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Ordering Services
Please note, forms, column formats and quick searches may vary.
Firstly, log into the website using your given user I.D. and password.
URL: http:/leul.crownrms.com/rswebnet/

Search for items according to “Searching for Records” guide.

After finding desired barcode,
navigate to Options and click
e g Add to Cart:
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This process can be repeated through the day as necessary. The Cart will save any items

required.
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When satisfied, navigate to the
“Cart” using the left hand pane:
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Collections and materials can also be ordered within the Cart. For example:
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To request a
collection of 20
boxes navigate to
Add to Cart and
select Bulk ltems:
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Enter quantity as
required then click
Add to Cart:

When satisfied you have all services ready to order, go to ‘view Cart’ and navigate to
Checkout.
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Click on Order or

o Workorder as
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* |f you have multiple users placing orders belonging to the same account you should select
Order. If you place all orders yourself you can select Workorder. The advantage of creating
your own Workorders is that another level of security can be added by a list of password
protected authorised users.
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An order receipt will be displayed when your services have been successfully ordered. Any
rejected items will be displayed in red:
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Order Summary
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Oradesrnd bey: RMEROOT on 17 July 2007 ot 219555
Reguested Fulliliment Dase/Time:
Baach Order Number: 5612

Warkarder Account: EXANPLER
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