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Overview: End-to-End Box Creation

All of the steps required to use Iron Mountain Connect Records
Management to prep and create a box for pickup. Using Iron Mountain’s
electronic system has many advantages:

« Metadata entry is quick, simple and secure
» Eliminates paper transmittal forms
* No need to contract with Iron Mountain for data entry

Use this guide to learn how to:
* Choose the box label

* Use Iron Mountain Connect Records Management to:
« Create the box record and enter its metadata
* Place a pickup order for the box



Choose the Box Label

1

Fill the box and choose the appropriate label. Iron Mountain uses Radio
Frequency ID (RFID) labels.

Built-in RFID Label

Choose RFID-ready boxes that include a built-in RFID barcode label and
checkboxes for use if box content needs to be:

U Listed

U Imaged

RFID Blue Label: Standard

-

mmmmmmmm

Choose RFID blue labels to have your boxes sent directly to the shelves for
storage.

RFID Green Label: Data Entry

Choose RFID green labels to have your boxes individually listed and stored
based on the file and box label information.

RFID Orange Label: Imaging

Choose RFID orange labels to have your boxes sent to a Document Imaging
Center to be imaged for electronic retrieval.




Log In to Iron Mountain Connect Records Management

4 Welcome Adming Admin8 PROFILE
A IRON MOUNTAIN®

My Quick Links

I3 ENGLISH (CANADA) ~ SUPPORT ~ LOG O

ks

@ System Notifications

» Records Management
» My Profile

» Resources = Log in to the Iron Mountain Connect
i e homepage and select Iron Mountain
Resources I= Connect Records Management.

View Messages

I»

~ Email question to support .
8| Use Iron Mountain Connect Records
By Phone i .
24 hours/day, 365 dayslyear. Csa Management to electronically create the

General Inquiries: 800-934-3453
(US) or 800-327-8345 (Canada)

box and enter it’s metadata, eliminating

Technical Support: 800-934-3453 H
et the paper transmittal sheet.

Business Needs: 800-934-3453
(US) or 800-327-8345 (Canada)

< LU

Removal of Inactive Accounts

As part of our regular maintenance process,
Iron Mountain will be removing any users
who have been inactive since October 1,
2012. We encourage administrators to
regularly maintain the list of users to ensure
only active users have access to the system

March 13th, 2014 - IMConnect User Profile
Maintenance

What's New

Enhanced Search Functionality for Iron
Mountain Connect Records Management

What's New — IMConnect September 2014
Release

Document Imaging
Solutions

Find what you need -fast.
Shorten response times.

Learn more=



Create the Box

Welcome rc2jen SUPPORT » LOGOUT

A RoNMOUNTAN:

RECORDS MANAGEMENT

Pickups, Add Records

Pickup List {Add Records) @rep | Pickups (0)

Pickup List (Add Records) Add and edit detailed information for records and select items to be picked up and stored at Iron Mountain. To place a vault services or file-only order, click the Pickup Cart to move to the Pickup
Add and edit detailed information for records you will Qrder Cart [tems screen.
be storing at Iron Mountain.

| Add Box | | Add File | | Refile Box

w  Select Customer 7| “ & Export

g’ SKP Barcode Customer Division Description Status Action

| | CO—
MIN1 New Box ~

Select Pickup List (Add Records). The

Pickup List shows boxes that have . New Box

been created but not yet sent to Iron

Mountain for storage. 1 New Box

_

Search, Retrieve

Pickups, Add Records 5 FecesnTEE d CEPARTMENT Hew Box

Bulk Upload

Order Supplies New Box
Administration CrANEE v
Track Orders 4 4 | Page D of2 | b B |2 | PerPage: Displaying 1 - 25 of 43




Create the Box

Welcome rc2jen SUPPORT » LOGOUT

A IRON MOUNTAIN®

RECORDS MANAGEMENT

Pickup List (Add 5 (7 LU %/ Pickups (0)

Click Add Box.

Pickups, Add Records

Pickup List (Add Records) Add and edit detaj

e picked up and stored at Iron Mountain. To place a vault services or file-only order, click the Pickup Cart to move to the Fickup

Add and edit led information for records you will QOrder Cart [ter
& storing at Iron Mountain.
| Add Box | | Add File | | Refile Box |
Action w  Select Customer 7| n & Export
9" Record Type SKP Barcode Customer Division Department Description Status Action
E ]| | I I || [ [
= ABCS5HT3 ABC[ABC-FORRC  Customer Not MASTER MIN1 New Box
‘o New Box CALC PROJ DO'MOT  Division-Enabled DEPARTMENT AUGoEa
4
—* ABCS5HT3 ABC[ABC-FORRC  Customer Mot MASTER New Box
e MW Box CALC PROJDONOT  Division-Enabled DEPARTMENT
— ABCS5HT2 ABC[ABC-FORRC  Customer Mot MASTER New Box
s\ Mew Box CALC PROJDONOT  Division-Enabled DEPARTMENT
Search, Retrieve
- ABCS5HT33 ABC [ABG-FORRC  Customer Not MASTER New Box
Pickups, Add Records o Mew Box CALC PROJ DO'MOT  Division-Enabled DEPARTMENT
Bulk Upload
- = ABCS5HT34 ABC[ABC-FORRC  Customer Not MASTER New Box _
Order Supplies "o NEw Box CALC PROJDONOT  Division-Enabled DEPARTMENT UG
Administration
Track Orders [4 4 | Page D of2 | b B |2 | PerPage: Displaying 1 - 25 of 43




Create the Box 8

Standard Carton

1STLX 127W x 107 H (1.2 cudic feet)

Check Carton

2L XTWXI0"H

Letter Transfer Carton

24°L X 12°W x 107 H (2.4 cubic feet)

Legal Transfer Carton
24°L x 15°W x 10" H (3.8 cubic feet) 6

X-Ray Carton Select the box type.

1S xB.25W x 107 H (1,8 cubic feet)

Small Planner Carton
ALxAWxXIH

Medium Plan Carton

A¥LxEWxEH

Large Plan Carton

4L X925 Wx925H




Create the Box

v

Enter box metadata that : P Use Customize Layout

will be used for searching - to change the field

and tracking this box labels and layout during
9 . : Enter information about the box. "Lock” keeps values when adding another box. *indicates requred  >Customize Layout the current data entry
Complete all required

. . * Customer Division *Department (10ck) session.
fields (marked with ). RC258 [RC258] Customer not Division enabled DEPT A[ACCOUNTING DEPART v

' i Your system
Complete optional fields SIP Box Nusber 002K Alpha From (1ock) Event Date (ock) Y

as appropriate. Optional 98765473 - ?ﬁemég;zgﬁtﬁglggn;%ls
fields make it easier to

* Customer Box Number (19%) Alpha To (10cX) Long Description (1<) field labels on this

locate and manage your e screen.

records.

Reference #1 (10c%) From Date (19¢%)

*Major Description (l0ck) To Date (lock)
8 Human Resources

Click Save Box & Cl0Se t0  |[Iiualumshamebttin Create Date (0 ave data entry time by

locking fields that
save the box metadata and (ks C g

he Pickup Li contain data that you
return to the Pickup List. T PR - — will reuse. The data

= Seled Q remains in the field until

‘ you unlock.
s




Place the Pickup Order

Welcome rcZjen SUPPORT » LOGOUT

A IRON MOUNTAIN®

RECORDS MANAGEMENT

Pickup List (Add Records) (2 GV W/ Pickups (0) -

Add and edit detailed information for records and select items to be picked up and stored at Iron Mountain. To place a vault services or file-only order, click the Pickup Cart to move to the Pickup

Pickups, Add Records

tfn_rmation for records you will Qrder Cart [tems screen.
ntain.
| AddBox | | AddFile | | Refile Box |
Action w  Select Customer |CDRPT [RPT CUSTOMER FOR RCC PROJECT] |V “ ! Export
” Record Type SKP Barcode Customer Division Department Description Status Action
[ [ | | Il | | JE I
:-_: Mew Box B7ES4T3 EBETPEIEHRI'E?FOR gﬁﬂeél:i?led gié‘glE?MENT Hew o

The box that you created displays on the pickup
list. Follow the steps below to add it to the cart
and begin the process of placing a pickup order.

Search, Retrieve
Pickups, Add Records a. Select the same customer that you entered on
the box from the Select Customer dropdown.

‘ 9

Bulk Upload :
- : This enables the cart.
rder Supplies . o
—— Click the Add to Cart button to the right of the
Administration
Track Orders | P of box you created. Displaying 1 - 1 of 1
L Click the Pickups button to open the pickup e

order wizard, which steps you through the
order process.



Review Pickup Order Items

A Welcome rc2tom === USA SUPPORT -+ LOGOUT
IRON MOUNTAIN®

RECORDS MANAGEMENT
Cart «|  Pickup Cart @ Hep
okl 8) W Cart (2) tems Dic

>Supplies (0)

Review pickup order items and specify internal biling information. Update order as necessary.

’_M‘ Add More Records ‘

Customer: JSRC2 [SRVC CF,BC=B,RMT=5] Line items (2) & S

>Pickups (2)

*Bill To Division: p Q [DIVISION TWO] *PO Number: |JSRC2"

*Bill To Department:
i Instructions:

Review your pickup order and specify any
required information (marked with a ), then click

m

] stancard arton Next to move to the Pickup Order Details step in afeowis
(IERRE® the wizard and enter shipping information. Number of Update
Returns:
Search, Retrieve ctions: | Deliver to Betty Smith (610) 772-1228 x133|

Pickups, Add Records

Order Supplies

Administration I
s Standard Carton Status:New Box(es) E

Track Orders




Review Pickup Order Detalls

IRON MOUNTAIN®

12

13

Welcome rc2tom === USA

v LOGOUT

Verify the pickup address and edit the - Verify your shipping Finalize your order. Your records will
priority and carrier. -

contact as necessary. Click the

>Change Address link to select or create

a new address.

ent of this order.

““cup Details

| <Back to Cart | ’ Add More Records | [0 Eu e

be picked and a confirmation will be
emailed.

Search, Retrieve

Pickup Address
RC2M1 [RC2M1]

35 Main Street

Shipping Priority

© Normal 10/13/2015 5:00 PM EDT
© Scheduled by 5:00 PM on

4900 sEMNARY ROAD | Carrier

!Addfess Line 3 ‘ © Iron Mountain
Floor: |Floor © Customer Drop Off
ALEXANDRIA, VA 22311 © Third Party

>Change Address
Pickup Contact

| RC2M1 Contact ’

' Contact Phone \

> Use My Contact Information

y
.
4
A

Pickups, Add Records

Order Supplies

Administration

Track Orders

Customer: JSRC2 [SRVC CF,BC=B,RMT=5]

Bill To Division: DIVISION TWO

Bill To Department: DIV TWO, INS 2 FORMAT

Enter the email address of
user(s) who will receive the
order confirmation. The
primary contact receives all
order-related emails. Non-
primary contacts receive
confirmation emails only.

Email Confirmation(s)
Primary

‘Jane.Smith@ironmoumain.conJ‘ ]

| Addtional Email |®
| Addtional Email |®
Order SN

Instructions

Enter text

nter any instructions that
are specific to this overall

order.

PO Number: JSRC2™

m

#100% ~




Finalize the Pickup Order

Welcome adming o USA SUPPORT ~ LOG OUT
A Rox MoUNTAN'
RECORDS MANAGEMENT

Cant < Pickup Cart

>Ratravals (1) : i
atrievals (1) ¥ i ; W Order Complete

>Supples (0)
Thank you. Your order has been submitted.
< Start a New Pickup Order
Mm\dmnﬁmamnvdbew\tmkcre!a:;rﬁt‘nrzncom /

Delivery Address: 4 Main Stre

ot he user who will receive Return to the Quick Pickup
eenaLavs - emaill confirmation for this Order screen and begin a
order. new order.
| RC258 [RC258] S
°om«nm Order Type ftem Count View Order
128471372 Pigwp (1) hem

Click the blue order number or the
View Order button to open the Order
Information and Order History tab
screens where you can review and
cancel your order. Refer to Tracking
Your Orders for additional information.

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders




Additional Resources

Iron Mountain has additional training resources to help you:

« ONLINE HELP is available from each screen in the
application by clicking the help icon @.

« HOW TO documents are available from the Iron Mountain
Connect homepage. Simply click Quick Links |
Resources | Training.

For more information on creating boxes, refer to these
How To documents:

« Creating a New Box

* Placing a Pickup Order

« Tracking Orders



