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STEPS TO REQUEST A FILE

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.

Access Your Document
Management Tools

ou nesd 1o gain insight into your records = ot your ingetips.

Client Portal

Schedube shredding services, request a file for

3. Search by barcode number, short description, or any of the index criteria originally
designated with the SRS team as part of your Scope of Work.
Examples by record type include:
Human Resources: Last Name, First Name
Medical Records: Last Name, First Name, Medical Record Number or Date of Birth.
Accounting: Item and Date Range i.e. "Invoices June - October 2018"

Home Search - Add Pick Up Request Service / Material Bin Service Reports - Admin - Help

All = | 0000000000 Search
Search Add Pick Up Request Service / Material Bin Service

" 4 r e Eo —_—
~ - : 1 s ¥ hl E R
” 5
Search all record types (Le., boxes, Creata invantory of racords (1.6, Request non-temized pick-up of Request materials (1., ampty baxes, | Request Bin Servica based on bin

flos and media). Request pick-upor | bowes, fles, and media) for pick-up. rocords fie., boxes, fles and media]. e fokders, labels or media apes). locations or bin numbers.
dalivary based on search results.



http://www.securerecordssolutions.com/clients
http://www.securerecordssolutions.com/clients

STEPS TO REQUEST A FILE

4. The portal will give you a list of boxes and files containing your search criteria.

Sartby Barcode Y O=E S = 6 i H .

'ﬁ. Request From OffSite Barcode: 00000000000 SRS Customer: Jane Doe
= a Department: SECURE RECORDS. SRS Description: Medical Records
ra=ls
Bselected
In
ﬁ‘ Reguest From OffSite Barcoda: 00000000000 FBU: SRS Customer: Jane Doe
— a Department: SECURE R Description: Medical Records
sa=Els
Bselected
in

5. Click the Item Index icon in top right corner of screen.

= N1 B N-F

R

6. Search the list of boxes and confirm the file you want and which box it is in.

'ﬁ' Request From OffSite Barcode: 00000000000 FBU: SRS Customer: PO1: Client Name
— - Department: SECURE RECORDS.SRS Description: Medical Records
I | = Ij — Indexed Notes:
Bselected Berry, Max 03/02/2001, <

Blake, Sara 09/27/1984,
Christian, Kelly 10/11/2012,
Doe, Jane 10/31/1991,
Doe, John 12/24/1963,
Fallyn, Jerry 11,/01/1961,
George, Sara 07/23/1990,
Harrison, Jake 01/02/2003,
“Hinson, Abby 5/05/1975,

In

7. Click the gray Paper Icon to the left of the box you need.

ﬁ' Request From OffSite




STEPS TO REQUEST A FILE

8. Fill in the Department.

For "Description”, include details about the information you are looking for.
For Example - Last Name, First Name, DOB, Patient#, or other search term.

Then click "Request New".

Request Conbents.
Pareni lem Code

00000000000
O Rotsie dats entied o a4

!erhum Requested Far

Palge SRS

-

Dascrigtion

From Date

laduxed Netes

9. If you need additional files from this box repeat above steps.

If not, select “Close” in the bottom right hand corner.

Requess Contents
Parent item Code
00000000000

Requessed Far
O Rotaies duna entined on add

Falge SRS

Dascsiptisn

From Date To Dute.

Induxed Neoes.

From Cute
goosomes 0 sk JaneDoe
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STEPS TO REQUEST A
FILE OR BOX

10. From the main screen, select the Shopping Cart and click the
Shopping Cart icon in the upper right hand corner.

Hello Paige SRS = Log Out

& Items On Order (3)

11. Review your order. If everything is correct, click "Send Order".

Showing 1-10f 1

0s &
POS: Secure Records Selutions_C | Sand Ordar
% Remove Item Barcode: Unknawn  Parent Ttem Cede: 00000000000 FBU: SRS
f Customder: Jane Doe Description: Medical Records
\—// 18 selectad
Add for Palge SRS

12. Verify your address and select the method of delivery.

To request a file to be delivered electronically, choose “Scan on Demand”.
To request an entire box to be physically delivered, request “Standard Service”.
In the “Comments”, include anything specific you need from the file.

For example, "Path Report 2014" or “Case Notes".

Then select “Send”.

Complete Send Order - PO1 Bluewing Family Practice

Delivery Address

Default Delivery Address v PO Box 179
Select Delivery Address Address
Fakeville
Address Sail -
GA

Customer Pickup - Standard Service
Destruction Services
Order Information Detail Indexing
Micro Film Destruction Not NAID Certified Service
Recycle Not NAID Certified Service

Customer Order Reference ind SN
DEMO HOME OFFICE 2 Standard Service
BT BRI Unscheduled Shred Service ,
Comments

Send Cancel




STEPS TO REQUEST A
FILE OR BOX

13. If you choose electronic delivery, our team will upload your file to the client
portal. You will be sent a notification via email when the file is available for access.
You can find the file by entering the file name in the search bar of the client portal.

Home  Search ~  Add  Pick Up Request  Service / Material  Bin Service Reports ~  Admin v Help

All ~ | 0000000000

Search
Search Add Pick Up Request Service / Material Bin Service
o JL{%EFI-TTL
> ) =) o 60" E— : = -
) 4 ] ] u S

Search all record types (ie., boxes, Greata invantory of raconds (1.6., Request non-temized pick-up of Request materials (0., smpty boxss, | Request Bin Service based on bin
flos and media). Request pick-up or | boxes, files, and media) for pick-up. reconds (L., boxes, files and medial. il fokders, labets or media tapes). locations or bin numibers.
dalivery based on search results.

14. After you click “Search”, your file will appear. Select the magnifying glass.
A small screen will pop-up providing you with the option to view and download the
file. Click the PDF Icon to view and download your file

Item Barcode: FOD00126091 Parent Item Code: COD00000000 FBU: MAIN

& Send OffSite
& Customer: PO1:Bluewing Family Practice Description: DEMO

r g BPe=

Retrieved By ow

L

-

View Image

O I.| F0000132798 PDF

[ select Al Zip Selected H Download Selected

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

Phone: (229) 226 - 0414 ; D SRS

Phone: (850) 656 - 6900



http://www.securerecordssolutions.com/

