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Getting Started 

Using a web interface makes it easy to access the information you need from anywhere 
with an internet connection. To get started open your Web Browser (supported browsers 
Internet Explorer 6+, Firefox 2+, Safari 3, Opera 9+) and type in axess.printfleet.com in 
your address bar. 

 
 

 
This will bring you to the log-in page where you need to enter your user name and 
password in the designated boxes. Then click LOGIN 

The first time you log on you will see the End User License Agreement (EULA).  After 
this is accepted once, it will not be shown again. 
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Home 

After you have accepted the EULA the home page will be displayed (unless your user 
account is set to open on an alternate page).  The Home page is a good place to start 
navigating through the interface.  

From the Home page you can click on any of the titles in the Main display area and you 
will be directed to that section of the web-site.   

You also have the Navigation Menu which can also be used to navigate to other areas of 
the interface. When you place your mouse pointer over each title it will show a list of 
options in that section that you can select.  You can choose a specific section or you can 
simply click on the title and it will direct you to that portion of the web-interface.  

Device Views - Device views let you interactively browse devices across different 
groups. 

Reporting - Reporting allows you to view statistical information about your 
devices. 

Notifications - Notifications allows you to view manage alerts and flags for your 
devices. 

Settings - Settings contains multiple different methods of maintaining device and 
user information. 

Administration – Administration contains the tools you need to manage your 
users and DCA installations. 

There is the logo located on the top left side of the screen, while on the top right hand 
side of the screen you have Preferences, Logout, and a Search field. 

Preferences – This section will provide you with the option to change your password (see 
process under Settings section).  It also provides you with the option to choose how the 
device information is reported.  

 

 

 

 

 

 

 

 

Device Information: Select the option from the drop down menu box.  
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HP 1000 – will display name only 

HP 1000 ( Serial : 1234, Asset: ABC  -  will display the name of the device, as well as 
the serial number and asset number associated with that device 

HP 1000 (192.168.1.104/00:01:02:aa:bb:cc) – will display the device name, as well as 
the IP address and Mac Address associated with that device. 

HP 1000 @ Room 123 – will display the device name and associated location 

1234  192.168.1.104 – will display the serial number and IP address of the device. 

NOTE: You also have the option to create a Device Name Template using the given 
strings. 

Log-out – will end your Axess MPS session 

Search – allows you to search for a specific item in the Axess MPS interface.  Simply 
type in your search criteria in the text box on the right side of the header are of the 

interface. And click the  icon.  The results are displayed and separated into users, 
devices, and groups.  
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Device Views 

The currently available system default device views are: 

Technical View – will show the Device Name, Supplies status, Overall Status, Page 
Count (month), Serial Number, IP address, Location, Last Active. 

Supplies View - will show Device Name, Asset Number, Location, IP Address, Black 
Toner, Cyan Toner, Magenta Toner, Yellow Toner. 

Supplies Order View – will show Device Name, Pages – Last 30 days, Toner Order 

Alerts – will show a list of active alerts for each account being monitored.  

Maps - will display a blue print and the physical locations of devices for a company. 
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Using the Device Views 

Once you have selected a device view on the left hand side of the screen, select the group 
that contains the devices that you want to view. 

 

 
 
Use the lower toolbar to change the number of devices that are displayed, scroll through 
the pages, or refresh the data. 

 

 
 
Data in a device view can be filtered and sorted.  Filtering allows you to view a subset of 
the devices in the selected group. Sorting allows you to view information in ascending or 
descending order. 

Filters: 

To use the filters click on Filters. 

 

 
Do one of the following : 

• Filter devices by a text string by typing the text into the filter by text box. 

• Filter devices by managed or unmanaged status, or if the device is being managed 
for supplies or service. Click all the preferred status boxes that you would like the 
information to be filtered by. 
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• Filter devices by percent toner remaining, click to select the Toner check box and 
then select the highest percent toner remaining you want to view.  Optionally 
click to select the Include Unknown to include any devices that do not actively 
report toner remaining. 

• Filter devices by Last Supplies Order 
 

The filters will only apply to the view that you are currently in and when using the text 
search will filter all the fields in that current view 

 
 
Sorting  

You can sort each column in ascending or descending order by clicking on the column 
header that you would like to sort the data by. Click again to toggle between ascending 
and descending order. 

Device Indicators 

Most device views will use the traffic light system to display supplies status and device 
status.  

 

 
 Device is in good operational order 
 Device has a warning – for supplies this means OUT OF TONER 
 Device has a caution – for supplies this means TONER LOW 

 Unknown – data is not available from the device 

 Device has not reported to the database for more than 5 days 

 

 

Identifying New Devices 

Devices that have recently appeared on the system will be marked by a NEW    icon.  
A device will be marked as new for 30 days. 

You also have the option to create your own customized views that can contain the 
precise information that you want to see. Custom views that are created will be added to 
the Device Views menu for groups selected to have access.  In the lower right hand 
corner you have the following options to create/edit device views. 
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Manage Views – will take you to the Device View Manager where you can view, edit, 

override, or remove existing device views. You can also navigate to the Device View 

Manager located under the Settings header. 

Override View – allows you to edit the columns you are currently viewing.  You can 
reorganize the order in which the information is displayed and add additional items to 
view. 

New View – gives you the ability to create your own custom view. This section also can 
be accessed through the Device View Manager. 

Using the Technical View 

 
The technical view provides basic information about devices, including the name, 
supplies status, device status, yesterdays meter count, serial number, IP address, location, 
and last active date. 

To access the Technical View – on the Device Views menu, click Technical View 

The Technical View will display the traffic light icon for supplies status and overall 
status for a device.  If you want more information about the status of a device, click on 
the device name link and you will be taken to the Device Detail View for that device. 
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Using the Supplies View 

 
The supplies view provides information as it relates to the toner needs of each device.  
This view will show the device name, asset number, location, IP address, and levels for 
black, cyan, magenta, and yellow cartridges.  

To access the Supplies View – on the Device Views menu, click Supplies View 

For devices that are capable of reporting a specific percentage with relation to the 
supplies the toner level information will be displayed as a percentage. For devices that 
are not capable of reporting specific percentage for the supplies the toner level 
information will be displayed using the traffic light system. 

Note : Some legacy device, devices using external JetDirect cards, and local devices will 
not display toner levels by percentage or through the traffic light system. 

If you want more information about the status of a device, click on the device name and 
you will be taken to the Device Detail View for that device. 
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Using the Supplies Order View 

 
The Supplies Order View displays supplies related information about devices, including 
black toner level or status, cyan toner level or status, magenta toner level or status, yellow 
toner level or status, device name, and a link to the report on pages for the last 30 days.  
Supplies can also be ordered from the Supplies Order View. 

To access the Supplies Order View – on the Device Views menu, click Supplies Order 
View. 

 

 

For devices that are capable of reporting a specific percentage with relation to the 
supplies the toner level information will be displayed as a percentage. For devices that 
are not capable of reporting specific percentage for the supplies the toner level 
information will be displayed using the traffic light system. 

Note:  Some legacy device, devices using external JetDirect cards, and local devices will 
not display toner levels by percentage or through the traffic light system. 

To order supplies: 

On the Supplies Order View, enter the quantity of each supply to be ordered in the 
Toner Order column. Click Order Supplies, and you will be taken to the order screen. 

You have the option to verify the information in the Order Summary area is correct. If it 
is not, return to the Supplies Order View to modify the order, or click Cancel Order. 

In the Complete Order area, complete the following fields: 

• E-mail To:  the e-mail address that the order is supposed to be sent to. 

• E-mail CC: the e-mail address to be copied on the order, by default, the e-mail 
will be sent to the e-mail that is associated with your user account. 

• E-mail Subject: subject line of the e-mail. 

• Note (optional): note to include in the body of the e-mail. 
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Once all the information is correct click Send Order 

Note: Toner orders are automatically entered as service history items. 

To view previous supply orders:  

On the Reporting menu, click Previous Supply Orders.  The details of when the order 
was placed. Under the Options column if you click View Order you will see exactly 
which devices and supplies were included in the order. 

The Supplies Order View also provides you with direct access to a page count report, 

that displays pages printed over the last 30 days. Click the icon  under the Pages 

(Last 30 Days) column, in the row of the device you want to run the report for. The icon 
will be a smaller version of the actual report, and can be used as a quick reference. 

If you want more information about the status of a device, click on the device name and 
you will be taken to the Device Detail View for that device. 
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Using the Alerts View 

 
The Alerts View displays details on the recently sent alerts for all customer groups.  You 
can see how many alerts each customer has, and the details on the status that caused the 
alert to be generated. 

The information found in this view includes the customers name, number of devices that 
have recent alerts, and a link to view alert details for each device. 

To access the Alerts View click Alerts on the Device Views menu. 

Under the Options column, click Details to view the device name and serial number, 
LCD display of device, and service code status for each device with a recent alert for a 
particular customer. 

Optionally you can click on the device name to go to the Device Detail View. 
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Using the Maps View 

 
The Maps View allows you to view, upload, and place images of devices, people and 
other miscellaneous items on one or more maps for each customer. Devices will display 
their status using the traffic light system.  Most browsers also support hovering your 
mouse pointer over the device to view basic information about the device, with a link to 
the device detail view. 

To access the Maps view click Maps on the Device Views menu. 

 

To view a Map: 

• On the Maps View click the View button to view the map of your choice.  

• You can change the view of the map by using the zoom bar or your mouse wheel 
to zoom in and out on the map image. 

 
To upload a new Map:  

• On the Maps View click the Add Map button. 

• Click add new map.  

 
• Select the correct customer from the Group drop down box. 

• Enter a recognizable name/title for the map in the Map Name box. 

• Click browse of type the location of the map image you want to upload in the 
Map Image box. 

• Click Add Map. 
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To place imaging devices on a Map: 

• On the Maps view, click  to expand a 
group to view their maps. 

• Click the map name of the map you want 
to add the image of a device to. 

• Click the Edit Layout tab. 

• Do one of the following >   
 

Click Add Printer  - select the device you 
want to add from the list, then click the 
location on the map that you want to place the 
device.  

OR 

Right click the place on the map 
that you want to place the device, 
point to Add new Printer then 
select the device from the list. 

• Drag the device until it is in the 
precise location you want it. 

• Click Save. 
 
To place computing devices, people, or other miscellaneous icons on a Map: 

• On the Maps view, click  to expand a group to view their maps. 

• Click the map name of the map you want to add the image of a device to. 

• Click the Edit Layout tab. 

• Right click the place on the map where you want to place an image and either 
click on Add Devices, Add People, or Add Misc – select the icon you want from 
the list. 

• Drag the image to the precise location you want it. 

• Click Save. 
 

To move an imaging device or other icon: 

• On the Maps view, click  to expand a group to view their maps. 

• Click the map name of the map you want to add the image of a device to. 

• Click the Edit Layout tab. 

• Click and drag the icon you want to move to a new location 

• Click Save 
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To remove an image device or other icon: 

• On the Maps view, click  to expand a group to view their maps. 

• Click the map name of the map you want to add the image of a device to. 

• Click the Edit Layout tab. 

• Right click on the icon you want to remove, and then click Remove. 

• Click Save. 
 
To rotate or flip a map: 

• On the Maps view, click  to expand a group to view their maps. 

• Click the map name of the map you want to add the image of a device to. 

• Click the Edit Layout tab. 

• Do one or more of the following to rotate and/or flip the map to the correct 
position : 

 

 Click icon to rotate the map image counterclockwise 

 Click icon to rotate the map image clockwise 
 Click icon to flip the map image horizontally 

 Click icon to flip the map image vertically 

• Once map is oriented the way you desire click Save. 
 
To change a map image or title: 

• On the Maps view, click  to expand a group to view their maps. 

• Click  under the Edit column in the row of the map you want to change. 

• Do one or more of the following: 
 

Enter a new title for the map in the Map Name box, and click Change. 

Click Browse or type in the location of a replacement image in the Select File box, 
and the click Upload. 

To delete a Map: 

• On the Maps view, click  to expand a group to view their maps. 

• Click under the Delete column in the row of the map you want to delete. 

• Click OK to confirm deletion. 
 
 
To download a map image: 

• On the Maps view, click  to expand a group to view their maps. 

• Click under the Edit column in the row of the map you want to download. 

• Click  Download and save the image file to your computer  
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Using Device Detail View 

 
The Device Detail View displays all information, and links to other areas in the system, 
relevant to a specific device.  And image of the device model is also included if available.  
The lower area of the Device Detail View has tabs for accessing complete meter 
breakdowns, supply levels, service information, miscellaneous device specific 
information, and model information. 

To access the Device Detail View click on a device name link ANYWHERE in the 
system. 

 

 

Clicking on the  icon that appears beside the device name will take you to the Device 

Information screen, which allows you to add and edit information to the device record. 

Clicking on the IP address of the device will allow you to view the embedded web-page 
of the device – provided you are within the internal network that the device resides on. 

Clicking on the More button to the right of the Display and Errors area will show you 
historical LCD and error data – which is useful for determining whether or not there are 
recurring or serious problems with a device. 

Supplies Tab  
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– the supplies area on the Device Detail view displays toner and non-toner supply levels, 
supply SKU’s, and provides the ability to add items to a supplies order. 

• To add items to a supplies order, click the icon  in the row of the supply you 
want to order.  Click additional times to increase the order quantity. 

• If you are finished adding items to your order, click your total item quantity, or 

the icon , under the SKU column to proceed to the order screen. 
 

Meters Tab  

 

– the meters area displays complete meters information, including standard and device-
specific metes, for several different time periods : today, yesterday, past 7 days, current 
month, year, and life of the device.  You can also access trend reports for each of these 
time periods. 

To access the Meter Trend report: 

On the meters tab, click one of the following column titles for the time period you want 
to run the report for: 

Today – Displays a report showing pages printed since 12:00am on the current day 

Yesterday – Displays a report showing pages printed on the previous day 

Past 7 Days – Displays a report showing pages printed during the previous week 

Current Month - Displays a report showing pages printed from the start of the current 
month until the current day. 

Year -  Displays a report showing pages printed from the start of the current year, until 
the current day. 

Life – Displays a report showing the pages printed from the start of when the DCA began 
collecting information from the device until the current day. 

Service Tab 

 

 -  the service area provides quick access to information about the past 100 alerts, past 
100 flags, and service history for a device. 
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• To view past alerts, click on the  icon beside Alerts and view send date, to, 

from and subject for the past 100 alert e-mails. Or click Alerts or  to go to the 
Alert Settings. 

• To view past flags, click on the  icon beside Flags and view the send date, to, 

from, and subject for the past 100 flag e-mails. Or click Flags or  to go to the 
Flag Settings. 

• To view the service history for the device, click the  icon beside Service 
History to view the Date/Time, Severity, Updated By, Maintenance, and Notes for 
each service history items directly in the Service tab, or click Service History or  

 to go the Service History screen.  
 

Miscellaneous Tab  

 

– the miscellaneous area provides additional device information that does not fit into any 
particular category.  This information will vary by device, but may include such things as 
paper levels, amount of memory, duplex capability, etc. 

Model Tab  

 

– the model area provides information about the device model that has been associated 
with a device, rather than the specific device.  This information is stored in the device 
database, and is NOT collected by the DCA.  You can edit the model that a device is 
associated with. 

Information available –  

 
.

Model Name Duty Cycle 

Color Device (yes/no) PPM Black 

PPM Color Date Introduction 

Toner Product codes Toner Product Yields 

Copy Capable (yes/no) Print Capable (yes/no) 

Fax Capable (yes/no) Scanner Capable (yes/no) 
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Reporting 

Under the Reporting section you have the ability to view the data collected by the DCA 
when and in a specified format.  There are three sections under this heading: 

Report Console - allows you to run built-in and custom reports. 

CPI Calculator - reports CPI calculations on your devices. 

Previous Supply Orders - A list of previous supply orders 
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Using the Report Console 

Through the Report Console you have the ability to generate reports on specific 
information based on the data that has been collected for the devices that you are 
monitoring.   

You have a number of different methods through which you can access the reports.  You 
can click on Report Console under the Reporting section.  To create a new report, click 
on Create Report. 

 

In the Report Information section, so the following; select a report from the Report 

Selection list and then complete the other options as necessary – depending on which 
repost you have chosen you may have to specify group, customer, a specific device etc. 

Under the Run Now are, select a Start Date and End Date to determine the time period 
for which you want to run the report.  Click View Report.-  this will open the Report 

Viewer.  If you would rather set up a report to be e-mailed to you directly on a scheduled 
basis, click the check box beside Set Up Schedule and fill in the fields  

While in the Report Viewer you have the option to perform a couple of actions.   

You can: 

• View the data in chart form (supported reports only) – click the chart tab 

• View the data in data form – click the data tab 

• E-mail the report – type the e-mail address that you want to send the report to in 
the E-mail box. 

• Download the report in .pdf format – click Options and then click Download 

PDF 

• Download the report in .csv format – click Options and then click Download 

CSV 

 
For a detailed list of the reports available please see the document Axess Reporting. 
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Scheduling Reports 

Scheduled reports are configured to email to a specified recipient at predetermined 
intervals.  A scheduled report email contains the data and chart (is available) embedded 
in the body of the email, as well as the report in a CSV format attachement. 

To schedule a report go to Reporting menu, click on Report Console and then Create 

Report.  Once you have selected a report and filled in the necessary fields then click Set 

up Schedule. 

 

Type an e-mail subject line for the report in Schedule Name box. 

Type in one or more e-mail addresses for the report to be sent to in the Email Addresses 

box.  Multiple e-mail addresses should be separated by commas, semicolons, or spaces. 

In the Start Date area, type or select a start date and time for the report to begin sending. 

In the Repeat area, you can set up one of the following intervals for the report to send : 

• Daily type in the interval, in days, that you want the report to run. 

• Weekly type in the interval in weeks, that you want the report to run, and select 
the day of the week that you want the report to run. 

• Monthly type in which day of the month, and interval in months that you want the 
report to run. 

• Advanced select which occurrence of which day of the week in a month, and 
interval in months that you want the report to run. 

In the Date Range area, select one of the following intervals for each report to analyze: 

Last 24 Hours 
Last 7 Days 

Last 30 Days 
Current Month 
Last 90 Days 

Advanced  
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Click Save Schedule. 

You can review which reports you have set up on a schedule by clicking on the 
Scheduled Reports under the Report Console.  The e-mail address, title, last sent date, 
and options to edit and delete each schedule are displayed. 

You have the option from this screen to edit a scheduled report by clicking on  Edit in the 
Options column.  This will take you to the Edit Report tab.  Make the changes you want 
to the scheduled report. In addition to the standard items you can also change the Next 

Send Date.  When done click Save Schedule. 
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Using the Cost Per Image (CPI) Calculator 

 
The CPI Calculator is designed to help you calculate what you should be charging your 
clients on a per page basis.  Using the page counts collected and stored in the database, 
you can combine every component in the cost of printing into a per page charge, 
including toner, parts, labor, and margin.  You have to option to include all components, 
or leave those that are not relevant out of the calculation. 

 

Note: The CPI calculator uses the page counts from the pervious month to calculate 
suggested charges. 

To calculate per page charges using the CPI calculator: 

On the Reporting menu, click CPI Calculator 

Select your client’s name from the Customer list. 

Click to select the check box for each of the components that you want included in your 
calculation, and configure the default settings as necessary. The text boxes will hold up to 
four decimal places.  Do not type $ in from of your per page cost. 

 

 
• Supplies – costs for this component are drawn from the model records stored in 

the database for each device, and can be adjusted.  

• Labor – enter a per page cost in one or both of the Copier and Laser rows.   

• Parts – enter a per page cost in one or both of the Copier and Laser rows.   

• Equipment – costs for this component are drawn from the model records in the 
database for each device, and can be adjusted after cost components are selected. 

• Margin – This component does not need to be selected, and is based entirely on 
the percentage entered in.  Enter a margin percentage in one or both of the Copier 
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and Laser rows.  If you want a forty percent margin, you should type in 40% (not 
a decimal number) 

 
Once you have chosen the components you want to include in your CPC calculation and 
assigned the values click Assign Values. 

 

 
Click to select the check box to the left of each device name that you want to include in 
the calculation.  You can also select the Check/Uncheck all Copiers or Check/Uncheck 

all Lasers to select all devices. 

Edit any numbers in the Copier Devices and Laser Devices areas as desired. 

Read and click to accept the Terms and Conditions of using the CPI Calculator (also 
included below). Then click Generate Report. 

Acceptance of Terms of Use. 

IT IS IMPORTANT THAT YOU READ ALL THE TERMS AND CONDITIONS 
CAREFULLY. PrintFleet Inc. owns and operates this Cost Per Copy Calculator (CPC 
Calculator, the Calculator), and all of its components including but not limited to the 
software and code that the Calculator is comprised of. This Terms of Use Agreement 
(this Agreement) states the terms and conditions under which you may access and use the 
Calculator. By accessing and using the Calculator site you are indicating your acceptance 
to be bound by the terms and conditions of this Agreement. If you do not accept these 
terms and conditions, you must not access or use the Calculator. IF YOU ARE 
DISSATISFIED WITH THE TERMS, CONDITIONS, RULES, POLICIES, 
GUIDELINES OR PRACTICES OF PrintFleet Inc. WITH REGARDS TO THE 
Calculator, YOUR SOLE AND EXCLUSIVE REMEDY IS TO DISCONTINUE USING 
IT. PrintFleet Inc. may revise this Agreement at any time. Use of the Calculator after 
such changes are posted will signify your agreement to these revised terms.  

Please see the EULA for more information. 
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The CPI report generated includes the following: 

• Per page charge breakdown for each component of the cost (supplies, parts, labor, 
equipment, margin) 

• Suggested charge for monochrome pages printed for each device. 

• Suggested charge for color pages printed for each device. 

• Weighted average monochrome print charge for the fleet 

• Weighted average color print charge for the fleet 

• Options to email or download the report 
 
To email a CPI report – on the report screen in the Send via E-mail box type in the e-
mail address you want the report to be sent to. Click Send. 

To download a CPI report – on the reports screen, click Download and save the report to 
the desired location. 



 

 27 

Notifications 

 
Under the Notifications section you have the ability to set up and modify alerts and flags 
that will generate e-mails based on the condition of the devices being monitored.  There 
are two sections under the Notifications heading : 

Alert Settings – set up and manage alerts for devices being monitored. Alerts are set up 
based on conditions,  or they can be set up by key word  

Flag Settings -  set up and mange flags for devices being monitored.  Flags are set up 
based on page count or trigger date. 
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Using the Alert Settings 

Alerts are configured to notify you via email when a print device has a status that you 
have indicated you want to be notified about.  This gives you the ability to respond to 
service issues quickly.  Recently sent alerts are also summarized on the Alerts view under 
Device Views.  

Two sections under here are the Alert Manager and the Layout Manger.  

To create a new alert you point to Alert Settings under the Notifications menu and then 
click on Alert Manager. 

Click the New Alert button on the right had side of the screen. 

 

 
Complete the following required items:  

• Select a company from the Customer list 

• Type in an e-mail subject line for the alert in the Title box. (Typically it is good to 
reference your customer in the title – so you can identify who the alert is 
associated with) 

• Type in the e-mail address that you want the alert to be sent to in the E-mail box. 
 

 
 
Under the Alert Information portion you can choose a layout, and choose to assign the 
alert to individual devices. 

Note: You have the option of creating your own layout using the Layout Manager. 

With the Individual Devices box unchecked your alert will affect all the devices that you 
are monitoring under a given customer.   

If you check the Individual Devices box you will see a box appear that says Assign 

Devices.  Click the Assign Devices button.  

 
 

Click the box under the Assigned column.  Once you have the devices chosen click  
Assign Devices in the lower right corner. 

Under the Alert Conditions section you have the option of setting up the alert by Alert 
Code, or by Status item. (see chart below) 
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Alert Status Items

Status Alert Category

Critical Error Critical

Door Open Critical

Paper Jam Critical

Offline Critical

No Paper Critical

Warning Warning

Low Paper Warning

Stale Warning

Service Requested Warning

Low Toner Toner

No Toner Toner

Black Threshold (%) ( input a custom percentage) Toner

Cyan Threshold (%) (input a custom percentage) Toner

Magenta Threshold (%) (input a custom percentage) Toner

Yello Threshold (%) (input a custom percentage) Toner

Alert codes (custom input-key words from Error Codes) N/A

Examples : ORDER

SEE MANUFACTURER FOR 

MORE

TONER

REPLACE
MAINTENANCE

 
 

If you want to see alerts that have been previously created click the  icon 
beside your customers name and it will expand to show you previously created alerts.  

You can edit these by clicking on  under the Edit column.   
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To delete a previously created alert click . 

Alert Layouts 

Alert layouts determine what columns appear in alert e-mails, and in what order the 
information is displayed.  By default the alerts will contain the following fields in this 
order: Device Name, Serial Number, IP Address, Supplies (status), Status, Service Codes, 
LCD, Alert items, Last Active Date, Toner Black (level or status), Toner Cyan (level or 
status), Toner Magenta (level or status), Toner Yellow (level or status), Black SKU, Cyan 
SKU, Magenta SKU, Yellow SKU, Location, Last Action Date, Last Action Notes, and 
Asset Number. 

To create your own Alert Layout you first need to navigate to the Notifications menu, 
select Alert Settings and then click on Layout Manager. 

Click the NEW button 

Type the name of the layout in the Layout Name box. 

Select My Use Only from the Access Level list. 

Click the Save button 

Once you have created your layout you can then select it from the Layout List to make 
your changes. 

To add a column, click Add New Column.  Under the Column Title column, type in a 
name for the column in the text box.  Under the Column Field column, select the type of 

data you want to appear in that column.  Click  to save the changes to that 
column. 

To edit a column that you have already created click  and make your 

desired changes then click . 
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To delete a column from the layout, click  under the Delete column row in 
the data field you want to delete. 

To change the order in which the items appear use the arrows to move column up or 

down. Click  to move an item to the left in your layout, or click 

 to move an item to the right in your alert layout.  Repeat until you have 
the data in the order that you desire. 

 

 
To delete an Alert Layout, select the layout that you wish to delete from the Layout list. 
Click the Delete button. You will be prompted to verify the deletion. 

E-mail Alert System 

Alerts are sent via e-mail to the e-mail addresses that you specified when creating a new 
alert.   
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New alert are received only if a device triggers an alert status indicated in the alert 
settings, or if a device status condition escalates (for example, from warning to critical – 
indicated by a change in highlighted color) 

The interval that the alerts are sent, will depend on the interval that the individual DCA’s 
are set to scan the network.  The process that send out the alerts runs every 30 minutes. 

To disable a specific alert for 36 hours, click the Acknowledge Alert – 35 Hours link at 
the bottom of the alert e-mail.  This will not start new alerts from being sent if the status 
of any device changes within that time period. 

Devices in alert e-mails will display a specific background color in the Device Name and 
Status columns depending on the type of warning or error being reported.  The meaning 
of each background color is outlines in the following table. 

 
Background Color Definition

New Warning that has not been reported in a previous alert

Warning that has been reported in a previous alert

New error that has not been reported in a previous alert

Error that has been reporting in a previous alert

New stale/offline device that has not been reported in a previous alert

Stale/offline device that has been reported in a previous alert

 



 

 33 

Using Flags 

Flags are using to schedule preventative maintenance. Maintenance can be scheduled at a 
trigger life page count, or a trigger date.  When a flag is created and the trigger is hit, a 

flag icon   will appear beside the appropriate device in the Device Views.  You can 
click on the flag an you can view the device settings, an e-mail will also be sent to the 
specified address. 

Multiple flags can be created to schedule different types of preventative maintenance for 
each device. 

To create a new flag go to the Notifications menu, and click Flag Settings.   

 
Select a company name from the Customer list. 

Select a device from the list. 

Click Add New Flag.  

Fill in the required fields the technician name and e-mail box. 

Click to select either Trigger Page Count or Trigger Date. If you select page count, type 
the life page count that you want the flag to be triggered at.  If you select date, type the 
date you want the flag to be triggered at. 

 
Select the type of maintenance to be done from the Flag Type list. 

 Cleaning 
Drum Unit 

Fuser Change 
Fuser Unit 

Image Transfer Kit 
Other 

Retire Device 
Roller Change 

Toner Replacement 
Cleaning 

 




