF - Pickup/Deliver File

RCY - Recycling-Paper

864 - 64 Gal. Lockable Shred Bin
896 - 96 Gal. Lockable Shred Bin
SCC - Scanned Materials (Container)
SDS - Secure Destruction Services

SPS - Secure Purge Services
v

6. Press “Send Order” in the right hand corner of the screen.

O

7. Review your Work Order confirmation to ensure information submitted is
accurate. Our team will then schedule delivery of your barcodes and/or boxes.

Send Order

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

Phone: (229) 226 - 0414

Phone: (850) 656 - 6900 @ SRS



http://www.securerecordssolutions.com/

