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Presenter Notes
Presentation Notes
Hello everybody! I am Megan Melancon, the Business Operations Manager for Auxiliary Services. I manage our copier management program and just wanted to provide some updates that are happening in the upcoming weeks. We have signed a new contract with Xerox and will be replacing the current copiers across campus.  I am giving a general overview here of the changes to come, but I will be reaching out to the copier contacts for an in-depth presentation. 



  
 

 
  

  

       
 

    
  

      

Machine Deployment 
• Copiers will be deployed over a 6 week period. 
• Department copier contacts will receive an email with

deployment details. 
• Someone will need to be available to let the movers into 

the space. Install/removal should only take about 20
minutes. 

• Fax needed? 
– Please let the deployment team know if the fax option needs to

be turned on during deployment 
• Any obstacles to be aware of? Please reach out so we can

make sure it is documented. 
– No elevator/ramp, center piece of door needs to be removed, 

etc. 

Presenter Notes
Presentation Notes
We are looking at a 6 week deployment to install the copiers across campus. Copier Contacts will be receiving an email with supporting details prior to deployment. 

Installs are set to begin at 8:00 a.m. and the last install will begin no later than 4:00 p.m. Please have someone available to let the movers in. Deployment should take 20 minutes.

If your department uses the fax line on the copier, please inform the deployment team that the fax features needs to be turned on (configured). 
If there are any obstacles within your building, please let me know so we can make sure it is documented. Obstacles may include but are not limited to no elevator or ramp, broken elevators, specific doors/entrances to use, the center frame needs to be removed or any other issue we may have trying to move copiers in and out.




 

 
 

Copier Contact 

• as.lsu.edu 
– Contact change form 

• Why one dedicated person? 
• Fleet Management Portal 
• Training 

Presenter Notes
Presentation Notes
My student staff has been reaching out to make sure our contact information is current, so if you have not confirmed your copier contact for your department, please complete the Contact Change Form on our website as.lsu.edu
There should be one dedicated person per copier as this person will serve as Copier Management’s point of communication for updates during deployment, service calls, and trainings.  Xerox is also requiring one person to be listed in our new Fleet Management Portal which will be discussed in a later slide.


https://as.lsu.edu


 

   
  

 
     

  
   

 

  

Preparing for Deployment 

• Departments will need to extract address 
book and user codes so they can be imported 
to the new copier. 
– Instructions will be provided to the copier contact 

on file 
• Copier contact training on portal 

– Copier Management will reach out for a scheduled 
Teams meeting the week before deployment on 
the new system 

– Access to training materials/demos 

Presenter Notes
Presentation Notes
What can departments do before deployment? This is a good time to make sure addresses and user codes are current. I will reach out to the department copier contact and they will receive instructions on how to export these lists and import them into the new copier once received. 
I am also scheduling weekly Teams meeting before deployment to go over the new copier system in detail. This will allow departmental contacts to view the portal and ask questions in a small group setting. It is imperative that the contact attends to have a knowledge and understanding of how to monitor the new copier.
Training will entail a Teams meeting lasting about 1 hour dependent on questions as the training is demo style. I will communicate the training times with the copier contact and then send out a Teams invite.



 

  

  

    
 

 

What’s New? 

• Access to a fleet management portal to view 
device activity 
– One contact per copier 
– Customizable filters 
– Proactively monitored 

• Identifying numbers via serial number or DNS 
name (host name/name on server) 

• Copier Management will no longer place service 
calls to the technician 
– Devices are actively monitored through the portal 

Presenter Notes
Presentation Notes
With a new contract comes with some new changes. Department copier contacts will have access to a portal to manage the status of the copier. There will no longer be CM3xxx or CM4xxx when placing service calls as Xerox operates with serial numbers. The DNS name (also known as the host name and name on the cm-print server)  will show in the portal and that can be provided to copier management for any other requests such as account changes, copier moves and contact changes.
The machines are proactively monitored,  and errors and faults are automatically sent to the help desk. 



 
     

 
  
  

     
 

  

Fleet Management Portal 
• Switching to a full service portal where copiers 

are actively monitored. 
• Trouble tickets are automatically placed for 

issues and supplies are monitored proactively. 
• Supplies are sent out when the low supply 

warning is sent. 
– Proactive monitoring negates for ‘emergency’ 

supply delivery 

Presenter Notes
Presentation Notes
As I mentioned with “what’s new”, there is a fleet management portal. The devices are managed by Xerox while Copier Management will be able to continue to monitor the operations of the contract. If there is an error code on the copier or action needed, the portal will notify the help desk which notifies the technician. Additional trouble tickets can be placed outside of faults and errors or additional documentation can be included. Placing copier tickets should be minimal as the portal will pick up on any issues.



 
  

 

  

   

Copier Management Resources 
• Requests through Copier Management Website: as.lsu.edu 

– Copier Moves/Machine requests 
– Contact Changes 
– Account number changes 

• Billing questions via email to 
copiermgmt@lsu.edu 

Presenter Notes
Presentation Notes
There are forms are posted on our website for other requests such as copier moves, new machine requests, contact changes, and account number changes.
 Copier management will confirm via email the requests as we receive them.  If you don’t get a follow up within 24 hours, please send a follow up email.


mailto:copiermgmt@lsu.edu
https://as.lsu.edu


   

  
  

Key Take Aways 

• Copiers actively monitored 
– Trouble tickets & supplies are proactively 

monitored 

• One Copier Contact who will receive all 
communication in regards to deployment 



 

Questions/Contact 

• Megan Melancon-Business Operations 
Manager 
– copiermgmt@lsu.edu 
– 225-578-2003 

mailto:copiermgmt@lsu.edu
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