BENDIGO ADELAIDE BANK
BOX CATALOGUING PROCEDURE AAdvance

: . Record Management
To catalogue a box for sending to archives.
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1. Access the Advance Records home screen (as above)
2. Click Add a box

STEP 2
CATALOGUE CONTENTS OF BOX

To add a new box to archives, fill out all fields on this form
Box Numbar |suppiiad by 1ha aniine systam)|

Smer your dapartment/branch numbar o
Enter your sub departmant
Enter 3 short description of the bax caments (40 charactrs)

Emar sarliost day of vouchars. Emar latest day of vouchars!
‘documens In e bax ‘documsns In e bax

Ddspoeal schedule {On your auharisation, e box will bz destrayed) ™

Emer 3 long description of what ks In e box, st of 2 names and numders

detalls and I carmact o ARy
.I!DDDSJM’I)P s g ADD
acopy of Fis paga (10 Includs Inskie bax)

1. Please complete all fields and click ADD

2. A window will pop up confirming the item has been added and that a new window will open to allow you to
print the box details.

3. Click Ok

Note: Box number is automatically generated by online system.




STEP 3
PRINTING BOX DETAILS

Print

Total: 1 sheet of paper Box 300017

1 e Branch: 9009

Sub Department: General

Destination Lexmark E260dn Contact: Crystal O'Keefe
Phone: 03 5274 2000
¢ Change.. Fax:
b Email: info(@advancerecords.com.au
a T3
! Beges 5 Al Description: Daily vouchers & other
Start Date: 01/01/2013
%
End Date: 31/01/2013
t Copies 1 -
Disposal Date: Tyrs
1 Contents: Daily Vouchers
Layout Portrait - Chg Butts
! Telegraphic Transfers
1 -
Options Two-sided

1 4 Moresettings

Print using system dialog... (Ctrl+Shift-P)

1. A large window will pop up allowing you to print the box details.
2. Print Document

STEP 4

PREPARE BOX FOR COLLECTION

Please write the box
number on the sticker
attached to the front
of the box.

1. Do not label boxes.

2. Only the box number should be recorded on the outside of the box (issued when adding submitting the box to
Advance).

3. The contents are captured within the online registration process, printed off and put inside the box at the time of
lodgement.

4. Archive stickers are not required. This ensures confidentiality when stored at the Advance warehouse.





