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Custom Field Labels

Custom field labels are unique, meaningful labels that replace the
system-assigned, default labels. As system administrator, add custom
labels to create a more intuitive user interface with labels that match the
way your organization uses specific fields.

Add and manage custom field labels from within custom box and file
templates.

Use this guide to learn how to:

e Add custom box field labels

 Add custom file field labels

» Display custom field labels on the Search Results and Pickup List
screens and exports



Adding Custom Box Field Labels

4 Welcome rc2jen === USA SUPPORT -~ LOGOUT
A rRovMouNTAIN
RECORDS MANAGEMENT
Administration £ Manage Box Templates e Help
Manage Organizations Box templates drive data entry when a user creates a box; templates control which fields are required and enabled. Assign box templates to customers. Customers not using a custom box template

Manage Organization Groups are automatically assigned to the default template.

Manage Supply Lists Create Box Template

= Manage Box Templates

Customer Action

Manage File Templaies

Manage Addresses

CODRPT, JARR, MARR, MCARR, GA12, QA49, RC2M2, RC2M3, Rezms = mors I
Manage Record Codes

Manage Helds

( RG24 Refer to the Customizing Box
RC2M8 Templates How To training

guide for more extensive

information about box

Select Administration. templates.

Use the left-side navigation bar
to move within the different
Search, Retrieve functional areas in Iron
Pickups, Add Records Mountain Connect Records
Order Supplies Management.

Administration

Track Orders 0| Page E| ofl | b B | Displaying 1-7 of 7



Adding Custom Box Field Labels

y Welcome rc2jen SUPPORT -~ LOGOUT
A 1RoN MoUNTAIN

RECORDS MANAGEMENT

Administration £ Manage Box Templates e Help

Box templates drive data entry when a user creates a box; templates control which fields are required and enabled. Assign box templates to customers. Customers not using a custom box template
are automatically assigned to the default template.

Create Box Template

Action

N |
Default: ABC, CORPT, JARR, MARR, MCARR, QA12, QA48, RC2ZM2, RC2M3, Roams= more I
Manage Record Codes
MFAx2
oz
., Reaus
—
rcam

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders 0| Page ofl | b B | Displaying 1-7 of 7



Adding Custom Box Field Labels

Welcome rc2jen SUPPORT -~ LOGOUT
A [RON MOUNTAIN®

RECORDS MANAGEMENT

Administration @ Manage Box Templates 5 e Help

Click Box Fields.

Manage Organizations
Choose Custor
Manage Organization Groups

Manage Supply Lists

Select the customer this template appl ou are only able to select customers that are not already associated with a box template.

3 emplates
Manage File Templates

Manage Addresses Customer ID Customer Name Status Action
Manage Record Codes | | | | |AII |v
Manage Holds ] ABC ABC-FOR RC CALC PROJ DO NOT CHANGE Active
[l cDRPT RPT CUSTOMER FOR RCC PROJECT Active
[l JaRR ARROW ELECTRONICS Active
Fl MARR STOR ARREAR BC=7 RMT=3 Active
Fl MCARR BILL ARREAR EC=0 RMT=1 Active
[ oanz QUALITY ASSURANGE TEST GLIENT #12 Active
[l cads 4 ITY ASSURANGE TEST GLIENT #49 Active
0 Rozw2 Select a customer. Active
[ rczms3 Active
RC2M5 RC2M5 Active
[l rcams RC2ME Active
] Rcam? RC2MT Active
] Rc2ma RC2MA Active
] Rcams RC2MB Active
[E] vBcr2 BILLABLE CF TEST, BC=5, REMIT=1 Active

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders [4 4 | Page EI of1| b b | @ Displaying 1 - 15 of 15



Adding Custom Box Field Labels

Welcome rcZjen === USA SUPPORT ~ LOG OUT

A RONMOUNTAIN®

RECORDS MANAGEMENT 7

Administration «| Manage Box Templates
To apply these custom labels

R to ALL custom box templates
Determine which fields display and which fields are required when users create a box for this customer that belon g to the com pany,
= Manage Box Templates C“Ck the ALL CU Stom BOX

Manage Crganizations

Manage Organization Groups

Manage Supply Lists

Manage File Templates Templates checkbox.
Manage Addresses p
Customer Box MNumber
Manage Record Codes
Manage Holds Bl [ ALL custom Box Templates
Field Name Enabled Required Custom Labels
SKP Barcade [
Customer Box Mumber b +
Department | | 30 characters |
7] B | 30 characters |
Add custom field labels. Each 3 ] [[30 characters |
label can be up to 30 7 & [ 30 characters |
alphanumeric characters in o [ Insurance Provder 1D |
len gth . | | Employes Group Number |
From Date |
Search, Retrieve Example: We have added B
Pickups, Add Records custom field labels for customer (]
Order Supplies RC2M5 that will replace the B
Administration default Alpha To and Alpha From B [30 characters |
Track Orders labels. 7 | 90 characiers | .



Adding Custom Box Field Labels

Welcome rcZjen SUPPORT ~ LOGOUT

A roxMouNTAN
RECORDS MANAGEMENT

Administration 4 Manage Box Templates e Help

Manage Organizations

Manage Organization Groups

Manage Supply Lists Review the box template, then click Finish to create the templ

Manage Box Templates < Box Fields ‘ ‘ Cancel ‘ m

Manage File Templaites

Manage Addresses Sum mary
Manage Record Codes Organizations
Customer: RC2M5 [RC2MS] Added

Manage Holds
Key Identifier

Customer Box Number
Box Template Summary

n ALL Custom Box Templales
Field Name Enabled Required Custom Labels

SKP Barcode v ~
Customer Box Number s i

Department
Referance 1
Major Description
Minor Description

Alpha From Insurance Provider ID

Search, Retrieve

Alpha To Employee Group Number

Pickups, Add Records

From Date
Order Supplies

Ta Date

Administration

S N N R U SR

Track Orders Greate Date



Adding Custom Box Field Labels

-

© Close X

Enter detailed information about this box. Lock fields to retain and reuse the data that you entered, similar =Customize Layout
to using a template. *Required field

*Customer - Box Division *Box Department (lock)
BEIRAS TS X v | Customer Mot Division-Enabled

Insurance Provider ID (lock) Event Date (lock)

Example: The custom field
labels that we added now
display when creating a box, From Date (lock)
and throughout the application.

Employee Group Number (lock) Long Description (lock)

To Date (lock)

Minor Description (lock) Create Date (lock)

*Record Code Destruction Indicator Hold Code

v

3

Destruction Eligibility Period Destruction Eligibility Date




Adding Custom File Field Labels

Welcome rc2jen

A IRON MOUNTAIN®
RECORDS MANAGEMENT

Administration « Manage File Templates

M (8] izati
2nage Lrganizalions e: templates control which fields are required and enabled. Assign templates to customers,

lautomatically assigned to

File templates drive data eniry when a user cre
Manage Organization Groups gzviﬂc:?s :i{u:e deplaar::ents. QOrganizations that i
e default template.

3

Manage Supply Lists

Click Create File Template.

Create File Template

Manage Box Templates

SUPPORT ~ LOG OUT

e Help

Why don't all organizations display? “

Reset View

= Manage File Templates Customers Divisions Departments Action
Manage Addreszes | | | | | | |
Manage Record Codes CDRPT, JARR, JSRC2, MARR, MFAX2, Customer Not Division-Enabled, Customer Al Departments, All Departments, INSZ,

Manage Holds = more

Customer Not Division-Enabled All Departments

Cus t Division-Enabled All Departments
Cus

= more = more

JARR@_M@MED_without JARR castom|  Refer to the Customizing File

Action -

MCARR Custom Templates How To training [Vnew,ednurremmﬁemmates
csomQuide for more extensive
e cwon INformation about file templates.
.
DIVONE i LG P ST
Use the Ief_t-s_lde havigation bar p—p—_ Al Departments
to move within the different
: . | Customer Not Division-Enabled All Departments
e functional areas in lron
Pickups, Add Records Mountain Connect Records A psions Al Deparments
Order Supplies £ Man ag ement Customer Not Division-Enabled 900
Administration testTaN3 TEST DIV, PRASHANT, DIVTWO, MASTER Al Departments, All Departments, All [ Action ] v

Track Orders

4 .|PageE|cﬂ1| b

Displaying 1 - 14 of 14



Adding Custom File Field Labels

4 Welcome rcZjen SUPPORT ~ LOG OUT
A IRON MOUNTAIN®

RECORDS MANAGEMENT

Administration @ Manage File Templates e Help

Manage Organizations

Choose Customer
Manage Organization Groups

Manage Supply Lists . . 3 X o
Select the customer that will use this template. Only active ers that do not have any active divisions or departments are not

Manage Box Templates included.

Click Assign Organizations. —

Manage Addresses

Manage Record Codes Customer ID Customer Name Status Action
Manage Holds | | | | |NI |v
[ aBC ABC-FOR RC CALC PROJ DO NOT CHANGE Active
[C] cDRPT RPFT CUSTOMER FOR RCC PROJECT Active
[[] JaRR ARROW ELECTRONICS Active
[ JsRcz CF.BC=B.RMT=5 Active
« [l MARR Active
Fl mcaRR Select a customer. Active
[ mFaxz Active
[ rcam3 RC2M3 Active
RC2M5 RC2MS Active
[ rc2me RC2MB Active
[ rc2me RC2M9 Active
[ Rc2mA RC2MA Active
|:| YBCF2 BILLABLE CF TEST, BC=5, REMIT=1 Active

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

| 4 | Page EI of1 | b B |2 Displaying 1 - 13 of 13

Track Orders



Adding Custom File Field Labels

3 Welcome rcZjen SUPPORT ~ LOG OUT
A RONMOUNTAN

RECORDS MANAGEMENT

Administration € Manage File Templates e Help

Manage Organizations . . .
Assign Organizatioms
Manage Organization Groups

‘Why don't all organizations display?“

Manage Supply Lists — N .
Select divisions and departments to assign the template. Templates already assigng CI . . .
ick Customize Fields.

Manage Box Templates (Online Help for more information

= Manage File Templates ‘ < Choose Customer ‘ ‘ Cancel ‘ Customize Fields >

Manage Addresses

Manage Record Codes
g Department

Manage Holds |

Select the organizations. Refer to

All
MASTER DEPARTMENT the Customizing File Templates
1[CUSTOMER SERVICE] How To training guide for more
q |5 2lacconnmiG extensive information about this
3 [REPAIRS]
DCACT [ACCOUNTING FILE FORMAT DEPT] p ro Cess .
JOE [JOE]
Organizations Selected for RC2ZMG6 & Remove All | Collapse Al
4 DEPARTMENTS = 1 of 6 Departmenis Selected
MASTER DEPARTMENT °

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders



Adding Custom File Field Labels

y Welcome rc2jen SUPPORT » LOGOUT
A RoN MOUNTAIN'

RECORDS MANAGEMENT

Administration «| Manage File Templates e Help

Manage Organizations

Customize Fields

Manage Organization Groups

ign a template name and choose which fields are enabled and which fields are reguired when a user creates a file. Use the clone functionality to copy an already existing template.

Click Confirm.

Manage Supply Lists

Manage Box Templates

= Manage File Templates

Manage Addresses Clone Existing Template ; o]
*Required fiskd
Manage Record Codes | | | w
Manage Holds Key Ildentifier:
| File Description 1 |v

“ Custom Labels
Enabled Required Custom Labels

¥ s | 30 characters |

Add custom field labels. Each
label can be up to 30
alphanumeric characters in
length.

| 30 characiers |

Birth Date

=l

| 30 characters

| 30 characters

OO 0OOMoO s

| 30 characters

|

|

Example: We have added |
custom field labels for customer | Attending Physician |
|

|

|

Search, Retrieve

e RC2M6 / Master Department that [ sl | Dizgnosis Coce
R will replace the default File ] | 30 characters
—— Description 1 and File
Track Orders Description 2 labels.

= | 30 characters




Adding Custom File Field Labels

3 Welcome rcZjen SUPPORT ~ LOG OUT
A IRON MOUNTAIN®

RECORDS MANAGEMENT

Administration «

Manage File Templates © Help

10

' cancel \ Click Finish. The custom field
Manage Box Templates labels will be visible the next

: : S .
ummary time that users who have

Manage Organizations

Confirm

Manage Crganization Groups

Manage Supply Lists ‘ < Customize Fields ‘

penaaeRodiesees Template Name access to this

Manage Record Codes Merth Hills Hospital .
Organization customer/department log in.
RC2MBE [RC2ME] with 1 of the Departments selected View details
Key Identifier

File Description 1
File Template Summary Hl Custom Labels

Manage Holds

Field Name Enabled Required Custom Labels

Department ID b v
Record Code v L4
From Date
To Date
Create Date
Birth Date

Discharge Date

Search, Retrieve

Social Security Mumber
Pickups, Add Records

File Description 1 ,( Attending FPhysician

Order Supplies

File Description 2 Diagnosis Code

Administration

S N R N O N NN

Track Orders File Description 3



Adding Custom File Field Labels

@ CloseX

Save & Close Customize Layoul
Add to pickup list B

Enter detailed information about this file. Lock fields to retain and reuse the data that you entered, similar to a template. The file is
: ed the status of the box to which it is added. *Required field

Customer File Division
RC2ME [RC2ME] Customer Not Division-Enabled

5KP Barcode Customer Box Number
9138 9138

Create Date (lock) Alpha From (lock)

Birth Date (lock) Alpha To (lock)

Discharge Date (lock) Volume Number (lock)

From Date (lock) Social Security Number ({lock)

To Date (lock) Type (lock)

*Attending Physician (lock)
Diagnosgis Code (lock)

File Description 3 {lock)

*Record Code




Displaying Custom Labels on Grid Screens

A RONMOUNTAIN'

RECORDS MANAGEMENT

Search Tools w ||«

é.l Multi-Box Search b
| Action
Q Advanced Search

Search Ret

Record Type

Al (D) Boxes (D) Files'@ Grid Label Preferences u B

Customer A
A

Division
Department

Status
|AII |v

File Group

RN 5

1

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders

Welcome rc2jen

Grid Label Preferences control whether the default or custom
field labels display on the following two grid screens and on
exports available from these screens:

» Search Results

* Pickup List

Easily change the display from default field labels, to custom
and back again.

Select Grid Label Preferences
from the Search Tools dropdown.

Select Search, Retrieve from the
left-side navigation bar.

=== UsA LOG OUT

SUPPORT -~

| (7 EE W Retrievals (4) A
R oo



Displaying Custom Labels on Grid Screens

Grid Label Preferences e Close |Z|

“ou have access to customers that use custom field labels. This gives you the option to display Iron What screens do custom “
Mountain default column labels or to display a specific customer's column labels. labels display on?

Box-Related Column Labels @ Default Labels (7) Custom Labels
Sample lron Mountain default label display:
‘Cusfomer

SKP Barcode Divigion Department | Reference 1 | Maiof Minar

Box Mumber Description Description Alpha From Alpha To From Da

File-Related Column Labels @ Default Labels ) Custom Labels

Sample lron Mountain default label display:

Social
SKP Barcode  Division Department From Date To Date Create Date Birth Date Security Alpha From Alpha Ta
Number

3

The Grid Label Preferences screen opens.
The first time you access this screen it is

- set display the default field labels.

Box- and file-related field labels are
controlled separately.




Displaying Custom Labels on Grid Screens

For box-related field
labels:

Click the Custom
Labels radio
button.

Select the
customer that you
wish to display
custom field
labels for.

For file-related field
labels:

Click the Custom
Labels radio button.
Select the
customer, division
and department that
you wish to display
custom field labels
(o]

Grid Label Preferences 9 Close [X|

You have access to customers that use custom field labels. This gives you the option to display [ron What screens do custom “
Mountain default column labels or to display a specific customer's column labels. labels display on?

Box-Related Column Labels () Default Labels @ Custom Labels
Selzct a customer to display their custom labels on most grid screens.
Customer: RC2MS5 [RC2MS]

Sample custom label display: * Custom Labels

Employee
Group From Date To Date Create Date Event O
Number*

. Major Minor Insurance
Department Reference 1 Description Description Provider ID*

File-Related Column Labels () Default Labels @ Custom Labels

Select an organization (customer, divizion, department) to display their custom Iabels on most screens.
Customer: Division: Department:

RC2ZME [RC2ME] ¥ Customer Mot Division-Enabled MASTER DEFARTMENT

Sample custom label display: 5

Discharge Social

Dt Securty prv - anllibnd Click Save. Your custom labels

now display on the Search
Results and Pickup List for the
selected organizations, and on
exports from both of these
screens.

Create Date Birth Date




Displaying Custom Labels on Grid Screens

Welcome rc2jen SUPPORT » LOGOUT

A IRON MOUNTAIN®
RECORDS MANAGEMENT

«| 1681 Search Results

* | Action w Request Unlisted Open Shelf File
Record Type 9" |:| Item Type Customer Division Department SKP Barcode Insurance Provider ID = Employee Group Nu... Major Description /... | Status
) Al @ Boxes () Files
Customer BOX || || I | || | | o
|RC-2M5 [RC2M5] |v |:| L BOX RC2ZM5 [RC20M3] Customer Mot Division- STANDARD 23408502 Atlron |
N Enabled [STAMDARD FILE ~
Department FORMAT]
|AII |V
Fl = BOX RC2M3 [RC2ME] Customer Not Division-  STANDARD Atlron |
Status N Enabled [STANDARD FILE
FORMAT]
A |~
File Group B = gox RC2ZMS [RC2M5]  Customer Not Division-  STANDARD Example: The custom field Atlron|
N Enabled [STAMDARD FILE g
FORMAT] labels now display when you
[ searcn | add the columns to the grid on
) |:| L BOX RC2M5 [RC2M3] Customer Not Division- STANDARD At lron |
— Enabled [STANDARD FILE the Search Results screen.
FORMAT]
Fl = BOX RC2M3 [RC2ME] Customer Not Division-  STANDARD Atlron |
A Enabled [STANDARD FILE
FORMAT]
|:| T BOX RC2ZM5 [RC2MS5] Customer Not Division- STANDARD 23408507 Atlronl|
N Enabled [STAMDARD FILE
FORMAT]
|:| L BOX RC2ZM5 [RC20M3] Customer Mot Division- STANDARD 23408508 Atlron |
N Enabled [STANDARD FILE
Search, Retrieve FORMAT]
Pickups, Add Records F = BOX RC2M5 [RC2M3] Customer Not Division-  STANMDARD 23408509 Atlron|
A Enabled [STANDARD FILE
Order Supplies FORMAT] v
Administration < >
Track Orders 14 4 | Page of 169 | b bl | i | PerPage: Displaying 1 - 10 of 1651




Displaying Custom Labels on Grid Screens

Welcome rcZjen SUPPORT -~ LOGOUT

A roNMOoUNTAIN

RECORDS MANAGEMENT

Pickup List (Add Records) (7 L W pickups (1) -

Pickups, Add Records

Pickup List (Add Records) Add and edit detailed information for records and select items to be picked up and stored at Iron Mountain. To place a vault services or file-only order, click the Pickup Cart to move to the Pickup
Add and edit defailed information for records you will Order Cart [tems screen.
be storing at Iron Mountain.
| AddBox | | AddFile | | Refile Box |
Action w  Select Customer | RC2MEG [RC2M8] |v i | B, Export
9" |:| Record Type SKP Bar... Customer Division De...  Insurance Provider 1D Employee G... | Attending Physic... Diagnosis Code Status Action

A bl || || || | | || NEEES e |
i ) 9135 RC2MG Customer MA... Dr. Davis J-33801 Atlron
B New File [RC2MB]  Not DEPAF Mountain

Divigion-
Enabled

— - 9138 RC2ME Customer MA...
— Eisting Box [RC2M6] Not DEPAF
Division-
Enabled

\ Example: The custom field

Mountain

labels now display when you
add the columns to the grid on
the Pickup List screen.

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders (4 4 | Page of 1 | ok | @ | Per Page: Dizplaying 1-2 of 2




