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Welcome to OASIS Bridge!

Your all-in-one portal for managing physical and digital inventory, tracking items, and submitting
orders effortlessly. Our goal is to provide you with a seamless and efficient experience.
Supporting a number of industry sectors as diverse as Local Authority, Law Firms, Healthcare and
Finance.

This manual offers clear, step-by-step guidance to help you confidently navigate the system. Let
us dive in!

How to log in to OASIS Bridge

To log into OASIS Bridge, from your browser, in the URL, type the address:
http://www.oasisgroup.com

This will take you to the OASIS Group website.

1. Click on the orange Client Portal button on the right

www.oasisgroup.com

& Careers @ Locations  Q, Contact us

OH Sl S Whatwedo -~ Who we ar conversation Client Portal e
Information Secured NIl ;

Welcome to the future of
sustainable storage

Our flagship facility was built to BREEAM ‘outstanding”
standards: the world’s leading sustainability standard for

building construction

London Gateway
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2. Click on the orange Go to OASIS Bridge button

Www.oasisgroup.com,

2 Careers @ Locations Q, Contact us

OSI S What we do Who we are Resources Start a conversation Client Portal @
Infor od Ml _

Client Portal

Control your physical and digital inventory with our online portal,
OASIS Bridge.

Go to OASIS Bridge

Home / Client Portal

3. Enteryour User ID and Password and click Log In

liEmIm Bridge

Password

DHS.RM Web Version 5.4.08 -9.41
© 2025 OASIS Group
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Not already an OASIS Bridge user?

If you do not have OASIS Bridge login credentials, click the "Request account access" link in the
login dialogue box to begin the registration process.

1. This will redirect you to the Contact Us page on our website.
2. From there, click on the "Already a client? Get in touch" link to proceed.

& Careers ® Locations Q, Contact us

OH Sl S What we do Who we are Resources Start a conversation Client Portal e
Info

crmation Secured Wl

Contact us

Home / Contact us

Get in touch

UK I Already a client? Getin touch -
&, +44 1440760 190
First Name * Last Name *
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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3. OnWe’re here to help section, complete the online form
Contact Reason

e This field will default to "I need help with my OASIS Bridge login details", so no
changes are needed

Training Options

e Leave this blank unless you would like us to arrange a training workshop
o Ifyou require training, select OASIS Bridge from the dropdown menu

Company Name
e Enterthe full name of the company you need access to
Account Number or Customer #

e You can find this on your latest invoice
e Please enter the number exactly as shown

Email

e Provide your registered email address

o This will be used as your User ID when we create your OASIS Bridge profile
Description

e Include your full name and a contact number, which will be recorded under your
user profile when we set it up

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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We're here to help
Coniact R -
Please supply your current Account 1D number onac easn

in the description field. You can find your I need help with my OASIS Bridge login details v
Account 1D within your OASIS Bridge account or
On an invoice. Training Options
Visit our client portal for more — e
information
Company Name *
UK

= +441440 760190 Account Number or Customer #

The Account Number or Customer # can be found on your Invoice
Republic of Ireland

%, +353 19038159
Email

Description

&= %

4. Once you click Submit, your request will be sent to OASIS.
o A member of our support team will process your request
o You will receive an email with your login credentials and instructions on how to
access the OASIS Bridge portal

If you have any questions or need assistance, please contact our support team.

We're here to help

Your form has been successfully submitted.
Please supply your current Account ID number

in the description field. You can find your
Account ID within your OASIS Bridge account or
on an invoice.

Visit our client portal for more
information

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Resetting your OASIS Bridge Password

If you have forgotten your password, follow these steps to reset it:
1. Access the Forgot Password Link

1. Gotothe OASIS Group website

2. From the homepage, click on the orange Client Portal button
3. Clickon Go to OASIS Bridge

WWW.0asisgroup.com.

Client Portal

Control your physical and digital inventory with our online portal,
OASIS Bridge.

Go to OASIS Bridge

Home / Client Portal

4. Click on "Forgot Password?" below the login fields

ORSIS

[N Bridge

Password

OHS.RM Web Version 5.4.08 -9.41
© 2025 OASIS Group.
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2. Enter Your Registered Email

1. Inthe password reset request form, enter your User ID and Registered email address
2. Click Email Code

Forgot password?

To reset your password for this site you must enter the email
registered for this site and your user ID

User ID: §
user@email com

Registered email:
9 user@email.com

oo [N

3. Check Your Email for the Authorisation Code

1. Our system will send an automated email to your registered email address
2. This emailwillinclude a password reset authorisation code
3. Ifyou don’t see the email, check your spam/junk folder

4. Enter the Authorisation Code

1. Returnto the Forgot Password? dialogue box
2. Copy the authorisation code from the email
3. Pasteitinto the Authorisation Code text field

An Authorization code has been emailed to you. Check your
email for this Authorizetion Code, enter it and your new
password in the places below. You have 10 minutes to
complete this step. Do not refresh this page.

User ID:
user@email.com

Registered email: .
gisierse emeal user@email.com

Authorization Code:

%\Vb_zg8

Mew Passwond:

Verify Password:

TP

Mew passwond must heve one letterlNew password must have
one numberiNew password must meet minimum password

lengthl(8)
=0 -
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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5. Create a New Password

1. Enter anew password in the New Password field. Your password must:
o Contain at least one letter
o Contain at least one number
o Be atleast 8 characters long

2. Re-enter your new password in the Verify Password field

6. Confirm the Password Reset
1. Click "Set Password" to confirm the change
2. You will receive a confirmation message that your password has been successfully
updated

7. Log In with Your New Password

1. Returnto the OASIS Bridge login page
2. Enteryour email and new password to login

Need Help?

e If you experience issues or don’t receive the authorisation code, please contact our
support team for assistance.

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Portal Overview - Your Dashboard

Understanding your Home Screen
When you log into your OASIS Bridge account, you will see a screen like the one below.
Please note:

e Some users may have additional access to other functions within OASIS Bridge, which
may display more or fewer options than shown here
e Youravailable options are based on your assigned user permissions

If you believe you should have access to additional features, please contact our support team
for assistance.

Main program functions Main search option Customer select User welcome and additional options

OHSIS Alh i — Log Out option

INHINIE Bridge B Rtems On Order (0) <«——— Checkout Cart

Search bar drill-down

options e, ~- =3 «<— searchbutton

Container weight
notice = D N aipte sty oo

Search

Add
Alternative program R I; i )
functions — i

Pick Up Request Service /Material  Reports Help

Rak

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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User Options

e In the top right corner of the screen, you will see a user welcome message along with
additional options. This will include the name of the user currently logged into OASIS
Bridge

e Click onthe dropdown menu to access additional user options, including:

o Changing the language of the portal
o Updating your password for security purposes

Hello Joe Bloggs ~ Log Qut

All Customers Change Language )

Change Password

(0)

Updating the Portal Language

To change the language of the OASIS Bridge portal, follow these steps:

1. Click on the dropdown menu in the top right corner of the screen
2. Select "Change Language" from the available options
3. Choose your preferred language from the list
4. Click Save to confirm change
5. The portal will update to display content in the selected language
Select Language
English (U.5.) v
Engiish (115,
Spanish English (U.S.) v
Dutch - . .
| Save Cancel |
French | R
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Updating Your Password
To update your password, follow these steps:

Click on the dropdown menu in the top right corner of the screen
Select "Change Password" from the available options
In the New Password text field, type your new password

Confirm the new password by entering it again in the Re-enter Password text field
Click Save to confirm the changes

akrowbd-=

Change Password

Current Password

(TLTTITITETE T

New Password

Re-enter Password

MNew password must have one letteriNew password must have one

numberMew password must meet minimum password length!(3)

| Save | Close |

Your password will now be updated, and you should log out of OASIS Bridge and log back in with
your details.

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Selecting a Specific Account

If you have access to multiple accounts, you can select which account to query by following these

steps:
1. By default, OASIS Bridge will display All Customers
2. To select a specific account, click on the All Customers dropdown
3. From the dropdown list, choose the relevant account you wish to query
4. Inthe example below, the user only has accesstothe DEMOHR account, soyou can select

this account to query

Once you have selected the appropriate account, the system will display the data related to that

account.
Hello Joe Bloggs ~ Log Out
All Customers W
All Customers
UK.DEMOHR.Demo account - OASIS Marketing
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy
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Menu Options

In OASIS Bridge, several menu options come with additional sub-options. These options are
accessible from the menu bar or the clickable function icons at the bottom of the screen. Here
is how to navigate them:

1. Main Menu Options
e Clickonanyofthe main menuitemsinthe menu bar to view additional sub-options
related to that function
2. Alternative Function Select Icons
e |n addition to the menu bar, you can access more functions by clicking on the
clickable function icons located at the bottom of the screen
e These icons will open up additional options, depending on the function selected

By exploring these options, you can easily navigate through the system and access specific
features related to your task.

Using the Search Function

When you click on Search from the menu bar, you will be presented with several additional
options to help you find specific items or information. These options include:

1. Advanced Inventory Search
e Use this option for a more detailed and refined search, allowing you to filter by
multiple criteria
2. Single Item Search
o This option allows you to search for a specific item based on its details, such as
item name or ID
3. Match Item Search
e Use this to search for items that closely match the search term or criteria you
provide
4. Work Order Number Item Search
e If you're looking for an item related to a specific work order, use this search to
locate items associated with the given work order number

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy
UNCONTROLLED WHEN PRINTED Page 16 of 185



ORASIS

Information Secured NI

Each option provides a unique way to find and filter items based on different criteria.

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Advanced Inventory Search
All ~ Single Item Search
Match Item Search

Work Order Number Item Search

Welcome to OASIS Bridge

Your physical and digital records management system.

Using the Reports Function
When you click on the Reports dropdown, you will see additional reporting options, including:

1. Order History
e This option allows you to view and generate reports related to past orders, including
details like item names, quantities, and dates
2. General Reports
e Use this option to access a variety of general reports that provide insights into
system usage, inventory, and other relevant data

These options help you generate specific reports based on your needs.

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Order History

Al ~ Search Value General Reports

Welcome to OASIS Bridge

Your physical and digital records management system.

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Using Clickable Function Icons

The clickable function icons at the bottom of the home page serve as an alternative to the menu
bar options. Here is how to use them:

1. lcon Options
e Theicons atthe bottom of the page represent key functions within OASIS Bridge
e These icons are shortcuts to various features and work just like the options in the
menu bar
2. Functionality
e When you click on any of the icons, they will open the associated functions or
options, just as if you had selected them from the menu bar

This provides a quicker and more accessible way to navigate through the portal.

Search \ Add Pick Up Request Service / Material ’Reports \ Help

Search all record types (i.e., boxes Create inventory of records (i.e. Request non-itemized pick-up of Request materials (i ., empty boxes, Run live reports on a variety of Help and documentation on client web
files and media). Request pick-up or boxes, files, and media) for pick-up. records (l.e., boxes, files and media) fde foiders, labels or media tapes) information, inchuding inventory, access
delivery based on search results invoices and more

— n

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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How to use the Search options in OASIS Bridge

Search Bar

To search foritems quickly on OASIS Bridge, you can use the main search bar with the drill-down
option. Here is how:

1. Enter Your Search Term
e Inthe search bar, input the reference number or OASIS Barcode for the item you
are looking for
2. Runthe Search
e After entering the reference or barcode, the system will run a check to see if the
item is available for order or if it needs to be returned to OASIS for storage
3. Review the Results
e The search results will show whether the item can be ordered for delivery or if it
should be returned to OASIS for storage

The main search bar allows you to quickly locate items based on their reference or barcode,
streamlining your process for ordering or returning items.

Hello Joe Bloggs * Log Out
UK. DEMOHR.Demo account - OASIS Marketing w

(AR Brldge g Items On Order {0)

Home Search ~ Add Pick Up Request Service / Matenal Reports ~ Help

All - Search Value m
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Using the Reference Select Option

The Reference Select option to the left of the search bar allows you to narrow down your search
and target specific reference fields. Here is how to use it:

1. Select a Reference Field
e Click on the drill-down arrow next to the search bar. This will display a list of
available reference fields (e.g., item name, barcode, order number)
2. Choose a Specific Field
e From the dropdown list, select the reference field you want to search within
3. Enter Your Search Term
o After selecting the reference field, input your search term (e.g., barcode, item
number, etc.) into the search bar
4. Run the Search
e The system will only check the selected reference field for an exact or partial
match based on the search term you provided

This feature helps you refine your search and find items more efficiently by focusing on a specific
reference field.

Hello Joe Bloggs ~ Log Out
UK.DEMOHR.Demo account - OASIS Marketing v

IR Bndgc E Items On Order (0)

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

- Al ~ Search Value m

All

Item Code
OASIS Barcode

OASIS File Barcode

,.
v

e to OASIS Bridge

Parent Item Code digital records management system.

Employee ID

First name
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If you leave the Reference Select option set to the default ALL, the system will perform a full
search across all reference fields. Here is how it works:

1. Default Search Setting
e When the reference select option is set to ALL, the system will search through all
available reference fields, such as item name, barcode, order number, and more
2. Runthe Search
e After entering your search term (e.g., barcode or reference number) in the search
bar, the system will check all reference fields and return any results it finds

This allows you to search for an item across multiple reference fields at once, making it easier to
locate the item without needing to choose a specific field.

Expanding Your Search Using the Wildcard Operator

On the following pages, you will learn how to perform a more flexible search using the wildcard
operator (%). This is especially useful when you do not know the exact reference or full barcode
of an item.

Searching using Exact Reference

To search using an exact reference, follow these steps:

1. Select a Reference Field
e In the reference select option next to the search bar, select the OASIS Barcode
field from the dropdown menu

Hello Joe Bloggs ~  Log Qut
UK.DEMOHR.Demo account - OASIS Marketing hd

LM Brldge E Items On Order (0)

Home Search~ Add Pick Up Request Service / Material Reports ™ Help

OASIS Barcode ~ Search Value E

2. Enter the Exact Barcode
o After selecting the OASIS Barcode field, type the exact barcode or reference
number of the item into the search bar
e Once you've entered your search term, click the orange Search button to execute
the search
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Hello Joe Bloggs ~ Log Out
UK.DEMOHR.Demo account - OASIS Marketing v

||“” H ” Bl’\ng E’ Items On Order (0)

Home Search ~ Add Pick Up Request Service [/ Material Reports ~ Help

OASIS Barcode ~ 03711477 m

3. Runthe Search
e The system will search specifically within the OASIS Barcode field and return only
the items that match the exact barcode entered
4. Review the Results
e The search results will show the item with the exact match to the barcode you
entered

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

OQASIS Barcode ~ 03711477 o " m
1

1
Item Results Showing 1-10f 1 Sortby OASIS Barcdde O BN @, 5
Showing Page Size 20
OASIS Barcode] FBU: UK
£ | %wtimo
Stat - Customer: DEMOHR:Demo Internal Box Reference: BOX
0 us _— account - OASIS Marketing 1702
Request (1) ORSIS
Year: 2025 Additional Information:
FBU _ Employee A-E attendance records
Juk (1) CEEE e 2028
Add Date: 21/04/2021 Destroy/Review Date:
Customer 1 31/12/3000
n
[) DEMOHR Demo account - OASIS Retention: No Destroy - No
Marketing (1) Destroy

For: Joe Bloggs

Department
[ Nene (1)

Item Type
) BOX (1)

Using this method ensures you retrieve precise results, especially when you know the exact
reference or barcode of the item you are searching for.
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Using the Wildcard Operator to Search

If you do not know the exact reference or full barcode of an item, you can use the wildcard
operator (%) to expand your search. Here is how:

1. Select a Reference Field
e Inthe drill-down option next to the search bar, choose the reference field you
want to search (e.g., OASIS Barcode)
2. Enter Your Search Term with the Wildcard Operator
o Type part of the reference or barcode, and then use the wildcard operator (%) to
replace the unknown part

For example:

o "12345%" will find all items whose barcode begins with "12345"
o "%6789" will find allitems whose barcode ends with "6789"
o "12%89" will find items where "12" appears at the start and "89" appears laterin
the reference or barcode
3. Clickthe Orange Search Button
e Onceyou have entered your search term with the wildcard, click the orange
Search button to execute the search
4. Review the Results
e The system will return all items that match the pattern you have entered using the
wildcard operator

Using the wildcard operator (%) allows you to search flexibly for items even if you do not have
the full reference or barcode.
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Using the Wildcard Operator (%) Before the Reference

If you do not know the full OASIS Barcode and want to replace characters at the beginning of the
barcode, you can use the wildcard operator (%) before the known portion of the barcode. Here
is howto doit:

1. Select the OASIS Barcode Field
e From the drill-down option next to the search bar, select the OASIS Barcode field
2. Enter the Barcode with the Wildcard at the Beginning
e If you know the end part of the barcode, but not the beginning, you can use the
wildcard % at the start to replace the unknown portion
e For example, if you know the last part of the barcode is "3711477", but you're
unsure of the beginning, you can enter:
= "%3711477"
e This will find all items whose barcode ends with "3711477", regardless of what
comes before it

Home Search ~ Add Service [ Material Reports ~ E

%R3711477

3. Clickthe Orange Search Button
o After entering your search term with the wildcard at the beginning, click the orange
Search button to execute the search
4. Review the Results
e The system will return all items whose barcode ends with "6789", even though you
didn't input the full barcode

Pick Up Request

OASIS Barcode ~

Home Search~ Add Service / Material Reports - Help

Pick Up Request

OASIS Barcode ~

| %3711477 i

Item Results Showing 1-10f 1 Sorl by OASIS Barcggle v D B D D W a =
Showing Page Size 20
OASIS Barcode] 03711477 FBU: UK
é E Request from Oasis
Stat - Customer: DEM T Internal Box Reference: BOX
us — account - OASIS Marketing 1702
) Request (1) ORSIS
- Year: 2025 Additional Information:
FBU L Employee A-E attendance records
UK (1) CEREEe 2025
Add Date: 21/04/2021 Destroy/Review Date:
Customer 1 31/12/3000
n
) DEMOHR Dema account - OASIS Retention: No Destroy - No
Marketing (1) Destroy

For: Joe Bloggs

Department
[ None (1)

Item Type
O BOX (1)
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Using the wildcard operator (%) before the reference is helpful when you only know part of the
barcode or reference number.

Using the Wildcard Operator (%) After the Reference

If you do not know the full OASIS Barcode and want to replace characters at the end of the
barcode, you can use the wildcard operator (%) after the known portion of the barcode. Here is
how to do it:

1. Select the OASIS Barcode Field
e From the drill-down option next to the search bar, select the OASIS Barcode field

2. Enter the Barcode with the Wildcard at the End

o Ifyou know the first part of the barcode but are unsure of the remaining characters,
place the wildcard % at the end of the known portion

e For example, if you know the beginning of the barcode is "0371147", but not the
rest, you can enter:

= "0371147%"

e This will find all items whose barcode starts with "0371147", regardless of what

follows it

Home  Search~  Add Pick Up Request  Service / Matenal Reports = Help

OASIS Barcode ~ 0371147% m

3. Clickthe Orange Search Button
e After entering your search term with the wildcard at the end, click the orange
Search button to execute the search
4. Review the Results
e The system will return all items whose barcode starts with "12345", even though
you did not enter the full barcode

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy
UNCONTROLLED WHEN PRINTED Page 25 of 185



Home Search~ Add

OASIS Barcode - 0371147%

Item Results

Showing Page Size 20

Status
[J request (2)

FBU
D uk(2)

Customer
[ DEMOHR Demo account - 0ASIS
Marketing (2)

For: Joe Bloggs

Department
L None (2)

Item Type
) BOx (2)

Pick Up Request

Service [ Matenial

Reports = Help
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-

1 —
Showing 1-2 o2 Sortby OASIS Barcede O BEND m , =
. 0OASIS Barcodef 03711477 FBU: UK
é & Request from Oasis
. Customer: DEMUTRTOREMD Internal Box Reference: BOX
-— account - OASIS Marke}ing 1702
ORSIS 1
- Year: 2025 1 Additional Information:
L : Employee A-E attendance records
1 2025
CEgge i
Add Date: 21}04/2021 Destroy/Review Date:
1 31/12/3000
In 1
Retention: No Deslro#- No
Destroy 1
X
OASIS Barcode] 03711478 FBU: UK
é ¥ Request from Qasis
o Customer: DEMOHR: Demo Internal Box Reference:
-— .
account - OASIS Marketin TEST20042021A
"
- Year: 2021 Add Date: 21/04/2021
L
Destroy/Review Date: Retention: No Destroy - No
CEEHES 31/12/3000 Destroy
In

Using the wildcard operator (%) after the reference is helpful when you know the beginning of
the barcode or reference, but not the full code.

Using the Wildcard Operator (%) Before and After the Reference

In some cases, you might not know either the beginning or the end of the reference or barcode.
By using the wildcard operator (%) both before and after the reference, you can search more
broadly. Here is how to do it:

1. Select the Reference Field

e From the drill-down option next to the search bar, select the reference field you

wish to search within (e.g., OASIS Barcode)
2. Enter the Barcode or Reference with Wildcards Before and After

e If you know part of the barcode or reference but are unsure of both the beginning
and end, you can place the wildcard % at both the start and end of your search term

e For example, if you know the middle part of the barcode is "371147", but you're
unsure of what comes before or after, enter:

= "%371147%"

e This will find all items where "371147" appears anywhere in the reference or

barcode, regardless of what precedes or follows it

Search - Add Pick Up Request Service / Material

Reports~ Help

Home

OASIS Barcode ~ %371147%
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3. Click the Orange Search Button

e After entering your search term with wildcards before and after, click the orange

Search button to execute the search

4. Review the Results

e The system will return all items where "6789" appears in the barcode or reference,
whether it's at the beginning, middle, or end of the full barcode/reference

Home Search ~ Add

Pick Up Request

Service / Material

Reports ~ Help

SO (T . [ |

(]

i
Item Results Showing 1-2 of 2 Sortby OASIS Barch +vOBED @ 5
Showing Page Size 20

ng Feg ) OASIS Barcode FBU: UK
5 Y Request from Oasis
Stat L Customer: DEMOHR:Demo Internal Box Reference: BOX
us - account - OASIS Markeling 1702
) Request (2) ORASIS 1
- Year: 2025 : Additional Information:
|

FBU 1 Employee A-E attendance records

1

UK (2) D = @ =] H 2025
Add Date: 21/04/20210 Destroy/Review Date:
Customer In : 31/12/3000
[L) DEMOHR Demo account - OASIS Retention: No Destroy:- No
Marketing (2) Destroy H
For: Joe Bloggs +
. OASIS Barcode] 03711475 FBU: UK
Department é ' Reguest from Oasis
[ None (2) o Customer: DEMOHR:Demo Internal Box Reference:
- account - OASIS Marketing TEST20042021A
ORSIS
Item Type Year: 2021 Add Date: 21/04/2021
D L
— BOX(2) Destroy/Review Date: Retention: No Destroy - No
MY ERcREN= 31/12/3000 Destroy
In

Using the wildcard operator (%) before and after the reference helps you perform a broad search,
even when you only know a portion of the barcode or reference number.
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Search Result Item Actions

Onceyourunasearch andresults are returned, you may have several additional actions available
to manage the items or search results, depending on your access level. Here are the key actions
that can be taken:

[tem Actions

1. View Iltem Details
e Click on the item to view detailed information, such as item description,
availability, location, and other relevant data
2. Order Items
e For eligible items, you may have the option to submit an order for delivery,
collection, or other actions, based on the permissions associated with your user
profile
3. Edit Item Details
e If you have the necessary access rights, you might be able to edit the item details
directly from the search results. This could include changing item status or adding
comments or notes
4. Preview Scanned Images
e Forscanned items, there may be an option to preview scanned images that have
been uploaded to the OASIS Bridge portal. This allows you to check scanned
documents related to the item
5. Download Item Information
e |f enabled, you might be able to download item information in a report format
(e.g., CSV or PDF) to view or save locally
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Search Result Actions

1. Refine Search
o If the results returned are too broad, you can refine your search by adjusting the
search parameters, such as the Sort By option
2. Export Search Results
e Forreporting purposes, some users might have the option to export search results
into formats like CSV or Excel, allowing them to analyze the data offline
3. Clear Filters/Reset Search
e You can clear any filters applied to the search results and reset the search bar to
start a fresh search. This can be especially helpful when refining searches after an
initial attempt

These actions provide flexibility to interact with the search results, depending on the needs and
the level of access granted to you.

Number of items found from the search Search actions

lsmoy OASIS Barcode vOBERND @ 5 I

fOASIS Barcode: DSBA46515748 Child Item(s): (2)
‘¥ Request from Oasis
e FBU: UK Customer: DEMOHR:Demo account -
OASIS Marketing
Department: DEPT 4.DEPARTMENT 4 Internal Box Reference: BOX 1703
Year: 2023 Additional Information: Attendance
[}, = @ (=] records 2023
Location: W4G0202001 Add Date: 27/02/2023
In k[)estmy/Review Date: 31/12/2030 Retention: 7 Years - 7 Years
Icon to indicate item type I I
Additional Item actions Metadata recorded against the item
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Number of Items Found from Searching

Once a search is executed, the system will display the total number of items found that match
the criteria you entered in the search bar. This includes both full and partial matches based on
the reference, barcode, or other search parameters you specified.

Showing 1-30f 3

Understanding the Total Number of Items Found:

1. Totalltems Count

e The number of items found will be displayed at the top of the search resultsorina
dedicated area on the search results page. This count represents all items that
match the search criteria, whether the match is exact or partial

2. Full or Partial Matches

e The system considers both full matches (where the reference or barcode exactly
matches yourinput) and partial matches (where a part of the reference or barcode
matches the search term)

e For example, if you search for "12345" and there are multiple items whose
reference or barcode starts with "12345" or contains it, they will be included in the
results

3. Viewing the Results

e The total number of items will help you gauge the scope of your search. If there are
too many results, you may wantto refine your search to narrow it down. If no results
are found, it indicates that no items match the search term exactly or partially

4. Pagination and Navigation

o |If the search returns a large number of items, the results may be paginated. You
can navigate through multiple pages of search results to view all found items. The
total number of items will typically be shown with pagination controls for easier
navigation

Example:

e SearchTerm: "12345"
e Total Items Found: 50 items (where "12345" appears anywhere in the reference or
barcode)

By showing the total number of items found, OASIS Bridge helps you understand the scope of
your search and adjust if needed.
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Search Result Menu Options

Once the search results are returned, users can perform several actions related to the results as
a whole. These search actions help you manage, analyze, and interact with the search results
efficiently. Here's a breakdown of the available search actions:

[Sortby OASIS Barcode v] OB N W =

Sort the Results

e Users can sort the search results by various parameters, such as item name, reference
number, or barcode
e Sorting Dropdown: There is typically a dropdown menu that allows you to select how you
want the results to be ordered, for example:
o Sortbyltem Name
o SortbyBarcode
o Sortby Date Added
o Sort by Availability
e This action helps users quickly locate items based on their preferred criteria
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Exclude All

The Exclude All action is available when you have multiple items in your search results and want
to deselect all items at once. This option is useful when you wish to select specific items from

the results to add to your cart, rather than adding everything to the cart.

Sort by | OASIS Barcode v @E, I 1 =

How Exclude All Works:

1. Multiple Items in the Search Results
e Afterrunninga search, youwilllikely see a list of items based on your search criteria
2. Click Exclude All
e Atthetop or bottom of the search results page, there will be an Exclude All button.
Whenyou click this, it will deselect allitems in the search results. This means that
none of the items will be selected for further actions (such as adding to the cart)
3. Select Specific Items
e Once allitems are deselected, you can manually select only the specific items you
want to add to your cart. This can be done by checking the box next to each item

4. Add Selected Items to Cart
o After selecting the items you wish to add, you can proceed to add them to your cart

Why Use Exclude All?

o Efficiency: This feature saves time by allowing you to deselect allitems quickly, especially
when you only need a few items from a large search result
o Selective Action: It helps when you only want to perform actions (like adding to the cart)

for specific items rather than everything displayed
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Display Long Description and Item Notes

In OASIS Bridge, to improve the display of search results and maximize the space available for
other item information, certain fields like Long Description and Item Notes are hidden by
default. However, these fields can contain a significant amount of information, and you can
choose to display them if needed.

Sort by | OASIS Barcode v |:||:} Y W . =

1. Long Description

e The Long Description field can contain up to nine hundred characters. This is typically a
detailed description of the item, providing more in-depth information beyond just the
name or reference

o By default, this field is hidden in the search results to streamline the view and display key
information only

e Howto Display Long Description:

o There will be an option or toggle within the search results to show the Long
Description for each item. Once clicked, this will reveal the full description for that
specific item

2. Index Notes

e The Index Notes field can hold up to three thousand characters, providing additional
context or comments about the item. This can be especially useful for tracking item-
specific notes, such as condition, special handling instructions, or any other relevant
details

e Like the Long Description, the Index Notes are hidden by default to keep the search
results concise

e Howto Display Index Notes:

o Similar to the Long Description, you will be able to toggle or click to display the
Index Notes when necessary. This reveals any additional notes related to the item
in your search results
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Why Are These Fields Hidden by Default?

e Maximizing Screen Space: Hiding these fields helps ensure that only the most relevant
and concise information is displayed by default, such as item name, barcode, or
availability

o Improved User Experience: With potentially large text fields (900 characters for Long
Description, 3000 for Index Notes), displaying them by default could overwhelm the
screen. By keeping them hidden, the system provides a cleaner, more navigable interface

Inventory Report from Search Results

Once you have your search results on screen in OASIS Bridge, you have the option to generate
an Inventory Report based on the items displayed. This report can be exported to different
formats, including PDF (the default format) and Excel, for further analysis or record-keeping.

Sort by = OASIS Barcode v O B Y W =

How to Generate an Inventory Report:

1. View Search Results
e First, ensure that your search results are displayed on the screen, showing all
relevant items you want to include in the inventory report
2. Generate the Report
e Lookforthe "Inventory Report"” option, which is typically found at the top
e You will be given options to export the results into various formats
3. Select Export Format
o PDF (Default format): This is the default export option. Selecting this will create a
report in PDF format, which you can easily print or share
e Excel: If you prefer working with the data in a spreadsheet for further analysis,
select the Excel option. This allows you to manipulate, sort, and analyze the
inventory data using Excel

Inventory Report

Report Name
Inventory Export v
Report Type
[ PDF v ]
‘ Print || Close |
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4. Print/Download the Report
e Onceyou have selected the desired format (PDF or Excel), the system will generate
the report and provide a download link
e Clickon the link to print/download and save the report to your local device

Inventory Report

Report Name
Inventory Export v
Report Type
PDF v
‘ Print | Close ‘
Inventory Export Preview
18/02/2025 11:25
Inventory Export
OASIS Great Britain
Customer: DEMOHR ~ Demo account — OASIS Marketing
Item Type OASIS Barcode Parentcode Department Internal Box Year Additional Reference 4 Reference 5 Reference 6 Reference 7
Reference Information
BOX D5B46515748 DEPARTMENT BOX 1703 2023 Attendance
4 records 2023
Item Type QASIS File Parentcode Department Employee ID Forename Surname Email Fathers Name  Mothers Name Date of Joining
Barcode
FILE D5F46515788 DSB46515748 DEPARTMENT
4
FILE DSF46515869 DSB46515748 DEPARTMENT
4

Why Use the Inventory Report Feature?

e Quick Overview: The inventory report provides a snapshot of all the items in your search
results, allowing you to easily review and manage item details

o Export for Analysis or Sharing: Exporting the data to Excel gives you more flexibility to
analyze the inventory, perform calculations, or share it with team members

e Record-Keeping: The PDF format is ideal for keeping records of the search results,
making it easier to reference later or present in meetings
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Excel Export

If you want to download the search results from OASIS Bridge into an Excel file for further
analysis or record-keeping.

Sort by | OASIS Barcode v OO B3 ]E =

How to Export Search Results to Excel

1. Runthe Search
e First, ensure that you have performed your search and have the results displayed
onthe screen
2. Click on Excel Export
e |n the search results screen, look for the Excel Export button, usually located at
the top or bottom of the page
e Clicking this button will trigger the system to prepare the search results for export
3. Download the Excel File
o Afterclicking the Excel Export button, the system will generate an Excel file with all
the details of your search results
e This file will be automatically downloaded to your computer
4. Locate the File
e The downloaded file will typically be saved in your Downloads folder (or the folder
designated for downloads based on your browser settings)
e The file will be named with a default name or may include a timestamp to
differentiate it from other files
5. Openthe Excel File
e Navigate to the Downloads folder and open the Excelfile. The contents willinclude
the data of the items found in your search results, allowing you to manipulate, sort,
or analyze the data as needed

Why Use Excel Export?

o Data Analysis: Exporting to Excel allows you to sort, filter, and analyze the data more
efficiently, especially for large sets of items

o Record-Keeping: The exported Excel file can be saved for future reference or shared with
colleagues

e Flexibility: Excel allows you to easily modify or customize the data if needed, such as
adding custom columns or performing calculations
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Clear All in Search Results/Items in Cart

The Clear All icon in OASIS Bridge allows you to reset the search results and remove any items
that have been displayed on the screen. This is helpful if you want to start a new search without
manually clearing each item or filter.

Sort by | OASIS Barcode v OB L_j_=+

How to Use the Clear All Icon

1. Display Search Results
e First, ensure that you have performed a search, and the results are visible on your
screen
2. Clickon the ClearAlllcon
e Lookforthe Clear Allicon onthe page. Thisicon may appear as a trash bin, areset
symbol, or another similar representation, depending on the interface design
o Clicking the Clear All icon will remove all the search results that are currently
displayed on the screen
3. Reset the Search
o After clicking the icon, the page will refresh, and all the search results will be
cleared. This action resets the search results back to an empty state, making room
for a new search or allowing you to refine the search parameters

Why Use the Clear All Icon?

e Quick Reset: It's a convenient way to clear all search results quickly when you no longer
need the displayed data or wish to start a fresh search

e Prepare for a New Search: This function is useful when you want to remove previous
results and start a new search without any old filters or results lingering on the page
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ltem Global Actions

Item Global Actions in OASIS Bridge provide users with the ability to perform actions on multiple
items at once. This can streamline processes, especially when dealing with bulk actions like
adding items to the cart for delivery or collection.

Sortby | OASIS Barcode v OB =M ]m

How to Use Item Global Actions

1. Select Items from the Search Results
e First, ensure that you have run a search, and the relevant items are displayed on
the screen
e Use the checkboxes next to the items to select the ones you want to include in the
action
2. Click on"Item Global Actions"
e Onceyou have selected the desired items, look for the Item Global Actions option,
typically located at the top or bottom of the search results page
3. Choose the Appropriate Action
e Clicking on Item Global Actions will provide you with several options for handling
the selected items. Two key actions are:
= Request from Off Site: This option allows you to add selected items to the
cart for delivery from an off-site location. If the items are not currently in
your local inventory but are available elsewhere, this option facilitates the
request for delivery
= Send Off Site: This action adds selected items to the cart for collection.
If you need to return or collect items from an off-site location, this option
initiates that process
4. Add to Cart
o After selecting either Request from Off Site or Send Off Site, the system will
automatically add the selected items to your cart so you can then proceed with the
usual process for placing an order or managing the items in your cart

Why Use Item Global Actions?

e Bulk Processing: These actions allow you to perform operations on multiple items at
once, saving time when dealing with larger quantities

o Efficient Cart Management: Instead of manually adding each item to the cart, you can
quickly add all selected items to either the delivery or collection cart

o Streamlined Workflows: Whether you're requesting items from off-site for delivery or
preparing items for collection, these actions make the process smoother
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Iltem Type Icons

In OASIS Bridge, the system uses visualicons to easily differentiate between various item types
within the search results. These icons help you quickly identify the type of item you are working
with, making it easier to manage and organize your inventory.

Iltem Type Icons

1. Boxlcon
o Description: Represents items stored as boxes

e Visual: The icon is typically a small box image, indicating that the item is a box in
your inventory

2. Filelcon
o Description: Represents items stored as files
e Visual: The icon usually looks like a file folder, helping you identify file-type items

in your search results

3. Documentlicon
o Description: Represents individual documents
e Visual: The document icon typically resembles a document to signify items

classified as documents in your search results
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4. Tapelcon
e Description: Represents items stored on tapes (such as backup tapes)
e Visual: The icon typically shows a cassette tape or something similar, clearly
marking items stored in tape format

How the Icons Help

e Quick Identification: By simply glancing at the icons, you can quickly determine whether
the item is a Box, File, Document, or Tape without needing to read through detailed
descriptions

o Improved Navigation: This helps you streamline your searches and operations, especially
when you're managing various types of items (e.g., files vs. tapes)

o Efficient Organization: The icons make it easier to organize or filter items based on their
type, helping you to perform actions (e.g., adding to the cart or processing requests) more
effectively
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Additional I[tem Actions

Users with the appropriate access level in OASIS Bridge can perform various additional actions
on individual items. These actions help with inventory management, record-keeping, and
requesting specific items.

E Request from OASIS
) =H B &

In

Available Additional I[tem Actions

1. Edit Item Information
o Allows users to update or modify the details of an item
e This may include updating metadata such as the item's description, category, or
status
2. Add a New Item to a Box
e Enablesuserstoadd anewfile,document, or otheritems to an existing storage box
o This is useful for maintaining accurate records when new documents are added to
an archive
3. Request a Non-Indexed Item from a Box
e This action allows users to request a file that is inside a box but has not been
barcoded individually
e Useful when a specific file within a stored box is needed for retrieval without
retrieving the entire box
4. Generate an Item Activity Report
o Creates areport detailing the activity and history of an item
e The report may include information such as previous requests, movements, and
modifications to the item
5. Print ltem Details
e Allows users to print a record of an item's details for documentation or offline
reference
e The printed record can be used for audits, manual tracking, or archiving purposes
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Why Use These Actions?

o Better Inventory Management: Keep records up to date by editing or adding new items
when necessary

o Efficient Retrieval: Request specific files without needing to retrieve an entire box

o Improved Record-Keeping: Generate reports and print details for audits, compliance, or
reference

Request from OASIS

The Request from OASIS option allows users to add items to their cart for delivery from an off-
site storage facility. This feature is useful when you need to retrieve a stored item and have it
delivered to your location.

[ E_ Request from OASIS]
(> =H B &

In

How to Request an Item from OASIS

1. Locate the Item
e Use the Search function to find the item you need
e Ensure the correctitem appears in the search results
2. Click "Request from OASIS"
e Intheitem actions menu, click the Request from OASIS link next to the item
e This will add the selected item to your cart for ordering
3. Review Your Cart
e Navigate to the Cart to review the items you have requested
e Make any necessary adjustments before proceeding
4. Submit the Order for Delivery
e Once you have confirmed the items in your cart, proceed to place the order
e The OASIS team will then process your request and arrange delivery

Why Use This Feature?

¢ Quick Retrieval: Easily request archived items without manual paperwork
e Streamlined Ordering: Add multiple items to your cart in one session
o Efficient Tracking: Ensures that requested items are logged and can be monitored
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Select/Deselect Item

The Select/Deselect Item feature allows users to choose which items from the search results
should be included in an action, such as adding items to the cart for delivery or collection.

E Request from OASIS

CEYHESe

In

How to Use the Select/Deselect Feature

1. Locate Your Search Results
e Perform a search to display the relevant items
2. Select anltem
e Clickthe blue checkbox next to an item to deselect it (selected by default)
e The selected item will be excluded when adding to the cart or performing other
actions
3. Selectanltem
e Clicking the blue checkbox again will select the item
e Selected items will be included if you choose to add all items to the cart
4. Exclude All ltems (Optional)
e If you want to clear all selections at once, use the Exclude All option to deselect
everything

Why Use This Feature?

o Flexible Selection: Choose only the items you need instead of adding everything to the
cart

e Prevents Unnecessary Orders: Avoid ordering unwanted items by deselecting them

o Efficient Bulk Actions: Quickly include or exclude multiple items as needed
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Edit Item

The Edit Item function allows authorized users to update reference data recorded against an
item. However, access to this feature depends on the user's permissions and access rights

within the system.

E Request from OASIS
=28 S

In

How to Edit an Item

1. Locate the Item
e Usethe Search function to find the item that needs updating
2. Clickthe "Edit Item" Icon
e Select the Edit Item image or button next to the relevant item
e This will open the item’s details for modification
3. Update Reference Data
e Modify any necessary fields such as:
= Description
= Index Notes
= Reference Numbers
= Category Information
e Ensure all changes are correct before proceeding

OASIS Barcode Department
DSB46515748 DEPT 4.DEPARTMENT 4 v
ﬁlernal Box Reference Year Additional Information \
BOX 1703 2023 Attendance records 2023
Destroy/Review Date Retention
31/12/2030 7 Years - 7 Years Browse
Indexed Notes
. J
| Save | Close |
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4. Save Changes
e Click Save to confirm and apply the updates

Access Limitations

¢ Not all users can edit items—permissions are determined by the system administrator
o Ifyou do not have edit access, you may need to request changes through a supervisor or
admin

Why Use This Feature?

o Keeps records accurate with up-to-date information
e Ensures compliance with indexing and reference standards
e Streamlines item management by allowing quick adjustments

Add Item to Parent

The Add Item to Parent option enables authorized users to add barcoded files or documents
to an existing box. This ensures accurate inventory management and helps maintain structured
storage within the OASIS system.

E Request from OASIS
@)= 8 &

In

How to Use "Add Item to Parent"

1. Locate the Parent Box

e Use the Search function to find the box where the new item will be added
2. Click "Add Item to Parent"

e Select the option next to the relevant box
3. Enter Item Details

e Inputthe barcode of the file or document being added

e Update any reference data, such as description or category
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Add Item
Parent Item Code Depariment Type Requested For
DSB46515748 DEPT 4.DEPARTMENT 4 v FILE v Joe Bloggs

) Retain data entered on add

OASIS File Barcode Empioyee ID Forename
000019628410 FM001 Frank
Sumamea Email Fathars Nama
Martin fm@email.com John
Mathers Name Date of Joining Year of Joining
Sue 01/02/2020 2020
Disciplinary
w
Comments

Destroy/Review Date

Indexed Notes

Save | Close |
4. Save Changes
o Click Save to confirm the addition of the new item to the box
e C(Click Close
Items added to parent e
Requested By + OASIS File Barcode Parent Hem Code FBU Customer Department Employee ID Forename
Joe Bloggs 000019628410 DSB46515748 UK .DEMOHR Demo account - Or". DEPT 4 DEPARTMENT 4 FMO001 Frank
4 »
fs] Page[1  |of1 0w View 1 of 1 -
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Items on Order Cart Update

Once anitem has been successfully added to a parent box, the system will automatically update
the Items On Order cart on the home screen.

What Happens Next?

e The newly added file will now appear in the ltems On Order cart
e This confirms that the file has been successfully linked to the parent box
e Users can now proceed to review and submit orders as needed

Hello Joe Bloggs -~ Log Out
UK.DEMOHR.Demo account - OASIS Marketing v

W Bridge

Home Search~  Add Pick Up Request Service / Material Reports ~ Help

Al ~ DSB46515748

Item Results Showing 1-3 0f3 Sortby OASIS Barcode +.OBEREND @ 5
Showing Page Size 20
g i ot . OASIS Barcode: DSB46515748 Child Item(s): (2)
5 ¥ Request from Oasis
Status S FBU: UK Customer: DEMOHR:Demo account
= _— - OASIS Marketing
] Request (3) ORSIS
= Department: DEPT 4.DEPARTMENT Internal Box Reference: BOX 1703
=
FBU 4 Year: 2023
LUK (3) Cegge Additional Information: Location: W4G0202001
Attendance records 2023 .
Customer Add Date: 27/02/2023
] DEMOHR Demo account - OASIS Marketing In Destroy/Review Date: 31/12/2030 Retention: 7 Years - 7 Years
m

Next Steps
1. Review the Items On Order cart to ensure the correct file has been added
2. If further changes are needed, use the Edit Item option

3. Proceed with placing an order request if retrieval or delivery is required

‘B Items On Order (1)

Service / Material Reports = Help

Showing 1-10f1 D Ej @
DEMOHR: Demo account - OASIS Marketing
OASIS File Barcode: Parent Item Code: DSB4A6S515748
X Bemove 000019628410 EBU: UK
Customer: DEMOHR:Demo account Department: DEPT 4, DEPARTMENT
m - OASIS Marketing 4
Employee 1D: FM0OO1 Forename: Frank
D Surname: Martin Email: fm@email.com
Fathers Name: John Mothers Name: Sue
Add for Joe Blogos Date of Joining: 01/02/2020 Year of Joining: 2020
Add Date: 25/02/2025
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This feature helps maintain clear tracking and organization of all items added within the system.
Access Limitations

e Only users with the relevant access level can add items to a box
o If accessisrestricted, users may need to request assistance from an administrator

Why Use This Feature?

o Ensures accurate tracking of files within storage boxes
e Streamlines organization by keeping related documents together
e Maintains compliance with record-keeping standards

Request Non-Indexed Contents

The Request Non-Indexed Contents option allows clients to request files from an
unmanaged box when:

¢ The box has been received, but its contents have not been barcoded
o The file details were not recorded in the inventory system

E Request from OASIS
CeHE e

In

How to Request Non-Indexed Contents

1. Locate the Box
e Use the Search function to find the unmanaged box that contains the file(s) you
need
2. Click "Request Non-Indexed Contents"
e This option is available for unmanaged boxes where specific file details are
missing
3. Enter File Details
e Provide a description or any available reference details about the requested file
e If known, specify approximate location within the box
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Request Contents
Parent Item Code Department Type Requested For o
DSB46515748 DEPT 4.DEPARTMENT 4 FILE 4 Joe Bloggs

[ Retain data entered on add

ﬁﬂployea D Forename Sumame \

15001 John Smith
Email Fathers Name Mothers Mame

js@email.com John Mary
Date of Joining Year of Joining Disciplinary

01/02/2022 2022 Verbal Warning ~
Comments

Destroy/Review Date

Indexed Motes

\_ J

| Request New

4

4. Submit the Request
o Click Request New to add the file details to the box

Why Use This Feature?

e Access files that were not barcoded or indexed in the system
e Ensure smooth retrieval of important documents from unmanaged storage
e Minimize delays when needing files that were not originally logged
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Managing Requested Non-Indexed Contents

Once a new file request has been created for a non-indexed item, it will be displayed in the
Request Contents dialogue box under the Request New Items section.

Reviewing Your Request

e The new file will now appear in the list of requested items
Use the scroll bar to view additional details entered during the request

e If multiple items have been added, use the page navigation links at the bottom to move

between pages

|‘ Request New |

Request new items

Requested By = OASIS File Barcode Parent ltem Code FBU Cuslomer Department Employee 1D

Joe Bloggs Unknown .DSE45515?48 UK DEMOHR:Demo a:counl-OA.OEPT-QDEPARTMENTA .JSOO1

4

yel Page T—of 1 0w View 1 0f 1
4 3 N

" Close |
Final Steps

1. Review the request details to ensure accuracy
2. Click "Close" to exit the Request Contents dialogue box
3. Youwillreturn to the results screen, where you can continue working within OASIS Bridge
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Finalizing the Request for Non-Indexed Contents in OASIS Bridge
Once a non-indexed file request has been created, OASIS Bridge will:

e Automatically generate a record for the file
e Add the requested file to the Items On Order cart

Next Steps — Completing the Order

1. Decide on the Type of Web Order:
e If you want to save the file in your inventory:
— Submit a Detailed Indexing web order
e Ifyou need the file physically delivered:
— Submit a Next Day (Standard Service) web order
2. Submit the Order:
o Navigate to the cart and review the requested item
e Follow the steps outlined in the How to Add New Items and How to Create Web
Orders sections
e Submitthe order to OASIS for processing

By completing the order, you ensure the file is either indexed for future use or delivered as

required.
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Generating Item Reports

The Item Reports feature allows users to run an Item Activity Report for a specific item. This
provides a detailed history of the item’s movements, actions, and status updates.

¥ Reguest from OASIS
C® =@

In

How to Run the Web Module Item Activity Report

1. Locate the Item
e Usethe Search function to find the item you want to report on
2. Click on"Iltem Reports"
e This will open the reporting options for the selected item
3. Select "Web Module Item Activity Report"
e Thereport will display all recorded actions related to the item, such as:

=  When it was added to the system
=  Anyrequests, deliveries, or movements
= Any modifications or status changes

Item Reports

Report Name
Web Module Item Activity Report v

Web Module Item Activity Report
Web Item Detail

‘ Print H Close |
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4. Download or Print the Report
e You can choose to export the report in different formats (PDF, Excel)
e If needed, print a hard copy for records

Item Reports

Report Name
Web Module Item Activity Report v

PDF

Image

Word

Excel (XLS)
Excel (XLSX)
HTML

Preview
Item History Report
OASIS Great Britain
OASIS Barcode: DSB46515748
Destroy/Revi

Internal Box Reference  Year Additional Information From Date To Date ow Dats Long Description
BOX 1703 2023 Attendance records 2023 31/12/2030

Work Order Date Action On Site Location  Requested For Line Comments

8104107 27/02/2023 New Item Added Unassigned storage item has been

added to inventory

Why Use This Feature?

e Provides a detailed history of the item’s activity
e Helpstrack item movements and requests
e Ensures compliance with records management policies
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Generating a Web Item Detail Report

The Web Item Detail Report provides detailed information about an individual item, such as its
description, status, and other relevant attributes.

How to Run a Web Item Detail Report

1. Locate the ltem

e Usethe Search function to find the specific item you wish to generate the report for
2. Select "Web Item Detail"

e From the Report Name dropdown, choose the Web Item Detail option
3. Choose the Report Type

e |n the Report Type dropdown, select the file format you prefer to download or

display the reportin (e.g., PDF or Excel)

e PDF is the default format
4. Generate the Report

e Onceyou’ve selected your preferred file format, click Print to generate the report
5. View the Report

e Ifyou selected PDF, the report would open in a new tab of your web browser

e Youcan download or print the report as needed

Preview

Web Item Detail

OASIS Great Britain

Customer: DEMOHR - Demo account — OASIS Marketing

OASIS Barcode: DSB46515748

Department: DEPT 4

Item Type: BOX

Internal Box Refer: BOX 1703

Year: 2023

Additional Informa: Attendance records 2023

Location: W4G0202001

Add Date: 27/02/2023

Destroy/Review Dat: 31/12/2030

Retention: 7 Years — 7 Years

Child Items: 2
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What the Report Contains

The Web Item Detail Report will display all the relevant details for the item, including:

e Description

e Status

e Barcode and other identification info
e Anyrecorded movements or actions

Why Use This Report?

e Provides a comprehensive overview of the item’s details
e Useful for tracking item status and ensuring accurate record-keeping
e Can be used for audit or review purposes

Printing the Item Detail Report

The Print Item Detail Report allows users to print a detailed report for a specific item directly
from OASIS Bridge.

E Request from QASIS
Ceyd B8]

In

How to Print the Item Detail Report

1. Locate the Item
e Use the Search function to find the item for which you want to print a detailed
report
2. Clickthe Printicon
e Lookforthe Printicon (usually represented by a printerimage) in the ltem Actions
section
3. Generate the Report
e Clicking the print icon will automatically generate a printable version of the ltem
Detail Report
4. Review and Print
e Thereportwill be displayedin a printable format, and you can printit directly from
your browser
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Preview

OASIS Barcode: DSB46515748 Child Item(s): (2)

FBU: UK Customer: DEMOHR:Demo account -
OASIS Marketing

Department: DEPT 4.DEPARTMENT 4 Internal Box Reference: BOX 1703

Year: 2023 Additional Information: Attendance
records 2023

Location: W4G0202001 Add Date: 27/02/2023

Destroy/Review Date: 31/12/2030 Retention: 7 Years - 7 Years

Why Use This Feature?

e Quick and easy way to generate a physical copy of an item’s details
e Helpful for records management and auditing purposes
e Canbe used forin-person reference when handling items
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Viewing Item Metadata

The Item Metadata refers to the data that has beenrecorded against an item, whether by the user
or by OASIS. This metadata includes important details that help identify and track the item within
the system.

Showing 1-3 of 3 Sort by OASIS Barcode v r__] @ C\.} [::I E ‘ =
) OASIS Barcode: DSB46515748 Child Item(s): (2)
é Y= Request from Oasis
. FBU: UK Customer: DEMOHR:Demo
— account - OASIS Marketing
ORSIS
o Department: DEPT Internal Box Reference: BOX
L 4.DEPARTMENT 4 1703
B = E & Year: 2023 Additional Information:
Attendance records 2023
In Location: W4G0202001 Add Date: 27/02/2023
Destroy/Review Date: Retention: 7 Years - 7 Years
31/12/2030

How to View ltem Metadata

1. Search for the Item
e Usethe Search function to find the item in question
2. Checkthe Item Metadata
e In the search results, look for the highlighted area where the metadata is
displayed
3. Key Metadata Information:
e OASIS Barcode: This is the unique identifier for the item
e FBU (Region Account): The region or account that the item belongs to
e Customer (Account Code and Name): The account details related to the item
o Reference Information: Any additional references, including item IDs,
descriptions, or other tracking information
4. Variation in Data:
e Depending on the account's requirements, there may be additional or fewer
details shown. The system will adapt based on the specific needs of the account
and user settings

Why Is Item Metadata Important?
e Helpsinaccurately identifying and tracking items
e Provides essential details for inventory management and order processing
e Makes it easier for users to quickly find and access the right item information
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Advanced Inventory Search in OASIS Bridge

The Advanced Inventory Search feature allows users to refine their search criteria to locate
specific items more efficiently. This tool provides more filtering options compared to the basic
search, helping users narrow down their results based on multiple attributes.

How to Use the Advanced Inventory Search

1. Access the Advanced Inventory Search
e Click on Search from the menu bar
e Select Advanced Inventory Search from the dropdown options

ORSIS

W Bridge

Home Search ~ Add Pick Up Request Service / Material Reports ~

Advanced Inventory Search

Al ~ Single Item Search

Match Item Search

Work Order Number Item Search

Welcome to OASIS Bridge

Your physical and digital records management system.
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2. Select Search Filters
Users can refine their search by selecting one or multiple filters, including:
e Item Type (e.g., Box, File, Document, Tape)

e Department (e.g., HR, Finance, Legal)
e |tem Status (e.g., In, Out, Destroyed)

Hello Joe Bloggs ~  Log Out
UK.DEMOHR.Demo account - OASIS Marketing v

i Bridge E Items On Order (0)
Home Search ~ Add Pick Up Request Service / Material Reports ~ Help
Home Search Advanced Inventory Search
(Advanced Inventory Search \ Enter Search Values
Customer
UK.DEMOHR.Demo account - OASIS Mar v ,
E earch Value
Department OASIS Barcode quals v Search Val
All . Internal Box Reference Equals v Search Value
Type Year Equals v
] e Additional Information Equals v Search Value
Service Code
All v Location Equals M Search Value
Item Status Add Date Equals v
Al v
. Destroy/Review Date Equals v
Retrieved By
Equal: v Retention Equals v Search Value
i = Indexed Notes Equals v Search Value

Filtering by Customer and Department in Advanced Inventory Search

When using the Advanced Inventory Search in OASIS Bridge, users canrefine their search based
on the Customer and Department fields to locate specific items more efficiently.

Customer Field (Auto-Selected)

e The Customerfield will automatically default to the same customer selected from the
top of the screen

e If you have access to multiple accounts, you can change this selection by choosing a
different customer from the dropdown

Selecting a Department

e Clickonthe Department field to open the dropdown list
e Selectone department by clicking on the relevant option
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Selecting Multiple Departments

o Ifneeded, you can select multiple departments by clicking on each department name
in the dropdown list

o Selected departments will be highlighted to indicate they are included in the search
criteria

Advanced Inventory Search
Customer

UK.DEMOHR.Demo account - OASIS Mar w

(Department

All <

All v
DEPT 2.DEPARTMENT 2

DEPT 2\DEPT 1.DEPARTMENT 1

DEPT 3.DEPARTMENT 3

DEPT 4.DEPARTMENT 4

DEPT 5.DEPARTMENT 5

N >

Retrieved By

Equal: v

‘ Append Search H New Search

Why Use the Customer & Department Filters?
e Helps users focus on specific business units within a company
e Makes it easier to find items assigned to a particular department
e Speeds up search results when dealing with a large inventory
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3. Selecting an Item Type

e Clickonthe Type dropdown menu
e Choose a specific item type (e.g., Box, File, Document, Tape)
e Ifyou are unsure of the item type, leave this field set to All to search across all types

Advanced Inventory Search

Customer
UK.DEMOHR.Demo account - OASIS Mar wv

Department

All -

Type
BOX v

DOCUMENT
FILE

v -

Retrieved By

Equal: v

Append Search H New Search

Why Use the Item Type Filter?
e Helps narrow down results when searching for a specific item
e Reduces search time by eliminating unrelated items
e Ensuresyou locate the correct format (e.g., only files instead of boxes)
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4. Service Code Field

The Service Code field in Advanced Inventory Search is set to "All Codes" by default. This
ensures that your search includes items across all available service codes.

Leave the Service Code field as Default

e Bydefault, the Service Code field is set to "All Codes", allowing the search to include
all service types

Optional: Select a Specific Service Code

e Ifyouwantto filter results by a specific service, click on the Service Code dropdown
e Selectthe required service code from the list

Why Leave the Service Code Field as Default?

e Ensures no items are excluded from the search
e Allows a broader search when you are unsure of the service code
e Useful when looking for all items regardless of service type

5. Filtering by Item Status

o The Item Status filter allows users to refine their search based on the status of an item
e This helps locate items more efficiently and understand their movement history

6. Selecting an Item Status

e Click onthe Item Status dropdown
e Choose a specific status or leave it as All (default) to include all item statuses

Iltem Status Options Explained

e All-Default option that includes all items regardless of their current status

e Out-Items retrieved by the client but expected to be returned to OASIS storage

e In-Items currently stored with OASIS

e In/Out - Items both in storage and previously retrieved, forming the Active Inventory
(billed on invoices)

o Destroyed - Items that have undergone the OASIS Asset Destruction process

e Permed Out - Items retrieved by the client with no intention of returning to OASIS
storage

e No Find - Items that were expected to be in storage but were not located in their last
recorded scan location (may be due to mis-scans or incorrect data)
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Advanced Inventory Search
Customer
UK.DEMOHR.Demo account - OASIS Mar wv

Department

All -
Type

BOX ~v

Service Code
All v
(item Status )
All v

Qut

In
In / Qut
Destroyed

™" Permed Out
No Find J

Why Use the Item Status Filter?
o Helps locate items quickly based on their availability
e Ensures you retrieve or update the correct inventory
e Assists with billing verification (e.g., checking Active Inventory for invoice reconciliation)
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7. Runthe Search

e Clickthe New Search button to display results based on your selected criteria

Advanced Inventory Search

Customer
UK.DEMOHR.Demo account - OASIS Mar

Department

DEPT 2.DEPARTMENT 2 -
Type

BOX v
Service Code

All v

Item Status
In / Out v
Retrieved By

Equal: v
Append Search ‘ New Search ‘
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy

UNCONTROLLED WHEN PRINTED Page 64 of 185



ORASIS

Information Secured [l

Understanding Search Results and Available Actions

When performing an Advanced Inventory Search, the results displayed on the screen provide an
overview of the items that match the search criteria. Several additional actions are available to
help users refine and manage their inventory effectively.

Search Results Overview

On the left-hand side of the screen, users will see a summary of search results, including
filtering options:

1. Item Results
e Click on Showing Page Size to adjust the number of results displayed per page
e Bydefault, the system shows 20 results per page
2. Status
e Users canfilter results by item status:
= Send for Refile — Items that can be returned to OASIS storage
= Request-Items that can be retrieved and returned to the user
e Some searches may display one or both of these options
3. FBU (Functional Business Unit)
e The FBU represents the region under which the account is managed
e Some users have access to multiple accounts across different regions
e If a user does not select a specific account, the system returns results for all
accessible accounts
e Users can toggle between regions to view stored items by checking/unchecking
the FBU name
4. Customer
o |If a specific customer account was selected, only results for that account will
appear
e |If the Customer field is set to "All", results could show items from multiple
accounts
e Users can filter results by customer account by selecting checkboxes beside the
account names
5. Department
o I[faspecific department was chosen during the search, only items scanned to that
department will be displayed
o [f multiple departments were selected, users can toggle between them to refine
search results
6. Item Type
o Displays the type of items found in the search
e Ifauserspecified anitem type during the search, only that item type will be shown
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ORASIS

N Bridge

Home Search ~ Add Pick Up Request Service / Material Reports = Help

Item Results Showing 1 - 20 of 31

Showing Page Size 20

Status
[ send For Refile (5)
([ Request (26)

FBU
UK (31)

Customer
) DEMOHR Demo account - OASIS Marketing (31)

Eor: Joe Bloggs

Department
) DEPT 2.DEPARTMENT 2 (31) S
[

Item Type
[ ox (31)
.

Why Are These Search Filters Useful?
o Refine results quickly without needing to rerun the search
o Toggle between different regions, departments, or accounts for a targeted view
o Easily manage items by filtering those available for retrieval or return
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Using the Enter Search Values Option
The Advanced Inventory Search in OASIS Bridge allows users to refine their searches by using

the Enter Search Values feature. This method provides a more targeted approach to finding
specific items, compared to the broader search options available.

Home Search- Add  Pick Up Request  Service f Material  Reports-  Help

Home / Search / Advanced Inventory Search
y '
Advanced Inventory Search Enter Search Values
Customer
UK.DEMOHR.Demo account - OASIS Marketing ~
Department DASIS Barcode Equals ~ Search Value
All - Internal Box Reference Equals v Search value
Type Year Equals ~ Search Value
BoxX v Additional Information Equals w Search Value
Service Code
Al “ Location Equals v Search Value
Item Status Add Date Equals ~
R:t””eve By s Destroy/Review Date Equals v
Equals Retention Equals W Search Value
Indexed Notes Equals v Search Value
Append Search New Search % )
How to Use Enter Search Values
1. Access Advanced Inventory Search
¢ Navigate to the Advanced Inventory Search option
2. Enter Specific Search Criteria
e Instead of using generalfilters, input specific values for fields like:
= OASIS Barcode
= Customer Reference Number
= File or Box Name
= Creation Date or Last Accessed Date
= Department Code
= Item Type (Box, File, Document, Tape, etc.)
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3. Use the Search Operator Dropdown
e Selectthe appropriate operator from the dropdown list:

o Equals (=)-Searches for an exact match

o Greater than (> ) - Finds items with a higher value than the entered number
(e.g., items created after a certain year)

o Lessthan (<)-Finds items with a lower value than the entered nhumber (e.g.,
items created before a certain year)

o Between - Searches for a range of values (e.g., items created between 2015
and 2020)

o Contains - Finds results containing the entered value (useful for partial
references)

4. Enter a Search Value
e Inputthe reference number, barcode, or year into the Search Value field

o If using Between, enter two values (e.g., 2015 and 2020)

5. Click Search
o The system will return results matching the applied filters

Enter Search Values

OASIS Barcode Equals v Search Value
Internal Box Reference m Search Value
Greater than or Equals )
Year Search Value
Less than or Equals
Additional Information Is Blank Search Value
Location Between Search Value
Contains
Add Date
In list
Destroy/Review Date Starts with
Retention Ends with Search Value
Indexed Notes Equals v Search Value
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy

UNCONTROLLED WHEN PRINTED Page 68 of 185



ORASIS

Information Secured NI

Example: Searching with "Contains" Operator

In this example, the user wants to search for an item using the Internal Box Reference field and
the Contains operator.

1. SelectInternal Box Reference Field
e Clickonthe search field dropdown and choose Internal Box Reference
2. Choose the "Contains" Operator
e From the Search Operator Dropdown, select Contains
o This allows you to find any box references that include the entered value, even if other
characters exist before or after it
3. Enterthe Search Value
e Type BOX 17 into the Search Value field
4. Click Search
e OASIS Bridge will scan all items within the DEMOHR account and return any records

where the Internal Box Reference contains BOX 17 as a full or partial match

Enter Search Values

OASIS Barcode Equals v Search Value

Internal Box Reference Contains w BOX 17

Year Equals v Search Value

Additional Information Equals v Search Value

Location Equals v Search Value

Add Date Equals v

Destroy/Review Date Equals v

Retention Equals ~ Search Value

Indexed Notes Equals v Search Value
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5. View the Search Results

e If matches exist, the items will be displayed in the results table
e Users cantake further actions, such as sorting results, exporting data, or requesting

items

Home Search - Add

Service / Material

Reports -

Item Results

Showing Page Size 20

Status
Request (2)

FBU
UK (2)

Customer

| DEMOHR Demo account - OASIS Marketing (2)

For: Joe Bloggs

Department
DEPT 4.DEPARTMENT 4 (1)
None (1)

Item Type
BOX (2)

Showing 1-20f2

h=4 from Oasi
CeEBE &

Sortby OASIS Barcode

OASIS Barcode: 03711477

Customer: DEMOHR:Demo account -
OASIS Marketing

Additional Information: Employee A-E
attendance records 2025

Retention: No Destroy - No Destroy

OB @ =

FBU: UK

| internal Box Reference: Box 1702 ||
Year: 2025
Add Date: 21/04/2021
Destroy/Review Date: 31/12/3000

g Request from Oasis
Ceg8 e

In

OASIS Barcode: DSB46515748
FBU: UK

Department: DEPT 4.DEPARTMENT 4
Year: 2023

Location: W4G0202001
Destroy/Review Date: 31/12/2030

Child Item(s): (2)
Customer: DEMOHR:Demo account -
QASIS Marketing

SR

I Internal Box Reference: BOX 1703 l

Additional Information: Attendance
records 2023

Add Date: 27/02/2023
Retention: 7 Years - 7 Years

Key Benefits of the Operators
e Helpsfind records even if the full reference is unknown

o Works well with partial matches

e Useful for broad searches when an exact reference is not available
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Single Item Search

The Single Item Search option allows users to search for a specific item using its reference or
barcode.

How to Access Single Item Search

e Clickon Search in the top menu bar

e Select Single Item Search from the available options, or

e Click onthe Search icon at the bottom of the OASIS Bridge home screen
e This will open the Single Item Search interface

ORSIS

mm Bridge

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Advanced Inventory Search

All ~ [ Single Item Search ]

Match Item Search

Work Order Number Item Search

Welcome to OASIS Bridge

Your physical and digital records management system.

When using the Single Item Search option, the system provides several fields to help users
narrow down their search. These fields allow for a more precise query when looking for specific

items.

Home / Search / Single Item Search

Item Results \ Showing 0- 0 of 0

Showing Page Size 20

Item Search

Customer

UK.DEMOHR.Demo account - QASIS Marketing v

Department

All -

Type

BOX ~

Item Field

OASIS Barcode ~

Search Value

| search || New Search

- /
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1. Customer Account Selection:
e Ifyou have access to multiple customer accounts, you can change the Customer
account being searched
e By default, the system will show the account you are currently working with
e To switch to a different account, simply click the Customer dropdown and select
the relevant account
2. Department Selection:
e |n addition to selecting a customer account, you can filter the search results by
Department
e You can either select a single department or multiple departments from the
available list
o If you are looking for items in several departments, use the checkboxes next to
each department to select them

This allows users to easily narrow down their search to the relevant customer account and
department(s), making it simpler to find the specific item they need.

Item Results
Showing Page Size 20

Item Search
Customer

UK.DEMOHR.Demo account - OASIS Marketing wv

rDepartn'lent A

All ~

All v
DEPT 2.DEPARTMENT 2

DEPT 2\DEPT 1.DEPARTMENT 1

DEPT 3.DEPARTMENT 3

DEPT 4.DEPARTMENT 4

DEPT 5.DEPARTMENT 5
N v

| Search H New Search
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Iltem Type Selection

1. Item Type Dropdown:
e From the Item Type dropdown, you can choose the specific type of item you want
to search for
e By default, the system may show the Box item type, but you have the option to
select a different type from the list, such as:

= File
= Document
= Tape

2. Selecting a Different ltem Type:
e Click on the Item Type dropdown and select the relevant type you wish to search
for
e This allows you to narrow your search to items of a specific type, making it more
efficient and focused

This option is particularly useful if you need to search for something other than the default item

type (Box).
Item Results
Showing Page Size 20
Item Search
Customer
UK.DEMOHR.Demo account - OASIS Marketing v
Department
DEPT 2.DEPARTMENT 2 v
- )
Type
BOX v
BOX
DOCUMENT
FILE
All types
Search || New Search
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[tem Field Selection

1. Item Field Dropdown
e From the Item Field dropdown, you can choose the reference field you want to
search on
e By default, the system may display the OASIS Barcode field, but you can select a
different reference field to search on if needed. The available fields include:
= OASIS Barcode
= Internal Box Reference
= [tem Description
* File Reference
= Document Type
2. Selecting a Different Reference
e Click onthe Item Field dropdown to see the list of available fields
e Select the reference field you wish to search by, and the system will focus on that
field for the search

This gives users flexibility in searching for items using different reference points, depending on
what they know or need to find.

Item Results
Showing Page Size 20

Item Search
Customer

UK.DEMOHR.Demo account - OASIS Marketing v

Department

DEPT 2.DEPARTMENT 2 -

Type
BOX w
fItem Field )
OASIS Barcode v

OASIS Barcode

Internal Box Reference
Year

Additional Information
Location

Add Date
Destroy/Review Date

Retention

Indexed Notes
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Searching for an Item Using the Item Field

1. Enter the Search Value
e Inthe ltem Field Search Value textbox, type the reference you wish to search for
e If you're unsure of the exact reference, you can use the % sign as a wildcard
operator. This allows for partial matches, either before or after the reference, or
even in the middle
2. Execute the Search
e After entering your reference or using the wildcard, click on the Search button to
execute the query
e The system will return all items that match the search criteria based on the
reference field you selected

This will help users find items even if they only have partial information.

Item Results

Showing Page Size | 20

Item Search
Customer

UK.DEMOHR.Demo account - QASIS Marketing v

Department

DEPT 2.DEPARTMENT 2 -

Type
BOX v
Item Field
Internal Box Reference v
PAYE%
| Search New Search
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Viewing Search Results

e Search Results Display
e If any matches are found, the results will show a list of all items that match the
reference entered in the Item Field Search Value textbox
e The matches may include exact or partial matches depending on the value you
entered and the use of the % wildcard operator
¢ Next Steps
e Oncethe results are displayed, you can review the list of items, and further actions
can be taken on the matched items (e.g., adding them to the cart, viewing item
details, etc.)

Item Results Showing 1-1af 1 Sortby OASIS Barcode ~OpRpEen o=

Showing Page Size 20
owing Fage size é T Reguest OASIS Barcode: 03637862 Child Ttem(s): (80)
west from Oasis
= FBU: UK Customer: DEMOHR:Demo account -
—

DASIS Marketing
Department: DEPT 2. DEPARTMENT 2 Internal Box Reference: PAYE 2017

+

Item Search
Customer 5
UK.DEMOHR Demo account - OASIS Marketing v ———— =

Department ® =
D [ @ =] Add Date: 07/12/2020 Destroy/Review Date: 31/12/2032

DEPT 2.DEPARTMENT 2 Retention: 12 Years - 12 Years

Type In
BOX w

Item Field

Internal Box Reference v

Search Value

Search || New Search

rSlntus
| Request (1)

FBU
Uk (1)

Customer
| DEMOHR Demo account - OASIS Marketing (1)
For: Joe Bloggs

Department
_J DEPT 2.DEPARTMENT 2 (1)

Item Type
L_‘ BOX (1)
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Match Item Search

The Match Item Search function enables users to efficiently search for multiple barcoded items
at once using either:

1. Import File Option
2. Enter Search Values Option

This feature is useful for users who need to order a bulk set of items either for delivery or
collection. Rather than searching for each item individually, users can quickly import references
from a CSV file or manually enter them into the text field.

Import File Option

e Step 1: Select Match Item Search from the search menu
e Step 2: Choose the Import File option
e You canupload a CSV file containing the barcodes or references of the items you
wish to search
e Once uploaded, the system will search for those items based on the references
listed in the file

Enter Search Values Option

e Step 1: Choose Match Item Search
e Step 2: Select the Enter Search Values option
e This allows users to manually enter item references into a text field (separated by
commas, spaces, or new lines)
e Users can copy and paste a list of references into the search field, which will then
be matched against the OASIS Bridge inventory

File Format Specifications

e File Type: CSV (Comma-Separated Values)

e Column Format: Ensure the file contains one reference per row with no additional
columns

e« No Extra Spaces: Make sure there are no extra spaces before or after the barcodes
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Match Item Search Using Import File
To perform a Match Item Search using the Import File option, follow these steps:

1. Access Match Iltem Search
e C(Click on Search in the menu bar or the clickable Search icon at the bottom of the
page
2. Select Match Item Search
e From the dropdown menu, select the Match Item Search option

ORSIS

W Bridge

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Advanced Inventory Search

All ~ Single Item Search

Match Item Search ]

Work Order Number Item Search

Welcome to OASIS Bridge

Your physical and digital records management system.

Match Item Search - Detailed Breakdown

1. Match Item Search Criteria Section
e This section allows the user to narrow the search by selecting various criteria:

= Customer: If you have access to multiple customer accounts, you can
change the customer account you want to search by

= Department: Select the department or multiple departments to narrow
your search to a specific department

= Type: Choose the type of item you want to search for (e.g., Box, File,
Document, etc.)

= Search Fields: Select the field you want to search against (e.g., OASIS
Barcode, Internal Box Reference, etc.)
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2. Import File / Enter Search Values Section
e This section allows you to perform a search using two methods:

= Import File: Upload a CSV file containing the references (OASIS Barcodes,
etc.) of the items you want to search for. The CSV file will be processed to
match the items in the system

= Enter Search Values: Paste the references manually (or copy-paste from
an Excel file or text document) into the provided field. You can add multiple
values, each separated by a comma or line break

Item Results Showing 0- 0 of 0

Showing Page Size 20

Match Item Search \

Customer

UK.DEMOHR.Demo account - OAS
Department

All L
Type

All
Search Fields

W
\Ilem Code v}
fl Import File | Enter Search Values \

File

Browse |

File Type

Delimited File w
Separator

Comma v
Column

A
Header Skip Footer Skip

o o

Upload ‘

- J

By configuring these criteria and choosing your search method, you can efficiently find the items
you're looking for in bulk or one at a time.
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Match Item Search Example - Selecting Department

1. Customer Selection:
e [In this case, the user has selected the DEMOHR account from the Customer
dropdown
2. Department Selection:
e The userwants to search for items scanned specifically to Dept2
e Todothis, they will:
* Clickonthe Department dropdown
= Select Dept2 from the available options

By selecting Dept2, the search will be narrowed to only include items associated with that
department. This ensures that the results are more relevant and specific to the department of
interest.

Item Results

Showing Page Size 20

Match Item Search
Customer

UK.DEMOHR.Demo account - OAS wv

ﬁpartment

All

All
DEPT 2.DEPARTMENT 2
DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 3.DEPARTMENT 3
DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5
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3. Iltem Type Selection:

e The useris conducting the search for Box items
e To specify this, they will:

o Clickonthe Type dropdown

o Select Box from the available options

By selecting Box, the search will be narrowed to only include items categorized under this type.
This ensures that the results focus solely on boxes within the selected department.

Match Item Search
Customer

UK.DEMOHR.Demo account - OAS wv

Department
DEPT 2.DEPARTMENT 2 v
T N
All v

DOCUMENT
FILE
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4. Search Field Selection:

e The user wants to match against the OASIS Barcode
e Todothis, they will:
o Clickonthe Search Fields dropdown
o Select OASIS Barcode from the available options

By selecting OASIS Barcode, the system will use this reference field to match items. Keep in mind
that the reference included in the import file must exactly match the OASIS Barcode for
successful results. If there's any mismatch, no results will be found.

Match Item Search
Customer

UK.DEMOHR.Demo account -

Department

DEPT 2.DEPARTMENT 2 W
Type

All W

Search Fields

Item Code 4

Item Code
OASIS Barcode

OASIS File Barcode

4

Employee ID

First name

Internal Box Reference
Forename

start date

Year

Additional Information
surname

Surname

document type

Email

Fathers Name

folder name

Mothers Name
Date of Joining
Year of Joining

Disciplinary -

Note that the values in the dropdown will differ from client to client and those shown in the above

example.
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5. Importing the File:
e The lmport File option is already selected by default, so no changes are needed
e Toupload the file:
= Clickon Browse
= Navigate to the location where your import file is saved (usually in CSV
format)
= Selectthe file and click Open to upload it

Once the file is uploaded, the system will begin processing the item references from the import
file and match them based on the criteria you set earlier (e.g., OASIS Barcode).

Match Item Search
Customer

UK.DEMOHR.Demo account - »
Department

DEPT 2.DEPARTMENT 2 W
Type

BOX v
Search Fields

OASIS Barcode A%

I Import File || Enter Search Values

Fllg

Browse |

File Type

Delimited File ~
Separator

Comma w
Column

A

Header Skip Footer Skip

0 0
Upload
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6. Uploading the File:
e After you have located the file and are back on the Import File screen:
= Clickon Upload to submit the file for processing
e OASIS Bridge will then run the import file against the inventory based on the Match
Item Search criteria you have selected (e.g., Department, Iltem Type, and Search
Fields)

The system will process the data and attempt to find any matching items based on the OASIS
Barcode or the search field you have specified.

Import File | Enter Search Values

File
C:\fakepath\DEMOHR DEP

>

‘ Browse |
File Type ’
Delimited File v
Separator
Comma A
Column
A
Header Skip Footer Skip
0 0
|I Upload |
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e Ifthere are any matches found based on the imported file, the results will be displayed

on the screen

e The search results will show a list of items that match the references you uploaded in
the import file, according to the search criteria you have set (like Department, ltem

Type, and OASIS Barcode

e Youcanthen proceed with further actions on the matched items, such as adding them
to the cart, requesting delivery, or reviewing item details

Ttem Results
Showing Page Size 20

Match Item Search
Customer

UK.DEMOHR.Demo account - OASIS Marke

Department

DEPT 2.DEPARTMENT 2
Type

BOX
Search Fields

OASIS Barcode

Import File | Enter Search Values

File

Showing 1 - 20 of 31

m o, =

/é
-—
ORSIS

Retrieved By Test user 5 on
21/10/2024

Retention: 12 Years - 12 Years

Sort by OASIS Barcode hd D a D l:j

o 'OASIS Barcode: 03637846 Child Ttem(s): (42

Send to Qasis
o FBU: UK Customer: DEMOHR:Demo account -
OASIS Marketing
Department: DEPT 2.DEPARTMENT 2 Internal Box Reference: Leavers
[ 2002
C®E S Add Date: 07/12/2020 Destroy/ Review Date: 31/12/2032

N

'© Request from Oasis

'0ASIS Barcode: 03637862
FBU: UK

Department: DEPT 2.DEPARTMENT 2

Child Ttem(s): (80)

Customer: DEMOHR:Demo account -
0ASIS Marketing

Internal Box Reference: PAYE 2017

C:\fakepath\DEMOHR DEP ‘ Browse | Year: 2024 Additional Information: test
File Type D CEEES Add Date: 07/12/2020 Destroy/Review Date: 31/12/2032
Delimited File Retention: 12 Years - 12 Years
Separator i
comma 0ASIS Barcode: 04406622 Child Ttem(s): (1)
arcode: 5):]
Cal [
aumn é . FBU: UK Customer: DEMOHR: Demo account -
A CTSIS OASIS Marketing
Header Skip Footer Skip - D |—E‘ B =] Department: DEPT 2.DEPARTMENT 2 Internal Box Reference: SHMA test
0 [1] . Year: 1234 Additional Information: shma
Pending Add 8624349 (Add) Add Date: 14/07/2023 Destroy/Review Date: 01/01/1900
(Marketing Test user 5 )
| Upload |
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy
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Search Results Overview

e Onthe left-hand side of the screen, below the import file option, you will find an overview
of the search results. This overview breaks down the results by various categories:

Status: Shows the status of the items (e.g., In, Out, Destroyed, etc.)

FBU (Functional Business Unit): The region the items are under

Customer: The account code and name of the customer related to the items

Department: The department the items are scanned to

Item Type: The type of items found (e.g., Box, File, Document)

O O O O

Filtering Results

e You can filter the search results by clicking on the checkbox next to each of these
categories

e This will refine the search results to only show the items that match the selected filters
(e.g., selecting a specific FBU or Department)

By using these filtering options, you can narrow down the results to better meet your needs and
focus on the relevant items.

| Import Filel Enter Search Values

File
C:\fakepath\DEMOHR. DEP Browse

File Type

Delimited File ~
Separator

Comma ~
Column

A
Header Skip Footer Skip

0 0

|' Upload |

E_tatns N
_ Send For Refile (6)

Reguest (25)

F_BU
CJ UK (31)

Customer
"] DEMOHR Demo account - OASIS Marketing
(31)

For: Joe Blogas

Department
_| DEPT 2.DEPARTMENT 2 (31)

_It_em Type

L BOX (31) J
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e Fromtheitem actionslocated above the search results, you will see the option for ltem

Global Actions.

e Clicking on Item Global Actions may present you with one or two additional options,
depending on the status of the matched items.

Request from OASIS

o Ifyouwantto order all items to be returned to the client site (i.e., items currently in
OASIS storage), click on Request From Off Site. This action will add the items to
your cart for delivery to your site.

Send to OASIS

o If you wish to order all items to be sent back to OASIS storage (i.e., items that are
currently on your site but need to be collected), click on Send to Off Site. This
action will add the items to your cart for collection and return to OASIS storage.

These Item Global Actions allow for bulk actions, so you can efficiently manage multiple items

at once, either for delivery or collection.

Showing 1- 20 of 31

=3

E Send to Oasis
DEES

Retrieved By Test user 5 on
21/10/2024

Sort by OASIS Barcode

0ASIS Barcode: 03637846
FBU: UK

Department: DEPT 2.DEPARTMENT 2

Add Date: 07/12/2020

Retention: 12 Years - 12 Years

s

v 0
Child 1tem(s): (4

Send Off Site

Request From Off Site

Customer: DEMOR T e
QASIS Marketing

Internal Box Reference: Leavers
2002

Destroy/Review Date: 31/12/2032

CEEBES

In

Author:
Reviewed by:

OASIS Barcode: 03637862
FBU: UK

Department: DEPT 2.DEPARTMENT 2
Year: 2024

Add Date: 07/12/2020

Retention: 12 Years - 12 Years

© 2024 OASIS Group. All rights reserved.
Document classification: Public
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9. Cart Update:

e Once you have selected the relevant option from the Item Global Actions (either
Request from OASIS or Send to Off Site), the cart will automatically update to reflect
the selected items

¢ Inthe example, thirty-one items were matched from the import file. The user chose to
order boxes for delivery, but only thirteen boxes were available to be ordered for
delivery as some boxes are already retrieved or on existing work orders for delivery

e These thirteen boxes are now added to the cart, and you can proceed to complete the
order

This feature helps streamline the ordering process by allowing users to manage bulk orders and
view the number of items available for delivery or collection instantly.

¥ Items On Order (13)

vice / Material Reports ~ Help

Showing 1 - 20 of 31 Sort by OASIS Barcode v D @ D Q E A 5
é v OASIS Barcode: 03637846 Child Item(s): (42)
Send to Oasis
e FBU: UK Customer: DEMOHR:Demo account -
- OASIS Marketing
ORSIS
- Department: DEPT 2.DEPARTMENT 2 Internal Box Reference: Leavers
[ 2002
(% EN=] Add Date: 07/12/2020 Destroy/Review Date: 31/12/2032
Retention: 12 Years - 12 Years
Retrieved By Test user 5 on
21/10/2024
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy
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10. Complete the Order:

o After reviewing the items in the cart, and ensuring everything is correct, click on Send
Order to finalize the order

e This will allow you to complete the order details, such as delivery or collection
instructions, and submit the request to OASIS for processing

¢ Once submitted, OASIS will act on the order based on your request, whether it is
delivery to your site or collection from your site

This step finalizes the process and ensures that the requested items are managed promptly.

2 Items On Order (13)

rvice / Material Reports - Help

Showing 1- 13 of 13 OB m
DEMOHR: Demeo account - OASIS Marketing m
OASIS Barcode: 03637862 FBU: UK
X Remove . . .
Customer: DEMOHR: Demo account - Department: DEPT 2.DEPARTHMENT 2
OASIS Marketing Internal Box Reference: PAYE 2017
Year: 2024 Additional Information: test
Add Date: 07/12/2020 Destroy / Review Date: 31/12/2032
D E Retention: 12 Years - 12 Years
Retrieve for Joe Bloggs
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Match Item Search using Enter Search Values

This approach provides a quick and efficient way to run bulk searches based on a list of values,
similar to the import method but without the need to upload a file.

To run a Match Item Search based on values:

1. Follow the steps for Match Item Search as you would for the Import File option (i.e.,
choose the Customer, Department, Type, and Search Fields)
2. Click the Enter Search Values button, which is located to the right of the Import File
option
3. Paste the values you want to match into the Search Field Values textbox
e For example, if you are matching against OASIS Barcode, copy the barcode
references from your source and paste them directly into the textbox
e There is no need to separate the values with commas; simply ensure each value is
on a separate line

Item Results

Showing Page Size 20

Match Item Search
Customer

UK.DEMOHR.Demo account - OASIS Marke
Department

DEPT 2.DEPARTMENT 2 v
Type

BOX i
Search Fields

OASIS Barcode v

Import File [Enter Search Values Id- ---------- -

Search Field Values

{ DSBa6515710 N
DSB46515714
DSBA46515718
DSB46515722
__] pssassisrze ]
DSB46515730
DSB46515734
DSB46515738

i
1
1
I
I
| DSB46515742
I
I
1
I
I
I
1

\ DSB46515746 J

b o e e e -} | Search

4. Once allvalues are entered, click Search to execute the search
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If there are matches found, the system will display the results on screen.

e The results will show all items that match the pasted values based on the search criteria
you selected earlier (Customer, Department, Type, and Search Fields)
¢ On the left-hand side of the screen, you will see a breakdown of the search results, such

as:

Item Status: This shows the status of the items (e.g., In, Out, Destroyed)

FBU (Functional Business Unit): The region or account under which the items are

stored

Customer: The account code and account name associated with the items

Department: The department to which the items belong

Item Type: The type of items that were matched (e.g., Box, File, Document, Tape)

You can filter the results by clicking on the checkboxes next to each option.

Item Results

Showing Page Size

Match Item Search
Customer

UK.DEMOHR.Demo account - OASIS Marke

Department

DEPT 2.DEPARTMENT 2 ~

Type
BOX

Search Fields
OASIS Barcode

Import File | Enter Search Values

Showing 1- 10 of 10

Sort by OASIS Barcode

~-O0BRN

20

OASIS

e

‘B Request from Oasis
CEgEe

OASIS Barcode: DSB46515710
FBU: UK

Department: DEPT 2.DEPARTMENT 2
Add Date: 27/02/2023

Child Ttem(s): (2)

Customer: DEMOHR:Demo account -

OASIS Marketing
Location: W4G0202001

il

(o]
]
]

Search Field Values

DSB46515710
DSB46515714
DSB46515718
DSB46515722
DSB46515726
D5B46515730
D5B46515734
D5B46515738
D5SB46515742
DSB46515746

Author:
Reviewed by:

CEHE S

In

OASIS Barcode: DSB46515714
FBU: UK

Department: DEPT 2.DEPARTMENT 2
Add Date: 27/02/2023

Child Ttem(s): (2)

Customer: DEMOHR:Demo account -

OASIS Marketing
Location: W4G0202001

Search

/
D |

T Request from Oasis

CE=HBEa

In

OASIS Barcode: DSB46515718
FBU: UK

Department: DEPT 2.DEPARTMENT 2
Add Date: 27/02/2023

Child Ttem(s); (2}

Customer: DEMOHR:Demo account -

0ASIS Marketing
Lecation: W4G0202001

J/
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Onceyou click on Item Global Actions, you may see one or two additional options depending on
the status of the matched items.

e If you want to order all items to be returned to the client site, choose the Request from
OASIS option

e Ifyou wish to order all items to be sent to your site, you can click Request From Off Site.
This will initiate the order process for the items to be delivered to the client site

After selecting the appropriate option, the system will update the cart with the items, ready for
further action.

E’ Items On Order (0)

bervice / Material  Reports~ Help

Showing 1- 10 of 10 Sortby OASIS Barcode v tREqueﬂ From Off Site @
é v frorm Onsi OASIS Barcode: DSB46515710 Child Ttem(s): !
L] FBU: UK Customer; DEMOHR.:Demo account -
OASIS Marketing
E Department: DEPT 2.DEPARTMENT 2 Location: W4G0202001
S Add Date: 27/02/2022
CEEHES

In

e Once you have selected the relevant option, such as Request From Off Site, the system
will update the cart and display the number of items that can be ordered for delivery or
collection

e For example, if the import file has ten items matched and you choose to order boxes for
delivery, all 10 items (boxes) that are available will be added to the cart

e The cartwill reflect these ten items, ready for the next step in the order process. You can
review the items in the cart and proceed with the order when ready

| E Items On Order (10) I

service / Material Reports ~ Help
Showing 1 - 10 of 10 Sortby OASIS Barcode O BN @ =
é OASIS Barcode: DSB46515710 Child Item(s): (2)
FBU: UK Customer: DEMOHR:Demo account -
_— OASIS Marketing
ofss CEa .
— 2 Department: DEPT 2.DEPARTMENT 2 Location: W4G0202001

|

Add Date: 27/02/2023
Pending Send Order Joe Bloggs
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e After reviewing the items in the cart, click on Send Order to complete the order details.
This will submit the request to OASIS for action

e Once the order is sent, OASIS will process the request and take the necessary actions,

such as delivering the requested items or arranging for their collection

'E Items On Order (10)

DEMOHR: Demo account - OASIS Marketing m
OASIS Barcode: DSB46515710 FBU: UK
X Customer: DEMOHR: Demo account -

Department: DEPT 2.DEPARTMENT
OASIS Marketing 2

Location: W4G0202001

Add Date: 27/02/2023

GB8

Retrieve for Joe Bloggs

Author:
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Work Order Number Item Search

This feature allows users to search for specific work orders and view the items associated with
them, such as items requested for delivery or collection, scan requests, or additional services
like flatpack boxes or shredding.

To access the Work Order Number Item Search option, follow these steps:

e Clickon Search from the menu bar or click the Search icon at the bottom of the page
e Once the search options appear, select Work Order Number Item Search from the
available options

ORASIS

RN Bridge

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Advanced Inventory Search

All ~ Single Item Search

Match Item Search

Work Order Number Item Search

Welcome to OASIS Bridge

Your physical and digital records management system.
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When using the Work Order Number Item Search, follow these guidelines:
1. Enter the exact work order number in the search field
2. Note: The % sign wildcard operator will not work for searching work order numbers, so

entering a partial number with the wildcard will yield zero results

Ensure the work order number is entered correctly to retrieve the associated items or services
related to that work order.

Home / Search / Work Order Number Item Search

Item Results Showing 0 - 0 of 0
Showing Page Size 20

Work Order Number Item Search
Work Order Number

| Search |

3. Click Search to run the query

This will retrieve the items or services associated with that specific work order number.

Home / Search / Work Order Number Item Search

Item Results Showing 0- 0 of 0

Showing Page Size 20

Work Order Number Item Search
Work Order Number

B146460

Search ‘
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If the query is successful
e Theresults will display, showing the items associated with the work order number
e Inthe example below, you will see the work order B146460 created by user Joe Bloggs,
which includes one item, a box that is marked for retrieval and return to the site (status:
Retrieved)

This will allow you to view all the details related to that specific work order.

Home / Search / Work Order Number Item Search

Item Results Showing 1-10f 1 Sortby OASIS Barcode +LOBRMED @ 5
Showing Page Size 20
wing Pag f OASIS Barcode: DSB46515655 Child Ttem(s): (1)
Work Order Number Item Search é FBU: UK Customer: DEHOHR:D?rno
— account - OASIS Marketing
Work Order Number ORASIS [\ @ &
- & I— Department: DEPT Internal Box Reference: TEST
B146460 L 4.DEPARTMENT 4 FILES 2024
Pending on WO# B146460 | year: 2024 Additional Information: Test
Search {Retrieve) (Joe Bloggs) files from recent online survey
April 2024

Status \ Location: WG0202001 Add Date: 01/03/2023

Request (1)
FBU
UK (1)
Customer
_J) DEMOHR Demo account - OASIS
Marketing (1)

For: Joe Bloggs
Department

DEPT 4.DEPARTMENT 4 (1)
I_tem Type
O pox (1)
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Inventory Reports

There are several ways to extract an inventory report from OASIS Bridge. As a user, you will know
what information you are looking for in advance of creating the report, such as running inventory
based on a specific department or item type, running a partial inventory on items that are being
charged storage onyour billing cycle or running afullinventory on items regardless of their current
status.

The guidelines below will support you in extracting the inventory in several ways, including
running an Advanced Item Search and exporting the inventory to PDF or Excel and also running an
inventory report through the General Reporting section.

Advanced Inventory Search

e From the home screen, click Search on the menu bar or the clickable icon at the bottom
of the screen

e Complete the reference fields if you need to narrow your inventory down by department

e Inthe example below, an inventory that can be exported will include only items that are
scanned to Department Dept2, are of Box item Type and have a current ltem Status of
In/Out

e We recommended splitting inventory reports by department or other logical segments to
improve efficiency. Performing an inventory search on all items with all status set as All
will result in longer search times

e Click onthe New Search button at the bottom to execute the query

ORSIS

i Bridge

Home  Search~  Add Pick Up Request Service / Material

Home / Search [/ Advanced Inventory Search

ﬂdvanced Inventory Search \
Customer
UK.DEMOHR.Demo account - OASIS Marketing v
Department
DEPT 2.DEPARTMENT 2
Type
BOX v
Service Code
All v
Ttem Status
In / Out v
Retrieved By
Equals W
\ ‘ Append Search H New Search /
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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e When the query is completed, OASIS Bridge will show all the results based on the criteria
selected previously
e Highlighted areas show the total number of results, Showing 71 - 20 of 37, and the report
options to select what format to export the inventory to using the Inventory Report or Excel

Report options

Home Search - Add

Pick Up Requast Service [ Material

Reports - Help

Item Results

Showing Page Size 20

Status
[l send For Refile (5)
[ Request (26)

FBU
Cluk (31)

Customer
[l DEMOHR Demo account - OASIS Marketing
(31)

For: Joe Bloggs

Department
] DEPT 2.DEPARTMENT 2 (31)

Item Type
[Jeox (31)

Inventory Export Report

' Send to Oasis
ORSIS
.
CEEe

Retrieved By Test user 5 on
21/10/2024

Sort by OASIS Barcode
OASIS Barcode: 03537846

FBU: UK

Department: DEPT 2.DEPARTMENT
2

Add Date: 07/12/2020

Retention: 12 Years - 12 Years

~OQRenh|m =

Child Item(s): (42

Customer: DEMOHR:Demo account
- OASIS Marketing

Internal Box Reference: Leavers
2002

Destroy/Review Date:
31/12/2032

"= Request from Oasis

-—
ORSIS
[

Ce=g8e

In

OASIS Barcode: 03537862
FBU: UK

Department: DEPT 2.DEPARTMENT
2

Year: 2024
Add Date: 07/12/2020

Retention: 12 Years - 12 Years

Child Item(s): (80
Customer: DEMOHR.:Demo account
- OASIS Marketing

Internal Box Reference: PAYE
2017

Additional Information: test

Destroy/Review Date:
31/12/2032

You can generate a quick inventory report from the results that are on screen. OASIS Bridge will
enable the user to export the inventory to different formats, including PDF (Default format) and

Excel.

Sort by

QASIS Barcode

O E,L‘j I, =

e To generate the inventory report, click on the Inventory report icon

Inventory Report

Report Name

Inventory Export v
Report Type
[ Por v |

‘ Print H Close ‘

Author:
Reviewed by:
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e Selectthe Report Type dropdown and choose the relevant file format to report on

Report Name

Inventory Export

Report Type
PDF

Image
Word

Excel (XLS)
Excel (XLSX)

HTML

Inventory Report

o Click Print and the report will open in a separate browser tab

Inventory Report

Report Name

Inventory Export

Report Type
PDF

‘ Print ‘

Close ‘

e The lnventory Export will display similar to the extract seen below

18/02/2025

11:25

Inventory Export
OASIS Great Britain
Customer: DEMOHR ~ Demo account — OASIS Marksting

Item Type

BOX

Item Type
FILE

FILE

Author:

Reviewed by:

OASIS Barcode Parentcode

D5SB46515748

DASIS File Parentcode
Barcode

DSF46515788 DSB46515748
DSF46515869 DSB46515748

Internal Box
Reference

DEPARTMENT BOX 1703
4

Department

Department Employee ID
DEPARTMENT
4

DEPARTMENT
4

Year

2023

Forename

Additional Reference 4
Information

Attendance

records 2023

Surname Email
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Excel Export Report

Clicking on the Excel Report will download the results into an Excel file. This will be accessible
from your downloads folder if it does not open automatically.

Sort by | OASIS Barcode v D a m . —

e When you open the file, the filter within Excel is automatically applied

A B
il 0ASIS Barcode Rl Department Rd Internal Box Reference | Year hd Additional Information kd Location |k Add Date d Destroy/Review Date Kd A
2 DSB46515748 DEPT 4 BOX 1703 023 Attendance records 2023  W4G0202001 27/02/2023 31/12/2030 i
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How to Create Web Orders

Creating an Itemised Delivery Web Order

Here are the guidelines for submitting a web order for the delivery of an item back to the client's
site. Itemised deliveries refer to items that are already barcoded and currently stored in an OASIS

record centre.

1. Start by searching for the item you want to order
e Inthis example, the user is ordering a box using the OASIS barcode

e Enterthe box barcode reference into the search bar and click the Search button or

press Enter on your keyboard. (For more information on searching for items, refer

to the section on Searching ltems.)

2. The searchresults will display both a file and a box. The file appears in the results because

itis a child item of the box (Parent Item Code)

3. To orderthe box, click on the "Request from OASIS" link next to the box icon

Home Search - Add

Pick Up Request

Service / Material

Reports = Help

All - DSB46515655

Item Results
Showing Page Size 20

Status
_| Request (2)

FBU
Uk (2)

Customer
| DEMOHR Demo account
Marketing (2)

For; Joe Bloggs

0ASIS

Department
| DEPT 4.DEPARTMENT 4 (f)

Item Type

Showing 1-2 of 2

=

Sort by OASIS File Barcode
OASIS File Barcode:
000017778704
FBU: UK

Department: DEPT
4.DEPARTMENT 4

Surname: Bloggs

Fathers Name: Tom

Date of Joining: 01/01/2024
Disciplinary: Verbal Warning

O BED T, =

Parent Item Code:
DSB46515655

Customer: DEMOHR:Demo
account - OASIS Marketing

Employee ID: CCO001
Forename: Joe

Email: jbloggs@oasisgroup.com
Mothers Name: Byrne

Year of Joining: 2024

Add Date: 17/04/2024

[ 2 Reguest from Oasis ]

OASIS Barcode: DSB46515655
FBU: UK

Child Ttem(s): (1)
Customer: DEMOHR:Demo
account - OASIS Marketing

I FILE (1) Department: DEPT Internal Box Reference: TEST
T BOX (1) 4.DEPARTMENT 4 FILES 2024
E; = @ =] Year: 2024 Additional Information: Test
files from recent online survey
n April 2024
Location: WG0202001 Add Date: 01/03/2023
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e When you click the "Request from OASIS" link, the item is updated and added to the
cart

e You will notice that the item's status changes from "In" to "Pending Send Order" for
Joe Bloggs

e This status update occurs because the item has been added to the cart for ordering,
and the user requesting the box is Joe Bloggs

OASIS

[ Bridge

Hellp Joe Bloggs - Log Qut

UK.DEMOHR.Demo account - OASIS Marketing b

Home Search - Add Material

Pick Up Request Reports - Help

Al = DSB46515655

Item Results Showing 1-2 of 2 Sort by OASIS File Barcode

Showing Page Size 20

o i 0ASIS File Barcode: Parent Item Code:
& Request from Oasis | y017778704 DSB46515655
Status
O Request (2) FBU: UK Customer: DEMOHR: Demo
account - OASIS Marketing
FBU Department: DEPT Employee ID: CC0001
Cluk (2) E; @ @ 4.DEPARTMENT 4 Forename: Joe
Surname: Bloggs Email: jbloggs@oasisgroup.com
Customer

_| DEMOHR Demo account - OASIS
Marketing (2)
Eor: Joe Blogos

In

Fathers Name: Tom
Date of Joining: 01/01/2024
Disciplinary: Verbal Waming

Mothers Name: Byrne
Year of Joining: 2024
Add Date: 17/04/2024

Department OASIS Barcode: DSB46515655  Child Ttem(s); (1)
| DEPT 4.DEPARTMENT 4 (2) 5
FBU: UK Customer: DEMOHR:Demo
- - :
Item Type aecount - DASIS Marketing
| FILE (1) Department: DEPT Internal Box Reference: TEST
Oeox (1) L GES 4.DEPARTMENT 4 FILES 2024
Year: 2024 Additional Information: Test
Pending Send Order for Joe files from recent online survey
Bloggs e mmmm———————— IR = = o o o e e

Location: WG0202001 Add Date: 01/03/2023

4. To continue with the order request, click the Send Order button

Hello Joe Blogos - Log Qut
UK. DEMOHR. Démeo account - OASIS Marketing -

B Items On Order (1)

servics | Material

Reports -  Help

DEMOHR: Demo account - OASIS Marketing l m

OASIS Barcode: D5B46515655 FBU: UK

Customaer: DEMOHR:Demo Departmant: DEPT
account - OASIS Marketing 4.DEPARTMENT 4

¥ Bemave
—-—
(: B

Retrieve for Joe Bloggs

Internal Box Relerence: TEST
FILES 2024

Year: 2024

Additional Information: Test
files from recent onling Sundey
April 2024

Location: WG0202001 Add Date: 01/03/2023

Author:
Reviewed by:

© 2024 OASIS Group. All rights reserved.
Document classification: Public
UNCONTROLLED WHEN PRINTED

Version: X.X
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Complete your order
The Complete Send Order dialogue box will open, allowing you to fill in the order details

1. The Delivery Address will be automatically populated using the default address set at the
account level
e The Delivery Address is used for deliveries, collections, and scan requests made
through OASIS Bridge. This is the service address where you want the order to be
fulfilled
e You can change the address by clicking on the Default Delivery Address and
selecting an alternative service address from the dropdown

e Please note that not all clients will have additional site addresses available to
choose from

Complete Send Order - DEMOHR Demo account - OASIS Marketing

( Delivery Address 3

Default Delivery Address v Londen Gateway

Select Delivery Address Address

West 3 atlantic Avenue, Corringham Stanford-le-Hope
Address City
Essex 5517 9ER
\_ i J

Order Information

Next Day v
Customer Order Reference Select Delivery Priority
v
Charge to Department
Comments
|‘ Send \ Cancel |
Complete Send Order - DEMOHR Demo account - OA SIS Marketing
Delivery Address
< R
Default Delivery Address v London Gatewa
Default Delivery Address (il
TEST SITE 1 Stanford-le-Hoj
TEST SITE 2 City
TEST SITE 3 5517 9ER
TEST SITE 4 Zip
TEST SITE 5 Yy,
TaeT TITOTTTTaAtoTT
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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2. The Delivery Priority will default to the standard service specified in your Service Level
Agreement with OASIS.

e Inthe example provided, the DEMOHR client has the Next Day service option for
deliveries, collections of assets, supplies/materials, and shredding requests

e Other available options on this account include Detail Indexing (explained in the
Add Item section), Scanback and Scan on Demand (explained in the Scan on
Demand section), as well as a SCHEDULED service option

e The SCHEDULED service allows clients to select an alternate service day, but this
is only available if configured at the account level, so not all users may have itas a
default option

Order Information

( )

Next Day v

Customer Order Reference

Detail Indexing

Charge to Department Next Day

Scanback

SCHEDULED

Comments

Scan on Demand ./

3. The Customer Order Reference field is available if you are required to record a Purchase
Order number or an internal order reference
e By default, thisis optional and can be left blank if not required

Order Information

PO 123456 Next Day v

Customer Order Reference Select Delivery Priority

Charge to Department

4. Ifyouwantto associate the work order with a department, click on Change to Department
and select the appropriate one from the dropdown menu

Order Information

PO 123456 Next Day v
Select Delivery Priority
v
Charge to Department
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Order Information

Next Day v

Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2
DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 3.DEPARTMENT 3

DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5

|‘ Send H Cancel ‘

5. The Comments text field is available for you to provide any information that may be useful
for OASIS before the order is fulfilled
e Helpful details might include office opening or closing times, availability of onsite
parking, security protocols upon arrival, whether there is an elevator (and if it’s out
of order), or if your office is not on the ground floor
e Providing this information helps our drivers and operations teams plan and
schedule deliveries and collections more efficiently

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

TEST SITE 2 v TEST SITE 2 - ADDRESS 1
Select Delivery Address Address

TEST SITE 2 - ADDRESS 2 TEST SITE 2 - CITY
Address city

COUNTY 2 POST CODE 2

State Zip

Order Information

PO 123456 Next Day v
Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2 v

Charge to Department
Comments

Office closed from 1 -2 pm

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Document classification: Public Date:dd/mm/yyyy
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6. Submit your order:

e When you click Send, OASIS Bridge will submit the order through the system and
generate a preview of the work order as your confirmation of successful
submission

e You can scrolldown to view all the work order details if there are multiple lines, but
in this example, there is only one work order line for the item for delivery

e The highlighted options on the right will allow you to print or download a copy of the
order for your records

Hello Joe Bloggs =  Log Out
UK.DEMOHR.Demo account - OASIS Marketing v

T Bridge 'E Items On Order (0)

Home Search~  Add Pick Up Request  Service / Material Reports - Help

Customer DEMOHR: Demo account - OASIS Marketing

Web Work Order ~ Print

ORSIS .=

Information Secured ===
Customer: Demo acoount — OASIS Marketing Regquested By Joe Bloggs
Address: TEST SITE 4 Phone: 0123 456789
TEST SITE 4 - ADDRESS 1 DEPT 4

Dept:
TEST SITE 4 - ADDRESS 1 Customer Refere PO 22022025
TEST SITE 4 - CITY, COUNTY 4 POST CODE 4 Route: NW CHE Destructions

Next Day

Notes: Driver 1D required at security gate

Requestsd For: Jos Blogps
Itam Code Refsrence Info Dept ham Typs / Aation
DSB46515655 TEST FILES 2024 / 2024 / Test files DEPT 4 BOX Pending Retrieve
from recent online survey April 2024
Pending Retrieve

%

Date / Time Driver Signature Customer Signature Printed

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Creating an Itemised Collection Web Order

The following guidelines will explain how to submit a web order for the collection of a barcoded
item from the client site. ltemised collections refer to items that are already barcoded, have been
stored in an OASIS record centre, and have been previously recalled to the client site by an

authorised person.

1. Start by searching for the item you need to send back to OASIS.

e In this example, the user performed an advanced search for all items with an Out

status (for more details on Advanced Item Search, refer to the section on Searching
Iltems). Alternatively, you can use the search bar to find the item.

e The search results show several boxes with an Out status.

o OASIS Bridge will display the status, indicating that the item was Retrieved by Test

user5on 14/02/2025. This provides information about the status (Retrieved), who last

ordered the box (Test user 5), and when it was last ordered or delivered (14/02/2025).

2. To send the box, click the Send to OASIS link next to the box icon.

ORSIS

Wil Bridge

Home Search ~ Add

Pick Up Request

Service / Material

Reports ~ Help

Hello Joe Bloggs -  Log Qut

UK.DEMOHR.Demo account - OASIS Marketing v

‘B Items On Order (0)

Item Results Showing 1 - 20 of 20 Sort by OASIS Barcode v D @ D D @ . 8
Showing Page Size 20
WD ER0e:N OASIS Barcode: 03637825 Child Item(s): (77)

é ¥ send to Oasis
Status s FBU: UK Customer: DEMOHR:Demo
= b= - OASIS Marketi
7 Send For Refile (20) ORSIS account - OASIS Marketing

- Internal Box Reference: HR Year: 5678

=
FBU 001 Additional Information: test
0K (20) CeBe 2423
it Add Date: 07/12/2020 Destroy/Review Date:

ustomer
s : 31/12/2027
) DEMOHR Demo account - OASIS Retrieved By Test user 5 °"] _
Marketing (20) 14/02/2025 Retention: 12 Years - 12 Years
For: Joe Bloggs
é e OASIS Barcode: 03637846 Child Item(s): (42)
Send to Oasis
Department N s FBU: UK Customer: DEMOHR:Demo
— DEPT 2.DEPARTMENT 2 (6) = account - OASIS Marketing
_| DEPT 2\DEPT 1.DEPARTMENT 1 (1) ORASIS
) None (13) Department: DEPT Internal Box Reference:
= - == 2.DEPARTMENT 2 Leavers 2002
Item Type 5 B e Add Date: 07/12/2020 Destroy/Review Date:
1 BOX (20) 31/12/2032
Retrieved By Test user 5 on | Retention: 12 Years - 12 Years
21/10/2024
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy

UNCONTROLLED WHEN PRINTED Page 107 of 185



ORASIS

Information Secured NI

e When you click on the Send to OASIS link, the item is updated and added to the cart

e The item status changes from In to Pending Send Order for Joe Bloggs

e This status update occurs because the item has been placed in the cart for ordering, and
the user requesting the box is Joe Bloggs

Hello Joe Bloggs ~  Log Out

UK.DEMOHR.Demo account - QASIS Marketing ~

| E Items On Order (1) l.._..

Service / Material Reports - Help

I
I
1
I
I
I
1
|
Showing 1 - 20 of 20 Sortby OASIS Barcode O BEND W, = |
I
5 OASIS Barcode: 03637825 Child Item(s): (77) :
FBU: UK Customer: DEMOHR:Demo :
account - OASIS Marketing 1
Internal Box Reference: HR Year: 5678 :
D E @ 001 Additional Information: test :
2.4.23 :
Pending Send Order for Joe || Add Date: 07/12/2020_ _ _ 1 Destroy/Review Date: _ _ __ 1
Bloggs 31/12/2027
Retention: 12 Years - 12 Years

e Theitem status now shows Refile for Joe Bloggs indicating that Joe Bloggs has requested
a collection of the item
e To continue with the order request, click the Send Order button

Hello Joe Bloggs = Log Qut
UK.DEMOHR.Demo account - OASIS Marketing W

2 Items On Order (1)

Service / Material Reports ~ Help

Showing 1-10f 1 0 B m
DEMOHR.: Demo account - OASIS Marketing m
% QASIS Barcode: 03637825 FBU: UK
X Customer: DEMOHR: Demo Internal Box Reference: HR
account - QASIS Marketing 001
_
- Year: 5678 Additional Information: test
[ 2.4.23
G®E Add Date: 07/12/2020 Destroy/Review Date:
317122027
Refile for Joe Bloggs Retention: 12 Years - 12 Years

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Complete your order
The Complete Send Order dialogue box will open, allowing you to fill in the order details

3. The Delivery Address will be automatically populated using the default address set at the
account level
e The Delivery Address is used for deliveries, collections, and scan requests made
through OASIS Bridge. This is the service address where you want the order to be
fulfilled
e You can change the address by clicking on the Default Delivery Address and
selecting an alternative service address from the dropdown

e Please note that not all clients will have additional site addresses available to
choose from

Complete Send Order - DEMOHR Demo account - OASIS Marketing

( Delivery Address )

Default Delivery Address v London Gateway

Select Delivery Address Address

‘West 3 Atlantic Avenue, Corringhan Stanford-le-Hope
Address City
Essex S517 9ER
\ %= e J

Order Information

Next Day v

Customer Order Reference Select Delivery Priority

Charge to Department

Comments

Delivery Address

Default Delivery Address v 1 London Gatewa

Default Delivery Address L

TEST SITE 1 Stanford-le-Hop

TEST SITE 2 City

TEST SITE 3 5517 9ER

TEST SITE 4 Zip

TEST SITE 5 Yy

OTaeT Mot auort
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4. The Delivery Priority will default to the standard service specified in your Service Level
Agreement with OASIS.

e Inthe example provided, the DEMOHR client has the Next Day service option for
deliveries, collections of assets, supplies/materials, and shredding requests

e Other available options on this account include Detail Indexing (explained in the
Add Item section), Scanback and Scan on Demand (explained in the Scan
Request section), as well as a SCHEDULED service option

e The SCHEDULED service allows clients to select an alternate service day, but this
is only available if configured at the account level, so not all users may have itas a
default option

Order Information

( )

Next Day v

Customer Order Reference

Detail Indexing

Charge to Department Next Day

Scanback
SCHEDULED

Scan on Demand /

Comments

5. The Customer Order Reference field is available if you are required to record a Purchase
Order number or an internal order reference
e Bydefault, thisis optional and can be left blank if not required

Order Information

PO 123456 Next Day v
Customer Order Reference Select Delivery Priority
v
Charge to Department
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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6. Ifyouwantto associate the work orderwith a department, click on Change to Department
and select the appropriate one from the dropdown menu

Order Information

PO 123456 Next Day v

Select Delivery Priority
v
Charge to Department

Order Information

Next Day '

Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2
DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 3.DEPARTMENT 3

DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5

|' Send H Cancel ‘

7. The Comments text field is available for you to provide any information that may be useful
for OASIS before the order is fulfilled
o Helpful details might include office opening or closing times, availability of onsite
parking, security protocols upon arrival, whether there is an elevator (and if it’s out
of order), or if your office is not on the ground floor
e Providing this information helps our drivers and operations teams plan and
schedule deliveries and collections more efficiently

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

TEST SITE 2 N TEST SITE 2 - ADDRESS 1
Select Delivery Address Address

TEST SITE 2 - ADDRESS 2 TEST SITE 2 - CITY
Address City

COUNTY 2 POST CODE 2

State zip

Order Information

PO 123456 Next Day v
Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2 v

Charge to Department
Comments

Office dosed from 1 -2 pm

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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8. Submit your order:

e When you click Send, OASIS Bridge will submit the order through the system and
generate a preview of the work order as your confirmation of successful

submission

e You can scrolldown to view all the work order details if there are multiple lines, but
in this example, there is only one work order line for the item for collection
e The highlighted options on the right will allow you to print or download a copy of the

order for your records

ORSIS

M Bridge

Home Search ~ Add Pick Up Request Service / Material Reports ~

Hello Joe Blogos ~  Log Out

UK.DEMOHR.Demo account - OASIS Marketing v

'E Items On Order (0)

Help

Customer DEMOHR: Demo account - OASIS Marketing

ORSIS

Information Secured ==

Customer: Demo acoount ~ OASIS Marketing
Address: TEST SITE 4
TEST SITE 4 - ADDRESS |

TEST SITE 4 - ADDRESS |
TEST SITE 4 - CITY, COUNTY 4 POST CODE 4

Priority Next Day

Notes: Driver ID required at security gate

Web Work Order v Print

OASIS Great Britain
Work Order: B148466

Due Date: 24/02/2025 5:00 PM

Requested By. Joe Blogzs

Phone: 0123 456789

Dept: DEPT 4

Customer Refere PO 22022025

Route: NW CHE Destructions

Requested For: Joe Bloggs
Rem Code Reference Info

em Type / Action

03637825 HR 001 / 5678 / test 2423
Pick up request

BOX Pending Refie

Summary of Activity

Pickup BOX
1

H

Driver Signature

Customer Signature Printed
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Creating a Supplies Web Order

Occasionally, you may need to order supplies from OASIS, such as flatpack boxes, barcode
labels, destruction sacks, or security seals for your boxes. Depending on your account setup,
these supplies may be available for order through OASIS Bridge.

This section will cover the listed supplies, with an example demonstrating how to order flatpack
boxes.

1. To get started, select Service/Material from the menu bar or click on the corresponding
icon at the bottom of the page

ORASIS

N Bridge

Home Search - Add Pick Up Request Service [/ Material Reports - Help

All = Search Value

2. The Service/Material dialogue box will appear

Service / Material

Customer Department Requested For
UK.DEMOHR.Demo ar v “ Joe Bloggs
Service / Material Quantity
SL-CHQ - Sell - Cheque Box v 0
Comments
A
Save Close
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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3. If you have access to multiple accounts and need to place an order for a different
customer, click the Customer dropdown and select the appropriate account. Otherwise
OASIS Bridge will default to the account you selected at login

4. To specify a department for the order, click the Department dropdown. If your account
does not have any departments set up, you can leave this field blank

Service / Material

Customer { Department Nequested For

UK.DEMOHR.Demo a v v Joe Bloggs

Service / Material
SL-CHQ - Sell - Cheque Box DEPT 2.DEPARTMENT 2

DEPT 2\DEPT 1.DEPARTMENT 1

DEPT 3.DEPARTMENT 3

DEPT 4.DEPARTMENT 4

DEPT 5.DEPARTMENT 5

\S -

| Save || Close |

5. The Requested For field will default to the user currently logged into OASIS Bridge
e However, if the order is for someone else, you can override this by clicking the
Requested For link
e When the Requested For dialogue box opens, it will list all authorised contacts
associated with the account
o |[f the relevant user is listed, select their name and click Select at the bottom to
proceed

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Service / Material

Customer Department Requested For
UK.DEMOHR.Demo a» v DEPT 2.DEPARTMENT w Joe Bloggs

Service / Material
SL-JUM - OASIS Ju

Requested For

First Name = Last Name

CC1 Test usar 2
CCA Test user 3
CC1 Test user 4
CC1 Test user 5
CC1 Test user 6
CCA Test user 7
CC1 Tesl user
CC1 Test usar 9

CC2 Tes! user 1 = ———
CC2 Test user 10
CC2 Test user 11
CC2 Test usar 12
CC2 Test user 13
CC2 Test user 2
CC2 Test user 3
CC2 Test usar 4
CG2 Test user 5
CC2 Test user

CC2 Test user 7

P Tast ssnne @

6. Use the Service/Material dropdown to select the supplies you want to order

e Keepinmindthatavailable options may vary by client. Some clients may have more
or fewer options than those shown in the example below

e |n this example, the user selects standard-size flatpack boxes, identified by the
service code and description SL-STND - OASIS Standard Box Supply (Each)

e Clicktheiteminthe listto selectit

e Note, that while the description of supplies/materials may vary between clients,
the actual item remains the same

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Service / Material

Customer Department Requested For
UK.DEMOHR.Demo a: v DEPT 2.DEPARTMENT wv Joe Bloggs
Service / Material Quantity
SL-JUM - OASIS Jumbo Box Supply (E v 0

SL-JUM - OASIS Jumbo Box Supply (Each) lomments

SL-LGEBC - Large Barcodes (Box)

SL-OB1.5 - OASIS Medium Box Supply (each)
SL-SACK - Destruction Sacks

SL-SEAL - Security Seals

SL-SMLBC - Small Barcodes (File)

SL-STND - OASIS Standard Box Supply (Each)
SL-TAPBC - Tape Barcode

SR-SHRED - Service - Destruction Console/Sack

‘v Save ‘ ‘ Close ’

7. Enter the Quantity that you wish to order. Flatpack boxes are sold in packs of 10, so you
must order in multiples of 10, regardless of the exact number of boxes you need
e Forexample, if you require only 8 flatpack boxes, you will still need to order 10, as
packs cannot be split, and the quantity refers to individual boxes, not pack size
8. The Comments text field is available if you want to add a note to clarify your order, but it
is optional and not required
9. To proceed with your order, click Save, then Close

Service / Material

Customer Department Requested For
Service / Material rQuantity )
SL-STND - OASIS Standard Box Supp W 10
Comments
10 x boxes
p-
. _J
| Save | ‘ Close |
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o After clicking Close, the Items on Order cart will update, reflecting the addition of
1item

e The screen will display a summary of the items added to the cart
o To finalise the order request, click Send Order

Hello Joe Blogos ~  Log Out

UK.DEMOHR.Demo account - OASIS Marketing v

¥ Items On Order (1)

Service / Material Reports ~ Help

Showing 1- 1 of 1 B o
DEMOHR: Demo account - OASIS Marketing m
Service / Material: SL-STND - FBU: UK
B OASIS Standard Box Supply Customer: DEMOHR:Demo
(Each) account - OASIS Marketing
Se'“‘ed Department: DEPT Quantity: 10
2.DEPARTMENT 2
G
Service / Material for Joe
Bloggs
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Complete your order
The Complete Send Order dialogue box will open, allowing you to fill in the order details

1. The Delivery Address will be automatically populated using the default address set at the
account level
e The Delivery Address is used for deliveries, collections, and scan requests made
through OASIS Bridge. This is the service address where you want the order to be
fulfilled
e You can change the address by clicking on the Default Delivery Address and
selecting an alternative service address from the dropdown

e Please note that not all clients will have additional site addresses available to
choose from

Complete Send Order - DEMOHR Demo account - OASIS Marketing

( Delivery Address )

Default Delivery Address v London Gateway

Select Delivery Address Address

‘West 3 Atlantic Avenue, Corringhan Stanford-le-Hope
Address City
Essex S517 9ER
\ %= e J

Order Information

Next Day v

Customer Order Reference Select Delivery Priority

Charge to Department

Comments

Delivery Address

Default Delivery Address v 1 London Gatewa

Default Delivery Address L

TEST SITE 1 Stanford-le-Hop

TEST SITE 2 City

TEST SITE 3 5517 9ER

TEST SITE 4 Zip

TEST SITE 5 Yy

OTaeT Mot auort
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2. The Delivery Priority will default to the standard service specified in your Service Level
Agreement with OASIS.

e Inthe example provided, the DEMOHR client has the Next Day service option for
deliveries, collections of assets, supplies/materials, and shredding requests

e Other available options on this account include Detail Indexing (explained in the
Add Item section), Scanback and Scan on Demand (explained in the Scan
Request section), as well as a SCHEDULED service option

e The SCHEDULED service allows clients to select an alternate service day, but this
is only available if configured at the account level, so not all users may have itas a
default option

Order Information

( )

Next Day v

Customer Order Reference

Detail Indexing

Charge to Department Next Day

Scanback
SCHEDULED

Scan on Demand /

Comments

3. The Customer Order Reference field is available if you are required to record a Purchase
Order number or an internal order reference
e Bydefault, thisis optional and can be left blank if not required

Order Information

PO 123456 Next Day v
Customer Order Reference Select Delivery Priority
v
Charge to Department
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4. Ifyouwantto associate the work orderwith a department, click on Change to Department
and select the appropriate one from the dropdown menu

Order Information

PO 123456 Next Day v

Select Delivery Priority
v
Charge to Department

Order Information

Next Day '

Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2
DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 3.DEPARTMENT 3

DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5

|' Send H Cancel ‘

5. The Comments text field is available for you to provide any information that may be useful
for OASIS before the order is fulfilled
o Helpful details might include office opening or closing times, availability of onsite
parking, security protocols upon arrival, whether there is an elevator (and if it’s out
of order), or if your office is not on the ground floor
e Providing this information helps our drivers and operations teams plan and
schedule deliveries and collections more efficiently

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

TEST SITE 2 N TEST SITE 2 - ADDRESS 1
Select Delivery Address Address

TEST SITE 2 - ADDRESS 2 TEST SITE 2 - CITY
Address City

COUNTY 2 POST CODE 2

State zip

Order Information

PO 123456 Next Day v
Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2 v

Charge to Department
Comments

Office dosed from 1 -2 pm

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy
UNCONTROLLED WHEN PRINTED Page 120 of 185



ORASIS

Information Secured NI

6. Submit your order

e When you click Send, OASIS Bridge will submit the order through the system and
generate a preview of the work order as your confirmation of successful
submission

e You can scrolldown to view all the work order details if there are multiple lines, but
in this example, there is only one work order line for the supplies

e The highlighted options on the right will allow you to print or download a copy of the
order for your records

Hello Joe Bloggs -~ Log Out
UK.DEMOHR.Demo account - QASIS Marketing w

(MR Brid ge E Items On Order (0)

Home Search - Add Pick Up Request Service / Material Reports ~

Customer DEMOHR: Demo account - OASIS Marketing

Web Work Order ~ Print

OASIS Great Brihin\
S Work Order: B141553
O H I (0
Due Date: 24/02/2025 5:00 PM

Information Secured ==
Dustomer: Deme account = OASIS Marketing Requested By: Joe Bloges
Address: TEST SITE 2 Phone: 0123 456789
TEST SITE 2 - ADDRESS 1 Dept: DEPT 2

TEST SITE 2 - ADDRESS 2 Customer Refere PO 123456
TEST SITE 2 - CITY. COUNTY 2 POST CODE 2 Route NW CHE Destructions

Priority. HNext Day

Notes Office closed from 1 -2 pm

Requestad For: Joo Bloggs
Quantity

Description Volume  Action

1000 SL-STHD - OASIS Standard Box Migcellaneous
Supply (Each)
10 x boxes
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Creating a Shredding Web Order

When you need to order supplies from OASIS, such as flatpack boxes, barcode labels,
destruction sacks, or security seals, you can submit a request through the OASIS Bridge portal.

Additionally, if you require a service to collect destruction sacks or to empty any confidential
waste consoles or wheelie bins, you may be able to submit a request for collection through the
portal as well.

Important

A shredding web order is created for the collection of confidential waste and not for the physical
destruction of assets, such as files, boxes of media. Physical asset destruction requests should
be emailed directly to your local support team.

Health & Safety Notice

A reminder note is displayed on the OASIS Bridge portal home page to remind all clients about
safety protocols before sending containers like destruction sacks, boxes, and media boxes for
collection.

To ensure the safety of our team members when handling your records, please ensure that any
containers we are collecting from you do not exceed 15kg per container. This includes boxes,
shredding sacks, media boxes and transit containers. Any container above this weight is subject to
refusal by our team.

This section will explain the confidential waste service mentioned earlier and provide an example
of how to submit an order for the collection of confidential waste.

1. To start, click on Service/Material in the menu bar or select the clickable icon at the
bottom of the page

ORASIS

IITHmm Bridge

Home Search - Add Pick Up Request Service [/ Material Reports - Help

All = Search Value
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e The Service/Material dialogue box will pop up

Service / Material

Customer Department Requested For
UK.DEMOHR.Demo a w N Joe E]Dggs
Service [ Material Quantity
SL-CHQ - Sell - Cheque Box “ 0
Comments
A
‘ Save | Close |

2. If you have access to multiple accounts and need to place an order for a different
customer, click the Customer dropdown and choose the relevant account. Otherwise,
OASIS Bridge will default to the account you selected during login

3. To select a specific department for the order, click the Department dropdown. If your
account does not have any departments set up, you can leave this field blank

Service / Material
Customer { Department Eequested For

UK.DEMOHR.Demo ai W hd Joe Bloggs

SL-CHQ - Sell - Cheque Box DEPT 2.DEPARTMENT 2
DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 3.DEPARTMENT 3
DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5

‘ Save H Close ‘
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4. Inthe Service/Material dropdown, select the SR-SHRED shredding service option for the
collection of destruction sacks or to service any confidential waste consoles or 120-litre
wheelie bins you may have

e In this example, the user requires two confidential waste consoles to be

emptied
e Click SR-SHRED - Service - Destruction Console/Sack option from the
dropdown
Customer Department Requested For
UK.DEMOHR.Demo a1 v DEPT 2.DEPARTMENT w Joe Bloggs
Service / Material Quantity
SL-JUM - OASIS Jumbo Box Supply (E v 0

SL-JUM - OASIS Jumbo Box Supply (Each) omments

SL-LGEBC - Large Barcodes (Box)

SL-OB1.5 - OASIS Medium Box Supply (each)
SL-SACK - Destruction Sacks

SL-SEAL - Security Seals

SL-SMLBC - Small Barcodes (File)

SL-STND - OASIS Standard Box Supply (Each)
SL-TAPBC - Tape Barcode

SR-SHRED - Service - Destruction Console/Sac

‘ Save H Close ’
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e Enter the Quantity of destruction sacks, consoles or wheelie bins that need to be
serviced or collected
e Forexample, if you need 2 confidential waste consoles serviced, then enter
the 2 in the Quantity field
e The Comments text field is there if you’d like to add a note to clarify your order, but
itis optional and not mandatory
e Inthis example, the user clarifies the number of confidential waste consoles
that need to be emptied.
e To proceed with your order, click Save and then Close

Service / Material

Customer Department Regquested For
UK.DEMOHR.Demo a1 v DEPT 2.DEPARTMENT w Joe Bloggs
Service / Material Quantity
SR-SHRED - Service - Destruction Coi ~ 2
Comments

Please service 2 x waste consoles

‘ Save H Close ‘

e Whenyou click Close, you will notice that the Items on Order cart has been
updated with 1 item added
e The screen will show a summary of the items currently in the cart
8. To continue with the order request, click Send Order

Hello Joe Bloggs ~  L00.Out

UK.DEMOHR.Demo account - OASIS Marketing v

| B Items On Order (1) I

Service / Material Reports « Help

Showing 1-10f 1 B @
DEMOHR: Demo account - OASIS Marketing m
Service / Material: SR-SHRED - FBU: UK
X Bama Service - Destruction Customer: DEMOHR:Demo
Console/Sack account - OASIS Marketing
“l““‘d Department: DEPT Quantity: 2
2.DEPARTMENT 2
b3
Service / Material for Joe
Blogos
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
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Complete your order
The Complete Send Order dialogue box will open, allowing you to fill in the order details

7. The Delivery Address will be automatically populated using the default address set at the
account level
e The Delivery Address is used for deliveries, collections, and scan requests made
through OASIS Bridge. This is the service address where you want the order to be
fulfilled
e You can change the address by clicking on the Default Delivery Address and
selecting an alternative service address from the dropdown

e Please note that not all clients will have additional site addresses available to
choose from

Complete Send Order - DEMOHR Demo account - OASIS Marketing

( Delivery Address )

Default Delivery Address v London Gateway

Select Delivery Address Address

‘West 3 Atlantic Avenue, Corringhan Stanford-le-Hope
Address City
Essex S517 9ER
\ %= e J

Order Information

Next Day v

Customer Order Reference Select Delivery Priority

Charge to Department

Comments

Delivery Address

Default Delivery Address v 1 London Gatewa

Default Delivery Address L

TEST SITE 1 Stanford-le-Hop

TEST SITE 2 City

TEST SITE 3 5517 9ER

TEST SITE 4 Zip

TEST SITE 5 Yy

OTaeT Mot auort
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8. The Delivery Priority will default to the standard service specified in your Service Level
Agreement with OASIS.

e Inthe example provided, the DEMOHR client has the Next Day service option for
deliveries, collections of assets, supplies/materials, and shredding requests

e Other available options on this account include Detail Indexing (explained in the
Add Item section), Scanback and Scan on Demand (explained in the Scan
Request section), as well as a SCHEDULED service option

e The SCHEDULED service allows clients to select an alternate service day, but this
is only available if configured at the account level, so not all users may have itas a
default option

Order Information

( )

Next Day v

Customer Order Reference

Detail Indexing

Charge to Department Next Day

Scanback
SCHEDULED

Scan on Demand /

Comments

9. The Customer Order Reference field is available if you are required to record a Purchase
Order number or an internal order reference
e Bydefault, thisis optional and can be left blank if not required

Order Information

PO 123456 Next Day v
Customer Order Reference Select Delivery Priority
v
Charge to Department
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10. Ifyouwantto associate the work order with a department, click on Change to Department
and select the appropriate one from the dropdown menu

Order Information

PO 123456 Next Day v

Select Delivery Priority
v
Charge to Department

Order Information

Next Day '

Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2
DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 3.DEPARTMENT 3

DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5

|' Send H Cancel ‘

11.The Comments text field is available for you to provide any information that may be useful
for OASIS before the order is fulfilled
o Helpful details might include office opening or closing times, availability of onsite
parking, security protocols upon arrival, whether there is an elevator (and if it’s out
of order), or if your office is not on the ground floor
e Providing this information helps our drivers and operations teams plan and
schedule deliveries and collections more efficiently

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

TEST SITE 2 N TEST SITE 2 - ADDRESS 1
Select Delivery Address Address

TEST SITE 2 - ADDRESS 2 TEST SITE 2 - CITY
Address City

COUNTY 2 POST CODE 2

State zip

Order Information

PO 123456 Next Day v
Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2 v

Charge to Department
Comments

Office dosed from 1 -2 pm
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12. Submit your order

e When you click Send, OASIS Bridge will submit the order through the system and
generate a preview of the work order as your confirmation of successful
submission

e You can scrolldown to view all the work order details if there are multiple lines, but
in this example, there is only one work order line for the supplies

e The highlighted options on the right will allow you to print or download a copy of the
order for your records

Hellp Joe Bloggs - Log Qut
UK.DEMOHR.Demo account - QASIS Marketing W

[ Bridge ‘E Ttems On Order (0)

Add  Pick Up Request  Service / Material  Reports -

Customer DEMOHR: Demo account - OASIS Marketing

Web Work Order e Print

OASIS Great Eritlin\
Work Order: B144615
) 0
Due Date: 24/02/2025 500 PM

Information Secured ==
Customer: Deme account — OASIS Marketing Requested By: Joe Bloggs
Address: TEST SITE 2 Phane: 0123 456769
TEST SITE 2 - ADDRESS 1 Dept:

DEPT 2
TEST SITE 2 - ADDRESS 2 Customer Refere: PO 123456
TEST SITE 2 - CITY, COUNTY 2 POST CODE 2 Route: NW CHE Destructions.

Priarity: Next Day

Hotes: Office closed from 1 - 2 pm

Requested For: Jos Blopgs
Guantity Desoription Volume Action

200 SR-SHRED - Service - Destruction | Miscellaneous
Console/Sack

Please service 2 x waste consoles
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Creating a Scan On Demand Web Order

The Scan on Demand service allows you to request the scanning of specific documents that are
stored in the facility, enabling you to receive digital copies as quickly as possible (same-day or
next-day delivery depending on the urgency).

This process allows for fast access to important documents, with the flexibility to request
scanning based on your immediate needs.

Here is a breakdown of how to create a scan-on-demand web order for scanning documents
stored in a facility.

1. Search for the Document
e Start by searching for the document that needs to be scanned. In this case, the user
knows the Employee ID and types it into the search bar

o After entering the Employee ID (or other relevant information), click the Search button
next to the search bar or press Enter on your keyboard

Hello Joe Bloggs ~+ Log Out
UK.DEMOHR.Demo account - OASIS Marketing v

N Bridge 'E Items On Order (0)

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

[ Employee ID ~ FM001

Welcome to OASIS Bridge

Your physical and digital records management system.
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2. System Search for Employee ID

e The system will search through all Employee ID fields for a match to the FM001 ID that
you entered

e If the system finds more than one file with the same Employee ID (as in this example,
two files match), you will be presented with both results
e Review the search results to determine which of the two files is the one you need

At this point, you can proceed with the rest of the order process (such as confirming the delivery

method and finalizing the request).

ORSIS

(i Bridge

Home Search ~ Add

Pick Up Request

Service / Material

Reports=  Help

Hello Joe Bloggs =  Log Qut

UK.DEMOHR.Demo account - OASIS Marketing ~

& Items On Order (0)

Employee ID ~ FMO01

Item Results

Showing Page Size 20

Status
_| Request (2)

FBU
Tuk (2)

Customer
) DEMOHR Demo account - OASIS
Marketing (2)

For: Joe Bloggs

Department

] DEPT 3.DEPARTMENT 2 (1)
Tl None (1)

Item Type
L] FILE (2)

Author:
Reviewed by:

fgmwng 1-20f2

2 Request from Oasis

Sort by QASIS File Barcode

OASIS File Barcode:
000013886106

Customer: DEMOHR:Demo
account - OASIS Marketing
Surname: Martin

Fathers Name: John Martin
Date of Joining: 17/03/2004
Add Date: 07/12/2020

cOBRED T .5 )
Parent Item Code: 03637923
FBU: UK

Employee ID: FM001
Forename: Frank

Email: fm@email.com
Mothers Name: Sue Martin
Year of Joining: 2004

Ll

0ASIS File Barcode:
DSF46515860

FBU: UK

Parent Item Code:
DSB46515739

Customer: DEMOHR.:Demo

account - OASIS Marketing
Department: DEPT Employee ID: FM001
E} @ @ 3.DEPARTMENT 3 Forename: Frank
Surname: Martin Email: fm@email.com
In Date of Joining: 17/03/2020 Year of Joining: 2020
Add Date: 27/02/2023 Managers: CC Test user 1 )
© 2024 OASIS Group. All rights reserved. Version: X.X
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3. Add to Order Cart

e Once you have identified the correct file, click on Request from OASIS next to the file

you need

e This action will add the selected file to your Items on Order cart, confirming your
request for scanning

ORSIS

i Bridge

Home Search - Add

Employee ID - FMO01
Item Results

Showing Page Size 20

Status
() Request (2)

FBU
uk(2)

Customer
|_| DEMOHR Demo account - OASIS
Marketing (2)

Pick Up Request

Showing 1 -2 of 2

Service [ Material

Reports - Help

Hello Joe Bloggs ~  Log Out

UK.DEMOHR.Demo account - QASIS Marketing v

Sort by OASIS File Barcode

' Items On Order (1)

O I = I s R

CBe

Pending Send Order for Joe
Bloggs

OASIS File Barcode:
000013886106

Customer: DEMOHR:Demo
account - OASIS Marketing
Surname: Martin

Fathers Name: John Martin
Date of Joining: 17/03/2004
Add Date: 07/12/2020

Parent Item Code: 03637923
FBU: UK

Employee ID: FMDO1
Forename: Frank

Email: fm@email.com
Mothers Name: Sue Martin
Year of Joining: 2004

For: Joe Bloggs

7

. OASIS File Barcode: Paren m
'E ReguestfromOasis | pgragsisgso DSB46515730
Department
[ DEPT 2.DEPARTMENT 3 (1) FBU: UK Customer: DEMOHR:Demo
) None (1.] C account - DASIS Marketing
Department: DEPT Employee ID: FM001
Item Type GCES 3.DEPARTMENT 3 Forename: Frank
LI FILE (2) Surname: Martin Email: fm@email.com
In Date of Joining: 17/03/2020 Year of Joining: 2020
Add Date: 27/02/2023 Managers: CC Test user 1
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4. Click Send Order

¢ Once you are satisfied with the order, click on the Send Order button to proceed

Hells ioe Boogs * Loo.Out
U DE MOME. Demo account - OASTS Marketing -

RN Bridge B ttema On Seder (1)

Home  Search

Ttem Results

Showing Page Sle 30

DEMOMR: Demo accoun - OASIS Makatios

GASTS File Barcode Barent Ilem Code. 03237923
FBU: UK

Status
Ratrieve (1)
X Bemoy pap——r

[
UK (1)

Custonser
DEMOMR Demd account - DASIS G B8
Marhesting (1)

Fathers Name: john Hartin
Date of Joinkng: | /2004 Year of Joinkng: 2004
Roatriave for Jos Bloggs N
Dopartment Add Dabe: 071272000
Wana (1

Ttem Type
FILE (1)

Here is the next step in the process after clicking Send Order:
1. Complete Send Order Dialogue Box

e Once you click Send Order, the Complete Send Order dialogue box will open,
where you can review and adjust details before finalizing the order

e In this example, we will leave the address as the default address since the
document is not physically being delivered. It is being uploaded digitally

e Since theitemis being uploaded as a digital image to access on OASIS Bridge, the
address will not affect the work order. The file will be available for access on the
platform, not sent to a physical location

Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy
UNCONTROLLED WHEN PRINTED Page 133 of 185



ORASIS

Information Secured NI

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

Default Delivery Address v London Gateway
Select Delivery Address Address

West 3 Atlantic Avenue, Corringhan Stanford-le-Hope
Address City

Essex S§517 9ER
State Zip

Order Information

Next Day ~

Customer Order Reference Select Delivery Priority

Charge to Department

Comments

| Send | Cancel

2. Update Delivery Priority

e In the Complete Send Order dialogue box, you will need to adjust the delivery
priority.

o Ifthe default optionis setto Next Day (or another default priority on your account),
you will need to change it to Scan on Demand.

3. Select Scan on Demand

e Click on the dropdown next to the delivery priority field.

e From the list of options, select Scan on Demand to indicate that the document
should be processed and uploaded as quickly as possible (same-day or as agreed
upon)

o After selecting Scan on Demand, the system will prioritize your order for quicker
scanning and digital delivery.

This ensures that your request is managed with the required urgency and the document will be
ready for you to access on OASIS Bridge in the specified time.
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Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

Default Delivery Address v London Gateway
Select Delivery Address Address

West 3 Atlantic Avenue, Corringham Stanford-le-Hope
Address City

Essex S517 9ER

State zip

Order Information

Next Day

Customer Order Reference

Detail Indexing

Charge to Department Next Day

Scanback
SCHEDULED

Scan on Demand

Comments

{ Send Cancel |

4. Customer Order Reference

e The Customer Order Reference field is where you can record a purchase order
reference or an internal reference for the order

e In this example, the user enters SCAN24.02-01 as the reference for tracking or
internal purposes

e This field is optional but useful for record-keeping or auditing

5. Update Department (Optional)

e Ifneeded, you can also specify the department associated with this order

e To do this, click on the Department dropdown and choose the relevant
department from the list (e.g., HR, Finance, etc.)

e This ensures the order is linked to the correct department if your organization uses
departmental tracking

Order Information

SCAN24.02-01 Scan on Demand v

Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2

DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5

\L iy, —_——
‘ Send || Cancel ‘
Author: © 2024 OASIS Group. All rights reserved. Version: X.X
Reviewed by: Document classification: Public Date:dd/mm/yyyy

UNCONTROLLED WHEN PRINTED Page 135 of 185



ORASIS

Information Secured NI

6. Complete Other Required Information

e If any additional fields need to be filled out, such as Comments, enter the

necessary information
¢ Comments could include special instructions, details about the document, or any

other relevant notes

7. Submit the Web Order

e Once all the required fields are completed, click on the Send button to submit the

web order request
e This will send the order to the scanning team, who will process it according to your

specifications (Scan on Demand priority)

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

Default Delivery Address v London Gateway
Select Delivery Address Address
West 3 Atlantic Avenue, Corringhan Stanford-le-Hope
Address City
Essex SS17 9ER
State Zip
” ™

Order Information
SCAN24.02-01 Scan on Demand v

Customer Order Reference S

DEPT 3.DEPARTMENT 3 v
Charge to Department

Comments

Scan Request

|4 Send ‘ Cancel &
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8. Confirmation

After submission, you should receive a confirmation that your web order has been
successfully processed and is now in progress.

O H Sl S Hello Joe Bloggs ~ Log Out

UK.DEMOHR.Demo account - OASIS Marketing v
(R TR Brxdge 'E Items On Order (0)
Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Customer DEMOHR: Demo account - OASIS Marketing

Web Work Order v Print

OASIS Great Britain
Work Order: B152852
LLEIRRITRR )

Due Date: 25/02/2025 5:00 PM
Information Secured == Next Service Date: 26/02/2025

SCOD
Dustomer: Demo account ~ OASIS Marketing Requested By Joe Blogzs
Address: London Gateway
West 3 Atlantic Avenue, Corringham
Stanford-le-Hope. Essex SS17 9ER

Phone: 0123 456789
Dept: DEPT 3
Customer Refere: SCAN24.02-01
Route: NW CHE Destructions

[ Priority: Scan on Demand

Notes: Scan Request

Requested For: Joe Blogzs
Item Code Reference Info Dept Item Type / Action
DEPT 3 FILE

Parent Box #: 03637923 / Reference 1: Payroll 01/10
Pending Retrieve

000013886106 FMOO01 / Frank / Martin Pending Retrieve

Author:
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Viewing Scanned Images

1. Use the search bar to check if the document has been uploaded

e When you submit your Scan on Demand request, you will receive a

confirmation once the document is available for preview, along with the
document barcode

2. Enter the document barcode into the search bar

3. Click on Search on the right-hand side or press Enter on your keyboard to locate the
document

e |f a matching documentis located, it will appear in the search results
e Lookforthe two highlighted View Image icons in the results

ORSIS

HHNImm Bridge

Hello Joe Bloggs ~  Log Out

UK.DEMOHR.Demo account - OASIS Marketing v
E Items On Order (0)

Home Search ~ Add

Pick Up Request

Service / Material Reports ~ Help

[ Al ~ 0000000000003062

Welcome to OASIS Bridge

Your physical and digital records management system.

4. Click either View Image icon to open the View Image dialogue box and preview the

document
Hello Joe Bloggs = Log_Out
UK.DEMOHR.Demo account - OASIS Marketing v
(i Bridge

‘B tems On Order (0)

Home Search - Add

Pick Up Request

Service / Material

Reports = Help

Al ~ 0000000000003062

Item Results

Showing Page Size 20

Status
O rRequest (1)

FBU
Ok (1)

Customer
) DEMOHR Demo account - OASIS
Marketing (1)

Eor: Joe Bloggs

Department
[ none (1)

Item Type
[J pocumenT (1)

Author:
Reviewed by:

Showing 1-10f 1 Sortby ltem Code

Item Code:
0000000000003062

Pending Send Order

folder name: Monk Nicky
PLEXUS_DEMOHR USER

« 0O BDQ{Q'I ,
FBU: UK

i
Customer: DEMOHR:Dgmo
account - OASIS Markethg

Probation & CPD
Effective Date: 25/11/2024
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5. The View Image option will display the file in its uploaded format, typically as a PDF
6. The available options include:

e View Selected - Preview the document
e Zip Selected - Download the document as a compressed file
¢ Download Selected - Download the document as a PDF

™ Apsyaxbz.pdi

il

(] Select Al

View Selected Zip Selected || Download Selected

7. Select the Image:

e Look for a checkbox nextto the image you want to select
e Click on the checkbox to select the image

8. Preview the Image:

e After selecting the image, Click View Selected

) Apsy9XbZ pdf
Ll

.
L) Select 4l .
| View Selected Zip Selected H Download Selected
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9. View Selected Dialogue Box:

e Once you click on "View Selected," a dialogue box will open, displaying the

preview of the document or image
10. Navigate Through Pages:

o Ifitis a multi-page document, use the navigation tools at the top of the dialogue
box to scroll through the scanned pages. These might be buttons like "Next,"
"Previous," or page numbers

11. Print or Save the Image:

e You can choose to either print the document directly from the preview by
clicking the Print option

e Alternatively, you can save the image to your printer or machine by selecting
Save or Download

View Selected

Ap5y9XbZ.pdf

ANNEXCTO
TEACHING STAFF APPRAISAL

rai If Year i

Reviewee: Nicky Monk Reviewer: Owen Anderson Date: 31.01.23

Objective Progress towards achieving Objectives
1. Faculty Development * Develop virtual Art gallery with marketing
e  Further develop a corporate brand across 3 team Gained free service with external
strands of Creative Arts faculty. company via marketing team, supplied
e Regular directed time for teachers and artwork & info & then at Christmas the
middle leaders to engage with tracking and funding was withdrawn
progress data e Promote the Creative Arts website
e Broaden opportunities for team to share e  Greater use of Shared Drive - link to Twitter
subject, marking & moderation skills and & School Instagram
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Downloading Scanned Images

1. Zip Selected
o Ifyou choose this option, the document (or selected images) will be downloaded
as a compressed ZIP file. This is helpful if there are multiple files or pages, as it
bundles them together into one file that you can extract later
2. Download Selected
o Choosing this option will download the document as a PDF file. This is a viable
choice if you want a standard, easy-to-view document format that can be opened
on most devices

Just select the option that fits your needs, and you will be able to download the documentin your
preferred format.

Y Apsy9xbz pdf
-

Files are downloading, Please Wait.

I Select Al
View Selected H Zip Selected H Download Selected
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Pick Up Request

The Pick Up Request feature in OASIS Bridge allows users to request the collection of items from
storage without having to provide specific barcodes for eachitem. This is particularly useful when
new items have been added to inventory over time, and you wish to collect all items at once.

Key Features

e No Barcode Required: Unlike itemised collections where you provide barcodes in
advance, the Pick Up Request does not require individual barcode numbers. Instead,
OASIS can scan the items once collected

o Efficiency: If you have added multiple items over time and want them collected, this
feature streamlines the process by allowing a bulk collection request

o« Barcoded Containers: Items themselves must be barcoded, but if you have unbarcoded
items like files, they must be placed in a barcoded container (e.g., a box or crate). These
containers will be indexed and catalogued during the collection process

o Audit Trail: Since only barcoded items can be collected, this ensures there is a proper
audit trail for tracking the movement of your items. Unbarcoded items cannot be collected
due to the lack of an audit trail

This feature is particularly beneficial for clients with bulk storage needs and who have recently
added numerous items into storage without detailed records of each item.

Steps for Submitting a Pick Up Request

Log in to OASIS Bridge and navigate to the Pick Up Request option on the blue menu bar.

Hello Joe Bloggs ~ Log Out
UK.DEMOHR.Demo account - OASIS Marketing v

U R Brsdge 'E 1tems On Order (0)

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

All ~ Search Value

Welcome to OASIS Bridge

Your physical and digital records management system.
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When submitting a Pick Up Request for unitemised items through OASIS Bridge, the Pick Up
Items dialogue box will open with several fields to complete.

Fields to Complete

1. Customer Account
e If you need to make the pick-up request for a different customer account, you can
change the Customer Account field. This is useful if you have access to multiple
accounts and wish to request a collection for a specific one

Pick Up items

Customer

UK.DEMOHR.Demo account - OASIS I ~
Quantity

o
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2. Selecting the Correct ltem Type

e Ifyou needto collect a different type of item (such as Tapes), you can change the item
type by selecting the appropriate option from the Type dropdown list

Pick Up ltems

Customer [Type )
UK.DEMOHR.Demo account - QASIS I v BOX W
Quantity

0 DOCUMENT

FILE

3. Quantity

e Specify the quantity of items you wish to collect, such as 2 Boxes in this example. This
ensures that the collection request matches the number of items you need picked up

After selecting the item type and quantity for your Pick Up Request for unitemised items, you
should:

1. Click Save: This will save your collection request details
2. Click Close: This will close the Pick Up Items dialogue box and return you to the OASIS
Bridge home page, where you can continue with the web order process
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Customer Type

UK.DEMOHR.Demo account - QASIS I v BOX v
Quantity

2

Once you are back on the OASIS Bridge home page

1. Checkthe Items on Order cart: You will see the boxes you requested for collection listed
here. The request type will be marked as Pick Up and the quantity (2 in this case) will also
be displayed

2. Click on "Send Order": This will proceed with the request to collect the items, and the
order details will be sent to OASIS for processing

Helle Joe Bloggs - koo Qut
UK.DEMOHR.Demo account - QASIS Marketing b

[N Bridge

Home Seanch = Add Pick Up Reguest Service [ Material Ripons = Help

Item Results Showing 1- 10l 1 B [m

Showing Page Size 20

DEMOHR: Demo account - DASIS Marketing m
Status

Pick Up (1) 5 Item Type: BOX FBU: UK
x Customer: DEMOHR: Dema Quantity: 2
Féu . account - QASIS Marketing
i se!ecled
Customer
DEMOHR Demo account - DASIS D
Marketing (1)
Department Fick Up
Noné (1)
Item Type
BOX (1)
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The Complete Send Order dialogue box will open, allowing you to finalize and complete the order

details. Here is what you will do next:

1. Review the Order Details: Ensure that all the information, such as item type, quantity,

and pick-up request, is correct

2. Complete any Required Fields: Depending on your specific setup or any additional
details required, you may need to fill in fields like delivery address or any special

instructions for the pick-up

3. Confirm the Details: Once everything looks good, confirm the order details

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

Default Delivery Address e

Select Delivery Address

West 3 Atlantic Avenue, Corringham
Address

Essex

State

Order Information

Customer Order Reference

Charge to Department

Comments

Author: © 2024 OASIS Group. All rights reserved.
Document classification: Public
UNCONTROLLED WHEN PRINTED

Reviewed by:

London Gateway
Address

Stanford-le-Hope
City

5517 9ER

Zip

Next Day £

Select Delivery Priority

Version: X.X
Date:dd/mm/yyyy
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If you need to update the service address during the Complete Send Order process

—

Click on the Default Delivery Address: This will open a dropdown menu

2. Select the Alternative Address: From the dropdown, choose the new service address
where you want the items to be collected or delivered

3. Verify the Details: Ensure that the new address is correct before proceeding

Delivery Address

(Default Delivery Address V\ London Gateway
Default Delivery Address e
TEST SITE 1 Stanford-le—Hope
TEST SITE 2 City
TEST SITE 4 Zip

\ TEST SITE 5 Yy

To complete the Order Information section

1. Customer Order Reference: If required, enter the reference number or ID associated with
the customer's order. This helps track and organize the order details

2. Select Delivery Priority: You can leave this field as "Next Day," which is the default
Service Level Agreement (SLA) for delivery. If a different priority is needed, you can select
the relevant option from the dropdown menu (if applicable)

3. Update Department: If the order needs to be associated with a specific department, click
on the dropdown for Department and select the relevant department from the list (if
applicable)

/Order Information N\

PO COLOO1 Next Day v

Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2
DEPT 2\DEPT 1.DEPARTMENT 1

DEPT 3.DEPARTMENT 3 osed between 1 - 2 pm

DEPT 4.DEPARTMENT 4 %
\| DEPT 5.DEPARTMENT 5 J
‘ Send ‘ ‘ Cancel ‘
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To complete the Order Information section

1. Comments Section: Enter any useful information or special instructions that the driver
may heed to know when arriving onsite for the collection. This could include details such
as access instructions, contact information, or any other important notes

2. Click Send: Once you have reviewed all the details and entered the comments, click on
the Send button to submit the web order

This will send the order for processing, and you will receive confirmation that the pick-up request
has been received and is being processed by OASIS.

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

TEST SITE 3 v TEST SITE 3 - ADDRESS 1
Select Delivery Address Address

TEST SITE 3 - ADDRESS 2 TEST SITE 3 - CITY
Address City

COUNTY 3 POST CODE 3
State Zip

Order Information

PO COLOO1 Next Day v
Customer Order Reference Select Delivery Priority
DEPT 3.DEPARTMENT 3 v

Charge to Department

Comments

Collect boxes from reception. Office closed between 1 - 2 pm

| Send | Cancel
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Once the web order is submitted

1. Work Order Preview: OASIS Bridge will show a quick overview of the order, including the
Non-ltemised Pickup status (highlighted) to confirm the request

2. Printing/Saving the Work Order: On the top right of the preview, you will have the option
to print or save the work order for your records

This confirms that your order has been successfully submitted, and you can now proceed with
tracking or managing the pick-up request.

Hello Joe Bloggs ~ Log Out
UK.DEMOHR.Demo account - OASIS Marketing v

N Bridge

g Items On Order (0)

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Customer DEMOHR: Demo account - OASIS Marketing
Web Work Order v Print

= | Y Y Draw | @M

OASIS Great Britain

S Work Order: B148385

O H I LA
Due Date: 25/02/2025 5:00 PM

Information Secured ===
Dustomer: Demo account ~ OASIS Marketing Requested By: Joe Bloggs
Address: TEST SITE3 Phone: 0123 456789

TEST SITE 3 - ADDRESS 1 Dept: DEPT 3
TEST SITE 3 - ADDRESS 2 Customer Refere: PO COL0O1

TEST SITE 3 - CITY. COUNTY 3 POST CODE 3 Route: NW CHE Destructions
Priority: Next Day

Notes: Collect boxes from reception. Office closed between 1 ~ 2 pm

No Items to Report

Summary of Activity
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Adding New Items

To add new items to your inventory in OASIS Bridge, follow these steps. Keep in mind that
depending on your user access rights, you should have the Add option on the menu bar from the
home page.

Steps Overview for Adding New Items

1. Accessing the Add Option
e From the Home Page, click on the Add option in the menu bar. This will open up
the interface where you can add different types of items
2. Adding a New Box
e Select the option to add a Type Box. You will be prompted to fill in the relevant
information such as the Box Barcode, and Other Relevant Details
e Barcode: The box should be assigned a unique barcode for tracking purposes
e Ifneeded, you can specify the Department or Customer that the box belongs to
e Once all the necessary information is entered, click Save to add the box to the
inventory
3. Adding a New File
e Selectthe optiontoadd aType File. Similarto adding a box, you will need to provide
details like the File Barcode, and any additional metadata that may be required
e Barcode: Assign a unique barcode to the file to ensure it can be tracked and
scanned in the future
e Again, if relevant, you can specify which Department or Customer the file belongs
to
e Click Save to add the file to your inventory

Understanding the Hierarchy

e Boxes and Files are managed within a hierarchical structure:
o Boxes: Physical containers that store multiple items (such as files)
o Files: Individual items that are stored within boxes
e The system also manages Customer Accounts and Departments to categorize and
assign ownership to different items

By following these steps, you can successfully add new items, whether they are boxes, files, or
non-barcoded items, to your OASIS Bridge inventory. This allows for efficient tracking,
organization, and management of your inventory.
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To add a new item to your inventory in OASIS Bridge, follow these steps:

1. Access the Add Option

e Clickon Add in the menu bar or select the clickable Add icon located at the bottom of
the page

Hello Joe Bloggs ~  Log Out

O' ISI S UK.DEMOHR.Demo account - OASIS Marketing v

Ry Bndge g Items On Order (0)

Add Pick Up Request Service / Material Reports ~ Help

All ~ Search Value Search

Welcome to OASIS Bridge

Your physical and digital records management system.

e This will open the screen where you can add new items to your inventory

Add ltem

Requested For

Customer Department Type
UK.DEMOHR.Demo account - OAS w N BOX A Joe Bloggs
|_J Retain data entered on add
QASIS Barcode Internal Box Reference Year
Additional Information Destroy/Review Date Retention
Browse

Indexed Notes

| Save || Close
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2. To add a new item to the correct customer account and department:

e Change the Customer Account (if needed)

o Ifyouhave accessto multiple customer accounts, the system will default to the
account selected at login. To switch accounts, click on the Customer
dropdown and select the account where you want to add the new item

e Assignto a Department (if applicable)

o Ifyou need to assign the new item to a specific department within the selected
customer account, click on the Department dropdown and choose the
appropriate department from the available options

These steps will ensure that the new item is properly assigned to the correct customer account
and department.

Add Item

Customer rDe;taartn'ien’r )
UK.DEMOHR.Demo account - QA w v
() Retain data entered on add
DEPT 2.DEPARTMENT 2
OASIS Barcode DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 3.DEPARTMENT 3
Additional Information DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5 )

3. To add a new box or item to your inventory

e Select Iltem Type
o Bydefault, Boxis selected as the item type
o Ifyouwantto add a different type, click on the Type dropdown and select from
the available options such as Document or File
e Note on Available Options
o The available options under the Type dropdown may vary depending on the
account type you have with OASIS, so you might see more or fewer options
depending on your specific account setup
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Add Item

Customer Department Type
UK.DEMOHR.Demo account - QAS DEPT 2.DEPARTMENT 2 v BOX v

[CJRretain data entered on add

DOCUMENT

OASIS Barcode Internal Box Reference FILE

After selecting the item type, you can proceed to add the necessary details for the new item.
4. To proceed with adding a new item to your inventory

e Requested For
o You can leave the Requested For field as the default (which will typically be
your own user account)
o Alternatively, if you are adding the item for a different user, click on the link next
to "Requested For" to update and select the relevant user for whom the item is
being added

After selecting or updating the Requested For field, you can continue with adding the item's other
required details.

Type Requested For
BOX W Joe Bloggs

Requested For

First Name # Last Ngme
CC1 Testugar 2
CC1 Test user 3
CC1 Test user 4
CC1 Testuser §
CC1 Test user &
CC1 Testuser 7
CC1 Testuser &
CC1 Test user 9
CC2 Test user 1
CC2 Test user 10
CC2 Test usar 11
CC2 Test user 12
CC2 Test user 13
CC2 Testuser 2
CC2 Test user 3
CC2 Test user 4
CC2 Test ugar 5

CC2Z Test user &

CC2 Testuser 7

View 21 of 40
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5. Complete the Reference Fields

e The highlighted area will show all the available reference fields where you can input
details about the box being added

e The OASIS Barcode field is mandatory, so make sure you have the barcode ready to
enter

o While other reference fields might not be mandatory, it’s recommended to fill in as
much information as possible to ensure proper tracking of the item

6. Save and Close

e Once you’ve entered the necessary details, click Save to store the new item in your

inventory
. . ,
o After saving, click Close to return to the home page, where you’ll see the updated
inventory
Customer Department Type Requested For
UK.DEMOHR.Demo account - OAS DEPT 2.DEPARTMENT 2 v BOX W Joe Bloggs
L] Retain data entered on add
OASIS Barcode Internal Box Reference Year
04979518 BOX 2302 2024
Additional Information Destroy/Review Date Retention
Employee Attendance Records A-E 31/12/2031 Elouze

Indexed Notes

Employee attendance records 2024 - Surnames A-E

Save Close

By doing this, you successfully add the new box (or other items) to the inventory and ensure it’s
tracked correctly in OASIS Bridge.

Making sure reference headers are clear and informative is crucial for users when adding items.
If you need any more guidance on updating reference headers or any other part of the process,
feel free to ask your support team.
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After adding a new item to the system, it appears in the "Items on Order" cart automatically, as
it's not yet part of the inventory. This helps keep track of what has been created and allows for
further actions like processing or ordering.

If the contents of the cart are cleared at this stage, the new item(s) will be completely deleted,
and no record will be saved. This means that you would have to re-enter the item(s) again, using
the same barcode, following the same process as previously mentioned.

Itis always a good idea to double-check the cart before clearing it, especially if you have just
added important items.

Hello Joo Bi9g0g. = Loo.Out
UK.DEMOHR. Dema accownt - QASIS Markating e

[ Bridge

Home Search ~ Add Pick Up Request Service / Material Reports = Help

Item Results Showing 1-10l1 @ m
Showing Page Size 20
( DEMOHR: Demo account - OASIS Marketing m\'
Status
Add (1) OASIS Barcode: 04979518 FBU: UK
X Bamaes Customer: DEMOHR:Demo Department: DEPT
Fm:,( (1) sccount - OASIS Marketing 2.DEPARTMENT 2
e Internal Box Relerence: BOX Yaar: 2024
Customer 2302 Additional Information:
DEMOHR Damo account - DASIS G2 Employes Attendance Riecords A-
Harketing (1) E
Add for Jow Bloggs Add Date: 23/02/2025 Destroy/ Review Date:
Department 21/12/2031
DEPT 2.DEPARTMENT 2 (1) k J
Them Type
BOX (1)
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7. Submit awork order request

e Once you've reviewed the items in your cart and you're ready to submit the order, you
can click on Send Order to proceed. This will take you to the next step, where you'll
finalize and submit the order details to OASIS for processing

Showing 1-10f1 a @
DEMOHR: Demo account - OASIS Marketing m
5 X OASIS Barcode: 04979518 FBU: UK
Customer: DEMOHR:Demo Department: DEPT
<= account - OASIS Marketing 2.DEPARTMENT 2
ORSIS
= Internal Box Reference: BOX Year: 2024
|
2302 Additional Information:
D @ Employee Attendance Records A-
E
[ Add for Joe Bloggs ] Add Date: 23/02/2025 Destroy/Review Date:
31/12/2031

8. Complete Send Order Delivery Address

e Ifyouneedtoupdatethe service address, clickthe Select Delivery Address dropdown
and choose an alternative address from the options available. If the default delivery
address is correct, you can leave it as it is and proceed with the order

Complete Send Order - DEMOHR Demo account - OASIS Marketing

O

Delivery Address
Default Delivery Address v London Gateway
Select Delivery Address Address
West 3 Atlantic Avenue, Corringhan Stanford-le-Hope
Address City
Essex 5517 9ER
State Zip
\_ v

Order Information
Next Day v

Customer Order Reference Select Defivery Priority

A
Charge to Department
Comments
VA
| Send | ‘ Cancel ‘
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To clarify, when adding a new item to your inventory, you have two options regarding its collection:

1. Adding the item but not collecting it right away
e You can create a web order without triggering an immediate collection
e Youwould choose Detail Indexing for the Select Delivery Priority. This option will
ensure the item is recorded in the inventory, but it will stay with you until you are
ready to have it collected
e You can continue to manage the item, order it, or request a collection whenever
you're ready
2. Adding the item and collecting it immediately
e If you need the item collected right away, you can proceed with the default Next
Day delivery priority
e Thiswill create aweb order that not only records the item in your inventory but also
schedules its collection for the next day. You can then have the item collected and
scanned to the record center location

Both options allow you to manage and track the item within the system, but they differ in the
timing of the collection.

Detail Indexing Work Order

e Choose Detail Indexing for the Select Delivery Priority.

Gext Day \\

Order Information

Customer Order Reference

Detail Indexing
Next Day

Charge to Department

Scanback
SCHEDULED
\\E_;can on Demand /

Comments

‘ Send H Cancel |
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Once you have selected the appropriate options for the item and its collection, you can complete
the order submission:

e Change to Department: If necessary, you can assign the item to a specific department by
updating the Department field

e Customer Order Reference: If a customer order reference is required, fill in this field with
the relevant reference number for the order

After filling in the required information

Click Send to submit the order request. This will complete the process of adding the item
and either scheduling its collection or confirming its indexing for future collection

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address

Default Delivery Address v London Gateway
Select Delivery Address Address

West 3 Atlantic Avenue, Corringhamn Stanford-le-Hope
Address City

Essex S517 9ER
State Zip

Order Information

Detail Indexing 7
Customer Order Reference Select Delivery Priority
DEPT 2.DEPARTMENT 2 “
Charge to Department
Comments
o
Send Cancel |
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Once the web order is submitted

e Preview Work Order: OASIS Bridge will display a preview of the work order with all the
details recorded for the new item

e Priority Highlighted: The Priority is set to Detail Indexing, which indicates that the item
is not yet scheduled for collection but is added to the inventory

¢ Printand Save Options: If needed, you can print a copy of the work order or save it for your
records by using the Print and Save options

e No Further Action: Since the item is not being collected immediately, no further action is

required at this stage. The item will remain with you until you decide to request its
collection

OASIS will not collect the item until a collection request is made in the future.

O H SI S Hello Joe Bloggs - Log_ Out

UK.DEMOHR.Demo account - OASIS Marketing w
i Bridge

E Items On Order (0)

Home Search - Add Pick Up Request Service / Material Reports - Help

Customer DEMOHR: Demo account - OASIS Marketing

Web Work Order v Print

OASIS Great Britain

Work Order: B146645
LT

Due Date: 24/02/2025 5:00 PM

Information Secured == Noxt Service Date: 25/02/2025

[Customer: Demo account — OASIS Marketing Requested By: Joe Bloges

% Draw

Address: London Gateway Phaone: 0123 456789
\'Iost 3 Aumc Avenue, Corringham Dept: DEPT 2

Essex 5517 9ER Route: NW CHE Destructions
Priority: Detail Invdexing

Notes:

Requested For: Jos Blogge
Itom Code

Reference Info Dept Item Type / Action

04979518 BOX 2302 / 2024 / Employee DEPT 2 BOX
Attendance Records A-E

Unassigned storage item has been added to inventory

New Item Added

Driver Signature Printed Customer Signature Printed
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Collection Work Order for Next Valid Service Day
When you want to collect an item immediately after adding it to the inventory:

e Follow the steps to add a box to the inventory as you did earlier
e Complete the Delivery Address: Ensure the service address is correctly filled out
o Select Delivery Priority: Choose Next Day as the default delivery priority, which is in line
with your Service Level Agreement for deliveries and collections. This ensures the item will
be collected on the next available service day
o For example, if the order is submitted before 3 pm on Monday, OASIS will aim to
collect the item before 5 pm on Tuesday (if this is a valid delivery day)

This option ensures thattheitemis collected and processed in accordance with your service level
agreement, and the collection is scheduled for the next available day.

Order Information

@xt Day \\

Customer Order Reference

Detail Indexing
Charge to Department
Scanback

SCHEDULED

NScan on Demand /

A

Comments

‘ Send H Cancel ‘
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After completing the required details

e Fillin the remaining Order Information fields, such as any necessary Customer Order
Reference or Department, if applicable
e Click Send to submit the order request to OASIS

This will submit the web order for collection, and the item will be scheduled for the next available
collection day based on your service level agreement.

Complete Send Order - DEMOHR Demo account - OASIS Marketing

Delivery Address
Default Delivery Address v London Gateway

Select Delivery Address Address

West 3 Atlantic Avenue, Corringham Stanford-le-Hope

Address City
Essex 5517 9ER

State Zip

/Order Information \

PO 20250223 Next Day “

Customer Order Reference Select Delivery Priority

DEPT 2.DEPARTMENT 2 £

Charge to Department

Comments

Collect from 2nd floor HR office

\_ y
|| Send ‘l‘ Cancel ‘
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Once the web order is submitted

o OASIS Bridge will preview the work order, showing all the details recorded for the new
item

e The Priority will be highlighted as Next Day, indicating the collection will happen on the
next available service day

e OASIS will schedule a collection based on the Address and Due Date provided in the
web order

e The Print and Save options will be available if the user wishes to print a copy of the web
order or save it for their records

No further actions are required unless additional changes or updates are needed.

Hello Joe Bloggs - Log Qut
UK.DEMOHR.Demo account - OASIS Marketing w

T Bridge

E Items On Order (0)

Home Search - Add Pick Up Reguest Service / Material Reports - Help

Customer DEMOHR: Demo account - OASIS Marketing

web Work Order w Print

OASIS Great Britain

Work Order: B146644
LRI

Due Date: 24/02/2025 5:00 PM

Information Secured == Next Service Date: 25/02/2025
Customer: Demo account — OASIS Marketing Requested By: Joe Bloggs
Address: London Gateway Phone: 0123 456789
DEPT 2

West 3 Atlantic Avenue, Corringham Dept:
Stanford—le—Hope, Essex 5517 9ER Customer Refere PO 20250223

Route NW CHE Destructions

I Priority: Next Day l

Notes: Collect from 2nd floor HR office

Requestad For: Jos Bloges
Ttom Code Raference Info Dept. Tom Type / Action
04979518 BOX 2302 / 2024 / Employee DEPT 2 BOX MNew Item Added
Attendance Records A-E
Unassigned storage item has been added to inventory

Summary of Aotivity

New BOX
1

NQate / Time Driver Signaturs Customer Signature Printed__®
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How to Add Files
To add a new file to the inventory:

¢ Follow the same steps as when adding a box to the inventory

o Ensure that you have an OASIS File Barcode ready. This barcode will generally be longer
than the barcode used for a box

o Enterthe barcode number in the relevant field and proceed with the necessary reference

information

After entering all required details, click Save to add the new file to the inventory.

Customer Department Type Requested For
UK.DEMOHR.Demo account - QA w DEPT 2.DEPARTMENT 2 v FILE - Joe Bloggs

[ Retain data entered on add

OASIS File Barcode Employee ID Forename
Sumame Email Fathers Name
Mothers Nama Date of Joining Year of Joining
Disciplinary

W
Comments

DesfroyiReview Date

Indexed MNotes

| Save || Close |
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The Retain data entered on add option is a useful feature when you need to add multiple files
with similar details. Here is how it works:

1. Select the Retain data entered on add option. This will keep all the information you have
entered for the first file, allowing you to quickly add subsequent files with the same details

2. Update the OASIS File Barcode for each new file. Remember, barcodes must be unique,
so ensure you replace the barcode for each new file being added

3. Other fields will retain their previously entered values, so you only need to update the
barcode or any other specific details that differ between files

4. Save each file after entering the necessary details

This feature helps save time and ensures accuracy when adding multiple files with similar

information.
Customer Depariment Type Requested For
UK. DEMOHR. Demo account - OAS w DEPT 2.DEPARTMENT 2 L FILE “ Joe Bloggs

Retain data entered on add

@S File Barcode Employee D Forename \
000019618180 JBOO1 Joe

Surname Email Fathers Name
Bloggs jb@email.com Harry

Mothers Name Date of Joining Year of Joining
Mary 01/02/2024 2024

Disciplinary

Comments

Destroy/Review Date

Indexed Motes

. J

Save Close
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e When you click Save, OASIS Bridge will highlight the OASIS File Barcode number,
indicating that it is a mandatory field. This ensures that each new file has a unique
barcode number, which is essential for proper tracking and inventory management

e Make sure to update the barcode with a new, unique value before saving the record.
This step is hecessary to avoid duplicates and maintain accurate inventory records

Add Item

Customer Department Type Requested For
UK.DEMOHR.Demo account - OAS ~ DEPT 2.DEPARTMENT 2 w FILE hd Joe Bloggs

Retain data entered on add

OASIS File Barcode Employee ID Forename
[ 000019618180 ] JB001 Joe
Sumame Email Fathers Name
Bloggs jb@email.com Harry
Mothers Name Date of Joining Year of Joining
Mary 01/02/2024 2024

5. Once all new files have been added and the required barcode changes are made, click
Save and Close.

6. This will save the new file records and return you to the home page. Just like with the new
box added in the previous guidelines, the new items (files) will now appear in the Items on
Order cart, allowing you to review or proceed with the next steps for order processing.

Hello Joe Blogos - Leo Out
UK. DEMOHR.Demo account - QASIS Marketing L

Homi Search = Add Pick Up Request Service [ Material Reports = Hedp

Item Results Showing 1- 1011 B O
Showing Page Size 20
/r DEMOHR: Demo account - OASIS Mar&tlih m
Status
Add (1) OASIS File Barcode: FBU: UK
X Bemove 000019618180 Customar: DEMOHR:Demo
. . account - OASIS Marketing
UK (1)
Department: DERT Employee 10: JB001
Customer 2.DEPARTMENT 2 Forenama: Joe
DEMOHR Demo account - DASIS D Surname: Bloggs Emall: b email com
Markating (1)
lariogting ( Fathers Nama: Harry Mothers Nama: Mary
Degartment Add for Jot Bloggs Date of Joining: 01/02/2024 Year of Joining: 2024
DEPT 2.DEPARTMENT 2 (1) \_ Add Date: 23/02/2025
Item Typae
FILE (1)
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7. To submitthe web order for the new files, follow the same steps outlined for a new box:

1. Complete the delivery address details as required
2. Choose the appropriate delivery priority
e Ifyouwantto hold the items, select Detail Indexing
e [fyouwantthe items collected the next available day, choose Next Day

The process for Detail Indexing and Next Day priority actions will be the same for both files and
boxes, depending on your requirements.

After making the appropriate selections, click Send to submit the web order. OASIS will process
the request and schedule the collection or indexing according to your chosen priority.
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OASIS Bridge Reports

General Reports

These reports come with predefined criteria and run based on how they were developed,
providing quick access to various reports related to inventory.

To run inventory reports through General Reports in OASIS Bridge:

e Navigate to Reports: Click on the Reports menu
o Select General Reports: From the dropdown, select General Reports

ORASIS

I Bridge

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Order History

- ch val
All Search Value General Reports

Welcome to OASIS Bridge

Your physical and digital records management system.
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When accessing General Reports in OASIS Bridge:

1. Screen Layout: The screen is divided into two sections:
e General Reports (left-hand side): Displays a list of available reports
e Report Parameters (right-hand side): Where you can set any relevant parameters
for the report
2. MainInventory Reports: The most relevant reports related to inventory will be highlighted
in the list of available reports
3. Report Fields: These reports contain specific fields with information that will appear if
data has been recorded. If no data is available for a field, it will appear blank in the report
4. Customization: Currently, users cannot customize these built-in reports. It is
recommended to explore these reports to find the one that meets your needs best

General Reports

Authorized User Listing

Ir

Bin Processing History by Customer / Date [ Time

Box Inventory Expor

Box Inventory Report

Box Inventory Report 2

Box Inventory Report With Storage Code

ustomers Service Code Pnce Change
Destruction Certificate by Due Date include reference 10
Image History Downloads
Inventory by Department / llem Type [ Slatus
Inventory by Depariment / llem Type / Slatus / References 2-T
Inventory Report by Department and Hem Type

Inventory Repori by Department and Hem Type 2

gim Activity Hepor
ltermns Assigned to an ltem Hold

Items on Closed Work Order

Items Scheduled for Destruction Review
Monthly Transactions

Scheduled Service Dates for Scheduled Work Orders

LI P R (R T S S T T -

.

o Page [ of2 »> wi|20w| View 1 of 20
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To run an inventory report

1. Select the Report: Click on the desired report from the list. For example, the Box
Inventory Export report
2. Select Customers:

e The screen will load with an option to Select Customers

e Ifyouwishtoreport on multiple accounts, you can leave it at the default (All)

e If there are multiple accounts and you only want to select one, click the Select All
in List checkbox to deselect all accounts, then manually check the box next to the
specific account you want to report on

3. Proceed: Once you have selected the customer(s), click Next to continue to the next step
of generating the report

Home / Reports / General Reports

General Reports rRepor‘t Parameters

Authorized User Listi -
uthorized User Listing Select Customers or leave at default for all

Bin Processing History by Customer / Date / Time
- Customer
Box Inventory Export
DEMOHR Demo account - OASIS Marketing
0X Inventory Repol

Box Inventory Report 2 .

Box Inventory Report With Storage Code

Cuslomer's Service Code Price Change

Destruction Cerfificate by Due Date include reference 10
Image History Downloads

Inventory by Department / ltem Type / Status

Inventory by Department f ltem Type / Status / References 2-7
Inventory Report by Department and ltem Type

Inventory Report by Department and ltem Type 2

Item Activity Report

ltems Assigned to an tem Hold

SIS 00 EIORCH Wik Qe . W
Items Scheduled for Destruction Review

Select Al in List
Monthly Transactions

Scheduled Service Dates for Scheduled Work Orders | Next |

Eif .
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After selecting the customer

1. Select Departments: The next screen will allow you to Select Departments

e Ifyouwishtoinclude all departments, leave it at the default setting

e Inthis example, the inventory report will be run specifically for Dept 2 and Dept 3
2. Deselect All Departments:

e Click Deselect Select Allin List if you want to manually choose departments

e Then, checkthe boxes nextto Dept 2 and Dept 3
3. Proceed: Once you have selected the relevant departments, click Next to move on to the

next step in generating the report

Report Parameters

Select Departments or leave at default for all (Single customer only)

- Description

_ [] Mo Department _
DEPT 2. DEPARTMENT 2

) | | T 2\ TMENT 1
DEPT 3.DEPARTMENT 3 I
. - DEPT 4 DEPARTMENT 4

O DEPT 5.DEPARTMENT 5

4

[ select All in List

" Back [ Next w
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On the final screen

1.

Leave Default Parameters: The default parameters are typically pre-set to gather
necessary data for the report. You can leave them unchanged unless you have specific
preferences
Select File Format: Choose the format in which you would like to export the report

e PDF is the default option, but you can select other formats from the dropdown,

such as:
= Image
= Work

= Excel (XLS)
Execute Report: Once the desired format is selected, click on the printer icon to execute
the report query. This will generate and export the report based on your selected
parameters

The report will then be processed and available in the chosen format for download or viewing.

Author:

Report Parameters

Enter beginning expire date or leave at default to disregard
01/01/1900

Enter ending expire date or leave at default to disregard
01/12/2999

Print Reference 10

Yes '

Print Indexed Notes (Y/N)

Yes v

[ Back | PDF v |2

Image

Word

Excel (XLS)
Excel (XLSX)
HTML

© 2024 OASIS Group. All rights reserved. Version: X.X
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Once the report query is completed

1. Report Display: The Box Inventory Export report will open as a PDF. You will see the data
based on the selected criteria, such as the customer, department, or any other
parameters specified

2. Download Option: Ifthe report was run using the PDF format, the userwill have the option
to download the report as a PDF file for local storage or printing

This allows the user to access the report offline and use it for record-keeping or further analysis.

Box Inventory Export

OASIS Great Britain

Customer Department Type OASIS Barcode Internal Box Yoar Additional Looation Add Date g;uw/ﬂnhn Retention
DEMOHR DEPT 2 - BOX 03637846 Leavers 2002 07/12/2020 31/12/2032 12 Years
DEPARTMENT 2
DEMOHR DEPT 2 - BOX 03637862 PAYE 2017 2024 tost 07/12/2020 31/12/2032 12 Years
DEPARTMENT 2
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Order History Reports

By running these reports, users can gain insight into their past orders and track various actions,
helping with order management and historical record keeping.

To access the Order History Reports

1. Navigate to Reports: Click on Reports from the menu bar or the clickable icon at the
bottom of the OASIS Bridge page

2. Order History Reports: Once in the Reports section, you will find the option to view the
Order History. This report allows you to query the web orders that have been placed,
providing details on the orders, items, and any actions associated with them

ORASIS

I Bridge

Home Search ~ Add Pick Up Request Service / Material Reports ~ Help

Order History

All ~ Search Value General Reports

Welcome to OASIS Bridge

Your physical and digital records management system.
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Once the Order History Search page loads:
e You will see options to filter and narrow down the search criteria for past orders

Home [ Reports / Order History

Order History Search

Customer

UK.DEMOHR.Demo account - OASLS Marketing ~
Department

All ~

Begin WO Code End WO Code

Begin Due Date End Due Date

Search

Work Order History Search using Work Order Due Dates
Once you have selected the relevant Customer and Department (if applicable):

1. Customer: If you have access to multiple customer accounts, use the Customer drop-
down to select the specific account you are interested in. If you do not change it, the
system will default to the account selected during login

2. Department: You can choose to run the order history report for all departments or narrow
the results by selecting a specific department from the Department drop-down menu

This allows for tailored reporting based on your account and department, providing specific
details about past orders.

Order History Search

Customer

UK.DEMOHR.Demo account - QASIS Marketing v
(Department )
All ~

DEPT 2.DEPARTMENT 2

DEPT 2\DEPT 1.DEPARTMENT 1
DEPT 3.DEPARTMENT 3
DEPT 4.DEPARTMENT 4
DEPT 5.DEPARTMENT 5

| Search
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If you are unsure of the specific work order numbers but want to generate the report based on the
due date range, here is what you can do:

1. Begin Due Date: Enter the starting date range for the work orders
2. End Due Date: Enter the ending date for the due date range

These dates represent the Service Date associated with each work order, which is calculated
when the work order is submitted, in accordance with the Service Level Agreement (SLA).

3. Once you have filled in the Begin Due Date and End Due Date fields, click on the Search
button to run the query, and generate the report

This method allows you to track work orders by their scheduled due dates rather than needing the
exact work order numbers.

Order History Search

Customer

UK.DEMOHR.Demo account - OASIS Marketing v
Department
All v
~ Search Fields
Begin WO Code End WO Code
Begin Due Date End Due Date
01/02/2025 28/02/2025 -1

| Search | e e e
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Viewing the results

Once the report is generated based on the due date range, if any work orders fall within the
specified date range, they will be displayed in the results. Here is what you will typically see in the
results:

e Work Order Number: The unique identifier for each work order

o Created Date: The date when the work order was created

e Order Status: The status of the work order (e.g., pending, completed, etc.)

o Other Relevant Details: Depending on the specific report, you may see additional
information related to the work order, such as customer details, department, or type of
service requested

These results provide an overview of the work orders matching your criteria, allowing you to track
their status and details. You can then further act on them if needed.

Showing 1 - 10 of 10 Sort by WO Code: Newest @

B work order Reports fWork Order: 8130308 Created: 21/02/2025  Status: WEB h

Customer: DEMOHR Demo account - OASIS Marketing Department: DEPT 2.DEPARTMENT 2
Due Date: 24/02/2025 Requested By: Joe Bloggs Address: TEST SITE 2 - ADDRESS 1

B pelivery receipt Line 2: TEST SITE 2 - ADDRESS 2 City: TESTSITE 2 - CITY  State: COUNTY 2

Postal Code: POST CODE 2 Phone: 0123 456789 Reference: DO NOT PROCESS

@ Work Order Reports Work Order: B130281 Created: 21/02/2025 Status: DISPATCHED

Customer: DEMOHR Deme account - OASIS Marketing Department: DEPT 2.DEPARTMENT 2
Due Date: 21/02/2025 Requested By: Joe Blogos Address: TEST SITE 2 - ADDRESS 1

8 Delivery Receipt Line 2: TEST SITE 2 - ADDRESS 2 City: TESTSITE 2- CITY  State: COUNTY 2

Postal Code: POST CODE 2 Phone: 0123 456789

Work Order: BOB7771 Created: 12/02/2025 Status: COMPLETED
Customer: DEMOHR Demo account - OASIS Marketing Department: DEPT 2.DEPARTMENT 2
Due Date: 14/02/2025 Requested By: Test user 5 Address: DO NOT DELIVER - ADD 1
@ Delivery Receipt Line 2: DO NOT DELIVER - ADD 2 City: DO NOT DELIVER - CITY
State: DO NOT DELIVER - COUNTY Postal Code: DO NOT DELIVER - PC Phone: 0123 456789

@ Work Order Reports

@ Work Order Reports Work Order: B0OB4096 Created: 12/02/2025 Status: WEB
Customer: DEMOHR Demo account - OASIS Marketing Department: DEPT 2.DEPARTMENT 2

Due Date: 13/02/2025 Requested By: OB STANDARD Address: DO NOT DELIVER - ADD 1
8 Delivery Receipt Line 2: DO NOT DELIVER - ADD 2 City: DO NOT DELIVER - CITY
State: DO NOT DELIVER - COUNTY Postal Code: DO NOT DELIVER - PC Phone: 0123 456789
8
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To the left of each work order in the Order History Reports results, you will find options to run
specific reports for each work order. These include:

1. Web Work Order Report: This report will provide detailed information on the work order,
including the items and services associated with it. It gives a comprehensive view of the
order’s specifics

2. Delivery Receipt Report: If the work order involves a delivery, this report will show details
about the delivery, such as the items delivered, the delivery date, and confirmation of
receipt

By selecting one of these options, you can generate a detailed report for each individual work
order, which is helpful for tracking deliveries or reviewing specific details about the order.

@ Wiork Order Reporis Work Order: B139308 Created: 21/0
Customer: DEMOHR Demo account - OAS]

Due Date: 24/02/2025 Requested B
@ Delivery Receipt Line 2: TEST SITE 2 - ADDRESS 2 City
Postal Code: POST CODE 2 Phone: 0
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Sorting Search Results

At the top of the Order History Report results, the user can sort the displayed results based on
the following options:

1. WO Code (Work Order Number): Sorting by this option will organize the results by the
unique work order numbers

2. Create Date: Sorting by the create date will arrange the results by the date when the work
order was submitted, allowing you to see older or newer orders first

3. Due Date: Sorting by the due date will display the work orders in order of when they are
scheduled to be serviced, from the earliest to the latest service date

These sorting options help the user quickly locate specific work orders based on key dates or
identifiers.

Sortby WO Code: Newest v

WO Code: Oldest

at: DEPT 2}| WO Code: Newest
TEST SITE
ate: COU

DO NOT H

Create Date: Oldest
Create Date: Newest
Due Date: Oldest

Due Date: Newest

CHED
at: DEPT 2.DEPARTMENT 2
TEST SITE 2 - ADDRESS 1
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Printing Order History Reports

Whenyou click on the printericon in the Order History Report results, the Work Order Reports
dialogue box will open, where you can select the specific report you want to run.

1. Select the report: From the Report Name drop-down menu, choose the report you want
to generate, such as Web Work Order or Delivery Receipt, depending on your needs

2. Proceed: After selecting the desired report, you can continue with the process to generate
the report

This feature helps users generate detailed reports based on individual work orders for further
review or action.

Work Order Reports

Report Name

Web Work Order v
Report Type

PDF v

‘ Print H Close ‘

Web Work Order Report
Once you have accessed the Work Order Reports dialogue box:

1. From the Report Name drop-down menu, select the Web Work Order report

Work Order Reports

f Report Name )
Web Work Order v
Web Work Order
Cover Sheet

‘ Print H Close ‘
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To finalize running the report

1. Change the file format under the Report Type dropdown if you want a format other than
PDF (e.g., Excel, Image, etc.)
2. Click Print to generate and display the report in your selected file format

This will generate the Web Work Order report in the format you selected, allowing you to review
or download it as needed.

Work Order Reports

Report Name

Web Work Order v
Report Type

PDF v

Image
Word

Excel (XLS)
Excel (XLSX)
HTML

Once the Web Work Order report is generated

e PDF Format: The report will load in a new browser tab for you to view
e Word or Excel Format: The report will be automatically downloaded to your machine

This report serves as the official confirmation of the work order, showing that your order has been
successfully received and queued for processing. It mirrors the work order generated after the
initial web submission.
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OASIS Great Britain

Work Order: B139308

O ﬂ ; I ; R T
Due Date: 24/02/2025 5:00 PM

Information Secured ===

Customer: Demo account — OASIS Marketing Requested By: Joe Bloggs
Address: TEST SITE 2 Phone: 0123 456789
TEST SITE 2 - ADDRESS 1 Dept: DEPT 2
TEST SITE 2 - ADDRESS 2 Customer Refere: DO NOT PROCESS
TEST SITE 2 - CITY, COUNTY 2 POST CODE 2 Route: NW CHE Destructions
Priority: Next Day
Notes: WORK ORDER 2 - DO NOT PROCESS
Requested For: Joe Bloggs
Item Code Reference Info Dept Item Type / Action
DSB46515657 DEPT 2 BOX Pending Retrieve
Pending Retrieve
Summary of Activity
Deliver BOX
1
Date / Time Driver Signature Printed Customer Signature Printed
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Delivery Receipt Report

The Delivery Receipt report provides details about the work order and the delivery or collection

process. However, if the work order is not completed, the report will not show a signature. Here
is how it works:

e Work Orders Not Completed: These will not have a signature in the report
e Completed Work Orders: Once the delivery or collection is completed, the driver
captures a digital signature. The signature can be:
o Directly from the person accepting the order, or
o Signed on behalf of the person receiving the delivery
e Signature Upload: After the work order is completed, the digital signature is uploaded to
the relevant work order and will be included in the Delivery Receipt report

21/02/2025

3:16 AM Delivery Receipt
OASIS Great Britain
Work Order: B069920

Customer: DEMOHR — Demo account — OASIS Requested by: OB STANDARD
Marketing

Not Scanned at Customer
Unknown Action / Other

Jot Bloggy

Signature
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Work Order History Search using Work Order Number
If you know the specific work order numbers you want to query, follow these steps:

1. Enter Work Order Numbers: Use the Begin WO Code and End Work Order Code fields
to specify the range of work order numbers you want to search for

2. Click Search: Once the range is entered, click on the Search button to run the query and
retrieve the relevant results for those work orders

Order History Search

Customer

UK.DEMOHR.Demo account - OASIS Marketing v
Department
All v

~ Search Fields

Begin WO Code End WO Code

B070318 B139308

ENQ ODUE Date

Search |
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Viewing Search Results

If there is a match for the range of work order numbers entered, the results will be displayed on
the screen. These results will show the relevant work orders that fall within the specified range,
including details such as:

e Work Order Number
e Create Date

e DueDate

e Order Status

This allows you to review all work orders within the range you specified and take any necessary
actions based on the information provided.

Showing 1-60f 6 Sortby WO Code: Oldest w @

__--4 Work Order: B070318 l Created: 11/02/2025 Status: COMPLETED
© account - QASIS Marketing Department: DEPT 5.DEPARTMENT 5

Due Date: 12/02/2025 Requested By: OB STANDARD Address: DO NOT DELIVER - ADD 1
Line 2: DO NOT DELIVER - ADD 2 City: DO NOT DELIVER - CITY
State: DO NOT DELIVER - COUNTY Postal Code: DO NOT DELIVER - PC Phone: 0123 456789

E Work Order Reports Work Order: B079431 ! Created: 12/02/2025 ) Status: COMPLETED
d no account - DASIS Marketing Department: DEPT 2.DEPARTMENT 2

Due Date: 13/02/2025 Requested By: OB STANDARD Address: DO NOT DELIVER - ADD 1
Line 2: DO NOT DELIVER - ADD 2 City: DO NOT DELIVER - CITY
State: DO NOT DELIVER - COUNTY Postal Code: DO NOT DELIVER - PC Phone: 0123 456789

E Work O R Work Order: B084096 I Created: 12/02/2025 Status: WEB
- 0 account - OASIS Marketing Department: DEPT 2.DEPARTMENT 2
Due Date: 13/02/2025 Requested By: OB STANDARD Address: DO NOT DELIVER - ADD 1

E Work Order Reports

B pelivery Receint

E Delivery Receipt

E Delivery Receint ! Line 2: DO NOT DELIVER - ADD 2 City: DO NOT DELIVER - CITY
| State: DO NOT DELIVER - COUNTY Postal Code: DO NOT DELIVER - PC Phone: 0123 456789
|
@ Work Order Reports Work Order: B087771 I Created: 12/02/2025  Status: COMPLETED
ustomer: Mo account - OASIS Marketing Department: DEPT 2.DEPARTMENT 2
) ! Due Date: 14/02/2025 Requested By: Test user 5 Address: DO NOT DELIVER - ADD 1
E Delivery Receipt 1 Line 2: DO NOT DELIVER - ADD 2 City: DO NOT DELIVER - CITY
: State: DO NOT DELIVER - COUNTY Postal Code: DO NOT DELIVER - PC Phone: 0123 456789
|
@ Work Order Reports #{Work Order: B139281 Created: 21/02/2025 Status: DISPATCHED

ustomer: emo account - OASIS Marketing Department: DEPT 2.DEPARTMENT 2
Due Date: 21/02/2025 Requested By: Joe Blogas Address: TEST SITE 2 - ADDRESS 1
Line 2: TEST SITE 2 - ADDRESS 2 City: TEST SITE 2 - CITY State: COUNTY 2
Postal Code: POST CODE 2 Phone: 0123 456782

@ Delivery Receipt

Work Order: B139308 Created: 21/02/2025 Status: WEB

ustomer: emo account - OASIS Marketing Department: DEPT 2.DEPARTMENT 2
Due Date: 24/02/2025 Requested By: Joe Bloggs Address: TEST SITE 2 - ADDRESS 1
Line 2: TEST SITE 2 - ADDRESS 2 City: TEST SITE 2 - CITY State: COUNTY 2

Postal Code: POST CODE 2 Phone: 0123 456789 Reference: DO NOT PROCESS

E Work Order Reports

B pelivery Receint
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OASIS Bridge Help Centre and Knowledge Base

The OASIS Bridge Help Centre and Knowledge Base serve as central hubs for all user support
materials, including user manuals, quick reference guides, and FAQs.

What you will find in the Help Centre
OASIS Bridge User Manual
e The most comprehensive guide to using OASIS Bridge

e Includes step-by-step instructions on system features
e Available for viewing and download

Knowledge Base

All the resources you need to get the most out of OASIS Bridge quickly.

User manuals

English Dutch French

QASIS Bridge Manual 2021 English OASIS Bridge Handleiding 2022 V1.3 (BE+NL) OASIS Bridge - Guide de 'utilisateur 2017 (French)

Manual EN Handleiding NL Mode d'emploi FR
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