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Organization Groups

Organization groups enable system administrators to combine
customers, divisions and departments into conceptual groups that
simplify the process of managing users.

System administrators create organization groups from within Iron
Mountain Connect Records Management, and then create and assign
both standard users and organization group administrators to the
organization group from within the Manage Users selection on the Iron
Mountain Connect homepage.

Use this guide to learn how to:

« Create an organization group

* View and edit an organization group

« Remove an organization group

 Add new and existing users to an organization group in different roles



Creating an Organization Group

Welcome rcZjen === USA SUPPORT » LOGOUT

A IRON MOUNTAIN®

3

Click Create Organization
Administration «| Manage Organization Groups Grou p s 0 Help

RECORDS MANAGEMENT

Manage Crganizations

Combine customers, divisions and departments J a1 groups that administrators use to simplify managing users.

Create Organization Group R Epot -

Description Action

> Manage Organization Groups
Manage Supply Lists

Manage Box Templates
g P Organization Group

Manage File Templates | | | “
Manage Addresses 2
Manage Record Codes Select Manage Organization Groups "
Manage Holds to open the Manage Organization
Groups screen.
Select Administration.
Use the left-side navigation bar to
P — * move within the different functional 127_JARR partial Updated
Pickups, Add Records areas in Iron Mountain Connect 129 JARR Pariial
—— Records Management.
Administration ARC IADD naw 473 AR JARR new e 1

| | Page D oft | » bl | & | PerPage: Displaying 1 - 44 of 44

Track Orders



Creating an Organization Group

3 Welcome rc2jen === USA SUPPORT » LOGOUT
A IRON MOUNTAIN®
RECORDS MANAGEMENT

Administration «| Manage Organization Groups 9 Help

Manage Crganizafions

Choose Organizations

> Manage Organization Groups

Manage Supply Lists Enter a name and description that identifies this organization group, and select { Cl | C k CO nfl rm nts that make up the group.

Manage Box Templates

Manage Addresses *Organization Group Name Description

Manage Record Codes West Coast | |Califomia. Washington, Cregon

Manage Holds (Inactive organizations dispiay in red)

« 4[] JSRC2[SRVC CF,BC-B,RUT=5] Enter a name and description A
» [7] DIVONE [DIVISION ONE | that identify the organization (Entire Division)
roup.
[ DIVTWO [DIVISION TWO ] g p (Entire Division)
[ TEST DMv1 [TEST DIV1] (Entire Division)
4[] MASTER DIVISION
—— Select the customer(s,)

101] division(s) and department(s)

s that will make up this

Order Supplies 2

organization group.

v
ek Cnlers a4 Click [d to expand a customer

and select individual divisions
and departments.




Creating an Organization Group

Welcome rcZjen —= USA SUPPORT » LOGOUT

A IRON MOUNTAIN®
RECORDS MANAGEMENT

Administration «| Manage Organization Groups 0 Help

Manage Crganizafions

Manage Orga

Click Finish. The organization

Manage Supply Lists Review the customers, divisions and departments assigned to the organization group. group is created. Itis listed in
Manage Box Templates alphanumeric order on the m
Manage File Tempiztes < Organizations ‘ ‘ sl ‘ Manage Organizations screen.
Manage Addresses sum maw
Manage Record Codes
Manage Holds Organization Group Name Description
West Coast California, Washington, Cregon
1« (Inactive organizations display in red)
4 JSRC2 [SRVC CF,BC=B,RMT=5] A
[» DIVONE [DIVISION ONE] (Entire Division)
. DIVTWO [DIVISION TWO ] (Entire Division)
> TEST DIV1 [TEST DIV1] (Entire Division)
Search, Retrieve

- 4 MASTER DIVISION
Pickups, Add Records

Order Supplies 111

Administration 2[2]

Track Orders

5151



Editing an Organization Group

3 Welcome rc2jen === USA SUPPORT » LOGOUT
A IRON MOUNTAIN®
RECORDS MANAGEMENT
Administration «| Manage Organization Groups 0 Help
Manage Organizations Comhine customers, divisions and departments info conceptual groups that administrators use to simplify managing users.

> Manage Organization Groups
izati i Export -
Manage Supply Lists Create Organization Group & Expo

M Box T lat
anage box Templales Organization Group Description Action

Manage File Templates | | | |

Manage Addresses === — —m e | ——

L= @ 1
Manage Record Codes RAMCUSTORG la)
Manage Holds
Select View to view an

« RAMDIVORG

Saly1 ascan|  Organization group’s details and

history.

o -l

Sat1 JARR partial 1 Sat1 JARR partial

VWest Coast Highlight the organization group that

fsafasd you need to edit and select Edit from View Detalls
KishoreDemo the Action dropdown.
Remove

: v
Administration tois R .

Track Orders | Page ofl| » b| | & | PerPage: Displaying 1- 16 of 16

Search, Retrieve

Pickups, Add Records

Order Supplies




Editing an Organization Group

Edit Organization Group: West Coast © Close ]

ORGANIZATIONS HISTORY

Click to bring the History tab to

the front of the screen and

3::22::" Group Name display the organization group’s
change history..

(inactive organiz splay in red) T

Add and/or remove the customers, divisions or deparime

I [C] $#123 SPE@'AL @HARA@TER @U ST()MER]
> [| ABC [ABC-FOR RC CALC PROJ DO NOT CHANGE]
» || CDRPT [RPT CUSTOMER FOR RCC PROJECT]

|| JARR [ARROW ELECTRONICS]

2

JSRC2 [SRYC CF,BC=E,RMT=5]
If necessary, update the name and

b [C] MARR [STOR ARREAR,BC=7,RMT-3] description and select different
MCARR [BILL ARREAR,BC=0,RMT=1] organizations.

0 MFAXZ [FAXTRIEVAL REMIT=1, DEPT BILLCODE=4]

3

N QA6 [QUALITY ASSURANCE TEST CLIENT #36] :
Click Save. Your changes are

saved and the organization
RCZM2 [RC2M2] . group’s history is updated.

RC2M1 [RC2ZM1]



Removing an Organization Group

3 Welcome rc2jen SUPPORT » LOGOUT
A IRON MOUNTAIN®
RECORDS MANAGEMENT
Administration «| Manage Organization Groups 0 Help
Manage Organizations Comhine customers, divisions and departments info conceptual groups that administrators use to simplify managing users.

Manage Organiz

Manage Supply Lists Create Organization Group B epot -

M Box T late
anage box Templales Organization Group Description Action

Manage File Templates | | | |

Manage Addresses === — —m e | ——

L= @ 1
Manage Holds
" ABC and JSRC2 DIVOME + Jarr
Sally1
" RC2M1, RC2M4 20, JSRC2 DIV2 LAW
Sally2
West Coast California, Washington, Oregon

fosafasd Highlight the organization group that | View el
kishoreDemo1 you need to remove and select Remove Et

from the Action dropdown. | Remove v

Search, Retrieve

Pickups, Add Records

Order Supplies

tws

Administration

Track Orders | Page El ofl| » b| | & | PerPage: Displaying 1- 16 of 16




Removing an Organization Group

Remove Organization Group Close [

9 Are you sure you want to remaove organization
H group West Coast?

2 '

Click Remove. The organization group You cannot remove an organization

is permanently removed. group that has users assigned. First
remove the users from within the
Manage Users selection on the Iron
Mountain Connect homepage.




Assigning a User to an Organization Group

A roNMOUNTAIN

NS ADMIN =

Users Search Results

(D) All Users

[ Create User... l
@\ Records Management Users

D .

First Name

Click the Create User button. The
User Profile screen opens.

Select Manage Users from the Iron
Mountain Connect homepage. For

additional information on creating a
user, refer to the Managing Users How
To training guide.

Welcome RC2 TestUser2 PROFILE === ENGLISH (US) * SUPPORT ~ LOG OUT

©® Hep

5 Export -

Last Name Email Status

As a system administrator, you can
assign both new and existing users
to an organization group. However,
organization group administrators
are limited to creating and
assigning new users within the
organization group they belong to.

Mo data to display



Assigning a User to an Organization Group

ADMINISTRATION

0 Records Management
AcceswP

Click the Records
Management Access /
Permissions link.

Organization group
administrators are
able to:

* Add new users to
their organization
group
View user
permissions
Update user
permissions IF the
organization

group
administrator has

Complete any
additional required
fields and click Save.

Englsh (US)
: GMT-5 EST, Eastern US
MWODDYYYYY
HH MM SS AWPM
- 999,990 00
TEXT

* Username:
Status:
Chalienge Status:
Company: IMRM Quaity Test 1
Organization Group: Entre Company

2 7] Chent User AGministrator
I7] Cient Content Administrator
Vi Standard User

If the company that the user is assigned to uses
organization groups, the Organization Group field
displays. Select:

» Entire Company to add this user to the entire
company and enable the system administrator to
grant the user access to any organization groups
in the company.

Individual organization groups to add the user to
specific organization groups.

When assigning organization groups you must select
either a Client User Administrator (CUA) or a
Standard User role:

« CUA: The CUA is automatically added to the
organization group as an organization group
administrator and the options that default in the
Assign Organizational Access section of the
screen cannot be updated.

Standard User: The user is automatically added to
the organization group.




Assigning a User to an Organization Group

Click Save. The user can now view data and perform
L Frofie J Records Management Access! Permissions s transactions for any of the organizations to which he
@ Records Management or she is assigned within the organization group.
ACCess/Permissions Assign Permissions
7l SELECT ALL User Permission Templates $= Tempiate Guide
General:

Click a template below 10 apply the predefined set of  permissions.

|¥] Search for records

Service Options:

[7] Order image on demand Grant the appropriate permissions.
Assign Organizational Access

BB A2 users, when initially created, wil get access 10 all aodresses for the ¢ y Nave access to

Inactive organizations display in red

E]  JARR2[STOR ARREAR BCeARMT=3) Assign organizational access:
¥ JFAX3[FAX SOFTWARE SCLUTIONS)

"M JFAXS [FAXTRIEVAL REMIT«3 DEFT BILLCODE2]

If you are assigning a standard user to the
organization group, click k4 to expand the

o organization and select/deselect individual customers,
If you set up an organization group divisions and departments.
administrator with fewer - -
permissions than a standard user If you are assigning an organization group
in the organizational group that he admln_lstr_ator (a Client User Aqlml_nlstratgr ywth an
or she oversees, the organization organization group), all organizations within that
group administrator will be able to organization group are completely selected and
view the standard user’s cannot be updated.
permissions but will not be able to
update them.




