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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: 

• Add custom box field labels 

• Add custom file field labels 

• Display custom field labels on the Search Results and Pickup List 
screens and exports 
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Adding Custom Box Field Labels 

Select Manage Box Templates. 
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Select Administration.   

 

Use the left-side navigation bar 

to move within the different 

functional areas in Iron 

Mountain Connect Records 

Management. 
. 

1 

Refer to the Customizing Box 

Templates How To training 

guide for more extensive 

information about box 

templates. 
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Adding Custom Box Field Labels 

 Click Create Box 

Template. 
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Adding Custom Box Field Labels 

 Click Box Fields. 
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 Select a customer. 

4 



Adding Custom Box Field Labels 

 

 

 

Add custom field labels.  Each 

label can be up to 30 

alphanumeric characters in 

length.  
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To apply these custom labels 

to ALL custom box templates 

that belong to the company, 

click the ALL Custom Box 

Templates checkbox.   
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Click Confirm.  
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Example:  We have added 
custom field labels for customer 
RC2M5 that will replace the 
default Alpha To and Alpha From 
labels. 



Adding Custom Box Field Labels 

 

Click Finish.  
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Adding Custom Box Field Labels 

 

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

 



Adding Custom File Field Labels 

Select Manage File Templates. 

2 

 

Select Administration.   

 

Use the left-side navigation bar 

to move within the different 

functional areas in Iron 

Mountain Connect Records 

Management. 
. 

1 

Refer to the Customizing File 

Templates How To training 

guide for more extensive 

information about file templates. 
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 Click Create File Template. 
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Adding Custom File Field Labels 

  Click Assign Organizations. 

5 

 Select a customer. 
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Adding Custom File Field Labels 

  Click Assign Organizations. 

5 

 Select a customer. 

4 

 Click Customize Fields. 
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Select the organizations. Refer to 

the Customizing File Templates 

How To training guide for more 

extensive information about this 

process. 
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Adding Custom File Field Labels 

 

 

 

Add custom field labels.  Each 

label can be up to 30 

alphanumeric characters in 

length.  
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Click Confirm.  
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Example:  We have added 
custom field labels for customer 
RC2M6 / Master Department that 
will replace the default File 
Description 1 and File 
Description 2 labels. 

 



Adding Custom File Field Labels 

Click Finish. The custom field 

labels will be visible the next 

time that users who have 

access to this 

customer/department log in. 
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Adding Custom File Field Labels 

 

Example:  The custom field 
labels that we added now 
display when creating a file, and 
throughout the application. 

 



Displaying Custom Labels on Grid Screens 

 

Select Grid Label Preferences 

from the Search Tools dropdown. 
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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.   

 

i 

 

Select Search, Retrieve from the 

left-side navigation bar. 
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Displaying Custom Labels on Grid Screens 

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.   
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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 

for. 
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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.  
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Displaying Custom Labels on Grid Screens 

 

Example:  The custom field 
labels now display when you 
add the columns to the grid on 
the Search Results screen.  

 



Displaying Custom Labels on Grid Screens 

 

Example:  The custom field 
labels now display when you 
add the columns to the grid on 
the Pickup List screen. 

 


