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Custom supply lists allow you to control the inventory available to  
your users.  

As an administrator, you create supply lists on a customer-by-customer 
basis. This means that you can apply one standard list to all of the 
customers in your organisation, or apply specific lists based on the 
needs of a single division or department.  

Use this section to learn how to: 

• Create a new custom supply list and assign it to a customer, department  
or division 

• View and edit existing custom supply lists 

• Remove custom supply lists and use the default supply list  

 

Creating Custom Supply Lists 



3 

 Select Manage Supply Lists to 

access the Customer ID Supply List 

screen. 

2 

 

Select Administration.  

 

Use the left-side navigation bar to 

move within the different functional 

areas in Iron Mountain Connect 

Records Management. 
. 

1 

Click Create New Supply List. 

3 

Review this customer’s 
supply list. 

i 

Creating Custom Supply Lists 

Type part of the description 

and click Filter to quickly filter 

the supplies that appear on the 

list.  

Type part of the description 

and click Filter to quickly filter 

the supplies that appear on the 

list.  

i 
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Select the Customer (s) that will use 

this supply list.  

 

You are only able to create a custom 

supply list for customers who 

currently use the Iron Mountain 

default supply list (that do not already 

have a custom supply list).  

4 

Click Choose Supplies to open the 

Supply Selection screen and select 

supplies to add to this list.  

5 
Click the multi-select checkbox 
to select All Customers if you 
are creating a supply list that 
applies to all customers. 
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Go back to the Customer Selection 
screen and select a different 
customer. 

i 

Click to select supplies to add to this 

list.  

6 

Click Confirm Summary to review  

the customers and supplies that  

will make up this custom supply list. 

Clicking Confirm Summary does  

NOT save your list.  

7 
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Click “Finish” to create the 

supply list for the customer 

IDs 

Discard this list, return to 
the Manage Supply Lists 
screen and restart the 
process of creating a 
custom supply list.  

i 

Review and verify that the customers 

and supplies assigned to the list are 

correct. Click Finish to save this 

custom supply list. 

8 

Go back to the Supply 
Selection screen and 
choose different supplies or 
add supplies to this list. 

i 
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Click to open the Supply List Detail 

screen and review and edit an 

existing list. 

1 

Viewing & Editing Custom Supply Lists 
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Viewing & Editing Custom Supply Lists 

Click Edit List to change the 

customers and/or supplies on the list. 

2 

 

 

Move between the Customer, 
Supplies and History tab 
screens.  

 

 

i 

 

You can remove this supply 
list while in View mode, or 
from the Manage Supply 
Lists screen as described in 
Removing Custom Supply 
Lists.  

 

i 
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Viewing & Editing Custom Supply Lists 

Select/deselect the customers  

that use this supply list. Use the 

multi-select checkbox located to  

the left of the Customer column to 

select or deselect all customers.  

3 
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Viewing & Editing Custom Supply Lists 

Review the parameters. Click Save to 

apply any changes made to the list.  

6 

Select/deselect to add or 

remove supplies from 

this list.  

5 

Select the Supplies tab.  

4 
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Removing Custom Supply Lists 

Click Remove to begin the process  

of permanently deleting a custom 

supply list.  

1 
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Removing Custom Supply Lists 

Click Continue to permanently delete 

this custom supply list and return to 

the Manage Supply List screen. You 

are not able to recover a supply list 

that has been deleted.  

 

Customers that were using the 

deleted list are automatically 

reassigned to the Iron Mountain 

default supply list.  

2 


