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All Rights Reserved.

No part of this publication may be reproduced, transmitted, transcribed, stored in a retrieval system,
or translated into any language or computer language, in any form or by any means, electronic,
mechanical, optical, chemical, manual or otherwise, without the prior written permission of Ricoh
USA, Inc.

The material in this document is for information only and is subject to change without notice. While
reasonable efforts have been made in the preparation of this document to assure its accuracy, Ricoh
USA Inc,, its contractors and partners, assume no liability resulting from errors or omissions in this
document or from the use of the information contained herein.

Ricoh USA Inc. reserves the right to make changes in the product design without reservation and
without notification to its usets.

Trademarks

All product names, domain names or product illustrations, including desktop images, used in this
document are trademarks, registered trademarks or the property of their respective companies. They
are used throughout this book in an informational or editorial fashion only. Ricoh USA, Inc. does not
grant or intend to grant hereby any right to such trademarks or property to any third parties. The use
of any trade name or web site is not intended to convey endorsement or any other affiliation with
Ricoh products.

Windows, Windows Server, and Internet Explorer are registered trademarks of Microsoft
Corporation.

Java is a registered trademark of Oracle in the United States and other countries.
Android and Chrome are registered trademarks of Google Inc.
All other trademarks and copyrights are the property of their respective owners.

All screens used within this guide are for illustration purposes only, i.e., screens may vary based on
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Welcome to the @Remote Reporting Portal

Welcome to the @Remote Reporting Portal

Congtratulations on your decision to upgrade to the @Remote Reporting Portal. The new
architectural platform gave Ricoh the opportunity make significant user experience improvements
and to simplify the entire process of producing a report.

This document is designed to help you accomplish familiar @Remote.net tasks in the new interface.
Ensure you also have access to the Internal Administration Guide and the Customer Reporting
Guide.

User Experience Improvements

The new interface offers modern, familiar web-based interface elements including tabs, icons, and
dynamic menus, with a heavy emphasis on images and less reliance on text. Perhaps most importantly,
the new interface provides distinct internal administration vs. company reports views to keep
focus only on the tasks you need to perform in your role.

Internal Administration View

The Internal Administration view of the portal offers the following:

Responsive groups of related tasks so you can Multi-language interface
easily locate tasks that are logically related with 16 language options

RIGOH R@LENEREE ol lsfalelgell English~ & @~

User Preferences Add Internal User EditCD'noan‘y‘< MUItl'tab
format to flip
e B between tasks
Company List — .
Company Name + Region/GMA Senvice Provider at any time

-

Maintenance

Another Example Company America RICCOH sample SP
Example Company 2 America Ricoh Canada Alberta
Example company 3 GMA

My Example Company Europe Ricoh Belgium
Internal Export

Ever-present menu to find what you need without returning to the Home screen
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Welcome to the @Remote Reporting Portal

Company Reports View
The Company Reports view of the portal offers the following:

The Home Dashboard offers at-a-glance views of
important device data

RICOH R@lgslulelzRa=slelgilgle R alelgr] Engish~ G @~

Green Report X IMonthly Trend Export % <

Export to PDF
Information Population Breakdown by Vendor / Model

Customer Information | Announcement |

My Example Company

an Computer:
1

-
N
S Z A ~. MF
h L
+ Reported Devices: 13 sa003 _/““‘ih S e a

Units 1 1
+ Reported Month: 06/2020 \ P\:-;h: MP 013503. / \ MP csmz_
+ Last Update: 07/14/2020

Monthly Volume Breakdown by B&W Monthly Volume Trend
and Color

120,000
100,000

Color Tatal: 80,000

10.0% \ 50,000

g 40,000 bl I I I
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: =
0 - — - e R i . B k = N .
31.830 06/20197/20198/20199/20190/20191/20192/20181/20202/20203/20204/20205/20206/2020
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The Options palette is always visible. Hover over the Report,
Data Export or Settings options to view a submenu

Password Updates

Each feature
opensin a new
tab, allowing
you to easily
switch
between
reports, and
tasks

If you know your password, but you want to change it, click Settings — User Preferences. Complete

the password fields.

If you do not know your password, click the Forgot Password link on
the login screen. When prompted, enter the email address that is
associated with your login ID. You will receive a link in an email
message to reset your password.

NOTE: Insome cases, you may be prevented from changing your
password and your email address. If your company requires
access to the @Remote Reporting Portal via an external system,

an Internal Ricoh administrator will prevent your account from resetting your authentication

information.
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Welcome to the @Remote Reporting Portal

Access Control Improvements

Previously limited to 5 user types, the @Remote Reporting Portal now offers 5 different
administrative and 6 different general user types to allow for granular feature control at the following
levels:

¢ Headquarters

User Type Headquarters Administrator

o .
RCglOl’l Headquarters General User

. GM A Region Administrator

Region General User

* Service Provider
GMA Administrator

e Customer GMA General User

Service Provider Administrator

For a complete explanation of these user types, refer to section 2.
Internal Account Maintenance in the Administration Guide. o Service Providar GenerlUser

Service Provider User with Read Permission Only

Additional access control features include:

* The @Remote Reporting Portal also offers the ability to allow customer administrators to create
and manage their company’s user accounts. This feature is set at the company level, rather than the
individual user level.

* Hasy to grant access to multiple Service Providers for accounts that require cross-service provider
access.

* Rather than grant access to all companies belonging to a Service Provider, you can grant company
access on a case-by-case basis. This feature is called Data Access in the @Remote Reporting
Portal.

* Users can easily reset their own passwords from the login screen, in the event that they forget their
password information. Administrators still have the ability to reset a user’s password if necessary.

Obsolete Items

The following features are not supported in this release of the @Remote Reporting Portal:

* Service depot codes
¢ Sustainability Reports
* Projector Reports

¢ Deletion of meter reads

@Remote Reporting Portal — Upgrade Experience Guide 6



Reports Improvements

Reports Improvements

This section will help you produce the report data you need, by mapping the @Remote.net reports to
the new style of reporting and data exports in the @Remote Reporting Portal.

New Report & Data Export Features

The @Remote Reporting Portal offers the following report improvements:

* Reduced number of reports without any loss to overall data points. Although there are fewer
reports, the ability to choose the report options you want to include in the reports ensures you can
still produce the same report data you generated in (@Remote.net.

* Monthly trend data now reported over a 13 month period (if available), rather than limited to a 6
month period.
NOTE: Keep in mind that the @Remote Reporting Portal can only display monthly data if the data is in

the system, so if you don’t see a full 13 months worth of data in the monthly reports, it’s
because there isn’t 13 months worth of device data since device registration.

* Visually appealing report data using simple table and graphs, with the ability to export any report
or data export to an MS Excel or CSV file for data mining.

* Duplex counter data is now available in every report and is no longer limited to specific reports.

¢ Create Organization, Location or Custom Device groups, and then generate any report or data
export for selected groups.

* Ability to choose specific report options prior to generating a report or data export.

In @Remote.net, you were required to produce a standard report, and then click various data
points to drill down for specific information. The @Remote Reporting Portal approaches reports
from the opposite perspective: select the specific data points you want to include in the report, and
then generate the report.

To illustrate the difference, examine the examples below of the Population Changes by Month
report in @Remote.net and the Monthly Asset Tracking Report in the new @Remote Reporting
Portal.

@Remote.net Population Changes by Month
Population Changes by Month < 612013 |* Export
@ Show Changes Only © Show All

*Only @Remote Connector NX Customers can view the Competitive Device Counters.
Disclaimer: There will be some inconsistencies in these numbers depending on whether they are being reported from @Remote Connector NX.

Vendor Model Serial No. Nn." First Read Date  5/2013 6/2013 7/2013 Last Read Date

?

HP Laserlet 4100 . 1/28/2012 5/28/2013
HP | Series MAC 0002150 J77-40000000 12:00:00 BM = Removed Removed 12:00:00 PM

After the report loaded, you could use the filters and click
data points to drill-down to data you wanted

@Remote Reporting Portal — Upgrade Experience Guide 7



Reports Improvements

@Remote Reporting Portal Monthly Asset Tracking Report

Monthly Asset Tracking Report

Date Setti
ale Settings D” v

Select End Month

06/2020 v

) Monthly Asset Tracking Report (06/2020)
< RICOH
= My Example
& Save Seffings Company i R t
@} Select Grouping/Device e 0 e
Search Population Change(13 Months Trend)
All Devices 30 1
] - .
B o S
3 20 1 J::“
H - - 5
] - Ew . 2 §
E - k]
- T 3 2
M Select Contents to Report g
Population Change -4
| Show Graph Show Table
_ 0 -5
C"a'g:]" ”';‘C;V 06/2019 07/2019 08/2019 09/2019 10/2019 11/2019 12/2019 01/2020 02/2020 03/2020 04/2020 0572020 06/2020
ow lable
| ] Tyan Computer Ricoh Population Change

Select the optional and required report options to show only
the data you are interested in reporting

Report Mapping

This section maps the reports from @Remote.net to the options and selections to make now in the
@Remote Reporting Portal to produce similar data points.

@Remote.net @Remote Reporting Portal

Accounting Report ¢ |n the Reports view, click Data Export —
Accounting Export

Consolidated Monthly Trend Export ¢ |n the Internal Administration view, click
Internal Export.

¢ Available to HQ, GMA, Region or Service
Provider users only.

Device Population & Lifetime Counter * In the Reports view, click Device List.

¢ By default, device totals are presented by
Organization groups.

e There is an export option in the top table to
export summarized organization totals, or
click the export option in the bottom device
list to export the individual device data.

@Remote Reporting Portal — Upgrade Experience Guide 8



Reports Improvements

@Remote.net @Remote Reporting Portal

Device Usage Report ¢ |n the Reports view, click Data Export —
Device Daily Data Export.

Green Report Monthly Trend ¢ |n the Reports view, click Report — Green
Report

¢ The Home dashboards also presents the
Duplex and Combine Usage dashboard

Meter Read Report ¢ |n the Reports view, click Data Export —
Device Daily Data Export.

¢ You can run this export for a group of devices
or for a single device.

Monthly Output by Function (B&W and ¢ In the Reports view, click Data Export —

Color) Monthly Trend Export.

e From the counter contents, enable Monthly
Volume (By Function / black and white)

* From the Date settings, choose from 1-24
months worth of data.

Monthly Trend Export ¢ |n the Reports view, click Data Export —
Monthly Trend Export.

¢ From the counter contents, enable one or
more Monthly volume counters

¢ From the Date settings, choose from 1-24
months worth of data.

Monthly Trend Export (Wide Format) ¢ |n the Reports view, click Data Export —
Monthly Trend Export (Wide Format).

Monthly Volume by B&W and Color ¢ In the Reports view, click Report — Monthly
Volume Report.

e From the contents to report option, enable
the Monthly Volume (By B&W and Color)
graph and/or table Volume (By Function /
black and white)

Monthly Volume by Function * In the Reports view, click Report — Monthly
Volume Report.

e From the contents to report option, enable
the Monthly Volume (By Function) graph and/
or table

@Remote Reporting Portal — Upgrade Experience Guide 9



Reports Improvements

@Remote.net @Remote Reporting Portal
Monthly Volume by Location (serial ¢ |n the Reports view, click Settings — Device
number) Grouping. Click the Location tab and then

click Add to create a custom device group and
add devices based on serial number to the
group.

¢ |n the Reports view, click Report — Monthly
Volume Report.

e From the Select Grouping/Device optional
settings, click Search to select the group of
devices you created above

¢ Enable the Monthly Volume (By Function)
graph and/or table

Monthly Volume by Segment ¢ In the Reports view, click Report — Monthly
Volume Report.

e From the Select Grouping/Device optional
settings, click Search and select Search Device
(By Hostname/IP) and select the segments to
include in the report

¢ Enable the Monthly Volume (By Function)
and/or Monthly Volume (By B&W and Color)
graph and/or table

Monthly Volume by User Location ¢ |n the Reports view, click Settings — Device
Grouping and create a Location group. Add
users to the group based on the locations.

¢ |n the Reports view, click Report — Monthly
Volume Report.

e From the Select Grouping/Device optional
settings, click Search Group (By Location) or
Search Device (By Location) and choose the
location group that you created.

¢ Enable the Monthly Volume (By Function)
and/or Monthly Volume (By B&W and Color)
graph and/or table.

@Remote Reporting Portal — Upgrade Experience Guide 10



Reports Improvements

@Remote.net @Remote Reporting Portal

Monthly Volume by Vendor ¢ |n the Reports view, click Data Export —
Monthly Trend Export.

¢ From the model contents to export, enable
Vendor.

¢ From the counter contents, enable one or
more Monthly volume counters

¢ From the Date settings, choose from 1-24
months worth of data.

Population Breakdown by Location (Serial ¢ nthe Reports view, click Settings — Device

Number) Grouping. Click the Location tab and then
click Add to create a custom device group and
add devices based on serial number to the
group.

¢ In the Reports view, click Device List. From
the Group section, click the Location you
created to group users by location.

Population Breakdown by Segment ¢ |n the Reports view, click Device List.

e From the Group section, click Hostname and
IP. Click the segment you want to view. The
Group table and device list update to show
only groups and devices for the segment.

Population Breakdown by User Location e In the Reports view, click Settings — Device
Grouping. Click the Location tab and then
click Add to create a custom device group and
add devices based on location to the group.

¢ |n the Reports view, click Device List. From
the Group section, click the Location you
created to group users by location.

Population Breakdown by Vendor/Model ¢ |n the Reports view, click Device List.

e From the Group section, click Vendor and
Model.

e To drill down further, choose a vendor and
then a model from the list. The Group table
and device list update to show only the
devices that match your selections.

Population Changes by Month e In the Reports view, click Report — Monthly
Asset Tracking Report.

¢ From the Optional settings, enable the
Change History option.

@Remote Reporting Portal — Upgrade Experience Guide 11



Reports Improvements

@Remote.net @Remote Reporting Portal

Total & Population Trend * In the Reports view, click Report — Monthly
Volume Report.

e From the contents to report, choose one or
more monthly volume options.

e Optionally, also select an option to view the
data by Function, Duplex, Combine, Scan, and
Fax Send.

NOTE: Service Depot data, Project Reports and Imported locations are not supported.

How do | view reports for a company?

If your login has access to more than one company, you will see the Internal Administration view
when you first login to the @Remote Reporting Portal. The Company List tab is populated with the
companies that you can access.

To load the Company Reports view for a particular company, click on the name of the company in the
Company List. A new browser tab opens, listing the company name on the tab header.

‘Company List

G B
Company Name + Region/GMA Service Provider
Another Example Company America RICOH sample SP <— C|Ick ona
Maintenance
Example Company 2 America Ricoh Canada Alberta com pany row
] N Example company 3 GMA to load the
= Wy Example Company Europe Ricoh Belgium Reports Vi ew in

Internal Export

a new tab

weon (@Remote Reportin

c i a

152 Apps Folders

= 5]
C lllll My Example Company:@Remots X )-

atremote-portal.com/report/?companyld=2683318& w

RICOH @G eI ololpilgle el Engish~ & @-

[ Export to PDF

Information

Customer Information | Announcement

My Example Company

Device List

V7NN

@Remote Reporting Portal — Upgrade Experience Guide 12



How do | group devices for reporting?

Previously, there were very strict methods to group devices based
on serial number, IP address, custom model name, or custom
location. In the @Remote Reporting Portal, you can group devices
based on Organization groups, Location groups, or any custom
method of grouping that you choose. Most importantly, ALL

Reports Improvements

Details: Refer to section 3.3
Group Devices for Reporting in
the Customer Reporting
Guide.

reports and data exports allow you to pick one or more specific groups to report data. In addition, the

Device List allows you to sort and export the Device data based on the groups you create.

In the Customer Report view, click Settings — Device Grouping.

What date is used for monthly report calculations?

The Monthly Data Calculation date is first set when the Company is
created. This date determines the data that the system will use to
start and stop monthly calculations. By default, the value is set to 31.
If the end of date for the target month is smaller than Data
calculation date, the end of date for target month is used as the
calculation date. For example, if the current month has only 28 days,

Details: Refer to section 3.1
Edit the Company Profile in
the Customer Reporting
Guide.

but the Data Calculation Date is set to 31, the 28th is used as the calculation date.

In the Customer Reports view, select Settings — Company Profile. Choose a new date on which the

calculations will take place.

Where do | view disconnected appliance warnings?

Rather than posting the disconnected warnings in the portal, the
@Remote Reporting Portal now offers a push email model so you
can receive an immediate warning when a device is disconnected.

In the Customer Report view, click Settings — User Preferences. At

Details: Refer to section 1.6
Change Your Password and
User Preferences in the
Customer Reporting Guide.

the bottom of the tab, enable the “Receive an email if a device disconnected” option. Ensure you

click Save.

How do | know when monthly data is updated?
The @Remote Reporting Portal offers an email push notification to

alert you immediately when data is ready for reporting.

In the Customer Report view, click Settings — User Preferences. At
the bottom of the tab, enable the “Receive an email when the latest
monthly data have been updated” option. Ensure you click Save.

@Remote Reporting Portal — Upgrade Experience Guide

Details: Refer to section 1.6
Change Your Password and
User Preferences in the
Customer Reporting Guide.
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Reports Improvements

How do | drill-down to view report data?

You are no longer required to perform data drill downs because you can select only the report data
you want to include BEFORE you generate a report or export data. Simply choose the optional
report settings, or select specific counters before running the report or export.

How do | set report filter options?

Due to the new interface, you no longer need to show or hide the filter row in reports. By selecting
the report data to include prior to running the report or data export, you include only useful data
within your report. In the case of data exports, you can use the paging feature at the bottom of the
Device list to view large amounts of device data prior to performing the export.

The new interface also provides sliders to permit you to show more or less detail in a specific sector
of the interface, as shown below in the Monthly Trend Export Device list.

Use the slider to view
Vendor i Model i SecalMo. I Adaress I onzozscopy Blackawhie [ 062020

either more or less of
the Device list.

Ricoh Fro C2210 E-85 L
Ricon RICOH MF 308 o
Ricon RICOH MP 4055 ¥
Ricah RICOH MP C3062 a
Ricei RICOM MP CEE0) ey
Ricoh RICOH WP C2003 ”
Ricoh RICOM Pro C52005 o
Ricon RICOM SF CI500N o
Ricoh RICOH SP CA40DN L
Ricah Raoh WP CAYMex o

Tyan Compotor Peo CEI00S E:248 ] i

Use the paging buttons to page through the devices.

How do | add appliance descriptions?

Appliance descriptions can help you identify the various (@Remote
appliances, specifically if you are dealing with reporting for many

Details: Refer to section 3.2
Add Appliance Descriptions in
devices within your solutions. the Customer Reporting

Guide.

In the Customer Report view, select Settings — Appliance

Description Maintenance.

How do | set the default date/number format?

The default date/number format is set on a pet-user basis. These Details: Refer to section 1.6

Change Your Password and
currently viewing, User Preferences in the
Customer Reporting Guide.

settings affect all report generation for the company you are

In the Customer Report view, click Settings — User Preferences.
Change the Date Format and Digit Separator fields as needed. Ensure you click Save.

@Remote Reporting Portal — Upgrade Experience Guide 14



Reports Improvements

How do | add new users for my company?

Customer Administrators can add individual user accounts IF
the ability to add accounts has been granted to the company. If
the Add User option does not appear on the Settings menu,
your company has not been granted access to allow
Administrators to create new company accounts. Speak to a
Ricoh representative for details.

@Remote Reporting Portal

Nicar Preferncas

NOTE: Customer Administrators can add new accounts, but
they cannot delete an account. For account removal,
contact a Ricoh representative.

Dt Experl

Click Settings — Add User. .
Details: Refer to section 4. o

Add Company User Accounts
in the Customer Reporting
Guide.

@Remote Reporting Portal — Upgrade Experience Guide 15



Internal Administration Improvements

Internal Administration Improvements

Many of the tasks you needed to perform in @Remote.net are very similar in the new Internal

Administration view of the @Remote Reporting Portal.

How do | search for a company?

Unlike @Remote.net, the entire interface does not rely upon the selection of a single company.
@Remote.net required you to select a company, and then every interface item could affect that

company.

You changed the customer via this link and then all
interface tasks applied to that company.

@Remote |English v

.

Last Update: 00/06/2017 (OR) City of Prineville (&)  Change Customer

« All your appliance(s) are OK as of 5/30/2017

e = |
Device Population & Lifetime Counter
Population Changes by Month
Meter Read Report
Search by Serial Number

In the new @Remote Reporting Portal, you start by selecting a task, and then you choose the
company to which you want to apply the task. For example, if you click Maintenance — Edit
Company, the Edit Company tab opens and you must search for the company you wish to edit.

(td[elel .} @Remote Reporting Portal

Reqister Request From Customer User
. . Add Customer User
[ EditDelete Customer Liser

Deleted Customer User

Company List

Internal User Search Criteria

Add Intemnal User Company example
Edit / Delete Internal User

Deleted Internal User Region/GMA v
Maintenance

Companies Maintenance

Service
L (B Provider
Create Camnar
A
Internal Export
Delete Edit Company t Region/GMA
@ Another Example Company America
) [ =1 )| cunmnia cnmnom B America
¥ Report Setting
@ £ Company Grouping GMA
Relation Devices
@ & Europe

¥ Appliance association setting

@Remote Reporting Portal — Upgrade Experience Guide
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Internal Administration Improvements

If you want to switch to the Reports view for a company, use the Company List to locate the
company. By default, the list is populated with the companies you have permission to access. Enter
full or partial text to filter the Company Name, Region/GMA or Service Provider columns to narrow
your search for a company.

To load the Company Reports view for a particular company, click on the name of the company in the
Company List. A new browser tab opens, listing the company name on the tab header.

| ‘Company List

-
Company List 0 @
Company Name + Region/GMA Service Provider
Another Example Company America RICOH sample SP <— C|ICk on a
Maintenance
Example Company 2 America Ricoh Canada Alberta com pany row
% Example company 3 GMA tO |Oad the
5 My Example Company Europe (e EZ Ty Reportsviewin

Internal Export

a new tab

wean @Remote Reportin

= - 5]
seon My Example Company:@Remots X

C {t & atremote-portal.com/report/Tcompanyld=2683318& w

Engish~ & @-

[ Export to PDF

Information

My Example Company

Device List

How do | create a new company?

The process to cteate a new company in the portal is very similar to @Remote. net. For details on
how to perform these steps, refer to section 3. Set Up a New Company in the Internal Administration
Guide.

1. Verify the company isn’t already setup in the system. To do this, perform a search in the Company
list. If you locate the company, select Maintenance — Edit Company, rather than creating a new
company.

2. Decide if you want to create the company with appliances (if enough time for the reads to appear
in the system), or if you want to create the company, and then add appliances later.

@Remote Reporting Portal — Upgrade Experience Guide 17



Internal Administration Improvements

3. Once the company is created, continue to manage the company settings. Refer to section 4.
Manage Company Settings in the Internal Administration Guide for full instructions.

How do | re-assign an appliance?

In @Remote.net, you were r.eqqlred to sele.ct an appliance re- Details: Refer to section 6.1
assignment date when re-assigning an appliance. However, in the Reassign an Appliance in the
@Remote Reporting Portal, you must delete the appliance from one | |nternal Administration Guide.

customer before you can assign it to another customer On the date
the appliance is assigned to a company, the meter reads are re-
initiated and the appliance can be placed at a new customer site. Once placed at the customer site,
meter read data will update within 1-2 days.

How do | reset an appliance?

Previously, an appliance reset was required when moving an appliance from one customer to another.
Appliances no longer need to be reset in the @Remote Reporting Portal. As described in How do I re-
assign an appliance? above, reassigning an appliance creates a logical break in the data at the time when
the appliance is assigned to a company.

How do | delete meter reads?

Devices that report bad reads or reads that are illogical can be grouped and removed from reports if
necessary.

How do | know what User Type to assign to an account?

The number and type.of user accounts hgs s'igniﬁcantly e)'zpanded in [ patails: Fora full explanation
the @Remote Reporting Portal. While this increase provides of user types, refer to section
powerful granular ability to limit system features, it can be confusing |2 |nternal Account

to determine the appropriate user type to assign to an internal user | Maintenance in the Internal
account. Administration Guide

@Remote Reporting Portal — Upgrade Experience Guide 18



The table below provides details about the specific permissions that are granted to the different

Internal user types.

Internal Administration Improvements

NOTE: You can check the User Type that is assigned to your account in Maintenance — User
Preferences. It is also possible for Administrators to assign multiple User Types to a single login.

Internal User Type Permissions

HQ Administrator

¢ Manage all internal and customer user types and accounts
¢ Register requests from customer users

» Register and edit Service Providers

¢ Create and edit companies

e Assign a company to a Service Provider

¢ Add and edit Regions

¢ Edit GMA site codes

e Rename Vendors

¢ Post Announcements

e View Access Logs

HQ General

¢ Edit and delete internal user accounts
¢ Assign a company to a Service Provider

Region Administrator

* Manage all internal user types within specified region
¢ Register requests from customer users

¢ Create and edit companies within specified region

e Perform Service Provider tasks

e Edit Region profile

¢ Rename Vendors

* View Access Logs

Region General

¢ Edit and delete internal user accounts within specific region
e Assign a company to a Service Provider

Global Major Account
Administrator

¢ Create and edit companies

¢ Manage all internal user type accounts

¢ Add, edit, and delete customer user accounts
¢ Assign a company to a Service Provider

¢ Edit GMA site codes

e View Access Logs

Global Major Account General

¢ Create and edit companies

¢ Edit and delete internal user accounts

¢ Add, edit, and delete customer user accounts
¢ Assign a company to a Service Provider

@Remote Reporting Portal — Upgrade Experience Guide
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Internal User Type Permissions

Service Provider Administrator ¢ Create and edit companies

¢ Manage internal and customer user types and accounts
* Register requests from customer users

¢ Edit Service Provider settings

* VView Access Logs

Service Provider General ¢ Edit and delete internal user accounts for a specific Service
Provider

® Access limited to a single Service Provider

Service Provider with Read e Service Provider access but with view only rights, and no ability
Permission to edit any settings.

How do | enable email notifications for a customer user?

Customer users are now able to managed their own email notifications. Direct customer
administrators and customer general users to section 1.6 Change Your Password and User
Preferences in the Customer Reporting Guide.

How do | create user accounts?

The @Remote Reporting Portal requires that you determine the type of account you need to create
before you start: either an Internal account, or a Customer account. For customer accounts, select
Maintenance — Add Customer User. For further instructions, refer to section 5.1 Add a Customer
User Account in the Internal Administration Guide.

As depicted in the diagram on the right,
the internal accounts you have the

ability to add, edit, or delete depend on
both your Login Type and your Region
GMA or Service Provider associations:

- HQ Administrator — Any internal ! ! !

* Region Administrator — Internal

Region2

user accounts assigned to your Ly Ly N
region
el - oy -
e GMA Administrator — Internal
. . L -
user accounts assigned to the same
GMA — — —
¢ Service Provider Administrator — — b —
Internal user accounts assigned to L, L, R

the same Service Provider
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To create an internal account, select Maintenance — Add Internal User. For further details, refer to
section 2.1 Add Internal Accounts in the Internal Administration Guide.

How do | delete or disable a user account?

Your ability to delete or disable internal accounts depends on your
own User Type and your Region GMA or Service Provider
associations. Refer to the information in “ How do I create user
accounts? on page 20.

Details: Refer to section 2.2
Delete or Disable an Internal
User Account in the Internal
Administration Guide

Click Maintenance — Edit/Delete Internal User.

OR

Click Maintenance — Edit/Delete Customer User

How do | produce a consolidated report for multiple companies?

Previously, the Consolidated Monthly Trend Export allowed you to run aggregation reports based on
Service Provider and customers.

The @Remote Reporting Portal offers the Internal Export feature to choose any combination of
companies that you are permitted to access to produce an export that summarizes device installation
status on a monthly basis.

1. Click Internal Export.

2. Click Search in the Select Company section.

Internal Export

Date Settings

Select End Month and Period

End Month

07/2020

Mumber of Months to include

1

v

v

Click here to select
the companies

g@ Select Company

Search

Optional Settings

|2| Select model contents to export E' Select counter contents to export
/ Company ~ ./ Monthly Volume ~
J Vendor

Monthly Volume (By Color
/ Model Mono ColoriFull Color)
J Serial No.

W + Monthly Volume By Color W
B&W/Color

[= Save Seftings

3. When the Select Company screen opens, you can search for a company. Enter a full or partial
company name in the Company field, and the optionally select a Region and a Service Provider to

narrow the search.

4. Enable the checkbox beside the company to include and then click Add to move it to the Select
Company list.
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5. Perform another search for a second company as in the steps above. The export will include data
for all companies that appear in the Select Company list.

Click the checkbox beside one or more
companies to select them, then click Add

Select Company X

Search Criteria

Company Ricoh

Search

Selected Company

@ Delete

Company t Region/GMA Service Provider Company t Region/GMA Service Provider

America
America

Europe
GMA

America

<= Europe

Europe
Europe
Europe
Europe

Europe

“ « 2 3 4|5 M
20 v _ <l =~
n Cancel

6. When you’ve selected all companies to include in the export, click OK.

7. Ensure you choose Date options, model contents and counter contents, and then click Update
Data to generate the data.

8. Click Export to Excel to export the data for external analysis.

How do | export monthly company level data?

Follow the instructions provided above in How do I produce a consolidated report for multiple companies? on
page 21, but select one company only.

How do | view the Usage Log?

In the @Remote Reporting Portal, “Usage Logs” are now called Access logs. Only HQ Admin,
Region Admin, GMA Admin and Service Provider Admins can access these logs.

This information can be particularly useful to Service Provider Administrators to understand who is
generating reports, and how frequently. You can simply view the data in the portal, or you can export

the data to Excel for further analysis.

Click Maintenance — Access Logs.
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How do | consolidate duplicate device serial numbers?

This task is no longer required in the @Remote Reporting Portal because a serial number can be
assigned to only one customer record at a time. It is not possible to assign a serial number more than

once.

How do | create Accounting Groups?

The Accounting Export in the @Remote Reporting Portal
consolidates data derived from Streamline NX. The Group Names
model contents option is filled with Streamline NX data and is not
related to the device groups created within the (@Remote portal.

How do | group devices for reporting

Device groups are now created in the Reports view of the portal.
Although Internal Administrators can perform this task, it is best
left to the customer Administrator to create the Organization,
Location and Custom groups for their own company.

@Remote Reporting Portal — Internal Administration Guide

Details: Refer to section 5.4
Accounting Export in the
Internal Administration Guide.

Details: Refer to section 3.3
Group Devices for Reporting in
the Internal Administration
Guide.
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