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Adding Cartons & Files 
 
Please note, forms, column formats and quick searches may vary. 

Adding Cartons 

Firstly, log into the website using your given user I.D. and password. 

URL: http://eu1.crownrms.com/rswebnet/ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Navigate to Container 
using the left hand pane: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Select Add from the 
options menu: 
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You can then 
enter any 
data 

Click Submit and your carton will instantly be added to the Crown RMS database with a status 
of “Pending”: 
 
 
Adding Files 
When adding files to cartons, you must first ensure the carton, to which the files belong, has 
been added to the system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Then, navigate to 
Filefolder in the left 

hand pane:
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Select Add from the 
Options menu: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

You can then enter any 
required details and click 
Submit.  

 
Repeat this process for each file. The container barcode must be entered for each file.  
 
Please note, ALL items, (containers or filefolders) will be added to the system with a ‘status’ 
of ‘Pending’. This means that they have been added to the system by you, but have not been 
scanned (or processed) by Crown. 
 


