DataSafe
Web Access Instructions

Go to www.datasafe.com and click on Web Access.
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With Web Access, you can manage your records right from here 24/7. Flace orders, request pick
-ups, view inventory, key in one-line descriptions, which you can then search on and key in
review dates for records vou need to track.
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Ordering From DataSafe

When you need items returned to you from DataSafe, you can order them on the web for
delivery the same business day if submitted before 11am or following business day if
submitted after and before 5:30 pm. Rush or After Hours orders must be called in.

To request boxes, you may key in the box numbers, copy and paste, import a .CSV file or
select the boxes you want from query results.

Keying Barcodes — From the Main menu, select Inventory Transactions. In the Search
Field, select the item type that matches your search criteria. Select Request from
DataSafe. In the Search Field Values enter the box number(s) of the items you wish to
request. Once you have keyed all of box number(s) select Process list.
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You can edit information by clicking on the Edit link. Once updates are complete click
save and from the Process List screen select Send Order.
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You can select the Delivery Address here and enter comments for this particular request

in the Comments field. Select Complete Send Order.
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Your order number will appear, along with your order information.
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Import a file or Copy Paste — From the Main menu, select Inventory Transactions.
Select the Item Type that matches your search criteria. Select Request from DataSafe.
To copy and paste information, you can copy the data and paste it directly into the body
of the Search Field Values. To import, Select Import from file.
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Browse for your file (must be CSV file), open and import.
Once import is complete, boxes will appear in the Search Field Values field.
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You can select the Delivery Address here and enter comments for this particular request
in the Comments field. Select Complete Send Order.
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Your order number will appear, along with your order information.



Order from Query Results — From the Main menu, select Search. If you want to view
all items in your inventory that is currently offsite, select “In” as your status. If you want
to search by descriptive information or creation date use the Advanced Search fields.
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Select Search. Once your results appear, find the items to recall and click in the Retrieve
box. As you select each item, it will change to Pending Send Order. Once you have
selected all the items, click on View Order(s)
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From View Order, select Send Order
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You can select the Delivery Address here and enter comments for this particular request
in the Comments field. Select Complete Send Order.
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Your order number will appear, along with your order information.




To Request a Pick-Up - From the Main menu, select Pick Up. Enter the total number of
boxes to be picked up in the Quantity field. Select Add Pick Up Request. Select View

Order(s).
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You can select the Delivery Address here and enter comments for this particular request
in the Comments field. Select Complete Send Order. Your order number will appear,

along with your order information.




To Request Materials — From the Main menu, select Miscellaneous. From the Select
Task drop down select MT1 — Standard Materials. Enter the total number of boxes in the
Quantity field. Please note that materials are sold in sets of 25. Select Add Miscellaneous
Request. Select View Order(s).
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You can select the Delivery Address here and enter comments for this particular request
in the Comments field. Select Complete Send Order. Your order number will appear,
along with your order information.



To view Transmittal Lists and Delivery Receipts — From the User Menu, select Status
Report. Under Status Report by date, enter the date range that pertains to your order(s).
Select View Status Report.
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Results that match your criteria will appear.
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From this screen you will be able to view transmittal list and call back notices by clicking
on the Image box. You will also be able to view service order summaries, delivery
receipts and signatures for completed deliveries.
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To Copy and Paste or Import Descriptive information - In this example, the data was
copied from an excel spreadsheet.

From the Inventory Transactions, select barcode or box number in the Search Field and
select Update items (Multi-column).

If you are copying and pasting the information; copy the data and paste it into the body of
the Search Field Values.

If you are importing the information; Select Import from file, browse for your file (must
be CSV file), open and import.
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Once the data appears, assign the data to the correct fields. Select Process List. Once the
update is complete, a pop-up will appear informing you that the update was complete and
will display the total number of items that were updated.

The information on these headings (Cross Ref, Desc 1, etc.) can be customized to match
your column headings. Please contact your Account Manager for your account set up.

— mm ! Command Bar

m Review B Process List Import frem file Clear Query List View Order(s)

p—y

- Update Items [multi-column) Settings

Col L= 1
Slumn Separater o Tab separated @ Comma separated

Barcode I 1 ‘I Select column frem impert data for this field. [Zerc will leave field empty]
Customer Box = |2 ‘I Select column from import data for this field. (Zero will leave field empty)
De=pt./Factilty |3 ‘I Select column from import data for this field. (Zero will leave field empty)
Month |4 ‘I Select column frem impert data for this field. [Zerc will leave field empty]

Ref4 |5 'I Select column from imiport data for this field. (Zero will leave fizsld empty)

DESC IG vI Select column frem impert data for this field. [Zerc will leave field empty]

Search Field values
0017130259,32170,4,1,D,4 ;I
0017130261, 32172,8B,2,E,5
0017130262, 32173,C,3,F, 6

11



Generate Inventory Report

From the Main menu, select Search. If you want to view everything in your inventory
that is currently offsite, select “In” as your status. If you want to search by descriptive
information or creation date or return date, use the Advanced Search fields.
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Once the results appear, you can export either all of the results or the current page to
Excel. If your inventory exceeds six thousand items, please contact client services.
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