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Shredding Documents

Use Iron Mountain Connect’s Shredding Center to:

* View and manage the on- and off-site shredding services that your
company contracts with Iron Mountain

* View any open orders generated by a shredding visit profile

Use this section to learn how to:
« Manage your list of Visit Profiles

 Request shredding services
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Accessing Iron Mountain Connect Shredding Center

Iron Mountain Connect’'s home page is your single-point entry into all of Iron
Mountain’s business applications, including our Shredding Center.

1. Access Iron Mountain Connect via www.ironmountainconnect.com.

2. Type your Username and Password to open the home page.

3. Select SHREDDING from My Quick Links navigation bar.
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Managing Your Visit Profile

Your Visit Profile is where you view the interval and frequency
of a shredding request for your site. Companies can have multiple

Visit Profiles defined for the entire company, or for individual divisions or
departments.

Welcome CUA_RC2_DELPHI_SHREDD 12345
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Click Profile List.

SHREDDING CENTER Profile List

Customer ID: |RCE3 - RCE LNGTH 15, VALRCNO, DIVYES | ¥ 2
e i Select the Customer.
Division: |_MASTER - MASTER DIVISION %l
e

Department: | All Departments 3

” = ; if the Customer is division- and
ViewVisit Frofiles department-enabled, select the

Division and/or Department.

View Visit Profiles
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Managing Your Visit Profile

Welcome CUA_RC2_DELPHI_SHREDD 12345 PROFILE == ENGLISH (US) ~ SUPPORT - LOG OUT
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SHREDDING CENTER Profile List Request Form @ Help on Shredding

View Visit Profiles

Customer ID: |RCE3 -RCE LNGTH 15, VALRCNO, DIVYES |

Division: § v . . - , .
RS MBSIER - ASTER BIVIDION % Click View Visit Profiles. A list of all addresses
Department: | All Departments >4 with visit profiles that match your filters
View Visit Profiles dlsplays.
Address Cycle Schedule Next Visit Service Type Open Orders
456 MAPLE ST Daily 365 Days 2015-01-22 Media N
456 MAPLE ST Daity 365 Days 2015-01-22 Media N
456 MAPLE ST Daily 365 Days 2015-01-22 Off Site N
456 MAPLE ST Daily 365 Days 2015-01-22 On Site N

D -

Click the address to access detailed

information for each Visit Profile.

se this list to check your site’s schedule for
upcoming visits and to view the status of
shredding requests that you have placed.
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Managing Your Visit Profile
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SHREDDING CENTER

Shredding Visit Profile Detail

Profile List Request Form 7

Customer ID: RCE3 - RCE LNGTH 15, VAL RC NO, DIV YES
Division: 111-111
Department: ZZ77 - 777

Address: 456 MAPLE ST

Shredding Order Detail
Service Type Container Type Quantity Witness
SHREDDING - ON-SITE 65-GAL 2 No
SHREDDING - ON-SITE 95-GAL 3 No

snnﬂomsm& 12 5 No
his screen displays comprehensive
information for the Visit Profile. Use it to
verify your current services.

Use the shredding reports available in
Report Center to view additional
shredding information, analyze usage
trends and download invoices and
statements.
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Click Finished to save your changes and
return to the Visit Profile list screen.

Cycle: Daily
Schedule: 365 Days
Next Scheduled Visit: 2015-01-22

Service Type: On Site

Contact Information
Search Staged Instructions Contact Name: |ynne Sharkey
No No No Phone Number:  123-9090 300
No No No Address 1: 456 MAPLE ST
No No No Address 2:
City: ALL

State/Province/Region: PA

Zip: 19518

6

Update the contact’s name and phone
number. This is the only information on
this screen that you are able to update.
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Requesting Shredding Services

The Request Form is Iron Mountain’s electronic application for
shredding services. You submit an application to apply for new services

and to modify existing services. The form varies based on your
selection.

j- Welcome CUA_RC2_DELPHI_SHREDD test
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Click Request Form.
SHREDDING ©

SHREDDING CENTER Profile List Request Form

Select from the dropdown list of

jSeguastaShrediing Sendace available shredding services.

* Request Type
[Select | Iron Mountain’s electronic application

for shredding services displays. The
sections included on the screen vary
based on the services you select.
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Requesting Shredding Services

SHREDDING CENTER Profe Lint Request f orm 4
Roquest & Siredamg Servce Submit your request. Iron Mountain
it will contact you within one business
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Prcne Wember: Complete the application. Required
* Adarens fields are marked with an asterisk (*).
Poor: The sections included on the screen
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