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Hold Codes 

Hold codes override the retention fields on a record and prevent record 
destruction. As a user you are able to assign hold codes directly to 
boxes;  administrators are able to create and assign hold codes to entire 
record codes and departments.   
 
Use this guide to learn how to: 

• Assign a hold code to a box  

• View the hold codes assigned to a box 

• Remove a hold code from a box 
 

Refer to the Managing Hold Codes How To guide for information on 
creating hold codes and assigning/removing them to/from departments 
and record codes.  
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Assigning a Hold Code to an Existing Box 

To assign a hold code to an 

existing box (already at an Iron 

Mountain facility),  select 

Search, Retrieve from the Left-

Side Navigation bar.   

 

Refer to the Searching How To 

training guide to learn how to 

search for and locate the box. 
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To assign a hold code to a NEW box, 

select Pickups, Add Records | Pickup List 

(add Records) and follow steps 1-5 

outlined in the Creating a New Box How 

To training guide.   

 

To assign a hold code to a box that is 

already on the Pickup List, select Edit 

from the Action dropdown to the right of 

the box.  The Box Details tab screen 

opens.. 
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Select Edit from the Action 

Dropdown. The Box Details tab 

screen opens.  

2 



Assigning a Hold Code to an Existing Box 

 

 

 Click the Assign link.  
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Combine hold codes and 

record codes to create an 

effective, targeted retention 

program.   

 

Refer to the Calculating 

Retention How To training 

guide for more information 

about using record codes.   
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If you are assigning a hold 

code to a NEW box, you will 

click the Hold Code lookup 

rather than the Assign link. 
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Assigning a Hold Code to an Existing Box 

Select one or more hold 

codes. 
 

Hold codes are created by 

Iron Mountain based on 

your requirements. 
 

Note:  When creating a new 

box, you are able to select 

and apply one hold code 

only.  
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Apply filters to reduce the 

number of hold codes 

displayed. 

i 

Click Assign Holds.  The 

hold is not applied until 

you save the box.    
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Only hold codes not already 

assigned to a box are 

available. 

i 

Click the hold code links to 

view detailed information 

about each hold code. 
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Assigning a Hold Code to an Existing Box 

The record code and 

associated 

Destruction Eligibility 

Period display. 
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If necessary, update the Destruction 

Indicator or the Destruction Eligibility Date. 

• Destruction Indicator: Date when a 

stored record is eligible to be destroyed  

• Destruction Eligibility Date: Length of 

time a box will be stored before it is 

eligible for destruction:  

• Indefinite 

• Permanent 

• Undefined 
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Save the box. 
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Click Save.  The hold code is 

not applied until you save the 

box.   
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The On Hold box icon 

displays after you save the 

box.  This visual indicator 

also appears on the Search 

Results screen and in the 

Retrieval cart.  
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Removing a Hold Code from an Existing Box 

Click the Remove link. 
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Removing a Hold Code from an Existing Box 

Select the hold codes that 

you wish to remove from 

the box. 
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Click Remove Holds. The 

hold code is not remoed 

until you save the box.   
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Click the hold code links to 

view detailed information 

about each hold code. 
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Removing a Hold Code from an Existing Box 

 

Click Save. The hold code is 

not applied until you save the 

box.   

.   
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After you save the box, the 

On Hold box icon is 

removed and the box’s 

retention fields govern its 

destruction eligibility. 
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Viewing an Existing Box’s Hold Codes 

Click View Assigned. 
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You are able to view hold codes 

assigned to a box while in View and 

Edit modes. 
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Viewing an Existing Box’s Hold Codes 

Click the hold code 

link to view detailed 

information about the 

hold code. 
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Viewing an Existing Box’s Hold Codes 

Detailed information 

about the hold 

displays.  Hold codes 

are created and 

maintained by Iron 

Mountain.   
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Click Close. 
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Viewing an Existing Box’s Hold Codes 

Click Cancel when you have 

finished viewing the hold 

codes.  You are returned to 

the Box Details screen.  
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