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1 Introduction 

This User Guide is provided to assist in educating HCDE Records 

Management Clients on how to use the Secure Storage Portal 

web-based inventory management system found at 

rms.hcde-texas.org. 

Our Secure Storage Portal represents the records and 

information management industry’s most comprehensive 

solution and best practices, defining all the ways we interact and 

everything we do together  to manage your information. 

Our exclusive customer web database offers you individually-

designed information management. It helps you save time and 

increase accuracy by requesting inventory through easy to use 

and secure online access. Any internet connection will enable 

you to access your inventory and activity. You have access to 

view the live status of requests, reports, receipts, and invoices.  
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2 Login Instructions 

To access our Secure Storage Portal, navigate to  

rms.hcde-texas.org 

 
Type in your User ID and Password where indicated, and click 

Log In. Authorized users will be given a username and password. 

Your username and password will have been set up to allow you 

to access certain groups of records as well as certain Secure 

Storage Portal functions. 

                

Please note, a separate workorder is necessary for each individual 

Delivery Priority. 

http://rms.hcde-texas.org/
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3 Database Searching / Delivery Request  

Now that your records are safely stored in HCDE Records Management, 

you can use our Secure Storage Portal to search your stored inventory, 

and submit requests to have items delivered back to your facility. 

 

To begin a search of the database, choose Quick Search/Request from 

the Search menu. 

 
Use the data field boxes to input your search criteria, that is, HCDE Box #, 
HCDE File #, Alternate, and so on. 

 

Click on the Search button in the command bar to run your search. 

 

 
To run a keyword search, enter a % before the keyword, and click 

Search. 
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Your search results will display in the Results section. 
 
 

 

 

 

 

 
 

 
 

To request the box, check off the box under Select. The item will be 
   automatically added to your order, and the status will change to Pending Sending Order. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
\ 
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Click View Order(s) within the command bar to proceed to the next step. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Here, you are able to review your order. If you want to add additional items to your order, return 
to the Search menu and make the appropriate selection. 

 

           When ready, click the Send Order button in the command bar. 
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On this final screen, complete the form by selecting a Delivery Priority identifying your activity. 

 

Click Complete Send Order to send your order through to Secure Storage Portal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your order has now been submitted to the Secure Storage Portal for processing. 

An order confirmation page will display, which includes your work order number, as well as the 
date in which your order is due. 
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4 View Item History Report 
 

Click on the Search menu and choose Quick Search/Request. 
 
 

Run a search based on the instructions provided in the previous section of 
this manual. Once you have identified the item that you would like to view 

history for click on the           icon to view the Item History Report. 
 
 
 
 
 
 
 
 
 
 
 

 
 

A screen will appear with all of the previous activity of the item, including  
the previous workorder #s, dates of activity, requestor information, etc. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



  10 
 

 
5 Ordering Non-Indexed Files from a Container 
     (Files that have not been barcoded) 
 

In order to retrieve a file from a box where the files are not currently 
individually listed you must first add the file to the box. In order to add a 

non-indexed file on the Secure Storage Portal website, you must first search for 
and display the container that you want to add a file to. 

 

To begin a search of the database, choose Quick Search/Request 
from the Search menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the data field boxes to input your search criteria, that is, HCDE Barcode #, 
HCDE File #, Alternate, and so on. 

 
 

    Click on the Search button in the command bar to run your search. 
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To run a keyword search, enter a % before the keyword, and click Search. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Your search results will display in the Results section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
      To request a non-indexed file out of this box, click the green plus sign  
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A window will open with an entry template, where you can enter the 
 descriptive information for the file you are requesting. 

 

                Click Add when complete                           , followed by Close in the 
command bar. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click View Order(s) within the command bar to proceed to the next step. 

 
 
 
 
 

 
Here, you are able to review your order. If you want to add additional 

items to your order, return to the Search menu and make the appropriate 
selection. 

 

When ready, click the Send Order button in the command bar. 
 
 
 
 
 
 
 
 
 
 

On this final screen, complete the form by selecting a Delivery Priority as to 
when you want the file delivered. 
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Click Complete Send Order to send your order through to Secure Storage 
Portal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Your order has now been submitted to HCDE Records Management for 

processing. An order confirmation page will display your workorder number,  
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6 Supply Orders 
 

 To order supplies, click on Search, and then Supplies. 
 
 
 
 
 
 
 
 

 
 

This screen will appear and prompt you to make a Materials selection. 

Simply indicate how many materials you need and click on Add 
Supplies Request. 

 
 
 

 

 

 

 

 

 

 

 

 
 
 

A summary of your request will appear below. 

Click View Order(s) to proceed to the next page. 
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Follow the steps outlined previously for submitting an order from the View Order page. 

 

 

7 Pick Up Orders 
 

Secure Storage Portal allows you to request a pickup of boxes or files with 
just a few simple steps. 

First, choose Pick Up from the Search menu. 

 

 

 

 

 

 

 

Next, enter the type, and quantity of items you have ready to be sent to 

HCDE Records Management, and click Add Pick Up Request. 
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Click View Order(s) in the Command Bar to proceed to the next step. 

 

 

 

 

 

 

 

 

 

 

 

Here, you are able to review your order. If you want to add additional 
items to your order, return to the Search menu and make the appropriate 

selection. 
 

When ready, click Send Order in the command bar. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On this final screen, complete the form by selecting when you want the 
pick up. You can use the comments section to enter any notes that might be 

* 
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helpful for the Transportation Specialist, such as the size of the boxes, or where they are 
located. 

 
 

 

 
Click Complete Send Order to send your order through the Secure Storage Portal. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  18 
 

 
 
8 Add Inventory - New Containers / Boxes 
 

Add New Boxes 
 

Secure Storage Portal gives you the ability to maintain an inventory of the items 
you send to HCDE Records Management for storage. With just a few quick 
steps, you will be on your way to ensuring that you have an accurate 
accounting of your storage inventory, making future retrievals and 
reporting that much easier. 
 
 
 

 To Add new boxes to your inventory using the Secure Storage Portal, begin by 

selecting Item from the Add menu. 
 
 
 
 
 
 
 
 
 
 
 

Enter the pre-assigned HCDE barcode number that is affixed to your 
box, into the Barcode Box # field. Continue by entering the Descriptive 

Information applicable to your records. 
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To save your entry, click the blue Add link                        Clicking 
this link will also enable additional entry fields if needed. 

 

 
 
 
 
 
 
 
 
 

 
 

Once you have entered all of your new boxes, click View Order(s) 
in the command bar to proceed to the next step. 

 
 
 

 
Here, you are able to review your data entry and confirm accuracy. 

 

Once you have confirmed that the entries you have made are exactly 
as you wish them to appear in the Secure Storage database, click the Send Order 

button in the command bar. 
 
 
 

Here, you are able to review your data entry and confirm accuracy. 

 

 
Once you have confirmed that the entries you have made are exactly 

as you wish them to appear in the Secure Storage Portal database, click the Send 
Order 

button in the command bar. 
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Complete the final page by making the appropriate selections from the 
drop down menus. 

 
Please note, the delivery priority when entering new data is 

PICK UP NEW BOXES. 
 
 

To send your entry through to the Secure Storage Portal database, click the 
Complete Send Order button in the command bar 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Your entry is now saved in the Secure Storage Portal. The confirmation page 

will provide you with your workorder number for reference. 
 
 
 
 

 

 
 

Click on the Detail Report in PDF to view the details of what you 
have entered. 
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Click on the Detail Report in PDF to view the details of what you 
have entered. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

At this point you can print a detailed copy of your order confirmation for your 
records if you wish to do so. 
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9 Edit Containers 
 

In order to Edit data for a particular item (box/container) you can 
simply pull up the item in the Search Order screen and then click the Edit 

item on the left for the item that you wish to make data changes. 
 

 
 
 
 
 
 
 
 
 
 

 
 

You are then able to edit any of the data directly in the reference fields 
to the right of the container or file that you have selected. After you have 

made your changes, click the Save item and click on the Update 
Successful in the center of the page to save the changes that you have 

made. 
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10 Log Out 

 

To Log Out of the Secure Storage Portal website, simply click on Log Out. 
 
 

 
 
 
 
 


