
Print Cartridges Replacement FAQ’s – by Rodina / the TIS 
 

Who replaces them?  It is the responsibility of the users of the printers to 

replace the cartridges.  This includes the labs and pod printers.  This does not 
include the Xerox machines. 
 

What if I don’t know how? Our I.T. person and I are happy to assist you.  The 

process is usually very simple. 
 

Where do I get the cartridges? I have them stocked on top of the cabinets 

down the hall from the mailboxes.  If you take the LAST one, please send me an 
email or drop a note on my desk and I will order it. 
 

Who orders them if not there?  I order them.  Just send me an email or drop 

a note on my desk and I will order it.   
 

What do I do with the old one?  Recycle it of course!  It goes out in the 

Interoffice Mail – Address it: DO WAREHOUSE RECYCLE.  
 

Can I keep one in my room or in our lab as a backup?  No. Watch your 
levels and order when you are low.  We are on a budget! Ask me to 
help you on checking your levels.  
 

What if I see “replace transfer roller” or “replace drum kit soon”? This 

is a helpdesk ticket.  If you get this, please put this in ASAP.  I order these and IT 
replaces them. 

 
So let me get this straight: I DON’T do a helpdesk to replace my print 
cartridge?  Yes, that is correct.  You do NOT do a helpdesk when your printer is 

out of ink. I think we can all agree that we would prefer that IT spends their time 
helping to fix bigger tech issues rather that replacing print cartridges.  IT and I are 
here to help if you need it. 

 
What about Ricoh Toner Replacements?  Tipp orders and replaces these.  


