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KEY:

Numbered steps that guide you through a 

workflow.
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Infotip:  Extra information
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Image on Demand Overview 

Image on Demand (IOD) is an imaging service that electronically delivers 
a copy of a document as a .pdf file. 

You request an IOD as part of a retrieval order. 

During the COVID-19 pandemic, Iron Mountain is making IOD available 
to customers to ensure safe delivery of files.   

Use this guide to learn how to:

• Request an IOD from a file

• Request an IOD from an unlisted file

• Request an IOD from an unlisted open shelf file

• Edit and remove IOD requests
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Section 1: Requesting an IOD from a File

Search for the files:

• Set the Record Type to Files

• Select the customer and any 

other appropriate search 

filters
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Select Search, Retrieve.  

1

Refer to the Searching How To document for more detailed information 

on using the Search functionality.

Click Search.
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Requesting an IOD from a File

Click Action, then select Request 

IOD.

NOTE: You also have the option to 

add a file to the cart and then request 

an IOD later in the retrieval process 

from within the cart. 
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Requesting an IOD from a File

Click Add to Cart.  

The IOD request is created. The number 

of items in the cart is incremented by 

one (multiple line items are grouped to 

form a single IOD request).
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Enter information to locate the file:  

• Requestor name or initials 

• Description of the file to be imaged

Then, click Save to List.

Repeat to request multiple IODs from 

within the same file.
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Requesting an IOD from a File

Your IOD line item displays here.  
Click      to edit or     to remove IOD 
requests.
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Requesting an IOD from a File

The link to your IOD request displays on 
the Search Results screen.
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Click your Retrieval cart.  
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Requesting an IOD from a File

Review the items in your cart and 

enter all  required fields, then click 

Next.  
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Requesting an IOD from a File

Information about your IOD displays 

at the bottom of the screen.  

Click Place Your Order. 
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Requesting an IOD from a File

Iron Mountain begins processing 

your IOD order. Once complete, 

you will receive an email with a 

link to your electronic files.
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Section 2: Requesting an IOD from an Unlisted File

Search for the boxes containing 

the unlisted files from which you 

need to request an IOD:

• Set the Record Type to Boxes

• Select the customer and any 

other appropriate search 

filters
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Select Search, Retrieve.  

1

Refer to the Searching How To document for more detailed information 

on using the Search functionality.

Click Search.
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Requesting an IOD from an Unlisted File

Download

2

Click Action, then select Request 

Unlisted File.
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Requesting an IOD from an Unlisted File

Click Add to Cart.  

The Unlisted File request is created. 
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Enter descriptive information to locate 

the file, then, click Save to List.

Repeat to request multiple unlisted 

files.
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Requesting an IOD from an Unlisted File

The link to your IOD request for the 
unlisted file displays on the Search 
Results screen.
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Click your Retrieval cart. 

Follow the slides on pages 9-

11 to finish processing this 

IOD request.
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Requesting an IOD from an Unlisted File

Select Request IOD from the Retrieval 

Method dropdown.  

Follow the slides on pages 6-11 to 

finish processing this IOD request.
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Section 3:Requesting an IOD from an Unlisted Open 
Shelf File

Search for the files containing 

the unlisted open shelf files 

from which you need to request 

an IOD:

• Ener a Keyword

• Set the Record Type to Files

• Select the customer and any 

other appropriate search 

filters
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Select Search, Retrieve.  
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Refer to the Searching How To document for more detailed information 

on using the Search functionality.

Click Search.

3



Click Request Unlisted Open Shelf 

File
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Requesting an IOD from an Unlisted Open Shelf File



Requesting an IOD from an Unlisted Open Shelf File

Click Add to Cart.  

The IOD request is created. The number 

of items in the cart is incremented by 

one (multiple line items are grouped to 

form a single IOD request).
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Enter the customer, File Group and 

descriptive information to locate the 

file, then, click Save to List.

Repeat to request multiple IODs from 

within the same unlisted file.
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Select Request IOD from the Retrieval 

Method dropdown.  

Follow slides 6-11 to finish 

processing this IOD request.
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Requesting an IOD from an Unlisted Open Shelf File

Click your Retrieval cart. 
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Select Request IOD from the Retrieval 

Method dropdown.  

Follow the slides on pages 6-11 to 

finish processing this IOD request.
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Requesting an IOD from an Unlisted Open Shelf File



Section 4: Editing & Removing IOD Orders

For Files and Unlisted Files from 
the Search Results screen:

Click the link under the action 
button. The appropriate  IOD modal 
screen opens.
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Section 4: Editing & Removing IOD Orders

Next, click the Edit     or Remove      
icons.
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Editing & Removing IOD Orders

FOR ALL FILE TYPES from the 
Retrieval Order Cart Items screen: 

Click the link below the Retrieval 
Method dropdown.  The appropriate 
IOD modal screen opens. Click Edit      
or Remove     .
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