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Managing Users 

Administrators assign each Iron Mountain Connect user a user profile 
where key information is stored and access and permissions are set.   

Use this section to learn how to: 

• Search for existing users 

•  Modify an existing user’s profile 

• Create a new user 

• Give users access and permission to Iron Mountain Connect Records 
Management 

• Clone a user profile to save valuable data entry time 

• Export a list of users 

 

 

 

 

 

3 



Searching for Existing Users 

2 

1 
Select Manage Users from the Iron 

Mountain Connect homepage to open 

the User Administration screen where 

you can search for existing users and 

create new  users. 

1 



Searching for Existing Users 

Select Records Management Users.  Enhanced 

filters and search functionality are enabled on 

screen.  

2 

Search by Permission to find all users based on 

the tasks they are approved for.   

Click Search. Users that match your 

filters are displayed in the Search 

Results section of the screen. 
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Search by Customer, Division and Department.  

Division and Department are functional for 

customers that are division- or department-

enabled.  

Search by username, email and first or last name 

to find a specific user or to determine whether or 

not a user has already been created.   

 

You are able to leave these filters open to 

perform a more general search using the filters 

below.  
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Searching for Existing Users 

Click Clear            to reset the  user 
properties and restart a new search. 

i 

Click to open the User Profile screen and 

view and update the users contact, 

account information and system settings. 
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Searching for Existing Users 

The user profile is divided into 

three expandable/collapsible 

sections.  Click to change the 

information you see. 

i 

Update and add information to 

the user profile.  Click Save.   

8 

Click Back to return to the User 

Profile screen.   
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Creating a New User 

Once you have verified that there is 

no profile associated with this user, 

click Create User… to open the User 

Profile screen. 
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Creating a New User 

Click Save to create the user profile.  

There is a delay while the system finalizes the 

user, and you can continue to step 4.  
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Enter as much information as possible in the 

user profile.  You must enter data in all 

required fields (marked with a red asterisk *).   

 

a. Enter the username and set the user’s role. 

b. Select one of the following to control how 

the user’s password is set: 

• System-generated:  Iron Mountain 

Connect automatically emails a system-

generated password to the email 

address on the user profile at user 

creation. 

• Manually-generated: Manually create the 

password and email it to the user.  

c. Select the Records Management 

application to give access to Iron Mountain 

Connect for Records Management.  

d. Set the Report Group to Basic Records 

Management to give access to Records 

Management reports within Report Center. 

 

2 



Creating a New User:  Setting User Access/Permissions 

Click the Records Management 

Access/Privileges link to open the 

User Security screen and grant the 

user access to Iron Mountain 

Connect Records Management 

functionality.  
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Creating a New User:  Setting User Access/Permissions 

There is a 5 minute delay while the user 

record is finalized.  Once this is complete, 

assign the user permissions.  

The Records Management 

Access/Permissions screen is divided 

into three expandable/collapsible 

sections: 

• Permissions 

• Organizational Access 

• History 

 

Click to change the information you 

see. 

i 
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Creating a New User: Setting User Access/Permissions 

Assign organizational access 

by choosing the Customers, 

Divisions and Departments to 

which this user has access. 

Save all changes to the users 

permissions and access. 
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Creating a New User:  New User Welcome Email 

If you selected the System-generated 

Password Reset option in step 2b, 

the new user receives this Welcome 

email. 

 

Within 24 hours, the user must log in 

to Iron Mountain Connect with the 

username and password provided. 

 

Refer to the Password Reset  How To 

training guide for additional 

information. 
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Setting Access/Permissions for Multiple Users 

Click to select users from the list.  The 

Action button is only enabled after you 

select multiple checkboxes. 

Search for the users for whom you need 

to set permissions/access.  Refer to 

Searching for Existing Users.  
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Setting Access/Permissions for Multiple Users 

 

Select the Action dropdown to set Iron 

Mountain Connect Records Management 

permissions and access for multiple 

users at once:   

• Add Permissions – grant permission to 

perform different Records 

Management functions 

• Remove Permissions – remove 

permission to perform different 

Records Management functions 

• Add Access- grant organizational 

access 

• Remove Access – remove 

organizational access 
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Setting Access/Permissions for Multiple Users 

Set the access or permissions and 

click Confirm.  Iron Mountain 

Connect Records Management 

displays a success message and 

sends confirmation of the changes to 

your email address. 
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Cloning a User 

Use the filters to search for the user you 

wish to clone.   

Click Clone User….  A new user profile is 

generated.  Settings from the base user 

are copied. 

Click to select the user from the search 

results displayed on screen. 

Cloning saves you data entry by copying 

the user profile with the information 

intact.  You are still required to enter 

identifying information in key fields, 

however, the system settings and much 

of the data is copied.  
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Cloning a User 

Click Save to finish the cloning process 

and create a new user.  

Much of the data has been copied from 

the original user record.  You must enter 

data in all required fields (marked with a 

red asterisk).  

 

Select Records Management Line of 

Business in the Account section of the 

User Profile to give this user permission 

to access Iron Mountain Connect 

Records Management.  
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Cloning a User 

Refer to Creating a New User to grant the 

user access to Iron Mountain Connect for 

Records Management.   
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Repeat the cloning process to continue 

creating users from this base profile as 

necessary.   
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Inactivating / Reactivating a User 

 

Select the Account dropdown and 

change the status:   

• If the user status is Active you are 

able to terminate (this sets the 

users status to Inactive;  it does not 

remove the user from the system) 

• If the user is Inactive, you are able 

to activate   

 

Click the checkbox to select the user 

from the list. 

Search for the user you need to 

activate/inactivate.  Refer to 

Searching for Existing Users.  
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Inactivating / Reactivating a User 

The Status column reflects your 

change.  

 

The screen is greyed out while the 

system processes your change.  A 

success message displays once the 

change is complete.   

 

i 
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Exporting a List of Users 

Follow the steps in Searching for 

Existing Users to generate a list of 

users that match your search criteria. 

1 

Search for Records Management users, then export the list of all users that 

match your search criteria. 



Exporting a List of Users 

 

Follow the export prompts at the 

bottom of the screen to open, save or 

cancel the export.   

 

 

Click Export and select the 

appropriate format: 

• .csv 

• .xml 
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Exporting a List of ALL Users 

 

Click the Records Management radio 

button.  

 

Set the Permission filter to a basic 

permission that you know all of your 

users have access to.  For example: 

Search for records. 

Leave the Customer filter set to All. 

1 

2 

3 

Generate a list of ALL Records Management users with organizational access 

and permissions.  This export replaces the Record Center User report that was 

previously grouped under Activity reports.  

Click Search. 
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Exporting a List of ALL Users 

 

Follow the export prompts at the 

bottom of the screen to open, save or 

cancel the export.   

 

 

Click Export and select the 

appropriate format: 

• .csv 

• .xml 
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