Job Procedure

Replenish Copier Supplies — Toner Waste Bottle

Tools/Equipment Required: N/A

PPE Required: N/A
Material Required: New Toner Waste bottle
Steps:
1. Obtain new toner waste bottle from cupboard at reception desk
2. Open front cover of copier
3. Remove new toner waste bottle from box
4. Remove empty toner waste bottle from copier, place into empty toner waste bottle box
5. Insert new toner waste bottle
6. Close front cover of copier
7. Close box and place on shelf for recycling



