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Managing Record Codes

Record codes drive your retention policy by automatically calculating the
length of time a record will be retained. They are defined at the
enterprise, customer and department levels.

Use this guide to learn how to:
 Create a record code
 View and edit a record code

Your organization’s retention options, which are set by Iron Mountain’s
account team, determine how each record code and its associated
destruction data fields function. Refer to the Calculating Retention How
To guide for information on assigning and removing record codes and the
retention options available in Iron Mountain Connect Records
Management.



Creating a Record Code

A [RON MOUNTAIN®

RECORDS MANAGEMENT click Create Record Codes.
The New Record Code

Welcome rcZjen

=== USA

SUPPORT » LOGOUT

Administration «| Manage Record Codes © Heb
screen opens.
Manage Organizafions Create, assign and remove record codeg? 10 calculate refenfion.
Mo translation for: wonderbar manageOrgGroups )
Create Record Codes
Manage Supply Lists
Manage Box Templates Level Record Code Record Code Title Destruction Eligi... = Active Customer Division Department Action
| | | Co— | | [~
Manage Addresses CORPT [RPT Al Divisions All Departments
RocrROECT .
= Manage Record Codes RCG PROJECT]
= oeclect Manage Record Codes to open
Manage Holds CDRPT [RPT All Divisions All Departments
the Manage Record Codes screen. CUSTOMER FOR
RCC PROJECT)
4 CDRPT [RPT All Divisions All Departments
CUSTOMER FOR
RCC PROJECT)
CDRPT [RPT All Divisions All Departments
29 2 CUSTOMER FOR
Select Administration. RCC PROJECT]
CDRPT [RPT All Divisions All Departments
_cl 1 1 CUSTOMER FOR
Use thellef.t side n_awgatlon bar' to A2 PROJECT]
— move within the different functional CORPT [RET Al Divsions All Departments
areas in Iron Mountain Connect ggf;ﬂhgﬁiggﬁ
Pickups, Add Record
ST Records Management.
- CDRPT [RPT All Divigions All Departments
Order Supplies CUSTOMER FOR
RCC PROJECT) v

Administration
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Creating a Record Code

4

Select the customer.

6

Identify the record code with a
unique alphanumeric code and
associated title.

Your internal retention policies
and the way that Iron Mountain
Connect Records Management is 5

set up determine which
Destruction Eligibility options are
available to you.

New Record Code Q@ 7

Information about the Record Code.

*Customer
JSRC2 [SAYC CF BC=B RMT=5] v Customsr Record Code

*Division *Department

*Record Code *Record Code Title

*Destruction Eligibility

@ Undefined

Click Save.

Determine which
organization level this
record code applies to:

To create a record code
that applies to all
divisions and
departments, click the
Customer Record Code
checkbox. The Division
and Department fields are
removed.

To create a record code
that applies only to boxes
in a specific department,
select the appropriate
division then department.




Creating a Record Code

J Welcome rc2jen == USA SUPPORT » LOGOUT
A rovVouNTaN
RECORDS MANAGEMENT
Administration «| Manage Record Codes @ Hep
Manage Organizations Create, assign and remove record codes that are used to calculate retention.
Mo translation for; wonderbar manage OrgGroups )
Create Record Codes
Manage Supply Lists
Manage Box Templates o NEW RECORD CODE X
Manage File Templates Record Code Q1 has been created.
Manage Addresses Level Record Code Record Code Title Destruction Eligi... = Active Customer Division Department Action
 ree i e R | | T | [ T
Manage Holds Enterprise coY 54 Years after Create  Yes CORPT [RPT All Divisions All Departments
TOMER FOR A
: PROJECT]
* Enterprize ED-Y EL A success mess ag e d IS p l ayS PT [RPT All Divisions All Departments
i TOMER FOR
letting you know that the el
Enterprise EDM EL record COde was SUCCESSfU I Iy PT [RPT All Divisions All Departments
created. Record codes are RORET
Enterprise 1 . listed in alphanumeric order PT[RPT All Divisions All Depariments
2 TOMER FOR
organized by level. PROJECT]
Search, Retrieve Enterprise INACT INALes PP s wnPT [RPT All Divisions All Departments
CUSTOMER FOR
Pickups, Add Records RCC PROJECT]
f Enterprise JI-P J1-P Permanent Yes CORFT [RPT All Divisions All Departments
Ouler SUBpReE CUSTOMER FOR v
RCC PROJECT]

Administration
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Viewing & Editing Record Code Details

J Welcome rc2jen = SUPPORT » LOGOUT
A IRON MOUNTAIN®
RECORDS MANAGEMENT
Administration «| Manage Record Codes @ Hebp
Manage Organizafions Create, assign and remove record codes that are used to calculate retention.

Ma translation for. wonderbar manage OrgGroups -
Create Record Codes Reset View
Manage Supply Lists

1

Manage Box Templates Level Record Code Record Code Title Destruction Eligi... = Active Department Action
Manage File Templates |AII |v | | | | | | |AII Click View Details. I:l “
Manage Addresses Department o1 FIRST QUARTER Undefined Yes A
> Manage Record Codes ) .

Department UNDEF UNDEF Undefined Yes MARR [STOR Customer Not [MASTER View Details
Manage Holds ARREAR BC=7 RMT= Division-Enabled DEPARTMENT]

Department UNDEF UNDEF Undefined Yes MCARR [BILL Customer Mot [MASTER Edit

ARREAR BC=0RMT="Division-Enabled DEPARTMENT] e —

i Department BLANK RECORD Undefined Mo
CODE
Department BLANK RECORD Undefined Mo
CODE
Department BLANK RECORD Undefined Mo MFAX2 Customer Mot [MASTER
CODE [FAXTRIEVAL Division-Enabled DEPARTMERNT]

REMIT=1, DEPT
BILLCODE=4]
} Department CRCH CUSTOMER 10 Years after To, Yes RC2M1 [RC2M1] Customer Mot BA DEPT
Search, Retrieve RECORD GODE Else From, Else Division-Enabled [BETHANNES
- HOLD Receipt Dats DEPARTMENT]
Pickups, Add Records
Department DH DEPT HOLD 6 Years after Create  Yes RC2M1 [RC2M1] Customer Mot BA DEPT
Order Supplies Date Division-Enabled [BETHANNES
DEPARTMENT] v
Administration Department ne DEPT REC NO Undefined Yes RC2M1 IRC2MT Customer Nat BADEPT P
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Viewing & Editing Record Code Details
2

Review the record code
details.

View Record Code: Q1 @ Close[¥

RECORD CODE DETAILS

Information about this record code.

Customer

Select Edit from the Action

Division Department dropdown on the Manage
_ Record Codes screen to edit

Record Code Record Code Title . .
ar FIRST QUARTER the record code without first

Active On Hold accessing it in view mode.

3 YES Mo

To edit the record code,
click Edit.




Viewing & Editing Record Code Details

Edit Record Code: Q1 @ Close[X

4 RECORD CODE DETAILS
Edit the title and the
Destruction Eligibility
fields.

Information about the Record Code. *Required field

Customer
Division Department

Record Code *Record Code Title

o FIRST QUARTER

Active On Hold
Yes Mo

*Destruction Eligibility

5
I Click Save.

N




