
 

 

 
 

THANK YOU 
FOR ALLOWING 

DATASITE 

TO SERVE YOUR RECORDS MANAGEMENT NEEDS! 
 

This guide has been written to serve as a reference tool for 
preparing and accessing your records.   At any time, if you have 
questions or need assistance, or if you would like a member of 
our staff to train you and/or your employee(s) on these 
procedures, please call (206) 529-1234. 
 
 
Your DataSite account number is 51099.  Please refer to this 
number if you require assistance from our accounting 
department.  They can be reached at (425) 455-1198.                          
 
 

Our goal is your Complete Customer Satisfaction! 
 

If at any time you feel we are not fulfilling your needs or are not 
reaching our goal, please do not hesitate to call Doug Jordan at 
425-766-0748 (Cell) or Dave Heric at 425-766-2973 (Cell). 
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AUTHORIZATION FOR ACCESS 
 

To ensure your information is safeguarded we request that an Authorization 
Form be completed.  This form consists of the names of the persons within your 
organization that are authorized to retrieve items from storage.   This form 
should be reviewed and updated periodically.  It is the customer’s responsibility 
to notify DataSite of any changes in their personnel.  Any changes to this form 
must be done in writing to DataSite.  If DataSite does not have an Authorization 
Form on file from your organization, it is assumed that any person identifying 
themselves as being from your organization has access to your records. 
 
Web User Names and Passwords may also be listed if the person is to be 
authorized to access data via the secured web program.  The Authorization Form 
provides for user names and passwords to be listed.  Upon request, web 
passwords can be assigned by DataSite.  Note on the form ‘Please Assign’ in the 
web password column.  Instructions for completing this form are at the top of the 
form.  Several forms are included in this packet, please feel free to make copies, 
as necessary, or you may request additional forms from DataSite at 206-529-
1234. 
 
A completed copy of this form should be kept in a secure place with the primary 
contact at your organization. 
 



 

 

 
AUTHORIZATION FOR ACCESS 
 

 

 
Please complete this form and return it to DataSite prior to records being accessed.  Please keep a copy of this 
form and periodically verify it for accuracy.  Any and all changes must be submitted in writing to DataSite.  Please 
fax completed form or any updates to 206-529-6172 or mail to:  DataSite, 9401 Aurora Ave. N, Seattle, WA 
98103. 
 

1) Identify your Organization Name and Account Number (if known) in the space provided below. 
2) Print the first and last name of each person authorized to have access to your records.  It is recommended you have 

several persons authorized in case of vacation or illness.  Use additional pages as necessary. 
3) If your account is Departmentalized, as you list a person, please identify whether the person is authorized across the 

board for all departments by leaving the ‘Department’ column blank.  If the person is authorized for a specific 
Department only, enter that Department.  If a person is authorized for more than one Department but not for all 
Departments, list that person separately for each Department.   

4) If a person is to have web access, indicate a web User ID and Password.   Both the User ID and Password must be 
between 1 and 10 characters and are not case sensitive.  The User ID must begin with a letter and cannot contain 
non-alpha or non-numeric characters.  Both the User ID and password cannot contain any spaces.  If a person is 
authorized for more than one Department but not for all Departments, the web password must be unique for each 
department to which the user is assigned. 

5) Please identify a Primary Contact.  This will be the only person authorized to make additions or deletions to this list.  A 
Secondary Contact can also be listed if more than one person will be responsible for maintaining this list.   

 
ORGANIZATION NAME __________________________________________    ACCOUNT # _________________ 

 
 
                             ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID                                                                 WEB PASSWORD (Optional)                                                            

  

                              ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID                                                                 WEB PASSWORD (Optional)                                                            

 

                             ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID                                                                 WEB PASSWORD (Optional)                                                            

 

                              ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID                                                                 WEB PASSWORD (Optional)                                                            



 

 
 
 
 
                             ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID                                                                 WEB PASSWORD (Optional)                                                            

  

                              ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID (Optional)                                                WEB PASSWORD (Optional)                                                            

 

                             ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID (Optional)                                                WEB PASSWORD (Optional)                                                            

 

                              ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID (Optional)                                                WEB PASSWORD (Optional)                                                            

                             ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID (Optional)                                                WEB PASSWORD (Optional)                                                            

  

                              ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID (Optional)                                                WEB PASSWORD (Optional)                                                            

 
                             ___________________________________                    __________________________      

                              NAME                                                                              DEPARTMENT (Optional) 

                             ___________________________________                     __________________________ 

                              WEB USER ID (Optional)                                                WEB PASSWORD (Optional)                                                            

 
 

Primary  
Contact: 

 
Signature 

  
Printed Name 

  
Date 

 

 



 

Secondary 
Contact: 

 
Signature 

  
Printed Name 

  
Date 
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PREPARING YOUR BOXES 

Prior to boxes arriving at DataSite, each box should have a DataSite barcode 
label affixed to the box.  This barcode label will be the unique identifier for the 
box. This barcode number will not be duplicated.  Barcode Labels can be 
ordered free of charge via the secure web program, by calling 206-529-1234 or 
by sending an e-mail to operations@datasitenw.com.  Please be sure to indicate 
how many labels you would like .  If your account is departmentalized, please 
note the department for which you need labels.  On the web program, the 
comments section can be used for this purpose.  
 

We strongly recommend that you use standard record storage boxes.  They were 
designed specifically for records and they easily fit both letter and legal size 
files.   They are also easy to transport, carry and stack.  DataSite carries a supply 
of these boxes available for purchase that are self-folding and double wall 
enforced. These can be ordered by sending an email to 
operations@datasitenw.com, by calling 206-529-1234 or via the web program – 
Request – Miscellaneous.    
 

When packing your boxes, be sure not to over pack.  The lid must fit flat on the 
top of the box.  We strongly recommend against placing the hanging folders in 
the boxes – they tend to wear down the boxes. 
 

Labels should be placed on the end of the box (handle side) in one consistent 
spot. Please Do Not place labels ON or UNDER the box lid or on the non-handle 
side of the box.   The box shown below is labeled correctly. 
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ADDING BOXES TO INVENTORY 

When adding box(es) to inventory, we offer several solutions for creating the 
inventory.  These solutions are listed below and are detailed on the following 
pages: 
 
Inventory Options: 
 
 WEB PROGRAM 
  

This service allows you to enter each box into the system, adding 
as much descriptive information to meet your needs.  When you 
enter the barcode number, this number will be verified against the 
barcode numbers issued to your account.  This service also allows 
you to add files to each box for a detailed box listing. 
 

 SPREADSHEET 
  

You may enter your box information into a spreadsheet and email 
this spreadsheet to operations@datasitenw.com upon completion.  
When using this option you may only add boxes on the 
spreadsheet.  If you want to list the contents of the box you must 
do this on a separate spreadsheet – see ‘Creating a Spreadsheet 
for Files’ beginning on page 13.   
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Placing a Request: 
 

 E-MAIL 
  

Send your request to dbaops@datasitenw.com.  This is the ONLY 
e-mail that should be used, as it is distributed to many persons to 
quickly respond to your request.  Include as much information as 
possible regarding the box pickup, the approximate number of 
boxes and the location of where the boxes are to be picked up.   
 

 PHONE 
  

Call 206-529-1234 to place your request during normal business 
hours, 8 a.m. – 5 p.m., Monday through Friday.   
 

 WEB SERVICE 
  

When submitting new boxes via the web program, after you click 
the [Send Order] button, DataSite is notified that a work order has 
been created via the web program.  DataSite will pick up the new 
boxes the following day unless otherwise specified in the 
comments section of the web program. 
 

  

Please refer to the following pages for detailed instructions on adding your boxes 
to Inventory. 
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Adding Boxes via the Web 
 
Boxes may be added through the secured web program.  When boxes are 
entered through the web, the barcode number is verified against the barcode 
numbers issued to your account.  If the barcode entered has not been issued to 
your account an error will display on the screen when the boxes are added to the 
order giving you the opportunity to correct the number. 
 
 Access the secured web program from www.datasitenw.com.  Click on 

‘Online Access’ in the upper right portion of the home page.  On the next 
screen, click on the link to log into your Business Archives account. 

   
 A screen similar to the one below will display. 
   
   

 

 

   
 Enter your assigned web User ID in the <User ID> field, press the {Tab} 

button on your keyboard or use your mouse and click in the <Password> 
field and enter your assigned Web Password.  Press the {Enter} button on 
your keyboard or use your mouse and click on the [Log In] button. 
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 The screen below will display.   
  
   

 
 Access the Add Menu and select ‘Container’ and then select 

‘Multiple’.  A screen will display requesting a Service Code.  
Select the correct size of the boxes you are adding to the order.  A 
standard letter/legal box is 10”x12”x15”, a letter transfer case is 
10”x12”x24”, and a legal transfer case is 10”x15”x24”.  For boxes 
that are in between these sizes, default to the larger size.  If you 
have a variety of box sizes to add, enter like sizes separately.  A 
screen similar to the one below will display. 
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 If your account is Departmentalized, select the owner Department 
for the box.  Note: You must do this first or your box information 
will not save.  If you are adding new boxes that belong to different 
departments, they must be added one department at a time. 

  
 In the grid area of the screen fill in as much information as 

necessary for your needs.  The only required field is the <Bar 
Code> field.   

  
 

Bar Code This field is required – enter the numeric portion of the 
bar code being placed on the box.  Omit the ‘C’ and 
proceeding zeros. 

 
From Date This is an optional field to enter a date of the earliest 

files within the box. (Date format is mm/dd/yyyy) 

 
To Date Also an optional field to enter a ‘From Date’ to indicate 

the latest date for the files within the box. (Date format 
is mm/dd/yyyy) 

 
Effective Date This field is automatically populated with the current 

days date. 

 
Expiration Date Also known as the Review Date / Destruction Date.  If 

you would like to run reports via the web program 
showing boxes that are up for destruction review, 
indicate the date in this field. (Date format is 
mm/dd/yyyy)  

 
Reference Fields The remaining fields are user defined and will be 

customized for your account dependent on the data 
you will be maintaining. Enter the pertinent 
information into these fields. These fields are 15 
characters in length. 

 
Description Enter a brief box description; this field is 50 

characters in length.  The long description can be 
used to capture box information beyond 50 characters 
but keyword searches cannot be done on the Query 
screen for any information contained in this field. 

 
Copy Down This feature allows you to copy the information from 

the current record down to the next record, simply 

click on the  button. 

  
 Continuing adding boxes until either all boxes are added or you 

have filled the screen.    
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 Click the [Add Order] button.  This will validate the bar code 
numbers entered and add the boxes to the order being created.  If 
a bar code number has been entered that has NOT been assigned 
to your organization, it will display on the screen – much like the 
screen displayed below. 

  
   

    
 In the example above, one box was added that does not contain a 

valid bar code number.  This screen allows you to change the 
number by typing over the incorrect number with a new number. 
When this is done click the <Submit> check box and then click the 
[Add Order] button.  This will add the box to the order and display 
all boxes currently on the order.  A sample screen is displayed 
below. 

   

 

 


