Xerox Supplies Recycling Program Instructions

Xerox ii JIPurolator



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



Go to http://www.xerox.ca/about-xerox/recycling/enca.html
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Xerox Green World Alliance

Welcome to Xerox Canada's improved process for recycling and remanufacturing used supply items.

Through the Green World Alliance collection/reusefrecycling program for spent imaging supplies, customers return
more than 2.5 milion cartridges and toner containers annually. Owver the last 20 years, our supplies recycling
programs have kept more than 145 million pounds of waste out of landfills.

Xerox Canada will pay for the return of all Xerox branded used supply items. We encourage vou to view our Take
Back List to understand which supply items Xerox currently remanufactures. If vour supply item is not on this list,
Xerox recommends that vou recycle locally.

To request and print your =hipping labels:

1. Check to see if vour supply tem should be returned to Xerox for remanufacture:

> how do | find my part/sku number?

If you have already created an account on Xerox.com, please login - otherwise sign up now.
Schedule a pick-up online or indicate that you already have a regularty scheduled Purolator pick-up.
Reguest and print your unigue, 'smart’ label.

Inzert used supply item in the new supply item box.

Affix one Purolator label per box.

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

Recycling at Xerox
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Step 2 — Login to www.xerox.ca/about-xerox/recycling/enca.html ...continued

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

Xerox @,)

'1', {‘,_. Canada [EM] [FR] @ Login/Log Out = User Profile Cl.. Search Xerox

Support & Drivers Contact

Lﬂgin Register

Register for the following
applications:

Email Address:

Password: = Purchase supplies online at
your price
« [ a
Remember me: []lore Info - Meter Reads
» Forgot your password? = Canada e-store
= Xerox Supplies Recycling

Program

Log in to access your perzonalized account management features. To log
in, wour browser must be set to accept cookies. Please note that vour
login and password are case-sensitive.

To =ign in to your Canada e-store account, visit www xeroxdirect.ca




Step 3— Xerox.com Registration

e Ifyouare a new user, please register by clicking the sign up now link.
e Fill in the required fields on the registration page for Xerox.com
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Registration : Step 1 of 2

Please enter the following information to create an account.

I = required field

First Name: I

Last Name: I

Please provide an email address to be used as vour login name, for example,
yourname@address. com.

Email: I

Confirm Email: I

Choose a case-sensitive password of 5 - 12 letters and or numbers. Do not
use punctuation, spaces, or special characters such asi<=).

Password: ||

Confirm Password: ]




Step 5- Edit Profile Purolator page

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

‘/’P”ro’atar Login | Forgot Your Password? | Mew User?

‘Where business is going

Mew User Registration

First Marme I:I
Last Mame I:I
Cornpany Mame I:I
Herox CustornerTech 1d I:I
Street Murmber I:l
Street Mame I:l
Suite/FloorBuzz I:l

Fostal Code I:l
Frovince |SE\EEI [L]
Area Code I:I




Step 6 — Verify your default “Ship From” address

e Verify your shipping address is accurate, if you need to edit your ship from information, do so and click Save.
e C(lick the Shipping Request tab on the top left of the page
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+ Postal Code Lookup English _

+ Purolator Dropoff Locator Company Name (G os
Shipping Instrustions - Fortact Name I John Doe
Instructions dexpédition
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Flease Mote: Forinstructions on how to create a return shipment using this web site, please click here or on "Shipping Instructions" link located on the [eft

+ Shipping Instrictions

Horme | Edit Prafile | Shipping Reguest



Step 7: Create Return Shipping Labels

e Complete all required fields (Red bars indicate a required field)
e The shipping request Return From Address is populated directly from your edit profile address
e If you need to make any “on the fly” changes, all the fields are editable

e *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
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¢ Purolator Dropoff Locator

Return From Address
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Shipping Instructions - Street Number I 123
Instructions dexpédition

StreetName IMEIH ot
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¢ Shipping Instructions
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Regular Scheduled Pickup

Request Mew Pickup
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Product
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Label
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Step 7: Create Return Shipping Labels - Continued

e |nthe Pickup Method dropdown, you have 2 options

e 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.

o 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.

e 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

Xerox é‘)

Home  Edit Profile

Shipping Reguest

Logout
Force.com Sandbox: Devl

Address Tools - Outils ligs &
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« Purolator Dropoff Locatar
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fieturn From Address
Campany Narme
Contact Hame
Strest Number
Strest Narne
Strest Line 2

City

Postsl Code
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Hurmber of Boxes Being Returned
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Company 123
John Doe
123
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Mg A1
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416
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123456729
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Regular Scheduled Pickup

Request Shipping Label

Product Return To RMA Number Status PIH Label Pickup Confirmation Number
Default Mississaugs Return Facility 123456789 Mot Requested
Default Wisgissaunga Return Facility 1234567849 Mot Requested
Default Missiz=aungs Return Facility 123456789 Mot Requested

Horne | Edit Profile | Shipping Request



Step 9: Create Return Shipping Labels — Continued

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

e If yourequested a pickup, a pickup confirmation number will display, please copy this number for your reference

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

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

e Affix one label per box

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

Fackage Information
Product Return To RMA Humber Status PIN Label Pickup Confirmation Number
Default Missiszauga Return Facility 1234567849 Requested 3209014511235 Shipping Lahel 000062593
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	This document outlines the instructions on how to create a return shipment on Xerox.com

