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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.  
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Creating a Record Code 

Select Manage Record Codes to open 

the Manage Record Codes 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 Record Codes.   

The New Record Code 

screen opens.  
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Creating a Record Code 

 Identify the record code with a 

unique alphanumeric code and 

associated title.  
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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.  
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 Select the customer. 
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Click Save.  
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Your internal retention policies 

and the way that Iron Mountain 

Connect Records Management is 

set up determine which 

Destruction Eligibility options are 

available to you. 
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Creating a Record Code 

A success message displays 

letting you know that the 

record code was successfully 

created.  Record codes are 

listed in alphanumeric order 

organized by level.  
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Viewing & Editing Record Code Details 

 

 

Click View Details.  
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Viewing & Editing Record Code Details 

 

Review the record code 

details.   
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To edit the record code, 

click Edit.    
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Select Edit from the Action 

dropdown on the Manage 

Record Codes screen to edit 

the record code without first 

accessing it in view mode.  
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Viewing & Editing Record Code Details 

 

Edit the title and the 

Destruction Eligibility 

fields. 
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Click Save.  
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