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Overview: Editing Multiple Boxes or Files

Multi-Box and Multi-File edit functionality enables you to add and
overwrite field values on 2-100 existing boxes or files at one time.

This time-saving feature enables you to quickly make bulk
changes to records that you have stored with Iron Mountain.

Multi-box and multi-file edit requirements:

« 2-100 items must be selected

* Items must be the same record type (boxes OR files)
* Boxes must belong to the same customer

» Files must belong to the same customer, division and/or department
and cannot include open shelf files



Editing Multiple Boxes or Files

-. Welcome rc2jen SUPPORT - LOGOUT
A ronMouNTAN
RECORDS MANAGEMENT 2

e ShEs¥ Enter a keyword, set additional filters @ rew
[oisT TR = as necessary then click Search. & Export -

Record Type

® Al © Boxes O Files u Refer to the training guide
Customer for more detailed information on
RGC2M2 [RC2M2)| X v . : :

using Search functionality.

Department
|AII |v

Status
[an =

File Group

Select Search, Retrieve.

Pickups, Add Records

Bulk Upload

Order Supplies

Administration

Track Orders



Editing Multiple Boxes or Files

Welcome rcZjen i usA SUPPORT » LOGOUT
A IRON MOUNTAIN®
RECORDS MANAGEMENT

« 5,000 Results of 16,748 "L ® Retrievals (5)
|“ |- | Action ¥ | | Request Unlisted Open Shelf File ‘ Export =

Record Type

Cran © soxes (O Files n Your search results returned 16,748 records, which e AT
IC;;?MTTQQM =l = Select multiple boxes or files: _
Depariment v|E « Click the multi-select checkbox at o Aetion

[ v - : the top of the column to select all

sttus L A - e items on the current screen Atren weuriain
|ﬁll |" FLG.RMT=1] OR | Action - |
File Group . .
= sox srRspToR  Cusiomertot R _Cllc_;k_the checkbox to the left of Atron Mountain
[ seron | FLG.RMT=1] individual boxes or files | Action v|
E "'""' Eox JA‘:.T?’ER[RS;22=?RE g:fi’;?;:—eér?:l:led [ACCOUNTING] Atlron Mountain
‘ FLG.RMT=1] | Action - |
W e ARREARS,B0=7,RE Si?i?éﬁ?éi‘:émo - S AttronMounin
FLG.RMT=1] .. . | Action v|
To use multi-item edit:
Yo MEERL. SETE. |+ 2-100 items must be selected
FLG.RMT=1 = =
: - Items must be the same record — |
B 0x AR o0-7RE ohason vt type (boxes OR files)
Fre M=l * Boxes must belong to the same | Action v
M 5 gox JARRZ [STOR Customer Not customer At Iron Mountain
Pickups, Add Records N ARREARS BC=T.RE Division-Enabled .
: FLGRMT=1] * Files must belong to the same C Adton v
Bulk Upload e e
— Il = sox JARR3 [STOR Customer Not customer, division and/or At Iron Mountain
——— Famrony o e department and cannot include [ faen |V
ministration .
Track Orders | Page I:I of50 | b M | @ | PerPage: Open shelf files Displaying 1 - 100 of 5000
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Welcome rc2jen SUPPORT » LOG OU)

A Ron MOUNTAIN®
RECORDS MANAGEMENT

« 5,000 Results of 16,748 @ Hep Retrievals (5)
- |- | Action ¥ | | Request Unlisted Open Shelf File ‘ Export

Record Type Add to Cart

@Al @ Boxes O Files Remove from Cart ults returned 16,748 records, which exceeds the 5,000 record limit. Pleage narrow your search or view the 5,000 records in the grid below.

Customer
| RCZM1 [RC2ZM1] |V Request Unlisted File{s}
Eription ! .. SKP Barcode Status Action
Department
5 | [ '
|.NI |V
Status 108847258 At lron Mountain Add to Cart
Multi-ltem Edit
| Al | N | Atien i |
File Group M 5= gox RC2M2 [RCZM2]  Customer Not 75 [HICKORY Msjor Description 2 108847260 At Iron Mountain Add to Cart
Division-Enabled RIDGE DIST CTR-
i - L=<
ﬁ - BOX RCIMZ [RC2ZM2Z] Customer Mot 75 [HICKORY Major Description 1 102847281 At Iron Mountain Add to Cart
— Division-Enabled RIDGE DIST CTR-
4 mo] | Action - |
I BOX RCIMZ [RC2ZM2Z] C!Jgtl?mer Mot 75 [HICKORY Major Dascription 10 102847262 At Iron Mountain Add to Cart
o Division-Enabled RIDGE DIST CTR-
mb] | Action - |
F I BOX RC2ZMZ [RC2ZM2] Customer Mot 75 [HICKORY Major Description 10 108847263 At lron Mountain Add to Cart
R = PR
Division-Enabled RIDGE DIST CTR-
L | Action - |
RC2IMZ [RC2ZM2] Customer Mot 75 [HICKORY Major Description & 102847264 At Iron Mountain Add to Cart
Division-Enabled RIDGE DIST CTR-
Mol | Action - |
Search, Retrieve M = sox RCIMZ [RCIMZ]  Customer Mot 75 [HICKORY Mejor Description 2 102847265 At Iron Mountain Ada to Cart
. — Division-Enabled RIDGE DIST CTR-
Pickups, Add Records MD]
| Action - |
Bulk Upload -
|i‘ I BOX RC2ZMZ [RC2ZM2] Customer Mot 75 [HICKORY Major Description 1 102847266 At Iron Mountain Add t
= - o Cart
Order Supplies N Division-Enabled RIDGE DIST CTR-
. N mb] | Action - |
Administration LW
| _ . I " =

<



Editing Multiple Boxes or Files

Multi-Box Edit

MULTI-BOX EDIT
You are modifying field values on 3 boxes.

Enter figld valuss that will overwrite the existing values on each of the boxes that you selected. Leave a field blank to skip overwriting it and
retain the exisfing fisld value.

Customer Box Division

JSRC2 [SRVC CF.BC=B.RMT=5] |

Customer Box Number Alpha From Create Date

|.JS-2G1?DD1 | |

This exam P le shows Major Description Alpha To

|V|U|tI-BOX Ed|t The |HendersonA|:counlingaudit | |

Minor Description From Date Long Description

Multi-File Edit screen is | [outeors

slightly different; Reference 1 o Date
however, the process is | oata2021|
the same.

Record Code Destruction Indicator Hold Codes
| 123123 | Select |V

Azsign | Remowe

Destruction Eligibility Date

| =

You are able to select

and overwrite the
retention field values.
— Cunflrrn>

Enter values that will
overwrite the existing
value on each of the
selected boxes or files.

Fields that you leave
blank will not be
overwritten.

Click the x above the

) right corner of a field to

clear it and replace it
with a blank entry.

Click the x within a
field to clear data from
your current session
that you have not yet
confirmed and
overwritten.

H100% v




Editing Multiple Boxes or Files

Multi-Box Edit

CONFIRM UPDATE
Review the field values and the items that will be updated, then click Finish to update the values on the selected items.

Field values to be modified: Items to be modified:

Destruction Indicator ' 12203782
N

Permanent

' 12203783
Customer Box Number

JS-20170001
Major Description
Henderson accounting audit
From Date

01/08/2018

To Date

01/10/2021

Record Code
123123

Review the field values and items
that will be updated. Click Finish.

— The field values on the selected
e Items are updated.




