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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.  
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Select Manage Organizations.  The 

Manage Organizations screen

provides a hierarchical snapshot of  

your organization’s record 

management structure and 

constraints.  

2

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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Filter Customer, 
Division and 
Department to reduce 
the number of results 
displayed.   

Click the Show 
Inactive checkbox to 
include inactive 
customers and/or 
departments in your 
view.   

Select a Customer.  If this customer 

uses divisions, they display after the 

customer is selected.  The Department 

displays after you select customer 

and/or division (if used).

3

Enter addresses for 
up to three users that 
will receive copies of 
ALL order 
confirmations, 
regardless of the 
requestor.

i

i

i
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Click the number of 
addresses to open the 
Shipping Address Listing 
screen where you can 
view and edit the 
addresses associated with 
this user.  

View your storage 
summary by number of 
boxes and files and in 
cubic feet. 

i

View your organization’s 
Data Profile, the set of 
parameters that control 
record storage and 
transmittal.

i

i
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Creating a New Division

Select a Customer that is 

division-enabled.  

1
Click Create New.  
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Enter the Division ID and 

Name that uniquely identify 

this division. 

3

Save & Close to return to 

the Manage Organizations 

screen.  The division is 

displayed on the screen.  

OR

Save & Add Department if 

the division is department-

enabled and you want to 

add a department.  Refer to 

Creating a New Department. 

4
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Creating a New Department

Select a customer 

that is division- and 

department-

enabled.  

1

Click Create New.  

3

Select the division 

that will include the 

new department. 
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Creating a New Department

Enter the Department ID 

and Name that uniquely 

identify this department. 

4

Save & Close to return to 

the Manage Organizations 

screen.  The department 

will be displayed on the 

screen.  

OR

Save & Add Department to 

continue adding other 

departments within the 

division. 

6

Select the data format:

• If the department does 

not track files, select  

Do not list files.  

• If the department 

tracks files, select List 

files and then select 

the data entry method. 
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Editing a Division or Department

Highlight a division or department.

1

Click Edit.  You are able to edit the 

Division or Department Name, and 

change the data format and data 

entry method a department uses.  
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Exporting Your Service Rate Report

Click the Rate Export link.
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Exporting Your Service Rate Report

Select a Customer, then 

click Export. The Rate 

Report.csv that downloads 

lists your organization’s 

service rates. 
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