
Copier Management
P r e s e n t e d  b y :  

M e g a n  M e l a n c o n
M a n a g e r  o f  F i n a n c e  &  A d m i n i s t r a t i v e  
S e r v i c e s



Who makes up Copier Management?

• Manager of Finance & Administrative Services
• Megan Melancon

• Business Coordinator
• Sarah “Faith” Gray

• Three Student Workers
• Xerox Technician

• Gerald Dunand

First Point of contact should always be copiermgmt@lsu.edu

Presenter Notes
Presentation Notes
Copier Management uses Xerox as our contracted vendor and these are our supported contacts for our contract. 



Automatic Emails

• Automatic Emails from Xerox
• If you receive an automatic email and are unsure of what to do, please bring it to 

our attention as we are working to streamline the communication. 

Presenter Notes
Presentation Notes
An Example of an automatic email is toner delivery notifications. 



Copier Reminders
• Complete the necessary forms on our 

website if any changes need to be 
made. As.lsu.edu

• Secondary Contact: If you have not 
requested a secondary contact, 
please complete a copier contact 
form so we can get a login issued.

• If you already requested a 
secondary contact login, we are 
working with Xerox to have all 
the logins sent out. 

• Service Calls are placed through the 
Fleet Management Portal

Presenter Notes
Presentation Notes
*Secondary contact and Service calls are the most important part. 



Common Questions
Copier Management Box Link

• Printer Preferences
• Computer is not taking the printer preferences (i.e. color, 2 sided, staples etc.)
• Fix: Email Copier Management so we can change a setting on the server side for those preference to be 

pushed out.
• Copier Codes

• Computer is not prompting for a code
• Fix: Ensure codes are turned on through Xerox Standard Accounting.
• May have to email Copier Management to adjust a setting on the server side to push codes out.

• USB
• Copier can take up to 15 seconds for the device to recognize the USB.
• Upon insertion of USB, you get an error message referencing exFat, we are working on a solution with 

Xerox.

Presenter Notes
Presentation Notes
Box Link on Website

https://lsu.app.box.com/folder/375796751141?s=uy6di08r7f98k3jdl9svw28quab6gbtx


QUESTIONS
Copier Management 
copiermgmt@lsu.edu

225-578-2003

mailto:copiermgmt@lsu.edu
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