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Creating Custom Supply Lists

Custom supply lists allow you to control the inventory available to your
users.

As an administrator, you create supply lists on a customer-by-customer
basis. This means that you can apply one standard list to all of the
customers in your organization, or apply specific lists based on the
needs of a single division or department.

Use this section to learn how to:

» Create a new custom supply list and assign it to a customer, department or
division

* View and edit existing custom supply lists

 Remove custom supply lists and use the default supply list
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Creating Custom Supply Lists

Welcome rc2jen === USA

A : SUPPORT + LOGOUT
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3
Click Create New Supply List.

ype part of the description
and click Filter to quickly filter
the supplies that appear on the
| list.

Create New Supply List — g

@ Hep

Administration [«|  Manage Supply Lists

Manage Organizations Custom supply lists limit the supplies access4 %er. Customers not assigned a custom supply list automatically use *-

> Manage Supply Lists

’ Reset View A

Manage Box Templates

Manage File Templates

Manage Addresses

4 MFAX2, RC2M1, RC2M2, RC2M3, RC2M4, RC2KS, RC2M7, RC2M8, RC2K9, RC2MA, RC2S9

- | View Supply List |

2 You cannot edit or delete the default supply list.
Select Manage Supply Liststo | View Supply List | | Remove |
access the Customer ID Supply List

screen. ’ View Supply List ‘ ‘ Remove ’

eview this customer’s
supply list.
Eigkups, fdd Reconds Select Administration. T
Order Supplies

Use the left-side navigation bar to
Track Orders @ move within the different functional Displaying 1 -3of 3
areas in Iron Mountain Connect
Records Management.

Search, Retrieve
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Creating Custom Supply Lists

Click the multi-select checkbox -—

to select All Customers if you S

Admi-are creating a supply list that Click Choose Supplies to open the
applies to all customers. Supply Selection screen and select
PR D R} supplies to add to this list.

Manac

fthe customer(s) to whom this supply list will? ave a custom supply list can be selected.

Manage Box Templates

Reset Vieww

Manage File Templates
Manage Addresses [ customer Customer Name Status Action
Type here then click fitter Type here then click fiter
MCCF1 BILLABLE CF TEST, BC=6, REMIT=3 Active
[ MmFax2 FAXTRIEVAL REMMT=1, DEPT BILLCODE=4 Active
RC2M1 RC2M1 Active
RC2M2 Active
2 RC2M3 Active
] RC2M4 Active
B RC2MS Active
il RC2M7 Active
[ RC2M8 Active
=l Select the Customer (s) that will use s e
this supply list. RC2MA Active
| RC2S9 Active
You are only able to create a custom
supply list for customers who

Search, Retrieve currently use the Iron Mountain

Pickups, Add Records default supply list (that do not already

Order Supplies have a custom supply list).

AG atio

isplaying 1 - 12 of 12
Track Orders i

#100% ~
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Creating Custom Supply Lists

IRON MOUNTAIN®

RECORDS MANAGEMENT

o back to the Customer Selection
| screen and select a different
| customer.

Administration << Manage Supply Lists

S -
> Manage Supply Lists

Select the supplies to which this customer will h==_"access; deselect to restrict access to supplies.

Manage Box Templates

Manage File Templates i < Choose Customers | ’ Cancel | Confirm Summary >

Reset View i

7 = : :
Manage Addresses [ | Description <lick Confirm Summary to review the Action
i customers and supplies that will
Type here then click fiter . .
| make up this custom supply list. :
Clicking Confirm Summary does NOT 2
save your list.

m

2000 B [2000 STANDAR® am Only)] 10/Pack

15X 12" WX 10°H Click to select supplies to add to this
2000 T [2000 STANDARD LETTER/LEGAL CARTON (Top| ([l

2000A [2000A AUTO-FOLD LETTER/LEGAL CARTON] 10/Pack
15"Lx12°Wx 10°H
2000A B [2000A AUTO-FOLD S ONLY (Bottom Only}] 10/Pack

Search, Retrieve

Pickups, Add Records

Order Supplies 15"Lx 12" Wx 10°H

——— [ — 2000A T [2000A AUTO FOLD LETTER/LEGAL CARTON (Top Only)] 10/Pack
Administration : -
Track Orders |14 4 | page of1a| b bl | & Displaying 1 - 20 of 274
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Creating Custom Supply Lists

elcome rczjen ==
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Administration «| Manage Supply Lists 0 Help

Manage Organizations -
Confirm Summary
Review the summary of the supply list you created and the customers assigned Review and Verify that the customers
and supplies assigned to the list are
correct. Click Finish to save this

Manage Box Templates

Manage File Templates ’ < Choose Supplies ’ ‘ Cancel ‘ Finish

Manage Addresses .
custom supply list.
LIES
Go back to the Supply 100 STANDARD LETTERILEG . .
Selection screen and 2000A AUTO-FOLD LETTER/LE iscard this ||St, return to the

Manage Supply Lists screen
and restart the process of
creating a custom supply
list.

choose different supplies or
add supplies to this list.

Search, Retrieve

Pickups, Add Records

Order Supplies

Ad atio

Track Orders
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Viewing & Editing Custom Supply Lists

Welcome rc2jen == yUSA SUPPORT v LOGOUT
A IRON MOUNTAIN®
RECORDS MANAGEMENT
Administration 1« Manage Supply Lists 0 Help
Manage Organizations Custom supply lists limit the supplies accessible to a customer. Customers not assigned a custom supply list automatically use the default list.

Manage Box Templates . .
Customer Supply List Action

Manage File Templates
Manage Addresses

Default: MCCF1, MFAX2, RC2M3, RC2M4, RC2K5, RC2M7, RC2M8, RC21M9, RC2MA, RC2S9

| View Supply List |
You cannot edit or delete the default supply list.

MCARR ‘ View Supply List ‘ ‘ Remove ]

4

RC2M1, RC2M2

| View Supply List | | Remove |

ABC, JARR, JSRCZ, MARR E 5
| View Supply List | | Remove |

Search, Retrieve

Pickups, Add Records
Order Supplies Click to open the Supply List Detail

Administration screen and review and edit an
Track Orders 14| page E‘ of1| b | existing list.
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Viewing & Editing Custom Supply Lists

Supply List: RC2M1, RC2M2

CUSTOMER SUPPLIES

=rs associated with this custom supply list.

stomer Customer Name

Move between the Customer, | "=t e Type hore thevy ik Mier
Supplies and History tab RC211
Screens. RC2M2

You can remove this supply
7 list while in View mode, or
2 from the Manage Supply

Click Edit List to change the Lists screen as described in

customers and/or supplies on the list. [#* f'ertnovinq Custom Supply
| ists.

|page [1 |oft| b P ' Displaying 1 -2 of 2

m’ Remove H— Close ‘
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Viewing & Editing Custom Supply Lists

Supply List: RC2M1, RC2%.2

—— 3
- Select/deselect the customers that

use this supply list. Use the multi-
Add and remove customer acces
Pmameraanamered  sclect checkbox located to the left of
[l customer the Customer column to select or Action

=wawepeornway O eSelect all customers.

MCCF1 BILLABLE CF TEST, BC=6, REMIT=3
MFAX2 FAXTRIEEVAL REMMT=1, DEPT BILLCODE=4
RC2M1 RC2M1

RC2M2 RC2M2

RC2M3 RC2M3

RC2M4 RC2M4

RC2MS RC2MS

RC2M7 RC2M7

RC2M8 RC2M8

RC2MS RC2MS

RC2MA RC2MA

RC2S9 RC2S8

ot already associated with

]
]
&
]
]
@
]
]

' | Page oft| b W RY Displaying 1 - 12 of 12

e
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Viewing & Editing Custom Supply Lists

Supply List: RC2M1, RC2M2 Z

CUSTOMER LS - Select the Supplies tab.

The supplies currently included on this custom supply list.
[7] Dpescription

Type here then click filter

. 2000 [2000 STANDARD LETTER/LEGAL CARTON] 10/Pack

Select/deselect to add or 15Lx 12" Wx 10°H
remove supplies from ] 2000 B [2000 STANDARD LETTER/LEGAL CARTON (Bottom Only)] 10/Pack
this list. ey

15°Lx12°Wx 10°H

[ . 2000 T [2000 STANDARD LETTER/LEGAL CARTON (Top Only)]
=

2000A [2000A AUTO-FOLD LETTER/LS
@ Review the parameters. Click Save to

P —— apply any changes made to the list.

[ I 2000A B [2000A AUTO-FOLD S ONLY (H :
| | Page of14| b bl |2 Displaying 1 - 20 of 274

S
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Removing Custom Supply Lists

Welcome rc2jen SUPPORT ~ LOGOUT
A IRON MOUNTAIN®
RECORDS MANAGEMENT
Administration 1« Manage Supply Lists 0 Help
Manage Organizations Custom supply lists limit the supplies accessible to a customer. Customers not assigned a custom supply list automatically use the default list.

Manage Box Templates . .
Customer Supply List Action

Manage File Templates

Manage Addresses

Default: MCCF1, MFAX2, RC2M3, RC2M4, RC2K5, RC2M7, RC2M8, RC21M9, RC2MA, RC2S9

| View Supply List |
You cannot edit or delete the default supply list.

MCARR ‘ View Supply List ‘ ‘ Remove ]

4

RC21, RC2M2 | View Supply List | | Remove |

ABC, JARR, JSRCZ, MARR E 5
| View Supply List | | Remove |

Search, Retrieve

Click Remove to begin the process of

Pickups, Add Records permanently deleting a custom supply
Order Supplies list.

Administration
[ | | e
Track Orders [ 4% N | Page E oft| b k[ Displaying 1 -4 of 4
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Removing Custom Supply Lists

Confirm Cancellation Close [X|
Are you sure you want to delete Custom Supply List
7 RC2M1, RC2M2?
.

Continue I Cancel

NI

Click Continue to permanently delete
this custom supply list and return to
the Manage Supply List screen. You
are not able to recover a supply list
that has been deleted.

Customers that were using the
deleted list are automatically

reassigned to the Iron Mountain
default supply list.
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