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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

Welcome rc2jen —== USA SUPPORT » LOGOUT

A RoNMOUNTAIN

RECORDS MANAGEMENT

Cart «|  Retrieval Cart © Help

*Retrievals (1) | < Back to Cart | | Add More Records | Place Your Order [RPN

=Supplies (0)

Pickups (1
=Pickups (1) Delivery Address Shipping Priority Email Confirmation(s) primary BN

|jennifer.stackhouse@ironman.| |

RC2M2Z [RC2M2] Mext Day 11/16/2017 5:00:00 PM EST

(© Half Day 11/16/2017 12:00:00 PM EST | | ®

34 Main Street

l:l (O Rush 11/15/2017 1:58:36 PM EST | |O
led by 5:00:00 PM on .

Order Instructions

[ Set default and favorite addresses from the

ABERDEEN, WD 21001 Detail step in any order wizard:

e « If you have NOT set a DEFAULT address,

" s e the Shipping Address List screen opens
Delivery Contact g .
automatically when you get to the Details

screen, until the default is set.
-

_ If you have set a default address, click the
= Use My Contact Information . .
Ol ol i Change Address Link on .the Details _
delivered by third party carrier screen to open the Shipping Address List

©One or more items below delivered
electronically. screen.

Search, Retrieve

Pickups, Add Records

Customer: JARR [ARROW ELECTRONICS] Line Item (1)
Bulk Upload
Order Supplies Instructions:
Administration Line 1D Requested for Item Instructions Retrieval Method
Track Orders 1 P ANTHONY Stackhouse, Jennifer Reguest 10D v



Setting Default and Favorite Shipping Addresses

Shipping Address List 2 @ Close X

You are required to select a physical address Click the Action drOdeWﬂ to the rlght

of an address. E—

Customer ID Sta...

ZIFiPo... | Country Contact Na... Contact Ph... Fax

R

34 Main Street 2575555 ¢ Action

Select Set as Default. The address is A

B marked with a green star and moves i Yy Acton
N to the top position in the list. It ) |

' automatically populates the address L
5 Main Strest fields on the Details screen of orders ¥z Aon |

1 15T AVE on fUtU re Ol’derS. 52 Use This Address

Set as Default

63 Main Street 17 MEW YORK MY 10001 S RC2M2 DD00005555

Contact 3L Add to Favorites

Uz DR Set one or more favorite addresses. g £ Remove from Favorites

VISTAVE e Select Add to Favorites. The address Edit Address Details

96 Main Street iIs marked with a yellow star and

moves to the top of the list. If you set

RN AINERR AL - fovorite, the favorite appears under
the favorite.

Displaying 1 - 25 of 88

Repeat to add additional addresses as
favorites.



Setting Default and Favorite Shipping Addresses

@ Close[¥

» Select the address, then select
Remove as Default from the Action
CustomerID  Address Li... = Address Li... dropdown .| Fax Action

[1pe ree e e rre e ere v o OR I T

RC2M2 24 Main Street Select a different address and set it % Acon -
JARR \o01 as the default to automatically
CAMPUS replace the default address.

ORIVE

Reset View

Add Address

Use This Address

Remove as Default

RC2M2 50 Main Street Add to Favorites

REMOVING FAVORITE ADDRESSES

RC2M2 85 Main Street ‘__,"' § | Remove from Favorites

» Select the address, then select
JARR 11STAVE Remove from Favorites from the
RC2M2Z 63 Main Street 17 Action dropdown-

Edit Address Details

v

A LG

JARR 1000 COLLEGEV... PA 18426 VALERIE 6108319942

Actio
CAMPUS DR N Aeten

o
{} Action
W

JARR 1 15T AVE Add2 BOSTON MA 02111 5 : 76158901815 * Action

RC2M2 96 Main Street YONKERS N 10710 S 5147715555 * Action

Contart

| Page D ofd| b bl | & Displaying 1 - 25 of 82




Filtering (Finding) Shipping Addresses

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

Welcome Demo User PROFILE ] & ENGLISH (us) » SUPPORT ~ LOG OUT

A IRON MOUNTAIN®

m RECORDS MANAGEMENT =

Shipping Address List © Ciose

“You are required to select a physical address fo continue with the order process, regardless of the type of order.

Add Address

Customer ID Address Li... Address Li... Floor City Sta...  ZIP/Pos... Country Contact Name Contact Ph... Fax Action

e ] o] e |

RC2ZT1 1500 Campus. i} Brian Scott 6108312238 'ﬁ Action -
Drive

RC2T1 1000 CAMPUS ¢ & RC2 TEAM c ¥ Action |~
DRIVE

Enter search criteriain one or
more column filters and click
Filter. Only addresses that

match your criteria display.

Displaying 1-2of2




Creating a Shipping Address

1

If your system administrator has
given you the permission to create
shipping addresses, the Add Address
You are required to select a physical address to continue button displays on the Shlpplng
Add Ad Address List screen.

Customer ID | Address Li...  Address Li... Floor C“Ck Add Address

34 Main Street ABERDEEN Mo RC2M2 4102975555
Contact

Action | - A

1001 COLLEGEY. .. S TD 2300
CAMPUS
DRIVE

Action

90 Main Street DALLAS 5 RC2M2 21443585555
Contact
65 Main Streset DALLAS 0243 5 RC2M2Z
Contact
115T AVE 19406 3 K
1 MCDOMNALD
63 Main Street 1 MEW YORK 10001 S RC2M2
Contact
1000 COLLEGEWV. .. 19426 = WVALERIE
CAMPUS DR GIBSON
1 15T AVE C 02111 3 JESSICA 901815
WALLACE

| (2] (3] (] 23] (] [ %

10710 RCZM2 5147715555

Contacd

Displaying 1 - 25 of 90




Creating a Shipping Address

Add Shipping Address Close [X|

Address Details Choose Users

Enter the required address fields, then assign users.

o
hoos ustamer
*shipToCode: [NST |
S — 2
*Address Line 1: Street Address, Post Office Box Enter required shipping address
Address Line 2: Apt, Suite, Unit, Building details (marked with a red asterisk ).

Address Line 3: Floor:

*City: |Collegeville

*State/Province/Region: | PENNSYLVANIA

*ZIP{Postal Code: | 19426
Ship-to Code can contain up to 7

“Couniry. [INTEDSTATES | -
- alphanumeric characters , dashes (-),
*Contact Name: |Jay Smithe periods (.) and backslashes (/).

*Contact Phone: | 21539380091

Contact Email: JSmithe@me.com




Creating a Shipping Address

By default, ALL users have access to a NEW address. You must MANUALLY deselect
users who should not have access to the new address.

Add Shipping Address 5 Close [%

Choose Users

Click Confirm.

Add or remove user access to this address, then click Confirm to revies

Unassign All Users

Reset View

Set user access for this address:

First Name Last Name ' * Click Assign All Users/ Unassign All Users

links to assign or unassign ALL users with a
rc2copyff1 1@imrm.com S|ng|e C“Ck

Brenna 2 brennzieS@imrm_com O R

Bremna ksl iisedl ° Click the checkbox to the left of each user to

assign and unassign individual users.

a

E OO0

Annie

=

Users who are not selected are restricted from
seeing and using the address.

]

Annie 2 annieff11@imm.com

O

Annie 12 maddyieS@imrm._com

O
e e e b e P

]

Maddy maddyff1 1 @imm.c maddyf11

]

& Keegan =1 fredied@imrm.com
M 4 | Page ot76 | b M | & | PerPage: 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.



Creating a Shipping Address

Review the address details and
click Use this Address. The
, , , _ address defaults onto this order; it
Review the address details, then click Use This Address fo create the address and w.

T will be available to all users within
e company

Summary

Customer
RC2M2 [RC2M2]

Shipping Address .
1000 Campus Drive, Suite 10, 4, Collegeville, PA 19426 Click <Choose Users to return to

Users the address and correct
Annie User information.

Dylan User




