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1.0 RECORDS MANAGEMENT PORTAL

11 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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Records Management - Online Access Form

Please complete ALL steps below and email the completed form to:

STEP 1

Contact Name:
Contact Email Address:

Company Name:

STEP 2

First Name Last Name

Additional Comments

Please use the table below to determine which Web User Security Level A

Check status
of orders

Web User Set personal
Security Level | preferences

Search Carton/ | Edit Existing
File database | Carton/ File
Details

Level 0
Levelt
Level2
Level 3
Level4
Level 5

Level 6

R RNANANENRNDY
EARA AN
IRNANANANANENEN
AANENDTEND b

Email Address

ess each user requires, a detail

Place order
(no approval

needed)

ANRNANAND 1 1h |

A IRON MOUNTAIN"

=1

Please select

Ty

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

Contact Phone No.
4- - -

Date:

State:

for an Existing User

Web User Security
Level (please refer
to the below table)

s
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'.

iron Mountain Level 1
and Level 2/3 account numbers:

Action

S EECECCEETT R

xplanation of each is overleaf:
Create & Submit | Create & Submit | Approve Add Online

Pending Delivery/ | Pending Perm out/ | Pending Orders | - See Own
Collection Order | Destruction Order Pending

Charges may apply

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

NA
NA
A
NA

NN S XX %
NNROR XXX
ENANANR RN

S

Records Management Online Access Form - Descriptions

Set Personal Preferences

Check Status of Orders

Search Carton / File Database

Edit Existing Carton

Place Order

Create and Submit

Approve Pending Orders

See Own Pending

View All Pending

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 a1- 6 web security level.

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

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

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.
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.

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 O, 1 or 2 only.

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.
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 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.

/04



RECORDS MANAGEMENT A RONMOUNTAIN'
PORTAL USER GUIDE

1.3 Logging into the Records Management Portal

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

b. Click 'Login’

O 1300 476 668 & About Us @ Investors @ Support & Login v (]

A IRON MOUNTAIN'

INFORMATION MANAGEMENT DIGITAL TRANSFORMATION SECURE STORAGE SECURE DESTRUCTION INDUSTRY RESOURCES

PROTECTING WHAT
MATTERS MOST

From the everyday to the extraordinary, you
can rely on us to store and secure what
matters most to you

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

A bon Mot kvita. X asi@l =
1

€ OO neses | wwnmensncsma

@

A IRON MOUNTAIN®

MANAGEMENT  DIGITAL TRANSFORMATION  SECURE STORAGE  SECURE DEST

d. Enter your login and password

A RoNMoUNTAN

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

2.0 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.

ReQuest™

Iron Mountain's web-based document/data management system. &

Review Orders AddManage Inventory Reports Preferences Usd

== | New Order

BRI ] 2. what _[5] 3.when [ 4.Finish_|

~ Deliver to me

=

I Ol 244704 DEANIEST TEST ASTOL KT }m

@ Return to ReQuestWeb Home Page

A [RON MOUNTAIN ReQuest™
Type your search... ‘ Q =

@ Al Status (
@ All Types

ubD

Alternate Code

User Field 1

User Field 2

User Field 3

Apply Filter  Clear Filter
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Quick Order will skip the ‘Where’, 'What', and ‘When' steps. You can start searching and adding items to your cart.

@ Return to ReQuestWeb Home Page

A IRONMOUNTAIN ReQuest™

= .|
+

@ Al Status 4 & sar couer FEBTST2625 Account: RL641701 / WPTEST / L3TEST
@ All Types
Alternate Code User Field 1 User Field 2 User Field 3 Status
ubb ALTTEST002625 Test UDF 3 in

Alternate Code

User Field 1 44 Collect  ggDeliver

User Field 2 @ Bor Coce: FEBTST2626 Account: RL641701 / WPTEST / L3TEST e =y
User Field 3 1
Alternate Code User Field 1 User Field 2 User Field 3 Status I
Apply Filter ~ Clear Filter ALTTEST002626 Ran 1
1
1
JCollect g Deliver 1
1
@) Bor Code: FEBTST2627 Account: RL641701 / WPTEST / L3TEST + :
1
Alternate Code User Field 1 User Field 2 User Field 3 Status I
ALTTEST002627 Test UDF 1 gout 1
[ |
1
#Collect Deliver 1
0 .
1
€ Bor Coe: FEBTST2628 Account: RL641701 / WPTEST / L3TEST + :
1
Alternate Code User Field 1 User Field 2 User Field 3 Status I
ALTTEST002628 Test UDF 2 gaout 1
1
1
1
1
*
[ Bar Code: FEBTST2625 Account: RL641701 / WPTEST / L3TEST —
Alternate Code User Field 1 User Field 2 User Field 3 Status
ALTTEST002625 Test UDF 3 ﬁln
Previous Bar Code Category Code: Category Description: From Date To Date
User Defined Date: Short Description

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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JaCollect _ Deliver

a Il

Items selected for collection or delivery will automatically update the shopping cart.

@ Return to ReQuestWeb Home Page

Search For More ltems

A IRONMOUNTAIN ReQuest™

RL641701 - Retrieve Order #1of2 [
Charge account: RL641701 change
® Iron Mountain will deliver items to me
Iron Mountain will ship to me (third party)
1 will pickup or view items at Iron Mountain
Delivery Address
69 Moo 2, Bangpee, Bangkok id
Priority
Routine Priority Urgent
Delivery date: Delivery date: Delivery date: >

20/05/2019 5:00:00 PM |  17/05/2019 5:00:00 PM 17/05/2019 12:45:14 PM
Max: Max Max:
50 25 9

Items to delivery: 1

& @ FEBTST2625

Send Order

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

RL641701 - Retrieve Order submitted: 00766443 #10f2

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

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

nQ@

%)

Dashboard

A ronMounTAN

Work Orders.

Reporting

417

W CARTONS

51% CARTONS

49% FOLDERS

4071

[ FOLDERS

B

iivery team is dedicated o assistng you wih all
Please feel free to contact us hrough any of the
channeis below:

Email: momntOREONMOUNtain com

Phone Number. N2 G000 732 255 / AUS: 1300 476 652

b. Click on ‘Collect from me'

»lz.What |»|3.wnen |»|4.F1msh |

RRE41700 - IRON MOUNTAIN REQUEST WEE CIPRR |

OPS - OPERATIONS

Demo Two

.

L)
ADDRESS IRON MOUNTAIN WILL COLLECT ITEMS FROM
2 - i Comp: nsme, 12 street name. town name. shtt.:
Add/Modify address

Company name, 12 sireet name. town name, state, po

OR Itemized Collection

33 Jump To Checkout

Unitemised Collection

5. Add the number of items
to be collected

J (6. Click on Jump to Checkout’.)

c. Review the details of your order

& IRON MOUNTAIN

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

~

J
-
_| 2. Enter the Requestor’s name and
phone number
\ y
:
r
3. Let us know if Iron Mountain will
collect from you or you will arrange
transport externally
\ J
4 )

1 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.

.
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A RONMOUNTAIN'

Collection - Checkout

Service Priority:
Your order will be completed by:
Work Order local time:

Maximum items for order type:

Routine (@)

o=

Routine

12:00 PM Tuesday. April 11, 2017
12:30 PM Monday. April 10, 2017
50

SR ————

select an Option 7. The ‘Routine’ option is the

only option available for
Collections. For all of the
service collection options,
refer to your Welcome Pack.

‘ Ordar Supoilas |
i

Shopping Cart Contents

Store

(All) Items

Quantity Short Description

u

8. Add ‘Work Order’' PO Number’
if required

Work Order PO |
Number:

Special Instructions:

TESTING SPECIAL INSTRUCTIONS FEATURE......

‘ Ordar Supalias

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

10. Click ‘Send Order To Iron
Mountain’
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2.3 Collections (Itemised)

a. Select ‘Work Orders'

A RONMOUNTAIN'

A roxMovNTA o
Dashboard Work Orders Reporting i Q @
b. Click on ‘Collect from me’
[ T[] 2. wnet [] 5. when [] 4. Finisn |
" Deliiertome T Collect from me
Charge to Account:
Level 1 [RRe41700 - IRON MOUNTAIN RE*WEB pemo (I 4_______________[ 1. fhozse yoll)-”' Le|velt'1’ 2 frt3 account]
— o charge by selecting ‘List’
Level 2 |oPs - oPERATIONS || Lot
Level 3 [ [
= 2. Enter the Requestor’'s name and
Your Name: [Demo Two | S EELE LT PR h b
Your Contact Number: los 123 458 | phone number

(®) Iron Mountain will collect items from me

) 1 will deliver items to Iron Mountain
ADDRESS IRON MOUNTAIN WILL COLLECT ITEMS FROM
Select from saved adds Company nsme, 12 street name. town name. stste, |
AddiModify address
Address Line 1
Address Line 2 [ ]
Address Line 3 | ]

["] save this sddress

[Company name. 12 street name. town name. state. po |

Unitemised Collection Itemized Collection

Collect [ | Carton(s)
Collect [ | File(s) [ 33 Ses .|

OR

4

*-------------------------I

’

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

\ S

e A
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’

)

\
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-

6. Select the database field 7. Enter the search criteria e.qg.
you wish to search Carton Barcode.

e.g. Iron Mountain Barcode

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

Review Ordrrs Add/Manage Inventory

B[] 3. when [3] 4. Finisn A large list of items can be
- H uploaded using the “Upload
Collection - Iron Moum}aii will pick up from customer : search from File link".

H The List should be saved as a
xt file format.

[ +.wrere [W]E

* J
Search [N e Forl » GO -------= Ll
Iron Mountain Bar Code . = Upload 5. h &
Previous Bar Code m maa == .:34 8. Press 'Go’ )
Short Description I
Level 1 |aliss [ioUNTAIN REQUEST WEES DEMO | F8
Cstegory Code L : Advanced . . .} 7ipc
Level 2 User Field 1 = Search
EVElL lUcer Field 2 - - ‘ 4
¥ ustomize Sea . .
User Field 3 S For more tips on searching
Level 3 |41 Fields e 1 . X .
e e 1 for items including advanced
R ooord Seies Decoripion Sl s==4 searches and customising search
| =Pendin il =Out results, click the ‘Search Tips'
link.
\
i Exdar SUppllRs | F'ls-qu_est |J||re;;__§_5té_r\-ztl HErS ]
Store
(All) History |Status |Account Iron Mountain Bar Code |Alternate Code [Short Description [Details | Image on ReCuest
.,.- @ R ﬁ Out [RREA1TO0 / ADMIN |R304121312 )
A
| clfels s pplEs H Heqtlﬁ:m! Wpragstarsd s ! 0 ltems Check Out
- : | =
]
' A A
1 [] []
1 H H
. . . 11. If no further items are to
9. Tick the item(s) you 10. Click on “Add Selected

be added to the order,

want to add to order Items to Cart click on “Check Out”
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2.4 Deliveries (Cartons or Files)

B Gl e

New Order Review Orders Add/Manage Inventory Preferences

PR = vt [P -wner [ |
Deliver to me | Collectfromme | PermanentRetreval | Destuction | o )y
ST R : : 1. Choose your level 1, 2 or 3 account
Level 1 [RRE41700 - IRON MOUNTAIN REQUEST WEB DEMO | B L e e e that the items are stored under.
= = \
Level 2 [oPs - oPERATIONS | |kE=
Level 3 [ ||| Lis 7
Your Name: [Deme Two ' | 2. Enter the Requestor’'s name and
Vour e . T | 4------------------ phone number
: | will pickup or view items at Iron Mountain ‘::J Iron Mountain will ship to me (third party) \, S
8 jron Mountsin will deliver itams to me ===y |

Address Iron Mountain will deliver items to
Select from saved addresses Company name, 12 sireet name. town name, state, j| v

Add/Modify address.

Address Line 1 |Company name, 12 sireet name, town name, state, po | * - -

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

. transport externally
Address Line 2 [ | 1 J
Address Line 3 | | :
I:l Save this address 1 7 N\
. 4. Select an address from the
4 : drop-down menu or add a new
1 [ —— address for delivery. If adding a
! new address, click the “Save this
H address" option.
H \. y
| ]
i D
e mmmmmemmmmemmmeeeemmmmmmmmmmmmeemeeeeeeaad O Click ‘Search for items To Be
Retrieved’
S
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6. Select the database field
you wish to search e.q.
Iron Mountain Barcode

Raview Orders Preferences

Add/Man: ge Inventory

————

A RONMOUNTAIN'

r7. Enter the search criteria
e.g. Carton Barcode

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

[»] 1w B 2 wnat [EJEXT

P roer |
[

L]
Delivery - Iron Mbuntain will drop off to#ustomer
1
1

Search |iron Mountain Bar Code | | For |R3UI?30223 |  Go.

Level 1 [RRE41700 - IRON MOUNTAIN REQUEST WES DEMO |- 8

Level 2 [oPs - oPERATIONS |:.' i
Level 3 [ | ’
—

) Y R ] -~

A large list of items can be
uploaded using the “Upload

E-""“““ Search from File" link.
H The List is to be saved as a .txt
file format.
T \ J
IE‘] ﬁnad Search from ( 8. Click 'G°' )
% Search Tips -*-------------.

Customize Search
Results

For more tips on searching
for items including advanced

searches and customising

Search Resultz 1 search results found

History [Status [Account

ron Mountain Bar Code |Alternate Code |Short Description |Detailg | Image on ReQuest

search results, click the
‘Search Tips link'.

o

L]

Download Full Search Resulfs

.

ﬁ In FHE41TI]{J IDPS 1780226

A

8 1
A

Check ou
A

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”
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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.

A e

Review Orders Add/Manage Inventory Preferences

|il. Bl | 2. what |3 3. [#]a.F |
Deliver to me | Colectfomme | PermeneniRerevel | Destefon | . \
S — 1. Choose your Level 1, 2 or 3 account
Level 1 [RRE41700 - IRON MOUNTAIN REQUEST WEE DEMO || 05 S EELEE LT P L that the items are stored under
Level 2 [oFs - oPERATIONS | st \ S
Level 3 [ |
: o

Your Name: [Demo Two | W--=s=m==em=e======| > Fnter the Requestor's name and
Your Contact Number: |0z 123 458 | phone number

:: 1 will pickup or view items at Iron Mountain (..:) Iron Mountain will ship to me (third party) \ )

(®) |ron Mountsin will deliver items to me mmmmm==n

Address Iron Mountain will deliver items to
Select from saved Company name, 12 sireet name, town name, state, || v

-
3. Let us know if Iron Mountain will

i i
AddModify address deliver to you or you will arrange
Address Line 1 |Comps ny name, 12 sireet name, town name, state, po | ‘ -

e L 1 transport externally
ress Line 2 | | 1 L y
Address Line 3 | | 1
[] save this address 1 ’ ~
1
1 4. Select the address from drop
. down menu or add a new
ILEELEEELE address for delivery. If adding

a new address, click “Save this
address”.

L

7
i S ——————————————————————————— I ST o [T O 1=T- 1 s B o L S D N =T
Retrieved’
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6. Select the database field

- you wish to search e.g. ' o N
. Iron Mountain Barcode 7. Enter the search criteria
1 e.g. Carton Barcode
H - If searching for multiple cartons,
H H et om— e separate the cartons with a
Review Orders Add/Mana je Inventory Preferences comma (')'
: . A large list of items can be
o[ 1. wrere [0 [39 3. wne |:"’|4- inish_| emmmeeeeee uploaded using the “Upload
Delivery - Iron M:luntain will drop off to Eustomer : Search from File” link.
' 1 ! The List is to be saved as a .txt
file format.
T \ )

Search [iron Mountain Bar Code | w | For |R30i73€|223 | |

u ID!Search from
|2
~ File _( 8. Click 'Go’ )

Level 1 [RRE41700 - IRON MOUNTAIN REQUEST WES DEMO [ Fi

% Search Tips -*-------------.
Level 2 |OF'S - OPERATIONS 1
Customize Search 1
Resulis -

Level 3

Result D
_—
O ) Eo ) -~

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

,.\: Download Full Search Resulis

1

1

1

ron Mountain Bar Code |Alternate Code |Short Description |Details | Image on ReQuest ]

1

i~ @R @h%Ra41ﬂ]ﬂ{0P5 1780226 ‘ L [

—_
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Item Details

Status: In Object Code Carton  Level 1 [ ]
= RFID Hem  Yes

Iron Mountain Bar CodefR5017:50226 Stili Dutas FA42017 Lavel2 [ops —oreranions | [l

Record Series: Jiome

S w—

2 Brown
| G

flenny Smith

Registered Contents 1 =

Retrieve | i 1 .
o Mounta arCode ot Cote __lshortvesrpton ot

. O

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

e

1. If the file is not listed, select
- ‘Request Unregistered Items'.
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A RONMOUNTAIN'

F N
12. Add the ‘Identifier’ information
-3 for file. This is the name or
H identifying information that
- our Iron Mountain Information
: Centre team will use to locate
Unregistered tem I Unregistered Item Parent X the file inside the carton. )
e T ' Identifier Type: Iran Mount=in Bar Godz | v | 4= === =1 SearchTips
[pEmo2 ® :
H e \
. 13. The 'Unregistered Item Parent’
Lewvel 1 |RR3-|1?DI}- IRON MOUNTAIN REQUEST WEB DEMO | Lzt : is the barCOde or alternate
= : code of the carton that the file
Level 2 [oPs - oPERATIONS | | "':':"_ o (R — will be located in.
Level 3 [ ] [ \ J

Request Unregistered ltems r \
] |4 |f the name of the file is not unigue (ie.
another file under your account as the same
n e I th oy Dol name in a different carton), then cut the
—— — — information that is in the Item Alternate ID
i e | fi ier - Iron Mountain Bar Code | v o . . .
e lype, e box and paste this information in to the Item
dentifier DEMOZ .M il — Short Description Box.
1
: This will ensure that you do not receive
_ x 7 an error message for having a duplicate
Level 1 [RRBE41700 - IRON MOUNTAIN REQUEST WEDEMO | |18 .
1 alternate code for an item on your account.
Level 2 [oPs - oPERATIONS 1 | (-
L] \, J
Level 3 | : | kist
| |
I -
: || ottems W | Check Out
: 16. Click ‘Add Selected

Items to Cart’

Search Results 1 search results found

Iron Mountain Bar Item Short Container iron fhountain bar|[Container
Retrieve|Code Item Alternate ID |Descriptio code 1 alternate 1D Details
NOT REGISTERED | [[oEMo2 R301730226

Y

==&

15. Tick the checkbox under '
the ‘Retrieve’ column N

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

To return to the Carton Details page,
select ‘Return to Item Details'

nt

Search Results 1 search results found

Iron Mountain Bar

Retrieve|Code

Item Alternate ID

Item Short
Description

Container iron mountain bar
code

Container alternate
ID

Details

NOT REGISTERED [DEMO2

| |Ra01780226

0 ltems
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To return to the search screen
to locate further cartons
or files, select ‘Return to

NERE e

S

Summary’

Service Priority:
Your order will be completed by:
Work Order local time:

Scheduled
10:30 AM Tuesday, April 18, 2017
11:26 AM Thursday, April 13, 2017

Maximum items for order type: 10
Space available on this order: 10
Urgent Priority Routine ®

Delivered - Please Select an Option

( 18. Review your order details )

(

19. Select your Service Priority )

20. Add '‘Requested By’ or

| Shopping Cart Contents
-

‘Cost Centre number’ if

required.

Retrieve 1

(All) items |Account iron Mountain Bar Code Alternate Code Short Description
v ﬁ 1700 / OPS T REGISTERED N 2
Comment [ B[] CostCenter il Appiy 10 A8

1
Additional Order Information

‘ Work Order PO

’ |
Number:

‘ Special Instructions

F N
21. Add a Purchase Order
Number or any special
instructions for the
J
’
22. Click 'Send Order to Iron
Mountain’
\, J
H
|
]
|
H
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2.6 Ordering Supplies

-
1. Choose your level 1,2 or 3

a. Click on 'Deliver to me’ account that the items are
stored under.

O ] Note: If ordering barcodes,
these will be linked to this

account for storage, unless
they are transferred to

Review Orders AddiManage Inventory

1. Whei € | poooomEeEEEEEE another account.
H J
Deliver to me __—
Charge to Account: : é N
I H 2. Enter the Requestor's
Level 1 [RR841700 - IRON MGUNTAIN REQUEST WEB DEMO | === -
1 name and phone number
Level 2 [oFs - oPERATIONS | i \ I s
1 o )
Levels | e ' 3. Let us know if Iron
Your Name: [Demo Two | R Mountain will deliver to
*four Contsct Number: |ui123 458 _ | you or you will arrange
‘. | will pickup or view items at Iron Mountain - Iron Mountain will ship to me (third party) 4--- transport externally
1 Iron Mountsin will deliver items to me \ y
Address Iron Mountain will deliver items to
Select from saved sddressas Company name, 12 sireet name. town name, state, j| v N\
BRI 4. Select an address from
Address Line 1 |Campany name, 12 sireet name, town name, state, po | the drOp down menu or
) 4---------------
s I I add an alternate address.
(s e If adding a new address,
S select ‘Save this address’'.
— L )
|
e K 3\
e mmmmeeessmemeeeeessssmseesessssssesee--=aad O ClICK ‘Search for Items To
Be Retrieved’
Yy

Search [Aternate Code v |For | 33 Go

Level 1 [RRE41700 - IRON MOUNTAIN REQUEST WEB DEMO ||
Level 2 [OPS - OPERATIONS | Lt
Level 3 | | List

| >Pending | =0ut =Destroyed L

,( 6. Click on ‘Order Supplies’ )

v

VAR Selated |lepid 1o Sark ' |

/20



RECORDS MANAGEMENT A RONMOUNTAIN'
PORTAL USER GUIDE

Order Supplies

4 N
R ord 7. Enter the number of supplies you
require - cartons must be supplied in
T e E————— packs. To order cartons please add
the total number to be deivered.
"_v—r’nescripﬁm E.g. S7030 Bus Ctn (pks 25) - These
5 Each RFID Carton Tag should be added as 25 for 1 x pack
25 Each S7030 Bus Ctn (pks 25) and 50 fOI" 2 packs.
0 Each [$8020 Legal Ctn (pks 25)
0 Each 59010 Fiat Plan (pks 25) : 4
0 Fach 59020 Plan Ctn (pks 25) o \
- e e | 8 Click 'Add Selected Items
0 Each 52010 File Cin (pks 25) 1 b to Cart’ )
0 Each 54030 XRay Ctn (pks 25) ] ]
0 Each 55010 Bus Ctn (pks 25) * o
>A slected items to Cart || I LR 4 -
E d flems 1o C CheckOut <@ |
Note: RFID carton tags are the standard :

barcodes to be applied to any newly

lodged cartons. File Barcodes are to be [ 9. Click 'Check out'. ]
attached to files only and can be ordered

on file managed account types.

Delivered - Please Select an Option

Service Priority: Routine
Your order will be completed by: 12:00 PM Tuesday, April 18, 2017
Work Order local time: 11:40 AM Thursday, April 13, 2017 . . )
s ht o - 10. Review your Order Details
S
N\
e 11. The Routine Service Priority is
Routine 4-------------------------------------------------- theonlyoption available when
 —— ordering supplies and this will
[ I —— — be pre-selected for you.
: J
|

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

Description Total|Comment: Requested By: Cost Center: Order numbers.
25 RFID Carton Tag 25 ‘ AN
5 %1;)30 Bus Ctn (pks s i.-)ply to

Additional Order Information

Work Order PO |

13. Add any ‘Special Instructions’

Number: 1 for the courier if required.

\

Special Instructions

1.1 4 Click on ‘Send Order To
Iron Mountain’
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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.

B 1.vmere EJE3 [»] 3. 9] 4.Finisn_ |

" Deliitoime | Calletfonime ", PermanentRetrieval

Charge to Account:

Level 1 [RR&41700 - IRON MOUNTAIN REQUEST WEB DEMO || '

Level 2 [oPs - oPERATIONS || 1

Level 3 [ |

“four Name: [Demo Two |

*four Contact Number: |08 123 456 |
| already have the items

| will pic kup or view items at Iren Mountain 4_-_-_-_-..

# Iron Mountain will deliver items to me 1

Address lron Mountain will deliver items to
Select from saved addresses

| Company name, 12 street name, town name, state p ¥ |

Add/Modify address

|Company name, 12 street name, town name, state, po | < T T Tl

Address Line 1

Address Line 2 [ |

Address Line 3 | |
Save this address

D R ———

L e

| Destucon |
1. Choose the level 1,20r3
account that the items are
stored under
J
a N
2. Enter the Requestor’s
name and phone number
. N

3. Select the Delivery options

S

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

b. Search for the items to be permanently retrieved.

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

[

address’.
J
’
cececceeeead 5.Click the ‘Search for
Items to be Permanently
L Retrieved' )

4 N
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.

\d

Search [Iron Mountain Bar Code

v]For |R301780226 |

Level 1 [RRE41700 - IRON MOUNTAIN REQUEST WEB DEMO ]
Level 2 [oPs - OPERATIONS | Lis
Level 3 | |

\

Upload Search from

File f
cmmmmmmm=====dd| 8. Click ‘G0’ )
% Search TiDS e m m m mm ==y
Customize Search :
Results

7
For more tips on searching
for items including advanced

>Pending |=in 20ut >Destrayed

searches and customising

search results, click the
k‘Search Tips link'.
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9. Tick the item(s) you would
like to add to your order

Search Results 1 search results found r‘;j: Download Full Search Results

P Out
ertn,t\]H] > History |Status |Account iron Mountain Bar Code |Alternate Code |Short Description |Details | Image on ReQuest
L o @ R éi In |RRS41700/ OPS |R301780226 YA
Odar Siipplas i eak Miredismiad ke ..>
1 1
1 1
4 - N .
10. Click the ‘Add Selected Items to Cart’ 1. If there are no further
items to be added to
If you are having difficulty with adding an item to your Cart, check the order, click ‘Check Out’

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’.

7
\

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

rmemmmmm========s REQuUested By', ‘Cost Centre’ and ‘Work Order PO
number’ can also be added.

Shopping Cart Contents

Perm Out [ 1
(Al History |Status lAccount Iron Mountain Bar Code |Alternate Code Short Description Details
L T
| | )
v & @ IngRRE41700/0PS  |R301780226 * & 18

RequestedBy:[ | CostCemer[ ] Appytom

Additional Order Information

Work Order PO | T |
'l

Mumber:
TEETII’JG SPECIAL INSTRUCTIONS FEATURE......

Special Instructions:

Srelar ShpRles

Mountain’

é_ { 13. Click ‘Send Order To Iron ]
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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 rmmy
ACT - sdtact@ironmountain.com
SA - sdtsa@ironmountain.com
QLD - sdtgld@ironmountain.com
WA - sdtwa®@ironmountain.com

New Order Review Orders AddManage Inventory Preferences

1
[ |
1
1
1
1
1
[ |
1
[ |
NZ - sdtnz@ironmountain.com :
1
1
1
1
1
[ |
1
:

&5 Print this confirmation <@e====

[ 1. wnere  [3[2.wnat [] 3. wnen [»]E ; TR
mail me this confirmation

Request Service Order Confirmation

Your reference work crder number is: 04231350, Successfully Processed
Service:Scheduled
Order Local Time:2:05 PM Thursday, April 13, 2017

Will be completed by Mot applic able, waiting ¢ ustomer confirmaticn

Order requested by :Demo Two
08 123 456
Service Address:Company name, 12 street name, town name, state, po
Charge to:RRE41700 / OPS

‘Work Order PO Number:

History |Account Iron Mountain Bar Code |Alternate Code Short Description
& IRRE41700/ OPS R301720228

Comment: Reqguested By: Cost Center:
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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.

[ el 2| 2. What 3] 3.when  [3] 4.Finish_ |
_ Deliveriome | Collectfiomme | PermanentRefrieval |  Destruction r
Charge to Account: _ 1. Select your Level1,2 or 3
Level 1 [RRE41700 - IRON MOUNTAIN REQUEST WEB DEMO || .| S R —— account that the items are
stored under
Level 2 [oPs - oPERATIONS | J
Level 3 | | [t | )
Your Name: [Pemo Two | 2. Confirm the Requestor’s
Your Contact Number: oz 123 258 | Wemmmmmmmmm—- contact details
\, J
[
7
— 3. Click ‘Search for Items to
33 Search for items to be Destroyed [ |1 I S e be Destroyed’
\ J
(5. Enter the ‘Search Criteria’
rmmmmmmmm====== o 4. Select field to search against >- Enter the ‘ear'c riterta’,
then select ‘Go
\, S

Destruction E
-

Y

k301780226 ] [45Go

Search | Iron Mountain Bar Code ¥ | For

Eﬂ‘" Upload Search from
/ File

Level 1 [RR641700 - IRON MOUNTAIN REQUEST WEB DEMO ] [ Abvansced - - \
— “Search  SearchTips For more tips on searching

Level 2 PS - OPERATIONS | List | . . .
o e | CUstbiize Search for items including
I st | Results 1 advanced searches and

L DL LT
— to customise your search
>Files >Document v .
_ e ' results, click the ‘Search

Level 3 [

)

Result includes H.hlbm

- resulte
S
Sireler Supples Hugiaat Unredlst=red tans Add Selected Items to Cart [ . A
- 6. Click the check box next
P R R A to the items you wish to
- destro
Search Results 1 search results found E; Download Full Search Results \ y y
History |Status |Account Iron Mountain Bar Code |Alternate Code |Short Description [Details | Image on ReQuest
e [, frrssrmoorors Raoireoze L f? Click ‘Add Selected Items
:.----.---------.---..------- to Cart’
Chrdep Supplies ReqlestliprenatErmd s f =ele v ltems to Cart Check Out A —
| Check Oul - .
1
9. This order requires confirmation from the destruction contact on 8. Click ‘Check Out’ when
your account in order to proceed with this request. finished adding your items

Therefore no service priority can be selected.

/25



RECORDS MANAGEMENT A RoN MOUNTAN
PORTAL USER GUIDE

e e e 10. Click ‘Save Order For Later' if you wish to
H add more items or submit at a later time

Destruction - Checkout

I rdar Supphles 4. -
Shopping Cart Contents
Destroyed
(All) History [Status |Account iron Mountain Bar Code |Alternate Code Short Description Details
v & é] In [RRE41700/0PS  |R30] T
1

Commert: [ ] RemesteoBy [T ] comCemer [ ] spytom

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.

] Jgﬁ Print this confirmation
" &ﬁ Email me this confirmation

Request Service Order Confirmation

“Your reference work order number is: 04508085, Successfully Processed
Senvice: Scheduled
Order Loeal Time:2:47 PM Friday, & October 2013

¥iill be compieted byhot soglicatle. waiting customer confirmation

Order requested by Bamice Mcleod

Servics Addrzse
Charge to:RRE41700/ OPS
Work Order PO Number:
Order ltems
History |Account Iron Mountain Bar Code |Alternate Code Short Description
@ IRRE41700 / OPS [R301TE228

Comment: Reguesied By Cost Center:

Special
Instructions

Your request is pending your final confirmation. You must print, sign and fax this Work Order to your CARE representative to
complete this Wark Order.

Hame Signature
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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

1. Select the ‘What' tab.

Search | Aternate Code v ]Fcnrl | ﬂ
Upload Search from
|

File
Level 1 [RRE41700 - IRON MOUNTAIN REQUEST WEB DEMO |- AAvamced
:_ : AGonNtsC  SearchTips {mmmmmm=m=y
Level 2 [oPs - oPERATIONS Im 1
L J Customize Search 1
I 1 Results i
Level 3 | |m . , L
| | 2. Click the ‘Search Tips' and
T -coiors 3 [ories 1 [ refer to the instructions

Search Tips

Tips for searching with ReQuest Web

ReQuest Web offers four options for searching for inventory items:

search v! ror | 1 B3

Level 1 [ = ~ from Fle

Lovel 2 [ | e | Advanced  Smarch
Level 3 | |m Seacsh Iz

. Simple Search offers the most commonly used search fields and a single criteria field. This is the
default search option. All other search options can be accessed by selecting the links displayed
on the right side of the screen shot above.

2. Upload Search from File provides users the option to upload a file of search criteria (rather than

typing large numbers of items)

3. Advanced Search allows users to create complex search queries — and save these for later re-

use.

4. Customize Search Results allows users to customize the display of their search results.

A key rule for searching on ReQuest Web is to use clear and detailed search criteria. This practice wil
allow the search process to complete faster. ReQuest Web will abort a search that is too broad. Once the
number of matches to a set of search criteria exceeds 1,250 records (S0 result pages that contain 25
search results each), the search will be terminated.

Simple Search

Search v
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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: »========x
+ Change your default charge account
+ Set default delivery options

+ Add and amend default addresses

+ Configure search options.

i
ReQuest

Iron Mountain’s web-based document/data management system

New Order Review Orders AddManage Inventory

> My Default Charge Account | My Addresses | My Search Ogtions

41 My Default Charge Account

Dy LusLuUl LI) HELF

ReQuest” —
Iron Mountain’s web-based document/data management system 4 l;;‘_wlm
New Order Review Orders Add/Manage Inventory Reports Preferences [ )
1. Click on the ‘List’ buttons to
> My Default Charge Account | My Addresses | My Search Oplions select the Level 1 and Level 2 or
My Default Charge Account 3 Accounts. Once this change
e has been saved this account will
[RL621701 - IRON MOUNTAIN REQUEST WEB DEMO | RS . .. be the default account that will
[RDMIN - ADMINISTRATION | List| appear on all Work Orders raised
[ | uist| (unless manually updated when
My Phone Number: | |

creating a Work Order).

&) LOGOUT I_’J HELP
ReQuest LY _
Iron Mountain's web-based document/data management system & . A
A 2. You can also change your delivery preferences to default to:

New Order Review Orders Add/Manage Inventory Reports Preferences
« Iron Mountain will deliver items to me

+ Iron Mountain will ship to me (third party) or

« | will pick-up or view items at Iron Mountain - please note
: that if you wish to view items this must be requested

rRLGMTD'l—IRQN MOUNTAIN REQUEST WEB DEMO |§E . .

[EOMIN - ADVINISTRATION ™ through our Service Delivery Team.

[ =

My Phone Number. [ ] \, J

> My Default Charge Account | My Addresses | My Search O

My Default Charge Account

Delivery Preferences: 1

I will pickup or view items at Iron Mountain
S L L P L e P P P T Ty ]

Iron Mountain will ship to me (third party)

0 Iron Mountain will deliver items to me : 3. C”Ck “Save ChangeS” tO apply
L. <=====1 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.

» |D‘ LUGewu I ‘ ‘I_'\'I HELF ‘
ReQuest :
Iron Mountain’s web-based d /data g “User Wﬁno

! e —
New Order Review Orders Add/Manage Inventory Reports Preferences
My Default Charge Account | > My Addresses | My Search Options
My Addresses

Select Default Display Address

Account RL641701 / ADMIN
Default Address | 697 GARDNERS ROAD, , ALEXANDRIA NSW 2015 ¥ | e C
Saved Addresses (maximum 4):

Address | Edit | Delete
[637 GARDNERS ROAD, . ALEXANDRIA NSW 2015 :

|Leve| 1697 GARDNERS ROAD, , ALEXANDRIA NSW 2015
|697 GARDNERS ROAD, , ALEXANDRIA NSW 2015

|Leve| 1, 697 GARDNERS ROAD. , ALEXANDRIA NSW 2015

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’.

{b] LOGOUT ] |CJ HELP |

ReQuest™

Iron Mountain's web-based document/data management system

£

New Order Review Orders Add/Manage Inventory Reports Preferences

My Default Charge Account | My Addresses | > My Search Options

My Search Options

Searches Include:

1st Saved Search [SearchforTest | Delete |
2nd Saved Search | | [ D]
3rd Saved Search [ ] e
4th Saved Search [ | [
5th Saved Search [ |
Enable search by p barcodes?
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5.0 REVIEW ORDERS

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

Preferences

New Order Review Orders

Add/Manage Inventory

(1. Select the ‘Review Orders’ tab.)

> Review Previous Orders

Current Recurring Workorders

Load Saved Order

| Pending Approval [ 0] |
Orders Pendi

Customer Confirmation |

” w
2. Here you can amend the level
2 account by using the ‘List’
button.

Review Previous Orders

[RRE41700 - IRON MOUNTAIN REQUEST WEE DEMO | (RISt

Level 1

Note: You will have to return
to the ‘New Order' screen to
modify the Level 1 Account
Number.

Level 2 [oPS- OPERATIONS | N L L LT

Lewvel 3 | |

Search for Orders between
or with Contact Name
or with Work Order Number

Include image WO only

vy Vfmm} fea | and - fryyy J o} fod |

or with Work OrderPO [ ]

| Number

O ——

’
3. Using the search data field,

enter in the applicable
criteria for your search e.q.

the period when the order
was placed or the Work Order

Search Results 1 of your most recent orders -

number.
\ J
r .
4. Search results will be shown
below
\ J

P 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
P Review Previous Orders: Work Order history

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

P 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.
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6.0 MANAGE INVENTORY

The ‘Edit Inventory’ tab under the '‘Add / Manage Inventory' tab will be available to users with an access level of
2,4,5o0r6.

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

( N
* Remove fields that are not used by your organisation 2. Choose fields to search for
items. If you wish to search
1. Click on ‘Add/Manage Inventory’ for multiple items., enter the
sm=======:| tab and select Edit Inventory barcodes separating them

with a comma (,)

A large list of items can be
uploaded using the ‘Upload
Add New Inventory | Review and Submit Inventory. | > Edit Inventory searCh from File' Iink' The
List is to be saved using a

New Order Review Orders Add/Manage Inventory Reports Preferences

Edit Invento T .
- : Axt file format.
( -
Search [Iron Mountain Bar Code v | For [R303368598 4---------- ====| 3, Enter the search criteria
Upload Search from i : U

Level 1 |RR641700 - IRON MOUNTAIN REQUEST WEB DEMO | List = File L and CIICk Go y
Level 2 DMIN - ADMINISTRATION

B | % Search Tips <qgfles m = == =
Level 3 | | earch T

Customize Search Results 1

Result includes fgeri 015 >Files >Documents v v 1

For more tips on searching for items including advanced searches
and customising search results, click the ‘Search Tips link'.
J
. . . 1
Search Results 1 search results found }t Download Full Search 4. Click on the maglr"fymg
glass to edit the item
J

History [Status Account Iron Mountain Bar Code /Alternate Code iShort Description Details ;
~ 1
[j R ‘ﬁ Out  RR641700 / ADMIN R303368598 EXPLORATICN LS <- mmmed

5. Update details as required
NB: The red fields indicated fields

Edit Inventory :
v Lthat are mandatory.
< Plavious Next> : === :
Item Details :
Status: Out Object Code Carton Level 1 1 RR641700 - IRON MOL_,’ List 6 Cl k ‘s , t | h
Iron Mountain Bar Code[R303368598 | S Lovel2 H TSI | . LlicK "Save 1o apply changes
Retention Policy [NONE | Add Date:  25/09/2013 1 5
Level 3 1 List
[ |
[ |
! Once you have updated your
- H inventory, a Compliance Inventory
' Report can be run via the Records
Sequence From [ | Name
User Field 2 Management Portal Reports
User Field 3 . .
S— | e e Dashboard. This report will help
CHegny Cade: — RetentionStortbam | - you to monitor your accounts for
Destroy Date: [ =] 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.

71 How to add a pending carton

LY g ) ness

ReQuest” -
Iron Mountain’s web-based document/data management system £ e %w&(
New Order Review Orders Add/Manage Inventory Reports Preferences
» | BRIl |>2 | 2. What (3] 3. When |3 3. Finish
B — > I 3 - 1. Select the Level 1and Level 2
Deliver to me ___ or 3 Accounts that you wish
Charge to Account:
Level 1 [RLG1701 - IRON MOUNSAIN REQUEST WEB DEMO ][]~ = o o o o o o i e o o o o to add a carton to.
Level 2 [ACMIN - ADMINISTRATIGN |u
Level 3 [ 5 | uist
Your Name: IMWES DEMO 1 |
o Contact Numbier: [ e mmmee e e === == o 2, ONce the account has been
- :wﬂl:ickx:;:‘rw_:wd::::llrmwmmin Iron Mountain will ship to me (third party) Se|ected’ go to the
Address Iron Mountain will deerms tn — ‘Add/Mana e InVentor ! ta b.
9 Yy
S e 557 GARDNERS ROAD, , ALEXANDRIA NSW 2015 v

Add/Modify address

Address Line 1 697 GARDNERS ROAD
Address Line 2
Address Line 3 JALEXANDRIA NSW 2015

Save this address

The system will take you to the “Edit Inventory Screen”.
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ReQuest”

Iron Mountain's web-based 'data system y
|

New Order Review Orders AddiManage Inventory Reports Preferences

Add New Inventory, | Upioad New ltems File | Review and Submit lnventory | > Edit Inventory

Edit Inventoré

3. Click the Add New Inventory
field to access the Add Online
functionality

Search [Alternate Code v | For|
Upload Search from
Level 1 FZLEM?CH - IRON MOUNTAIN REQUEST WEB DEMO | LELj| File
Level 2 DMIN - ADMINISTRATION
B “‘?ﬁﬁg Search Tips
Level 3 [ Customize Search Results

o requestweb.au.ironmountain.com says
ReQuest } ; ,
Iron in's . - ‘m.m Please type the value again in the Iron Mountain Bar Code field
New Order Review Orders AddiManage Inventory Repo “
> Add New Inventory | Upload New ltems File | Review and Submit Inventory, | Edit Inventory

Add Pending Item

‘ S'.wrl] [

'\lu-.\u;rm:-:n DaiEnhy

ltem Details

Status: Pending Object Code - Level 1 L ‘ Llst\
Iron Mountain Bar Code|R031340244 RFID Item No e
2 Status Date: 31/08/2013 Level2 L)

Contained In: < . —
I:l Add Date:  31/08/2012 Level 3 I:I ‘L.Iﬂl‘

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.

|

Item Details

Object Code Carton Level 1 RLE41701 - IRON MOU| JEISS

Status:
’ RFID ltem  No
e nER0313402 Status Date: 31/032018 Level 2
Record Series: Add Date:  31/08/2018
Level3 ]
Z~
Alternate Code: |
Sequence From | FileNo:
Sequence To | Item no:
From Date = User Field 3
To Date [ ]
Category Code: ([ L I &
Destroy Date: [ =]
Contents
Vi
D

Red indicates required fields.
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7.2 How to add a file

Follow Step 1to 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.

ReQuest”

Iron Mountain's web-based document/data management system

requestweb.auironmauntain.com says
‘ Please type the value again in the Iron Mountain Bar Code field.

New Order Review Orders Add/Manage Inventory Reports Preferences

> Add New Inventory | Upload New ltems File | Review and Submit Inventory. | Edit Inventory

Add Pending Item

1. Enter a 13 digit Iron Mountain
file barcode number. When

entering in a fle barcode,

Customize Data Entry Save

Status: Pending Object Code — Level 1 RL641701 - IRON MOU List disregard the “F" in the front of
Iron Mountain Bar Code[5545352611234] RFID Item  No
| ! | Sratus Date: 24/0812015 Level 2 ADMIN - ADMINISTRA List the barcode number.

Contained In: Add Date:  24/09/2018

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

ReQuest™

Iron Mountain’s web-based document/data management system

) |
New Order  Review Orders Add/Manage Inventory [z SN ol 51 TS

> Add New Inventory | Upload New items File | Review and Submit Inventory | Edit Inventory

Add Pending Item

Item Details

Status: Pending Object Code File Foider Level 1 i
'c"’“ “““:‘:"“ O r— Status Date: 311082018 Level 2 :
ontained In: Add Date:  31/0812018 =
e Level 3 1 m™ 2. Enter the barcode of the
I ,—A—| = f | f:artop that the file is stored
¥ in. This double entry helps to
Sequence From 1 ] FileNo:
i . | e ensure data accuracy. If you
From Date T E__ UserFieas .. are entering an RFID barcode,
o= - I b= Cone bar s ensure that the “R"” remains in
Category Code: [ i upD: I front of the barcode.
Destroy Date: R
Complete the required fields
and select ‘Save' to finalise
your entry.
Short Description
Contents
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1.3

ReQuest”™

Iron Mountain's web-based d

New Order Review Orders Add/Manage Inventory Reports

1 (&) LOGOUT ?) HELP

1 = LJ

1 2
1

-

Preferences

A RONMOUNTAIN'

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

1. Click on the ‘Review and
Submit Inventory’ option
under the “Add / Manage
Inventory" tab.

Add New Inventory | Upload New Items File |

> Review and Submit Inventory |

v

Edit Inventory.

Search Pending Items :

Search [ Alternate Code v | For|

Level 1 [RL641701 - IRON MOUNTAIN REQUEST WEB DEMO | |11
Level 2 [ADMIN - ADMINISTRATION Advanced  gedrch Tips
Level 3 | Customize Searc] Results

:Efl Upload Search from
= File

Result includes eIl 5

>Files >Documents

v

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’.

Submit to Iron Mountain

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.

ReQuest
Iron Mountain’s web-based it system
New Order Review Orders Add/Manage Inventory Reports Preferences
Add New Inventory | Unioag New items File | > Review and Submit Inventory | Edit Inventory

Search Pending Items

Search [Iron Mountain Bar Code ¥ | For [R031340245

Level 1 [RL621701 - IRON MOUNTAIN REQUEST WeB Demo | I
Level 2 [ADMIN - ADMINISTRATION
Level 3 [

Upload Search from
= File

Advanced .
Search Search Tips
Customize Search Results

Result includes BTe™ T

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.

Search Results 1 search results found

Store

(All} History |Status IAccount iron Mountain Bar Code

5. Select the “Add Selected
Items to Cart"” to add to
your order.

}f Download Full Search Results

|Alternate Code  |Short Description __|Details

LE41701 /ADMIN  [RO31340245

P |-

5 [

% 1
N

Aminn—A 4 4390

A IRON MOUNTAIN'
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A RONMOUNTAIN'

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".

o - P T Ty

ReQuest . -

Iron Mountain’s web-based document/data management system p
|

New Order Review Orders AddManage Inventory Reports Preferences

5] 2. wnat  [®] 3.w [] 4. Finisn |
AT Deleriome I, Collect from me | BermanentRetieval | Desincton |
Charge to Account:
Level 1 [RLE41701 - IRON MOUNTAIN REQUEST WeE DEMO | [1]
Level 2 [ADMIN - ADMINISTRATION ]l i
Level 3 List |
Vour Nemne: [MWEB CEMO
Your Contact Number:

« lron Mountain will collect items from me

Address Line 1 [ES7 GARDNERS ROAD |

Address Ling 2 |
Address Line 3 |ALEXANDRIA NSW 2015 1

Save this address

Itemised Collection

rsion=4.2.1.1311

ReQuest
Iron Mountain's web-based document/data management system
LET U | ReviewOrders  Add/Manage inveniory ~ Repors  Preferences
B | A Print this shopping cart

R 1LW o 2W

€2 Email me this shopping cart

Collection - Checkout

‘Collection - Please Select an Option

Service Priority: Routine

Your order will be completed by: 5:00 PM Monday. 2 September 2018
Work Order local time: £:33 AM Friday, 31 August 2013
Maximum items for order type: 50

Routine ®

it EE—— @

[PriEsupeeE|

Shopping Cart Contents
Store
(All) History |Status Account ron M in Bar Code  |Alternate Code |Short Description  [Details

L[5 e ress faemiioun frosasas T
c quesies By. o — T

N NN NN NN NN NN NN NN NN NN NN BN NN SN BN BN BN BN BN BN A EN .
]
]
Additional Order Information
e |
Number:
| Sgecial Instructions | | Clear | |
4 E3

[ [l 5earch For More hems

A IRON MOUNTAIN'

P o M

6. The Routine Service Priority
will be the only option
available for collection.

This option is preselected.

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

ain | LT

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

7.4 How to upload a list from an Excel spreadsheet

ReQuest™

Iron Mountain's web-based d

[data g it system

41 =

New Or Review Orders AddiManage Inventory Reports Preferences
Add New Inventory | > Upload New Items File 1 Review and Submit Inventory | Edit Inventory
" n
T e— ‘ 1. Under fche A(l:{d/Manage Inventory
- tab, click on “Upload New Items
If you do not have the current format for the Items file, click here to downiocad the items Tempiate file File".
Please, select a file to upicad:

Choose File | Mo file chosen

Lo T T
Please, enter delimiter symbol (the default delimiter is comma, see Help for acceptable delmiter symbols): If y0u dO not haVe the Current

: ’ format for the items file, click here
Your Email:

G T to download the item.

-

Note: This screen allows the user to upload an already formatted file to add items using a formatted list rather than
adding one item at a time. You can download a template to follow the required format and when ready, just browse for

the file and select it then upload to Iron Mountain to process.

A [RON MOUNTAIN'
version=4.2.1.1331

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.

ON TIME & COMPLETE OVER THE LAST 6 MONTHS

“100%
72%

Activity

DATE ITEM
November & Submitted
DELIVERY WORK ORDER The Work Order #00001842 was submitted
o The Work Order #00001842 was submitted
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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.

NOW VIEWING : RR641700 - Multiple Select an Account April 2017 w 2 (0) freeh ﬁ
Accounts

On the right hand side
of the page, data reports
are accessible based upon
i . i Carton Growth — Destroyed
the security authorisation I FFiD o REID Coverane

160 I Hon-RFID

level assigned by your o 2
100

company. EE
20

NOW VIEW'NG ShOWS What Apr May Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr
accounts are selected for ICTEIdEY Cean

default setting shows
Apr May Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr

99

Fooec

reports across all accounts
and this setting can easily
be changed.

;

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.
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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.

i Home: Clicking on home button resets the Reporting interface to default options
(O) Indicates the number of reports currently scheduled for downloading
Download: Clicking on this link allows downloading of a report

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

Scheduler x Settings x
ENTER YOURISCHEDIAE DESCRIFTION HERE Home Page Default: @ Dashboard Account & Report Selection{No dashboard)
Multiple Accounts Select Report ~ EXPORT FORMAT ~ Multiple Accounts ]
Month: Previous Month ~
Default Month Parameter: CURRENT W

Last data load was 9/04/2017
Customized Report Labels:

DemoTwo@Recall.com

RR641700 - IRON MOUNTAIN REQUEST WEB DEMO | ]
@ Download from server Email as attachment (maximum size 10MB)
Active Schedules:
Pattern: WEEKLY ~
s Deliver
SN Description Report Frequency i Account Enabled
RECURRENCE START: MM/DD/YYYY .. Type
RECURRENCE END: Mo end date - You have not configured any schedules
Mext  Last
Ry :
ecur every: Cancel Apply .
WEEKS ON: Sunday ~

1. Click on the scheduler

N

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

w

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

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

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

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

N o 0 M

. 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.

ﬂ 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.

CONTAINERS FILEFOLDERS

hfore than
=180 days

Between 120
L days \ /

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.

Detailed Inventory

A IRON MOUND\IN' Account Name: IRON MOUNTAIN REQUEST WEB DEMO
Account Code: RRE41700

Inventory as of: April 2017

RFID Item Type Code Account Reference Record Series Code Record
Mon-RFID FILEFOLDER UMENOWM
MNon-RFID FILEFOLDER UNENOWN
MNon-RFID FILEFOLDER UNENOWN
Mon-RFID FILEFOLDER UNEMNOWM
MNon-RFID FILEFOLDER UNENCOWN
MNon-RFID FILEFOLDER UNENOWN
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9.0 SEARCH, ALERTS AND USER PREFERENCES

91 Quick Search

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

est
A IRON MOIJN’]:AIN Daﬁ:;rd Work Orders Reporting b % Q ;

LAST MODIFIED ¥ T

Search... [«

Add A Shortcut Y
B TSFooooo00002
n ] Helpful Tip

[0 TSFOO00000003

Clicking on the magnifying glass opens up a search tab on the A
current screen. SF0000000001

Type any keyword, a carton barcode, a description or any other

metadata in this box to perform a search and click Go. D
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 ACCOL 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.

Action ltem
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9.2 Alerts

1] 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

.E, 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.

User profile
User profile
Basic Info Password
Basic Info Password

Username
RUS520012068 New password

P = 0|
Berice Confirm new password

Last Name l e — 0 l
MclLeoo

Email address
Bernice. McLeod@ironmountain.com

Phone number
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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 - sdtgld@ironmountain.com
WA - sdtwa@ironmountain.com
NZ - sdtnz@ironmountain.com
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