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1.0 RECORDS MANAGEMENT PORTAL

1.1   Introduction

Iron Mountain’s Records Management Portal is a 24/7 web based management system which offers you 
everything you need to manage your records.

As an Iron Mountain customer, you will have the opportunity to use the Records Management Portal to:
•	 Place Orders 
•	 Manage Inventory 
•	 View Detailed Reports 
•	 Order Supplies 

The Portal can also be set up to ‘mirror’ your organisation’s processes. For example, your identifiers can be used 
to capture data on items allowing an easy search of inventory to find critical information. 

The Portal can also be used to organise your inventory by department, business group, and cost centre. 

The benefits of using the Portal include: 

•	 Visibility and Accessibility: You can view your items online 24 hours a day, seven days a week. 

•	 Decision Support: The Portal can be used as a management support tool. It allows you to determine factors 

such as retrieval frequencies, usage patterns, destruction dates and appropriate service levels. 

•	 Process Efficiency: Users can save preferences such as default accounts, field names, commonly used 

addresses and search options. 

•	 Context Sensitive Help: Every screen includes a context-sensitive online help button. 

•	 Customised Features: Which include customisable user setup, shopping cart, support for unregistered items, 

order approval work flow, document level inventory and ReView integration.

1.2   Getting Started

To get started, complete the Records Management Online Access form located in the Support Page on the 
www.ironmtn.com.au or www.ironmountain.co.nz. 

This form is to be used to add, edit or delete users.   All requests are to be submitted in writing to our  
Iron Mountain Service Delivery Team via an authorised user. 
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2. Provide details of users including name, 
email address and the accounts you 
would like the user to access. If you are 
adding multiple accounts for a user, 
you can enter these in to the additional 
comments box. In the action column, 
indicate if you would like the user to be 
‘Added’, ‘Modified’ or ‘Deleted’.  

The security level will need to be 
provided for each staff member and will 
determine what actions the individual is 
allowed to perform.

1. Enter your details in so that 
we can contact you once the 
users have been updated.

Set Personal Preferences A user can save individual settings and preferences such as their default account 
charge account, phone number and frequently used addresses.

This function is only available for users with a 1 – 6 web security level.

Check Status of Orders A user can review previous service orders placed with Iron Mountain to 
determine (limited) content and status information.

Search Carton / File Database A user can search the inventory database of the items managed by Iron Mountain 
(based on their account security).

Edit Existing Carton Item by item, a user can add, modify and delete certain indexes associated with 
their inventory items (based on their account security) such as Alternate ID, 
Contents, User Defined Fields (UDF).

This functionality is available for users with a web security level of 2, 4, 5 or 6. 

Place Order A user can place service requests for collections, deliveries, etc. 

This functionality is only available for users with a web security level of 3 or 
higher.

Create and Submit Users will be able to create orders, but when they submit the order an approval 
process is performed where designated customer representatives are required to 
acknowledge the orders prior to them being placed with Iron Mountain.

This functionality is for users with a web security level of 0, 1 or 2 only.

Approve Pending Orders Users with access to this feature are able to review, amend and approve Service 
Requests submitted by lower security level staff in their organisation. 

This functionality is available for users with a web security level of 5 or 6.

See Own Pending View or edit pending items that they have added through Add Online.

This functionality is available for users with a web security level of 2, 4, 5 or 6.

View All Pending View or edit all pending items that have been added including the items added by 
other members or your organisation.

This functionality is only available for users with a level 6 web security level.

Records Management Online Access Form - Descriptions
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1.3	 Logging into the Records Management Portal

a.	 Enter http://www.ironmtn.com.au or www.ironmountain.co.nz

b.	 Click ‘Login’

c.	 Select ‘Iron Mountain Records Management Portal’ from the drop-down menu

d.	 Enter your login and password

NB - If you are using the portal and have issues using the link from the Iron Mountain site,  
    please use the following link - portal.au.ironmountain.com
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2.0 PLACING AN ORDER

2.1  Quick Order

     This is a brand new feature that allows searching across level 1 accounts, filtering search items, a modern look 
and a much faster order experience. Contact information is carried over and does not need to be gathered in  
the traditional manner by completing the ‘Where’, ‘What’, and ‘When’ steps.

     Now you will be able to search across level 1 accounts in Quick Order located on the main ReQuestWeb page.
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Quick Order will skip the ‘Where’, ‘What’, and ‘When’ steps. You can start searching and adding items to your cart.

    Quick Order offers a filter function once an initial search is done. It provides asset status and allows you to select 
the ‘Collect’ or ‘Deliver’ option. The ‘+’ sign allows for additional metadata to be displayed quickly.
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  Items selected for collection or delivery will automatically update the shopping cart.

     Once all assets are added to the cart, you can check out by selecting the “Send Order” button.

You will receive an Order confirmation. 
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2.2 Collections (Non-Itemised)

a.	 To raise a Work Order or look up items, click on the ‘Work Orders’ link.

b.	 Click on ‘Collect from me’

2. Enter the Requestor’s name and 
phone number

3. Let us know if Iron Mountain will 
collect from you or you will arrange 
transport externally

4. Select an address from the drop-
down menu or add a new address for 
collection. 
If adding a new address, click “Save 
this address” option.

5. Add the number of items 
to be collected

6. Click on ‘Jump to Checkout’. 

1. Choose your Level 1, 2 or 3 account 
to charge by selecting ‘List’

c.	 Review the details of your order
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7. The ‘Routine’ option is the 
only option available for 
Collections. For all of the 
service collection options, 
refer to your Welcome Pack.

9. Add any special instructions  
for the driver   
e.g. Use Loading Dock 3 

10. Click ‘Send Order To Iron 
Mountain’

8. Add ‘Work Order’ PO Number’  
  if required
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2.3	 Collections (Itemised)

a. Select ‘Work Orders’

2. Enter the Requestor’s name and 
phone number

3. Let us know if Iron Mountain will 
collect from you or you will arrange 
transport externally

4. Select an address from the drop-
down menu or add a new address for 
collection. 
If adding a new address, click  
“Save this address” option.

5. Click ‘Search for Items’

1. Choose your Level 1, 2 or 3 account 
to charge by selecting ‘List’

b.	 Click on ‘Collect from me’
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6. Select the database field 
you wish to search  
e.g. Iron Mountain Barcode 

7. Enter the search criteria e.g. 
Carton Barcode.

If searching for multiple 
cartons, separate the cartons 
with a comma (,).

A large list of items can be 
uploaded using the “Upload 
search from File link”.   
The List should be saved as a 
.txt file format. 

8. Press ‘Go’

For more tips on searching 
for items including advanced 
searches and customising search 
results, click the ‘Search Tips’ 
link.  

9. Tick the item(s) you 
want to add to order

10. Click on “Add Selected     
Items to Cart” 

11. If no further items are to 
be added to the order,  
click on “Check Out” 
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1. Choose your level 1, 2 or 3 account 
that the items are stored under. 

4. Select an address from the 
drop-down menu or add a new 
address for delivery.  If adding a 
new address, click the “Save this 
address” option. 

2. Enter the Requestor’s name and 
phone number 

5. Click ‘Search for Items To Be 
Retrieved’ 

3. Let us know if Iron Mountain will 
deliver the items or you will arrange 
transport externally 

2.4	 Deliveries (Cartons or Files)
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9. Tick item(s) you want to 
add to the order

10. Click on “Add Selected 
Items to Cart” 

11. If no further items are to 
be added to the order click 
on “Check Out” 

6. Select the database field 
you wish to search e.g. 
Iron Mountain Barcode 7. Enter the search criteria  

e.g. Carton Barcode

If searching for multiple cartons, 
separate the cartons with a 
comma (,).

A large list of items can be 
uploaded using the “Upload 
Search from File” link.   
The List is to be saved as a .txt 
file format.

8. Click ‘Go’

For more tips on searching 
for items including advanced 
searches and customising 
search results, click the 
‘Search Tips link’. 
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2.5	 Deliveries (Unregistered Items)

This option is used, if you have a file managed account and would like to request a file out of a carton that has 
never been retrieved before and is therefore not registered with an Iron Mountain File Barcode. 

1. Choose your Level 1, 2 or 3 account 
that the items are stored under

4. Select the address from drop 
down menu or add a new 
address for delivery.  If adding 
a new address, click “Save this 
address”. 

2. Enter the Requestor’s name and 
phone number 

5. Click ‘Search for Items To Be 
Retrieved’ 

3. Let us know if Iron Mountain will 
deliver to you or you will arrange 
transport externally 
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6. Select the database field 
you wish to search e.g. 
Iron Mountain Barcode 7. Enter the search criteria  

e.g. Carton Barcode

If searching for multiple cartons, 
separate the cartons with a 
comma (,).

A large list of items can be 
uploaded using the “Upload 
Search from File” link.   
The List is to be saved as a .txt 
file format.

8. Click ‘Go’

For more tips on searching 
for items including advanced 
searches and customising 
search results, click the 
‘Search Tips link’. 

9. Click the magnifying glass 
to see inside the carton
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10. If file is already registered,  
it will be listed here.   
Click on the ‘Retrieve’ box and 
add selected items to cart.

11. If the file is not listed, select 
‘Request Unregistered Items’.
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12. Add the ‘Identifier’ information 
for file.  This is the name or 
identifying information that 
our Iron Mountain Information 
Centre team will use to locate 
the file inside the carton. 

13. The ‘Unregistered Item Parent’ 
is the barcode or alternate 
code of the carton that the file 
will be located in.

14. If the name of the file is not unique (i.e. 
another file under your account as the same 
name in a different carton), then cut the 
information that is in the Item Alternate ID 
box and paste this information in to the Item 
Short Description Box.  

This will ensure that you do not receive 
an error message for having a duplicate 
alternate code for an item on your account.

15.  Tick the checkbox under 
the ‘Retrieve’ column

16.  Click ‘Add Selected 
Items to Cart’

17.  If no further items are to be 
retrieved, click ‘Check Out’

To return to the Carton Details page, 
select ‘Return to Item Details’
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To return to the search screen 
to locate further cartons 
or files, select ‘Return to 
Summary’

18. Review your order details

19. Select your Service Priority

20. Add ‘Requested By’ or 
‘Cost Centre number’ if 
required.

21. Add a Purchase Order 
Number or any special 
instructions for the 

22. Click ‘Send Order to Iron 
Mountain’
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1. Choose your level 1, 2 or 3 
account that the items are 
stored under. 
Note: If ordering barcodes, 
these will be linked to this 
account for storage, unless 
they are transferred to 
another account.

4. Select an address from 
the drop down menu or 
add an alternate address.  
If adding a new address, 
select ‘Save this address’. 

2. Enter the Requestor’s 
name and phone number 

5. Click ‘Search for Items To 
Be Retrieved’ 

3. Let us know if Iron 
Mountain will deliver to 
you or you will arrange 
transport externally 

2.6	 Ordering Supplies

a.	 Click on ‘Deliver to me’

6. Click on ‘Order Supplies’ 
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7. Enter the number of supplies you 
require – cartons must be supplied in 
packs. To order cartons please add 
the total number to be delivered.   
E.g. S7030 Bus Ctn (pks 25) – These 
should be added as 25 for 1 x pack 
and 50 for 2 packs. 

Note:  RFID carton tags are the standard 
barcodes to be applied to any newly 
lodged cartons.  File Barcodes are to be 
attached to files only and can be ordered 
on file managed account types.

8. Click ‘Add Selected Items 
to Cart’ 

9. Click ‘Check out’. 

10. Review your Order Details

11. The Routine Service Priority is 
the only option available when 
ordering supplies and this will 
be pre-selected for you.

14. Click on ‘Send Order To 
Iron Mountain’ 

12. Add ‘Requested By’, Cost 
Centre Numbers or Purchase 
Order numbers.

13. Add any ‘Special Instructions’ 
for the courier if required.



/22

RECORDS MANAGEMENT 
PORTAL USER GUIDE

1. Choose the level 1, 2 or 3 
account that the items are 
stored under 

4. If you have selected ‘Iron 
Mountain will deliver items 
to me’, confirm the address 
for delivery. If adding a new 
address, select ‘Save this 
address’.

2. Enter the Requestor’s 
name and phone number

5. Click the ‘Search for 
Items to be Permanently 
Retrieved’

3.  Select the Delivery options

2.7	 Permanent Retrievals

The Permanent Retrieval Work Order is for items that will not be returned to Iron Mountain.

a.	 Click on the Permanent Retrieval Tab.

6. Select the field you 
wish to find e.g. Iron 
Mountain Barcode 

7.  Enter the search criteria e.g. Carton Barcode

If searching for multiple cartons, separate 
the cartons with a comma (,).

A large list of items can be uploaded using 
the “Upload search from File link”.   
The List is to be saved as a .txt file format.  

8.  Click ‘Go’ 

For more tips on searching 
for items including advanced 
searches and customising 
search results, click the 
‘Search Tips link’.

b.	 Search for the items to be permanently retrieved.
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9. Tick the item(s) you would 
like to add to your order 

11. If there are no further 
items to be added to 
order, click ‘Check Out’ 

10. Click the ‘Add Selected Items to Cart’

If you are having difficulty with adding an item to your Cart, check the 
status column of the item.  For permanent retrievals to be delivered to you – 
the item must be “In”.  If you have selected on the front ‘Where’ screen that 
you already have the items – then the status of the items must be ‘out’. 

13. Click ‘Send Order To Iron 
Mountain’ 

12. If you have selected that Iron Mountain will 
deliver the items to you, you can add ‘Special 
Instructions’ for the driver if required.

‘Requested By’, ‘Cost Centre’ and ‘Work Order PO 
number’ can also be added. 
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There will be no option to choose a service priority for this order.  In order for this Work 
Order to be completed, you must print or email your pre-work order details to the Service 
Delivery Team to confirm that you wish for this work order to be actioned by Iron Mountain.

Email addresses are as follows:

NSW – sdtnsw@ironmountain.com

VIC – sdtvic@ironmountain.com

ACT – sdtact@ironmountain.com

SA – sdtsa@ironmountain.com

QLD – sdtqld@ironmountain.com

WA – sdtwa@ironmountain.com

NZ – sdtnz@ironmountain.com 
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1. Select your Level 1, 2 or 3 
account that the items are 
stored under 

2. Confirm the Requestor’s 
contact details 

3. Click ‘Search for Items to 
be Destroyed’ 

4. Select field to search against 5. Enter the ‘Search Criteria’, 
then select ‘Go’  

For more tips on searching 
for items including 
advanced searches and 
to customise your search 
results, click the ‘Search 
Tips link’. 

2.8	 Destruction Request

A destruction order is a request to destroy cartons that are currently stored with Iron Mountain.

a.	 Click on the ‘Destruction’ Tab. 

6. Click the check box next 
to the items you wish to 
destroy

8. Click ‘Check Out’ when 
finished adding your items

7.  Click ‘Add Selected Items 
to Cart’ 

9. This order requires confirmation from the destruction contact on 
your account in order to proceed with this request.  
Therefore no service priority can be selected. 
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10. Click ‘Save Order For Later’ if you wish to 
add more items or submit at a later time 

11. Review the items in your cart and you can also add or delete items as requested 
using the tick boxes on the left of the items.

12. If required, add details to each item of the requestor at your organisation, Cost 
Centre or Purchase Order numbers to assist with future reconciliation. 

13. Click ‘Send Order To Iron Mountain’ when you are ready to lodge the destruction 
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Once you have selected the ‘Send Order To Iron Mountain’ button, the Service Order Confirmation will appear.  
In order for Iron Mountain to proceed with the request to destroy these items, print or email this confirmation 
to the destruction contact on the account. They will need to sign and email this request to the Service Delivery 
Team at Iron Mountain to action (dms.destruction@ironmountain.com).

Once the step above is completed, the request will be finalised and until then you will still be charged retention 
on these cartons.  The Service Delivery Team at Iron Mountain will advise you that your order has been 
converted and the items will be processed for destruction.
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2. Click the ‘Search Tips’ and 
refer to the instructions 

1. Select the ‘What’ tab.

3.0 SEARCH TIPS

The Search tips link provides information on:
•	 Tips for searching for items
•	 Uploading searches from a file
•	 Advanced searches
•	 Customising search results
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1. Click on the ‘List’ buttons to 
select the Level 1 and Level 2 or 
3 Accounts.  Once this change 
has been saved this account will 
be the default account that will 
appear on all Work Orders raised 
(unless manually updated when 
creating a Work Order).

4.0 UPDATING PREFERENCES

Your Work Order preferences can be customised once you have logged in.  

Start by logging in to your Iron Mountain Customer Portal account and click on the Work Order link to load the 
Work Order interface.

The Preferences tab allows you to:
•	 Change your default charge account
•	 Set default delivery options
•	 Add and amend default addresses
•	 Configure search options.

4.1	 My Default Charge Account

2. You can also change your delivery preferences to default to:

•	 Iron Mountain will deliver items to me
•	 Iron Mountain will ship to me (third party) or
•	 I will pick-up or view items at Iron Mountain – please note 

that if you wish to view items this must be requested 
through our Service Delivery Team. 

3. Click “Save Changes” to apply 
the preferences.
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4.2	 My Addresses

Using the ‘My Address’ link, you can update your default address. You can also add, edit and save new addresses 
for selection when raising orders.

4.3	 My Search Options

Here you can create and save common search options for your account. For example, you can save a search for 
cartons that are ‘In’ or files that are ‘Out’.  
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2. Here you can amend the level 
2 account by using the ‘List’ 
button.  
 
Note: You will have to return 
to the ‘New Order’ screen to 
modify the Level 1 Account 
Number.

3. Using the search data field, 
enter in the applicable 
criteria for your search e.g. 
the period when the order 
was placed or the Work Order 
number.  

1. Select the ‘Review Orders’ tab.  

4. Search results will be shown 
below 

5.0 REVIEW ORDERS

Select the account you wish to review on the front New Order tab screen.

	Load Saved Order: Work Orders created and saved to be completed at a later time

	Pending Approval: Work Orders placed by a user that requires higher approval before the order is placed

	Review Previous Orders: Work Order history

	Orders Pending Customer Confirmation: Orders requiring sign off e.g. destruction

	Current Recurring Work Orders: Work Orders that are setup on a regular schedule 

Please note that if any of these fields are greyed out, you don’t have access to view, approve or make changes 
on them.  If you require your access to be amended, complete the Online Access Form located on our website 
www.ironmtn.com.au (AU) or www.ironmountain.co.nz (NZ) and send the completed form through to our Service 
Delivery Team.

http://www.ironmtn.com.au
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3. Enter the search criteria 
and click ‘Go’ 

2. Choose fields to search for 
items.  If you wish to search 
for multiple items, enter the 
barcodes separating them 
with a comma (,)  
A large list of items can be 
uploaded using the ‘Upload 
Search from File’ link. The 
List is to be saved using a 
.txt file format.

For more tips on searching for items including advanced searches 
and customising search results, click the ‘Search Tips link’.

1. Click on ‘Add/Manage Inventory’ 
tab and select Edit Inventory 

6.0 MANAGE INVENTORY

The ‘Edit Inventory’ tab under the ‘Add / Manage Inventory’ tab will be available to users with an access level of 
2, 4, 5 or 6.  

If you would like to customise your account to perform any of the functions below, please speak with your 
Customer Account Support Specialist.
•	 Re-label fields to a terminology that is more relevant to your organisation
•	 Make certain fields mandatory to complete
•	 Remove fields that are not used by your organisation

4. Click on the magnifying 
glass to edit the item

5. Update details as required 

NB: The red fields indicated fields 
that are mandatory.

6. Click ‘Save’ to apply changes

Once you have updated your 
inventory, a Compliance Inventory 
Report can be run via the Records 
Management Portal Reports 
Dashboard.  This report will help 
you to monitor your accounts for 
reconciliation.
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7.0	 ADD ONLINE

The Add Online feature is designed to streamline your Records Management even further by enabling you to 
store and track information in a way that is meaningful to you.

Add Online allows you to record relevant details about your items before they are lodged at our Iron Mountain 
facility. 

Add Online not only allows you to register your carton prior to it being collected for the first time but you can 
also add information against that carton to make it easier to locate and categorise.   This information can be 
anything from dates to addresses, destroy dates to descriptions.

Charges may apply for using this service.  Please discuss any questions with your Customer Account Support 
Specialist.

To have Add Online set up on your account, complete the Add Online set up form that is located on  
www.ironmtn.com.au (AU) or www.ironmountain.co.nz (NZ) support page.

The first page of the form relates to your file information and the second page relates to your carton 
information. Fields on the form can be relabelled to a name that is more suitable to your organisation.

1. Select the Level 1 and Level 2 
or 3 Accounts that you wish 
to add a carton to.

2. Once the account has been 
selected, go to the  
‘Add/Manage Inventory’ tab.

7.1 How to add a pending carton

The system will take you to the “Edit Inventory Screen”.
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3. Click the Add New Inventory 
field to access the Add Online 
functionality

4. Enter a 10 digit Iron Mountain 
carton barcode number.

A message will appear to ask 
you to enter this barcode in 
again. 

This double entry helps to en-
sure data accuracy.   

If you are entering an RFID 
barcode, ensure that you keep 
the “R” in front of the barcode. 

The screen below will appear with fields to be completed.  Enter the fields required and select ‘Save’ to 
finalise your entry.  Any mandatory fields will be in red.  Some fields may also require double data entry.
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7.2	 How to add a file

Follow Step 1 to Step 3 under section 7.1 (How to add a pending carton) to identify the accounts that you wish to add a 
file and select the ‘Add/Manage Inventory’ tab.

1. Enter a 13 digit Iron Mountain 
file barcode number. When 
entering in a file barcode, 
disregard the “F” in the front of 
the barcode number.

A message will appear to ask 
you to enter this barcode again. 

2. Enter the barcode of the 
carton that the file is stored 
in. This double entry helps to 
ensure data accuracy. If you 
are entering an RFID barcode, 
ensure that the “R” remains in 
front of the barcode.

Complete the required fields 
and select ‘Save’ to finalise 
your entry.
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1. Click on the ‘Review and 
Submit Inventory’ option 
under the “Add / Manage 
Inventory” tab.  

3. The “Upload Search from 
File” link can be used if a 
large list of items is to be 
uploaded.  Ensure the file is 
saved in a .txt file format.

2. Select the Iron Mountain 
barcode from the drop down 
menu, or any other field of 
information you would like 
to search. Select “Go” after 
putting in search criteria.  
If searching for multiple 
cartons, separate the cartons 
with a ‘comma’.

7.3	 How to add a pending item to a Work Order for collection

4. When the search results 
appear, tick the items that 
need to be collected and 
stored at the Iron Mountain 
Facility.  Select Add Selected 
Items to Cart to add to your 
order.

5. Select the “Add Selected 
Items to Cart” to add to  
your order.
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You will now be directed to the “Collect from me” screen to enter your address details.  This process will now 
follow the standard collection Work Order process for submitting items.

Fill out or amend any collection details and select “Jump to Checkout”.

7. If required, add the 
‘Requested By’, ‘Cost 
Centre’, ‘Purchase Order 
Number’ or any ‘Special 
Instructions’ for the Driver

8. Select the ‘Send Order to 
Iron Mountain’ to finalise 
your order.

6. The Routine Service Priority 
will be the only option 
available for collection.  
This option is preselected.
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1. Under the “Add/Manage Inventory” 
tab, click on “Upload New Items 
File”.

7.4	 How to upload a list from an Excel spreadsheet

If you do not have the current 
format for the items file, click here 
to download the item.

All relevant information needs to be completed in the Excel spreadsheet. Any fields not required should be left blank. 
 
Upload the completed file by clicking on “Browse”.  Locate and select the file to be uploaded. Select “Upload Items”.
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8.0 REPORTS

•	 Reports can be generated from the Dashboard on the landing page of the Records Management Portal. 

•	 Reports available via the Portal are listed in the Records Management Portal brochure.

8.1    Interactive Dashboard (Home Page)

This is the first screen displayed upon login to the Portal.  It provides a quick snapshot of your accounts at a 
glance.   Users’ security access levels determine which features and what content they can access and see.  
Not all features are available to all users. An authorised administrator within your organisation controls user 
access and the security access levels.

The main screen shows an interactive dashboard with the total number of cartons and folders in your inventory.  
Hovering over the cartons presents the total number of cartons at Iron Mountain, the total number of cartons 
at your locations, and the ratio of cartons to folders.  The dashboard also includes On Time and Complete 
status of Work Orders over the last 6 months.  Hovering over a particular month provides the number of orders 
completed on time versus the total orders placed that month.

Below the visual dashboard, recent account activities are highlighted. All data shown in the Records 
Management Portal is user-specific. It shows data from those Accounts which users have been granted access 
by their company’s administrator.  This Activity feed shows many different types of activities such as a Work 
Order creation, Work Order completion, destruction status etc. Activities can be downloaded by clicking on the 
link at the bottom.
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8.2	 Enhanced Reporting

The Enhanced Reporting screen allows users to create, download and schedule reports. Users can also set their 
default preferences using the settings option. To access Enhanced Reporting, click on the “Reporting” tab. 

8.3	 Enhanced Reporting: Layout And Settings

At the top of this screen, user settings and navigation options are presented including account(s) currently 
selected, the option to change the account selection, select reporting month, download a report, schedule a 
report and reporting preferences. 

The Visual Reports summarise holdings with Iron Mountain. 

SELECT AN ACCOUNT allows users to select an account or change default account for generating reports. 
Clicking on “Select an Account” presents a window with all allowed accounts and users can then select 
account(s) to generate reports. Clicking on “Apply” button will close the pop-up and refresh the Reporting 
Interface with data from the selected account.

On the right hand side 
of the page, data reports 
are accessible based upon 
the security authorisation 
level assigned by your 
company. 

NOW VIEWING shows what 
accounts are selected for 
Reporting. The Portal’s 
default setting shows 
reports across all accounts 
and this setting can easily 
be changed.
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The ‘Month’ drop down provides the option of selecting the timestamp of reporting. If there is a requirement 
to generate a report for a prior month, select that month from the drop down. Reports for past 24 months are 
maintained in the Portal. 

Home: Clicking on home button resets the Reporting interface to default options

Indicates the number of reports currently scheduled for downloading

Download: Clicking on this link allows downloading of a report

Schedule a Report: This feature allows reports to be scheduled based on frequency preferences. 

1.	 Click on the scheduler

2.	 In the pop up select Account, then select the desired report (e.g. “Detailed Inventory”) and the Export Format 

3.	 Then select the option for the data to be included from the current month or the previous month in the 

report 

4.	Reports can be scheduled to be downloaded to your computer or emailed as attachments

5.	The frequency of the reports can be set as “Weekly” or “Monthly” by setting the Pattern drop down

6.	The start and end dates for the reports can be selected as well

7.	 And finally a specific day of the week or month can be selected to generate the selected reports 

automatically

8.	Clicking on “Save” schedules the automatic generation of report with selected settings

There is no limit to the amount of reports that can be scheduled.

Settings allow users to select default choices for their reports and also access all their scheduled 
reports.  Scheduled reports can be disabled at any time.
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8.4	 The Holding Summary

The initial visual reports available are Live Holdings and Items Out. As a default, the Portal presents the Live 
Holdings report. The data for Live Holdings report is refreshed every 48 hours. This report shows carton growth 
as well as the RFID coverage of cartons. Users with file folders or other items with Iron Mountain are shown 
growth data and RFID coverage for those items as well. 

The Items Out report breaks out your holdings in “Out” status by cartons and file folders. It also provides 
information on how long these items have been in “Out” status. The visual reports can be downloaded by 
clicking on the link at the bottom.

8.5	 Data Reports

In the Preview & Export section, there are shortcuts to the most common reports.  Previously, access to some 
of these reports required engagement with Iron Mountain Service Delivery or Account Management team.  
Now these reports can be immediately generated online. 

The report content can be previewed and then downloaded in Microsoft Excel or CSV (comma separated) 
formats.  All reports are generated for the selected account and month in the settings at the top of the 
reporting screen.

Data intensive reports can be scheduled for automatic generation and can be emailed. 
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9.0 SEARCH, ALERTS AND USER PREFERENCES

9.1	 Quick Search

Quick Search provides a quick and actionable search across your information. 

Clicking on the magnifying glass opens up a search tab on the 
current screen.

Type any keyword, a carton barcode, a description or any other 
metadata in this box to perform a search and click Go. 

Action can be taken directly from the search results. Clicking on 
a search result provides a snapshot of that item along with the 
relevant metadata. It shows the last time this item was modified, 
who was the user requesting that modification and the item’s 
current status.

Clicking on “Action Item” button will show the Records Management 
Portal screen with the item pre-selected so a work order can be 
created or any other actions can be taken by the user. 
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9.2 Alerts

	The “Alerts” tab shows the latest system generated alerts.  Clicking on the Alert icon displays all current alerts.
	 Alerts can include items such as Work Orders pending approval or weather delays.

9.3 User Preference

	 User Preference allows users to edit preferences or sign out of the Portal. Clicking on “Your Preferences” 		
	 displays a list of current selections. Each section can be easily updated by clicking on “Edit Preferences”. 
Resetting your password has never been so easy. Click on “Edit Preferences” then on “edit” to the right of 
“Password”. 

On the resulting screen enter your current password first and then enter a new password. Online password criteria 
define what additional characters should be included when creating a password.
New passwords will need to be input twice to ensure validation. The Portal provides real-time feedback on the 
selected password to ensure validation. Once the new password is validated, click on “Save” button to complete your 
password reset.
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10.0 ADDITIONAL SUPPORT

If you have any questions or require additional support when using the Iron Mountain Records Management 
Portal, please contact the Service Delivery Team.

Office Hours: 08:30 to 17:00 (Your local time, Monday to Friday)

Phone: 
(AU)   1300 476 668 
(NZ)   0800 732 255

E-mail:
NSW 	 – sdtnsw@ironmountain.com
VIC 	 – sdtvic@ironmountain.com
ACT	 – sdtact@ironmountain.com
SA 	 – sdtsa@ironmountain.com
QLD 	 – sdtqld@ironmountain.com
WA 	 – sdtwa@ironmountain.com
NZ 	 – sdtnz@ironmountain.com
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