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Home Screen

Page Navigation

Clicking a menu item displays information or other options
o Authorized Accounts
e Dashboards

o Order Dashboard oM . .  Goodmoming,Den
e

O B OX D as h bOCI rd wl Former Regency, Wisetek, and APCD customers, weloome to the fron Mountain customer portal, SMS (Secure Management System). We hope your transition to Iron Mountain has been smooth.
B Cowste rew oncer 1f you haverit already updated your remittance details, please do sa with the banking information provided here. You can also access Iran Mountairis W here.
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Order Activity Summary Graphs

Use the graphs to quickly access your order data.

@mawm Orders (223) Summary Open Orders (216) \ @uﬂl Activity Overview \ G raph Data
] H L T

)

ighiin w 0 o Complete Orders
e Open Orders

E Canceled

poste e pits 8 ¢
Past 6
\ st SO : Summary Open Order Graph
/ Past 12
maths g Draft

Awaiting Service
Customer Serviced
Shipped to ITAD Facility
Received at ITAD Facility

Status Descriptions

Draft: Order has been created but not yet submitted by the customer

Canceled: Order was created but later canceled prior to customer being serviced

Awaiting Service: Order is placed but not yet serviced

Customer Serviced: Iron Mountain has arrived at the customer site and removed assets or completed onsite media
destruction

Shipped to an ITAD Facility: The assets pickup up by Iron Mountain, are now in transit to ITAD facility

Received at an ITAD Facility: The assets are delivered to the ITAD facility processing

Complete: The ITAD facility has completed processing and the settle report and certificates are available on portal
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Using the graphs
e Click the category that is below the graph to remove it from the graph view.
e Hover over a category on the graph to view its order totals.
e Click a category on the graph, to view orders in that category. Displayed is the order dashboard in a pre-filtered view based

on the category.

[l Shipped to an ITAD Facility: 2 #

Awaiting Service Il Customer Serviced Awaiting Service I Customer Serviced
I — el I Shipped to an ITAD Facility [l Received at ITAD Facility
BN Drait B Drafi

Note: See Order Dashboard section for detailed description of dashboard information
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ORDER

Dashboard

[® Export to Excel

ORDER NUMBER

3653965247

7350130767

ATTACHMENTS

View @ E3

view @) =

Drag a column header and drop it here to group by that column

STATUS “ CASE NOTES

Shipped to an ITAD Facility

Shipped to an ITAD Facility

Sort, filter, and arrange columns and export the view to Excel. Download reports. Clear status and case owner filters to see all orders.

PROGRAM NAME

Micro

Micro

ACCOUNT NAME

Micro Service LLC

Micro Service LLC

L Dashbe
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Account Activity Overview

Provides account activity stating which accounts are using
SITAD services, broken down by set time ranges.

Click on a number value to review the data for the specific time
period and criteria

Table of contents
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Account Information

Authorized Accounts

The logged in users can view the accounts
that they have been authorized to request
service for by accessing the Authorized
Accounts link on the Home page. Displayed
are the current accounts authorization has
been granted

Program Profiles

Access Program Profiles

Acces the program profiles from the Home
screen.

Table of contents
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[ Create New Order
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B Program Profiles >
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Authorized Accounts

@ Export to Excel
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Portal Access

For access or Okta Login issues, contact your
Service Delivery Team or email
almservice.deliveryna@ironmountain.com

PROGRAM PROFILES

Program Profiles

Program Contacts

Box Program Addresses

>
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Portal Guide

Learn how to use the portal effectively with
our detailed Customer Portal Guide

'on Mountain Asset L

Jin issues, contact you
or email

almservice.deliveryna@ironmountain.com




Click the drop down for Programs. Then select
a program from the list. When there are several
programs available to the user, they can type to
search and narrow the results.

Reviewing Program Profiles

Once a program has been selected, the
table provides all of the customer
account ids and related address
information associated with the program
profiles. Also displayed is an Order Count
for the filtered date range.

Program requirements related to PO
Numbers and customer internal Reference
Numbers are displayed.

Program documentation is available
through the View Attachments button.

Click each document to download it to your
computer and view. The documentation
details the agreed to program details
between the customer and Iron Mountain.

Table of contents

Program Profile

Program
View SITAD program details. If you have g g
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Program Contacts

The logged in user can add/edit Program Contacts on the Program Contacts page. These contacts within your organization will
be included on any automated notifications/emails for orders associated with the selected program. You may also use this
screen to block notifications that you don't want.

Access Program Contacts

Access the Program Contacts from the Home

screen.

Click the drop down for Programs.

Then select a program from the
list.

When there are several programs
available to the user, they can
type to search and narrow the
results

Table of contents

& Program Profiles > PROGRAM PROFILES 'on Mountain Asse
88 Dashboards > Program Profiles

Program Contacts

Jin issues, contact y
or email
almservice.deliveryna(@ironmountain.com

Box Program Addresses

Program Contacts

You may add /edit Program Contacts on this page. These contacts within your organization will be included on any automated
notifications /emails for orders associated with the selected program. You may also use this screen to block notifications that you
don't want.

Program Program
Select Program Profile.. @ Select Program Profile.. v
+ Add new record | @ aQ,

Select Program Profile...
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Add/Edit Program Contacts and Notifications

Once a program has been selected, the table provides a list of
current customer contacts with their information and the
available notification types.

Program

Add/Edit/Delete contact

+ Add new record

To add a new contact click “Add new Record”

To edit or delete an existing contact click the corresponding
buttons

Follow the prompts to complete the add, edit or deletion.

Enable or block a notification Program
Notifications are set by the individual user, one at a time. To Ingram Micre
view the current notification types with a complete description,
access the Asset Lifecycle Managment Portal.

+ Add new record

To view available notifications, click the expand arrow. E ——
Scroll to the desired notification and click the edit button. o
Follow the prompt to enable “YES” or disable “NO” for that

specific notification. _

Table of contents

Order Submitted

Cnboarding Email

An email notification will be sent when a new
order is sumbitted via the portal. The email
will include the order details.

A Iron Mountain Customer Care agent will be
assigned to your order and work with your
Order Point of Contact to ensure that service
is provided as expected, After an agent is
assigned, an email notification will be sent
introducing the Agent and recapping the
scope of the order.
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Ordering

/ IRON
The order process in the portal is driven by the Asset MOUNTAIN®

Lifecycle Program Type(s) agreed to between the

ASSET LIFECYCLE MANAGEMENT

customer and Iron Mountain. As users progress
through the order placement process, choices and

entries have a further impact on the information that

(o Create New Order

is required for the order to be successfully placed.

Good morning, Test

| Former Regency, Wisetek, a
Create New Order 't already updated

During order creation, five separate screens allow the user to identify the items for service, set order contacts with notifications and

assist Iron Mountain with scheduling and service preparations for the selected Program.

Access Order Screen

Click Order on the screen header

Account Screen

1.

w

Account Number: Enter the desired account number.

a. Find account number by typing the address of the location

b. Once selected, the corresponding address appears just below the

account number field

Program: Select the Program Profile from this drop down menu
Authorized User Name: Self populates upon program selection
Secure Sync Authorization Number: Self populates upon program
selection
Purchase Order Number: When a selected program requires a PO number
it must be entered here
Reference Number: This is a customer internal reference number that can

be used to relate an Asset Lifecycle Management order to an internal tracking

number. If required by the program it must be entered here.

Table of contents

X

Create New Order

Submit a new order in accordance with your Program Profile by filling in the information below.
If you have questions about the order or want to place an order without using a Program, please
contact an Iron Mountain representative at nesp@ironmountain com

A
lg' 2 3 4 5
Accoun t Service Type  Order Contacts ~ Attachments  Facility & Pickup

Step 1 - Enter your account information

Account Number

Program

“Authorized User First Name Authorized User Last Name

Secure Sync Authorization Number

4

Purchase Order Number

Reference Number

dd a reference number so you can track this erder in your system.

B Save & Continue
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NOTE: Unsubmitted orders appear on Order Dashboard with the status of draft.

Asset Quantities Screen

1. Service Type: Select a service type

2. Enter a quantity for the applicable asset types that will be processed.
The screen will total the number of items and the total number of pallets. How the 9
pallet calculations are estimated is available through the link on the page.

3. Some service types when selected enable the option for On-Site
Scanning of IT Assets before entering asset quantities.

By default No Scan on Site is selected. Users can change this to Blind Scan or

Interactive Scan.

Note: Interactive scanning requires an intent list to be uploaded to the order.

Table of contents

Service Type

IT Asset Remarketing
Refer to your SOW for detailed description of service types
“IT Asset On-Site Scan Options

Mo Scan on Site

Important Scan Type Information:

No Scan On-site: Iron Mountain will not scan each IT asset at your facility; You
are not expected to provide a list of IT assets that Iron Mountain will be
processing.

Interactive Scan On-site: You will attach a list of IT assets that are expected to

be processed by Iron Mountain (an intent list). Iron Mountain will scan the IT
assets at your facility and compare them to the intent list, identifying any missing
or unexpected items. The results of the scan will be emailed to you and posted on
the SITAD Portal.

Blind Scan On-site: Iron Mountain will scan each IT asset at your facility without
comparing it to an intent list. The results of the scan will be emailed to you and
posted on the SITAD Portal.

o ©

3 a4 5

Account Asset Quantities Order Contacts ~ Attachments  Facility & Pickup

Order 9606345513

Step 2 - Service Type & Asset Quantities

Service Type

Offsite Media Destruction — Bulk v

Refor to your SOW for detailed description of service types.

Asset Quantities
Tapes for Destruction

0

Pallets/Gaylords of eWaste for
Recyeling

0

Cell phones/PDA

0

Docking stations

0

Telephones

0

WYSE /Thin Clients

0

PC/MAC

Loose Hard Drives for

Destruction

o

Boxes (approx. 12x16x10) of
eWaste for Recycling

0
LCD Monitor Racks
0 0
CRT Monitor ™v
0 0
Printers/FAX/Scanners Copiers/Plotters/Large Printers
0 0
Networks Kiosks
0 0
Servers/SAN/NAS Laptop
0 0

Total Items Total Pallets

0 0

E View how pallets are estimated

€ Previous Step

B Save & Continue
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Order Contacts Screen

Contacts shown are the Program Contacts and then Order Contacts. The program contact is only edited from the Manage Program
Contacts. By default the logged user is the Order Contact for the site where service will be requested and the order point of contact.

° ° |@| 4 5

Account Asset Quantities Order Contacts Attachments Facility & Pickup

Order 96056345513
Step 3 - Enter Order Contacts

Program Contacts

TO added addltlonal COntaCtS and Change the Program contacts are automatically associated with orders for the selected program. Manage program contacts
contact types, click Add Order Contact button -

Yes

Order Contacts

Ordler contacts as

The ordler pain

First Name: Last Name:

Email Address: Mobile Phone:

Site Contact?
« E Order Point of Contact?
J— |
N |
4 Previous Step

Enter the required contact information and select
their contact type, Site Contact and or Order Point
of Contact..

Table of contents
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Program Contacts

Once two order contacts are listed the user’'s logged in CONtaCt | rroen cones se somarcaty ssociated it arsers for the setecit g Honce proaram contoces
type Can be Changed FIRST NAME LAST NAME EMAIL ADDRESS

MOBILE PHONE

Order Contacts
Ovder coniacts associated only with this order and will receive notifications related to this order only:
The arder paint of contact is the individual who can review seops, schedule service, or othenwvise follow up on the order.

FIRST LAST MOBILE SITE
NAME MAME MR ADDRESS PHONE CONTACT
EEE Oves
EEE S Gves

ORDER POINT OF
CONTACT

O Yes

G Yes

© Add Order Contact
€ Previous Step

B Save & Continue

Table of contents

15



Attfachments Screen

Order attachments enable Iron Mountain to plan for the service
and when Interactive Scanning has been requested an Intent
List can be submitted.

Order attachment section: Here add images of assets to be
picked up, images of site access ease or challenge, parking,
loading dock. Also add any other useful information that would
assist Iron Mountain to plan for the service.

Intent List Attachments section:
« Download Intent List Template to populate
+ Upload the populated Intent List
o Select the column which the Iron Mountain will scan
against.

Table of contents

Asset Quantities

o ) s
-

Account Order Contacts Attachments Facility & Pickup

Order 9606345513

Step 4 - Attachments

Order Attachments

Select files...

Attach image of the sssets and pickup area or other files relevant for this ordr.

Intent List Attachments

Bi Download Intent List Template

e this list w ssets on site. Please oc

Select a column to scan against
Serial Number

Asset Tag

Select files... Drop files here to upload

4 Previous Step B Save & Continue
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Facility & Pickup Screen o

Account

1. Address pre-populates based on the account selected on the
initial screen.

Service Type  Order Contacts  Attachments

Order 8599254209
Step 5 - Facility and Pickup Information

()

Facility & Pickup

“Street Address

2. Describe where the assets are located within the facility.
3. Answer Yes or No to the Certificate of Insurance and

Loading Dock questions. o “City
4. Enter Service Date information
a. Earliest pickup date _—

b. Date(s) not available. Enter a specific date or a date
range

"State

5. Enter Further Instruction that can enable a better
understanding of the asset requirements, accessing or
arrival information or....

6. Click Save & Close to submit your order.

“Where are the assets located within the facility?

Yes

ONo

Unavailable Dates

“Certificate of Insurance Required? “Loading Dock?

Yes

°No

“Earliest pickup?

8/6/2021 i n
-

Unavailable Dates

Set Date Range

9 90 @

-
Set Date Range Unavailable Dates Further Instructions
Start
o month/day/year
End
month/day/year

Set Individual Dates

Canceling Order

During the order creation process, orders can be canceled on pages two through five.

Table of contents

B Save & Continue



1. Click the red Cancel Order button.
2. In the prompt, click Cancel Order to confirm the action.

° @ 3 4 5

Account Service Type Order Contacts Attachments Facility & Pickup

Are you sure you want to cancel this order?
This action cannot be undone.
Service Type

CANCEL ORDER CANCEL

€ Previous Step B Save and Continue

Refer to your SOW for detailed description of service 1

Q Cancel Order

Notifications

The bell icon next to the user’s name, when a number is present represents a new alert(s) is present to review.

Click the icon to view a drop down that displays the active notifications.

Table of contents
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When more details are available, click the link.
To remove the naotification, click the x for the

@ —~
notification. Notifications
Click View All Notifications, to view notifications ina "
list. : : .
View All Notifications
Asset Lifecycle Management Order
0l Completed 12/22/2023 - Case
26639073
Please check your email for
details and your certificate of

destruction. TEST MODE
message for:test@test.com
3/13/202511:13:37 AM

DaShboa rds 98 Dashboards » BASHReRDe

Asset Search
Specific dashboards exist that provide data for Orders, Assets, Account
Activity or Lack of Activity. When a customer has a box program they can
access the Box Dashboards.

Box Order Dashboard
Environmental Benefits Report

Order Dashboard
After you set a grid with specific sort, ordering and filtering user’s can name Redeployment Assets

and save those settings to easily reload later.
Account Activity

No Account Activity

Table of contents
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General Dashboard Guidance

A. Data can be exported from the table.
B. Reorder the columns by clicking and dragging the header.

c. Each column can be sorted or filtered or reordered by clicking the three dot menu
for that column. To save the setting, see Save and Load Grid Setting section.

D. Attachments can be downloaded. Click the view button to display a list of

attachments. then download them. Optionaly, click the download icon to

download all.

Table of contents

Attachments
ILE NAME SIZE YPE DATE ATTACHED
Ingram Micro 89623677 - 260 application  7,/10/2020
11411990 BOL 2.,;:1%j Ke /pdt 1:30:35 PM
X Download as .ZIP

om Export to Excel

Drag a column header and drop it here to group by that column

ORDER NUMBER

0606345513

8509254200

8416408674

STATUS

Draft
Awal'tino
Awaiting Service
Awaiting Service
Completed
Completed

Completed

4

| s | ACHMENTS

t Sort Ascending
+ Sort Descending

Wl Columns
Y Firter

[ set Column Position

View a E

View a E3

View a X

30 v itemns per page

Awaiting Service
CASE NOTES E PROGRAM MNAN
Ingram Mic
»
Ingram Mic
»
R Show items with value that:
C
Contains v
le
And T c
Contains A
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Group Dashboard Data

A. Drag a column header(s) to group by that column. Example
groups by Program Name then Status [ Export to Excel

o %n header and drop it here to gr::lup by that column
m- mn® ' @
':jﬁ_th, a Draft

8599254209

B. Click the arrow to close or show the grouped

data. T Program Name * T Status *
c. Remove grouping by o . Program Name: Ingram
a. Dragging the header out of the group Jy Micro
criteria field OR , Status: Awaiting
b. Click the x of the header in the filter Service
E @.‘;tahm Completed
2193345867
view @ &
5494740200
view @ &
5698931728
view @ &

Table of contents

Completed

Completed

Completed

Completed

Awaiting Service
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Save and Load Grid Setting

Once the dashboard is Sortedl filtered and Drag a column header and drop it here to group by that column

or columns reordered. . .
A. Enter a setting name i : ‘ n
B. Click Save Grid Settmg 3194585322 Customer Serviced

To load one of your saved settings.
C. Click in the Saved Settings box

D. Click the name of a Save Grid o _ N
. " 4 o 4 ¥ items per page = items
Setting from the drop down.
E. Click the Load Grid Settlng button You can save and load common cenfigurations of sort, ordering and filtering for this page. Customize your grid view using th|

and sort tools, then give your settings a name to load them.

Saved Settings Settings Mame
c
Order Dashboard = ° :

Allows access to your orders and provides relevant data.

o Status e Order Placed By e PO Number

e Attachments e Address o Reference Number
e Case Notes e Submission Date e Invoice Number

e Program Name o Service Completion Date e Invoice Date

o Account Name + Shipped Date o Case Owner

Account Number Completion Date

Existing orders can be duplicated from the order dashboard table.
Order Attachments can be viewed or downloaded

Table of contents
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Asset Search Dashboard

All assets that were audited will appear on this dashboard. There are 40+ possible data points for each asset that may or may not be
utilized.

Click the corresponding order number, to access the Quick View of the order. The submitted order information can be viewed by
clicking the View Order button on the Quick View screen.

Account & No Account Activity Dashboard

Choose the dashboard desired, then set the Time Period. Displayed are the accounts which have had or did not have activity for that
time period.

Table of contents
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