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Overview: Using Shipping Addresses

The shipping address is the location where Iron Mountain:

• Picks up records for storage

• Delivers records from storage

• Delivers supplies

Your system administrator manages your shipping addresses from a 
centralized repository to ensure that they are synchronized system-
wide.

Use this guide to learn how to:

• Set default and favorite shipping addresses

• Filter to find a shipping address

• Create a shipping address if you have the proper permission

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



Setting Default and Favorite Shipping Addresses

DEFAULT ADDRESS:

• Marked with a green star

• One default address per user

• Appears at top of shipping address list

• Automatically populates the address fields on orders

FAVORITE ADDRESS:

• Marked with a gold star

• Multiple favorite addresses per user

• Displays directly below the default address (if no default address 
has been set, favorites display at the top of the list)

• Used to organize the address list; quickly find favorite addresses 
near the top of the list



Setting Default and Favorite Shipping Addresses

Set default and favorite addresses from the 
Detail step in any order wizard:

• If you have NOT set a DEFAULT address, 
the Shipping Address List screen opens 
automatically when you get to the Details 
screen, until the default is set. 

• If you have set a default address, click the 
Change Address Link on the Details 
screen to open the Shipping Address List 
screen.
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Setting Default and Favorite Shipping Addresses

Set one default address.  

Select Set as Default.  The address is 

marked with a green star and moves 

to the top position in the list.  It 

automatically populates the address 

fields on the Details screen of orders 

on future orders. 
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Set one or more favorite addresses.  

Select Add to Favorites.  The address 

is marked with a yellow star and 

moves to the top of the list.  If you set 

a favorite, the favorite appears under 

the favorite.  

Repeat to add additional addresses as 

favorites.

4

Click the Action dropdown to the right 

of an address.
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Setting Default and Favorite Shipping Addresses

REMOVING THE DEFAULT ADDRESS

• Select the address, then select 
Remove as Default from the Action 
dropdown.

OR

• Select a different address and set it 
as the default to automatically 
replace the default address. 

REMOVING FAVORITE ADDRESSES

• Select the address, then select  
Remove from Favorites from the 
Action dropdown.  
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Filtering (Finding) Shipping Addresses

Click Filter.  Addresses that 

match your filter criteria are 

listed.

Enter search criteria in one or 

more column filters and click 

Filter.  Only addresses that 

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



Creating a Shipping Address

If your system administrator has 

given you the permission to create 

shipping addresses, the Add Address 

button displays on the Shipping 

Address List screen.  

Click Add Address. 
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Creating a Shipping Address

Enter required shipping address 

details (marked with a red asterisk *).  
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Click Choose Users. 
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Ship-to Code can contain up to 7 
alphanumeric characters , dashes (-), 
periods (.)  and backslashes (/). 
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Select the users who will have 

access to this address.  Click 

individual users or use the links 

above the user list to assign or 

unassign all users.   

Creating a Shipping Address

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 and unassign individual users.

Users who are not selected are restricted from 

seeing and using the address. 
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Click Confirm. 
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By default, ALL users have access to a NEW address.  You must MANUALLY deselect 

users who should not have 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. 
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Creating a Shipping Address

Review the address details and 

click Use this Address.  The 

address defaults onto this order; it 

will be available to all users within 

the company.  
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Click <Choose Users to return to 
the address and correct 
information. 
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