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Searching For Records 
 
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://eu1.crownrms.com/rswebnet/ 
 
The process for searching for files and cartons is the same but you must search for them 
separately. So, if you are searching for cartons navigate to the Container screen or files, the 
Filefolder screen. 
 
Quick Searches 

 

 

Choose Quick Search 
from the Search menu: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Select your 
required search: 
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Enter the data required (if 
necessary – some searches 
are automatic) and press 
query:

 
The results will be returned in rows and columns (some searches will return multiple results): 
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Advanced Searches 
 
More detailed searches can also be carried out. Navigate to Search then Advanced Search: 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Different criteria can be loaded into the search. For example: 

To search for boxes that have been out of store for longer than 1 month: 
Enter the status date as less than date concerned: 
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Then click “Add More”. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
You can now enter the status as “Out”. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Crown Records Management  RSWeb.Net Quick Guide 
www.crownrms.com  Searching For Records - 5 of 5 

Click “Submit Query” and the search results will be returned. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Results can be printed or exported using the options menu. 


