For the copiers on both sides, there are two toners that can be replaced. The regular ink toner (located in the front) and the waste toner, which is located on the left side. To replace the regular toner, you open the front door, and on the left side is a big round tube. You push the lever down, pull out the tube, get a replacement tube (located on the floor at the back of the unit) take the top off, insert top part first and push the lever down. 

In that same box is the new waste toner. All you do is open the door on the left back corner, remove the current one and put the new one in. There are no caps or tabs to pull.

For the color printer, to replace a color you open the front door. There will be 4 tubes with color. You pull down the lever to remove the color that outs, then in the file cabinet behind you will be the replacement color. Remove the tabs and insert, put the lever back.

Please remember to alert staff when you replace any toner, so that we can order a new one.







