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Managing Organizations

Tracking and managing multiple organizations within your company has
never been easier thanks to Iron Mountain Connect Records
Management.

The Manage Organizations screen provides you with a hierarchical

snapshot of your organization’s record management structure and
constraints.

Find all of the information you need to effectively manage your
organization in a single glance.



Managing Organizations

Welcome rcZjen SUPPORT ~ LOGOUT

A RONMOUNTAIN: 2

RECORDS MANAGEMERT Select Manage Organizations. The

L] Manage Organizations screen © rew
> Manage Organizations p rovi d es a h | erarc h |C al sn ap S h ot Of jew, edit and add detailed account information. > Rate Export
Manage Organization Groups your organization’s record

+ Department +

Manage Su Lists i
9e Supey management structure and
Manage Box Templates H
constraints. 3

Manags Fils Templates Divisions - - Select a Division to view Departments -
Manage Addresses

RC2M2 [RC2M2]
Manage Record Codes

RC2M4 [RC20M4] [}
Manage Helds RC2MS [RC2MS]

RCIME [RC2ME]

RC2MT [RC2MT7]

4
RC2MSE [RC2M3]
RC2MS [RC2M3]
kbl [4 4 |Page (0 | ofn]| b b

Search, Retrieve Select Administration.

Pickups, Add Records
Bulk Upload Use the left-side navigation bar to
Order Supplies move within the different functional

Destruction areas in Iron Mountain Connect

Administration Records Management.
Track Orders




Managing Organizations

Manage Organizations @ Help

Manage your organization at the Customer, Division and/or Depariment levels; drill down to view, edit and add detailed account information. > Rate Export
i It C t Customer [ Showipzctice | Deveston + Department Create New [] Show Inactive
ilter Customer, [ —

Customer Mot Division-Enabled 12 [BOARD OF DIRECTORS]

D|V| S | on an d : JSRC2 [SRVC CF,BC=B,RMT=5]

~
Department to reduce —— T
the number of results e e Select a Customer. If this customer s
displayed. e e uses divisions, they display after the ke
e o customer is selected. The Department
RC2M3 [RC2MZ’ RE CONST/REAL ESTATE] ~

RezwB [RezvE) displays after you select customer S
o il and/or division (if used). pose [1_Jort |+

Active

Click the Show ——
|naCtive ChECkbOX tO S y Organizations
i n C I u d e I n actlve B \ Box Files Cubic Feet Number of Divisions Number of Departments
[ 2534 0 3040.8 0 19
C u Sto m erS and/o r Activity for Last Month ‘Cubic Feet Address Profile
d ep artm en tS I n yO U r New Recerved E: Number of Shipping Addresses 2

. Permanently Withdrawn v
Vi eW . Destroyed g Invoices Mailed To
Company Name: RCZM4 Name
Order Confirmation Emails Edit Address: 22 Main Strest ~
Name Email EDISOM, NJ
There are currently no confirmation emails 08817
Contact: RC2ZM4 Contact
Phone: 7327775555
Service Level
Chargeback code is recommended for service
Priority ‘Order Received By Service Provided By
nter add reSSeS for MNext Day Retrieval 2:45PM 5:00 PM following day
u p to th ree users th at Next Day Retrieval 11:59:59 AW within 2 business days
. . . Half Day Retrieval 10:00 AM 5.00 PM same day
WI I I recelve Coples of Half Day Retrieval 3:00 PM 12:00 PM following day
Half Day Retrieval 11:59:-58 PM 5:00 PM following day
A L L o r d e r Rush Refrieval 8:00 AM 11:00 AM same day
C O nfi rm ati 0 n S y Rush Retrieval 3:00 PM within 3 business hours
Rush Retrieval 11:59:55 PM 11:00 AM following day
r eg ar d I es S Of th e Nomal Pickup any fime within 2 business days
requestor. Data Profile
Box data keyed from Iron Mountain transmittals.
Records must be assigned valid record codes, system manages retention schedule for all records.
v

Retords must be assigned to valid departments.



Managing Organizations

Customer Devisson & Crests New Department 4+ Croata tins

Show Inactve

iew your storage

Type bere Men click Ser Tyoe hove han chick Sier Type here e chck Altar

. , summary by number of
QAN [QUALITY ASSURANCE TEST CLENT 834] 4| HASTER OVESON - Seinct & Dvaca o view Degartments . .
RC2UY RC2M1) MA1 159 MEDICAL RECORDS) boxes and files and in
RC2U2 RC2A2] cubic feet.

RO243 (RC2UY
RCIU4 22U}
RC2WS RC2MY
RC2US JRC2WE]

RC2UT JRC2U7) 3

RCJUE ROUY A . - -
P Click the number of
Ty . addresses to open the

—~ mm o Shipping Address Listing
INFORMA CUSTOMER M# [RC2MB ACTIVE

: - screen where you can
gox Fites Cotic Feet Number of Drvisions Number of Departments addresses associated with
: 0 : 2 - this user.

Activity for Last Month Cubic Feet |

New Recened 0 Address Protie

Permgrestly WeNdramm 0 Numter of Shpong Addresses

Destroyed 0 Mwokes Malled To

Comnpany Name: Tes! Pduatres . . .
e tee Adaeae 1 an e View your organization’s
WINGS LU .
Name tmas 27 Data Profile, the set of
There ace cunesty ns contemates emae Contact Ao ot parameters that control
PR AT record storage and

Service Level | transmittal.

Chargetack code m recommended or service 7

Prioeity Order Recotved By Service Provided By

Data Profie

Fies for some departments are B cualy ated
Bax dale keyed from ros Mauntan transeitas
Records must te assgned valkd record codes. System manapes retention schedule %or ol records

Records must te assgned % valkd departmerts




Creating a New Division

Manage Organizascns (2 B
Manage your organization at the Customer, Division and/or Department levels; drill down %o view, edit and add detalled account informaticn ]
Custonser Davision [ Crmate New Department 4+ Create tow

| Show Inactae

Type have than click Ster | Type heve tman ciick Siter
QA [QUALITY ASSURANCE TEST CLENT #28) » | MASTER DVEION

RC2U RC2u1)
RC2U2 pRC2M2} 1
RE2U3 (RE21Y) .
R pcau) Select a Customer that is
RCVS (RC2VS|
RC2405 [RC2W5]
RCUT (RC247]
R0 [RC248%)
RC249 (RE210Y]
REIUA (3C2UA)
RC2S9 RC2SH| -

Type here then coick Oiter

Click Create New.
division-enabled.

DIFORMATION FOR CUSTOMER RC2M8 [RC2MB) ACTIVE

Storage Semmary Orgenizations

Box Ties Cutsc Foet Number of Dnesions Number of Departments

Activity for Last Month Cubk Feut
New Recened
Permacectly Wendraan
Destroyed

o o o

Order Confirmation Emats (2]
Name Lmad

There ace Curreally no confrmaton emaly

Service Level

Charpadack code i recommended for service

Priceny Order Recetvod By Service Provided By
Data Profile

Flos for 30me depactments are Bdndualy lated

Six dals Leyed Irom Fon Baustan ransmiman

Records must be assgned vald record codes: Sysiem manages retention scheduie for ol records.

Records rust ta avagred o 4 akS Sagartmects ;I




Creating a New Division

3

Enter the Division ID and
Name that uniquely identify

this division.
4 Create Division
Save & Close to return to o _
. . Enter division information. A master department will be automaticaly created; more departments may be added
the Manage Organizations Cick Save & Close or Save & Add Department to Creste this dvision
screen. The division is et
displayed on the screen. R
OR *Division 10: |

Save & Add Department if R
the division is department-
enabled and you want to _ ,
add a department. Refer to Save & Add Department ||, Cancel




Creating a New Department

’ Welcome rc2jen SUPPORT » LOGOUT
A ronMouNTAN
RECORDS MANAGEMENT
Administration «| Manage Organizations @ Hep
= Manage Organizations IManage your organization at the Customer, Division andfor Department levels; drill down to view, edit and add detailed account information. > Rate Export
Manage Crganization Groups
Manage Supply Lists Customer [] Show Inactive  Divigien Create New  Department Create New  [7] Show Inactive
Manage Box Templates A
TNOTITZd [TVoT T Za]
Manage File Templates QA4S [QUALITY ASSURANCE TEST CLIENT #49] | ROHITRC2MB [ROHITRC2ME] ~ 10417821627 [715686512575531] ~
RC2M1 [RC2M1] 12029697285 [271625275650444)
Manage Addresses SARAVANAZDS [SARAVANAZDS]
RC2M2 [RC2M2] 1266775334 [363153051194711]
Manage Record Codes SWFRDCOVEAQ [SWRIDCOVEAQ]
RC2M4 [RC204] TUT [T&T] 14354574425 [355681039934385)]
Manags Holds RGZMS [RC2M5] 14543156201 [540190944987652]
TEST DIV [TEST DIV1]
RC2ME [RC2ME] 1572358897 [4530562599804956]
4 TEST DIV2 [TEST OAV2]
RC2MT [RC2MT] 15825598433 [345280559617161]
RC2MS3 [RC2ME] 15832350440 [360642811916829]
1 3]  [260380029437149]
v v v
Search, Retrieve Select a customer 19 ftems Select the division 29 Htems Click Create New. D2 ltems
Pickups, Add Records that is division- and that will include the Active
Bulk Upload i department- new department
Order Supplies en a.b | Ed . Active Inactive
Destruction 0 104 102 2
Administration Activity for Last Month Cubic Feet Address Profile
W

New Received 1]
Track Orders A Mailing Address

Parmanantiv WAlithdramm




Creating a New Department

4
Enter the Department ID

and Name that uniquely ————
. . . Enter department information. Click Save & Close to save or Save & Add Depariment to save and add another depariment.
identify this department. “Required Tl

Create New Department

Customer: RC2M8 [RC2M3] Save & Close to return to
Division: TEST DIV1 [TEST DIV1] the Manage Organizations
5 ‘Departmentin: | ] screen. The department
Select the data format: ‘DepartmentName: | will be displayed on the

- If the department does Doaromat i | screen. =
not track files, select “Data Entry Method: | v
- - ' Iron Mountain enters data from box contents Save & Add Department tO
DO not IISt fI|€S Iron Mountain enters data from Iron Mountain sheets Continue add|ng Other
o If the dep artm ent Iron Mountain enters data from customized sheets d t t th th
tracks files’ select List Customer keys data via Iron Mountsin Connact epartments within €

Customer fransmits data to Iron Mountain d IvVIision.

files and then select

the data entry method




Editing a Division or Department

Welcome rc2jen SUPPORT » LOGOUT

‘. IRON MOUNTAIN®

RECORD'S MANAGEMENT

Administration « nanizatinns 2 © tep

> Manage Organizations

sl Click Edit. You are able to edit the > Rate Export.
Division or Department Name, and
| | change the data format and data

Manage Crganization Groups

Manage Supply Lists eate New [] Show Inactive

lManage Box Templates

TOTRTZS I TTITEST
" File Templzt QA48 [QUALITY ASSURANCE TEST CLIENT #49] entry method a department uses.
anage File Templates A ROHITRC2MS [ROHITRC: ~
RC2M1 [RC2M1]
Manage Addresses SARAVANAIDS [SARAVA]
RC2M2 [RC2M2]
Manage Record Codes SWFRDCOVEAQ [SWRIDCOVEAQ]
RC2M4 [RC2M4]
THT [T&T]
Manage Halds RCZMS [RC2MS] 14543156201 [B
TEST DIV [TEST DIVA]
RC2ME [RC2ME] 1572353897 [45309)
| TEST DIV2 [TEST DIV2]
RC2MT [RC2MT] 158285092433 [3492005
TEST DIV3 [TEST DIV
RC2ME [RC2ME] 15832350440 [360542511318%
TEST DIv4 [TEST DIV
RC2MS [RC2ME] 1669568300 [260380029437149
v/ TEST DIVS [TEST DIvE] v v
RC2ZME [RC2ZME] 195585295827 [323370108705172)
=T mnEn rEeT AnEm
Search, Retrieve | Page of1 | b Pk 19Hems | || | | Page of1 | b b 29ttems | |1 | | Page of2 | b 102 Items
Pickups, Add Records .
ps, Information for Division TEST DIV4 [TEST DIV4] [Edit]  Active
Bulk Upload Storage Summary Organizations
Order Supplies Box Files Cubic Feet Number of Departments Active Inactive
Destruction o ] 0 104 102 2
Administration Activity for Last Month Cubic Feet Address Profile
New Received 0 W

Track Orders

Parmanantiv Withdramm A Mailing Address




Exporting Your Service Rate Report

’ Welcome rc2jen SUPPORT » LOGOUT
A 1RoNMOUNTAIN:
RECORDS MANAGEMENT

Administration <«| Manage Organizations e Help

> Manage Organizations Manage your organization at the Customer, Division andfor Department levels; drill down to view, edit and add detailed account information. > Rate Export

Manage Crganization Groups

Customer [] Show Inactive  Divigien e New [] Show Inactive

lanage Supply Lists

lManage Box Templates

TR 1T 2 [TVl T 2]

i QA48 [QUALITY ASSURANGE TEST GLIENT #44] . .
Manage File Templates # | ROHITRC2ME [ROHITRC2ME] Click the Rate Ex 0]0] rt link.
RC2M1 [RC2M1]
Manage Addresses SARAVANAZDE [SARAVANAZDS]
RC2M2 [RC2M2]
Manage Record Codes SWFRDCOVEAQ [SWRIDCOVEAQ]
RC2M4 [RC2M4] 14394574425 [335681030984368]
THT [T&T]
Manage Halds RCZMS [RC2MS] 14543156201 [540150944937652]
TEST DIV [TEST DIvi]
RC2ME [RC2ME] 1572358897 [453055250030956]
) TEST DIV2 [TEST DIv2]
RC2MT [RC2MT7] 15828508433 [349200550617161]
TEST DIV3 [TEST OIva]
RC2ME [RC2ME] 15532300440 [3606425119165829]
TEST DIV4 [TEST Divid]
RC2ME [RC2M3] 16605666390 [260380020437145]
v/ TEST DIV [TEST DIVE] v v
RC2MB [RCZME] 19558520827 [323870108705172]
TeeT AnEn rEeT A em
Search, Retrieve | Page . of1 | b Pk 19Hems | || | | Page of1 | b b 29ttems | |1 | | Page of2 [ b M 102 Items
Pickups, Add Records .
ps, Information for Division TEST DIV [TEST DIV4] [Editl  Active
Bulk Upload Storage Summary Organizations
Order Supplies Box Files Cubic Feet Number of Departments Active Inactive
Destruction o 0 0 104 102 2
Administration Activity for Last Month Cubic Feet Address Profile
New Received 0 W

Track Orders

Mailing Address

Parmanantiv WAlithdramm n
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Exporting Your Service Rate Report

Export Rate Report Close [%

Select an organization, then export the rate schedule for their Iron
IMountain services. 2

Customer

RC2M4 [RC2M4] x x| Select a Customer, then
click Export. The Rate
Report.csv that downloads
lists your organization’s
service rates.




