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EDC ActiveWeb - Login

1. Please open Internet Explorer, on the “Address bar” please go to www.formfile.com.au.

2. Select EDC ActiveWeb login from the bottom of the homepage. Please click on “Help Centre” link on
the homepage if further assistance required.
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EDC ActiveWeb - Home

1. After successful login into EDC Client Web, the following page will be shown below.
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ActiveWeb 5.70.20

Welcome to
Formfile - The Document Lifecycle Specialists

EDC ActiveFile Web

Eor priority order: Please call to confirm once order has been submitted to ensure prompt 2 hour delivery

Contact Details: (03) 9575 6622

Piease wisit Formiile Website's Holp Contre for further assistance.

Please Note: This document are basic guide and it does not provide full features of EDCWEB.
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EDC ActiveWeb - Inventory

1. Inventory tab will show all boxes and files belong to your company. There are different options
listed as below.

[ https formfile.com.au T . EYE
, 1. Select the drop-down for different searches
option available for you to search your boxes or

files.
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T~ 2. Enter your Search criteria in this

\ N\ section. Search criteria depend on

the search option from previous
TIUNCE - FNEN RES > step you have chosen.
[0 ]

W\ | Il

I m

- 3. For further refine or filter searches options avail
Kevwords

on boxes or files, please select searches option drop

down listed box number or file number. Then, select

“Show Advanced Search” option. When a search criteria

iles (0 not w
S is entered on advanced search, filter active (flag in red)

Rotation Schet

message will be shown. Please click “x” to disable the

advanced search. Then, you will be able to use the
other search options or it will return no records found

due to active filters. /

4. Select Show Search Results, this
will show all search results on the

5. Select shopping cart icon to order a

box. To order all boxes from the search
result, select Shopping cart icon with

all.

left, bottom or right depending on
the setting on the Options Tab.
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EDC ActiveWeb — My Cart

1. Select My Cart. This will show all orders and additional items or services from Formfile.

1. To return boxes or files to
Formfile, please check “Return”
option.

2. Please select “Returns/Pickups”
option for new lodgement of boxes

to be sent to Formfile.

-

3. Please select

“Shredding/recycling” option is for

Delivery Type

Address

bin changeover or collection.

Special Instructions

4. Please select “Line Items” option for all

products offered to customer provided

through EDC ActiveWeb Client, such as
flat pack archive boxes or labels
5. Please select “Batch additions”
option for a list of boxes to be
retrieved or returned by keying the
box number, such as listed below.

. ) \ Please check “Return” for boxes or
6. The “Delivery” section, you can

select “Delivery Type”, “Address”, and

files to be returned to Formfile.

“Special Instruction”. For the priority 00001<enter>
delivery type, you will need to call
Customer Service on 03 9575 6622 or 00002<enter>

03 9575 6666 to confirm.
/ 00003
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EDC ActiveWeb — Retrieval, Re-lodgement and New lodgement

1. Retrieval, Re-lodgement and New lodgement of boxes. There are 3 options you can utilise for

ordering boxes or files.

a. For new lodgement of boxes where Formfile never had the boxes before, customer required
to order the new barcodes labels to be put on their boxes. When this happens, the EDC
system will automatically generate a new box number continue from the last box number if

any. The box number will appear in the EDC system as PRE ADD status. After customers

apply the barcode on the boxes, more information can be enter by searching on the boxes

or files from “Inventory”.

b. For retrieval and returned of boxes or files, customer can follow the following options.

Option 1: Box numbers already appear in EDC system for Retrieval, Re-lodgement and New lodgement.

1. Inventory Tab, enter search

criteria depending on Search '_—':I
Option. o]
T —

PERM - DO NOT DESTROY

2. Inventory tab, select
Shopping Cart icon to order.

Ospossd = |8 Labots | Eeport | & contiowration = | Blope

3. My Cart tab, select this option “Return” option, if you
would like to return the selected box to Formfile.

Currently box 00001 is “OUT” which mean you have the
box at your location. When you wish to return the box to
Formfile, you are required to check under Return option.

Please Note: This document are basic guide and it does not provide full features of EDCWEB. Page 6



@ Formfile

THE DOCUMENT LIFE-CYCLE SPECIALISTS

Option 2: Box numbers already appear in EDC system for Retrieval, Re-lodgement and new lodgement.

2 et Wes 7020 & DEMDO0L - Do Comopriry - Wit It Expitres — — =@

[ v oo 7 a
1. My Cart Tab, select Batch Addition\

and enter box numbers that you will like

@ ] ! nw-..un-] W way Cart | € circutation lEui—um.l - [Eu -wh]  wegert [.‘. Comliguration = [F_!]um;um

|
| T a0 items to the sider. chck on ) Lawemtory

K3 moturms /pickups

to order. Please check “Return” option,

B2 savrvading/recycting

D3 ine tawa if you will like to return the boxes to the
"'“ Formfile. The Batch Addition does not
st show detailed box information and you

a1

can manually enter the box number or
copy and paste from other programs

— — such as MS Word or MS Excel or Text/

Option 3: For new lodgement, Box returns to Formfile Records Centre. Assuming boxes are already in
the EDC system or Formfile can do the data entry for you on arrival.

e 2 - 1. My Cart tab, enter total )
‘ﬁ§mml fm— e > = - = number of new boxes for
e - —~ 2 - = 3 . pickups/return to Records

Centre. )

Option 4: Box returns or retrievals from Formfile using “Work list”. Assuming boxes are already in the
EDC system.

[ Aereeien S 1000 @ DEMDI0L - Dems Company - Wiedows Iberaet Explorer | — —— S — =@ &
L —— as
[ 8] @ nventory | sy cart | € clecutation | B8 ispaset ~ | B8 Labets | Eeport | & contigueation = | EH options | =] @]

Werk st

Search | [Wrk tist | [ Add box | [Add file | [ Add tocation | [ Tmport data |

fl.Add the boxes or files to \

work list by clicking on work list \ ‘ ‘
option. You can repeat this for A
boxes you like to add to your

w)rk list. /

3 3. Select work list button, if you wouh
m 2. Select work list from the drop like to submit your order from the work
- ": down. All boxes and files which list, then select add all to order. Go to
- shor have been added to work list My Cart tab, it will show all boxes or
— will be shown on the result files you have submitted through work
section. list, if it is returning to Formfile, please

check return box. /
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2. File retrieval in EDC ActiveWeb from Formfile.

Option 1: New File retrieval for which there are no record in the EDC ActiveWeb.

1. Search for the box\
number that

contains the files

you want to

port A Configuration

retrieve. —

2. Click the file folder

|Box - Number ¥ [Ent

Once the files appear on the list, click on

[[Hide Search Results | [ Show Advanced Search |

zan = | Q8

Number 00153 ”

= [\ = ]
;@u Q the shopping cart ™ to retrieve the files
Seeon from Formfile. If the file is not listed, you

= will need to enter the related information

WOl - ® ==
. _Addt d
as shown below then click 22er ] o

Number IMAGE BOX 1

iStatus

EBE Tl 19/10/2010 retrieve the file.
B Files {1 not withdrawn, 0 withdrawn)
@ Q . & Box Status Description
Ol A GE 0% 2 | k-4
o — Flumben E—
Status i .
BT oo || Fetmeen: L 1] Fila(Description) : ]
File(Description) : I:l .
Firi —
wan e | | e E—
[number o Recipient ; P Dema, John
Permanently Out : O Permanently Out : [
[status
W 19/10/2010 Add to order

7~ o= - L&l | BH Rotation schedule
6 search results
SN | \
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Option 2: New File retrieval for which there are records in the EDC ActiveWeb.
o
1. Inventory Tab, select Search

0 Actebirh 0L

Option.
—_

—
\LZ Please enter search criteria.

3. Please select “Shopping Cart”
to retrieve or returned the file.

EDC ActiveWeb — Report

1. Select Report. This provides you with a comprehensive report of all boxes, files, order items and
delivery slips (scanned image).

e T —— — o
[ e e Fommmremsy —presmese) e[ ooy ey~ e 1. Report Tab, select “Type” of
= - —————————— ———  report.

2. Default standard template

will be available to customer.
Customise template can be
created by notifying Formfile

| outpet format

#OF

— Record centre.

3 Please select or not select the

" “Report fields”. Selected report
4. Please select “Sort by..."
fields will appeared as column
option for different sorting

information.
criteria.

6. Please select “Output 5. Please select “Filter on...” T

format” option for different option for different filter

output types. criteria.

Please Note: This document are basic guide and it does not provide full features of EDCWEB. Page 9
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EDC ActiveWeb — Add new files

1. Select Inventory to add new files within the box.

Option 1: New File retrieval for which there are no record in the EDC ActiveWeb.

1. Select “Add file” to
add new file

information to a

box.

(] e e — ~

ontiguration» | IS options [ou
[Search |  [Add o | (RG] (50 iocation | [Tmport tata |

L 2. Please checked “PRE ADD”

3. Please add information regardh

the file. Please note that highlighted
in red are mandatory fields which

must be entered. But “Disposal”
> section can be left as default. The
e “Location — Box” section is

important, this consist of box
number with 5 digits where the file

\be'ongto the box. Example: 00001/

_ 4. Additional notes added for File

information.

\/ 5. Select ”Display the Created Itern"\

or “from “After the addition” to view
the file created. Select “Create
another item” if you have other new

file waiting to be create in the EDC

system. /
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