
Ricoh Recycling Process 

1. Put used toner cartridge in the box the new cartridge came in. 

2. Search www.ricoh-usa.com 

a. Choose About Us 

b. Choose Sustainability 

 

 

 

 

 

 

 

 

 

 

 

3. Scroll down to the Environment section 

a. Choose Product stewardship & recycling 

 

 

 

 

 

 

 

 

 

 

 

 



 

4. Scroll down to the button that says Prepaid Shipping Label and click it 

 

 

 

 

 

 

 

 

 

 

 

5. Verify you aren’t a robot. 

 

 

 

 

 

 



 

6. Fill out the shipping information form. 

a. For the EDP code, it’s always located on the box the toner cartridge is shipped 

in. 

 

 

 

 

 

 

 

 

 

 

 

 

7. If you’re only shipping one package, fill out the information and click Process 

Shipment. From there, you should be able to print out the shipping label. 

a. If you’re shipping multiple packages, click Add after entering each EDP code and 

you’ll be able to enter the EDP code for each toner model you need to ship back 

to Ricoh. You can then click Process Shipment and print out each label. 

8. Deliver cartridges to Shipping & Receiving, located in the Service & Supply Building, or 

request pick-up through DFM’s Work Order system. Instructions on how to submit a 

pick-up request may be found at the following link (*Note: Select “Recycling” instead 

of “Surplus Pick-up” on the Work Order Request): 

https://www.wku.edu/recycling/surplus_pick_up_request_new.pdf 

https://www.wku.edu/recycling/surplus_pick_up_request_new.pdf

