Customizing Box Templates
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Customizing Box Templates

Box templates control which fields display on screen and which
fields must be completed when a customer creates a box.

As an administrator, you are able to define custom box templates
based on a customer’s specific data entry and tracking
requirements.

Use this section to learn how to:
» Create custom box templates
* View and edit custom box templates

« Remove box templates
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Creating a Custom Box Template

Welcome rc2jen === USA SUPPORT + LOGOUT

A IRON MOUNTAIN®

A
RECORDS MANAGEMENT 3

Administration «|  Manage Box Templates Click Create Box Template. @ rer

Manage Organizations Box templates drive data entry when a use ields are required and enabled. Assign box templates to customers. Customers not using a custom box

template are automatically assigned tp

Manage Supply Lists JE—
Create Box Template Reset View !
> Manage Box Templates

Customer Action

(e v e i |

Default: ABC, JARR, MARR, MCARR, MCCF1, MCSCF, MFAX2, RC2M1, RC2M2, RC2M3, RC2IM4, RC2MS, RC2M6, RC2M7, RC2M8, RC2M3, RC2MA, RC2MB, RC2S9 n

Manage Addresses

| View |

JSRC2

2 |
Select Manage Box Templates. eview the Iron Mountain

default box template;

review, edit and remove
custom box templates.

Select Administration.

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

Order Supplies

Track Orders Displaying 1-2of 2
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Creating a Custom Box Template

Welcome rc2jen === USA SUPPORT v LOGOUT

A IRON MOUNTAIN®

5
Click Box Fields to select the fields
that will be required, disabled and
enabled when a box is created.

RECORDS MANAGEMENT

0 Help

Administration «|  Manage Box Templates

Manage Organizations
Choose Customer

Manage Supply Lists

> Manage Box Templates
Box Fields > Reset View
Manage Addresses

Select the customer this template appllsT0o. You are only able to select customers that are not already associated with a box template.

Customer Customer Name Status Action

lType here then click filter | |Type here then click filter | IAII l"
[[] asc 4 : Active
mi Select the Customer you wish to :Z"':

v
B meaRR create a template for. You are only P
F] mecr able to customize a template for one e
«[F] mescF customer at a time, and for customers Active
MFAX2 without a custom template who are Active
B Rew assigned to the Iron Mountain default et
B oo box template. Arie
RC2M3 Active
[F] Rc2ma Active
(A Active
B Example: We are creating a custom Acive
template for customer RC2M5 This i
RC2M8 : Active
SasctiRaitn == template will apply to all future boxes e
RC2MS5 creates. :

Pickups, Add Records [[] Rc2MA : Active
T —— RC2MB RC2MB Inactive
[7] Rc2se RC2S9 Active

Track Orders [ 4 4 | Page E‘ oft| b bl | Displaying 1 - 19 of 19
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Creating a Custom Box Template

Welcome rc2jen USA SUPPORT ~ LOGOUT

<lick Confirm to continue to the
Confirmation step in the wizard where
a2l VOU review your settings and create
the box template.
[

Determine which fields o

Discard your changes and
go back to the list of box
templates to restart this

s process.

<!ay and which field equired when users create a box for this customer

S _ Select the Key Identifier. The Key
Manage Addresses I < Choose Customer' I Cancel ‘ Identifier is used to |dent|fy and track
boxes throughout their lifecycle.

'Key Identifier:
" Customer Box Number IVV
| Field Name Enabled Required
| SKP Barcode ]
l Customer Box Number v v
| Department ID v
! Reference 1 O ?
ipti v
o back to the Choose ::z::,:: g Select the fields that will be required,
Customer step and select | B enabled and disabled when this
different field settings. | B customer creates a box.
Changes you have made will |_, F
be discarded. | B
"::::e[::e g Example: Customer RC2M5 is set up
A B to track boxes by_box number. You
S S rurior inemior ] can also see the fields that will appear
! R RS A on screen, and that are required when
Pickups, Add Records P ] RC2M5 creates a new box.
Order Supplies

Track Orders
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Creating a Custom Box Template

Welcome rc2jen === USA SUPPORT v LOGOUT

Discard your changes and
go back to the list of box

templates to restart this <2
s process. 9

Review the template and click Finish
to save and apply it.

Confirm

i | <Box Fields | | Cancel |

>

_Cus’comer Box Number
emplate Summary

Go back to the Box Fields sode: Enabled
step and select different

field settings. Changes you
have made will be bt D: Required
discarded.

m

r Box Number: Required

e 1: Enabled

Major Description: Enabled

Search, Retrieve Minor Description: Enabled

Pickups, Add Records Alpha From: Enabled

Order Supplies
= - Alpha To: Enabled

Track Orders From Date: Enabled |
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Viewing a Custom Box Template

A IRON MOUNTAIN®

Welcome rc2jen USA SUPPORT ~ LOGOUT

RECORDS MANAGEMENT  Example: The Iron Mountain default
Administration box template isdisplayed at the top of @ Hep

th € I ISt . ox; templates control which fields are required and enabled. Assign box templates to customers. Customers not using a custom box

e automatically assigned to the default template.

Manage Organizations

Manage Supply Lists

1+ Box Template ‘ Reset View ‘
> Manage Box Templates I
Manage Addresses \ Action
tpetare i |
Default: ABC, JARR, MARR, MCARR, MCCF1, MCSCF, MFAX2, RC2M1, RC2M2, RC2M3, RC2M4, RC2M6, RC2M7, RC2M8, RC2M3, RC2MA, RC2MB, RC2S9 n ‘ — ‘
oo i ]
JSRC2 ’ Action |
Action |

Click the Action dropdown. Select
View to open the View Box Template
screen.

Example: The custom template we
created for RC2M5 is displayed as a
separate line item.

Search, Retrieve

Pickups, Add Records

Order Supplies

Track Orders | 4 |page [t JoFt] b bi|R® Displaying 1- 3 of 3
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Viewing a Custom Box Template

View Box Template: JSRC2

BOX FIELDS HISTORY - EEE—

Tab between the Box Fields
screen and the History
screen. The History screen
Key Identifier displays alog of changes
B made to this template.

Determine which fields display and which fields are required when users create a DoX ivi v~

Field Name

SKP Barcode

Customer Box Number

Division ID

Department ID

Reference 1

Major Description

Minor Description

Alpha From

Alpha To

From Date

To Date

Create Date
T Event Date E
You are also able to edit and |~ Review the settings and click Close to
remove whilein view mode. ' , 'Remove || Close return to the list of box templates.

Qi NS PSRN N S| St 8K 2SS
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Editing a Custom Box Template

A . Welcome rc2jen USA SUPPORT + LOGOUT
IRON MOUNTAIN®

RECORDS MANAGEMENT

Administration «|  Manage Box Templates

© tep

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 are automatically assigned to the default template.
Manage Supply Lists

Create Box Template | Reset View ‘
anage Box Templates —_—

Manage Addresses Customer

(et tecicre |

Default: ABC, JARR, MARR, MCARR, MCCF1, MCSCF, MFAX2, RC2M1, RC2M2, RC2M3, RC21M4, RC2M6, RC2M7, RC2M8, RC2M8, RC2MA, RC2MB, RC259 n

| view
JSRC2 ’—Acﬁon -1
RC2MS m;
Click the Action dropdown. Select
Edit to open the Edit Box Template
screen.
Search, Retrieve
Pickups, Add Records
Order Supplies
Track Orders | 4 |page [t JoFt] b bi|R® Displaying 1- 3 of 3
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Editing a Custom Box Template

2
St s Hore conirol the fields that
entries here control the fields that are
BOX FIELDS required, enabled and disabled when
a user creates a box.

Determine which fields display and which fields are required when users create a box for this customer.

Key Identifier

Customer Box Number Vi

Field Name

SKP Barcode
Customer Box Number
Department ID
Reference 1

Major Description

Minor Description

g
EHHH\\Hi

Alpha From

i ) O RS I U

A
Alpha To 3

Fron Date Save and apply the changes to the
To Date template.

Create Date

Sl

Event Date
Long Description

Destruction Indicator

SEEE
AEEE O

_Destruction NDate

10
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Removing a Custom Box Template

A . Welcome rc2jen == USA SUPPORT + LOGOUT
IRON MOUNTAIN®

RECORDS MANAGEMENT

Administration «|  Manage Box Templates © tep
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 are automatically assigned to the default template.
Manage Supply Lists

Create Box Template | Reset View |
Manage Box Templates e

Manage Addresses Customer Action

(et tecicre |

Default: ABC, JARR, MARR, MCARR, MCCF1, MCSCF, MFAX2, RC2M1, RC2M2, RC2M3, RC21M4, RC2M6, RC2M7, RC2M8, RC2M8, RC2MA, RC2MB, RC259 n

| view |
JSRC2 [oacsonns]

RC2MS

Click the Action dropdown. Sselect
Remove.

Search, Retrieve

Pickups, Add Records

Order Supplies

Track Orders |4 4 |pPage [1 |oft| b bi|®

Displaying 1-30of 3
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Removing a Custom Box Template

Remove Box Template Close [X|

Are you sure you want to remove the box template
’ RC2M5?
&

Remove

2
Click Remove. The template is
permanently removed and the

customer is added back to the Iron
Mountain default template.
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