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Module One: Iron Mountain Connect™ QOverview

The Iron Mountain Connect system is designed to access and maintain records management
information that is managed through Iron Mountain. The system provides secure, easy, quick,
online access to records and information.

The Iron Mountain Connect application was developed to make it easy to search for information
and place orders within one system.

In addition, Iron Mountain looked at matching its system with some of the drivers in the
marketplace. It relates to what an organization might need to do while developing a
comprehensive records management program.

Much of the functionality is based on “The Four Pillars of Records Management.” The four
pillars are guidelines that consist of components of developing and maintaining a compliant
records management program in cooperation with current laws and regulations, along with
individual company policies and procedures.

The Four Pillars of Records Management:

e Consistency: All of your information, across your departments, divisions, and/or
business lines can be maintained in one system. All of your information can be
classified or indexed the same way every time.

e Accountability: Access to use the Iron Mountain Connect system is provided to an
entire customer organization if requested. The application can be an extension of your
internal website. The ability to post documents, communications, and policies and
procedures all in one location, gives companies the access needed to learn and review
the information that they are held accountable and responsible for.

e Adoption: The ease of use in the Iron Mountain Connect system makes the adoption
of a program feasible across all levels of an organization. The system has been
designed with self-service features that will encourage users to want to use it.

e Access: All information is gathered in one place to meet the need of accessibility.
The option to search for, request and run reports on information can be conducted with
just a few clicks. The site is secure so only those needing to have access to the system
will be allowed.
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Accessing Iron Mountain Connect

1. In your browser, type www.ironmountainconnect.com, and click Enter:

i\:_/i' ﬁ\;}f |‘ htt.ps::."r’w.ironmcrunta.inconnect.mr.'n..f’

2. On the login page, enter your username and password.

3. Click Login

Note: Your Iron Mountain Account Manager will provide your new username and password. If

you do not have an Account Manager, contact Iron Mountain and they will provide your
username and password. You may not have duplicate email addresses in the system.

A RONMOUNTAN'

LOG IN Need an Account?
Username: bob.smith@ironmountain.com For a username and/or password, please contact our Customer Service Team.
B In the US, email us at askcustomerservice@ironmountain.com or call 1-800-934—3453@
- d&: In Canada, email us at askcustomerservice@ironmountain.com or call 1-800-327-82345@)
assword:

In the UK, email us at cservices@ironmountain.co.uk or telephone 08445 60 70 80
For all other countries, please contact your local Iron Mountain representative

LOG IN

Forgot Your Password?

The system displays “Iron Mountain Connect” homepage.
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Initial Sign On

The first time you sign on as a new user, you will need to change the temporary password you
have been given.

Passwords must meet the following criteria:

e At least 8 characters long

e Contain at least one letter and

e Contain at least one number or special character
e Cannot have been used previously

Change Your Password
Please enter your new password. The new password must be unique, at least 8 characters in length, with at least one letter, and one number or special character(!,@,#,5,%,",&,%.(,)).

You may not reuse previous passwords. The password cannot contain the user's User Name, First Name or Last Name anywhere within the password.

Please enter your new password. You are on the "Change Your Password" window because:

User: bill_standard You are logging in for the first time

.
. + Your current password has expired
Input old password: + You requested to modify your password
+ Your password was reset by an administrator
Input new password:

Confirm new password:

You will also need to set up security/challenge questions. These questions are used if you forget
your password or have locked yourself out of the system with three unsuccessful attempts to
enter your password.

Create/Update your password Security Questions

Please select and answer the three questions below.
Should you ever forget your password, you may reset it if you answer 2 of the security

questions correctly.

“indicates required.

* 4. Please choose a security question v ) ] ]
Tips on Security Questions:

Answer:

= We've designed questions that
would be hard to guess.

* 9. | Please choose a security question v
Answer: + Select the questions that you will
have clear answers to which you
can easily remember.
* 3. | Please choose a security question v
Answer:

*\oice Security PIN:

If you contact us via phone you will need this PIN to identify yourself to our
representative.

Please enter a random 4-digit number that you will remember.

PIN Number:
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You will need to select three challenge questions (out of 12 available questions) and enter your
answers. If you need to use the Forgot Password function, the system will randomly select two
of the three questions for you to answer.

Both questions must be answered correctly and you have three attempts before being locked out
of the system.

Forgot Password

To reset yvour password, respond to each of the challenges below and click OK.
Username: cua_ed_xy

What is your maternal grandfather’s first name?

What was the name of your first boyfriend or girlfriend?

Cancel

In addition, you will need to set up a voice response PIN number. This PIN will be used if you
contact [ron Mountain by phone to submit a request.

You can modify the selected questions and answers by clicking on the Profile link at the top
right.

Welcome Bill Standard P. ‘OFILE =) EENGLISH (US) ~ SUPPORT ~ LOG OUT
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Iron Mountain Connect™ Homepage

Welcome Bill Standard PROFILE === ENGLISH (US) ~ SUPPORT - LOG OUT

b Quiicb ks = Record Center 2l lGidia
& HErs s W st i Manage your records online, schedule a pickup, and order boxes to be refrieved.
» Shredding What’s New A
Retrieve a box:
» My Profils
pa Entor BoX fumber 16 relHove I ea | internet Explorer § Update
» Resources Enter box numBerto retrieve |
» Pay Bill =
£ Shredding = Document Imaging
Resources Solutions
The Shredding Center allows you to request senvices and view currentvisit profiles and upcoming }Wa]*'l ;":ICHW“EHUU HEE? -fast
- Email question to support senvice dates L orten response times
! 3 Lsam mare=
3 : By Phone a Reports o ¥

24 hours/day, 365 dayslyear.

General Inquiries: 8007934—3453@ _ REQUEST AREPORT MY RECENT REPORTS
{Us) anDD-SQ?-%dS@(Canada;
Technical Support

* Category:

800-934-3453) (US) or Select 7 | setect T
800-327-634508) (Canada)
Business Needs: 800-934-3453 Report Title Report Samples

{Us) or BUU-SZ?-SIHS@ (Canada)

The Iron Mountain Connect Homepage gives you access to components of the system based on
your role and the Iron Mountain Services you have access to:

e Record Center: is the Records Management application of Iron Mountain Connect.
Customers can easily locate cartons or files, search for records, and schedule pick -ups
all in one convenient location.

e Report Center: Enables customers to request and access reports to monitor their
records management practices to ensure the ongoing quality of the program. Audit and
compliance reports can be run on Inventory, Financial, Retention, and Activity data.

e Resources: You will find Training and other relevant information when you access
the Resources tab.

e Alerts and What’s New Section: Notifies you of any information that will be
important regarding Iron Mountain Connect, along with any enhancements that have
taken place in the system.

e Shredding Center and Escrow Center: You may also have access to these
applications, which allow customers to manage their Shred and Escrow Services
respectively.

Administrators will also have access to:

e Manage Users: This section allows Customer User Administrators (CUAs) to edit
and add new users to their company list.

e Resources (Upload Functionality): For Customer Content Administrators (CCAs),
the Resources tab has functionality that allows uploading a company logo and
company documents (you’re your company records policy, retention schedule, etc.).
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Accessing Record Center

Record Center is where you manage your Records program with Iron Mountain. Based on their
access rights and privileges, users in your company access Record Center to search, view,
retrieve, and schedule orders for your company’s records.

There are three different ways to access Record Center. Type or click one of the following to
access Record Center:

1. Click the Records Management Link
2. Click on Record Center in the Records Center Portlet header

3. Enter Search criteria and then click Go

elcome Bill Standard PROFILE === ENGLISH (US) ~ SUPPORT +
A roxMoUNTAN

& nome

My Quick Links E Record Center 2 0 Merts

» Records Management

Manage your records online, schedule a pickup, and order boxes to be refrieved

» Shredding What's New A
» My Profile Retrieve a box:
A ' Internet Explorer § Update

» Resources | Enter box mumb 1
» Pay Bill z Document Imagin

£ Shredding A S ging
Resources —

The Shredding Center allows you to request senvices and view current visit profiles and upcoming | Go | gwcﬂwnalyuu nee%-fasl
[ Email question to support service dates o—==—n orten response fimes

Leamn more>
| ByPhoe B Reports % )

24 hours/day, 365 dayslyear. —
General Inquiries: 8007934—3453@ _ REQUEST A REPORT MY RECENT REPORTS
{US) or BGU-SZ?-EME@(Canada;

Technical Support: Calngnny:

800-934-34538) (US) or Select | [Saioct =
800-327-8345(9) (Canada)

Business Needs: 800-934-3453) Aeport Title Report Samples

(Us) or BUU-BZ?-SMS@ (Canada)

Clicking on any of these options opens a separate window for doing a Basic Search in the
Records Center.

Record Center Home | Help | Logout

A RON MOUNTAIN'

Please enter your search query below,

Search for: \I Search Preferences

Basic Search
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Module Two: Searching in the Records Center

Searching in the Record Center

The search function lets you locate information from your inventory. You can locate
information for the following:

Boxes F —lig
——

Files

Note: you can search across all of your accounts.
There are three types of search functions in the Record Center:

1. A “Basic Search” lets you type in search criteria for a broad search across your inventory.
For example, you may want to look for records associated with the term “mortgage.” By
completing a basic search, Iron Mountain Connect pulls all files and boxes that include the word
“mortgage.” This may produce numerous results that you can select from.

2. An “Advanced Search” enables you to filter and refine your search based on selected criteria.
There are over 55 types of criteria you can choose from to search for your information. For
example, if you are an individually listed customer (a customer whose records at Iron Mountain
contain information at the individual file level) you may want to look for a specific file with the
name “Elm” in the title. For example, you can do the following:

e Search only “files” (as opposed to boxes)
e Search for titles = “Elm”

By completing an advanced search, the [ron Mountain Connect system pulls only the files with
the name “Elm” in the title. By using these criteria filters, Iron Mountain Connect produces
fewer search results to make it easier for you to find your information.

3. The “Last Search” Results will display the last search that you completed. This may be
helpful if you continue to pull the same files and/or boxes from your inventory multiple times.
By using the Last Search Results, Iron Mountain Connect pulls only the exact information that
you obtained the last time you searched in the system to help save time.

All search types are available from the Search menu, located on the navigation toolbar.
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Performing a Basic Search

The “Basic Search” function lets you search across all inventory maintained at [ron Mountain.
This includes your boxes and files and associated customer account numbers.

To perform a basic search, complete the following steps:

1. From the Search menu, select Basic Search:

A RON MOUNTAIN'

Please enter your search query below.

Search for: | ] Search Preferences

Basic Search

2. Type your search criteria/key word (e.g., mortgage) and click Go.

A IRON MOUNTAIN® RecordCenter

theSafeKeeper !’

Please enter your search query below,

Search for: |mertgage| Search Preferences

Basic Search

In the above example, Iron Mountain Connect searches for the word mortgage across the entire
inventory in the given account. All files and boxes that include the word mortgage and any
criteria that is identifiable in the inventory stored in the Iron Mountain are displayed.

The screen shot below illustrates the search results for the word “mortgage.” The speed of the
search depends on the amount of inventory stored in your account at Iron Mountain.
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Please enter your search query below,

Search for: [mortgage | Search Preferences

[ search within results

Search Results

Create Search Results Report

1-4 of 4 records containing mortgage

[ select &l Add Al ta Cart
B 5 "3_1 Status Action
O [%4,  ELM STREET MORTGAGE CAPITAL LLC At Iran <
? Mountain W
Customer; ADEMO Add to Cart

Law Client Mame: ELM STREET MORTGAGE
CAPITAL LLC

Cliert Nurmber: 19898
Matter Mumber: 005

Matter Description: INTOWMN BANK CREDIT
EMHANCEMENT

Contained in: 90000000076

Instant Checkout
Edit

Instructions

At Iron h
L 2 Mountain W
Customer: ADEMO Add to Cart
Cost Center Code: LOAN
Record Code: 234 Instant Checkout
tajor Description: MORTGAGE RECORDS Request Unlisted File
Minor Description: EQUITY Edit

Long Descriptionl ALL MORTGAGE FILES FOR 2005
YEAR FROM JOMES TO MARY,
STARTING WITH JANUARY AND
EMNDIMG IM JULY

Instructions

You can use any of the following options in a Basic Search:

Keywords

Box number

File number

Portions of a word

Portions of a box/file number
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Basic Search Results Details

In the screen shot below, you can see various places where the word “mortgage” is found in the
record center (law client name field, major description field, etc.). In addition, the following
information is displayed:

1. Whether the information is in a file or a box
2. General information about the file or box stored in the SafeKeeperPLUS system

3. Current location or status of the box

O ELM STREET MORTGAGE CAPITAL LIC At Tron

oo

Custaomer:
La@ Client Name:

t Mumber:
Matter Mumber:
Matter Description:

Contained in:

ADEMO

ELM STREET
MORTGAGE CAPITAL
LLE

19898
oos

INTOWN BANK CREDIT
ENHAMCEMENT

1234592

fMountain

add to Cart

nt Checkout

Instructions

90000000035

Customer:
nter Code:
Box Code:
scription:
scription:
scriptionl

Caos

ADEMO

LOAMN

234

MORTGAGE RECORDS
EQUITY

ALL MORTGAGE FILES
FOR 2005 YEAR FROM
JOMNES T MARY,
STARTIMG WITH
JANUARY AMD EMDING
IM JULY

At Iron
rountain

Add to Cart

Instructions
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Additional Basic Search Options: Wildcard Search

There are times when you may not know the entire word that you are searching for or you may
only know a part of the first or last name that you are searching for.

Iron Mountain Connect provides you with the ability to complete a “wildcard” search. A
“wildcard” search allows you to type letters in the word search followed by an asterisk (*). The
asterisk is used at the end of the string only.

There are two different types of combinations that you can use to perform a “wildcard” search:

1. First, you can enter MAR* in the “Search for” box and Iron Mountain Connect returns results
with any words that begin with the letter MAR in any of the fields available in the system.

2. Second, you can enter multiple words with asterisks for a combination search. For example,
enter MAR* and SMI* in the “Search for” box:

It is important to note that “and” is considered an ignored common word. In other words, your
search only displays words beginning with MAR and SMI and disregards the word “and.”

Similar to the above, you can retrieve the same results for MAR and SMI by typing it as follows
in the “Search for” box:

. . . . Your search disregards the space and
MAR* SMI MAR*, SMI comma between MAR* and SMI*
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Additional Basic Search Options: Complex Queries

See the chart below for options to create more complex queries.

Desired Outcome Operator Example Query Results Produced
Word/Symbol

You do not want to not john not smith All returns with the word john,

see a certain word except for those associated

associated with with smith

another word

You want to see a () john (smith, jones) All returns with the word john

grouping of results to | . use and only with the associated

match a specific word words of smith or jones
parentheses

You want to see an
exact phrase

* use quotes

“john smith file”

All returns with the exact
phrase john smith file

You want to see
something “not
shown”

- word

* use the minus
sign then the
word

smith, -john

All returns with the word smith,
except for those with john
associations (make sure you
leave a space after the comma)
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Detailed Information from Basic Search

The following is another example of a basic search. In this example, you're looking for a box
that contains law files and the name is Tina:

1. Type law and tina and click Go.

Please enter your search query below.

Search for: [law znd tina B scorch preferences
Basic Search

Search results displays two boxes for the words “law and tina.”

2. Click on the box number and the system will display Box Details.

Please enter your search query below.

Search for: |Jawand tina Search Preferences

Search Results I™ Search within results
Create Search Results Report

1-2 of 2 records containing law and tina

=2 Status Action
AL T -
90000000027 o o

]

Mountain
ADEMO Add to Cart

© LAW

n: TINA'S CASES Instant Checkout
n: 2001 Request Unlisted File
: Edit

At Iron b
Mountain —
" ADEMO Add to Cart
& LAW
TINA'S CASES Instant Checkout
2002 Request Unlisted File

Edit

Box Details lists any specific descriptions entered, the receipt date at [ron Mountain, and the size
of the box.

For customers who individually list their files, the details will also contain the amount of files
listed within the box.

In this example, there are 10 files.
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3. Click the Contents hyperlink to view additional details.

Box: 90000000076

Status: At Iron Mountain

Box Record Code:
On Hold: Yes
Contents: 10 files

Cu

Box Details
Detail Actions
Customer: ADEMO [IMRM DEMO ACCOUNT (II)] ...
Box Department: LAW [LEGAL] Add to Cart

Instant Checkout

Request Unlisted File
Edit

View History

Number:
Number:
Reference #1:
Reference #2:

Major Description:
Minor Description:
From/To Date:
From/To Alphanumeric:
Create Date:

Event Date:

Receipt Date:
Transmittal Received:
Special File Format:

90000000076
1234592

TINA'S CASES
2002
09/01/1993 - 10/31/1993

04/15/1994
Yes
LAW

Long Description

Box Storage Size: 1.2

Retention
Destruction Date: 12/31/2000
Destruction Indicator:

The system displays additional information for each of the 10 files contained within that box.

1-10 of 10 records searched

with SKP Box Number Contains 90000000076
with Record Type Equals File

W10 Status Action
§ 001 At Iron .
b Mountain W
Customer: ADEMO Add to Cart

Law Client Name: ENGLAND, ROBERTS & ALBION, P.C.
Client Number: 27057
Matter Number: 001

Instant Checkout

Matter Description: JACKSON MOSS ROBERTS & CO Edit
Contained in: 90000000076
r‘} 1143 At Iron h
h Mountain
Customer: ADEMO Add to Cart
Law Client Mame: FIRST INDUSTRIAL INSURANCE
Client Number: 11124 Instant Checkout
Matter Number: 1143 Edit
Matter Description: ADAMS VS PINE
Contained in: 20000000076
At Iron h
f‘} 010 Mountain W
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You can click any of the following Actions for either files or boxes:

e Add to Cart
e Instant Checkout
e Edit (depending on privileges granted)

See Module 3: Ordering in the Records Center for information about ordering.

Basic Search Results Review

e “Basic Search” is a broad search across all inventory maintained at Iron Mountain. It
includes your files, boxes, and account numbers.

e “Basic Search” works similarly to an Internet search engines. The search is not case-
sensitive: you may use lowercase and/or uppercase letters. The system only finds
whole words. For example, it does not return results in which “law” is embedded in
another word as in the word “lawson.”

e The “wildcard” search lets you search on the first few characters of a field if you're
unsure of the exact spelling or the entire word.

e “Basic Search” returns up to 2,500 results based on the criteria or key word submitted.

e Iron Mountain Connect can handle complex queries which include or exclude certain
words and/or numbers together.

e The search results are gathered based on a relevancy ranking to the criteria or key
word entered. The relevancy ranking is based on the following three key factors:

o Word Score = frequency of the key word (criteria) in the results
o Asset Age = receipt date from SafeKeeperPLUS
o Request count = number of times the asset has been ordered

e The Record Center supports the Open Shelf environment. This lets you utilize open
shelf for your files that are individually listed in the SafeKeeperPLUS system, to be
found through standard searching.

¢ Any unlisted files can be found and created as a temp file for retrieval.
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Performing an Advanced Search

Advanced Search is a more refined search. It allows you to search across all inventory
associated with a customer’s account number(s). Advanced Search lets you filter your search
based on selected criteria.

To perform an Advanced Search:

1. From the Search drop down menu, select Advanced Search:

Record Center Home | Help | Logout

A IRON MOUNTAIN® : *dCenter i
the Safclxcip.m: i’

Please enter your search query below,

Search Preferences

Search for: |

Basic Search

The system displays the Advanced Search screen.
2. Enter the Search criteria.

The Advanced Search screen provides you with additional options to narrow your returned
results: designating Filters, indicating item Status and setting selection Criteria.

A RONMOUNTAIN'

Adva_nced Sea[‘ch Select filters, statuses, and field criteria to find records. m
Filters
[aluct al ]
Select all
Detpartment Select all

Id:

Record Type: | All Record Typas |

all At Iron Mountain Checked out from Iron Mountain Destroyed Pertnanently
reroved from Iran Mountain

Save as my search preferences

Sel o 5 criteria fields listed below. Criteria fields limit your advanced searches to specified values in selected
fields.

Criteria
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Filter Selections:

e Selection of the Customer ID or Account from the drop down menu
e Selection of the Division and/or Department
e Selection of Record Type

Status Selections:

o All

Destroyed

Criteria Selections:

At Iron Mountain
Checked Out From Iron Mountain

Permanently Removed From Iron Mountain

e You can select up to five (5) search criteria.

Search Criteria

Any field

Accounting Client Name
Acquisition Code
Alpha Test Range

Birth Date

Borrower Name

Box Destruction Date
Box From Date

Box To Date

Box Owner
Claim/Policy Indicator
Claim/Policy Number
Claimant Insured Name
Claimant Name

Client Number

Cost Center

Create Date

Customer Box Number
Date Range
Department

Description 1

Description 2
Description 3
Description 4
Destruction Indicator
Discharge Date
Division ID

Entry Year

Event Date

Field Description (1-4)
File Destruction Date
File From Date

File Sequence Number
File To Date

First Name

Insured Name

Last Name

Law Client Name

Law Close Date

Law Letter Code
Lawyer 1

Lawyer 2

Loan Number

Long Description
Loss Date

Major Description
Matter Description
Matter Number
Matter Sub Number
Minor Description
Office

Office Number

Old Loan Number
Patient Birth Date
Patient Number
Receipt Date

Record Code
Reference Number 1
Reference Number 2
SKP Box Number
Social Security Number
Symbol

Volume Number

CONFIDENTIAL AND PROPRIETARY INFORMATION OF IRON MOUNTAIN
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The following is an example of an Advanced Search:

A. Filters - All Customers and Boxes are selected

B. Status - All is selected

C. Ciriteria - Major Description is selected with a value of Procedure Manuals

Minor Description is selected with a value of Corporate Office

Advanced Search

Select filters, statuses, and field criteria to find records. m
Filters
stomers 3

Customer:
G All Divisions

Lx Department:  All Departments

Al Record Codes

Record Type:

tatus: I 7 At Iron Mountain [T Checked out from Iron Mountain 7 Destroyed ™ Permanently
- oved from Iron Mountain

Save as my search preferences

Salect up to § criteria fields listed below. Criteria fields limit your advanced searches to specified values in selected
fialds.,

Criteria

Value:|Procedure Manuals

Value:|Corporate Office

I «Selact 3 Field> -I
IcSaIl:uFltldnv vI
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The search returned only one item matching all the selection options.

Please enter your search query below.

Search for: [

Search Results ™ Search within results
Create Search Results Report

Search Preferences

1-1 of 1 red@rds searched

= HOX
= e Ption Equals Procedure Manuals
with Minor Description Equals Corporate Office

=3 Status

— 90000000010 At lrnn_
—_— Mountain
Customer: ADEMO

Box Department: BOX
Major Description: PROCEDURE MANUALS
Minor Description: CORPORATE OFFICE

Action

4
Add to Cart
Instant Checkout

Request Unlisted File
Edit

3. Review the box or file details by clicking on the highlighted box and/or file number

hyperlink:

{1-1 of 1 records searched

with Record Type Equals Box
with Major Description Equals Procedure Manuals
with Minor Description Equals Corporate Office

L Status

AL Iran
Mountain
. ADEMO

ent: BOX
PROCEDURE MANUALS
CORPORATE OFFICE

Action

k4

Add to Cart

Instant Checkout

Request Unlisted File
Edit
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4. You can select any of the following Actions:

e Add to Cart
e Instant Checkout
e Edit (depending on privileges granted)

| Action |

add to Cart

Instant Checkout
Reguest Unlisted File
Edit

Advanced Search Results Review

e Advanced Search is a refined search across all inventory maintained at [ron Mountain
for a given customer and its associated customer account numbers.

e Advanced Search lets you select certain filters, status, and criteria to narrow your
search results.

e There are more than 55 types of selection criteria. You can use up to 5 selection
criteria options for each advanced search.

e The Record Center supports the Open Shelf environment. This lets you utilize open
shelf for your files that are listed in SafeKeeperPLUS, to be found through standard
searching. Any unlisted files can be found and created as a temp file for retrieval.

Last Search Results

Last Search Results lets you pull up search results from your last search conducted while logged
into that session.
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Module Three: Placing Orders in the Record Center

Ordering
There are six different Order options.

Creating a New Order (for retrieval from Iron Mountain)
Creating a Pickup Order (to send files or boxes to Iron Mountain)
Creating a Supply Order (for delivery)

Creating a Quick Order (fewer screens for ordering)

Invoice Inquiry (read only inquiries)

Order Inquiry (read only inquiries)

Create a New Order

1. Click Orders and select Create a New Order.

Order Inguiry

The system displays the Basic Search screen.

2. Enter the search criteria (box/file number, etc.) in the Search for box and click Go:

Record Center Home | Help | Logout

TS 1 m
s

A [RON MOUNTAIN®

Please enter your search query below.

. Search for: || Search Preferences
Basic Search w

The system displays the Search Results screen.
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Search Results

Search for: [pocoosooozs

[1 search within results

Create Search Results Repart

Search Preferences

1-11 of 11 records searched

record containing 90000000029
with Customer Equals ADEMO

=1 _in Status Action
At Iron h 4
y 2082 Mountain ji
Customer: ADEMO Add to Cart
Law Client Name: RAMDOM NORTH AMERICA INC
Client Mumber: 00940 Instant Checkout
Matter Mumber: 2 OF 2 Edit
mMatter Description: ACQUISITION OF RANDOM
FINAMCIAL CORP %OL II
Contained in: 30000000029
At Tron b, 4

| y D02
. Customer: ADEMO
Law Client Wame: ROMA JOSEPH A
Client Mumber: 22190

Mountain
Add to Cart

Instant Checkout

Once the results have returned, you have various options in order to complete the order process.

The options available will vary according to the user privileges you have been granted by the

company administrator.

e Add to Cart: Add the selected item directly to your cart and continue searching and

adding items to your cart

e Instant Checkout: Allows you to select one item and go directly to checkout screen
¢ Request Unlisted File: Select specific file from a box that is not individually listed

with descriptions

e Edit: Allows you to edit any of the fields that were input during the data entry

process

3. Click Add to Cart

Note: The Add to Cart link turns red and changes to Remove from cart after the item has been
added.

Eemowve from Cart

Eeguest Unlisted File

Edit

The system adds items to the Cart.
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4. From the top of page, click the Cart contents link or shopping cart icon:

ICenter

tve SafcKeeper

The system displays Cart options screen.

5. Click Select Requested For User:

Record Center Home | Help | Logout

A RONMOUNTAIN'

Cart ' 1

m : Order selected items : Remove selected items £ Empty Cart

Select Al Sort byt [Lastsdded v [E

3 ELM STREET MORTGAGE CAPITAL

II_C; Remove from Cart

Customer: ADEMO
Law Client Mame=: ELM STREET

MORTGAGE CAPITAL Status: At Iron Maountain
LLC Requested for:Davis, Phil Select Reguested Far User
Client Mumber: 19898 Delivery Method: Check out [0 Fax [ Photocopy
Matter Number: 008 [ permanently remove from Iran Mountain
Matter Description: INTOWMN BANK CREDIT Instructions:|| |
ENHANCEMEMNT

Contained in: 30000000076

Order selected tems Remove selected tems

Note: You have the option to change any preferences selected including who you would like the
box or file delivered to.

The system displays the Selected Requested For User screen.

6. Click Select next to the name of the desired recipient.
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A IRON MOUNTAIN

User

161 - 180 of 1845 Requested For lUsers
Previous: 1: 8: 3 4 5 6 7 .8 & 10 41 1B 13 I4 15 16 17 ‘18 19 20 21 22 33 B4 2% Eg 27 28 Newt
Select Edit Name
Select Beaucage, Debbie
t Beauchermin, Kelly
Select Beerman, Pattie
Select Bell, Chris

7. From the Cart Options screen, review details, make any revisions, and select one of the
following options:

e Save (save the order and complete the process at another time)
e Order selected items

e Remove selected items from cart

e Empty Cart

8. Click Order Selected Items:

Cart !
m Order selected items Remove selected items
Select all Sort by: [ | 4dd Recards
20F 2
) Remove from Cart

Customer: ADEMO
Law Client Mame: RANDOM NORTH AMERICA IMC
Client Mumber: 00940 Req
Matter Mumber: 2 OF 2

Matter Description: ACQUISITION OF RANMDOM FINAMCIAL CORP
WOL II

Contained in: 90000000029

Status: At Iron Mountain

ested for: angeloni, debra Select Requested For User
Delivery Check out [ Fax [0 photocopy
ethod: [ permanently remave from Iran Mountain

m Order selected items Remowe sclected items WI

The system displays the Checkout screen.
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9. Verify/update the following and click Proceed with Checkout:

e Priority option

e Order option

e Instructions

e Email confirmation (provide at least one; you may add up to three)
Checkout

Proceed with Checkout

Goto Cart

Delivery to

Address: 604 General Washington Avenue
Morristown, Pennsylvania 19403
United States

Phone: (610) 831-2001

Change sddress

Retrieval for :

Priority

@ Next Day by Wednesday, 09/20/2006 at
05:00:00 PM (EDT)

O Half Day by Wednaesday, 09/20/2006 at
12:00;00 PM (EDT)

O Rush by Tuesday, 09/19/2006 at 02:11:08

Instructions:

Order Options
Carrier:

@ Iron Mauntain
C customer will pickup

P (EDT) Email phyllis.davis@iranmountain.com
o confirmation
Scheduled to:
Add email |
address

ADEMO [IMRM DEMO ACCOUNT (II)]

Bill to Cost Center Code: | MASTER

v]

Record: Box
Key Identifier: OO
ADEMO
L
LITO1
BOBS WM
RTINS

Customer:

Cost Center Code:
Record Code:
Major Description:
IMinar Description:

Delivery Method

Instructions:
Chargeback:

Fequested for:

Attention To

PoNumbor:
chorgebock: |

: Check out

Eemowve

L ]

angeloni, debra
Select Requested For User

~oceed with Checkout

CONFIDENTIAL AND PROPRIETARY INFORMATION OF IRON MOUNTAIN
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The system displays the Checkout Confirmation screen.

10. Click Submit Request:

Checkout
Confirmation

Submit Request

#Goto Cart

Delivery to

Address: 604 General \Washington Avenue
Morristown, Pennsylvania 19403
United States

Priority

05:00:00 PM (EDT)

Phone: (6107 831-2091

Retrieval for :
Bill to Cost Center Code:

ADEMO [IMRM DEMO ACCOUNT {II}]

MASTER
Record: Box

Key Identifier: 0O

ADEMO

Lkt

LITO1

BOBS ¥M

MNMMMHNMN

Customer:

Cost Center Code:
Record Code:
Major Description:
Minor Description:

Mext Day by Wednesday, 09/20/2006 at

Requested

P.O. Number: 156645

Delivery Method
Instructions:
Chargeback:

: Check out

for: angeloni, debra

Submit Request

The system displays Checkout Completed screen.

Note: You will receive an email confirmation.

A [RON MOUNTAIN'

Search I

Checkout Completed

Your request has been submitted.

dCenter

/by, the SafeKeeper

Record Center Home | Help | Logout
o, .

~ -

l Administration
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Instant Checkout

If you are not ordering multiple items (ordering only one item box/file), the Instant Checkout
feature allows you to check out immediately, bypassing the need to review the box/file in your
cart before checking out.

1. Click Instant Checkout:

Please enter your search query below,

Search for: [sooooooooze Search Preferences

P T
Search Results [ search within results

Create Search Results Report

1-11 of 11 records searched

recard containing 90000000029
with Customer Equals ADEMO

=1 i Status Action
20F2 At Iran -
) Mountain A==
Customer: ADEMO art

Law Client Mames: RANMDOM NORTH AMERICA INC
Clignt Murnber: 00940
Matter Mumber: 2 OF 2

Matter Description: ACQUISITION OF RANDOM
FINANCIAL CORP WOL II

20000000023

hecko

Contained in:

The system displays the Checkout screen.

2. Click Proceed with Checkout:

Checkout

Proceed with Checkout = Return To Search

Delivery to

Address: 604 General Washington Avenue
Morristown, Pennsylvania 19403
United States

Priority

® MNext Day by Wednesday, 09/20/2006 at
05:00:00 PM (EDT)

O Half Day by Wwednesday, 09/20/2006 at
12:00:00 PM (EDT)

O Rush by Tuesday, 09/19/2006 at 04:55:03

Order Options
Carrier: @ Iron Mountain

O Customer will pickup

IHStrUHiDHS:|:|

Phone: (610) 831-2991

Change Address PM (EDT) Email phyllis.davis@iranmountain,com Remove
Lhange Address y "
confirmation
O Scheduled to:
Add email —
address

Attention To

P.O. Number: __99446?
chargebacki

Delivery Method: Check out

Retrieval for :
Bill to Gost Center Code:

ADEMO [IMRM DEMO ACCOUNT (II)]
| masTER v|

Record: Box

Key Identifier: 90000000059
Customer: ADEMO
Cost Center Code: 4202
Fecord Code: ACCOO1
IMajor Description: CUADRES CAJEROS

Instructions: |

T I

d for: Davis, Phyllis
Select Requested For User

Proceed wiui wiieckout

¥ Return To Search

The system displays Checkout Confirmation screen.
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3. Click Submit Request:

Checkout

Delivery to

==

Confirmation

Priority

Address: 745 atlantic Ave, Mext Day by Thursday, 06/30/2005 at
Boston, Massachusetts 02111 05:00:00 PM (EDT)
United States

Phone: 6175352925

il Submit Request

[l Return To Cart

Order Options

Carrier: Iron Mountain

Instructions:

Email

confirmation dangeloni@ironmountain.com
to:

Retrieval for :

Customer:

Law Client M

Clignt Number:
Number:
cription:
Contained in

Bill to Department:

ADEMO [IMRM DEMO ACCOUNT (II)]

ACCOUNTING
Record: File
Key Identifier: 2 OF 2
ADEMO
12, RANDOM NORTH AMERICA INC
00940
2Z0F2

ACQUISITION OF RANDOM FINANCIAL CORP YOL I
900000000239

P.O. Number: 78876

Delivery Method: Check out

: angeloni, debra

ubmit Request

i Return To Cart.

The system displays Checkout Completed screen.

Note: You will receive an email confirmation.

A [RON MOUNTAIN'

Record Center Home | Help | Logout

o

Checkout Completed | vour request has been submitted.

Requesting an Unlisted File

Unlisted files are stored files that have not been individually listed. This means that Iron
Mountain’s inventory does not include file level descriptions of what is inside your box.

To request an unlisted file, you first create a record for the file.

When you create a record for an unlisted boxed file, the data format that you type your
information in to depends on the department for the box the file resides in. For example, if the
box is from your legal department, then the new file record is in the Law File data format. If no
department is specified on the box record, then the new file record is in the Standard File data

format.

When you create a record for an unlisted Open Shelf file, you select an existing file group or the
new file record.
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Boxed Files
To request an unlisted boxed file:
1. On a Search Results or Box Details screen, click Request Unlisted File (next to a box record).

2. In the Request Unlisted File window, complete all fields:

File Description 1 |

File Description 2 |

(This example is for the Standard File data format.)
3. Do one of the following:

e To add the file to your Cart, click Add to Cart
e To order the file now, click Instant Checkout
e To cancel your request, click Cancel

Note: The value entered in the top field of the Request Unlisted File window becomes the key
identifier of the new record.

Open Shelf Files

To request an unlisted Open Shelf file:

1. Using Quick Order Entry, search for Open Shelf files

2. In your Quick Order Entry results, click Create unlisted files

3. In the Request Unlisted File window, complete the file description fields

4. Select the file group(s) in which the file is located:

[ Select all File Groups
[T GROUP OMNE
[T GROUP TWO

5. Click Save and Return.

Note: The fields that appear in the “Request Unlisted File” window depend on the data format
of the Find In field. For example, if you searched for a patient name in Quick Order Entry, the
description fields are from the Medical File data format. If the Find In field is File Description 1,
the Standard File data format is used.
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Creating a Pickup Order

You can create pickup orders for items to be transported to an Iron Mountain storage facility. On
your pickup orders, you can select the pickup address, service priority, billing and line-item
instructions, and vault service. To create a pickup order, follow these steps:

1. Click Orders and select Create Pickup Order.

2
=]
=]

Order Inguiry

The system displays the Pickup From screen.

) . Enter Pickup Service infarmation Lo ensure your records ane transferred to Iron Mountain
Pickup Order

Pickup Fram Priority ar Options
Address: 604 General Washington aAvenus @& Normal by Thursday, 08/21/2006 at rier: # Iron Mountain

Normistown, Pennsylvania 19403 05:00:00 FM (EDT) O Customer Delivary

United States ) scheduled tructions:
Phone: (610) B31-2091 .
change Address ail phpllin, davis@ironmountain.cem Eamoye

P firmation
amal I
233
Pickup for: ADEMO [IMRM DEMO ACCOUNT (I1)] P.O. Number: ssea795¢
[Bill to Department: MASTER b Chargeback:
New Refile Instructions Chargeback
| Individual Files | [ [i2343e
)
e standard Carton 0 12
—
AW % 10°H Lpaubipfeet] el e e e i e
"’d___""--.___d-—-"_'__""--.____-—'-"——-""--._f_""--.___.‘—"__'"'--.__,__r—"___""--.____-—""'H__'"---._I_"'---._I_""--._
fiis | Large Planner Carton Q o
9.25°L & 9.25°W x dd4°H

2. If necessary, click Change Address to select another Pickup From address:

The system displays Address Book screen.
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3. Select/type revisions needed from the Address Book screen:

Click Address Line and select from dropdown list
To update/revise address information, click Edit, make changes, click Use this address
Click New Address to provide new address info or click Select, and click Close

Address Book

Address Line 180 E;Egil"lS with

Address
elect 745 Atlantic Ave,
dit Boston, Massachusetts 02111
United States
5175352925

£ New Address

E Copy Address

4. Select a Normal service Priority:

Note: To schedule a later pickup, select a Scheduled service Priority. Type a date in
MM/DD/YYYY format or click the calendar icon and select a date.

5. Select/type the following from the Order Options screen:

e Select a Carrier (i.e., Iron Mountain or Customer Delivery)

e Enter up to 120 characters of order-level Instructions

e Type Email confirmation address. You may provide up to three email addresses. To
add an address, type the email address in lower box and click Add email address.

e Toremove an address, highlight it and click Remove.

6. Select/type the following billing information:

e Select Bill to Division or Bill to Department from the drop down list.
e Enter a P.O. Number (up to 17 characters) and a Chargeback code (up to 20
characters)

Note: The option to bill to other departments depends on how your account is setup with Iron
Mountain. Not all customers will have this option.

7. Type the number of New and Refile items in the files and/or boxes (cartons) and applicable
instructions (up to 120 characters). Enter the Chargeback code, if applicable.

8. To request vault service, select Please provide vault pickup service and click Proceed.
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¥l Please provide wault pickup service

The system displays the Pickup Confirmation screen.

9. Click Submit Request:

Pickup Confirmation

9 [TRAINING AMD DEVELCPMEMT]

New
——
Individual Files 3
|oes Standard Carton 0
—

15"L % 12" x 10"H (1.2 cubic feet)

‘Wotling,
Pickup From Priority Order Option
Company . Mormal by Wednesday, 09/20/2006 at 05:00:00 |Carrier: ron Mountain
Name: Iron Mountain PM (EDT) Instruckfie:
Address: 745 ATLANTIC AVEMUE E
BOSTOM, ggntirmation debra. angeloni@ironmountain.com
Massachusetts 02111 :
United States
Contact: Debra Angeloni
Phone: (617) 535-2025
Pickup for: ADEMO [IMRM DEMO ACCOUNT (II}] P.O. Number: 1566456
Bill to Department:

12

ctions

Chargeback

123456

. bmit Request

The system displays the Pickup Order Completed screen.

A [RON MOUNTAIN®

Pickup Order
Completed

Your request has been submitted.

Record Center Home | Help | Logout
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You can select the following types of file and boxes (cartons) to be picked up:

File and Box Types

File or Model # Dimensions (Capacity) Uses

Carton Type

Individual Files NA Vary Vary

Standard Carton | 2000 157 L x12”W x 10" H (1.2 ft3) For letter (8.5” x 11”) or legal
(8.5” x 14”) files.

Check Carton 844 247 L x9"W x45"H For checks, deposit slips,
time cards, cassette tapes,
videotapes, and similarly
sized documents.

Letter Transfer 450 24" L x12"W x 10" H (2.4 ft3) For the contents of a file

Carton drawer, twice the capacity of
the Standard Letter carton.

Legal Transfer 550 24”L x15"W x 10" H (3.6 ft3) For the contents of a file

Carton drawer.

X-Ray Carton 200 15”L x6.25" W x 10" H (1.8 ft3) | For x-rays, ledger books,
and similarly sized
documents.

Small Planner 630 4" x4”W x 42" H For rolled maps, blueprints,

Carton plans, and drawings.

Large Planner 632 9.25" L x9.25"W x 44" H For the contents of four (4)

Carton

Small Planner cartons.
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Creating a Supply Order

You can create orders for empty boxes, transmittal sheets, bar code labels, and other storage
supplies from Iron Mountain. Depending on your security access, you can create orders and bill
supplies to different divisions and departments. For supply prices and a detailed description of
supplies, please contact your Iron Mountain Account Manager or Iron Mountain directly. To
create a supply order, follow these steps:

1. Click Orders and select Create Supply Order:

d Recon

ice infarmation to ensure your supplies are delivered promptly

Deliver To Priority Order Options

Carrier:

Address: 604 General Washington Avenue
Morristown, Pennsylvania 19403
United States

@ Mext Day by Tuesday, 09/19/2006 at
05:00:00 PM (EDT)
(' Half Day by Tuesday, 09/19/2006 at
12:00:00 PM (EDT)

@ Iron Mountain
O Customer will pickup
Instructions:

Phone: (610} 831-2991 O Rush by Monday, 09/18/2006 at 05:26:49 . = =
Change Address PM (EDT) Ema_ll . phyllis.davis@iranmauntain.com Eemove
confirmation
O scheduled to:
Add ermail |
address

Attention To

Supplies for:
Bill to Department:

ADEMO [IMRM DEMO ACCOUNT
MASTER

P.O. Number:

Chargeback:

Unit Quantity to Order

Chargeback

250[STANMDARD LETTER/LEGAL BOH] |25 per Bundle |3 75 45857
SSO[LEGAL TRANSFILE/BOX (10X15%24]] |25 per Bundle |2 g0 45887
TRAMS-PLUS[SKP "T" BARCODE LABELS] |25 per Bundle |s 125 45857

Z8dd Supply
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2. Verify the Deliver to, Priority and Service options (same as with Ordering options)
3. Complete the following billing information:

e Select Bill to Division or Bill to Department from the drop down list
e Enter a P.O. Number (17 characters max) and a Chargeback code (20 characters max)

4. Select your supplies from the drop down list under Description.

e From the Quantity to Order box, type the number of units (bundles). Supplies can be
ordered in whole units (bundles) only.

e The total number (units times the quantity to order) of supply items is automatically
calculated.

e Type a Chargeback code in the Chargeback box (optional for supply items)

5. Click Add Supply. You can change the total by entering a new quantity to order.
6. Click Proceed.
The Supply Order Confirmation screen is displayed.

7. Click Submit Request or click Go Back to change your order:

ait Request
Supply Order Confirmation

Deliver To Priority Order Options
Address: 604 General Washington Avenue Mext Day by Tuesday, 09/19/2006 at 05:00:00 |Carrier: Iron Mountain

Morristown, Pennsylvania 19403 P (EDT) Instructions:

United States Email

confirmation phyllis.davis@ironmountain,com
Phone: (610% 831-2991 to:
Supplies for: ADEMO [IMRM DEMO ACCOUNT (II3] P.0. Number: 588073
Bill to Department: MASTER
Description Unit Quantity to Crder Total Chargeback
250[STANDARD LETTER/LEGAL BOX] 25 per Bundle 3 75 45887
SEO[LEGAL TRAMSFILE/BOX (10X 15x24)] 25 per Bundle 2 to 45887
TRANS-PLUS[SKP "T" BARCODE LABELS] 25 per Bundle & 125 45887
Submit Request
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Creating a Quick Order Entry

Quick Order Entry is a rapid order entry command. It is best used when you know which file(s)
you would like to order.

e You must first set and or edit your Quick Order Entry Preferences. You can find and
add boxed files and Open Shelf files, including unlisted Open Shelf files.

e Files with Find In field values that exactly match your search word(s) are
automatically added to your Cart (up to the selected maximum) when you search for
boxed files. In addition, files with Find In field values that match the beginning of or
your full search word(s) are added to your Cart when you search for Open Shelf files.

¢ You can also create unlisted Open Shelf files from the applicable file groups and add
them to your Cart.

e Quick Order Entry searches are limited to a single field (called the Find In field) in
records. To select the Find In field, change your Quick Order Entry preferences.

You must first set/edit your Quick Order Entry Preferences, see steps below:

1. Click Orders and select Quick Order Entry.

The system displays Quick Order Entry Preferences screen.
2. Set your Preferences.

Note: As your Quick Order Entry search criteria changes, you must revise your preferences.

Quick Order Entry Preferences allow you to set the criteria most commonly used to find and add records to your
QUiCk Order Entry Cart, ¥ou may update your preferences at any time, Be sure to save your preferences before exiting.
Preferences |Please set Preferences for Quick Entry before you use this utility.
C ner: ADEMO [IMRM DEMO ACCOUNT (1] %
C tenter Code Select All v
i a Accounting Client Mame %
Fi ‘oup: All File Groups %
il urn number of records to add to your cart: |3 v
g Restore Defaults i Save and Return

e Select the Customer from the drop down list
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Select the Cost Center from the drop down list

Select a search criteria from the Find In drop down menu

Select a File Group from which to search from the drop down menu

Select a number from the drop down list for Maximum number of records to add to
your cart

3. Click Save and Return
Note: you can modify your Quick Order Preferences at any time.

The system returns to the Quick Order Entry screen.

Please enter your search query below.

Quick Order Entry

Your preferences have been saved.

Search for ||

Enter the Search for values in the screen based upon your Preferences and click Go.

Note: If you are searching for boxed files, type the exact value you want to find. If you are
searching for Open Shelf files, type the beginning of a Find In field value (e.g., box number
90000000029).

4. The system displays a confirmation that the item was added to your cart.

Please enter your search query below.

Quick Order Entry

Last item added to your Cart 90000000029

p- 90000000029 Aadded 1 iterm to your Cart,

Troubleshooting:
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If you searched for Open Shelf files, and no records are found, the data does not match
the format for this File Group or the data does not match any File Group.

If you searched for Open Shelf files, you can click Create unlisted files to add unlisted
files to your Cart.

If more than the maximum number of records that can be added to your Cart by one
quick order entry are found, click More to view the records.

If records are added to your cart, do one of the following:

To do another quick order entry, search for a new Find In field value, or change your
preferences

To view the last item added to your Cart, click the key identifier of the record

To clear your results, click Clear

Note: Your quick order entry results are listed until you clear them or log off from the Record
Center. Clearing your results does not remove records from your Cart.
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Searching for and Viewing an Invoice

You can search for [ron Mountain invoices by date range, invoice number, or order number.
Invoices can be viewed by month, customer, division, and department. To search for and view
an invoice, follow these steps:

1. Click Orders and select Invoice Inquiry:

The system displays the Invoice Inquiry screen.
2. Select the Customer and click Go:

3. Select a Search For option (i.e., Date Range, Invoice Number, or Order Number) from the
drop down list.

e If you search by date range, select a month in the From and To drop down lists to view
more details.

e To view all the transactions for a month, click its Total:
4. Click Go:

Note: The Customer name will default to your company/account name.

Select from the criteria below t%search and view Invoice information,

Invoice Inquiry

Customer: ADEMO [IMEM DEMO ACCOUNT (II)]
rch Fors [oace Range w | From:| January w 2006 %

To: September 2006 W

The system displays the Invoices requested.
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S i Select from the criteria below to search and view Inwvoice information.
Tnvoice Inquiry

Customer: ADEMO [IMRM DEMO ACCOUNT (II)]
Search For:

| From:| December %
To: January v

zooz v |E
2003

Crate Range

|_tonth_l¥ear]Storagelservice|Supply[Transportation] Tax | Total |

December 2002 1,445.96 4.30 0.00 8,75 105,08 1.564.00

es  Div/Dept 2 Orders

e To view all the invoices for a month, click the total number of invoices.
e C(lick an invoice total to view its transactions.
e To view the division and department totals for a month, click Div/Dept:

Customer: ADEMO [IMRM DEMO ACCOUNT (1I)]

Search For: v |Fram: cecember | |zooz w

2003 W

[Crate Range
To: January w

December 2002 - Invoices

|___Invoice Number | Storage | Service | Supply | Transportation

7000095 357.49 3.00 0.00 7.50 26.09
7000096 504,24 0.00 0.00 o.0a 36.55
Fo000s7 14,78 0.00 0.00 o.0a 1.07
7000095 G 42 0.00 0.00 o.0a 4,68
Fo000s9 395,47 1.30 0.00 1.25 28.75
7000100 109.56 0.00 0.00 0.00 7.94

e Click Go Back to go back to main invoice page.

Note: Invoice charges are determined by the rate schedules and units of measure for the listed
transactions. A bill code relates each transaction to the applicable rate.

Invoice Charges

Charge Unit of Measure Description
Storage Cubic feet (ft3) Storing items at Iron Mountain
Services such as handling boxes and files,
Service Number of transactions entering and changing records, and database
searches
Supplies such as empty boxes, file folders,
Supply Number of supplies handbooks, and other materials from Iron
Mountain
Transportation quber of shipments or parts of a Picking up, delivering, and transmitting items
shipment and copies to and from storage
Tax USD or applicable currency Federal, state, local, and other applicable taxes
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Searching for and Viewing an Order

An order is processed when Iron Mountain generates a packing slip for it. This normally occurs
when the order is confirmed.

Retrieval and permanent withdrawal orders: confirmation occurs when the stored
items are removed from their shelves and scanned and ready for shipping.

Pickup orders: confirmation occurs when Iron Mountain receives the order from the
customer.

You can find orders that are submitted to Iron Mountain by their order number, request date,
order type, or request by user. Depending on their order type and order status, you can view,
edit, and cancel orders.

Note: Iron Mountain deletes inactive orders on a weekly basis. An inactive order is a processed
order that lists no transactions for six months.

To display an order, follow these steps:

1. Click Orders and select Order Inquiry:

The system displays the Order Inquiry screen.

2. Select from following:

Select a Customer from the drop down list

Select one of the following Search for criteria from the drop down list:

To search by Order Number, type an order number

To search by Request Date, type a date (click 7% and select a date)

To search by Order Type, select All and a month and year, or select an order type.
To search by a Requested By user, type all or part of the user's first name, last name,
or the Iron Mountain Connect username.

Note: When searching for orders by “Requested By” user, only orders that are submitted using
the Record Center are displayed (not SafeKeeperPLUS or other means).
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Select from the criteria below to find orders to edit, view or cancel.

Order Inquiry

Cpstomer: | Selectall v
(TSR v | | Retricval v w

Jrder Inguiry Results n 1 - 10 of 20 Orders
Bl

Request Request Time Requested Order Customer Order Priority Action
Date By Number Type
02:12:25 PM - Mext Day by Tuesday, 05/30/2000 at - Dotails
05/26/2000 (D7) GCAME 14060202 ADEMO Retrigval 12:00:00 &M (EDT) Processed Srder Histor
3. Click Go.

4. Click View Details Order History for additional information.
The system lists orders by their Order Number.
5. Click a page number link to browse the results:

Note: If there is more than one result, page number links will appear at bottom of screen.

Frevious 1 2 3 4 E 6 7 8 9 10 11 HMNexf

Additional Order Inquiry Functionality:

If the order status is... Then click...

Submitted for processing View Details to display an order
Edit Order to edit an order

Cancel Order to cancel an order

Processed Order History to view the transaction history of an order

Any other status View Details to display an order
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Working with Other Types

Order types specify the nature of a request for service to Iron Mountain and the actions you can
perform on orders using the Record Center.

Order Type Description Actions*

Retrieval Retrieve items from storage at Iron | Submit Request, View Details,
Mountain and deliver them to a Order History, Edit Order,
customer. Cancel Order

Permanent Withdrawal | Permanently remove items from Submit Request, View Details,
storage at Iron Mountain and retum | Order History, Edit Order,
them to a customer. Cancel Order

Pickup Pick up items from a customer and | Submit Request, View Details,
deliver them to an Iron Mountain Order History, Edit Order,
storage facility. Cancel Order

Supply Purchase storage supplies, such as | Submit Request, View Details,

boxes and transmittal sheets, from Order History, Cancel Order
Iron Mountain.

Destruction Destroy specified items that are View Details, Order History
stored at Iron Mountain.

Image Request Retrieve images from storage at View Details, Order History
Iron Mountain and deliver them to a
customer.

Destruction Destroy specified items that are View Details, Order History

stored at Iron Mountain.

Research Find and verify, but do not retrieve, | View Details, Order History
stored items.

* The Edit Order and Cancel Order actions can be performed only on orders that have the
Submitted for processing order status. In addition, you cannot cancel an order that is being
edited by another user.
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Order Status

Order status indicates the current disposition of requests for records or supplies. See the

following:

Order Status

Description

Being updated

Order is currently being updated by a user.

Awaiting customer authorization

Destruction order is on hold awaiting authorization by the
customer.

Submitted for processing

Order was posted and can be released for processing.

Being processed

Order has been fully or partially released for processing by
Iron Mountain.

Processed Order was processed by lron Mountain.
Cancelled Order was cancelled and will not be processed.
On hold Order was placed on hold, and is not being processed, at

the customer's request or for credit reasons.
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Module Four: Adding Records in the Record Center

Adding Records

You have the option of adding new inventory (boxes and files) to the Record Center through the
Iron Mountain Connect™ system.

e When you add data into the system through Add Records, only the online data exists
in our system at that time. It is held in a virtual “holding area.” You must then create a
pickup order to have an Iron Mountain courier come and pick up the boxes.

e Once the boxes are scanned into Iron Mountain (approximately 24 - 48 hours), the
information is matched in the system and you may search and place orders for that
inventory.

e Only authorized users who have been provided with Inventory Maintenance access
will be able to see this function on their screen. This lets them add the information
from their desktop.

1. From the top menu bar, click on Add Records:

A [RON MOUNTAIN

4dd Records function allows you to create metadata about your box and file records. Fields marked with an asterisk
(*) are required, If you customise the page, be sure to save your changes before exiting.

Customize the layout of this page.

Add Records

The system displays the Add Records screen.

Note: The first time you access this page, you may want to choose the Customize the layout of
this page hyperlink. Customize the page will allow you change the page layout and
enable/disable functions that will be helpful when adding new data into the system.

The customer administrator will ensure that all required fields remain enabled by setting them as
a custom field in the initial set-up.

This will prevent any of the users given access to this section the guidance on the correct fields
that need to be completed when sending records and data to Iron Mountain.
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Customize the Layout for Add Records

1. Click Customize the layout of this page.

Add Records

4dd Records function allows you to create metadata about your box and file records. Fields marked with an asterisk
{*) are required. If you customise the page, be sure to save your c

Customize the lavout of this page.

The system displays the Customize screen.

2. Select or deselect (checkbox) under Enabled column and provide a Default Value (if

applicable)

3. Use the up and down arrows to rearrange the order of Enabled Functions

4. Click Save to save all customized changes made

Customize

The Customize Layout function allows you to change the Add Mew Box/File entry page layout, enable a field, provide
a default value and rearrange the order in which the fields will appear. Be sure to save changes before exiting.

Field Mame Enabled Reguired Default “alue ary
SKP Box Nurmber: v v
Custorner Box Number:
Cost Center Code: v v
Record Code: v v
Hold Code: O
Reference Mumber 1.
Major Descrintion: v v
Minor Description: v v
Alpha From:
Alpha To:
From Date: L E(MM/DD/YVYV)
To Date: A1 TEemm/oosvvyyy
Long Descriptionl .

estore Defaults

The system displays the Add New Box/File screen.
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Process to Add Files/Boxes

1. Select a Data Format from the drop down list.

Customer: ADEMO [IMRM DEMO ACCOUNT {I13]
Data Farmat: |Bos |
Last record added: [l A ds Added: 0
W Standard File
SKP Bow/Barcode Number®: Lack [—Insurance B
Customer Box Number®: Lack [ |Insurance 2 File
Law File
o Loan Fil
Departrient Id*: Lock ’_MD:ch;IEFiIe 4STER lookup
Record Code™: Lock | lookup
Major Description: Lock
Minar Description: Lock
Alpha Fram: Lock
Alpha Ta! Lock
From Date: Lock [ A4~ A CEemmsoo ey )
ToDate: Lock [~ A4 A Tl nana /Do vy
Create Date: Lock [ 4 A Tl mm/oDA vy
Event Date: Lock [ 4 A Colenam/oo /vy vy
Long Description: Lock | v

2. Once data format is selected, fill in all applicable fields. All fields with a Red Asterisk (*) are
required fields:

Add Records function allows you to create metadata about your box and file records. Fields marked with an 3
(*}) are required. If you customise the page, be sure to save your changes before exiting.

Customize the layout of this page. [%

Add Records

Customer: ADEMO [IMRM DEMO ACCOUNT (II)]
Data Format: | Box v

Last record added:
SKP B arcode Mumber*: Lock |
Cudlomer Box Mumber®: Lock

Records added: 0

Department Id*: Lock MASTER lookup

Record Code™: Lock

Major Description: Lock

Minor Description: Lock

lookup
E—
E—

alpha From: Lock [

alpha Tor Lock [
From Date: Lock [ 4 A4 CEmmsopsvvv)
ToDate: Lock [ A4 A4 CEMM/DD YY)
Create Date: Lock [ 4 A4 CEmmsopsvyyvy)
Event Date: Lock [ 4 A CEmm/DD/vvyyy

Long Description: Lock
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3. Select Destruction Indicator status from the drop down list
4. Enter a Destruction Date (or click calendar icon to select date)

5. Click Add Record.

Eligibility Period: Undefined ﬂ
Destruction Indicator: Loc v

Destruction Date: Loc / CEAMm/oD vy v
I,
&3

#Add Record

The system displays number of the Records Added confirmation screen.

i Eecords Added: 2 i
| |

Locking Fields

For quicker data entry, the system provides a feature that allows you to LOCK or UNLOCK each
field as you enter your information.

The benefit is that you can “LOCK” a specific field to keep the same information as you enter
multiple records. For example, you may want to lock your Department ID field because all of
the records you are entering relate to the same department.

SKP Box/Barcode Mumber®: Lock |

Custamer Box Mumber®;
1y Unlock 6

t Unlock AP AgeRpt
kMajor Description:

Record CNge

Minor Description: Loc |

tlpha From: Lock [
&lpha To: Lock |
From Date: Lock [ 4 4 CEmm/oos vy
ToDate: Lock [ 4 A4 CEmmy/oosvvyy
Create Date: Lock [ A4 ZEMm/oDsvyvy)
Event Date: Lock [ 4 A4 TEmmsoosrr
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Code Lookup

When adding a new box/file to the system, you have the ability to lookup any Department IDs
and Record Codes associated with the account. The following example illustrates Department
ID/Cost Center.

Note: In order for this functionality to work properly, you need to be set up to validate
departments within the SafeKeeperPLUS® system.

1. Click lookup:

ACCOUNTING lookup
lookup

The system displays the Department Lookup screen.

Cost Center Code | search for: [cost Centercode 10 @
Lookup
Lookup Results
1 2 32 4 HMNext
Select Cost Center Code 1D Cost Center Code Mame
Select MASTER
Select 1 MAMAGERIAL GEOMETRIC EXPLORATION
t 2 TEST
Select 9 TRAIMIMNG AMD DEVELOPMEMT %
Select 88 TESTIMG
Select 105 WaAREHQUSE
Select 108 PrC
Select 111 MEDICAL FILES
Select 123 ACCOUNTING

2. Click the Select hyperlink next to the desired Department ID to enter the value in the field.
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Completing the Process

e Once you have entered any files or boxes to the Record Center through the Iron
Mountain Connect system, you are ready to physically send your information to Iron
Mountain.

e Once you have entered the information, you would proceed to the Order Function, and
Create a Pick up Order.

e Inventory that has been entered via Add Records will be available after Iron Mountain
scans the physical record into our SafeKeeperPLUS system and matches it to the paper
work or meta data submitted.

e [t takes approximately 24 - 48 hours before the records are searchable using the basic
or advanced search functions within the Iron Mountain Connect system.

e However, if you need to locate the information, data in the Quick Order Entry function
is available immediately for the entered record.
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Viewing Data Formats

The following are data formats for each type of file.

Note: Date formats are based on the option selected in the My Profile area.

Accounting Files

Field Name Maximum Description
Characters

SKP Box Number 11 Bar code number, provided by Iron Mountain, that identifies a
box

Customer Box Number | 11 Customer-defined alphanumeric identifier of the box that
contains this file

Division 12 Alphanumeric identifier of the division or similar
organizational unit to which the file belongs

Department 12 Alphanumeric identifier of the department or other
subdivisional unit to which the file belongs

Record Code 10 Customer-defined alphanumeric code that defines a record
type within a division or department and indicates how the
destruction date of a file is calculated

Client Name 26 Name of the client associated with the file

Client Number 24 Customer-specified number for the client associated with the
file

From Date MM/DD/YYYY | Beginning of a customer-specified date span

To Date MM/DD/YYYY | End of a customer-defined date span

Destruction Date MM/DD/YYYY Date on which the file is to be or was destroyed by Iron
Mountain, based on customer instructions or calculated from
the retention schedule of its record code

Alpha From 10 Beginning of a customer-defined alphanumeric sequence by

which the file is classified
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Boxes

Field Name Maximum Description
Characters

SKP Box Number 11 Bar code number, provided by Iron Mountain, that identifies a
box

Customer Box Number | 11 Customer-defined alphanumeric identifier for the box

Division 1D 12 Alphanumeric identifier of the division or similar organizational
unit to which the box belongs

Department ID 12 Alphanumeric identifier of the department or other subdivisional
unit to which the box belongs

Record Code 10 Customer-defined alphanumeric code that defines a record
type within a division or department and indicates how the
destruction date of a file is calculated

Hold Code 3 Customer-defined code that overrides the retention schedule
for a box, postponing its destruction until further review

Reference Number 1 25 Additional alphanumeric identifier, typically used for legacy
storage systems

Reference Number 2 25 Additional alphanumeric identifier, typically used for legacy
storage systems

Major Description 30 Primary description of the box

Minor Description 30 Secondary description of the box

Alpha From 10 Beginning of a customer-defined alphanumeric sequence by
which the box is classified

Alpha To 10 End of a customer-defined alphanumeric sequence by which
the box is classified

From Date MM/DD/YYYY | Beginning of a customer-specified date span

To Date MM/DD/YYYY | End of a customer-specified date span

Create Date MM/DD/YYYY | Date on which the box record was added to the Record Center

Event Date MM/DD/YYYY | Date of any customer-specified event

Destruction Indicator

Select option

Reason that the destruction of the box has been put on hold.
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Field Name Maximum Description
Characters
Destruction Date MM/DD/YYYY | Date on which the box is to be or was destroyed by Iron
Mountain, based on customer instructions or calculated from
the retention schedule of its record code
Long Description 2,500 Extended description of the contents of a box
Standard Files
Field Name Maximum Description
Characters

SKP Box Number 11 Bar code number, provided by Iron Mountain, that
identifies a box

Customer Box Number 11 Customer-defined alphanumeric identifier for the box

Division ID 12 Alphanumeric identifier of the division or similar
organizational unit to which the box belongs

Department ID 12 Alphanumeric identifier of the department or other
subdivisional unit to which the box belongs

Record Code 10 Customer-defined alphanumeric code that defines a
record type within a division or department and
indicates how the destruction date of a file is calculated

From Date MM/DD/YYYY Beginning of a customer-defined date span

To Date MM/DD/YYYY End of a customer-defined date span

File Description 1 30 Primary description of the file and its contents

File Description 2 30 Secondary description of a file and its contents

File Description 3 30 Tertiary description of a file and its contents

File Description 4 80 Final description of a file and its contents

Destruction Date MM/DD/YYYY Date on which the file is to be or was destroyed by Iron
Mountain, based on customer instructions or calculated
from the retention schedule of its record code

Create Date MM/DD/YYYY Date on which the file was added to the Record Center
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Field Name Maximum Description
Characters

Birth Date MM/DD/YYYY Date of the person documented in the file

Discharge Date MM/DD/YYYY Date of discharge from a health care or other facility of
the person documented in the file

Social Security Number Nnnnnnnnn U.S. Social Security Number of the person documented
in the file (do not use dashes)

Alpha From 10 Beginning of a customer-defined alphanumeric
sequence by which the file is classified

Alpha To 10 End of a customer-defined alphanumeric sequence by
which the file is classified

Insurance Files (Type 1 for Claims & Policies)

Field Name Maximum Description
Characters

SKP Box Number 11 Bar code number, provided by Iron Mountain, that identifies
a box

Customer Box Number 11 Customer-defined alphanumeric identifier for the box

Claim/Policy 15 Customer-defined alphanumeric identifier of the claim or
policy

Office 6 Alphanumeric identifier of the office from which the claim or
policy originates or is associated

Symbol 4 Alphabetic identifier preceding the policy number that
identifies the type of insurance (e.g. WC for Workers
Compensation)

Name 35 Name of the claim or policy holder

Expiration Year 2 Two-digit designation of the year in which the claim or
policy expires

Type 3 Alphanumeric identifier for the business coverage category

(e.g. Fire or Commercial Package insurance)
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Field Name

Maximum
Characters

Description

EIS

Alphanumeric identifier for the type of claim or policy
generated by an Electronic Insurance System (e.g. G2 for
General Liability)

Destruction Date

MM/DD/YYYY

Date on which the file is to be or was destroyed by Iron
Mountain, based on customer instructions or calculated
from the retention schedule of its record code

Alpha From

10

Beginning of a customer-defined alphanumeric sequence
by which the file is classified

Alpha To

10

End of a customer-defined alphanumeric sequence by
which the file is classified

Claim/Policy Indicator

Single letter or digit indicating whether this is a claim or
policy file

Insurance Files (Type 2 for Claimants)

Field Name Maximum Description
Characters

SKP Box Number 11 Bar code number, provided by Iron Mountain, that identifies a
box

Customer Box Number | 11 Customer-defined alphanumeric identifier for the box

Insured Name 35 Name of the insured party

Claimant Name 35 Name of the claimant

Loss Date MM/DD/YYYY | Date on which the loss related to the claimant occurred

CCL 7 Alphanumeric identifier of the Claim Class Letter for the claim
or policy

Destruction Date MM/DD/YYYY | Date on which the file is to be or was destroyed by Iron
Mountain, based on customer instructions or calculated from
the retention schedule of its record code

Alpha From 10 Beginning of a customer-defined alphanumeric sequence by
which the file is classified
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Field Name Maximum Description
Characters

Alpha To 10 End of a customer-defined alphanumeric sequence by which
the file is classified

Legal Files

Field Name Maximum Description
Characters

SKP Box Number 11 Bar code number, provided by Iron Mountain, that identifies a
box

Customer Box Number | 11 Customer-defined alphanumeric identifier for the box

Lawyer 1 4 Customer-defined alphanumeric code for the primary lawyer
handling the case

Lawyer 2 4 Customer-defined alphanumeric code for another lawyer
handing the case

Client Name 30 Name of the client of the case

Client Number 10 Customer-defined alphanumeric code for the client of the case

Matter Number 12 Customer-defined number identifying the legal matter

Letter 1 Single alphabetic letter used to organize this file in relation to
other files

Sub Number 3 Customer-defined secondary number identifying the legal
matter

Matter Description 45 Description of the case of legal matter

Close Date MM/DD/YYYY | Date on which the legal matter was closed, if applicable

Number of Files 2 Number of files that are a part of this legal matter

Type 3

Destruction Date MM/DD/YYYY | Date on which the file is to be or was destroyed by Iron

Mountain, based on customer instructions or calculated from
the retention schedule of its record code
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Field Name Maximum Description
Characters

Alpha From 10 Beginning of a customer-defined alphanumeric sequence by
which the file is classified

Alpha To 10 End of a customer-defined alphanumeric sequence by which
the file is classified

Loan Files

Field Name Maximum Description
Characters

SKP Box Number 11 Bar code number, provided by Iron Mountain, that identifies a
box

Customer Box Number | 11 Customer-defined alphanumeric identifier for the box

Loan Number 15 Customer-defined alphanumeric identifier for the loan

Old Loan Number 15 Customer-defined alphanumeric identifier previously applied to
the loan

Borrower Name 26 Name of the borrower of the loan

Cost Center 5 Customer-defined alphanumeric code assigning the loan
service costs to a cost center

File Type 1 Single letter or digit code used to organize this file in relation to
other files

Acquisition Code 3 Alphanumeric code for a group of loans purchased from
another financial institution

Destruction Date MM/DD/YYYY | Date on which the file is to be or was destroyed by Iron
Mountain, based on customer instructions or calculated from
the retention schedule of its record code

Alpha From 10 Beginning of a customer-defined alphanumeric sequence by
which the file is classified

Alpha To 10 End of a customer-defined alphanumeric sequence by which

the file is classified
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Medical Files

Field Name Maximum Description
Characters

SKP Box Number 11 Bar code number, provided by Iron Mountain, that identifies a
box

Customer Box Number | 11 Customer-defined alphanumeric identifier for the box

Patient Number 9 Customer-defined alphanumeric identifier for the patient whose
care is documented by the file

Birth Date MM/DD/YYYY | Date of birth of the patient

First Name 12 First name of the patient

Last Name 14 Last name of the patient

Entry Year 2 Last two digits of the year that the patient entered treatment at
the applicable office or health care facility

Destruction Date MM/DD/YYYY | Date on which the file is to be or was destroyed by Iron
Mountain, based on customer instructions or calculated from
the retention schedule of its record code

Alpha From 10 Beginning of a customer-defined alphanumeric sequence by
which the file is classified

Alpha To 10 End of a customer-defined alphanumeric sequence by which

the file is classified
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Module Five: Setting Preferences in the Record Center

There are two functions available from the Preferences menu: General Preferences and Search

Preferences that can be set by each individual user.

e General Preferences specify the default search method, delivery method, and quick
order entry for your Record Center sessions.

e Search Preferences include settings that limit your searches to selected organizations,

record types, record statuses, and other criteria.

General Preferences

1. Click Preferences and select General Preferences:

The system displays the General Preferences screen.
2. Click/select from the following:

e Select a Primary Function (a menu option) from the drop down list.
e Select one of the Primary Delivery Method radio buttons.
e Select a File status option from the checklist.

3. Click Save

General Preferences will allow you to control your default settings within the Record Center, You may

General Preferences update your preferences at any time, Be sure to save your settings before exiting,

;| Guick Order Entry % |

ry Delivery Method: Boxi () check out

@ Permanently remove from Iron Mountain

File! O check out
@ Fax
O Fax & Deliver
O Photocopy
© Permanently remove from Iron Mountain

M ’ Restore Defaults m

Note: The options available depend on privileges granted according to your security status.
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Search Preferences

1. Click Preferences and select Search Preferences:

The system displays the Search Preferences screen.

2. Select the desired item from each of the following drop down lists:

e Customer

e Box Division
e Box Department
e Record Type

3. Check the desired Status for your search

4. Click in Display box and select number of results per page

5. Click Save and Return

Search Preferences

A TRON MOUNTAIN'

Search Preferences allow you to limit the range of your search results. ¥ou can change your search
preferences at any time, but be sure to save them before exiting.

ustomer: [l customars ~|
2w Division: all Divisians
ax Department: All Departments
acord Type: | All Record Types ¥ |
us! All

&t Iron Maountain

Checked out from Iron Mountain
Destroyed

Permanently removed from Iron Mountain

Results per Page: Mote: The default {10 results per page) provides the fastest results.
Display | g™ | results per page

estore Defaults

Save and Return

Note: The options available depend on your security level.
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Module Six: The Report Center

Reporting

There are four different report categories available within the Iron Mountain Connect™ system;
Activity, Inventory, Retention, and Financial.

e Within each of the categories you can access additional reports that assist you with
budgeting, forecasting, and general information regarding your records management
information.

e Reports are available in different formats; CSV, PDF, and XML. Reports are
available within approximately two business days from the time ordered and will be
automatically posted on your homepage in the Report Center section. Reports will
remain posted for approximately 30 days and then automatically removed.

e If you would like to keep the report permanently, right click on it and save it. If you
do not see the report you would like, contact your Account Manager or Iron Mountain
directly; they can work with you to customize a report specific to your needs.

e All reports are free of charge.

The following are the four main report categories, their description and number of reports
available under each category.

Report Category Description Number of
Available Reports

Activity User data, participation analysis, and activity 6
history
Inventory Snapshots and historic details of carton and file 11

inventory, and other settings

Retention Detailed and summary information related to 5
records classification, retention schedules, hold
codes, and destruction eligibility

Financial Summary activity and projected forecasts, invoice | 1
history, and activity tied to dollars spent
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Request a Report

Iron Mountain Connect™ Report Center allows users to order or view reports right from the
Home:

1. To request a report:

A. Select the Report Category

B. Select the Service are

Welcome Bill Standard PROFILE
A RONMOUNTAN'
# HOME
My Ouick Links E Record Center A
ERecarts Menagement Manage your records anline, schedule 3 pickup, and order boxes to be retrieved,
» Shredding
» My Profile Retrieve a box:
» Resources | |.,—|
» Pay Bill = 3
# Shredding P
Resources - . : 2 i :
Zs LB The Shredding Center allows you fo request services and view current visit profiles and upcoming | Go |
Email question to suppart sefvice dates. E—
By Phone B Reports Y
24 hoursiday, 365 daysiyear,
General Inquiries: 800—93@3453@ REQUEST & REPORT CENT REPORTS
[US}0r800—32?—8345@ (Canada)
* Cat =
Technical Support: MO T —
800—934—3453@ {Us)or Select | | Select i
800—32?—8345@ (Canada)
Report Title Report Samples

Business MNeeds: 800—934—3453@
(Usyor 8[]0—32?—8345@ (Canada)

Available reports for the category will display. You can view report samples if you are unsure
which report to choose.

B Reports #
. REQUEST A REPORT NY RECENT REPORTS
* Category: * Service Area:
Activity ¥ | |Record Center q
Report Title Report Samples
Account List EC] @ |~
Activity By Location T X |i|
Cubic Foot Summary Snapshot 'E‘] @
Record Center User Report @
Datriaual Histrry b I i
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2. Select the report you wish to order by clicking on the report title. The following will use the
Retrieval History Report as an example.

3. A new window will open where you specify the report criteria and submit your request

e Select a Customer ID, division and/or Account from the drop down list.
e Type date in the From/To boxes, or click on the calendar icon and select dates
e Select any other criteria applicable to report requested
e Select Report Format from the drop down list: .pdf, cvs (Excel worksheet) or .xml (see

sample for a Retrieval History Report below)

4. Click Submit.

Retrieval History
Report

Enter the criteria for the Retrieval History Report

Customer:
From: | |4 CElemm/on /vy
Tor| 4 Calmma/oD v vy
ar Status: | Checked out w

ory Type: [Box (¥
[J Exclude Returned Boxes?

pepart By | Box Gust, Box Division, Boy Dept, Sust Boy Mbr, Req Date b

Feport Format: | csv
s B
Close Window
B

The system displays the Report Confirmation screen.

Retrieval History
Report

Your report has successfully been submitted. You can pickup this report from the

Report Center within 24 hours.

Confirmation Mumber: TAD15148
Requested By: debra angeloni
Request Date: 06/27/2005

Your Report was requested with the following parameters
Customer: ADEMO [IMRM DEMO ACCOUNT (113]
Department Id: all Departments
From: 01/15/2005
To: D6/20/2005
COrder Status: Checked Out
Inventory Type: Box
Sort Report By: Box Cust, Box Division, Box Dept, Cust Box Nbr, Req Date
Report Format: CSY
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After requesting the report, you will receive an email notification when the report is available.
To access the report, return to the Report Center on the Iron Mountain Connect Home page; your
report will be available under the My Recent Reports tab.

B Reports

REGUEST A REPORT

MY RECENT REPORTS

Report Date

Report Title

bl

Report ID

Note: reports are available in the Report Center for 30 days only at which time they will be
deleted. To retain a report, save it to a local or network drive on your computer.

The Following table lists the available Records Management reports for each category.

Type of Report

Report Name

Description

Activity Report

Account List

Volume and contact information for active Iron
Mountain accounts

Activity by Location

Summary of ordering activity by location, quantity and
order type

Cubic Foot Summary
Snapshot

Summary of box information including type, description,
quantity and cubic footage

Record Center User
Report

Displays all Record Center users who can access the
selected Customer/Division/Department. Displays
access points for the user and the associated privileges

Retrieval History

Activity history for outcarded, permanently withdrawn
and destroyed inventory

Storage Growth
Analysis

Detailed storage breakdown with inventory growth
analysis

Retention Report

Destruction Eligibility
Forecast

Forecast of carton volumes eligible for destruction
review; highlights the number of cartons without
assigned destruction review dates. Provides a
planning tool that allows destruction program analysis
and forecast destruction expenditures
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Type of Report

Report Name

Description

Destruction Eligibility
List

List of all cartons stored with Iron Mountain that are
eligible for destruction review as of report request date

Held Carton Summary

Summary of all records with a current hold status,
including both hold codes and destruction indicators

Record Classification
List

List of record classes set up in SafeKeeperPLUS and
their associated settings

Record Classification
Summary

Detailed summary of your record classes and the
quantity of cartons associated with each

Inventory Report

Accounting File
Inventory

Detailed review of active accounting files and their
associated descriptive information

Carton Date Summary

Carton quantities by year for each of the dates
associated with carton inventory

Carton Descriptive
Details

Detailed list of descriptive data in SafeKeeperPLUS.

Carton Inventory

Current inventory report for all cartons stored with Iron
Mountain

File Inventory

Detailed review of active files and their associated
descriptive information

Insurance File 1

Detailed review of active insurance files and their
associated descriptive information

Insurance File 2

Detailed review of all active insurance files and their
associated description information

Inventory Ownership
Summary

Detailed review of the quantity of carton and files for
division and department

Law File Inventory

Detailed review of active law files and their associated
descriptive information

Loan File Inventory

Detailed review of active loan files and their associated
descriptive information

Medical File Inventory

Detailed review of active medical files and their
associated descriptive information

Financial Report

Cost and Activity

Billing activity for specified invoice period
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Module Seven: Administrator Functionality

There are two different administrator roles within Iron Mountain Connect. Your company may
want to assign one or more individuals with Administrator privileges.

A definition of each administrator is listed below. Administrators have special security
privileges, therefore; Iron Mountain recommends keeping the number of administrators to a
minimum.

All administrator privileges assigned to Iron Mountain Connect users must be approved by your
company’s authorized administrator.

Client User Administrators: These administrators have the following privileges:

View content

Access to the Records Center

Create or modify the end user

Create or modify the User Administrator

Create or modify the Content Administrator

If the Client User Administrator has an assigned business group, he or she can
only add or edit users in that specific business group

Client Content Administrators: These administrators have the following privileges:

e View content
e Access the Records Center
e Upload client content
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Client User Administrator

Go to the Homepage and click on the Manage Users quick link or the Users portlet, where you
can quickly enter your search criteria and click Go to find the user account you wish to manage.

Welcome cua test PROFILE === ENGLISH (US) ~ SUPPORT - LOG OUT

A roxMoUNTAN

# HOME

My Ouick Links E Record Center % @ Aleits
» Records Management

Manage your records online, schedule a pickup, and order boxes to be retrieved.

» Escrow Management What’s New i‘
Retrieve a box:
» Shredd
o L ‘ = | Internet Explorer 6 Update
Enter box number to retrieve | G |
» Manage Users i
: e
w = Find what you need - fast.
» Pay Bill 3 Shredding ¥| Shorten response times
Resources B Reports ¥l Learn mare>
Email question to support
48 Users a
By Phone
24 hours/day, 365 dayslyear . SEARCH
General Inquiries: 800-934—3453@
{Us) or SUU-327-E34~5@ (Canada) Search by:
Technical Support. -Select- X
EUU-934—3453@[US)UF
800-327-8345)) (Canada) | ‘
Business Needs 300-934-3453@
(us) or 8007327—8345@ (Canada) »Email User Report (All Users)

You will be brought to the Admin tab, where you can:

e Modify an existing user
e (reate a new user

Welcome cua test PROFILE ENGLISH (US) * SUPPORT ~ LOG OUT

Users <| Search Resulis

Search for up to 3 user properties.

sl Create User... ‘ ‘ Import | [ croneuse | | Account - + Email User Report (All Users)

Select User Property ~ 1D = Date Created First Name Last Name Email Status
Select User Property ~

Select User Property =

[ s R)
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Create a New User and Set up Profiles

To create a new user and set up profiles, follow these steps:

1. Click on Create a New User:

A ronMouNTANY:

Lo i

Welcome cua test PROFILE === ENGLISH (US) * SUPPORT +

LOG OUT

Users «| Search Results

Search for up to 3 user properties. Create User. Import | | Clone Us
Up to 100 results are -

» Email User Report (All Users)
Select User Property - D = Date Created First Name Last Name Email Status
Select User Property ~

Select User Property -

s B)

The system displays the Create a new user screen.

CONFIDENTIAL AND PROPRIETARY INFORMATION OF IRON MOUNTAIN 71/108



A ronMouNTa

A HOME [T

Welcome cua test PROFILE === ENGLISH (US) ~ SUPPORT ~ [Eslcoling

Cantact Information

* Salutation:

* First Name:

Middle Initial:

* Last Hame:

Post Hame:

Title:

* Address Line 1:
Address Line 2
Address Line 3:

* City:

* State/Province/Region:

* Country:

* ZipiPostal Code:

* E-Mail:

* Daytime Phone:

Fax:

Settings

Preferred Language:
Time Zone:

Date Format:

Time Format: |

Humeric Format:

E-Mail Format:

Account

* Username:

Status:

Challenge Status:

0 box

Street ad

Street address. PO box

Alabama

United States

English (US)

GMT-5 EST, Eastern US
MM/DDIYYYY
HH:MM:SS AMIPM
-999,990.00

Text

Active

Company: RWS_Dema

Role:

* Password:

* Retype Password:

Report Group:

* Lines of Business:

[Tl client Content Administrator
[7] client User Administrator

[ Basic Record Management
[l shredding Center

[l Records Management
[Z] secure Shredding
[Tl Technology Escrow

* indicates required

D *indicates required

*indicates required

2. Fill out all general profile required fields (*) and click Save at the top of the page.

Note: If you enter a username that has already been used, the system will automatically generate
a username by appending a number to the one you originally entered. The system will display a
message noting the change.

If all fields have been completed properly, a message will display that you have successfully
created a new user.
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Once the user account has been created, the administrator will need to search for the new user to

grant o the appropriate Line of business permissions for access to Record Center (See Modify an
Existing User below)

Search For and Modify Existing User

1. In order to view or modify an existing user, search for the user by selecting up to three
properties.

A IRON MOUNTAIN®
Users 4| Search Results
SEE![[JC?[;?FL;DSLETTS:rsl;et;ipsrpc:gigtifs. Create User... | | Import... | ‘ Clone User... | ‘ Account -
Select User Property - ID & Date Created First b
Usernam
Email
First Hame
Last Hame

Zip/Postal Code

Date Created
pheieide /

2. Click Search.

; Welcome cua test PROFILE ~ =ESENGLISH(US) *  SUPPORT *  LOGOUT
A IRON MOUNTAIN®

A HOME IR

Users #| Search Resulis

Search for up to 3 user properties ‘ Create User... | ‘ Import... ‘ | Clone User... | | Account ~ » Email User Report (All Users)

Up to 100 results are displ

Username - D - Date Created First Name Last Hame Email Status

! ] 4 Testcca 22/052013 cea test Test_CCA@iron.com Active

Zip/Postal Code = [] & Test CCA_NL 280572013 nl cua Test_CCA_NL@iron.com Active

0z [[] & Test CUA25614 224052013 cua test Test_CUA@iron.com Active

Select User Property - [F] & Test CUANL 28i0512013 cua l Test_CUA_NL@iron.com Active
[F] & Test Regular HL 28i0512013 use std Test_Regular_NL@iron.com Active
[[] & Test User25632 22/0502013 user test Test_user@iron.com Active

Search

The search results will be displayed on the right hand side of the screen.

3. Select the user to be modified.
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The screen that appears is the same that appears when creating a new user.

4. Enter or modify applicable fields. The sections at the bottom set permissions for the Report
Groups and Lines of Business to which the user will have access. See the table below for a list
of the options available.

Welcome cua test PROFILE === ENGLISH (US) ~ SUPPORT - LOG OUT
A ronMouNTAIN
A HOME [l
User: Test Regular NL Active 817 123 9090 Test Regular NL@iron.com
| Clone ‘ ‘ Terminate
Settings 2
*indicates required

Preferred Language: | Dutch (Netherlands) )
Time Zone: | GMT+1 Berlin, Rome &
Date Format: | DD/MMAYYYY 2|
Time Format: | HH:MW:SS X
Humeric Format: |- 999 990,00 S]]
E-Mail Format: | Text Y

Account 3

*indicates required
Username: Test Regular_NL —i

Status:  Active i
Challenge Status: | Active it
Company: RWS_Dema

Role: [7] Client Content Administrator
[Tl client User Administrator

* Password:

m

* Retype Password:

Report Group: [/ Basic Record Management
[#] shredding Center

* Lines of Business: [7] Records Management »Grant AccessiPrivileges
[¥] secure Shredding
[#] Technalogy Escrow *Grant AccessiPrivileges

5. If the user has not yet been assigned privileges for the Lines of Business they have been set
up for, click on Grant Access/Priviledges. A new window will open where you can select the
priviledges and access you wish to grant the user.

5. Click Save.

Note: If an administrator changed a user’s password, the user will be prompted to reset his
password on the next login.
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See the table below for a summary of fields for setting up and modifying a user:

General Profile Information Summary

Label Description Required?
Salutation Select Dr., Mr., Ms. or Mrs. Yes
Last Name User’s last name — must be a person’s name Yes
First Name User’s first name — must be a person’s name Yes
Username The user’s username; this cannot be changed later Yes
User Status Select Active or Terminated Yes

Check the applications for which the user will be authorized
Password The user’s password Yes
Retype password Confirm password Yes
E-mail The user’'s e-mail address — must be a valid, unique e-mail | Yes
address
E-mail format Text or html No
preference
Daytime phone The user’s phone number No
Fax The user’s fax number No
Address (1st line) | The user’s first address line Yes
Address (2nd line) | The user’'s second address line No
Address (3rd line) | The user’s third address line No
City The user’s city Yes
State The user’s state (if outside the U.S., please select a Yes
different country in the Country dropdown)
Country The user’s country Yes
Zip Code The user’s zip code Yes
Preferred Select from the drop down list (defaults to American Yes
Language English)
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Time Zone Select from the drop down list No

Date Format Select from the drop down list No

Numeric Format Select from the drop down list

Report Groups Select the report groups the user should be able to request | No
from the Available report groups box and click Add: :

Lines of Business | Select the lines of business to which the user will have No
access and click Add : :

épstllictation Select the application portlets to which the user will be able | No

ortlets

to upload or delete content and click Add: >

Password Lockout Rules

The first time new users access IM Connect, they will be required to change their passwords and
create 5 security/challenge questions from a list of 10 available questions. If they forget their
password or get locked out of the system, 3 of the 5 questions will be randomly chosen for
response to unlock the user.

After 3 unsuccessful attempts to access an account, the account will be locked for 5 minutes.
The user can then use the “Forgot Password” function to access his account and answer the
challenge questions.

Once the challenge questions have been successfully answered, an email will be sent to the
user’s registered address with a temporary password that must be changed at the next log-in.

The username will unlock in approximately 5 minutes.

After each lockout, a user needs to wait 5 minutes to attempt entry. However, after one set of
lockouts, the account will lock after only one unsuccessful attempt and the user will have to wait
5 minutes before another attempt. For this reason, it is better to use the “Forgot Password”
function rather than making attempt after attempt to remember a password.
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Client Content Administrator
Adding/Uploading Logos

Client Content Administrators may upload a company logo or other documents on the Resources
tab.

Access the Resources tab from the quick links on the IMConnect Home page

A TRON MOUNTAIN®

A HOME

My Quick Links B Record Canter
» Records Management

Manage your records online, s
+ Escrow Management

» Shredding Retrieve a box:
i Enter box number to refrieve
» Pay Bill Escrow

As a CCA, the Upload Document and Upload Logo options are available on the resources tab

Welcome cca test PROFILE
A roNMoUNTAIN:

RESOURCES

RWS_Demo RWS_Demo Documents
Documents
= Information
Training n There are currently no documents in this category.

Records
Management

| Upload Document || Upload Logo |

Secure Shredding

Escrow
Management

Note: Only one Logo can be uploaded for your company. It will display to all users of the
company.

All documents uploaded (max 25) will also be visible to all users under the company specific
tab, which users will see by default when accessing Resources if content has been provided.

The Training and Line of Business tabs are populated by Iron Mountain and cannot be edited by
the Customer Content Administrator.
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To Upload a Logo

1. Click Upload Logo

Upload Logo Close (X

=1 P
File: C\Users\aconzelmar

Size == 2RKB

Type = jpg. aif.
Recommended logo size: 280x60 pixels

2. Select the logo file and click Submit

3. A success message displays and the logo appears on the Resources tab (for CCAs only, please
view the resources tab below for an example of the view Standard users and CUAs will have).

A RoNMOUNTAIN'

RESOURCES
RWS Demo RWS_Demno Documents
- LOGO SUCCESSFULLY UPLOADED
Traigng 0 Flower1.jpg has been uploaded
Records
Management
\ Upload Document
Secure Shredding
» Logo

Escrow
Management

4. The logo can be updated or deleted by selecting the appropriate action below the logo image.

Note: Logo Upload is no longer available as an option until the current logo is deleted, as only
one logo can be displayed to all users.
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To Upload a Document

1. Click Upload Document on the Resources tab

Upload Document Close [

* Title: Enter title to display

Size == 10MB

2. Enter a title for the document and select the file to be uploaded.

3. Click Submit to complete the upload.

Welcome cca test PROFILE
A IRON MOUNTAIN®
ResouRCEs ©
RESOURCES
RWS_Demo ,Rws__pelllo Documents
Documents
Training DOCUMENT SUCCESSFULLY UPLOADED
Company Records Retention Policy has been uploaded
Records
Management
Upload Document
Secure Shredding 5 -
» Logo » Company Records Retention Policy
Escrow Update ‘ [ Delete
Management
- N
| Update ‘ [ Delete ]

4. A success message displays and the document appears on the Resources tab.

5. The document can be updated or deleted by selecting the appropriate action below the
document title (for CCAs only, please view the resources tab below for an example of the view
Standard users and CUAs will have).
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Example: Iron Mountain Connect Home Page & Resources tab with Customer content uploaded

Welcome user test PROFILE ENGLISH (US) ~ SUPPORT - LOG OUT

A IRON MOUNTAIN®

A HOME

My Quick Links E Record Center &l
» Records Management
» Escrow Management

Manage your records online, schedule a pickup, and order boxes fo be refrieved.

» Shredding Retrieve a box:
» Wy Profile Enter box nui ‘
» Resources = ) o
» Pay Bill [} Escrow =
This is an online tool designed to help you manage your escrow deposit accounts, including:
Resources 4 Ry gy B . O Alerts
+ Reviewing account inventory
Exsl] questin o sypron = + Setting up account alerts —— =
« Viewi hat's New 2
By Phone ; Viewing escrow agreements

24 hours/day, 365 days/year. Renuhsing senices

General Inquiries: =
800-934-3453¢) (US) o * Shredding

800'32?'8345@ (Canads) The Shredding Center allows you to request services and view current visit profiles and upcoming
Technical Support: o senice dates
EDU-QSLSAES@ (us)or

800-327-8345¢) (Canada) B Reports
Business Needs = -

Internet Explorer 6 Update

i

Document Imaging
Solutions

Find what you need - fast
Shorten response times

—— Learn more=
. REQUEST AREPORT WY RECENT REPORTS

* Category:

7

elect i

Report Title Report Samples

Welcome user test PROFILE ENGLISH (US) - SUPPORT ~ LOG OUT
A roxMouNTAN:
RESOURCES &
RESOURCES
RWS_Demo RWS_Demo Documents
s » Company Records Retention Policy

Training

Records

Management

Secure Shredding

Escrow
Management
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Administering the Records Center

Within the Record Center, there is an administrative component for setting permissions for
specific activity within IM Connect.

Viewing Your User Profile

The User Profile screen displays the functions and organizations to which you are granted access
(in the Record Center).

Note: Standard Users can view their own profiles only. IMC Administrators can view and edit
the profiles of all Administrators and Users in the enterprise (Iron Mountain customer). Business
Group Administrators can view and edit the profiles of Business Group Administrators and
Users in their Business Groups.

To view your User Profile, follow these steps:

1. Click Administration and select Security from the drop down menu

2. From the User Profiles screen, click Select User or search for a user from the drop down list.

® To view and edit @ multiple user profite, select the name from #he list below and cfick Select User,

* To view and edit multiple users at once, ofick the Multiple-User Editing Wizard,
User Profiles
User Profiles Business Group: i
. . [=H Entire Company % -
i Single-User Editing: i select User
Business Groups g q Usar: ACCMGR, O = i

MMy Administrators
Security Overview
Asdvanced User Search

Multiple-User Editing: Multiple-User Editing Wizard

The system displays your current User Type, Privileges, and Organizations.
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Sarah Parker

Address Book

Standard User

General
Search for records

Wo organizations are assigned kChange Security
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Editing User Profiles
You can edit single user and multiple users’ profiles.
e Enterprise Administrators are authorized to edit User Profiles of Business Groups,

Business Group Administrators, other Enterprise Administrators, and all Standard
Users.

e Business Group Administrators are authorized to edit User Profiles of Business Group
Administrators and Standard Users within their own Business Groups only.

To edit single User Profiles:

1. Click Administration and select Security from the Administration drop down menu
The system displays the User Profiles screen.

2. Click Lookup to display the User Lookup screen.

Note: if the correct name is already displayed, click Select User to bypass steps 3 and 4.

n‘

cwelect User

Business Group:
User: Parker, Sarah Lookup

Multiple-User Editing Wizard

3. Select First Name or Last Name in Search For box, type the name in the Search box, and click
Search.

4. Click Select next to the user name requested

Note: You can also click the page number links or the Next link to scroll through user names.

Search for: |First Name

Select Last Name First Name

Select Felix

Select Abbas A

Select ackerly rachel
Select Amrein Kristin
Select Angelo Michael

CONFIDENTIAL AND PROPRIETARY INFORMATION OF IRON MOUNTAIN 83/108



Note: The User Lookup screen is only available for companies with 50 or more users. If the
company has fewer than 50 employees, the user names are displayed in a drop list on the User
Profiles screen.

The system displays the User Profiles screen with the selected User's name.

6. Click Change Security to edit the selected User's profile:

The system displays all available privileges and organizations.

7. In the Privileges section, select each privilege that you want to assign to the selected user

8. In the Organizations section, select each organization that you want to grant the selected user
access and click Save Changes:

Note: If you know the name of the Customer, Division, or Department that you want to select
(but are unsure of its location in the Individual Organizations structure), type its name in the
Customer, Division, or Department entry fields and click Search. The Individual Organizations
structure automatically opens to display any names matching your search criteria.

Save Changes

The system displays confirmation message across the top of the User Profile screen indicating
that your changes have been saved.
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Editing Multiple User Profiles

e Enterprise Administrators are authorized to edit User Profiles of Business Groups,
Business Group Administrators, other Enterprise Administrators, and all Standard

Users.
e Business Group Administrators are authorized to edit User Profiles of Business Group

Administrators and Standard Users within their own Business Groups only.

To edit multiple User Profiles, follow these steps:

1. Click Administration and select Security from the Administration menu.

The system displays the User Profiles screen.

2. Click Multiple-User Editing Wizard:

® To wew and edit 3 mulftiple user profile, select the name from the list below and dlick Select User,

® To wew and edit multiple users at once, click the Multiple-User Editing Wizard,

Security Overview

Advanced User Search

User Profiles
TWorking,
User Profiles Single-User Editing: User: Test, Tiffany ¥ ZiSelect User
rly Administrat . P . " .
IS Trators Multiple-User Editing: Multiple-User Editing Wizard

The system displays the Multiple-User Editing screen.

3. You can either click on Search By to set criteria to search for users or click on Select Users
From A Comprehensive List link:

Multiple-User
Editing

® The first step in multiple-user editing is to search for the users pou want to edit,
& O pou can select users to edit from pour comprehensive list,

User Profiles

[y _Administrators
Security Overview
sdvanced User Search

Search Yiew Edit List Configure Edits

Search For Users

Search By: | <Selact> -

#Submit & Continue

OR: Select Users From & Comprehensive List (May Take A Few Moments To Load Depending On Number OF Users)
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4. Select the parameters applicable to the selected search criteria. The options that display
depend on the type of search: User, Organization or Privilege.

5. Click Submit & Continue.

Multiple-User
Editing

» The first step in multiple-user editing is fo search for the users pou want to edit,
» OF pou can select users to edit from your comprehensive fist,

TWotling, .

User Profiles

Iy administrators
Security Overview

Advanced User Search

Qe+ [F

Yiew Edit List

4

Confirm/Run Edits

-/ ‘KO -/

Search Configure Edits

Search For Users

Saarch By

First Name:|

Last Name:|
User ID:|

%uhmlt & Continue

OR: Select Users From & Comprehensive List {May Take A Few Moments To Load Depending On Number Of Users)

The system displays the Search Results screen.

6. Select the users that you want to edit.

7. Click Add Selected to List.

Search

m.-uﬂ‘-‘r =

Yiew Edit List

£ -/ .{O -/ E

Configure Edits Confirm/Fun Edits

Last Mame

Search Results

[T select all

First Name Business Unit

User Type

¥ Bowman
™ Bulk

¥ Delaney
" Esbensen
™ Forget

¥ Harper
™ Hurlock

Torm Default Business Group Standard User
Jirm Default Business Group Standard User
Sue Default Business Group Standard User
Fahien Default Business Group Standard User
Jennifer Default Business Group Standard User

Default Business Group St

Default Business Group
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The system displays the View Edit List screen.

8. Add or delete users if needed and click Confirm & Continue:

""JE ~/ f ~/ '{ B ~/ j

Search VYiew Edit List Configure Edits
View Edit List

Confirm/Run Edits

[ select all
Last Mame First Name Business Unit
™ Bowman Tam Default Business Group
[T Delaney Sue Default Business Group
™ Harper Amy Default Business Group

" Delete Selected Uzers Add More Users

Ek Confirm & Continue

The system displays the Configure Edits screen.

9. Click Privileges and select Add or Remove:

10. In the Privileges section, select each privilege that you want to assign to the selected
Business Group

11. In the Organizations section, select each organization that you want to grant the selected
Business Group access.

12. Click Confirm Edit List & Continue.
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Configure Edits
Add -

Individual Privileges

] select all

Administration

O copy addresses from Ship-to list Clwiew customer profiles
O wiew division profiles dview department profiles
O view record code profiles Clwiew hold code profiles
[ taintain divisions [Itaintain departments
CIMaintain record codes CMaintain hold codes

[ taintain shipping addresses [Jupdate any user's orders

[ access invaoice infarmation

Records Data Management

[J add files [J &dd boxes n
[JEdit box metadata [JEdit box organizational data
[JEdit box retention data [JEdit file data

Service Options

[ check boxes aut check files aut

[J order unlisted files [Jorder copies of recards

[ order fax transmission of records order pickup service

[J order supplies [JPermanently remave baoxes from stara

[ Permanently remave files from storage

“Select= W

Individual Organizations

Search organizations

# [IMCCF2 [BILLABLE CF TEST, BC=8,REMIT=1]
B [JRAVEM [BALTIMORE RAVENS FOOTBALL CLUB]

The folfowing organizations will be added or removed from the users on the eait iist,

Mo arganizations have been selected

Back to Edit List Confirm Edit List & Continue

The system displays Confirm/Run Edits screen.
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Search Wiew Edit List Configure Edits Confirm/Run Edits
The following privileges will be added to the users below:
Individual Privileges Copy addresses from Ship-to list
Maintain shipping addresses
Add files
add boxes

Check boxres out
Check files out

The following users will be affected:
Fry, Kim
Owens, Terrell

i Back to Edit List ©  Back to Configure Edits #Run Edits

Verify that information displayed is correct.

13. Click Back to Edit List or Back to Configure Edits if you need to make changes. If satisfied
with your edits, click Run Edits.

The system displays the Confirmation screen.

The following privileges were added to the users below:
Individual Privileges Copy addresses from Ship-to list
Maintain shipping addresses
Add files
Add boxes
Check boxes out
Check files out

The following users were affected:
Fry, Kim
Owens, Terrell

Back To User Profile

Note: For large Multiple User Editing requests, the following message displays across the top of
the Confirm/Run Edits screen: “Due to the large nature of your request, we are processing it in
the background and will notify you when complete.”
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Field Name Customization

Administrators have the ability to customize the field names for the types of data captured about
their inventory. The customized field names will be visible in the Search Results, Order screens
and reports.

The customization has the benefit of allowing a company to better reflect its operations and
terminology within both the Records Center and Report Center.

There are two types of customization:

e Drop down lists from which the Administrator can choose the most appropriate
description
e Fully customizable field names.

The customization options that are available depend upon the type of file. See the table on page
95 for a full list of options.

Note: System Support must first enable a customer for this service. Once a customer is enabled
at the Enterprise level, the Administrator can limit functionality to one account, multiple
accounts or all accounts. The Business Group Administrator can also enable or disable the
functionality for a specific customer account.

1. Click Administration and select Data Parameters:

Adminiztration

Security
Data Parameters
Account Profile

2. Make sure Enable Custom Data Parameters has been checked.
3. Select the Data Format from the drop down list.
4. Select a Key Identifier from the drop down list (options depend upon the type of Data Item).

Note: If the account has multiple customers, you can apply the customization to all customer
accounts by clicking in the check box.

5. Configure each data field by checking the appropriate boxes:

e Enabled: the field will be available for data entry

e Required: an entry must be made in the field in order to save the information for the
specific file

e Activate Label: once checked, either select a label from the drop down list for the on-
screen field label and report field label or enter a free-text description for each. Report
header character lengths are displayed in the far right column. If left unchecked, the
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Field Name description from the left hand column will be displayed on the screen and
on reports.

6. Click Save to save your settings.

Data Parameters allows you to set field attrnbutes for each record data format by Customer,

Data Parameters
2 11041 [FILE, SKP.COM, DIVISION EMABLED]
Enable Custom Data Parameters
Data Format: Key Identifier:
bply Custom Data Parameters to all Customers Using Selected Format  Yiew aAffected Customers
Fisld Name Enabled Required Activate On-Screen Field Report Field Repart Character
Label Label Label Limit
Eoiw Nurmber, O
ustomer Box v v
Nurnber:

Divisian Id: v v CostCenter Code % | [CostCrCd % 12
partment Id: v v CostCenter Cade v | |CostCode v 12
Record Coda: v v Fecard Class v| |Record Class v 12

Hold Code: O

cfel e Murmber 1 O Reference Number Ref No 25
- Description: v Deescription 1 Description 30
- Description: O Description 2 30

Alpha Fromm: O O 10
Alpha To: O O
From Date! O
To Date: O
Create Date: O
Event Date: O
Description: O O |
Restore Defaults

Note: The Department ID, Division ID and Record Code fields can only be changed to one of the
options from the drop down list. Free text entries are not supported for those fields.
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Customizable Fields—Drop Down List Options

Field Name Field Label
Department Id Cost Center Code Office Number Unit Code
Cost Code Project ID Oracle Number
Disbursement Code Site ID Billing Code
GL Code Transit
Division ID Cost Center Code Geography Unit Code

Department ID

Record Code

Box Code

Record Class

Record Number

Record Series

Retention Period

Series ID

Modifiable Fields by Data Type

Data Type Fields

Accounting File Accounting Client Name | To Date Volume Number
Client Number Destruction Date Alpha To
From Date Alpha From

Box Hold Code Alpha From Create Date
Reference Number Alpha To Event Date
Maijor Description From Date Long Description
Minor Description To Date

Standard File

File Description 1
File Description 2
File Description 3

File Description 4

Destruction Date
Create Date
Birth Date

Discharge Date

Social Security Number
Alpha From
Alpha To

Volume Number

Insurance File 1

Claim/Policy Number
Office
Symbol

Claimant Insured Name

Expiration Year
Type
EIS

Destruction Date

Alpha From
Alpha To
Claim/Policy Indicator

Volume Number
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Modifiable Fields by Data Type

Data Type

Fields

Insurance File 2

Insured Name

Claimant Name

CCL

Destruction Date

Alpha To

Volume Number

Loss Date Alpha From

Law File Lawyer 1 Sub Number Destruction Date
Lawyer 2 Matter Description Alpha From
Client Number Close Date Alpha To
Matter Number Number of Files Volume Number
Letter Type

Loan File Loan Number File Type Alpha From
Old Loan Number Acquisition Code Alpha To
Borrower Name Destruction Date Volume Number
Cost Center

Medical File Patient Number Last Name Alpha From
Birth Date Entry Year Alpha To
First Name Destruction Date Volume Number
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Parameter Histories

The parameter history lists the changes to the data parameters of the selected data format and
customer.

Date Time Action Modified By
08/31/2006 12:34:22 PM (EDT) Custom Data Parameters Enabled Saperstein, David
: 02/31/2006 11:47:07 AM (EDT) Custom Data Parameters Deactivated Garner, Johnathan
Parameter HlStOI}’ 08/07/2006 09:31:55 AM (EDT) Birth Date enahled removed Deschane, Dick
02/07/2006 09:31:55 AM (EDT) Destruction Date enabled removed Deschane, Dick
02/07/2006 09:31:54 AM (EDT) Patient Mumber enabled remaoved Deschane, Dick
Action Description
Change in key identifier value Key identifier of the data format was changed
[field name] enabled Field selected as enabled for data entry
[field name] required Field selected as required for data entry
[field name] enabled removed Field deselected as enabled for data entry
[field name] required removed Field deselected as required for data entry

Account Profile

On Customer Details pages, administrators can view address and contact information, monthly
storage volume, service priorities, data requirements, and other customer information.

Administrators can also view the divisions, departments, record codes, and hold codes associated
with the customer.

1. Click on the Administration menu and select Account Profile

The Account Profile screen will display.

CONFIDENTIAL AND PROPRIETARY INFORMATION OF IRON MOUNTAIN 94/108



Customer Id: ADEMO
Marme: IMRM DEMO ACCOUNT (1)
Status: Active
Address Profile
IMRM DEMO ACCOUNT
1000 CAMPUS DRIVE

Customer Details

Company Mame:
Address;

UNITED STATES

BELINDA MUMEWILLER
(610) B31-2644

Contact:
Phone:

Storage Profile
Yolume last month
0.0 c.f. of new storage
0.0 c.f. removed from storage
0.0 c.f. destroyed
Service Profile
P.0. is required for service

COLLEGEYILLE, PENNSYLYANIA 19426

Gu Back

artments [ Create ]
rd Codes [ Create ]
rd Codes [ Create ]
Id Codes [ Create ]

Totals as of last month
0 Bores

0.0 c.f,

0 Files

Chargeback code is recommended for service

Service priority

Data Profile

Orders received...

Next Day Retrieval Service ..by 3:00 PM ...by 5:00 PM the following business day
Half Day Retrieval Service Loby 10:00 AM ..by 5:00 PM that same business day
Half Day Retrieval Service .oby 3:00 PM by 12:00 PM the following business day
Rush Retrieval Service .oby 3:00 PM owithin 3 business hours

Normal Pickup Service ..anytime . owithin two business days

Files for some departments are individually listed

Service is provided...

Records must be assigned to valid Departments

Records must be assigned to valid record codes, system suggests retention schedule for all records.

Gustom Data Parameters are enabled

2. On Customer Details pages, you can do the following:

To...

Click...

View divisions

Divisions

View departments

Departments

View or create global record codes

Global Record Codes or Create

View or create hold codes

Hold Codes or Create

Return to the Record Center Customers page

Go Back

Storage Profiles

Volume last month

Totals as of last month

Cubic feet (c.f.) of new items received for
storage during the previous month

Total quantity of boxes in storage on the last day of the
previous month

Cubic feet of items permanently withdrawn
from storage during the previous month

Total cubic feet of items in storage on the last day of the
previous month
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Storage Profiles

Cubic feet of stored items destroyed at the | Total quantity of files in storage on the last day of the

customer's request during the previous

previous month. Does not include files that are unlisted,

month permanently withdrawn, or destroyed.

Service Profile

Orders received

Service Priority by... Service provided by...
Next Day Retrieval Service 3:00 p.m. 5:00 p.m. on the next business day
Half Day Retrieval Service 10:00 a.m. 5:00 p.m. on the same business day
3:00 p.m. 12:00 p.m. (noon) on the next business day

Rush Retrieval Service Before 3:00 p.m.

Within three (3) hours on the same business
day

After 3:00 p.m.

11:00 a.m. on the next business day

Normal Pickup Service Any time

Within two business days

Data Profiles

Data Issue Value

Explanation

Are files Files are individually listed.
individually listed?

All departments of the customer individually list files
in the same data format.

Files are not individually
listed.

No departments individually list files.

are individually listed.

Files for some departments

Some, but not all, departments individually list files
in the same data format.
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Data Profiles

Data Issue

Value

Explanation

Files for departments are
listed under various file
formats.

All departments individually list files, but in multiple
data formats.

Is the box data
keyed from the
customer or Iron
Mountain
transmittal forms?

Box data keyed from Iron
Mountain transmittals.

Box records are keyed from Iron Mountain
transmittal forms.

Box data keyed from
customer transmittals.

Box records are keyed from customer transmittal
forms.

Are valid
departments
required?

Records must be assigned
to valid Departments.

Each new record must have a valid Department ID.
If new records do not require valid departments,
then this line is blank.

Are valid record
codes required?

Records must be assigned
valid Record Codes.

Each new record must have a valid Department Id.
If new records do not require valid record codes,
then this line is blank.
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Iron Mountain Frequently Asked Questions

Frequently Asked Questions About the [ron Mountain Connect Record Center, powered by the
SafeKeeperPLUS® system:

How do | get set up in the IM Connect Record Center?
Please call Systems Support at (800) 888-ASSIST to be guided through the process.

Do | need a separate account for the Record Center, or does my user ID for Iron Mountain
Connect work for both?

You only need one login to access all [ron Mountain systems and applications. Contact your
Account Manager or Iron Mountain directly to get your new Username and Password.

My login is not working. Who do | call to get activated?
Please call Systems Support at (800) 888-ASSIST for assistance.
How can | get additional help with the Record Center?

Online help is available within the Record Center. Animated tutorials are available on the Help
page of IM Connect. For assistance via telephone, please call (800) 888-ASSIST.

How do | order empty cartons?

If the Record Center administrator at your location has granted you access to the order supplies
privilege, you can place supply orders online through the Record Center. For assistance via
telephone, please call Customer Response at (800) FAST-FILE.

Can | do my own transmittals online?

If the Record Center administrator at your location has granted you access to the Inventory
Maintenance capabilities then you can do your own transmittals online.

When | do my transmittals online, how long will it take for the system to reflect the
information?

The system will reflect the information when the corresponding cartons are scanned upon arrival
at the Iron Mountain records center. This process takes approximately 24 - 48 hours.

| was in the middle of an order and | never checked out. What happens to those cartons?
The order will remain open until you either cancel or complete it.
Where does the information from the Instructions field appear on the Cart?

On the Cart page, the information entered in the Instructions text box will appear on the Outcard
and Packing Slip.
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How do unlisted files get listed after they are ordered?

When a user Requests an Unlisted File it becomes a temp file until the file is confirmed found. It
then is listed in the Record Center (SafeKeeperPLUS) with the new Temp to Perm functionality.
Once the temp file becomes a listed file, it can be reordered and will have all the properties of a
listed file, including having the Checked out from Iron Mountain status if the file is out.

Is there a transportation option to allow a user to pick up a retrieval order?

The user should enter the information in the Special Instructions section when requesting a
retrieval from the Record Center.

How do | edit boxes/files in the Record Center?

If users have the edit box/file privilege, they can search for a given box/file and click the Edit
link on the search results page. If the user does not have the privilege the Edit link will not be
viewable.

If a Record Code is selected using Lookup on the Add Box/File page, will it populate the
destruction date and other fields required for Record Code data?

No. The information is calculated once the box is received. It is not populated on screen.
When will inventory entered via Add Box/File be searchable in the Record Center?

Inventory entered via Add Box/File will be available after Iron Mountain scans the record into
the SafeKeeperPLUS system.

User enters data using Add Box/File.
User requests a pickup order.
Iron Mountain scans into the system and matches actual record to paperwork or metadata.

User can then order items via Quick Order entry, but it takes approximately 24 - 48 hours from
receipt of the item by Iron Mountain before the records are searchable.

When do | use the Lock/Unlock function available under Add Box/File?

If you are entering multiple records that have identical values in one or more fields, use the Lock
command for faster data entry. Once a field is locked, you do not need to re-enter its data in
subsequent new records. To remove the lock, click Unlock.

Can the destruction date be edited or added to a box after the box has been inbound?

The destruction date will not be editable if the validate record code flag is set. If the flag is set,
the destruction date will be calculated based on the retention information in the Record Center. If
this flag is not set, the destruction date will be editable if the data entry parameters are set to
allow entry of this field.
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Iron Mountain Connect Contact Information

Our proven, structured processes provide security and accuracy in records storage and delivery
24 hours a day, 365 days a year. We're always available to take your call.

Support Contact Information:

Customer Service:

To discuss your unique business needs, call (800) FAST-FILE.

Technical Support:

For technical support needs, call (800) 888-ASSIST.

General Inquiries:

Not sure who to call? All general inquiries can be answered at (800) 899-IRON.

Visit Iron Mountain at: www.ironmountain.com
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Glossary

Account Profile

Information about a customer, such as its divisions, departments, record codes,
hold codes, and shipping addresses.

Accounting File

Data format for accounting records, with format-specific fields such as Client
Name and Client Number.

Address Book

List of the addresses that a user can select for orders.

Administrator

User with access to all Record Center functions and the records for one or more
customers, as well as the ability to manage user and account profiles.

Advanced Search

Filtered inquiry function that finds records by customer, record status, and other
field criteria. See also: Basic Search.

Attention To Address

Location and contact where and to whom an item that has been retrieved from
storage should be forwarded after delivery.

Audit Hold

Halts the destruction of an item pending review by an accounting firm or
authorized governmental agency.

Basic Search

Full-text inquiry function that finds records by search words and numbers. See
also: Advanced Search.

Bill Code

Classification that specifies how storage, service, supply, and other transactions
and their charges are billed on customer invoices.

Billing Address

Location to which Iron Mountain invoices are sent for a particular customer,
division, or department.

Box Department

Department associated with a box or the box in which a file or other item is stored.

Box Division Division associated with a box or the box in which a file or other item is stored.
Box History Chronological list of the orders and other transactions related to a box record.
Box Record Set of data fields describing the customer, contents, transactions, and other

information pertaining to a box.

Box Record Code

Record code associated with a box or the box in which a file or other item is
stored. See also: record code.

Carrier Option Order option that specifies how items will be transported (for example, by Iron
Mountain or by a third-party courier).
Cart List of records that you are planning to order from storage.

Chargeback Code

Customer-defined classification for tracking and allocating shipping and other
charges to customers, contacts, and external projects.

Checkout

Function you use to submit retrieval and permanent withdrawal orders.
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Criteria Field

Record field that can be selected in an advanced search.

Customer Box
Number

Customer-defined, alphanumeric identifier for a box record. See also: SKP Box
Number.

Customer File
Number

Customer-defined, alphanumeric identifier for a file record. See also: SKP File
Number.

Customer ID

Iron Mountain's unique alphanumeric identifier for a customer.

Customer Number

See: Customer ID.

Data Parameters

Settings that specify the key identifier, enabled fields, and required fields in a data
format.

Data Profile

Summary of the data requirements for records assigned to a customer.

Department

An organizational unit of a division to which records of stored items can be
assigned.

Destruction Date

Date when a stored item is scheduled to be destroyed, based on its record code
or other retention instructions. See also: record code.

Destruction Date
Calculation

Method of computing the date on which a stored item is to be destroyed. See
also: record code.

Destruction Indicator

Code specifying the reason the destruction of an item has been put on hold (for
example, Legal Hold).

Destruction Order

Customer request for a stored item to be destroyed by Iron Mountain. See also:
destruction date.

Destruction Type

Code indicating how a stored item is to be destroyed at the expiration of retention.

District

Metropolitan area or region that serves as an Iron Mountain operational unit.

Division

An organizational unit of a customer to which records of stored items are
assigned. A division contains one or more departments.

Email Confirmation
Address

Address to which an email acknowledgement is sent when an order is received by
Iron Mountain.

Event Date Date of any customer-specified event in a box record (for example, when a file
was first stored in the box).

Field Criteria Record fields and values selected in an advanced search.

File Document, image, or other item, usually stored in a box, which can have a unique
file record.

File Group A sequence or section of Open Shelf files.

File History Chronological list of the orders and other transactions related to a file record.
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File ID

Unique user-created identifier for an Open Shelf file.

File Record

Set of data describing the customer, contents, transactions, and other information
pertaining to a file.

File Sequence

Number that specifies the position of a file in a box (for example, “1” for the first

Number file).

Filters Settings that restrict Advanced Searches to selected customers, departments,
record codes, and record types.

Find In Field Single, user-selected field that is searched by Quick Order Entry.

General Preferences

Settings that specify the default search method and delivery method for your
Record Center sessions.

Global Record Code

Record code that applies to the records of all divisions and departments of a
customer. See also: record code.

Hold Code

Customer-created code that blocks the destruction of the boxes to which it is
assigned.

Image Request

Order to retrieve an image from storage at Iron Mountain and deliver it to a
customer.

IMRM Retention

Length of time a record is to be kept in storage at Iron Mountain.

Individual List Codes

Setting specifying how file records are created for the individual files in boxes
assigned to a department.

Individually Listed
File

File that has its own file record.

Insurance 1 File

Data format for records of insurance claims and policies, with format-specific
fields such as Office and Expiration Year.

Insurance 2 File

Data format for insurance claimant records, with format-specific fields such as
Claimant Name and Loss Date.

Invoice Inquiry

Search function that finds the totals and component charges of invoices by date,
division, and department.

Invoice Number

Alphanumeric identifier assigned by Iron Mountain to a customer invoice.

IOD

Image on Demand. See also: image request.

Key Identifier

Field that records are listed by in search results, your Cart, and other pages.

Law File Data format for legal records, with format-specific fields such as Client Name and
Matter Number.
Legal Hold Halts the destruction of an item pending the outcome of litigation, government

review, or other legal action.

CONFIDENTIAL AND PROPRIETARY INFORMATION OF IRON MOUNTAIN

103/108




Loan File Data format for loan records, with format-specific fields such as Loan Number and
Borrower Name.

Location Iron Mountain district (region) where an item is stored.

Lock Data entry command that saves the value entered in a field for use in subsequent

records.

Long Description

Description of up to 2,500 words of the contents of a box.

Master Department

Default department created for every division.

Master Division

Default division created for every customer.

Medical File Data format for medical records, with format-specific fields such as Patient
Number and Entry Year.
Menu Bar Graphic containing the Record Center main menu command (for example, Search

and Orders).

Office Retention

Length of time a record is to be kept by a customer before it is sent to storage at
Iron Mountain.

Offsite Shredding

Destruction process in which items are shredded at an Iron Mountain facility.

On Hold

Indicates that the boxes of a customer or department should not be destroyed.

Onsite Shredding

Destruction process in which items are shredded in an Iron Mountain mobile
shredding unit at a customer location, so their destruction can be witnessed by the
customer.

Open Shelf

System for storing unboxed files at Iron Mountain.

Order History

Chronological list of the transactions related to an order. Appears on the Order
Details page.

Order Inquiry Search function that finds the history, status, and other information about orders.

Order Line Line on an order specifying the type, quantity, and other instructions related to a
box, file, or other item.

Order Number Number, generated by Iron Mountain, which uniquely identifies each service
request pertaining to a record.

Order Status Current disposition of a customer request.

Order Type Specifies the kind of service requested from Iron Mountain.

Organization

Hierarchy of divisions and departments of a customer, pertaining to record
keeping.

Overage

Charge for transporting items in an order in excess of the amount agreed to in the
base charges.
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Packing Slip

Form listing the information needed to ship a confirmed order (for example,
customer name and address, items shipped, and order type).

Parameter History

Chronological list of the changes made to a data format.

Permanent
Withdrawal Order

Request to permanently remove one or more records from storage.

Pickup Address

Location and contact person from which items will be transported to an Iron
Mountain storage facility.

Pickup Order

Request for one or more items to be sent to an Iron Mountain storage facility.

Priority Service level that specifies when an order will be picked up or delivered (for
example, Next Day or Rush).

Privilege User profile setting that grants a user access to a function, such as searching for
records.

Qualifiers Advance Search settings that specify how field criteria are searched (for example,
Equal To or Contains). See also: field criteria.

Query Words, numbers, and other sequences of characters entered in a search field.

Quick Order Entry Rapid order command that lets you find and add records to your Cart in one step.

Rate Schedule

List of rates charged to customers for various types of transactions (for example,
standard and exception rate schedules).

Receipt Date

When an item was originally picked up from a customer by Iron Mountain.

Recently Added Box or file record that documents a box or file not yet processed for storage by
Record Iron Mountain.
Record Set of data documenting a box, file, image, or other item stored Iron Mountain. On

Record Center pages, each record is listed by its key identifier.

Record Code

Customer-created code specifying the length of time that items are to be stored.
Formerly known as retention codes.

Record Status

Current disposition of the item documented by a record (for example, At Iron
Mountain or Destroyed).

Record Type

General category of records (for example, box records or file records).

Refile

Return a previously retrieved item to storage at Iron Mountain.

Report Center

Section of Iron Mountain Connect that enables you to request and view reports
about Record Center activity, retention, and other topics.

Request Date

When an order was originally submitted to Iron Mountain.

Requested By User

Person who requested an order to Iron Mountain.
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Requested For User

Person for whom an item was ordered.

Retention

Length of time, defined by a record code, that an item is to be maintained by a
customer and by Iron Mountain.

Retention Hold

Assigns one or more hold codes to a box, department, or record code.

Retention Profile

Summary of the settings that determine the destruction date specified by a record
code.

Retention Schedule

Classification specifying the type of time period (for example, Monthly, Yearly, and
Indefinite) used to calculate the total retention of a record.

Retrieval Order

Request for one or more records to be temporarily removed from storage.

Search Criteria

Data fields that can be selected in an advanced search. Also known as field
criteria.

Search Operators

Special words and characters that modify your queries in basic searches and
searches within results. For example, a comma between search words operates
as an ‘or.”

Search Preferences

Settings that limit your searches to selected organizations, record types, record
statuses, and other criteria.

Search Within
Results

Search of the records found by a previous search, used to narrow your results.

Service Priority

Date and time when items are scheduled to be delivered at or picked up from the
shipping address on an order.

Service Profile

Summary of the service priorities that can be selected on orders to or from a
customer.

Ship-To Code

Classification that specifies where orders are to be shipped for a department.

SKP Box Number

SafeKeeperPLUS Box Number. A bar code number, provided by Iron Mountain,
that uniquely identifies a box.

SKP File ID

SafeKeeperPLUS File ID. Unique identifier of a boxed file, consisting of an SKP
Box Number plus a File Sequence Number.

SKP File Number

SafeKeeperPLUS File Number. A bar-coded identifier, provided by Iron Mountain,
for a file record.

Sort Sequence

Order in which Open Shelf files are stored, based on their File IDs.

Standard File

General data format for file records, including four File Description fields suitable
for most types of data.

Standard User

Person with non-administrative access to selected Record Center functions and
customer records.
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Storage Profile

Summary of storage statistics for a customer, division, or department.

Supply Code

Unique identifier for a type of storage supplies available from Iron Mountain.

Temporary File

See: unlisted file.

Total Retention

Length of time a record is to be kept in storage, both by the customer and at Iron
Mountain (office retention plus IMRM retention).

Transmittal Form

Document used for pickup and retrieval orders that contains essential information
about a box record such as the Customer ID, SKP Box Number, and Customer
Box Number.

Unit Measurement

Incremental number of items associated with a supply code. For example, boxes
must be ordered in packs of 25.

Unlisted File

File that is not individually listed in the box in which it is stored because it does not
have its own file record. Formerly known as a temporary file.

User History

Chronological list of the changes made to a user profile.

User Profile

Set of functional privileges and organizations assigned to a Record Center user.

Valid Department

Approved, pre-existing department to which a customer's records can be
assigned.

Vault

Fire-rated storage facility for magnetic media, with controlled temperature and
humidity levels.

Volume Number

Identifier for a quantity of related customer files (for example, various files of a
single patient).

Wildcard

Search operator indicated by an asterisk (*) at the end of a word that can stand for
any sequence of characters.
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