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          Printer Ink & Toner Cartridge Request Form



Directions:
1. This form is only to request Printer Ink and Toner Cartridges not covered by the Managed Print Services (MPS) Program. The MPS Program covers all Xerox devices and most networked HP printers. In the past, if toner has been provided for your copier or printer through the HelpDesk, please continue to order through the HelpDesk 
2. Please fill out the document below and email to: toner@wakehealth.edu.  Include in the subject line “Printer Ink & Toner Request”.
	REQUESTER INFORMATION

	Name
	

	Telephone Number
	

	Email Address
	

	BILLING INFORMATION

	Department Name
	

	Complete Chartfield
	

	SHIPPING INFORMATION

	Building & Floor 
	

	Desktop Location (Office or Suite #)
	

	Complete Address
	

	
	

	Attention Line
	


	PRINTER INFORMATION 

	Xerox Asset Tag Number 
(starts with X00B…)
	

	Printer Location/Building/Floor
	

	Printer Serial Number
	

	Printer Model
	

	Current Toner Cartridge(s) #
	

	Quantity Needed of Each
	

	Requested Delivery Date
	


*Toner Requests are subject to review and approval by the Manage Print Services Governance Committee or designee.
*Toner Requests may be substituted with recycled, generic or Office Depot toner.

There are three types of printers in the Medical Center:

1) In-Scope Printers – Printers that were designated In Scope by the Managed Print Services (MPS) Governance Committee with input and approval of departmental representatives.  In Scope Printers are supported by the Medical Center through the MPS program and are networked, shared devices (most of these printers have a Secure Print feature).  All toner cartridge orders will continue to be placed through the Help Desk for these devices.

2) Approved Out Of Scope Printers – Printers that are directly connected to a piece of equipment or computer and serve a specific purpose. These printers are approved by the Governance Committee but all supplies and repairs are a departmental expense.  Out of Scope Printers typically cannot be networked, but are critical to the institution.  Examples of Approved Out Of Scope Printers are those in the Operating Rooms and Labs where the printers are directly connected to clinical equipment.  This would also include stand-alone fax machines.   All toner cartridge orders that were placed through Office Depot will need to be placed using the Toner Request Form and submitted to toner@wakehealth.edu 
3) Unapproved Printers – These are printers that were scheduled to be removed from the Medical Center, but removal was not completed by the Implementation Team for various reasons, including the inability to locate the device or refused removals.  No Medical Center funds should be spent on these printers to include copy paper, toner or repairs.  Location and removal of these printers is ongoing.
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