
 
 

Copier Management: 
University Contract Updates 

Presenter
Presentation Notes
Good morning! For those of you that do not know me, I’m Megan Melancon and I am the Contracts & Billing Manager for Auxiliary Services and oversee all our contracted copiers with Xerox. 



 

  
  

 

 
     

      
  

     

New Contract Survey 

• Current contract expires September 30, 2023. 
• Survey posted online at as.lsu.edu under 

Copier Management to address copier needs 
and usage. 

• Additional Features for new copiers 
– I meet quarterly with Xerox and they always have 

new things to offer. If within reason and multiple 
departments request the same features, we can 
see about adding that feature to our bid. 

Presenter
Presentation Notes
We are currently in the process of preparing to bid for a new contract as our current Xerox contract expires in September 2023. I will be reaching out to departments with multiple machines to address the current usage and needs for the machines. There is also a formstack survey on our website as.lsu.edu that departmental copier contacts can fill out to help address your current copier needs. There is a specific section on the copier survey for additional features and we want to hear from you on what you would like to see on future copiers. 

http:as.lsu.edu
http:as.lsu.edu


 
Survey 

New Copier Bid Survey - Formstack 

Presenter
Presentation Notes
Here, I have the survey linked, I can also drop the link in the chat or you can access the survey by going to as.lsu.edu and going to the Copier Management section. By completing this survey, you will be helping us assess the overall needs for the University. The survey addresses department specific questions such as: updating contact information, estimated usage, request to participate in the copier management program, no longer needing to participate, and wanting to downsize as copying and printing is not being utilized as much. 

https://lsu.formstack.com/forms/new_copier_bid_survey


  
  

   
 
   

  
  

Usage 

• Each machine has a minimum guarantee to meet. 
• If not meeting the guarantee, our office will reach 

out to see if down-sizing or sharing a machine is 
feasible. 

• If above the guarantee, we will reach out to see if 
a larger machine or second machine is feasible. 

• Again, copier distribution is at the discretion of 
Copier Management based on current usage. 

Presenter
Presentation Notes
Usage will still be analyzed by Copier Management staff for final copier distribution and will be based upon overall needs of the University departments based on factors of machine cost, copier usage and fleet inventory as LSU enters a new copier contract in Fall 2023. Currently, machines are assigned a level (1-6) and each level has a minimum guarantee to meet which is just a minimum of b&w copies and prints each month. If your current level is not meeting the guarantee, someone will be in contact with the copier contact to discuss down-sizing or sharing a machine with another department within your building. If your usage is above the guarantee, we can discuss placing a second machine or upgrading to a larger machine. Again, Copier Management has the final say on copier distribution as we have to maintain the minimum with our supplier. For example, if your department currently has a level 2 machine, the minimum guarantee is 1,250 copies/prints a month. If your average black & white usage is under 1,000 each month, then we will discuss placing a smaller machine or looking to see if sharing with another department/machine is feasible. 



  
 

  
    
 

  

Supplies 

• Supplies (toner, staples, and waste containers) can be 
ordered online through a formstack form. 
– https://lsu.formstack.com/forms/toner_order_form 

• There is no cost for supplies. 
• Machine prompts you when it is time to reorder supplies 

and when time to replace. 
• Please allow 3-5 days for delivery. 

Presenter
Presentation Notes
I also have a quick update on supplies. We are no longer doing had copy toner order forms. Supplies should now be ordered online through a formstack form. This is the preferred way to order supplies as we can ensure stock is available, track inventory, and make sure orders are processed timely. Once the form is filled out, we pull the supplies  and send through campus mail. The copier should notify you when it is time to re-order. Machine will say “re-order toner but do not replace until prompted.” This will give the toner time to route through campus mail before you are prompted to replace. Please allow 3-5 days for delivery. You can also request a spare as you replace the toner so you always have one on stock. 

https://lsu.formstack.com/forms/toner_order_form
https://lsu.formstack.com/forms/toner_order_form


  

Contact Information 
as.lsu.edu 

• Copier Management 
– copiermgmt@lsu.edu 
– 578-2003 

• Megan Melancon, Contracts & Billing Manager 
– mwunst1@lsu.edu 
– 578-5114 

Presenter
Presentation Notes
The best way to reach us is through email at copiermgmt@lsu.edu but we are also available by phone. My personal information is there as well, but all service requests should funnel through the copier management email. Please feel free to reach out with any questions. 

mailto:copiermgmt@lsu.edu
mailto:mwunst1@lsu.edu
http:as.lsu.edu
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