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LOG IN / SIGN IN

To login to your enterprise 
account or to register, please 
make sure to click on the « 
For my COMPANY » button.
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LOG IN / SIGN IN

To login to your account, 
enter your email and chosen 
password. Then, click on
« LOG IN ».

To register a new company, 
if you have never used 
LCCP, click on « Create new 
account ».

Nota bene: to add on a new location on top of existing ones or update a company profile, don’t use the sign in button. 
You need to connect and go to my sites once connected.
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FORGOT MY PASSWORD

If your company is already 
registered and if you have not 
activated yet your password
/ or if you have forgotten your 
password, click on « Forgot 
password? » on the home
page.

You only need to enter your 
email address to reset it. Click 
on « RESET PASSWORD ».
A link will be sent to your email 
address to set a new password. 
The link will be active for
the next 24h.
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REGISTRATION
Reminder – Single location (only if not registered yet)

In order to register a new
company, you need to
complete this form with your
personal details, and the
company’s information.

When filling in the company’s
address, Google API
automatically suggests
addresses from its database
(auto-completion process).

Once you’ve selected one of
API suggestions, you’ll be
Able to modify if the address
is incorrect.
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REGISTRATION
Reminder (multi-sites connection) (only if not registered yet)

Please ask for the excel file mass upload template through the contact form of the site or through your Lexmark sales 
representative.
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DASHBOARD

When you log in, you have 
access to your dashboard.

The menu on the left helps 
you to navigate through the 
platform.
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MY PROFILE

If needed, you can modify 
your profile’s information by 
clicking on the green
icon.

Your information is 
automatically updated.

The e-mail being the log 
in unique ID, it can only be 
modified by an admin,
please contact us in case you 
need to change it.
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MY SITES

You can search for a specific 
site with the improved search 
engine. 

You can search by site name, 
street, postcode, company ID, 
city, country code or email.
The search engine is the 
same for the order, pick-up 
and history pages.
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MY SITES

When you click on My 
sites, all the companies you 
manage are displayed.

You can delete a company by 
clicking on the red cross,
or add a new company by 
clicking on « ADD A NEW 
SITE ». You only have to fill 
in the new company name 
and address. Google API 
will automatically suggest 
addresses and if you
select one, it will be 
automatically filled in.
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MY SITES

You can see your company 
details by clicking on the 
arrow or SEE MORE, located 
at the left of your company 
name.

You can see/ update your 
order and pickup information: 
click on « See/modify ».

This information is critical to 
inform our carriers. You can fill 
in door codes, specific
local contact information such 
as receptionist, documents 
needed etc…
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MY SITES

After having clicked on « see/ 
modify »: you can fill in some 
specific information to make
the delivery/pickup of your 
containers easier : specific 
address, door code, specific 
opening hours…

To be able to request a 
pickup, an address must 
be filled in. If you want 
the pick up information 
to be the same as the 
delivery information, you 
can tick the box « copy the 
company’s main address »
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MY TEAM 

Click on « MY TEAM » : a 
new page appears.

If you are the main contact, 
you can recognise it with the 
yellow star.

You can also see the other 
team members that are able 
to order or request a
pick up for this specific 
localisation.

A company = a team of 
several members.
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MY TEAM 

First search if he/ she is not yet registered in the database.
If not, please click on « CREATE USER… »
Please note that you can only search users with the same domain name (e.g.@lexmark.com).
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MY TEAM 

The team administrator can 
add (or delete) people from a 
team : he only needs to fill in 
the user information and click 
on « CREATE ». The user will 
receive an email with a link 
to set his password. He will 
then be able to log in to the 
platform.

If you want to make the user the main contact (the one with the yellow star), you have to tick the box « is the 
user the main contact of the company? »
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ORDER CONTAINERS

Click on « Order containers » : If you have many sites, you can search for them by company name, address, 
city etc…
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ORDER CONTAINERS

All your sites are displayed.
Select your site and click on 
« SELECT THIS SITE » (Blue 
square).
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ORDER CONTAINERS

You can see the number of each box type that you have in stock (depends on country allowance).
If you see two figures such as 1+1, it means that you have 1 box in stock and 1 box in pending order (not 
confirmed yet).
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ORDER CONTAINERS

You can see where you are in the order process thanks to the advanced ordering bar.
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ORDER CONTAINERS

On the top, you can see your 
company information, on the 
bottom you can select the 
containers you want to order 
for your company (5 containers 
per size and per order 
maximum). Click on « ADD TO 
THE SHOPPING CART ». Your 
order is placed in a shopping 
cart (it is not finished).
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ORDER CONTAINERS

At the first order, the customer needs to confirm the address given at the registration by clicking on the « Check 
my office’s information ».
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ORDER CONTAINERS

If your delivery address is the 
same as your registered admin 
address, then click on « DELIVER 
TO THIS ADDRESS ». Your order 
is placed in a shopping cart (it is 
not finished). If not, please click 
on « MODIFY».
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ORDER CONTAINERS

You can do the same for every 
company you manage. It will 
populate the shopping cart.
To do so, please click on « ADD AN 
ORDER FOR ANOTHER SITE »; If 
not, click on « CONFIRM ORDER ».
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ORDER CONTAINERS

The order is now finalised.
You will receive an email with your order details. Please note that if needed, you have 4 hours to cancel 
your order see > (see History page).
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REQUEST A PICKUP

The pickup process is quite similar.
Click on « Request a pickup » :
All your sites are displayed.

Click on :
« SELECT THIS SITE »
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REQUEST A PICKUP

You can see where you are in the order process thanks to the advanced pick up bar.
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REQUEST A PICKUP

On the top, you can see your 
company information, on the 
bottom you can select the 
containers you want to order for 
your company (5 containers per 
size and per order maximum).

Click on « CONFIRM PICK UP ». 
Your order is placed in a shopping 
cart (it is not finished).
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REQUEST A PICKUP

At the first pickup, the customer needs to confirm the address given at the registration by clicking on the 
« Check my office’s information ».
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REQUEST A PICKUP

If your collection address is the same as your registered admin address, then click on « COLLECT AT THIS 
ADDRESS ». Your order is placed in a shopping cart (it is not finished). If not, please click on « MODIFY»
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REQUEST A PICKUP

You can do the same for every company you manage. It will populate the shopping cart. To do so, please click on
« ADD A PICK UP FOR ANOTHER SITE »; If not, click on « CONFIRM PICK UP ».
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REQUEST A PICKUP

The PICK UP is now finalised.
You will receive an email with your order details.
Please note that if needed, you have 4 hours to cancel your request par see > (see History page).
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HISTORY

The History section gives you an 
overview of all your order and 
pickup request. You can use the 
different filters to find a particular 
order/pickup request.

Pending : the order/pickup has not been created yet in our logistics IT system.
Confirmed :Confirmed : the order/pickup has been created for the logistics team
Shipped : the order/pick up has been planned
Canceled : the order/pick up has not been created
Delivered : the order has been delivered
Collected : the pick up has been collected
On hold : the pickup has been unsuccessful, the customer receives an email and has 14 days to contact the logistics team.
Denied by customer : the collection could not be done because the customer did not contact the logistics team to give his
instructions (knlux.lccp_reverselogistics@kuehne-nagel.com).
Denied by carrier : the collection could not be done because there was nothing to collect.
Failed : the order/pickup has failed – for ex; no one was on site to give the boxes. Please contact our logistics team
(knlux.lccp_reverselogistics@kuehne-nagel.com)
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HISTORY

You can cancel an order/pickup request if and only if they have the pending status (4 hours after you’ve placed 
your request). To do so, click on the red cross.
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REPORTING

This section is more for fun to give 
you an average estimate of your 
cartridges collected
based on an average number 
contained in each box type.
But to get a real estimate of the 
cartridges collected then sorted, 
please click on
« ECO-REPORT REQUEST » (you’ll 
receive a cartridge carbon impact 
report based on the period you’ve 
requested).
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ANY QUESTIONS ?

To help the user navigating through 
the platform, a FAQ has been 
implemented, as well as a contact 
form. 
contact@collectedbylexmark.
com is the dedicated customer 
support address.
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HELP MESSAGES

When you see question marks (?), these are information messages on the platform to make the user experience 
easier. 

By default, help messages on the registration page + on order and collection processes are opened and 
visible. Helps messages on the other pages are closed by default and can be clicked on to be opened.

You can click on the question mark to close it, and you can reopen and close it as many times as you want.
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Resources summary

1/ Customer is already registered in our Database

a- You have any question concerning the site 
management (for ex, a need to modify an address 
or you forgot how to add a new location or team 
member). A FAQ is available online from the home 
page or any navigation page on the left inside.
Otherwise, your either use the contact form on site 
as we have a dedicated full time person
(https://www.collectedbylexmark.com/contact)
or write an e-mail to: 
contact@collectedbylexmark.com

b- You have a logistic concern (i.e. the container 
was not delivered on mentioned date):
You can also use the contact form and select 
delivery/ pick up tracking or write directly to 
our Kuehne Nagel support team: knlux.lccp_
reverselogistics@kuehne-nagel.com

c- You need an Eco-report
You can write e-mail to: `
emealccpenroll@lexmark.com
mentioning your company name, geo scope (all EU 
or only one country for ex) and period of reporting 

needed.
2/ Customer has never participated in LCCP and 
you only have one or two locations to register
You can use the Sign In button directly from the 
home page and fill in his details.

3/ Customer has never participated in LCCP and 
has a lot of locations/ or has participated in 
before but needs to make many modifications to 
his sites (contacts/ addresses updates, new sites, 
etc...) We kindly invite you to fill in the mass upload 
template. Please request it to 
contact@collectedbylexmark.com or to your
Lexmark Sales representative.
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