     COPIER REPLACEMENT PACKET
ENCLOSED IS YOUR AS ASSIGNED NUMBER_________

FOR YOUR NEW COPIER.  PLEASE PLACE THE NUMBER ON THE FRONT OF YOUR COPIER IN AN EASY TO READ LOCATION.  THIS NUMBER WILL BE USED WHEN REPORTING METER READINGS, FILLING OUT SERVICE CALL REPORTS AND ORDERING SUPPLIES. 

METER READINGS ARE DUE ON OR BEFORE THE 5th OF MARCH, JUNE, SEPTEMBER & DECEMBER!

THANKS FOR YOUR COOPERATION.

Tim Mattox

AS COPY SERVICES

(402) 471-1073

THIS IS A _____________________ COPIER.  IT WILL REPLACE YOUR ______________________ COPIER.  AS NUMBER _______. PLEASE READ THIS PACKET.  PLEASE FILL OUT AND RETURN THE COPIER REPLACEMENT FORM.  THANKS.

Tim Mattox 

    KEY OPERATOR RESPONSIBILITIES
1. Please attach the enclosed red numbers to the front of your new copier.  This number will be your AS assigned number.  This number must be used when placing service calls & reporting meter readings.

2. Please attach the enclosed AS inventory tag to your new copier.

3. You are responsible for turning in copy machine meter readings to AS Materiel Division, Copy Services using one of the following methods: E-MAIL (tim.mattox@nebraska.gov), Fax (402) 471-2313, or call Tim Mattox at (402) 471-1073.  The AS machine number must be included with the current machine meter reading.  Readings are processed for billing on a quarterly basis, therefore meter readings must be received by AS Copy Services no later than the 5th of March, June, September, & December.  If readings are not received by the due date, readings will be estimated according to previous readings.
4. You are responsible for placing service calls to the appropriate service center for your copier and filling out the Service Call Report Forms provided.  The completed Service Call Report Form must be returned to AS Copy Services.

5. Our maintenance contract on this copier includes; toner, developer, toner waste bottles, and staples at no extra cost.  For supplies, you may contact the vendor directly.  You should not purchase any of these supplies.
6. Our contract vendor is Modern Methods Inc.  Their phone numbers are as follows: for service 800-742-0788, for supplies 800-742-7331.

7. You are responsible for providing your own copy paper, which may be purchased through AS Office Supply Bureau.

8. You must notify AS Copy Services with any change in information regarding a change in key operators, phone numbers, or in copier locations.  You can contact Tim Mattox at 471-1073.

9. Please place BEFORE YOU OPERATE THIS MACHINE!  Sign in a very visible area near the copier so that everyone can see it.

10. All invoices from vendors for AS owned copiers, supplies or service should be sent directly to:    
                                                              AS Copy Services 

                                                              ATTN: Tim Mattox
                                                              P.O. Box 94847 

                                                              Lincoln, NE 68509-4847

BEFORE YOU OPERATE THIS MACHINE!
1. HAVE YOU BEEN TRAINED BY YOUR PRIMARY OPERATOR?  WE RECOMMEND HAVING A PRIMARY OPERATOR!
2. DO NOT HAVE FOOD OR BEVERAGES AT THE MACHINE!  

3. USE ANY “SPECIAL PAPER” THRU BY-PASS ONLY! 

     Transparencies: Canon Type E or 3M PP2950 ONLY!!

Labels: Canon Type D1 or D2 ONLY!  NO LASER LABLES!!
When using By-pass, users should program the type of special paper via the LCD panel to help avoid jams or malfunctions.

4. UNEXPLAINED LINES OR SPOTS ON COPIES! 
Dirt or smudges on the glass may cause this if you cannot see them on your originals.  To check glass for spots you may have to get at an angle to avoid glare from overhead lights.  Also, remember on many digitals to check both the small reader glass for the auto document feeder and the large plate glass for book copy.
To clean your glass, use a lint free cloth and window cleaner.  Some spots may be caused by ink or whiteout on your original.  These may take a little scrubbing to remove or gently scrape with your fingernail.  Then wipe spot again with cloth to pick up debris or smudges.

5. RECOMMEND FOR SERVICE CALLS! 

Please report any service issues or questions to your primary operator.  They may be able to help or make a call for service.

6. NOT ACCEPTABLE PAPER! 

Index over 110#, Designer papers, Cover over 65#.  For any questions regarding recommended papers, please ask your primary operator or call AS Copy Services, 471-1073 or 471-2901. 

7. PLEASE KNOW THAT BY FOLLOWING THESE FEW SUGGESTIONS, YOU WILL LOWER CHANCES OF DOWN TIME AND PRESERVE THE SERVICE LIFE OF YOUR MACHINE!

THANK YOU!!!
COPIER REPLACEMENT FORM

	DATE:
	

	KEY OPERATOR NAME AND PHONE #:
	

	AGENCY NAME:
	

	OLD AS MACHINE #:
	

	OLD MACHINE MAKE, MODEL, SERIAL #:
	

	OLD MACHINE FINAL READING:
	

	NEW AS MACHINE #:
	

	NEW MACHINE MAKE, MODEL, SERIAL #:
	

	NEW MACHINE BEGINNING READING:
	


	COPIER METER READS 

ARE TO BE SENT IN ON THE

5TH OF MARCH, JUNE, 

SEPTEMBER & DECEMBER


I have read the attached instruction sheet and understand my responsibilities as the key operator of the AS copier listed above and agree to provide AS with the requested information on the required dates.

Key Operator signature

Please complete this form on the day that your new copier is delivered and return to:

AS Materiel - Copy Services

Lower Level Nebraska State Office Building

PO Box 94847

Lincoln, NE 68509

ATTN: Tim Mattox

