PHIC ARTS

ITRAC
UICK

ENCE GUIDE

REV. May 2024






Graphic Arts/Scan Back Overview

Contact: 327-9285 please use only this number. Hours: 7:30 am—4:30 pm

Location: Same building as warehouse. May park in west Technology parking lot and come through the small gate into
back area by warehouse. Our door is the first one past IT’s roll up door and is labeled “Graphic Arts”

ScanBack Next Day Delivery Parameters

Process before 3:30 pm 2500 impressions or less (ie. 20 originals X 125 copies = 2500)
PLEASE KEEP IN MIND.... certain time periods such as the first few weeks of school, right after winter/spring break
and graduation/end of school, are extremely busy time periods and jobs may be more than a day late.

BE PREPARED... IT IS SUGGESTED THAT YOU ARE AT LEAST 3 DAYS AHEAD OF SCHEDULE.

FAQ’S (Frequently Asked Questions)

Should | call IT if | have an issue with my Xerox, Follow You Print, or Scan Backs No! For Xerox device problems call your Xerox
tech. Their contact information is on a label on your Xerox device. These are the two contact phone numbers if sticker is missing.
(559) 469-3189 or (559) 469-3187.

If you are being denied access to the Xerox device, you should contact the person, usually the office manager, who handles the
money allocated to copies and scan backs.

For Follow You print issues, contact your Xerox technician or call Graphic Arts. They will determine if IT needs to be involved to fix
the issue.

What are the call back requirements for Xerox techs? 6:00 am to 3:00 pm are their work hours. Remember, they deliver scan

backs 6:00am to 9:00am. They may not return your call until after 9:00 am. Especially if you called late in the afternoon. The goal is
to get back to you within 24 hours.




FAQ’S (cont.)

What is the repair process for my Xerox device? Two (2) full time, Xerox first level support techs, work at Clovis Unified. They are
responsible for delivering supplies like toner and making easy fixes to the devices. If the fix is more complicated or a part needs to
be ordered. Our techs will send the repair up to a higher level tech who will make a trouble call to your device. That usually hap-
pens within 24 hours. If not, let Graphic Arts know about your issue.

How do I know if a Xerox tech has visited my device? When you call a Xerox device out, make sure you leave your name, phone
number and the location of the Xerox that needs attention. Your Xerox tech will communicate with you via phone or in person
when they visit the device and let you know the outcome. If you are not there, they will leave a note on the Xerox device stating
what the course of action. Please remember there are 2 techs covering more than 150 Xerox devices in locations from Fancher
Creek to Clovis North and Clovis East to Nelson. They have a lot of territory to cover.

Another site’s scan back was delivered to me. What do | do? Call your Xerox tech (number on machine label). They will come pick
it up and deliver to it’s home site. Same thing applies to a job that is wrapped inside one of your team mates wrapped job package.
DO NOT PUT SCAN BACKS IN THE DISTRICT MAIL!! This takes longer to get to the site since it has to travel to the warehouse mail
room first.

I want to delete my scan back job? We do not cancel scan back jobs. Jobs move quickly through the network into one of 7 high
speed production printers in the print shop. That means to delete a job, we have to stop all the machines from working to hunt
down the job and delete it. With the amount of production we do this isn’t feasible.

Can | get a credit and reprint my scan back? If there is mechanical problem with your scan back, such as the feeder jamming and
not scanning all pages, you can send it back to the print shop for a credit. A user error, | forgot to ask for two sided or staple, this
will not be credited.




FAQ'S (Cont.)

Confirmation pages are not printing out, what do | do? First make sure you have paper in the trays and at least one tray with pa-
per is designated as plain, white, letter sized paper. Check your Jobs button on the touch screen. It should open up a job list and
show you what is needed to print jobs that are holding.

I’'ve added money to an account why are they still locked out ? Check their Equitrac account to make sure money is in the users
Paid account, Not Allotted. You will have to open up the properties on their account to verify the positive balance is in Paid.
Check to make sure their account isn’t locked. Uncheck the box if it is checked as locked.

Check to make sure you haven’t accidentally put money into the accounts Minimum balance field. That field should be 0.00

What do | do if an employee has a name change ? If they changed their name with the District, you will need to create a new ac-

count for them using their new name. Go into their current account, delete their employee ID number from the Primary pin field.
Lock the account by checking the Locked box on the properties screen. Add a new user with their new name and placing their ID

number in the new accounts Primary pin field.

Can | delete accounts in Equitrac? | know this person has moved. No. It is possible that individual may at some time come back
and if the account is deleted, we can not recreate the account with the same name and employee ID number.

Why am | getting an error when | try to add a new user in Equitrac? Most likely that user already has an account in the system.
You cannot have two accounts with the same User ID or Primary Pin. Sort the database (unfiltered) by Primary PIN column to find
that Employee ID number. You might find the employee with a different name and at a different site.







EQUITRAC

Equitrac is the software used to help budget/manage copy and scan back budgets.

® Download software at CUSD’s Software Center. (Use magnifying glass on computer to search for “Software Center”)

® Only for office managers and site approved office assistants.

® Installing for the first time, you will need your name added to the database as an administrator so that you can

manage accounts. Call Graphic Arts manager for this.

® Refresh computer install will not need to have administrative permissions added, you should be able to down-

load the software and be set to go.

e DOEQUITRACO2 is the server you connect to. |

(3 Servers
{7 DOEQUITRACDZ

| Server [DOEQUITRACD2

Display at startup

Connect

Cancel
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i File Edit View Tools Help

: «
@ Refresh f Filter ~ <

[ User ID i Full name Balance Department Email address Primary PIN Create date Locked)rme p
System - DOEQUITRAC0Z )
%4 configuration
[Pz Top columns specify user account details and can be sorted either up or down alphabetically or numerically by click-
%4l Devices
£ Rules and routng ing on the shaded gray triangle. ~ 1-9/A-Z or 9-1/Z-A

& Scheduled tasks

o Messages

) Software

Accounts - DOEQUITRACDZ € —p Click on “Users” to see data base user accounts o
€5 users
= Departments
o Biling codes You can create filters to
£ Reporting . . .
Click on “Add User” to add a new user account limit the users you see.
Diagnostics - 6
Trece See “Creating a Filter”
%, Settings

%; Configuration

B « . ” . ’ section.
Click on “Add Transaction” to adjust user’s balance.

Current tasks
Add user You can adjust a balance by increasing the dollar
Delete

amount or by placing a — in front of the dollar amount

Add transaction..
Pl and the balance will decrease.
Set color quota..

Reset quota usage

Set default biling code

Properties.

Status (2]

196 devices
9388 users

9806 accounts.




ADDING NEW EMPLOYEE ACCOUNTS

Gives access to Xerox device for Follow
You prints, copies, scan backs and scan to
email.

User ID MUST be computer log in name
You can verify active directory name by
calling Technology (ext. 79595)

Primary Pin MUST be employee ID
number issued by HR.

Follow You print must be released for print
at networked Xerox device within 8 hours

of sending to print.

1. Openup “Department Manager™. Click “Add User™

You will see a window that looks like this:

Properties of - | x|
2. - is Uses kot
their computer 10;‘—‘_‘\'"‘1~ Usar 1D - :: :z 3 _
in name (ie. Fuln: i, Click on this drop down
ichndos) ¥ i and c_hoose the sife )
/‘ R — = location that apphes_ to t_h.ls
account holder. This will
3. _ = = allow you to use the
g{g;‘«lsem name, (ALL e “Filter™ option for viewing
- only those accounts with
DLSHENAMEROUTERO. o that location. (SEE PG. 5
'se a semi colon to Acoourt rfomaion
separate between the Balee Pd  Addtied Tod
cita- 41000 40,430 141
Vb, € TR0 — fonre 6
Account locked
1 privhpi ot In BALANCE PAID field,
Click on the drop down E:::: = put amount you want to
and choose the budget start this users account
- e with.
vou would like printing Fage usage 3 Reset Usage DO NOT PUT AN
charges for this account Remanngpages:  uriited AMOUNT IN
posted to. PINinfosmaion “Mfinimum balance”
IF YOU DON'T SEE PPl o5 field
THE BUDGET, email the seccnday e
Print Shop supervisor the Corfm ey
budget string to be added S A
to the list. o Cancel

7. _ PRIMARY PIN: \ 8. Click OK to create the user account.

FOR A PRINT ACCOUNT = Type in the
user’s employee ID number. This1sa g
digit number that Human Resources assigns
to each user. The example shows my
number as 123456,



ADDING NON-EMPLOYEE ACCOUNTS

(ie. Grade level, Activity, PTC, grants etc.)

DOES NOT HAVE ACCESS TO FOLLOW YOU PRINT OPTION

First 3 digits should be your site code.
Last 4 digits are any four digits available.

If you forget to add a dollar figure to the “Balance Paid”
field, you will have to add money using the
“Add Transaction” function.

NOTE—When adding any new account, either
Employee or Non Employee, if you receive a
message stating, “User ID not added to data base”,

this indicates that what you entered already exists in
the database. Either the User ID or Primary PIN is a

duplicate. THIS IS WHY DELETING ACCOUNTS,
ESPECIALLY EMPLOYEE ACCOUNTS, IS

DISCOURAGED!

1. Open up Equitrac software. Click “Add User™ on the left side bar of the screen.

You will see a window that looks like this:
2. USERID A
Type the user ID number in the User rifcemalson
“UserID"Field —— L v
3. FULDINAME ficld, Type ~_, Fulowe
the name of the account 1.~ —~ Ermanl gicbess
PTCSITE NAME;ROUTE T
NO. in the “Full name” field. Lot Pl
You should be able to see other P
users in the back ground to see e /!
route no. gig) USE ALL CAPS | yd
PLEASE & SEMI COLONS ,-"/ /
,// Agcourt wpbemston
4 DEPARTMENT baplrus
Click on drop down 1960 s
choose the budget /Himensn balarce 0o
number you want this A pccth
account’s Copies & Scan S coorunts
Backs to be charged to Vd Jots pages ® Unirnted
in the Department field. /,” ¥
/ ' Pagouwape 0
5. EXOCATION Use the | Remsrrgpuger s
drop down to pick your /o Primary PIN
P N infownaion / 0 Re-type
site/dep name. / Dimay Pt the user ID number from
Gecondary FIN

6. ACCOUNT INFORMATION
Balance Paid field, enter an imtial
dollar amount for the user.
ALLOTTED FIELD SHOULD
BE 0.00

DO NOT PUT AN AMOUNT IN
“Minimum balance™ field

‘User ID” field. NUMBER
that is in the 1st field, User
ID, at the top of this window
will be the same.

Cgrifem secordary FIN

Aberrate prenary FING
Hetre sorver

Carcel
¥,

' ~

8\.‘\\ Click OK to create the account



Add Transaction

ADDING OR ADJUSTING DOLLAR BALANCE TO AN ACCOUNT User ID

1201958

e There are two ways to adjust an account balance. Click on “Add Transaction” on the left side FDQLE:’E

bar of the screen or right click while account is highlighted and choose “Add Transaction”.

Transaction details

e Click on the drop down by Allotted and change to Paid. Place a dollar amount in the CHANGE DROP oopeee o
open field. (a — in front of the amount will DECREASE the balance). Ay o SAY || Todbeees oo
T Allotted v (30,00
. . . Ci
e Place a comment in the “Comments” field. Use a comment that will state why you are e
. . . . . oK Cancel
adding or decreasing the amount available. If the account is being closed and you are [ o ]
Properties of ...
taking the balance to zero, type “Account Closed” and your initials. ——— S
User|D 1201358 p—
Full pame: [DELETE] . =
Email address:
Department A/1052-120-0600-5300:1000-1" v
Location v
Addllun_d
DELETING A NON EMPLOYEE ACCOUNT
Ascount i \alic
Balanes: Alnked Total
. L. DO NOT delete any EMPLOYEE USER accounts. Wi 714 30.00)
e NON-EMPLOYEE accounts with 7 digit O
.. —)p> Account eked
number may be locked by clicking on the Account locked box. EtoED o Mo
Totdl pages: (®) Urlimitac
e Change Full name field to DELETED. e— ) s
FRemaining pages unimited
e  Bring balance down to “0”. D
Secondaw PIN;
e  Remove Primary PIN, leaving the field blank. i
Home carver.
e




CREATING A FILTER A filter will help limit what users you see when you open the database.

i Ele Edit View Tools Help

_anﬂsh ‘_{ Filter

e Click on the Filter button at the top of the screen. It has a thumbnail of a funnel. (image 1) >l
Choose <Add Filter>

e Type in the name you want to identify your filter. Then click on <Add Filter Criteria>

e Abox will open up. Use the drop down fields to choose the following options:

Name:

(In this example | have chosen Reagan Elem.) b I Dryr—
(image 2):

Field: Location \ New filter criteria

Operator: Equal to\ Fed:  [Location v oK

Value: Choose your site name Operator:  |Equal to v Cancel
\__. value: Reagan Elem v

Make sure there is a check in the “Save to list” box and click OK.

Now, when you go up to the “Filter” button, and choose that filter to activate it. Now -
| Save to list

you will only see accounts that have that location specified in their user account location
field. You will also notice that a green check mark is placed on the “Filter” funnel image

oK Cancel

noting that you are looking at a filtered list of accounts. _
i3] DOEQUITRACOZ - Equitrac Express M;
! File Edit View Tools Help
You can set up different filters using the various available fields such as Departments, ; -

. - . H Refresh i -
where you can see accounts linked to a specific budget. You can also save multiple :

filters to use as needed.

-




SCHOOL SITES — Beginning of School Year Maintenance

REMOVE from your sites filtered list, employee accounts that will NOT be at your site.
Adjust the following in each account properties window:
1. In the Full name field, delete the site name and route ID number, leaving the user name.
2. Click on the Location field drop down arrow, scroll up in the list to choose the blank area.
4. Click on the Account locked box to put a check in the box. Click OK to save your changes.
VERY IMPORTANT THAT YOU DO NOT CHANGE THE USER’S DEPARTMENT CODE. Checking the account locked box will keep the user

from being able to make copies that are charged to your account.

ADD employees that will be transferring to your site for the year.
1. Make sure you do NOT have a filter activated on the database.

2. Search the database for each employee using the Full Name column or the Primary PIN column for the
employee’s ID number. (REMEMBER you can click on the column name to sort using that column)
3. Once finding the employee’s account, change the following properties:
Full Name: add the new site name and route number.
Department: choose new budget string from drop down.
Location: choose new location name from drop down.
Unlock the account, if needed, by unchecking the Account locked box.
4. Using Add Transaction, adjust the employees budget as needed.

ADD new to district employees following the instructions on previous page titled “ADDING NEW EMPLOYEE ACCOUNTS”.

CONFIRM all employees using your budget are correct by sorting the database by the Department column, scrolling down to your
budget codes and verifying accounts are yours. This should be done several times during the year.



SCHOOL SITES — End of School Year Maintenance

LOCK ALL employee accounts that will NOT be needing access to make copies during the summer.

SUGGESTED, that all employees who do NOT need access to make copies during the summer have their accounts brought to zero.
This allows you to easily go in and add money to a group of employees at the beginning of the next school year. This is tedious as you
need to add a transaction to each user account to either bring a negative account UP to zero or bring an account with money DOWN

to zero but it is beneficial for budget keeping.

TIP You can highlight one account line, then while holding the You can also highlight one account line, then while holding the Ctrl key
shift key down, click on another line farther up or down. down, click on other individual lines, to select just those accounts. Then
Multiple users will then be selected and by right clicking, you by right clicking, you can add a transaction to those accounts selected.

can add a transaction to ALL accounts that were selected.

CONFIRM all employees using your budget are correct by sorting the database by the Department column, scrolling down to your
budget codes and verifying accounts are yours. Any accounts that are not yours should be locked.
This should be done several times during the year.






EQUITRAC REPORTING

TYPE OF REPORTS THAT YOU MIGHT WANT TO PRINT

USER ACCOUNT LIST— Report that lists all accounts. Sort to isolate your users.

ACCOUNT ADJUSTMENT STATEMENT— Determine if you have deposited or
how much you have deposited to user accounts.

USER ACCOUNT BILLING STATEMENT—See transactions for users.

MONTHLY BILLING REPORT FOR YOUR SITE— Anticipate costs for the month.

REPORTING TOOLS

Tools that allow you to manage what data is listed on the reports.






USER ACCOUNT LIST

This report lists all accounts in the database.

a Refresh { Filter  ~

System - DOEQUITRACO2 &)

1 From the Reporting menu, click on Accounts, Account listing.

Marne /

=1 Accounts
Account adjustment
Account statement
Billing code authorizaticns
Color quota summary

Department members
Pay Station Depasit Center accoun adjust

2 Keep all information as is in the report criteria box. Click OK.

&, Licensing

%4 Configuration

(& Price lists

2. Devices

3 The report will be listed numerically by User ID number. Numbers are listed first and then
employee accounts with a user name, will be listed in alphabetical order. Accounts that are
deleted will be marked as deleted in parenthesis next to the User ID.

S Rules and routing

& Scheduled tasks

%o Messages User delegates
+l Analysiz

)
) soft
©) software % Detailed activity

This report can also be saved as a csv file and opened in Excel to be sorted as desired.

* Summary activity

Accounts -
e ) Tatal activity
8 Users
»{, Departments it B User accou - "
%o Biling codes File Edit View

Accourt listing

Report
- E @ Refresh ave F@Send Mail = Print <, Find @ About
- . =] earne User account listing it A
Account status  |all hd
all accounts
Order by account 4
User ID ’—_l User ID User name Department Date created Paid Allotted Balance Limit
081621 TRANSITION 571052-305-6300-3200-1000-  /23/2021 $46.78 $99.42 $146.20 $0.00
1110-0-60001- -01
Depatment [ = 1150000 KINDERGARTEN;BORISZ5A 571052-115-0500-4360-1000-  8/24/2017 $0.00 $65.37 $65.37 $0.00
1110-0-60001- -01
1150120 OFFICE INFO;BORIS;25A 571052-646-1400-9646-3140-  2/26/2020 $0.00 $0.00 $0.00 $0.00
Billing Code ’ﬁ 0000-0-60001- -01
1151111 FIRST GRADE;BORIS;25A 571052-115-0500-4360-1000-  §/24/2017 ($108.48) $0.00 ($108.48) $0.00
1110-0-60001- -01
Location = 1152222 SECOND GRADE;BORIS;25A 571052-115-0500-4360-1000-  8/24/2017 $0.00 $20.00 $20.00 $25.00
1110-0-60001- -01
1152400 CAFTERIA;BORIS; 25A 575052-713-5310-7099-3700-  6/1/2018 $234.16 $0.00 $234.16 $0.00
_— T — 0000-0-60008- -13
= no limt hd 1152486 (deleted) LEISA BINGHAM;BORIS; 254 742012017 ¢0.00 ¢10.27 $10.27 £0.00
1152486 (deleted) LEISA BINGHAM;BORIS; 254 7/20/2017 $0.00 $10.27 $10.27 $0.00

0K Cancel




ACCOUNT ADJUSTMENT REPORT- GLOBAL

This report list the various account deposits or reductions made by an Account Manager.

i o 1 Open the Accounts Reporting link in Equitrac.
@) Resresn - i

System -DOEQUTRACO2 €3
@, Licensing

%3 Configuration

Nare / 2 Click on the Accounts link and then on the Account adjustment link.

= Accounts

Account adjustment
 Account listing

e 3 In the report criteria window choose the date range you would like reported. A drop
e x down menu will help with time periods like “Last Month” or “Today” etc.

% Scheduled tasks Reportt Account adjustment

o Messages Date Lostorh | H i fadivi i

e 4 The report will be divided by individual managers who have made an adjustment to
B | I p— accounts during that time period, listed alphabetically by their first name. Scroll down

=4, Departmen oer EE . . . .
B = to find your name and see the list of adjustments you have made. If your name is not
Dpatnent [ ]
%5 Reporting . . . . .
i S — listed, you have not made adjustments during that time period
]
bean [ 3] e i e e
@Rk s BoendMil S Print A Find @ rrout
Lt Y —
o Er— et Desrpten e
CindyNarman DAFL129965
| o
DianeNegrete TOED175589
Date User ID Description Amount
7/19/2023 11:43 AM nataliehowvannisian zero ($30.58)
7/19/2023 11:43 AM 2708351 zero ($9.80)
7/19/2023 11:43 AM 2708064 zero ($10.37)
7/19/2023 11:44 AM 2707860 zero $1.65
7/19/2023 11:44 AM 2707389 zero ($8.50)
7/19/2023 11:44 AM 2707069 zero $3.93
7/138/2023 12:17 PM 2706957 zero ($84.60)
7/19/2023 01:04 PM 2703347 zero $5.02

($133.25)



ACCOUNT ADJUSTMENT REPORT- BY LOCATION

This report allows you to list the various account deposits or reductions made by an Account Manager, using the LOCATION field.
Make sure you have ALL your user accounts set up correctly with the correct LOCATION selected. Here is a snippet of a false account to

Praperties of ..

User information

User ID: aaaa

Full name: |

Email addiess: |

AdultS chool

$0.000 Alta Kodiak
ALTA SIERRA

Minimum balancy Aquatics
Assessment

Account locked| BHS
oris

Default biling cof Buchanan
BUCHAMAN HIGH
Bud Rank

Calor quota BudRark

Totalpages: | Business Services
BusinessAdrmin
CAGD

P Ezra?(usﬁatemg

: Cedanwood
Remaining page| CEHS

CENTURY
FIN infemation | Fey TRy ) CiTikiDs
Primany PIN: | CENTURY EARLY START
CENTURT/EARLYSTART v

Department: Lhione ~
Lacation: [ |V
Adctional Fretivad -
information: | o
)
571052-657-0500-2000-1000-1110-
Accounting
Account informal ADULT SCHOOL
Balance: Paid ADULT SCHOOL SPED

N

Secondary PIN

Alternate primary PIN

Confim socondsryPIN: |

Home print server.

Harmne scan folder.

ped

L ]
L

show where you chose your location. If you location isn’t listed you can type
in a new one and it will be added to the drop down list. The list populates

alphabetically.

Delegates
(=D To run this report follow the directions below.
1 Open the Accounts Reporting link in Equitrac.
2 Click on the Accounts link and then on the Account adjustment link.
3 In the Select report criteria,
Add Fle Edt View Took Help Select report criteria X choose your date range.
@reien 2' Report Account adjustment
System - DOEQUITRAC02 &) gl";;ums Bt 3 = 4 Then n the LOCG‘L‘IOI’I ﬁeld,
/’I*l S3ETL Account adjustment ) st Mt j' .
s e T 6 s amemw | CliCk ON the drop down arrow
- Dmg Billing code authorizations .
o o vt s — - and choose your location and
&, Scheduled tasks. Pay Station Deposit Center sccount. .
"t:?.hsuges . An:*‘;;:gddﬁatﬂ User ID ’ﬁ c“Ck On OK'
CISTED % Detaled activy
Accounts-0ECUTRACEE @) | ot Depariment - Your report should open up
£8 users.
~E epatmets Biling Code - listing only those accounts with
% Biling codes
1. D Locaton ] 4 - your location that you have
-
— Lmt 0 made an adjustment to their
; .

account in the time frame you

crca | WV

selected.




USER ACCOUNT BILLING STATEMENT

1. Click on the Reporting link found on the left side the Equitrac window in the Accounts section.

2. In the “Select Report To Open” window click on the “Account statement”.

Name
A “Select Report Criteria box will open.
3. Choose the time period of the usage report you want by clicking on the drop
down menu. There are multiple time frames to choose from or you can
choose “Custom Date Range” to open up the date fields and select your own

daterange. Leave “Account Type” as “User”.

4. Type the User ID Code in the User ID field. The user ID will be either the 7 digit
number of the users name, ie. janedoe or 630XXXX and click OK

A report will open up showing you all activity during the time period t overs.
Under the Description column you will see the following notations:

Copy—This is a print that was run at an on-site Xerox device.

QDScan_Job_Confirmation—This is the confirmation page that prints when a sca
back job is printed.

UserlID.pdf— (janedoe.pdf/630XXXX.pdf)This is the scan back print job, printed at our shop.

For Follow You prints from computer to Xerox, it will be the name of the file printed.
You will also see notations made for deposits or adjustments that were made to the
account during that time period.

= Accounts
Account adjustment
Account listing
Account statemnent
Billing code autherizations

Color quota summary
Department members

Repart Type

Standard
Standard
Standard
Standard
Standard
Standard

System - DOEQUITRAC02 g
&, Licensing
%4 Configuration
(@ Price lists
% Devices
S Rules and routing
";, Scheduled tasks
5o Messages

) Software

Accounts - DOEQUITRACO2 £

8 users

<f Departments

% Biling codes
¥ Reporting
Select report criteria =]
Report Accourt statement
P :
[er172016  to [Br472016  (mm/ddAwyy)

Account type ’h

User ID ,__—_v_|

Department ’—L|

Billing Code: ’—L|

Vending account -
cation -

Limt fomt =]
OK Cancel ‘




MONTHLY BILLING STATEMENT

1 Click on the Reports Manager link and then click on “Summary Activity by Device”.
2 Choose a date, typically “Last Month” in the drop down menu.

3 Click on OK button at the bottom.

It might take a minute or two for the report to

show up since the report requests data from all networked devices in the district. You

want all devices included in this report so you gather charges from print shop machines

that print scan backs and data from Xerox devices at other sites your teachers might

have used.

Once the report opens you will need to save it to your desktop as a CSV file.

CSV file stands for Comma Separated Value and allows the data to be opened up using

Excel and places data into cells so that it can be sorted.

4 Goto File
window opens up, make sure you save it

Save As When the save

to your desktop, change the file type in
the drop down menu below the file name
window to CSV. You will be given a choice

of CSV-ANSI or UNICODE. Either one is fine.

5 Name your file and click Save.

6 Close out of Equitrac.

Save As

Savejn [ JULY 07 BILLING
B ] 1uly 07 Biling

My Recent
Documents

F

Desktop

My DociNents

9

My Computer

.

=

B oF B

d]E5)

My Netwark,
Places

Report

Date

Summarize by

Device name

Location

Custom group

Transaction type

Limit

Please remember that this cost may not exactly match the billing cost posted to your account.

This is especially true if your site has a Xerox machine that is not networked to Equitrac.

Summary activity

| Last Morth |

47142023 to [4/30/2023  {mm/ddyyyy)

|acc0unt j

™ Use as SQL query

| =

| =

| =

A

copy

fax receive

fax send w7

|n0 limit j
OK | Cancel |




MONTHLY BILLING STATEMENT (cont.)

1 OPEN UP MICROSOFT EXCEL

2 Goto File Open. Inthe box you will need to

change the file type in the drop down menu be- &

low the file name to “All Files”. Find the csv file () Home
name and click Open. B 6=

£ Open
3 The CSV file icon looks like an Excel File »
but the letter “a” &  is visible on the
icon. e

Save as Adobe
PDF

The file should now open up with data in each cell

Print

under the appropriate column headings. If it

Share

doesn’t, it might open up a Text Import Box Epor

asking how you want to convert the data. Choose &
the “Delimited” bubble then click Next. In the
delimiters box, the Tab Box should already be

Close

checked. Place another check in the box for
“comma” which instructs Excel to place the data

Account

between commas into a individual cell.
Click Finish.

Open
(D Recent

1 = Documents

Q ‘ £ Search
X B
S Shared with Me
Clovis Unified School District Name T Date m
Open x
« ~ 2 W > ThisPC » Desktop v O O Search Desktop
lor19720:
Organize v Newfalder - m @
A O Name Status Date modified Trpe Size 2
9 UUEuIaLUE AU o v < f——— >ne {09720
3] doxerox] QDAF_2023-04-2714-31-13 @ Microsoft Excel ..
Shared with g B2 Equitrac Job Chart ] Microsoft Excel W...
B videos Fiery Command WorkStation ] Shortcut V26202
8 ThispC <ElowRemotePrintServer @ Shorteut 2k8
. @ PG File 24 kB
“J 3D Objects lo19720:
© Adobe Acrobat D... 208 KB
B AppleiPhone BaeCode @ TIF File 53KB
! =iz ESZ] NEW SCAN BACK CALCULATOR [©] Microsoft Excel 97... 20K lor1a720;
& Documents 4L PrintShop (storage102) (X] - Shortcut Y5 Shortcut 2k8
& Downloads | QDirect Client - Shortcut <] Shertcut KB
B Music ) QDirectClientWs4 - Shorteut @ Shertcut 2KB V217202
= pictures [Z] SIL Open Font License © Text Documnent 5KB
F2} SUERYISOR DESCRIPTION © Microsoft Word 9. 23kB
B videos - ly27/202:
B8] Test File (] Qgrosoft Excel C.u 2,086 KB
42 Windows (C:) E -
EE[WeBCRD Stock and Finishing Report @ ccel 97 344 K8 v
File name: | [ anFites o prove
Tools + Open |+ Cancel
M22/202:



MONTHLY BILLING STATEMENT (cont.)

4 Sort the spread sheet so that you can remove those rows that are not your sites charges. | recommend deleting a few
columns before you sort the data.

Delete the following columns in ORANGE:

c D | E L T - N T - A T e A S R 0 R s
cGroupName icRowName  cRowDescrip cDepartm cUnits cBWPage: cColourPa cAmount
12 31846 31846 CoverSheetCharge 1151111 FIRST GRADE 24250 571052-11 89 89 o 1.78 o 89 571052-11 billable
2 31846 31846 CoverSheetCharee 1152486 SHERI HAWK 1442 571052-11 5 5 0 0.1 o 5/571052-11 billable

5 Now move full columns, by highlighting the column, right clicking and choosing Cut then moving to the area | want the
column to be moved to, right clicking and choosing Insert Cut Cells. | also change the column headings by retyping so
that it looks like this:

1
2 1151111 FIRST GRADE CoverSheetCharge  571052-115-0500-4360-1000-1110-0-60001- -01 89 89 0 1.78
3 1152486 SHERI HAWK CoverSheetCharge  571052-115-0500-4360-1000-1110-0-60001- -01 5 5 0 0.1
4 1152487 TANISHA LAl CoverSheetCharge  571052-115-0500-4360-1000-1110-0-60001-  -01 1 1 H < <-3-RB-
HOME INSERT PAGE
6 Sort the data by clicking on the box to the left of the A column and above row 1. S Cut [combn
. . . E® Copy ~
The whole spreadsheet will be highlighted. Move your cursor to the top tool bar Paste o rormatPainter B I U -

Clipboard ]

and choose Sort & Filter, then Custom Sort

3 AutoSum p E £ 7 j"
Fill ~ g A B <
Find& | A 1

0 e Select ~ 2

Editing Al



MONTHLY BILLING STATEMENT (cont.)

7 Asort box will open. Check the box next to “My data has headers” Now choose to sort by Budget (remember you changed the header

from “cDEPARTMENT” to “BUDGET”) \
| | AddLevel | > Delete Level || [[1Copy Level Options. .My data has headers

8 The spreadsheet will be sorted by the Budget column, smallest to |

| Column Sort On Order

largest number. | .| [EE. ° . =
Scroll down until you find the first row with your budget number.
Highlight all rows above your budget number EXCEPT ROW 1 and
delete them. Now row 1 should be the header row and row 2 |

should be your first budget line. ! =]

Cancel

9 Scroll down until you find the last row with your budget number in the “Budget” column. Highlight all rows below the last row of

your budget number and delete.

Your spreadsheet should now only have your sites charges for that time period. If you sort by “Print Type” (assuming you renamed
the columns), Items that are “CoverSheetCharge” and “Xerox...” will be charged to the Copy Charge object code, 571050-. Items that
are “PRINTER” will be charged to the Scan Back object code, 571052-.



REPORTING TOOLS

(5] User account listing
File Edit Tools  Help

When you have a report generated, you can go to =
Refrest «* Toolbar
View—Configure Report Layout and change the | Status Bar

6/2/2023 e
data that is generated. \ i
Refresh

UserID User name
TRANSITION

KINDERGARTEN;BORIS25A

OFFICE INFO;BORIS;25A

f print %, Find @ About

> User account listing

F5

Department

571052-305-6300-3200-1000-

1110-0-60001- -01

1110-0-60001- -01

571052-115-0500-4360-1000-
0

571052-646-1400-9646-3140-
01

all accounts

Date created
8/23/2021

8/24/2017

2/26/2020

Columns to display Details for selected column o0ty
ID: A Juin] . s . . . .
Feoun Clicking a check in the various boxes allows you to include the infor-
Label: |User D

[TICalor pages left b | Cancel |

Clicking on the Edit button will give you the option of finding data on the
report page. Once you click on “Find (on this page)... a window will

| Name

lJ User account listing

File View Teols Help

Copy

mation in the report or remove by un-checking the box. You also
Width: 12 percent .

need to add the width percentage for that data column and you
can’t go over 100% total for each data check. Once you click on the
OK button the new report with your choices will be generated.

o Find: | Diane

open allowing you to type in what you want to find.

[ Match whale word only
Highlight &ll matches

User ID User na
081621 TRANSI

[] Match case

Previous MNext












