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DataSafe Web Access FAQ’s 
 
 

1.)  How do I retrieve a box? 
 
1. From the “Search” drop down menu select “Item”. 
2. In the “Select Item Type” drop down select “Box”. 
3. In the “Select Item Using” drop down select “Customer Box #”. 
4. In the next field enter the box number. 
5. Click on “Search”. 
        Matching results and information associated to the box will display below. 
6. Click on “Add to Order”. 
7. On the next screen, select “View Order”. 
8. Review service order and select “Send Order”. 
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9. Click on the “Complete Send Order” button to complete the request. 
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 the system.  Once you have added it in the system, the file description 
for Question #3. 

 
2.)  How do I retrieve a file for the first time?  
When requesting a file for the first time, you must first add the file description into
will be saved and you can retrieve the file using the instructions 
1. Follow steps 1 – 5 above (for how to retrieve a box). 
2. When the matching results appear on the bottom, click on the “Add Non-Indexed Item” icon  (first icon from the left under the “Detail” column).   

4. 
.  If the log-in screen reappears after clicking on “Add 

file description in the “Description” field. (See Figure 2 below) 

10. Click e “Complete Send Order” button to complete the request.  

3. On the next screen select “File” from “Select Item Type” drop down menu (See Figure 1 below) 
Click on “Add Item”. 
*Note*  The pop-up blocker for your Internet browser must be disabled before you can proceed
Item”, first disable your pop-up blocker and then proceed to the next step. 

5. On the next screen, enter the 
6. Click on the “Add” button.  
7. Click on the “Close” button. 
8. On the next screen, click on “View Order”. 
9. Review service order and click on “Send Order”. 
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3.)  How do I retrieve a file once it has been added in the system? 
 
1. From the “Search” drop down menu select “Item”. 
2. In the “Select Item Type” drop down select “File”. 
3. In the “Select Item Using” drop down select “Description”. 
4. In the next field enter the description of the file.  
5. Click on “Search”. 
        Matching results and information associated to the box will display below.  
6. Select the files you wish to retrieve by clicking in the “Retrieve” checkbox(es). 
7. Click on “Add to Order”. 
8. On the next screen, click on “View Order”. 
9. Review service order and click on “Send Order”. 
10. Click on the “Complete Send Order” button to complete the request. 
 
 
4.)  How do I request a pickup? 
 
1. From the “Search” drop down menu select “Pick Up”. 
2. Enter the quantity of boxes or files in the “Quantity” field. 
3. Select type: “Box” or “File” from the next drop down menu. 
4. Click on the “Add to Order” button. 

5. Click on the “View” icon in the upper-right corner of the screen.  
6. On the next screen, click on “Send Order”. 
7. Click on the “Complete Send Order” button to complete the request. 

 
 
 

 
 
5.)  How do I request materials
 
1. From the “Search” drop down menu s
2. From the “Select Task” drop down m
3. Enter quantity in the “Quantity” field
4. Click on “Add to Order”. 
5. On the next screen, click on “Send Or
6. Click on the “Complete Send Order”
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6.)  How do I export an inventory report in Excel? 
 
1. From the “Search” drop down menu select “Advanced Search”. 
2. In the reference fields available, select the criteria for the boxes you wish to export. (i.e. “in a specific status?”) 
3. Select “Search”. 
        Matching criteria pertaining to your search will appear at the bottom of the screen. 
4. At the top of the grid next to Excel Export, select “All”.  
 
 

 
7.)  How do I view the h
 
1. Complete steps 1-3 above (F
2. In the results grid, click on t

The screen will display the h
 

8.) How do I add descr
 
1.) From the “Search” drop dow
2.) In the reference fields availa
3.) Select “Search”. 
        Matching criteria pertaining
4.) Click in the “Edit” check bo
5.) Add the description of the b
6.) Click on “Update”.  
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9.) How do I view delivery receipts? 
 
1.)    From the “User” drop down menu select “Status Report”. 

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
2.)    Enter the “Beginning Date” and “Ending Date” 
3.)    Select “View Status Report” 
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4.)    Search Results will appear on the next page.   
        On this page you can view a summary of the service order, delivery receipts and signature.  
 

 
 


