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Advanced Search

Advanced Search is an intuitive, easy to use tool. It enables you to build
a search that is more targeted and precise than in basic Search.
Each advanced search can contain both filters AND criteria:

 Criteria are custom queries that you build with fields, rules, values and
operators that you select. Your search narrows with each criteria that you add.

* Your Advanced Search settings are saved during your user session, and you
can view and edit the settings to further tailor your search.

» Use this guide to learn how to:

« Create an Advanced Search

e Set Search Filters

 Build Search Criteria

« Review and edit your advanced search settings

« Export your advanced search results




Creating an Advanced Search

A RONMOUNTAIN'
RECORDS MANAGEMENT

Search Tools v | «| Search Results

A 2
’ & Multi-Box Search

Action v‘ | Request Unlisted Open Shelf File

Record Type Q Advanced Search
@ An © Boxes () Filk
Customer

(A

Enter keywords and set filters, then click Search to view the list of matching records.

Division

Select Advanced Search from the Search
Tools dropdown.

Department

Status
(A |v

File Group

Search, Retrieve

Pickups, Add Records

Order Supplies

Select Search, Retrieve from the Left-Side

Administration

Navigation bar.

Track Orders

Welcome rc2jen

; USA SUPPORT ~ LOG OUT

L W/ Retrievals (1) v
__Reset View Expori *



Creating an Advanced Search: Setting Filters

3

Set filters to narrow your
advanced search:
* Select one or more

Select the type of record ‘
Q Advanced Search you are searching for. @ CloseX

pased on filter settings only, or add up to five search criteria to build

The Customer, Division and
Customers Divisions FILTERS: Select filters to find matching recp Department fIEIdS hav_e

q Depart’men s, logic into your search type-ahead functionality. _
Iiﬁter Options Change if Record Type @ Al () Boxes () Files [¥] Inciude Inactive (A:S you tyge, Irodn Mountain
you use multi-select ’ABC[ABC—FORRCCALCPROJDONOTCHANGE} onnect Records

_ _ ; k Management displays all
functionality and if the ™ matching records
customer is division- poae [ ™ '

it W P
enabled. Record Code | EDM EDM = he Advanced Search entry

Select one or more How Coss | =l filter fields (Customer,
Statuses. CRITERIA: Narrow this search by adding up to five search criteria. Search criteria limit your searches and produce more DiViSiOﬂ, Departm ent,

If you organize open precise results. See the Online Help for more information. S5M Status and File Group)
shelf files by file group, EZ3 Rule Value contain multi-select
select a File Group. | ¥ < functionality. You are
Organizations that use 9™ easily able to select one,
Iron Mountain Connect many or all entries.

Records Management

to calculate retention _
can enter or look up Records from inactive

one or more Record organizations are included
Codes. in your search results.
Organizations that use ~ Deselect the Include

hold codes to prevent ISRl 9 Reset || cance | Inactive checkbox to
record destruction can exclude these records from

enter or look up one or your search results
more Hold Codes.

(A




Creating an Advanced Search: Building Search Criteria

Add up to five criteria to your advanced @ Close X

search:

d matching records. Search based on filter settings only, or add up to five search criteria to build

Field + Rule + Value = Search Criteria

() Boxes () Files Include Inactive
IABC [ABC-FOR RC CALC PROJ DO NOT CHANGE] i:
| Il

| Al

(A

| EDM [EDM]

ecise results. See the Online Help for more information. 508

Value +

}v [o1;o1r2015

.~ Example: Let’s build and
join two criteria that will
find records created
between January 2015 and
January 2016 Add

Rule

1 v 1 Equal or after

l" 'Equalorbefore ;V 01/31/2016

Build your first criteria:
Set Field to Create Date
Set Rule to Equal or after

Set Value to January 1,
2015 6

m“) Reset H Cancel ‘

Click Search.

Criteria are custom queries
that you build with fields,
rules, operators and values,
then attach to an advanced
search. Each advanced
search can have up to five
criteria attached.

perators join sets of
criteriatogether:
* AND: Find records
containing all criteria
* OR: Find records
containing any of the
criteria

e NOT: Exclude records
from the search

Click E3 Add to join a second
set of criteria:

Set Field to Create Date
Set Rule to Equal or before
Set Value to January 31, 2016



Viewing Results & Editing Settings

Welcome rc2jen SUPPORT +  LOGOUT
A IRON MOUNTAIN®

N Records created between

Ceton s Dbl o

l l :A Action v ‘ ‘ Request Unlisted Open Shelf File ‘ J an Uary 31, 2016 are ‘ Reset View ‘ Export v
Record Type ||Sted
@ Al © Boxes () Files ADVANCED SEARCH SETTINGS %
View and edit advanced search filters and criteria.
Customer
IA" )V lem Type SKP Barcode Customer Division Department Customer Box Create Date Status Action
Division Number
ere then cI|| |Type here then ¢ |Type here then click fr| hen click ﬁIiFl lTvna here then click ﬁlrsl ] An iv m
Department Click the link provided in the banner .
message to vil?ew and/or edit vour roasy okt MASTERS . sures You are able to customize the Search
i 9 y Enabled Results screen as follows:
advanced search.
Lan « Sort columns
File Group E] @@ FILE 11198565-1 RC2M3 [RC2M3] [C);?;?;?:.r Not gggZFEz?MENT 811768¢ o Ch an g e CO I u m n W | dth
« Enabled
3 « Drag and drop to re-order columns
- * Restore screen to its default state
[j — BOX 12021 JSRC2 [SRVC DIVONE LAW [DIVISION ONE, 12021 . .
SRERRESE EACIO TONE « Hide the left-side search bar
e Filter within a column
E &Box 12025 JSRC2[SRVC  MASTER MASTER 12025 | Page through results
CF BC=B,RMT=5] DIVISION DEPARTMENT
* Change the number of results
displayed
S h, Retri 3 = > °
Boos s memve oo uwevweus s |+ Add and remove columns
Pickups, Add Records TWO]
Order Supplies g o g
— Refer to the Searching How To training
Lomipisialion -5 uide for information on these features
Track Orders |4 4 | Page |1 ‘ of1| » bl | & | PerPage: v 9 '




Exporting Your Search Results

A Welcomeiron1 =22 USA SUPPORT v LOGOUT
IRON MOUNTAIN®

il Click Export to generate a report
S O Ll i containing your search results
| Action | ¥ | | Request uniisted Open shett Fte | Filters and criteria from your [Resetvﬁw B Export -
Advanced Search are displayed at

Accounting

= Multi-Box Search

’ Item Type Customer SKP Barcode h f h port fields to .csv file
Record Type 2 t e tOp 0 t e rEport prt all fields except Long Description
@ Al ® Boxes ® Files IAII IV | Type here to filter ‘ I Type here to fl/tel
. . - . port current fields to .csv file

— R SRS SIS You determine which information
[Rc2s8 [Rc2s8] |v to export to a .csv file:

— BOX RC258 [RC258] 456917002 Add to Cart | v
Department * Include extra columns not
[DEPT A [ACCOUNTING DEPARTMEN v B = sox - pr— currently visible in your search ana
status results.
Al x [ = sox RC258 [RC258] 456917004 Include columns not currently Addtocart | v
—— I visible in your search results
(a1 v W Esox S i tbncs EXCEPT for the Long s Addtocart | ¥

—— ' Description field.
m — BOX RC258 [RC258] 456917006 e
Include only the columns that el
= sox T ——— you selected in your search. e
E — BOX RC258 [RC258] 456917015 2011-11-14 DEPT A [ACCOUNTING At Iron Mountain 2011-11-14 Add to Cart ‘ v
DEPARTMENT]
D — BOX RC258 [RC258] 456917016 2011-11-14 DEPT A [ACCOUNTING At Iron Mountain 2011-11-14 Add to Cart ‘ v
DEPARTMENT]

Pickups, Add Records
Order Supplies — BOX RC258 [RC258] 456917018 2011-11-14 gg:;:Tn(é:‘%UNTING At Iron Mountain 2011-11-14 Add to Cart | v

Administration

https://www2.ironmountainconnect.com/emqa07/RecordCenter/# ]| of10| b Pl | & | Per Page: Displaying 1 - 10 of 100 ‘




Exporting Your Search Results

Welcomeiron1 === USA SUPPORT + LOGOUT

A IRON MOUNTAIN®

RECORDS MANAGEMENT

Search « 100 Search Results

‘ !/ Retrievals (0) v

Your search parameters

i Action \_T ‘ Request Unlisted Open Shelf File ‘ . o ‘ Reset View ‘ E t~
& - Lv] ‘ are displayed in the report. ey o
= Multi-Box Search S

Q’ D Item Type Customer SKPBa. ... | r————— | rr————— Status Create Date Action
Record Type F | |
@ Al ® Boxes  © Files ‘AII ]V | Type here to filter ! !T_y,oe here to ﬁltel IType here to filter ] IType here fto filter ‘ [AII !V ‘Type here to filter ‘ “j
[ = Bsox RC258 [RC258] 456917001 2011-11-14 DEPT A [ACCOUNTING Atiron Mountain  2011-11-14 Addtocart | =
Customer DEPARTMENT]
\RC258 [RC258] |~
[l = sox RC258 [RC258] 456917002 2011-11-14 DEPT A [ACCOUNTING Atlron Mountain  2011-11-14 Addtocart | =
S DEPARTMENT]
|DEPT A [ACCOUNTING DEPARTMEN ] < Box RC258 [RC258] 456917003 2011-11-14 DEPT A [ACCOUNTING Atiron Mountain  2011-11-14 Addtocart | v
DEPARTMENT]
Status
(Al [v [l < sox RC258 [RC258] 456917004 2011-11-14 DEPT A [ACCOUNTING Atiron Mountain  2011-11-14 Addtocart | v
DEPARTMENT]
e ‘ ] 456917005 20 hain  2011-11-14
am T Add to Cart v
(a1 The SY_Steflr pbrOCESSGS tge You can open your report, o |
report in the backgroun i
Op o e able togcont'n el 456917006 201 S@VE ILTO your COmMpuUter or |, 011111 e |y
S yk.u ar et Itu cancel it. The report is
LiACls mg v SR LS seorrone 20 @automatically separated hain 20111114 e
enerates . . .
9 into two .zip files; one for
l [F] = sox 456917015 2011- boxes’ one for files. tain  2011-11-14 Add to Cart ‘ =

,

D — BOX 456917016 2011-11-14 DEPT A [ACCOUNTING \\n Mountain 2011-11-14 Add to Cart ‘ -
DEPARTMENT] \
Pickups, Add Records
Fi —
Order Supplies to Cart \ -
Do you wan Do you want to open or save SearchResults_AssetsReport_100820141315.zip (7.27 KB) from www2.ironi

Administration

l Save |'H Cancel

Track Orders lying 1 - 10 of 100




