
 
 
 
 
 
 
Xerox Supplies Recycling Program Instructions 
 

 

 

 

 

 

 



 

 

This document outlines the instructions on how to create a return shipment on Xerox.com 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 1 – Login to www.xerox.ca/about-xerox/recycling/enca.html 

• Go to http://www.xerox.ca/about-xerox/recycling/enca.html 
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Step 2 – Login to www.xerox.ca/about-xerox/recycling/enca.html …continued 

• If you have an existing Xerox.com account, enter your existing login credentials and register for the Xerox Supplies Recycling Program 

 

 

 

 



Step 3– Xerox.com Registration 

• If you are a new user, please register by clicking the sign up now link. 
• Fill in the required fields on the registration page for Xerox.com 

 

 

 



 

Step 5– Edit Profile Purolator page 

• Complete the new user registration by filling in required fields. This will be your default ‘Return from’ Address.  
• Then Click submit 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

Step 6 – Verify your default “Ship From” address 

 

• Verify your shipping address is accurate, if you need to edit your ship from information, do so and click Save. 
• Click  the Shipping Request tab on the top left of the page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 7: Create Return Shipping Labels 

• Complete all required fields (Red bars indicate a required field) 
• The shipping request Return From Address is populated directly from your edit profile address 
• If you need to make any “on the fly” changes, all the fields are editable 
• *Please note, even though you may edit a field, every time you go back to Shipping Request it will display your default address as entered on the Edit 

Profile tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 7: Create Return Shipping Labels - Continued 

 

• In the Pickup Method dropdown, you have 2 options 
• You are defaulted to “Regular Scheduled Pickup.” Select this option if you already have a daily, weekly or bi-weekly pick-up from Purolator at your place 

of business and there is no need for an extra truck to come and pick up these package(s) individually. 
•  If you require a pickup, select “Request New Pickup” the portal opens a new section to schedule your pickup.  Select the Date for pick-up as well as the 

range of time that is convenient for you. 

• Once you have verified all your information is correct (and if applicable, scheduled your pick up) click on Save 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 8: Create Return Shipping Labels – Continued  

• Once you have saved all your information, click on Request Shipping Label 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 9: Create Return Shipping Labels – Continued  

• After you request shipping label, a link will appear called Shipping Label  

• If you requested a pickup, a pickup confirmation number will display, please copy this number for your reference  

• Click on each Shipping Label link to populate your labels for printing 

• if you need to print more than three labels, click the back button, or the Shipping Request Tab, and complete Steps 7 through 9 

• Once you have completed creating your return shipping labels, click Logout in the top right hand corner, to return to Xerox.com.  

• Please do not photocopy these labels.  They each have a unique PIN number to trace your shipment through the returns network. 

• Place Used supply item in the new supply item’s box. 

• Affix one label per box 

• Leave box at your usual courier pick-up location at your place of business 
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