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Hold Codes

Hold codes override the retention fields on a record and prevent record
destruction. As a user you are able to assign hold codes directly to
boxes; administrators are able to create and assign hold codes to entire
record codes and departments.

Use this guide to learn how to:

« Assign a hold code to a box

* View the hold codes assigned to a box

* Remove a hold code from a box

Refer to the Managing Hold Codes How To guide for information on
creating hold codes and assigning/removing them to/from departments
and record codes.



Assigning a Hold Code to an Existing Box

Welcome rc2jen === SUPPORT + LOGOUT
A rONMOUNTAIN
RECORDS MANAGEMENT
| Search Tools v |« 321 Search Results o0 assign a hold code to a NEW box, @ Hei
: = s select Pickups, Add Records | Pickup List ——
e (add Records) and follow steps 1-5
ecord lype . . . i
6 i bows Biies W | M| oty customer outlined in the Creating a New Box How  [™** e
Customer I: To training guide. Q
| ABC [ABC-FOR RC CALC PROJ DO NOT CHA| v B = sox prssps iy e
Dl N PROJ DO NOT Ck . .
= e To assign a hold code to a box that is | Adion |
L B &= sox A5 HECFOR R already on the Pickup List, select Edit e
[ v from the Action dropdown to the right of [ Acton =
the box. The Box Details tab screen _
Bl & BOX ABC [ABC-FORRI Iron Mountain
h PROJ DO NOT CF Opens_
T
| e PROJDO NOT CHANGE]  Enabled " DEPARTMENT) o GRS
I Action V’
CB103 [LIST TEST] 20020020025 At Iron Mountain

Action

To assign a hold code to an

|

existing box (already at an Iron ey 20020020026 Atiron Mountain
Mountain facility), select DEPARTHENT]

Search, Retrieve from the Left-
Side Navigation bar.

Add to Cart

Action v

|

Add to Cart

Select Edit from the Action Action =
Dropdown. The Box Details tab View Details
screen opens. Edit

Search, Retrieve

WA Bt Refer to the Searching How To

training guide to learn how to
Search for and |Ocate the bOX. 9 NFRT R IFIl F 20020020029 At Iron Mountain

Order Supplies

Administration Request Unlisted File

Track Orders Displaying 1 - 100 of 321




Assigning a Hold Code to an Existing Box

|
soxperais | AU Combine hold codes and
Editinformation about the box. *|  record codes to create an

Customer effective, targeted retention \epartment

ABC [ABC-FOR RC CALC PRI B [FILE DEPARTMENT] v
program.

CHANGE] . =
Receipt Date ‘orage Size
07/21/2000

Refer to the Calculating
Retention How To training

SKP Barcode o o .

20020020027 guide for more information

Date
I |
“Customer Box Number about using record codes. Date
20020020027 3
Major Description  Fr e "~ Long Description

BRAD MCDONALD different people names here. similar
: names on

Minor Description To Date other boxes for all this unicode keyword

Reference 1 Reference 2
—€ @
Click the Assign link.

If you are assigning a hold

*Record Code ‘Hold Codes .
[BLakrForoEPTEl & N—— code to a NEW box, you will
Destruction Eligibility Period Assign | Remove click the Hold Code loo kup
el rather than the Assign link.




Assigning a Hold Code to an Existing Box

Only hold codes not already Apply filters to reduce the
assigned to a box are number of hold codes
available. o ok Codes 0020020077 displayed.

hold codes to assign to box(es) to prev

the box(es) display. Save box(es) to assign holds: ‘_‘___..-:‘—'
Select All | Deselect Al -

Hold Code Desr_uon Action

e e —

DEPTLEVELHOLDCODETEST
RAGHU
RTESTONE

4

oelect one or more hold
codes.

DEHHD O

Hold codes are created by
Iron Mountain based on
your requirements.

TEST

Note: When creating a new
box, you are able to select
and apply one hold code
only.

Click the hold code links to
view detailed information
about each hold code.

. | Page |1 oft| b bl | Displaying 1-5 of 5

Assign Holds

Click Assign Holds. The
hold is not applied until
you save the box.




Assigning a Hold Code to an Existing Box

Imanad: Na Ceatues At lron Mountain

= The On Hold box icon
esmomaion.  1SPlAYS after you save the
box. This visual indicator

Customer *Box Department

sscrec-rorre  @lSO appears on the Search v‘

oe | Results screen and in the Box Storage Size

0772172000 Retrieval cart. =

SKP Barcode Alpha From Create Date
20020020027

*Customer Box Number Alpha To Event Date

Major Description From Date Long Description

BRAD MCDONALD ’:Ig different people names here. similar
: names on

Minor Description other boxes for all this unicode keyword

Reference 1 Reference 2

Destruction Indicator Hold Codes
View Assigned

Destruction Eligibility Period Destruction Eligibility Date Assign | Remove
11/21/2000 11/21/2000

6
Click Save. The hold code is

not applied until you save the
box. -




Removing a Hold Code from an Existing Box

Box Number: 20020020027

BOX DETAIL FILES TRANSACTION HISTORY DATA HISTORY

Edit information about the box. *Required field

Customer Box Division

ABC [ABC-FOR RC CALC PROJ DO NOT Customer Not Division-Enabled
CHANGE]

Receipt Date
07/21/2000

Location
New Jersey, NJ

SKP Barcode Alpha From
20020020027

*Customer Box Number Alpha To
20020020027

Major Description From Date
BRAD MCDONALI

Minor Description
WINNIE MCFADDEN

Reference 1 Reference 2

*Record Code

[BLANK FOR DEPT B}
Destruction Eligibility Period
Undefined

*Box Department

DEPT B [FILE DEPARTMENT] [
Box Storage Size

12

Create Date

I =

Event Date

Long Description

different people names here. similar
names on

other boxes for all this unicode keyword
stuff.

Hold Codes
View Assigned

Assign | Remove

1

Click the Remove link.




Removing a Hold Code from an Existing Box

Note that only hold codes currently assigned o this box display. Save box(es) to rem
Select All | Deselect All

Hold Code Description Click the hold code links to

Ol view detailed information

Fl RAG RaGu! about each hold code.
RT1 RTESTONE |

2

Select the hold codes that
you wish to remove from
the box.

. | Page IZI oft| b bl | Displaying 1 -2 of 2

Remove Holds

3

Click Remove Holds. The
hold code is not remoed
until you save the box.




Removing a Hold Code from an Existing Box

Imaned: No Statue: At Ilron Mountain

~ After you save the box, the
eatinomatona.  ON Hold box icon is

Customer removed and the bOX’S “Box Department

ssouscroRr¢ retention fields govern its [FEFTETREDERIIEN [

CHANGE]
Box Storage Size

Receipt Date destruction eligibility. "
07/21/2000 g
A

SKP Barcode Alpha From Create Date

*Customer Box Number Alpha To Event Date

Major Description From Date Long Description

BRAD MCDONALD [:jg different people names here. similar
: names on

Minor Description To Date other boxes for all this unicode keyword

R T [ 5 =

Reference 1 Reference 2

*Record Code Hold Codes

[BLANK FOR DEPT B} View Assigned

Destruction Eligibility Period Assign | Remove
Undefined

4

Click Save. The hold code is
not applied until you save the
box.




Box Number: 20020020027

BOX DETAIL FILES

Edit information about the box. *Required field

Customer

ABC [ABC-FOR RC CALC PROJ DO NOT
CHANGE]

Receipt Date
07/21/2000

SKP Barcode
20020020027

*Customer Box Number
20020020027

Major Description
BRAD MCDONALD

Minor Description
WINNIE MCFADDEN

Reference 1

Destruction Eligibility Period
11/21/2000

TRANSAC

HISTORY DATA HISTORY

Box Division
Customer Not Division-Enabled

Location
New Jersey, NJ

Alpha From

Alpha To

I

From Date -
I =
B

Reference 2

Destruction Indicator

Destruction Eligibility Date
11/21/2000

e

Viewing an Existing Box’s Hold Codes

You are able to view hold codes
assigned to a box while in View and
Edit modes.

Create Date
Event Date

Long Description

different people names here. similar
names on

other boxes for all this unicode keyword
stuff.

Hold Codes
View Assigned

Click View Assigned.

Assign | Remove




Viewing an Existing Box’s Hold Codes

Hold Codes Assigned to Box Number: 20020020027 | Close [X|

Hold codes currently assigned to this box. Click to view detailed information about a hold code.

2

Click the hold code Hold Code Description Hold Type Action
ik o e detailer | e |
information about the DEPTLEVELHOLDCODETEST Box Hold

hold code. RAGHU Box Hold
RTESTONE Box Hold

. | Page D oft | » sl | & | PerPage: | Displaying 1-3 of 3




Viewing an Existing Box’s Hold Codes

3

Detailed information
about the hold
displays. Hold codes HOLD DETAILS

are created and
maintained by Iron

Information about this hold code.

Customer Boxes on Hold

M ou ntal n. ABC [ABC-FOR RC CALC PROJ DO NOT 79
CHANGE]

Hold Code
DEP

Hold Description
DEPTLEVELHOLDCODETEST

Approval Date
08/08/2016

Review Date

08/08/2016
Approver
TESTONE

Requestor

TESTINGONE
Approver Phone
7411268718

Requestor Phone
1231231231

Notes
TEST

4
Click Close.




Viewing an Existing Box’s Hold Codes

Hold Codes Assigned to Box Number: 20020020027 | Close (X
Hold codes currently assigned to this box. Click to view detailed information about a hold code.

Hold Code Description Hold Type Action

I e

DEPTLEVELHOLDCODETEST Box Hold
RAGHU Box Hold
RTESTONE Box Hold

5
Click Cancel when you have Zyss Son e
finished viewing the hold
codes. You are returned to
the Box Details screen.



