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How to Log-in
Into system

PRESENTED BY DATASAFE

Home



Step 1 : First-Time Login Activation

1. Go to www.datasafe.co.th

2. Go to Order Online

3. Select “Login (New System)”.

4. Fill in username and password. (The user will receive from Datasafe’s staff)

5. Click “Log-in” button. 

6. First-Time Activation will appear, prompting you to change your password 

     via an email.

7.   The system will send change password link to your register e-mail.

8.   The system will prompt the customer to set a new password. 

Upon success, the customer can log in using the username and new password.

8.1 Password Requirements:

- Must be at least 8 characters long

- Must contain at least one uppercase letter

- Must contain at least one lowercase letter

- Must contain at least one number

- Must contain at least one special character
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Step 2 : Log-in for ordering

1. Go to www.datasafe.co.th.

2. Go to Order Online.

3. Drop down and choose “Login (New System)”.

4. Fill in username and changed password.

5. Click “Login” button. 

6. The main menu of system will appear.

7. The customer can select each menu item as needed.
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Search 
Inventory
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1. Search Inventory
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3

4

1. For searching inventory by item type.

       1.1 Click Select Inventory Type.

       1.2 Choose Container, File Folder, or Tape.

       1.3 Click the Search button.

3. For searching a large number of inventory 

items by importing a file.

       3.1 Click Select Search Field.

       3.2 Select the data you want to search 

           by: Short Description, Long Description, Item,  

           Alternate Code.

2.    For downloading the file template.

       2.1 Click the Download Search File button.

       2.2 fill in the required information in the template.

       2.3 Save file.

4.    For Importing the file template.

       4.1 Click the Import button and select the saved file.

       4.2 The system will display the data table based on 

            the search results.



2. Search Inventory Function

1

2 3

1. The table of inventory.

2. For exporting searched Inventory data in 

Excel file format.

3. For searching clearing.

4. For adding selected items to the cart.

5. The total of the items.

6. For searching items by account code.

7. For searching item by Item code.

8. For searching item by Alternate code.

9. Drop down for advance searching.
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Equal = Search by entering the full and exact text.

Starts with = Search by keyword using at least the 

first 6 characters.

Ends with = Search by keyword using at least the 

last 6 characters.

Searching Tips



3. Advance Search Function (1/2)

1. Add Date Rage = searching boxes by first 

added date range.

2. Destroy Date Range = searching boxes by 

scheduled destruction date range.

3. Status Date Range = searching boxes by 

the last used date range.

4. Object = searching boxes by typing the 

box size.

5. Current Status = searching boxes by typing 

the box status (In / Out).

6. Short Description = searching boxes by 

typing the box short details. (If any)
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3. Advance Search Function (2/2)

7. Long Description = searching boxes by 

typing the box long details. (If any)

8. Month = searching boxes by typing 

month of document Ex. JAN. (If any)

9. Year = searching boxes by typing year 

of document Ex 2025. (If any)

10. Category = searching boxes by typing 

category of document Ex Tax. (If any)

11. Department = searching boxes by typing 

department Ex Accounting. (If any)
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Your Profile 
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1. User Profile

1. Click “Your Profile“ 

2. User profile setup based on customer 

information.

3. E-mail address uses for automatic order 

confirmation.

4. The email address can be edited.

5. The email address can be added.

6. Display all delivery address information of 

the customer.

7. This icon      uses for editing the delivery 

address.

8. This icon      uses for deleting the delivery 

address.

9. Use for adding delivery address.
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Buy Material

Home

STEP 1 

Select material
(Sticker barcode, Empty carton or Plastic bag)

STEP 2 

View Cart

Shopping cart with solid fill

STEP 3 

Check out order

Checklist with solid fill

STEP 4 

Order Confirmation

Checkmark with solid fill

Books with solid fill



Step 1 : Select material

1. Click “Buy Material” at main menu page.

2. Select your required material 

3. Used        to select “Account Code”.

4. Specify the required quantity.

5. Click “Add to cart”

6. The system will display the entered orders on the “Order Cart”.

7. After completing the order, click “View Cart”.
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Step 2 : View Cart
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8. Check and select your required order.

9. Used        to delete not required order.

10. Used        to edit your order.

11. After completing the order, click 

“Check out order”.

12. Used to export an Excel file as 

evidence of items in the cart.

Back



Step 3 : Check out order

13. Check the delivery address and edit it 

by typing.

14. Used to select another saved address.

15. Used to attach your file (if any).

16. Used to add additional information.

17. Confirm your order.
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Step 4 : Order Confirmation 

18. A pop-up will appear confirming that the 

order was successful.

19. A confirmation pop-up will be displayed 

showing the following details:

• Print – for downloading the PDF.

• Order By – the user who placed the order.

• Order Date – the date the order was placed.

• Batch Order Number – The number of order.

20. The system will automatically send a 

confirmation to your email.
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After the order is completed, it will be automatically 

saved in the Order Status Report menu.

Tip
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Add New 

Service

Home

Step 1 : Select Add New

Step 2 : Input Alternate Code 

Step 3 : Input Alternate Code Error

Step 4 : Order Cart

Step 5 : View Cart

Step 6 : Check out order

Step 7 : Order Confirmation 



Step 1 : Select Add New

1. Click “Add New” at main menu page.

2. Select the service type.

3. Used        to select “Account Code”.

4. Select the objects

• Container

• Filefolder

• Tape
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Step 2 : Input Alternate Code 
5. Specify the required quantity.

6. Specify the required “Container Size”.

7. Specify the “Alternate Code” type.

8. Used    to input your alternate code.

     (When selecting “Customer Code”)

9. Used       to key your alternate codes one-by-

one. The total number of alternate codes must 

be equal to the quantity.

10. Used                 to input several alternate 

codes rather than keying them in one by one.

11. Click the Browse File button to select a file for 

import.

12. Show Alternate Codes from the imported file

or create function.

13. Click “Add to cart”.

5

6

7

8

9 10
11

12
13

Back



Step 3 : Input Alternate Code Error 

1. The imported file error will appear, 

prompting you to download an error 

report.

2. Click “Download error report” button.

3. The error description will show the details 

in excel file report.

When the imported alternate code contains 

an error, you can follow the steps below :

1

2

3
After reviewing the error details, you may revise 

the alternate code(s) based on the information 

provided.

Tips
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Step 4 : Order Cart

13. The system will display the imported 

items on the “Order Cart”.

14. Show the box size.

15. Show the imported alternate code.

16. Used to edit the information.

17. Used to delete the order.

18. After completing the order, click 

“View Cart”.

13

14 15
16

17

18

Back



19
20

21

23

Step 5 : View Cart
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19. Check and select your required order.

20. Used        to delete not required order.

21. Used        to edit your order.

22. Show the imported alternate code.

23. Used to export an Excel file as 

evidence of items in the cart.

24. After completing the order, click 

“Check out order”.
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Step 6 : Check out order

25. Check the delivery address and edit it 

by typing.

26. Used to select another saved address.

27. Used to attach your file (if any).

28. Used to add additional information.

29. Confirm your order.
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Step 7 : Order Confirmation 

30. A pop-up will appear confirming that the 

order was successful.

31. A confirmation pop-up will be displayed 

showing the following details:

• Print – for downloading the PDF.

• Order By – the user who placed the order.

• Order Date – the date the order was placed.

• Batch Order Number – The number of order.

32. The system will automatically send a 

confirmation to your email.
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After the order is completed, it will be automatically 

saved in the Order Status Report menu.

Tips
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Refile Service

Home

STEP 1 

Refile Service (Select one)

• Normal Version

• Imported file version

STEP 2 

View Cart

Shopping cart with solid fill

STEP 3 

Check out order

Checklist with solid fill

STEP 4 

Order Confirmation

Checkmark with solid fill

Books with solid fill



Step 1 : Refile (Normal version) 
1. Click “Refile” at main menu page.

2. Select the service type.

3. Used        to search “Alternate Code”.

4. Used        to search “Item code”.

5. If you know the box code to refile, you 

can enter it directly in the field instead of 

using.

6. Click “Add to cart”.

7. The system will display the item on the 

“Order Cart”.

Enter either the Item Code or the Alternate Code 

(not both).

Tips
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8. After completing the order, click “View Cart”.
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Step 1 : Refile (Imported file version) 

1

1. Click “Refile” at main menu page.

2. Create an Excel file when you have multiple 

boxes to refile, and specify either the Item 

Code or the Alternate Code (not both), as 

shown in the example.

3. Use this option to import a created excel file.

4. Select a service type.

5. Click “Confirm & Add to cart”.

6. The system will display the imported 

items on the “Order Cart”.

7. After completing the order, click “View Cart”.
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Step 2 : View Cart

1. Check and select your required order.

2. Used        to delete not required order.

3. Used        to edit your order.

4. Display the box code(s) in order.

5. Used to export an Excel file as 

evidence of items in the cart.

6. After completing the order, click 

“Check out order”.

1
2
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Step 3 : Check out order

7. Check the delivery address and edit it 

by typing.

8. Used to select another saved address.

9. Used to attach your file (if any).

10. Used to add additional information.

11. Confirm your order.
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Step 4 : Order Confirmation 

12. A pop-up will appear confirming that the 

order was successful.

13. A confirmation pop-up will be displayed 

showing the following details:

• Print – for downloading the PDF.

• Order By – the user who placed the order.

• Order Date – the date the order was placed.

• Batch Order Number – The number of order.

14. The system will automatically send a 

confirmation to your email.
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After the order is completed, it will be automatically 

saved in the Order Status Report menu.

Tips
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Retrival & Permout 

Service

Home

STEP 1 

Retrival & Permout Service (Select one)

• Normal Version

• Imported file version

STEP 2 

View Cart

Shopping cart with solid fill

STEP 3 

Check out order

Checklist with solid fill

STEP 4 

Order Confirmation

Checkmark with solid fill

Books with solid fill



Step 1 : Retrieval & Permout (Normal version) 
1. Click “Retrieval & Permout” at main menu 

page.

2. Select the service type.

3. Used        to search “Alternate Code”.

4. Used        to search “Item code”.

5. If you know the box code to retrieve or 

perm out, you can enter it directly in the 

field instead of using.

6. Click “Add to cart”.

7. The system will display the item on the 

“Order Cart”.

Enter either the Item Code or the Alternate Code (not both).

Tips

8. After completing the order, click “View Cart”.
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1
1. Click “Retrieval & Permout ” at main menu 

page.

2. Create an Excel file when you have multiple 

boxes to retrieve or perm out , and specify 

either the Item Code or the Alternate Code 

(not both), as shown in the example.

3. Use this option to import a created excel file.

4. Select a service type.

5. Click “Confirm & Add to cart”.

6. The system will display the imported 

items on the “Order Cart”.

7. After completing the order, click “View Cart”.
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Step 1 : Retrieval & Permout (Imported file version) 
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Step 2 : View Cart

1. Check and select your required order.

2. Used        to delete not required order.

3. Used        to edit your order.

4. Display the box code(s) in order.

5. Used to export an Excel file as 

evidence of items in the cart.

6. After completing the order, click 

“Check out order”.
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Step 3 : Check out order

7. Check the delivery address and edit it 

by typing.

8. Used to select another saved address.

9. Used to attach your file (if any).

10. Used to add additional information.

11. Confirm your order.
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Step 4 : Order Confirmation 

12. A pop-up will appear confirming that the 

order was successful.

13. A confirmation pop-up will be displayed 

showing the following details:

• Print – for downloading the PDF.

• Order By – the user who placed the order.

• Order Date – the date the order was placed.

• Batch Order Number – The number of order.

14. The system will automatically send a 

confirmation to your email.
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After the order is completed, it will be automatically 

saved in the Order Status Report menu.

Tips
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Access room 

& By E-mail Service

Home

STEP 1 

Access room & By E-mail Service (Select one)

• Normal Version

• Imported file version

STEP 2 

View Cart

Shopping cart with solid fill

STEP 3 

Check out order

Checklist with solid fill

STEP 4 

Order Confirmation

Checkmark with solid fill



Step 1 : Access room & By E-mail Service (Normal version) 

1. Click “Access” at main menu page.

2. Select the service type.

3. Used        to search “Alternate Code”.

4. Used        to search “Item code”.

5. If you know the box code, you can enter it 

directly in the field instead of using.

6. Click “Add to cart”.

7. The system will display the item on the 

“Order Cart”.

Enter either the Item Code or the Alternate Code (not both).

Tips

8. After completing the order, click “View Cart”.

1

2

3

4

5

6

7

8

Back



1
1. Click “Access ” at main menu page.

2. Create an Excel file when you have multiple 

boxes to use, and specify either the Item 

Code or the Alternate Code (not both), as 

shown in the example.

3. Use the option to import a created excel file.

4. Select a service type.

5. Click “Confirm & Add to cart”.

6. The system will display the imported 

items on the “Order Cart”.

7. After completing the order, click “View Cart”.
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Step 1 : Access room & By E-mail Service (Imported file version) 
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Step 2 : View Cart

1. Check and select your required order.

2. Used        to delete not required order.

3. Used        to edit your order.

4. Display the box code(s) in order.

5. Used to export an Excel file as 

evidence of items in the cart.

6. After completing the order, click 

“Check out order”.

1
2

34

5

6

Back



Step 3 : Check out order

7. Check the delivery address and edit it 

by typing.

8. Used to select another saved address.

9. Used to attach your file (if any).

10. Used to add additional information.

11. Confirm your order.
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Step 4 : Order Confirmation 

12. A pop-up will appear confirming that the 

order was successful.

13. A confirmation pop-up will be displayed 

showing the following details:

• Print – for downloading the PDF.

• Order By – the user who placed the order.

• Order Date – the date the order was placed.

• Batch Order Number – The number of order.

14. The system will automatically send a 

confirmation to your email.

12
13
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After the order is completed, it will be automatically 

saved in the Order Status Report menu.

Tips
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Destruction 

Service

Home

STEP 1 

Destruction Service (Select one)

• In - system destruction (Normal version) 

• In - system destruction (Imported file version) 

STEP 2 

View Cart

Shopping cart with solid fill

STEP 3 

Check out order

Checklist with solid fill

STEP 4 

Order Confirmation

Checkmark with solid fill

Books with solid fill

• Off - system destruction



Step 1 : In - system destruction (Normal version) 

1. Click “ Destroy” at main menu page.

2. Select the service type “ In – system 

document destruction “.

3. Used        to search “Alternate Code”.

4. Used        to search “Item code”.

5. If you know the box code to destroy, you 

can enter it directly in the field instead of 

using.

6. Click “Add to cart”.

7. The system will display the item on the 

“Order Cart”.

Enter either the Item Code or the Alternate Code (not both).

Tips

8. After completing the order, click “View Cart”.
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1
1. Click “Destroy ” at main menu page.

2. Create an Excel file when you have multiple 

boxes to destroy, and specify either the Item 

Code or the Alternate Code (not both), as 

shown in the example.

3. Use the option to import a created excel file.

4. Select the service type “ In – system document 

destruction “.

5. Click “Confirm & Add to cart”.

6. The system will display the imported 

items on the “Order Cart”.

7. After completing the order, click “View Cart”.
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Step 1 : In - system destruction (Imported file version) 
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1. Click “Destroy ” at main menu page.

2. Select the service type “Off-system 

document destruction “.

3. Used        to select “Account Code”.

4. Specify the required quantity.

5. Click “Add to cart”

6. The system will display the entered orders 

on the “Order Cart”.

7. After completing the order, click “View Cart”.

Step 1 : Off - system destruction

1

2

3

4
5

6

7

Back



Step 2 : View Cart

1. Check and select your required order.

2. Used        to delete not required order.

3. Used        to edit your order.

4. Used to export an Excel file as 

evidence of items in the cart.

5. After completing the order, click 

“Check out order”.
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Step 3 : Check out order

6. Check the delivery address and edit it 

by typing.

7. Used to select another saved address.

8. Used to attach your file (if any).

9. Used to add additional information.

10. Confirm your order.
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Step 4 : Order Confirmation 

11. A pop-up will appear confirming that 

the order was successful.

12. A confirmation pop-up will be displayed 

showing the following details:

• Print – for downloading the PDF.

• Order By – the user who placed the order.

• Order Date – the date the order was placed.

• Batch Order Number – The number of order.

13. The system will automatically send a 

confirmation to your email.
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After the order is completed, it will be automatically 

saved in the Order Status Report menu.

Tips
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Other Service

Home

STEP 1 

Select other service 
( Container/File folder packing, Cleansing per file, 

Document Insert per con/file, Document scanning prepare )

STEP 2 

View Cart

Shopping cart with solid fill

STEP 3 

Check out order

Checklist with solid fill

STEP 4 

Order Confirmation

Checkmark with solid fill

Books with solid fill



Step 1 : Select other service

1. Click “ Other service ” at main menu page.

2. Select your required service 

3. Used        to select “Account Code”.

4. Specify the required quantity.

5. Click “Add to cart”

6. The system will display the entered orders on the “Order Cart”.

7. After completing the order, click “View Cart”.
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Step 2 : View Cart

12

8. Check and select your required order.

9. Used        to delete not required order.

10. Used        to edit your order.

11. After completing the order, click 

“Check out order”.

12. Used to export an Excel file as 

evidence of items in the cart.
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Step 3 : Check out order

13. Check the delivery address and edit it 

by typing.

14. Used to select another saved address.

15. Used to attach your file (if any).

16. Used to add additional information.

17. Confirm your order.

13
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Step 4 : Order Confirmation 

18. A pop-up will appear confirming that the 

order was successful.

19. A confirmation pop-up will be displayed 

showing the following details:

• Print – for downloading the PDF.

• Order By – the user who placed the order.

• Order Date – the date the order was placed.

• Batch Order Number – The number of order.

20. The system will automatically send a 

confirmation to your email.

18
19
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After the order is completed, it will be automatically 

saved in the Order Status Report menu.

Tips
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Order Status

PRESENTED BY DATASAFE

Home



1. Order Status

1. Click “ Order Status“ on profile icon.

2. Use the function to “ search ”.

3. Use the function to “ clear search “.

4. Use the function to export order status 

records.

5. Use the function to re-download your order 

confirmation.

6. Use the function to re-download your 

alternate code (If have).

7. Used to search order by batch number.

8. Used to search order by tracking number.

9. Used to search orders by service type.

10. Used to search orders by status.

11. Used to search orders by status date.

12. Used to search orders by user.

13. Used to search orders by place in cart.

14. Used to search orders by place in cart date.

1
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Thank You
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