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Introduction 

This guide provides step-by-step instructions on how to administer users and submit meter readings 
through the Chester Portal. 

If you have any difficulties creating, maintaining users, or submitting readings please contact the 
Xerox Customer Administration teams via e-mail. 

For Denmark: debitor@xerox.com  

For Norway: pool.debitor@xerox.com  
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1. User administration 

Below you will find step-by-step instructions on how to create additional contacts in Chester.  

This will show you how to assign the relevant machines to the users allowing them to receive reminders 
and submit meter readings when the billing is due for said machines. 

Once created these contacts will be granted access to the Xerox Chester portal automatically. 

Log in to Chester   

From the Chester Portal login, enter your username and password and click the [Log In] button.

 

 

For administrators with multiple accounts  

If you have more than one account assigned to you, you will need to ensure that you select the correct 
account from the drop-down menu before you create an additional contact. 

In the User Selection area of the screen use the drop-down menu to select the account you wish to 
assign the new user to. 

You will need to repeat this process for each account/new user creation. 

 

 

Creating a new contact 
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Click the [Contacts and Login Accounts] link in the Administration area. 

  

Select the [+ New Contact Person] link. 

 

 

 

Complete the details of the user you wish to add in the New Contact Person section. 

Please ensure you add an email address so that the user can receive meter reading reminder emails. 

 

 

Once complete scroll down to the Account Settings area and check the [Login Allowed] box. 

 

 

Once checked enter the user’s email again and check the Customer of Counter box. 
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Further fields will become available once you have checked the Customer of Counter box. 

Click the Change link to assign the relevant machines. 

 

 

A window will pop up that will show the available devices to which you can link the user to. 

Check the boxes of the devices you would like to link to the user and select [OK]. You will then be 
returned to the previous screen. 

 

 

 

The devices that you have chosen to link to your user will be visible. You now need to check the Send 
counter invoice date notifications box so that the user will receive an email when the meter reading 
submission window opens, as we all as up to two email reminders should readings not be entered prior 
to the meter reading submission window closing. 

Now select the [Create] button. 
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You will see a temporary message appear in the top right-hand side of your screen saying the contact 
person was successfully saved. 

 

A welcome email will automatically be sent to the email address used in the previous step. The new user 
will need to set their password using the instructions within the email in order to log in to the Xerox 
Chester portal. 

If your newly created user has not received their welcome email within 24 hours, please contact Xerox 
Customer Administration via e-mail. 

Denmark: debitor@xerox.com 

Norway: pool.debitor@xerox.com  
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2. Meter readings submission 

Below you will find step-by-step instructions on how to submit a meter reading through the Chester 
Portal for a single device as well as how to use the bulk upload option should you wish to submit many 
meter readings at once. 

If you have access to the Xerox Chester Meter Reading Portal you should receive a notification email 
when the submission window opens, an email reminder when a reading is due, and a final email 
reminder a few days before the submission window closes.  

Your meter readings are required for the correct and timely creation of your invoice. 

You will only be required to submit meter readings for devices with an active Xerox service contract 
which are due for billing. 

Log in to Chester   

From the Chester Portal login, enter your username and password and click the [Log In] button.

 

For users with multiple accounts  

If you have more than one account assigned to you, you will need to ensure that you select the correct 
account from the drop-down menu before you navigate to submit meter readings. 

In the User Selection area of the screen use the drop-down menu to select the account you wish to 
enter your readings for before proceeding to the Single or Multi Device Meter Reading Submission 
section of this guide. 

You will need to repeat this process for each account. 
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Single Device Meter Reading Submission 

Click the [Counter Readings Report] link in the My Equipments area. 

 

 

From this screen you can submit meter readings for those machines that are due for billing.  

They will show as [Required, not entered] 

The report will also show you readings that show as [Required, entered] as well as those that are [Not 
required]. 

Using the [Counter State] drop down filter for those devices that are [Required, not entered] and click 
[Apply]. 

 

This will return the list of devices that are required to have their meter reading submitted.  

Click on the hyperlink of the serial number you wish to enter readings for. 

 

 

Once you have selected the relevant device enter your meter readings in 

the [Current Value] column. On completion click the [Save] button. 

 

 

If readings have been submitted successfully you will receive a successful message. 
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You can refresh your browser and your entered readings will now be visible. 

 

If your reading is not accepted by Chester you will receive an error message. In the following example 
the current reading is lower than the previous reading. 

Please correct the incorrect reading(s) and then proceed to click the [Save] button. 

 

 

If you have any difficulties submitting a meter reading please contact 

Xerox Customer Administration via e-mail for respective country  

Denmark: debitor@xerox.com 

Norway: pool.debitor@xerox.com  

 

mailto:debitor@xerox.com
mailto:pool.debitor@xerox.com


 

Footer 2-8 

Multi Device Meter Reading Submission 

Click the [Counter Bulk Upload] link in the My Equipments area. 

 

 

You will then be taken to the Bulk Download screen. Only the devices that are due readings will be 
visible.  

Click the [Download Template] in the Counter Bulk Upload section and save the file to your preferred 
location. 

 

 

 

Open the file in your spreadsheet application. 

For each device, complete the [Current Value] column with the most recent meter reading. 

 

 

Save the file. 

To upload the file, click the [Choose File] button within the portal, then find and select the file.  

Click [Open] to select the file. 

Click the red [Upload file] button to upload the meter readings. 
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This template also includes site location, previous meter readings, submission date and other contract 
information. 

If you find some of the pre-populated data is incorrect, please contact your Xerox Customer 
Administration via e-mail for respective country  

Denmark: debitor@xerox.com    

Norway: pool.debitor@xerox.com  

The readings entered in your excel file will be populated on the next screen. 

Any errors will be shown on the screen in red and you will have to correct these on the screen itself 
before submitting. 

Then click [Submit]. 

 

 

The status will temporarily show as [Pending] whilst the meter readings are being transferred to the 
local billing system. 
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After submission you can see your submitted readings as Required, Entered in the Counter Readings 
Report. 

Click the [Counter Readings Report] link in the My Equipments area. 

Using the [Counter State] filter for those devices that are [Required, Entered] and click [Apply]. 

 

 


