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Go to: hhttps://oasisonline.oasisgroup.com///db,cintas.be 
 Enter your login and password. 
 Click on Log in.  
 Forgot your password? Contact your manager. 

Log in 
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If you enter the wrong login and/or password, you will see this message.  Click Close to close this window. 
Now you can try to log in again.  If you still have problems signing in you can either contact your manager 
or the OASIS Client Care Team.  You will find the contact details on the last page.  4 



After logging in, you are directed to the Homepage.  

1. Click Log Out in order to leave the website.  

2. At the top in the right corner you can select the customer name. You only have to make an indication 
here if you are registered as a user for two or more customers.  

Home 
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If you want to change your password, open the drop down list and click Change Password.  6 



Enter your current password. Then enter and re-enter your new password.  
Click Save and then Close. 7 



 Search: the page to search your items. You have different options: 
• Search bar 
• Advanced Inventory: to search for one or more items, a detailed research. 
• Single Item Search: your next search will be added automatically to your previous one. 
• Match Item Search: with this option you can fill one multiple search values at once. 

 Add: the page to register new items. 
 Pick Up Request: the page to request a pick up of your (registered) items.  
 Service/Material: the page to order materials such as boxes, labels, etc.  
 Help: if you need help or documentation.  
Both the titles in the task bar as well as the pictures below will direct you to the same page.  
 
Click the Home button to go back to the homepage.                     
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There are other options on the Home page as well. You can use the search bar to quickly find an item. On 
this page you will also see a chart. This chart gives you an overview of all the items you added.  

1. Click here to see an overview of your order. The number of items added to the chart is shown between 
brackets. The items will stay in your chart even if you log out. In order to complete or change your 
order, click Items on Order and go to pages 17-20 for more information.  

2. This is the search bar.  You can use  “%” if the search value you enter is not complete. Read the next 
pages for more information about this search bar.  

2 
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Search for items 

 

In order to search for your items (quickly), use the search bar. Enter the description (or part of it) or the item code if 
known. If you do not know either of these, enter part of the description and use the %-sign in front of or after the key 
word.  
In the example given, a search for all items beginning with ‘daniel’ is entered (because the % is put after the word 
you filled in).  Click Search to see the results. 10 



On this page you will see the results of your search.  On the left side of the page you will be able to make your 
search more detailed. 
 Item Results: indicate here how many items you would like to be shown on one page. 
 Status : this gives you the possibility to select the different types of status of the results. 
 FBU: the functional business package of Oasis where your archives are stored in 
 Customer: this is your company. 
 Department: indicate the department to which the item is linked.  
 Item Type: indicate the item type i.e. document, box, tape, etc. 
The search results will be shown on the right side.  
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The search results will be shown on the right side. You have different options: 
 Request From Offsite: if you click this button the item will be added to your chart. For more information to 

complete your order, see pages 17-20. 
 Remove Item: click here to request a destruction order for this item.  
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      : here you can edit the item. You can find more information on page 25. 
 

      : this is where you can manage your item by adding an item to this item. For more information on page 34. 
 
         : it is possible that an item has child items without an item code. You can request these documents by 

clicking here. An example is shown on page 21 and following.  
 

         : You can also view the history of an item. Read more on page on page 27.  
 

         : To see documents (e.g. a picture, scanning on demand) that are attached to the item, click here.  13 



If there are multiple search results shown, you can find the right file by looking at the information given.  
 Item Code: this is the barcode i.e. a unique combination of numbers and letters that is given to each item. 
 Parent Item Code:  in this example the file shown is linked to a parent item. This means that this file is stored 

in a box. This box has a separate item code, the Parent Item Code. If you click on Parent Item Code you will 
see the box to which the file is linked. You can find more information about this on page 40. 

 Child Item(s): it is possible that your item (file in this example) has child items. This means this file contains 
registered documents. Read page 40 for more information.  

 FBU: this is the functional business unit where the item is stored. 
 Customer: this is your company. 
 Description: this is the description which was registered for this item. The description is indicated in yellow 

because it is a match with the search value. 14 



 Effective Date: the day the item was created: registered by yourself or one of your colleagues or registered and 
labelled at OASIS.   

 From Date: part of the registered information of this item. This item contains information from date (to date). 
 To Date: part of the registered information of this item. This item contains information (from date) to date. 15 



In order to request an item and have it delivered to your location, click the  button                           . The 
item will be added to your chart.  
 

The number of items added to the chart will be  shown on the right (Items On Order). If you want to see the 
items in the chart, click                           .             

 
Request item for delivery 
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You will then see an overview of the requested items.  
If you want to delete an item from your chart, click               . 

To confirm the delivery of the chosen items, click .                 . 17 



To request a delivery you need to fill in your contact details. This means that you need to enter or confirm: 

 The delivery address or leave it at default.                                                      

 Order information. Here you can: 

• give an order reference; 

• select the department to which the costs for this request have to be charged; 

• select the delivery priority: there are different options here. On the next page these options will 
be explained.  

You can always add a comment if there is something special about the delivery.  18 



You also have to can indicate the delivery priority. There are several options: 

 Delivery – Rush: for urgent deliveries. The item then will be delivered the same day.  If you opt for a 
rush delivery, please contact the OASIS Client Care team to make further arrangements. You will find 
the contact details on the last page.  

 Delivery – Normal: for normal deliveries according to the arrangements in the Agreement.  

 Scan On Demand: a digital copy of the item will be made available. The requestor will receive a 
confirmation email when the digital copy is put online. It can then be downloaded by clicking     . 

 Index: you will only need this option when adding new items (not for the delivery of a stored item).  

Click Send to confirm your order or Cancel. 
19 



You will receive a confirmation of your request.  
This confirmation contains a work order number and the summary of activity. 
You can save this report in different formats.  20 



21 
Search for the box which contains the non-indexed item you need.  

 
Request non-indexed item for delivery 

 



22 Enter the description or any other information of the non-indexed item you want. 
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The request for the non-indexed item will then appear in the overview below. Add new requests from the same parent 
item if necessary, by clicking Request new. 
If you are ready, click Close.  
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The request is added to your chart. 
In order to complete the order and have the item delivered to your office, follow the steps on pages 16-20.   
 



Edit an item 

You can change the index of an item. Search for the item and then click     . 25 



You can now edit the indexed information of your item.  
Change department, description… if needed and click Save to confirm.  
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View the history of an item 

You can also consult the item’s (order) history. In order to do so click       .  
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Select the format (PDF, Illustration, Excel, Word and HTML ) of the report. Click Print to view the report.  
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Some items have a document attached. You can see this attachment by clicking on       .  

 

  

 

Add attachment to item 

29 



Select the attachment you want to see. The document will then be shown. 

If you would like to attach another document you have to click Add.    
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Click Browse to select the file (or picture) you want to attach. Then click Upload. Click twice on the button Close.  31 



Some items also have this icon:       . This means that there is no document attached to this file. Click the icon to 
attach a file (or picture).   32 



Click Browse to select the file you want to attach. Then click Upload and Close.  
The icon will then change into      . 33 



Manage your item 

You also have the possibility to manage your items. Besides adding a document (picture) to your item and to 
view the item’s history, you can also add files or documents to your box and/or request non-indexed files. 

Click        to add files to your box (or documents to your file).   
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In this example: a file will be added to the box.  35 



Enter the information and click Save.  

Below, you will see that one file is added to the box. You can add several files by entering new descriptions.  
When all files are added, click Close.  
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The item has not been added yet. Click                            . You need to send the order, before the item can 
be processed further. 37 



Then click                        . 38 



Enter the correct information. Select Index for delivery priority in order to finish the registration of your 
item(s). The item(s) will then be digitally be added to your archives. Click Send to confirm.  39 



You can now search for the added item. You will see that the file is added to your box, since the box now has 
a Child Item. The number of Child Items will be shown between brackets. The information of the file shows a 
Parent Item Code  i.e. the box to which it was added.   40 



To request one or more items by using more search options, click Search and then Advanced Inventory.  

 
Search item with Advanced Inventory 
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 With Advanced Inventory Search you can make your search more detailed: 
 Customer: this is your company. 
 Department: select the department if known.  
 Type item: select the type of item (i.e. box, document, file etc.) 
 Service code: search an item by the type of box. 
 Item Status: search by item status. This means that you know where the item is located: 

• Out: this means that the item is located at your company. 
• In: the item is at OASIS. 
• In/Out: combination of items which are in and items which are out 
• Destroyed: the item is destroyed.  
• Permed out: the item is not destroyed but was placed out permanently i.e. the item will not return to 

OASIS.  
42 



For this example: department OPS is selected as well as File for type of item and the Item Status is IN. Then click 
Search for Item Results.  43 



In this example, the same information as before is used: file from department OPS which currently is at OASIS.  
On the right side you can add search values to make your search results more specific. These search values are 
custom-made. If you know the description you enter the key word in the correct field. If this is not the complete 
description (or if you are not sure) open the dropdown list and select ‘Contains’. Then click Search.  44 



Again, your search results will be shown. See pages 12-15 for more information about this page.   
45 



Search item with Single Item Search 

You can also find an item by using Single Item Search. With this option you can search for an item.  Your next search 
will be added automatically to your previous one.   46 



If you opt for Single Item Search, you will be directed to this page.  You can narrow your search on the left side.  
 Customer: this is your company. 
 Department: select the department if known.  
 Type item: select the type of item.  
 Item field: here you can indicate what you know about the item you are searching for.  

 i.e. if you know the Item Code of a certain item you have to select Item Code. Then enter the item code. 
See the next page for the different options. In this example description was selected. 47 



Then you enter the description in the field Search Value. Click Search to view the result. The result will be shown on 
the right side.   48 



The result will be shown on the right side. With Single Item Search your next search will be added to your previous 
one. To request these items for delivery see pages 16-20. 49 



Search with Match Item 

To find an item by looking for a match from a list, click Search and select Match Item Search.  With this function you 
can search multiple items at once.  50 



In order to find items with Match Item Search you have to select : 
 Customer: this is your company. 
 Type: select the type of item you are looking for: i.e. document, box, file or tape.  
 Search Fields: this is where you have to select what kind of information you are going to fill in in order to find 

the items.   
 i.e. if you know the description of the items then you have to select description. See the next slide to see 

the options.  
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In the example that will be shown the item codes are listed in a csv file; that is why for Search Fields Item Code is 
being selected. 
 
See next slide to import the file.   52 

Presenter
Presentation Notes
Then you have the possibility to import a file or to enter the search values. 
This is what you have to do if you chose Import File:
Import the file from your computer.
Select the type of file.
Indicate how the different items were separated.
Fill in which column has to be imported.
Click Upload. 
It is also possible to fill in the information yourself, then select Enter Search Values. You only have to enter the search values and click Search.  The results will then be shown on the right side of the page. 





Follow the next steps to import your file: 
1. Browse your computer. 
2. Select the type of file. 
3. Indicate how the different items were separated. 
4. Fill in which column has to be imported. As you can see in the sheet (page 54) the item codes are in column A.  
5. Click Upload.  
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This is a csv file with several Item Codes. The result of your search will be shown on page 56.    
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It is also possible to fill in the information yourself, then select Enter Search Values. You only have to enter the search 
values and click Search.  The results will then be shown on the right side of the page.  
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The same search values were entered as well as for the option “import file” as for “enter search values”. The results of 
your search will be shown on the right side. See pages 16-20 if you want more information regarding a request for 
delivery.  
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In order to register new items, click Add. 

Add new items 
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To add an item you have to enter the following: 

 Customer: indicate your company. 

 Department: indicate the department to which the item must be linked. 

 Type: select the type of item you which to add.  

 Requested for: added by you (your username is mentioned here). 

If you cross the box Retain data entered on add, the above entered choices will be retained for the next 
items to be added. 

58 



The next step is to enter all fields below. This is the specific content information of the item. Click Save when 
ready.  59 



Here you see an example of a tape added for the department OPS. The item code is entered. The expire 
date is 2025 and the tape contains information from September 2015 (14-20). 

Keep in mind: the date format is MM/DD/YYYY.  Click Save to confirm. You can then add more items or you 
can Close this window. 60 



This page will be shown. You can still remove the item, make changes to your item, manage your item or 
add a document to your item (for more information see as from page 16).  
 
The added item is now placed in an order. Send Order to complete the registration.  

61 



To complete the registration, fill in the requested information.  Select the delivery priority. Make sure that 
you select Index here if you do not want the item to be picked-up. And click Send. 62 



In this example  the delivery priority is Index. This means that the registered item will not be pick-up, 
however this item will immediately be available in your database.    63 



You will then see an overview of your work order. This order has a work order number and a summary of 
activity. This summary contains all newly registered items.  64 



This file is now added to the online database.  65 



To request a pick-up, click Pick Up Request. You can find this on your homepage or the taskbar.  

Pick Up Request 

66 



Enter the required information. Select the customer and the type of item which has to be picked up. Then 
indicate the amount of items to be picked up.  You can add a comment if necessary.  67 



This example shows the request for the pick-up of the newly added item on the previous pages (WO 
0243063). By mentioning the WO number in the Comments, OASIS knows which items have to be picked 
up.  

Click Save when all information is entered.   

Make a new request for any other type of item or other location/contact person. Then click Close.  
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The request for pick-up is now in your order. Open Items  On Order to see an overview of your order.  

You can still remove actions .  

Click Send Order to confirm.  
69 



To complete the order you have to fill in your address. You can select the priority. For more information 
about the priority options see page 19. 

Click Send to complete the order.   70 



You will then see an overview of your work order. This order has a work order number and a summary of 
activity. This summary contains all items to be picked-up. The OASIS Planning Department will contact you 
to communicate a date of pick-up.  71 



Request Services/Materials 

By clicking on Service/Material  you can request materials like empty boxes, file folders, etc.  72 



Once you have chosen for Service/Material,  this window will be shown. 

 Customer: this is your company. 

 Department: this is the department for which you want to order materials. 

 Service/Material: indicate the type of material you would like to order.  

 Quantity: indicate the quantity you would like to order. 

 Comments: If you have any additional information you can add it here. 

Make a new order for each new type of material to be ordered.  

Click Save to confirm. Then click Close.  

 

73 



This is an order for 100 Boxes type S1. Click Save to confirm. 
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As you can see the requested  boxes are now in the chart.  

In this example an order of 200 labels will be added. Click Save  to confirm and Close.  

 

75 



If you click Items on Order, you will see an overview of your order. Both the Labels and the Boxes are in the 
chart. To complete the order click Send Order to complete.  

 

76 



In order to know where OASIS has to deliver the items you have to enter your address.  Make sure that you 
select the right delivery priority. You can find more information about delivery priority on page 19. 
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When your request is urgent, indicate Delivery Rush. For any rush delivery contact the OASIS Client Care 
Team. For a normal delivery, the OASIS Planning department will contact you. Click Send to confirm your 
order. 78 



Once the request is completed you will be able to view the work order. This shows the work order number 
and gives you an overview of your ordered materials. This page can be saved in different formats.   79 



Log Out 

There are two ways to log out. The first one is to click Log Out. 80 



The second option is to click Hello Customer Name. In the dropdown list you can select Log Out.  81 



If you have any further questions, please contact the OASIS Client Care Team. 

 
T: +32 (0)14 412 777 
E: customerservice.be@oasisgroup.com 82 

Contact Details 
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