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1. On accessing the Advance Records home screen (as above)
2. Click Order a file

STEP 2
FILE DETAILS
To order a file, fill out the following details -‘
Enter your department/branch number *
ORDER A
FILE

Contact Name *

Phone Number *

Email *

Confirm email *

Boxno * Deptnumber * File number (optional) Description * Date

Additional instructions

F

You will be emailed a copy of these

details including an order number. On
completion of your order, you will receive ORDER

an email with a secure link to your pdf.

1. Enter your contact information

2. Enter the file details. (Box numbers can be found on the Bendigo Adelaide Bank Intranet)
3. A window will appear confirming your order has been placed.

4. You will receive a confirmation email.

IMPORTANT! Keep the confirmation email as it will have your order number for reference.

5. Receive an email from Advance Records containing a secure link to your PDF (see View a PDF instructions)




BENDIGO ADELAIDE BANK
VIEW YOUR PDF A Advance

. . Record Management
To view the PDF of your requested item.
STEP 1

RE: Order A Voucher W50090

Advance Record Management <info@advancerecords.com.au>
Thu 28/01/2015 12:48 P
‘Advance Record Management!

‘This email includes secure access to files:
Access Secured Files Here - Expires Friday 2/27/2015 12.59 PM (UTC)

1 the link above does not werk, copy the following URL to a web browser

hitps thrsine aet/Deskiop/D)
Regards,
Crystal O'Keefe .
Customer Relations Officer Vance

Record Management

Head Office
140 Broderick Road Providing Information Management Solutions
Corio VIC 3214

through technology and innovation
P:(03)5274 2000
F:(03)5274 2011

Records Management Document Storage
E:info@advancerecords.com.au

DocumentScanning ~ Secure Shredging
W: wwiwadvancerecords com.au Online Backup Data & Media Vault

1. Receive an email from Advance Records
2. Click the link ‘Access Secured Files Here’
3. A new window will open

STEP 2

~

Do you want to run this application?

Name: downloadApplet

Publisher: Thru Holding Company LLC

From: https: //advancerecords. thruinc.net

This application will run with unrestricted access which may put your computer and
personal information at risk. Run this application anly if you trust the publisher.

|| Abways trust content from this publisher

g More Information

1. Click Run

STEP 3

/A Advance  Secure Message Upload Files  Get Thru M

From: Thru Tracking: T478-007-3885.
Access expires: 2/27/2015 12:5

FILES

Mark the file and/or folders you wish to download.

£/ MESSAGE

ChecidUncheck All File Size Download Time Description

o3 X ws001.par 492KB 3 secs (Broadband)

Summary
Selected files: 1 Total selecled size: 492 KB

Download Time: 2 secs (Broadband)

@ 1fyou have problems downloading files using this page, try Browser Download. To learn more about Thru download methods click here.

About Thru

1. Click Download
2. A new window will appear




STEP 4

-
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Do you want to open or save this file?
- -
’ Open ] ’ Save ] ECanceI |
1. Click Open
2. A new window will appear
r|é| Download Process ﬂ1
Status: Downloading ...
File: W5001.pdf
Files: 10of1

Progress
Bytes retrieved: 492 KB
Time left: 00:00:00

Cancel

Pause

[] Delete partially downloaded files

3. Wait for file to Download

STEP 5
5| W22650.pdf - Adobe Reader (=] B )
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Description Box/Tape Recipient

Z0/10/2014 DAILY VOUCHERS

uantity Description
1.0 RETRIEVAL FILE = BOXM, BOXS, BOXCH
1.0 DOC IMAGING - STD QTY FROR EMAIL ORDERS
Elock letters
Containera deliverad: 1] 280 Signature
Time
Including orderis): 2E8TETE
For this address

DELIVERY TIME - ARM DRIVER TO COMPLETE
TIME IN: TIME OUT:

1. Adobe will open showing your requested PDF item.




