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INITIAL LOG ON SCREEN

THIS WILL BE YOUR LOG ON SCREEN.  IF YOU ARE A USER OF OUR PREVIOUS
INTERNET ACCESS VERSION, YOUR USER NAME IS YOUR CURRENT USER ID AND
YOUR PASSWORD IS STILL YOUR CURRENT PASSWORD.

IF YOU DO NOT HAVE AN EXISTING USER NAME OR PASSWORD, PLEASE CONTACT
US AND WE CAN ASSIST YOU IN SETTING UP AN ACCOUNT.

THE WEB SITE ADDRESS FOR RENO CLIENTS IS
HTTP://WWW.PULIZ.COM/ACCESSRENO

THE WEBSITE ADDRESS FOR LAS VEGAS CLIENTS IS
HTTP://WWW.PULIZ.COM/ACCESSLV
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INITIAL SELECTION SCREEN

IN THIS SCREEN EITHER SELECT “VIEW BOXES” OR “VIEW FOLDERS” DEPENDING
ON IF YOU WANT TO CHECK OUT BOXES OR FOLDERS.  SELECT “SUPPLIES &
MATERIALS” TO ORDER NEW BOXES OR BOX LABELS.
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CHECKING OUT BOXES

IF YOU ARE CHECKING OUT BOXES, PLEASE SEARCH BY THE OPTIONS PROVIDED
(BOX DESCRIPTION, BOX NUMBER,  ETC.).  ONCE YOU HAVE FOUND THE BOX YOU
WANT DELIVERED SIMPLY SELECT IT BY CLICKING THE BOX NUMBER.

REPEAT THESE STEPS FOR ANY ADDITIONAL BOXES NEEDED.  THE COLOR OF THE
BALL SHOULD CHANGE AS SHOWN ON THE NEXT PAGE.
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COLOR CHANGE INDICATOR OF SELECTED ITEM SCREEN
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CHECKING OUT FOLDERS

IF YOU ARE CHECKING OUT FOLDERS, PLEASE SEARCH BY THE OPTIONS PROVIDED
(MAJOR DESCRIPTION, ETC.).  ONCE YOU’VE FOUND THE FOLDERS THAT YOU WANT
DELIVERED, ,SIMPLY SELECT THEM BY CLICKING ANYWHERE ON THE FOLDER
FOUND.  THE COLOR OF THE BALL WILL CHANGE.  REPEAT THESE STEPS FOR
ADDITIONAL FOLDERS.

NOTE:  USE A “%” SYMBOL TO CONDUCT WILDCARD SEARCHES, I.E. %SMITH OR
SMITH%
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REVIEWING YOUR ORDER/COMMENTS

SELECT “VIEW ORDER” TO REVIEW YOUR ORDER AND SEND A MESSAGE TO A
PULIZ STAFF MEMBER.

NOTE:  PRINT THIS PAGE IN A LANDSCAPE ORIENTATION IF YOU WISH TO HAVE A
RECORD OF WHAT WAS REQUESTED.
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SUBMITTING YOUR ORDER

TO SUBMIT YOUR ORDER, SELECT “SAVE ORDER”.  YOUR ORDER WILL BE
DELIVERED TO PULIZ RECORDS MANAGEMENT FOR PROCESSING.
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ITEMS ALREADY CHECKED OUT

IF AN ITEM IS ALREADY CHECKED OUT A RED BALL WILL APPEAR NEXT TO IT
INDICATING THAT IT IS CHECKED OUT.  SIMPLY SELECT ANYWHERE ON THE
FOLDER OR BOX TO FIND OUT WHO CHECKED IT OUT AND WHEN.
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ORDERING SUPPLIES & MATERIALS

SELECT “SUPPLIES & MATERIALS” AND INPUT QUANTITIES THAT YOU DESIRE.
SELECT “SAVE ORDER” TO SUBMIT TO PULIZ.
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THIS IS YOUR INITIAL LOGIN SCREEN THAT CAN BE ACCESSED  AT THE
FOLLOWING WEB ADDRESSES:

RENO:           HTTP://WWW.PULIZ.COM/DATAENTRYRENO
LAS VEGAS:   HTTP://WWW.PULIZ.COM/DATAENTRYLV

SIMPLY ENTER YOUR ASSIGNED USER NAME AND PASSWORD AND SELECT “LOG
IN”.
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A BATCH CAN BE A SINGLE BOX, A GROUP OF BOXES, OR AN ENTIRE DAY’S WORK.
TO START A NEW BATCH, CLICK “NEW BATCH”.

THIS SCREE ALLOWS YOU TO INPUT INFORMATION REGARDING THE BOX, I.E. BOX
NUMBER, DESCRIPTION, DESTRUCTION DATE, COMMENTS, ETC.  THE BOX
NUMBER IS PROVIDED TO YOU BY PULIZ WHEN WE SEND YOU BAR-CODED
LABELS.  SELECT “SAVE AND NEW” IF YOU WISH TO ADD OTHER BOXES WITHOUT
CATALOGING FOLDERS IN THE BOX.  SELECT “ADD FOLDER TO BOX” IF YOU WISH
TO CATALOG FOLDERS IN THAT BOX.

ENTERING BOXES
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INPUT FOLDER INFORMATION SUCH AS ID, MATTER NUMBER, MAJOR
DESCRIPTION, AND MINOR DESCRIPTION.  YOU CAN ALSO INPUT UNIQUE FOLDER
DESCTRUCTION DATES AND COMMENTS.

SELECT “SAVE AND NEW” IF YOU WANT TO ADD MORE FOLDERS.  SELECT SAVE TO
RETURN TO THE BOX MENU.
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TO PICK UP WHERE YOU LEFT OFF ON A BATCH, SIMPLY SELECT “EDIT” FROM
THIS SCREEN ON THE BATCH THAT YOU WERE WORKING ON.

MAKE THE APPROPRIATE SELECTION IN THIS SCREEN TO ADD FOLDERS TO AN
EXISTING BOX OR ADD NEW BOXES TO AN EXISTING BATCH.
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ONCE YOU HAVE FINISHED WITH YOUR BATCH, SELECT “SEND TO RECORD
CENTER” AND YOUR BATCH WILL BE SENT TO PULIZ RECORDS MANAGEMENT FOR
PROCESSING.
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