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Managing Hold Codes

Hold codes override the retention fields on a record and prevent record
destruction. As an administrator you are able to create and apply hold
codes to entire record codes and departments; users are able to apply
hold codes directly to boxes.

Use this guide to learn how to:

* Create a hold code

« Assign a hold code to a record code

« Assign a hold code to a department

« Remove a hold code from a record code

« Remove a hold code from a department

Refer to the Assigning & Removing Hold Codes How To guide for
information on assigning and removing hold codes to/from boxes.



Creating a Hold Code

Welcome rc2jen = UusA SUPPORT » LOGOUT

A roNMoUNTAIN 3

RECORDS MANAGEMENT Click Create Hold Code.
Administration «| Manage Hold Codes @ Hep

Manage Organizafions Create, assign and remove hold codes that prevent record destruction.

Mo translation for: wonderbar manage OrgGroups
gl P Customer:

Manage Supply Lists | ™ | Create Hold Code

Manage Box Templates

Manage File Templates n Select a customer to view the list of existing hold codes. Click Create Hold Code to add a new hold code.

Manage Addresses 2

Manage Record Codes

oManagoross Select Manage Holds to open the

Manage Hold Codes screen.

Select Administration.

P — Use the left-side navigation bar to
Pickups, Add Records move within the different functional
areas in Iron Mountain Connect
Records Management.

Order Supplies.

Administration

I

Track Orders



Creating a Hold Code

Crrr—

[ ——— Select the customer.
HOLD DETAILS

Information about the hold code. *Required fizld

*Customer
JSRC2 [SRVC CF,BEC=B RMT=5] 5

Hold Code (Hold Code Description Identify the hold code with a unique

_ three-alphanumeric code and a

*Review Date “Approval Date descri ptl on

*Requestor

Jonathon Smithe Ivy Houser

*Requestor Phone *Approver Phone

2123430930 Enter additional required fields and

Notes any notes about the hold code.

Legal hold for internal investigation

Click Save.




Creating a Hold Code

A RoNMOUNTAN:
BECORDS MANAGEMENT

Administration

Manage Crganizafions

Mo translation for: wonderbar manage OrgGroups
Manage Supply Lists

Manage Box Templates

IManage File Templates

Manage Addresses

Manage Record Codes

Manage Hold Codes

Create, assign and remove hold codes that prevent record des

Welcome rc2jen

A success message displays
letting you know that the hold
code was successfully
created. The hold code is

=== USA

SUPPORT » LOGOUT

e Help

N1
X

Action

> Manage Holds | | |

| Filter

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders

Customer: | o t d t h
|JSRC2 [SRVC CF BC=B.RMT=5] |V |7C| ISteéd on e screen.
NEW HOLD CODE
Hold code LGL has been created.
Customer Hold Code = Description Notes
JSRC2 [SRVC CF BEC=B RMT=5] ADM ADMIMISTRATIVE HOLD
JSRC2 [SRVC CF BEC=B RMT=5] LGL LEGAL HOLD: Legal hold for inter
=More
JSRC2 [SRVC CF EC=B AMT=5] MRC MULTI RECORD CODE
JSRC2 [SRVC CF EC=B AMT=5] MUL MULTI DEPT HOLD CCODE
JSRC2 [SRVC CF BEC=B RMT=5] NRT NORTHWESTERN DIWISION Litigation involving
=More
JSRC2 [SRVC CF EC=B AMT=5] SIN SINGLE RECORD CODE

,|Pagec|11|/ #l

=
s
=T
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=
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Assigning a Hold Code to a Record Code

Welcome rcZjen SUPPORT - LOGOUT

‘ IRON MOUNTAIN®

RECORDS MANAGEMENT
Administration «| Manage Hold Codes @ Hep
Manage Organizations Create, assign and remove hold codes that prevent record destruction.
Mo translation for: wonderbar manage OrgGroups Customer:
Manage Supply Lists |RC2M1 [RC2M1] I | Create Hold Code |
Manage Box Templates

Manage File Templates

| I I I |
Manage Addresses

Customer Hold Code ~ Description Notes Action

RC2M1 [RC2M1] BHC BOX HOLD CODE 1
Manage Record Codes
Click Assign Hold to Record View Details

Codes. Edit

Assign Hold to Record Codes
Remove Hold from Record Codes
Assign Hold to Departiments

Remove Hold from Departments

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders {4 | Page [1 Jor1| b b Displaying 1-1 o



Assigning a Hold Code to a Record Code

Assign Hold Code Close

Select the record code(s) that hold code BHC will be assigned to. Continue to apply the hold code.

2 SelectAll | Deselect All

Select one or more

d d h h Record Code Record Code...  Customer Divigion Department Action
record codes that the

. v Filts
hold code will be [ vere then ] 1y here hen {1y e thn [y e then ] e neve e | SRR
ass | g ne d to. Customer CRC Elég‘ll'i REC E{CCQZNP::I] All Divisions All Departments

[<]

Customer CRCH CUST REC RC2M1 All Divisions All Departments
HOLD [RC2M1]

Department CRCH CUSTOMER RC2M1 Customer Not BA DEPT
RECCRD [RC2ZM1] Division- [BETHANMES
CODE HOLD Enabled DEPARTMENT]

Department DEPT HOLD RC2M1 Customer Not BA DEPT
[RC2M1] Division- [BETHANNES
Enabled DEPARTMENT]

Department DEPTREC NO  RC2M1 Customer Not BA DEPT
HOLD [RC2M1] Division- [BETHANNES
Enabled DEPARTMENT]

Department GLOBAL RC2M1 Customer Not WASH
[RC2M1] Division- [HEALTH
Enabled CLAIM OFFICE]

Department BLANK RC2M1 Customer Not WASH L¥]
[RC2ZM1] Division- [HEALTH

I Click Continue. 2 | PerPage: Displaying 1- 8 of 8

[<




Assigning a Hold Code to a Record Code

Assign Hold Code @ Close[X

Are you sure you want to assign hold code BHC to the following record codes?

Record Codes (2)

Review and verify that

g 5 Level Record Code Record Code Title | Customer Division Department
the hold is being placed
Customer CRCH CUST REC HOLD RC2M1 [RC2M1] All Divisions All Departmenis
on the correct record : _ ——— :
: GRCH CUSTOMER RC2M1 [RC2M1] Customer Not BA DEPT
cod e(s)_ RECORD CODE Division-Enabled [BETHANNES

HOLD DEPARTMENT]

Click Assign Hold. : No dala to display

< Record Coggs— Assign Hold




Assigning a Hold Code to a Record Code

A roNMOUNTAN
RECORDS MANAGEMENT

Administration « Manage Hold Codes

Manage Organizafions Create, assign and remove hold codes that prevent record destruction.

Mo translation for. wonderb, OrgG
o franslation for. wonderbar manageOrgGroups Customer:

Manage Supply Lists |R02M1 [RC2M1] |v | Create Hold Code

Manage Box Templates

o HOLD CODE ASSIGNED
Manage File Templates

Hold code BHC has been assigned to record codes.
Manage Addresses

Custol
Manage Record Codes ustomer

| A success message displays letting

RC2M1 [RC2M1] you know that the record code(s)
\ was successfully put on hold.

While this hold is active, records
with this record code assigned
cannot be placed on a destruction
order.

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration
Track Orders [ 4 | page of 1| b B

Welcome rc2jen

Notes

=T SUPPORT » LOGOUT

9 Help

X

Action

I

|

BOX HOLD CODE

Displaying 1-10of 1



Removing a Hold Code from a Record Code

i Welcome rc2jen == USA SUPPORT - LOGOUT
A RoNMOoUNTAIN:
RECORDS MAHNAGEMENT
Administration «| Manage Hold Codes @ He
Manage Organizations Create, assign and remove hold codes that prevent record destruction.
Me franslation for: wonderbar manage OrgGroups Customer:
Manage Supply Lists |RC2M1 [RC2M1] |v | Create Hold Code |
Manage Box Templates
Customer Hold Code ~ Description Action
Manage File Templates
| | | | S
Manage Addresses
RC2M1 [RC2M1] BHC BOX HOLD CCDE BOX HOLD CODE m
Manage Record Codes 1

Click Remove Hold from

Record Codes. Edit

Assign Hold to Record Codes

Remove Hold from Record Codes
Assign Hold to Departments

Remove Hold from Departments

Search, Retrieve

Pickups, Add Records

Order Supplies.

Administration

Track Orders | Page EI of1 | b Bf Displaying 1-10f 1



Removing a Hold Code from a Record Code

Remove Hold Code

Select the record codels) to remove hold code from.

2 Deselect All
SeIECt one or more Record Code Record Code... | Customer Division Department Action
e AT g [ o e e on e e e e
hold code will be
Customer CRCH CUST REC RC2M1 All Divizions All Departments
removed from. HOLD

Customer CRCH CUSTREC RC2M1 All Divisions All Departments
HOLD

=

Customer CRCH CUST REC RC2M1 All Divisions All Departments
HOLD

Department CRCH CUSTOMER RC2M1 [MASTER BA DEPT
RECORD CODE DIVISION] [BETHANMNES
HOLD DEPARTMENT]

Department DEPT HOLD RC2M1 [MASTER BA DEPT
DIVISION] [BETHANNES
DEPARTMENT]

[MASTER WASH [HEALTH
DIVISION] CLAIM OFFICE]

=

I Click Continue. 2 | PerPage: Displaying 1- 6 of




Removing a Hold Code from a Record Code

Remove Hold Code © Close[X

Are you sure you want to remove hold code BHC from the following record codes?

Record Codes (2)

Review and verify that

. . Level Record Code Record Code Title  Customer Division Department
the hold is being , _ , - -
d fr om th e Customer CRCH CUST REC HOLD RC2M1 All Divisions All Departments
remove CRCH CUSTOMER RC2M1 [MASTER DIVISION] BA DEPT
correct record code(s). RECORD CODE [BETHANNES

HOLD DEPARTMENT]

Click Remove Hold. & Displaying 1 - 6 of 6

< Record Code Remove Hold




Removing a Hold Code from a Record Code

Welcome rcZjen == USA SUPPORT » LOGOUT

A RoxMoUNTAN
RECORDS MANAGEMENT

Administration «| Manage Hold Codes @ Hep

Manage Organizafions Create, assian and remove hold codes that prevent record destruction.

Mo translation for. wonderb OrgGi
o franslation for: wonderbar manageCrgGroups Customer:

Manage Supply Lists | RC2M1 [RC2M1] |v | Create Hold Code Reset View

Manage Box Templates

xI

o HOLD CODE REMOVED

Manage File Templales Hold code BHC has been removed from record codes.

Manage Addresses

Manage Record Codes Customer o Hold Code « Description Notes Action
> Manage Holds | | | Filter

RC2M1 [RC2M1] A success message displays letting BOX HOLD CODE
’ you know that hold was successfully
removed from the record code(s).

Records with this record code
assigned can now be placed on a
destruction order.

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders | Page of 1| b B Displaying 1- 1 of 1



Assigning a Hold Code to a Department

i Welcome rc2jen == USA SUPPORT » LOGOUT
A [RON MOUNTAIN®
RECORDS MANAGEMENT
Administration «| Manage Hold Codes @ Hebp
Manage Organizafions Create, assign and remove hold codes that prevent record destruction.
Mo franslation for: wonderbar manageOrgGroups Customer:
Manage Supply Lists |R(32M1 [RC2M1] |v | Create Hold Code |
Manage Box Templates
Customer Hold Code = Description Notes Action

Manage File Templates

Filter

Manage Addresses | | | | | | | |

RC2ZM1 [RC2M1] BHC BOX HOLD CODE BOX HOLD CCDE m
Manage Record Codes
= Manage Holds 1 View Details

Edit

| Click Assign Hold to

Departments ' Asszign Hold to Record Codes

Remove Hold from Record Codes
Assign Hold to Departments

Remove Hold from Departments

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders | | Page El of1 | b b Displaying 1- 1 of 1



Assigning a Hold Code to a Department

2 Assign Hold Code © Close[X

Se| ect one or more Select the deparimeni(s) that hold code BHC will be assigned to. Continue to apply the hold code.

departments that the

hold code will be pepartment

assigned to. o]

Al
BA DEPT [BETHANNES DEPARTMENT]

WASH [HEALTH CLAIM OFFICE]

Departments Selected = Remove All
a4 DEPARTMENTS I

BA DEPT [BETHANNES DEPARTMENT] @

WASH [HEALTH CLAIM OFFICE]

3
| Click Continue.

—

| Collapse All
2 of 2 Departments Selected

Click the Expand All link or the caret 4
to the left of the Department
dropdown to view the individual
departments.




Assigning a Hold Code to a Department

Assign Hold Code Close [%

Are you sure you want to assign hold code BHC to the following departments?

Departments Selected | Collapse All
4 DEPARTMENTS 2 of 2 Departmenis Selected

ReVIeW and Ve”fy that BA DEPT [BETHANNES DEPARTMENT]

the hold is being placed
on the correct
department(s).

WA SH [HEALTH CLAIM OFFICE]

Click Assign Hold.

< Departments

Assign Hold




Assigning a Hold Code to a Department

Welcome rcZjen = UusA SUPPORT » LOGOUT

A RonMouNTAIN

RECORDS MANAGEMENT

Administration «| Manage Hold Codes @ He

Manage Organizafions Create, assign and remove hold codes that prevent record destruction.

Ma translation for: wonderbar manage OrgGroups
gebrg . Customer:

Manage Supply Lists |R02M1 [RC2M1] |v | Create Hold Code

Manage Box Templates

o HOLD CODE ASSIGNED X
Manage File Templates

Hold code BHC has been assigned to departments.
Manage Addresses

Manage Record Codes Customer - Notes
| A success message displays letting :' |
RC2M1 [RC2M1] BOX HOLD CODE

you know that the department(s) was
successfully put on hold.

While this hold is in place, records
assigned to this department cannot
be placed on a destruction order.

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration
Track Orders | Page of1 | b Bl Displaying 1 - 1 of 1



Removing a Hold Code from a Department

Welcome rcZjen == USA SUPPORT » LOGOUT

A RoNMOUNTAN:
BECORDS MANAGEMENT

Administration «  Manage Hold Codes @ Hep
Manage Organizafions Create, assign and remove hold codes that prevent record destruction.
Mot lation for: wonderb: Orgls

0 Transiation 1or. wonderbar manageUrglsroups Customer:
Manage Supply Lists |R(32M1 [RC2M1] |v | Create Hold Code |
Manage Box Templates

Customer Hold Code « Description Motes Action
Manage File Templates

| | | I |
Manage Addresses
RC2M1 [RC2M1] BHC BOX HOLD CODE BOX HOLD CODE
Manage Record Codes
1 Edit
Click Remove Hold from
Departments.

Assign Hold to Record Codes
Remove Hold from Record Codes
Assign Hold to Departments

Remove Hold from Departments

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration

Track Orders [0 4 | Page El of1| b B Displaying 1-1of 1



Removing a Hold Code from a Department

Remove Hold Code: BHC @ Close[X
Select the department(s) to remove hold code from BHC.

Department Action

| - |

BA DEPT [BETHANNES DEPARTMENT]
WASH [HEALTH CLAIM OFFICE]

2
Select one or more
departments that the
hold code will be
removed from.

3

I Click Continue. | & | PerPage: “ Displaying 1- 2 of 2




Removing a Hold Code from a Department

Remove Hold Code: BHC

. . ﬂ Are you sure you want to remove hold code BHC from the following departments?
Review and verify that

the hold is being Departments Selected for RC2M1
removed from the F—
CorreCt depal‘tment(S) BA DEPT [BETHANMNES DEPARTMENT]

Click Remove Hold.




Removing a Hold Code from a Department

Welcome rc2jen == UuUsA SUPPORT » LOGOUT

A RonMouNTAIN
RECORDS MANAGEMENT

Administration «| Manage Hold Codes @ Hep

Manage Organizafions Create, assign and remove hold codes that prevent record destruction.

Ma translation for: wonderbar manage OrgGroups
gelng P Customer:

Manage Supply Lists |Rcz|u1 [RC2M1] |v | Create Hold Code

Manage Box Templates

Manage File Templates

HOLD CODE REMOVED X
Hold code BHC has been removed from departmenis.

Manage Addresses

Manage Record Codes Customer Hold Code ~ Description Notes Action

| i ml I m |
RC2M1 [RC2M1] A success message displays letting BOX HOLD CODE
‘ you know that hold was successfully

removed from the department(s).

Records assigned to this department
can now be placed on a destruction
order.

Search, Retrieve

Pickups, Add Records

Order Supplies

Administration
Track Orders | Page of1 | b B Displaying 1 - 1 of 1



