UF Xerox Policy and Procedure for Deployment – 
New VLAN will be available on October 15, 2013

Revision 1.0 – 10-17-13.

Different categories:

1. Adding existing and new Xerox devices to new VLAN

2. Immediate need/Ad hoc

3. Print Smart Program for new systems

Adding existing and new Xerox devices to new VLAN
1. Local IT will be responsible for submitting remedy requests to UF IT, https://request.it.ufl.edu/.

2. Please use Network Services Request - inc VPN & Wireless for all Xerox requests. Please include all relevant information into one ticket.

3. IT will locate and submit the following information into the UF IT support request.
a. Network jack number
b. MAC Address

c. Building number

d. Floor number

e. Room number

f. Provide DNS name for device to be registered. This DNS will only be used on new Xerox printers.
i. Example for DNS entry - Xerox 8900 in SSRB room 202
1. ssrb202-prt-8900-1.mfd.ufl.edu

g. Coordinate date and time with CNS and customer to move current device to new VLAN.

4. Once UF IT receives request, UF IT will reserve new IP address and assign DNS name for new device. 
5. Local IT is responsible for ensuring device is properly setup and ready for their customers.

6. Local IT is responsible for setting the proper SNMPv2 setting on existing printer, so it can be discovered by Xerox XDM server. For all new devices, SNMPv3 will be used.
7. Xerox will setup the community name on the printer.

8. Local IT emails Xerox to have XDM properly configured on the server. Local IT will include the printer IP address, serial number, and the SNMPv3 user ID. Once system is functional and on the new VLAN, please notify and email to the following address: usa.uf.xdm.transition.team@xerox.com
Immediate need/Ad hoc

1. Customer contacts local IT to let them know their immediate need for a device.

2. Local IT contacts Rob Luetjen, rluetjen@ufl.edu, Purchasing.

a. Local IT will see if it is acceptable for customer to utilize another area device.

3. If decision is to use alternate method of printing in another area, IT will assist customer in rerouting printing/scanning to another device. Customer will wait for Xerox Assessment for their area.

4. If decision is made that the customer can’t utilize another area printer and needs something now, the following can be accomplished:

a. Review what surplus property has available – local IT and Purchasing must be included when selecting.

b. If nothing in surplus property is available, Purchasing may provide quote and pay to purchase temporary unit.

c. Pursue Ad hoc Xerox replacement and have assessed accordingly with Purchasing and Xerox.

5. If decision is made to follow regular Print Smart Program, customer will work directly with Purchasing and Xerox concerning assessment, keeping local IT informed. Print Smart program may take up to 3 months.
Coordination, receiving, and adding new Xerox devices under Print Smart Program

1. Xerox will notify local IT that an assessment is being accomplished within their support area.
2. Xerox will coordinate/invite local IT to walk through with customer and Purchasing to determine proper placement of device(s).

3. Electric/wiring will be identified. If this is needed, Purchasing will be paying cost, if device location is approved by Xerox and Purchasing.

4. Purchasing will initiate remedy request to UF IT to obtain quote for new data cabling.

a. Wiring/electrical vendor may require to meet with Purchasing.

5. Purchasing will initiate PPD work order request to obtain quote for new electrical wiring/outlet.

6. Electronic copy of Assessment will be emailed to local IT.

7. Xerox will coordinate with customer and notify local IT of when device(s) will arrive.

8. Local IT will schedule staff accordingly to setup device(s) when they arrive.

9. Xerox will provide MAC address when the device(s) arrive onsite. In January 2014, it is anticipated that Xerox will provide the MAC address one week prior to delivery.
10. Local IT will follow steps from “Adding existing and new Xerox devices to new VLAN.”
To receive IT Xerox support, please email your request to the following address: 
usa.uf.xdm.transition.team@xerox.com
