
BENDIGO ADELAIDE BANK 
BOX CATALOGUING PROCEDURE 
 

To catalogue a box for sending to archives.  
 

STEP 1 
 

HOME SCREEN 

 
 

1. Access the Advance Records home screen (as above)  
2. Click Add a box   
 
 

STEP 2 
 

CATALOGUE CONTENTS OF BOX 
 

 
 
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 

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

STEP 4 

PREPARE BOX FOR COLLECTION 

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. 




