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Overview: Managing Shipping Addresses

The shipping address is the location where Iron Mountain:

• Picks up records for storage

• Delivers records from storage

• Delivers supplies

System administrators manage shipping addresses from a 
centralized repository to ensure that they are synchronized system-
wide.

Use this guide to learn how to:

• Create a shipping address

• Add users to / restrict users from a shipping address

• Filter to find a shipping address

• Remove a shipping address

• Give select users the permission to create a shipping address

System administrators refer to the Using Shipping Addresses How To 
training guide. 



Shipping Address Access

New Addresses:

• Administrators: As a system administrator, you automatically have access 

to all addresses for the companies you are assigned to.

• Standard Users: Are automatically granted access to all new addresses for 

companies they are assigned to. As a system administrator, you must 

manually deselect users that should not have access to a new address.

Existing Addresses:

• Administrators: As a system administrator, you automatically have access 

to all addresses for the companies you are assigned to.

• Standard Users: Are not granted access to existing addresses.  As an 

administrator, you must manually grant user access to existing addresses. 

Role Changes:

Administrators that have been converted to standard users lose all address 

access and must be manually granted access by their system administrator. 



Creating a Shipping Address

Select Administration to begin the 

process of entering a new shipping 

address.  

Use the left-side navigation bar to 

move within the different functional 

areas in Iron Mountain Connect 

Records Management.

1

Select Manage Addresses.  The 

Manage Address screen displays.
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Creating a Shipping Address

Select the customer you are creating 

the shipping address for.  Addresses 

associated with the customer display.

3
Click Add Address to enter a new 

shipping address for this customer.  

The Address wizard opens.
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Creating a Shipping Address

Enter required shipping address 

details (marked with a red asterisk *).  

5

Click Choose Users. 

6

Ship-to Code can contain up to 7 
alphanumeric characters , dashes (-), 
periods (.)  and backslashes (/). 
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Creating a Shipping Address

By default, ALL users have access to a NEW address.  You must MANUALLY deselect 

users to remove access to the new address. 

By default, ALL users have access to a 

NEW address. When you create an 

address, you must MANUALLY deselect 

users to remove access to the address.  

i

Click Confirm.

8

Set user access for this address:

• Click Assign All Users/Unassign All Users 

links to assign or unassign ALL users with 

a single click.

OR

• Click the checkbox to the left of each user 

to assign or unassign individual users.

Users who are not selected are restricted 

from seeing and using the address. 

7



Creating a Shipping Address

Review the address details and 

click Finish.
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Filtering (Finding) Shipping Addresses

Apply filters to long lists to reduce the number of addresses that display. 

Select a customer. Addresses 

associated with the customer 

display. 

1

Enter search criteria in one or 

more column filters and click 

Filter.  Only addresses that 

match your filter criteria are 

listed.
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Removing an Address / Removing Access to an 
Address

As a system administrator you have two options for removing shipping 

addresses: 

• Permanently Remove a Shipping Address 

Removing a shipping address permanently deletes the address. No 

backup/audit records are available. Refer to Removing a Shipping 

Address.

• Removing Access to a Shipping Address 

To remove user access to a shipping address without permanently 

removing it, manually unassign all users who have access to the 

shipping address. 

The address remains in Iron Mountain Connect Records 

Management, but users can not view or access it. Refer to Removing 

Access to a Shipping Address. 



Removing a Shipping Address

Removing permanently deletes a shipping address. No backup/audit records are available. 

Highlight a shipping address, 

then select Remove from the 

Action dropdown to the right of 

the address. 
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Removing a Shipping Address

Click Remove.  The shipping 

address is permanently removed 

and a success message displays. 

Note that users who place phone 

orders may experience a temporary 

delay before the address is 

removed.

2

A shipping address CANNOT be removed if 

one of the following conditions exists:

• It is the only address assigned to a user 

or to this customer

• It has been used on an order within the 

last 13 months

• It is associated with a recurring order

• It is associated with a shredding profile

• It is a department’s default Ship To or 

Attention To address
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Removing Access to a Shipping Address

Manually remove user access to a shipping address without permanently removing it. 

Click the Unassign All Users 

link.

The shipping address will not 

display when users place 

orders.

1

Remove user access to a 

shipping address from the 

Choose User step in the 

Address wizard while creating 

or from the User tab screen 

while editing an address. 
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Enabling Users to Create Shipping Addresses

From the Iron Mountain Connect home 

page, select Manage Users.

1

System administrators can give users the 

permission required to create and edit 

addresses, and add users to those 

addresses.

i

Select the Create/edit shipping address 

permission on the Records Management 

Access / Permissions screen
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Enabling Users to Create Shipping Addresses

The Add Address button displays on the 

Shipping Address List screen for users 

who you have given the Create/edit 

shipping address permission.  

Users without this permission do not see 

this button.
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