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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 
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Creating an Organization Group 

 Select Manage Organization Groups 

to open the Manage Organization 

Groups screen. 
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Select Administration.   

 

Use the left-side navigation bar to 

move within the different functional 

areas in Iron Mountain Connect 

Records Management. 
. 
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 Click Create Organization 

Groups. 
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Creating an Organization Group 

Enter a name and description 

that identify the organization 

group. 
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Select the customer(s,) 

division(s) and department(s) 

that will make up this 

organization group. 

 

Click     to expand a customer 

and select individual divisions 

and departments. 
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Click Confirm. 
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Creating an Organization Group 

Click Finish.  The organization 

group is created.  It is listed in 

alphanumeric order on the 

Manage Organizations screen. 
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Editing an Organization Group 

 

Highlight the organization group that 

you need to edit and select Edit from 

the Action dropdown. 
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Select View to view an 

organization group’s details and 

history.  
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Editing an Organization Group 

 

If necessary, update the name and 

description and select different 

organizations. 
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Click to bring the History tab to 

the front of the screen and 

display the organization group’s 

change history..  
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Click Save.  Your changes are 

saved and the organization 

group’s history is updated. 
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Removing an Organization Group 

 

Highlight the organization group that 

you need to remove and select Remove 

from the Action dropdown. 
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Removing an Organization Group 

Click Remove.  The organization group 

is permanently removed. 
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You cannot remove an organization 

group that has users assigned.  First 

remove the users from within the 

Manage Users selection on the Iron 

Mountain Connect homepage.  
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Assigning a User to an Organization Group 

 

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.  
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Click the Create User button.  The 

User Profile screen opens.  
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Select Records Management. 
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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. 
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Assigning a User to an Organization Group 

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.   
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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.     
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Set the Line of Business to Records Management.  
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Complete any 

additional required 

fields and click Save. 
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Click the Records 

Management Access / 

Permissions link. 
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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 

the same 

permission 
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Assigning a User to an Organization Group 

Assign organizational access:  

 

If you are assigning a standard user to the 

organization group,  click      to expand the 

organization and select/deselect individual customers, 

divisions and departments.   

 

If you are assigning an organization group 

administrator (a Client User Administrator with an 

organization group), all organizations within that 

organization group are completely selected and 

cannot be updated.  

 

Grant the appropriate permissions.    
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If you set up an organization group 

administrator with fewer 

permissions than a standard user 

in the organizational group that he 

or she oversees, the organization 

group administrator will be able to 

view the standard user’s 

permissions but will not be able to 

update them.    
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Click Save.  The user can now view data and perform 

transactions for any of the organizations to which he 

or she is assigned within the organization group. 
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