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Pickup Orders enable you to specify the type and number of boxes and 
files that you need to have picked up and delivered to Iron Mountain for 
storage.  

Use this document to learn how to: 

• Place a pickup order 

• Confirm your pickup order 

NOTE: Refer to the Creating a New Box and Creating a New File How 
To documents to learn more about creating box and file records.  
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Placing a Pickup Order 

Select the customer you are entering 

this pickup order for. 

2 

 

Select Pickups, Add Records to 

initiate a Quick Pickup Order.  

 

Use the left-side navigation bar to 

move within the different functional 

areas in Iron Mountain Connect for 

Records Management. 
. 

1 

The Quick Pickup Order 
button is already selected 
when you first access the 
Pickups, Add Records 
functionality.  

i 
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Placing a Pickup Order 

Enter the amount of each type of new 

or returning (refile) box/file you need 

to have picked up. 

3 

Add the boxes/files to your cart. 

4 

Click the Pickups button to open the 

pickup order wizard, which steps you 

through the order process. 

5 
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Placing a Pickup Order 

 

Click Next to move to the Pickup 

Details step in the order wizard and 

enter shipping information. 

. 

7 

Return to the Quick Pickup 
Order screen and add additional 
boxes/files to the order. 

i 

Enter any instructions that 
are specific to this order 
item. 

i 

Empty the cart and restart 
the order process. 

i 

Review your order and specify the Bill 

to Division and/or Department. 

6 
If this customer uses purchase order 

numbers to assign and track 

expenses, look up and assign an 

active purchase order number.  

8 
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Placing a Pickup Order  

Verify the pickup address and edit the 

contact as necessary. Click the 

>Change Address link to select or 

create a new address.  

9 
Verify your shipping priority and 

carrier. 

  Finalise your order. Your records will 

be picked up as specified in your order 

instructions and a confirmation will be 

emailed. 

Enter the email address of 
user(s) who will receive the 
order confirmation. The 
primary contact receives all 
order-related emails.  Non-
primary contacts receive 
confirmation emails only.  

i 

Enter any instructions that 
are specific to this overall 
order. 

i 
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Confirming Your Pickup Order 

The users who will receive 
email confirmation for this 
order. 

i 

Click View Order to open the 
Order Information and Order 
History tab screens where 
you can review and cancel 
your order.  Refer to 
Tracking Your Orders for 
additional information.   

i Entries displayed in blue are 
clickable. Click the Order 
Number to track the order 
you just completed. 

i 

Return to the Quick Pickup 
Order screen and begin a 
new order. 

i 

 

Refer to the Creating a Box 
and Creating a File How To 
documents to learn more 
about entering boxes and 
files. 

 

i 


