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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
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Enter a keyword, set additional filters 

as necessary then click Search.  

Refer to the Searching training guide 

for more detailed information on 

using Search functionality.

2

Select Search, Retrieve.  

1



5

i
Select multiple boxes or files:

• Click the multi-select checkbox at 

the top of the column to select all 

items on the current screen  

OR

• Click the checkbox to the left of 

individual boxes or files
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To use multi-item edit: 

• 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 
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iSelect Multi-Item Edit.  The Multi-Box 

or Multi-File Edit screen opens. 
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Click the x above the 

right corner of a field to 

create a blank entry 

that clears the field 

value on each of the 

selected boxes or files.
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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.
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Click Confirm.
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You are able to select 

and overwrite the 

retention field values.

i

This example shows 
Multi-Box Edit.  The 
Multi-File  Edit screen is 
slightly different; 
however, the process is 
the same. 

Click the x above the 

right corner of a field to 

clear it and replace it 

with a blank entry.

i

Click the x within a 

field to clear data from 

your current session 

that you have not yet 

confirmed and 

overwritten.
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Review the field values and items 

that will be updated.  Click Finish.  

The field values on the selected  

items are updated.  
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