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RENO + LAS VEGAS

RECORDS MANAGEMENT SERVICES

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.

S IANUAL

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

S

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

U
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representative at 755,785 2365, Thank you.
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RENO + LAS VeGAS

RECORDS MANAGEMENT SERVICES

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.

/3 Archive Manager - Online - Microsoft Internet Explorer -8 x|

File Edit ‘iew Favorites Tools Help ‘
Back + = - ot | ‘Qhsearch  [Favorites ({fMedia % ‘ B S =l el

AddI’ESSIEhttp:11192.168.1‘4,|’Ar’chiveManager-OnIinEidEfault‘aspx j G |Lmks »
Wiew Boxes CLIENT : PULIZ MOVING & STORAGE

_=—WUI.iz Desciption: [ ] GrosRet | | item= per page: o
= L]

BoxHumber, [ |Te: [ | ™ Exact search
WEB ACCESS
Search | Hide Menu | Print |

Save Order
Wiew Boxes
Wiew Folders
View Tapes
Wizw order [}X
supplies & materials

Logout

Legend: @ inthe werehouse @ Checked-out 4 Scheduled for delivery
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RECORDS MANAGEMENT SERVICES

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.

’; Archive Manager - Online - Microsoft Internet Explorer

IVIANUAE

a , ) Wiew Boxes CLIENT : PULIZ MOVING & STORAGE
o =4 Desrptir: T — T T
PS PRCORCR ARAGAMENT SRS
BosMumber [ |Te [ ] [ Exact search
— WEB ACCESS
I Search | Hide Menu ‘ Print |
Folders  Box Description From: To Department Cross Ref Destroy  Date Rec =J
y) iew Boses o =R 108431 98 WEIGHT & TRIP TICKETS  12/30/1993 12430/1993 MOVING & STORAGE 12/30/9998 3/25/1999
_ D 121331 98 LOCAL MOVES F-K 12/30/1959 12/30/1598 MOWING & STORAGE 12/30/9998 5/25/1999
— ) View Felders 104370 BILLINGS AUG 95 1243041999 12/30/1998 RECORD 12/30/2998 1/5/1999
View Tapes * -] MANAGEMENT
Wiew ardar SERVICES
104373 BILLIN Eﬁ,? JUM 98 12/3041999 12/30/1998 RECORD 12/30/9998 1/6/1999
Supplies & materials PAARIAZERAE
' ) e ton iz the warehouse click here to add it to cutrent order by
Lagout
J 104374 BILLINGS SEF 95 12/30/1999 12301998 RECORD 12/30/9995 1/5/1999
' MANAGEMENT
, ) SERVICES
104372 BILLINGS JUL98 1 OF 2 12/3041999 12/30/1998 RECORD 12/30/9998 1/6/1999
11 = MANAGEMENT
SERVICES
104371 BILLINGS JUL 982 OF 2 12/30/1999 12301998 RECORD 12/30/9998 1/5/1993 |
d» MANAGEMENT
SERVICES
H - 106184  BILLINGS OCT 98 12/30/1959 12/30/1998 RECORD 12/30/9958 3/5/1999
) D= MANAGEMENT
SERVICES
- f 106183 BILLINGS NOV 98 12/30/1999 12301998 RECORD 12/30/9998 3/5/1999
V= MARNAGEMENT
— SERVICES
108452 BILLINGS DEC 982 OF 2 12/30/1999 12/30/1993 RECORD 12/30/9998 4/5/1299
11 O E— MANAGEMENT
I SERVICES
108451 BILLINGS DEC 98 1 OF 2 12/30/1999 12/30/1998 RECORD 12/30/9998 4/6/1993 =
-/ Legend: @ nthe warehouse @ Checked-out J Scheduled for delivery
—
ﬁ
—~
——
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File Edit views Favorites Tools  Help n

= Back -

D 4 4| Qoearch [GFavorites DMeda 4| By S ERE RS

Address |ﬁ| httpi/f192.168.1.4fArchiveManager-Online/def ault, aspx

& javascript:clickMultipleSel(3, 'GridControl1y

lstart| | 1] @ =3 0 A B EE 0| Inbox - | %Micrusuf..w Ducume...‘ A, archive | @WEbMai\...| [ Adabe ... ‘ £ |Archive... LORESE 10zzam

REPEAT THESE STEPS FOR ANY ADDITIONAL BOXES NEEDED. THE COLOR OF THE

BALL SHOULD CHANGE AS SHOWN ON THE NEXT PAGE.

& Internet
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fo e RECORDS MANAGEMENT SERVICES

COLOR CHANGE INDICATOR OF SELECTED ITEM SCREEN

/3 Archive Manager - Online - Microsoft Internet Explorer |5 x|
File Edit W¥iew Favorites Tools Help |

WHBack - = - @ a3 | @Search (] Favarites @Medla 3“%' = N=: E ;1

Address IE http: 192,168, 1.4/ ArchiveManager-Onlinefdefault. aspx j oG | Links **
__ |view Boxes CLIENT : PULIZ MOVING & STORAGE
Desepton T —T T T
WEB ACCESS B Number, [ JTa: [ I Exact searen
Search | Hide Menu | Print |

Save Order Folders  Box Description From: To: Department Cross Ref Destroy  Date Rec =
\iew Baxes o = 108431 98 WEIGHT & TRIFP TICKETS 12/30/1999 12/30/1998 MOVING & STORAGE 12/30/9998 3/29/19939

) @ == 121391 98 LOCAL MOWES F-K 12/3041989 12/30/1298 MOVING & STORAGE 12/30/9958 5/25/1993
Vie Folders 104370 BILLINGS AUG 93 1243041999 12/3011993 RECORD 12/30/3996 1/61939
View Tapes C—] MANAGEMENT

SERVICES

View arder

Supplies & matarials J
Lagout
104374 BILUNGS 3EP 93 12/30/199912/30/1999 L 127309995 161998
SIS |
104372 EILL\N%S JULSE 1 OF 2 12/30/1999 12/30/1998 RECORD 12/30/9998 1/6/1999
D= MANAGEMENT
SERVICES
104371 BILLINGS JUL S5 2 OF 2 12/30/1999 124301998 RECORD 12/30/0998 161999
D= MAMNAGEMENT
SERVICES
106184  BILLINGS OCT 98 12/30419589 12/30/1998 RECORD 12/30/99598 3/5/1999
D= MAMNAGEMENT
SERVICES
106183 BILLINGS NOw 93 12/30/1999 12/30/1998 RECORD 12/30/9995 3/45/1999
MAMNAGEMENT
SERVICES
108452  BILLINGS DEC 98 2 OF 2 12/3041989 12/30/1998 RECORD 12/30/9958 4/5/1999
MANAGEMENT
SERVICES
108451 BILLIMGS DEC 951 OF 2 12/30/1999 12/30/1998 RECORD 12/30/9995 46/1999  ~
Legend: @ inthe vwarehouse @ Checked-out J Scheduled for delivery
2] pone ’_ ’_ ’_ |4 Internst
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RECORDS MANAGEMENT SERVICES

CHECKING OUT FOLDERS

& ] javascripticlickMultipleSel(s, 'GridContral1’y ) e

start || 1] @ =10 o A | D) Inbox - | %M\cmsuf..“ Ducumem| A Archive | @Webl‘dail”“ [ adobe ... | & archive... LD s am

‘\r: 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
_I‘I FOUND. THE COLOR OF THE BALL WILL CHANGE. REPEAT THESE STEPS FOR
-
=25 ADDITIONAL FOLDERS.
S~
/ 4} Archive Manager - Online - Microsoft Internet Explorer == x|
— File Edt Wiew Favorites Tools  Help “
«= Back - D 1] At | Qoearch [GiFavories vedia (4 _;j. = = F &
f/) Address [{&] http:{{192.168.1.4]ArchiveManager-Orlinejdefauit.aspx | e |Lnks *
/ View Folders CLIENT : PULIZ MOVING & STORAGE
[ ol Major Dese [szmith | Minor Dese; | | Matterfo: [ | temsperpage:po |
i FolderMo: [ | To: ] Box Humber: [ |CrossRet: [ D [ T Exactsearn
Search | Hide Menu Print
e’ ) S O Boxd# Folder # Major Description Minor Description Matterno From To: CEU;(S In]
Miew Boxes ) 2394461 SMITH, TIM JOE 32812 12/30/1999
) View Folders ) 1782338 WELLS FARGO TRUST/SMITH 13298 12/30/15959
Wiew Tapes & 205406 62 SWITH IM WILLAGE /OAKLAND 1862-1403-0 12/30/19599
S & 205405 B3 SMITH, JEFF MVAD 4762200 124301999
' St O e ) 205406 64 SMITH IMCLINE/CA, 1862-1416-0 12730719599
J ) Sppiss B matenaE @ 205407121 SMITH S LAKE/ZEPHYR COVE 5237 12/90/1999
Legout _ 239448 30 SMITH, DIANE 427-116-1 12/30/1999
y) W) 239443 31 SMITH, SUSAMN S00-89 1862-1403-0 12730719599
D 1909166 EAITH | ADSOB 2 WY1k 1#1/2000 123142000
I I o e clteris inthe wrazehiouse slick here to add this it o current ardes 80B-BE010-0  1/1/2000 12/31/2000
o) 202559 33 SMITH, CHRIS TIMMEL A27-247-0 14172000 12/31/2000
’ ) 20255334 SMITH, B LY AN 556-7T316-0 1172000 12/31/2000
H b ) 20255335 SMITH GREGGEROBERTA ROMDA 427-265-0 1172000 12/31/2000
H - & 202553 35 SMITH, KRISTINE ROMDA 427-007-0 1412000 12/31/2000
) ) 17824337 SMITH, JAMES ROMDA ASIT 427-076-0 12/30/19599
W) 20255937 SMITH, RALPH ROMDA 427-052-0 1412000 12/31/2000
- f W) 20255938 SMITH, TIMOTHY LY MAN 54-00042-0 1412000 12/31/2000
\I W) 204548 44 GLAXO, SMITHKLINE DAYIDSON 2761 12/30/1999
W) 178244 54 SMITH, WINA JOE 20059 12/30/1999
I 1 ) 178244 55 SMITH, LINDA JOE 20449-4 12/30/15959
I 12
-~
— Legend: @inthe warshouse @checked-out Hn s checked-out box @ Scheduled for delivery J Added to currert order
ﬁ
—
—
=

NOTE: USE A “%” SYMBOL TO CONDUCT WILDCARD SEARCHES, I.E. %SMITH OR
SMITH%
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RECORDS MANAGEMENT SERVICES

REVIEWING YOUR ORDER/COMMENTS

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

#3 Archive Manager - Online - Microsoft Internet Explorer =] x|
File Edit W¥iew Favorites Tools  Help |

HBack - = - @ ) | @Search [F] Favarites @Media @ | %v S = @ ;1

Address IEhttp:mgz.m&1.4;Arch\stanager-On\inemeFault.aspx j oG |L\nks &
o __ |vieworder CLIENT : PULIZMOVING & STORAGE Save Order | Hide Menu |
=PULIL | pores
Box Description Fram: Ta: Department Cross Ref Destroy DH?; =
WEB ACCESS | s sunesamas  1oeoises romnoms ecomaaseient 12z e
FE— J_______-
View Boxes 1 T
View Folders Folders
View Tapes Bow#t Folder # tajor Description Minar Description Matterno  From To C';D;S 0]
i erder 23944830 SMITH,DIANE . aFed 0 12@on%es
supplies & matarials 1

Logout

Comments
This is a test -

Legend: @inthe warshouse (J Scheduled for delivery

[& ’_’_’_ @ Internet
i start |J m & @ El ﬂ E @ H Inbux-...l M\crusufml DDEUITIE...l A Archive I @WebMailu.I @Adube “@Archive... |5®:°E 10027 &M

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



RENO + LAS VeGAS

RECORDS MANAGEMENT SERVICES

SUBMITTING YOUR ORDER

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

‘Q Archive Manager - Online - Microsoft Internet Explorer =181

File Edit ‘iew Favorites Tools  Help ﬁ
dBack + = - o ‘ ‘Qhsearch  iFavorites ({fMedia % ‘ S = 3

AddI’ESSIEhttp:”192.168.1‘4,|’ArchiveManager-OnI\nEidEFault‘aspx j 6o |L|nks »
View order CLIENT : PULIZ MOVING & STORAGE Save Order | Fide Men |

:%@;U—_Liz Boxes

refrt

WEB ACCESS

Save Order

Wiew Boxes Folders
Wiew Fold
View Tapes
Wiew order e
%g Microsoft Internet Explorer x|
supplizs & materials
MNew order generated. Client: PULIZ MOVING & STORAGE
Logeut Tapes Ticket no:WEBODO04384
Reequested by BARRY
Tel no:NfA
Address: 1095 STANDARD STREET
Comments
-
-
Legend: @inthe warehouse J Scheduled for delivery
| |21
‘@ javascriptiSaveOrderinull); |i ’_’_’_ &0 Internet
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RENO + LAS VeGAS

RECORDS MANAGEMENT SERVICES

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.

|@ javascripticlickMultiplesel(2, 'GridControll”) ’_’_’_ 4 Internct
iﬂstartl“ m a8 @ @ A @ |J Inbux— | Mlcrosof...l @Docume...l A, Archive | @WebMall...l @Adobe... II@Arthive... |5@°E 10:30 &AM

< 3 Archive Manager - Dnline - Microsoft Internet Explorer =7 1[
File Edit ‘iew Faworites Tools  Help ﬁ
dBak v = - (D i) | ‘Phsearch  [ElFavorites  {iMedia (% ‘ S =l 3
Address I@ http: {192, 168.1. 4/archiveManager-Online fdef ault, aspx ﬂ @Gn | Links **
v o |View Folders CLIENT : PULIZ MOVING & STORAGE
_?@ULi‘ MajorDese: [gzmith | MinorDese: | | htatter Moz [ | tems perpage:z0 |
m WEB ACCESS FolderNo: [ | Ta:[ | BoxNumber| | Cross Ref. [ LS [ 1T exactsearch
Search | Hide henn I Print |
3 Towhom -- Web Page Dialog 2|
Savz Order E From: To RS g
u e = PULIZ RECORDS MANAGEMENT S e
wiew Folders F
. 21 RENO [ — 12/30/1999
Wiew Tapes @ 2 pocive Minacen - Wes Access To Wons 1213011959
Wiew order 12/301993
’ ’ ) & 2 12/30/1599
Supplies & materials
@ 2 12/30/1599
Feaet & 2:To Whom [y BRANDON 1203041999
m & 1c Date Out 0B/20/2002 172000 12/31/2000
20 172000 12/31/2000
Return B MiA
@Y 1/2000 12/31/2000
w DX Description Name Mo comments available 142000 124312000
& 2 _ 172000 12/31/2000
m & 2k 1/2000 12/31/2000
& 17 1243011599
0 2 |http:H192.165.1.4,mrchiveManagar-OnIineJ‘ToWhom.aspx?box='127207'&foh:|5|° Internet 12000 12/31,/2000
) 20255538 SMITH, TIMOTHY LY MAAR 64-00042-0 14172000 12/31/2000
D 204545 44 GLAXD, SMITHKLINE DAWIDSON 2761 12/30/1953
‘ ' ) 17524454 SMITH, WIRA JOE 20083 12/30/1993
) 175244 55 SMITH, LIMND& JOE 2044584 12/30/1599
) 239451 83 SMITH INSITE LOG. 4011 12/30/1599
12
u Legend: @nthe warshouse @ Chackedout Hin = chacked-out box @Schedulad for dalivery ) Added to current order
]
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RECORDS MANAGEMENT SERVICES

10

ORDERING SUPPLIES & MATERIALS

SELECT “SUPPLIES & MATERIALS” AND INPUT QUANTITIES THAT YOU DESIRE.

SELECT “SAVE ORDER” TO SUBMIT TO PULIZ.

/3 Archive Manager - Online -

File Edit Wiew Favorites Tools Help |i

Microsoft Internet Explorer

=l

WHBack - = - @ a3 | @Search (] Favarites @Medla @l%v S5 =t E ;1

Address @ http:ff192, 168, 1.4/ ArchiveManager-Online/default. aspx

j st |L\nks &

=PJLic

ORI MANASEMENT SERVICSS

WEB ACCESS

Save Order

View Boxes

View Folders

View Tapes

View order

Supplias & matarizls

Logout

View Billing Codes CLIENT : PULIZ MOVING & STORAGE

B[ | STANDARDX-RAY CARTON PURCHASE 1.2 T/F
1

Description: [ | Billing Code | | items perpage [~ Exact Search ‘
Cuuantity DESCRIFTION EillingCode

o[ JCLENTBOXLABELS (1 EA=BLABELS)
o[ |STAMDARD CARTOMPURCHASE 120/ @

82

Legend: @Eiling code isinlist | JEilling cade = removed from the list

]

[T [@menes

ffjstart |J & @ 1' ﬂ E @ H Inbux-...l M\crusufml DDEUI‘HE...l énrchwa...l @WebMail...I @Adube ||§jnrchive... |5@:QE 10032 AM
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RECORDS MANAGEMENT SERVICES

INITIAL LOG ON SCREEN

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”.

ONLINE
DATA ENTRY

Login: |

User Marme: |

Password: |

RECORDS MANAGEMENT SERVICES
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RECORDS MANAGEMENT SERVICES

CREATING A NEW BATCH

12

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".

AM Record Center / PULIZ MOVING

Existing Batchfes):

Batch No.: |Date of Creation: Last Modified:

129 1/3/2005 1.42:07 PM 2/22/2005 10:34:01 AM

153 1/25/2005 10:52:57 AM 2/28/2005 10:19:46 AM

197 3/1/2005 1:52:02 PM 3/1/2005 1:52:02 PM Edit
1

ENTERING BOXES

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.

New Box Details:

Bosdt” [ ] Fields marked with * are mandatory
Department # | | Destroy Date: ™
From Date: I:l(mmfddfy\_,w) To Date: I:l
Description: | |
Record Title: | |

Location L ]
Cross Reference: Ref no.1: |:| Ref. no.2: |:|

Comments: |

[

|Save| | Save & Mew | | Add Faolder in Box | | Cancel |
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RECORDS MANAGEMENT SERVICES

ADDING FOLDERS TO A BOX

INPUT FOLDER INFORMATION SUCH AS ID, MATTER NUMBER, MAJOR

13

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.

AM Record Center / PULIZ MOVING

New Folder Details:

Fulderf 1 to 993)°

Iatter Mo

Iajor Description:™

Iinor Descri ption:

Frorm Date
To Date
Comments

Fields marked with * are mandatory

o]

[ iy
]

B

Departrment £
Destroy Date:

Cross

Referenc

123456
12/31/9955

e Rermat[ ]

Retmoz ]




RECORDS MANAGEMENT SERVICES

ADDING TO OR EDITING A BATCH

TO PICK UP WHERE YOU LEFT OFF ON A BATCH, SIMPLY SELECT “EDIT” FROM
THIS SCREEN ON THE BATCH THAT YOU WERE WORKING ON.

AM Record Center / PULIZ MOVING

Existing Batchfes):
.. |Date of Creation: Last Modified:
129 1/3/2005 1:42.07 PM 2/22/2005 10:34:01 AM
153 1/25/2005 10:52:57 AM 2/28/2005 10:19:46 AM
197 3/1/2005 1:52.02 PM 3/1/2005 1:52:02 PM
1
[ Delete Al | [ Log Out |

MAKE THE APPROPRIATE SELECTION IN THIS SCREEN TO ADD FOLDERS TO AN
EXISTING BOX OR ADD NEW BOXES TO AN EXISTING BATCH.

AM Record Center / PULIZ MOVING

Batch No.: 197

Box # |Description: | | | [ |
123456 TEST BOX Add Folder |Show Folders
1
| Create Mew Box | | Send To Record Center |
| Go To hMain Page | {For Printable Wersion)

WG DAL EN TR USRS VAN U AL
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RENO + LAS VeGAS

RECORDS MANAGEMENT SERVICES

SENDING A BATCH

ONCE YOU HAVE FINISHED WITH YOUR BATCH, SELECT “SEND TO RECORD
CENTER” AND YOUR BATCH WILL BE SENT TO PULIZ RECORDS MANAGEMENT FOR
PROCESSING.

AM Record Center / PULIZ MOVING

Batch No.: 197

Box # |Description: | | | 1 |
123455 TEST BOX Add Folder Show Folders
1
| Create Mew Box | | Send To Record Center |
| Go To Main Page | {For Printable “Yersion)
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