
   

INSTRUCTIONS FOR WEB-ACCESS 
Indexed Items Requests  

     Log in using your user name and password.             

      



Transportation and department should be filled in.  If not, click on the drop-down boxes 
and select the correct options.  If you need new boxes and/or labels, or have any 
additional instructions, type the request in the Add Comments text box and click 
Save .     

  

Now hover over Query and select Indexed Items .  

     

Don t forget to 
click Save

  

Hover your 
cursor over the 
Query and 

select Indexed 
Items . 

 



 
Now enter the name of the person who is expecting the requested items (if not you) in the 
Requested For box.  If you would like to limit the search, enter key words in the 

appropriate box(s) and click on List .   

  

 5.  Now you should see files that match your search criteria.  To select the desired file(s), 
change the No button to Yes  for each file you need delivered and click Add to 
Order .  (Make sure Retrieval-File is the option selected under Action .)

      



 
6. When you click on Add To Order you will see the following screen.  If any 
selected files are already out, this will be indicated here as an error.    

  

7.  By selecting View Order , you can see the list of selected items waiting to be sent to 
Kent.   

  

To remove a selected item, remove the check mark next to submit and click on Save and 
Continue .  

 

If the order is complete and correct, you can click on Send Order  and the files will be 
delivered on your next scheduled delivery or will be pulled for you to pick up. 



If you think you will be adding requests for the next delivery, simply Log-off the system 
by hovering over User and clicking on Log-out .  When you are ready to send the 
order to KRM, log-in, hover over User and select View Orders .    

  

Click on Send Order  and the order will be sent to Kent for processing and delivery on 
next scheduled delivery.    

 


