into
scratchpadsandsendit backto you. Justmakesurethe paperdoesnot containanysensitive
materialsuchasstudentinformation before sending.

Togetyour old papermadeinto scratchpads,or to just order scratchpadsfollow thesesteps:

0 Goto the online Graphicsand Print ShopWork Order System

o Includethe followingunder Specialnstructions: “Pleasemakescratchpadsfor office
use,usingrecycledpaper.”

0 Includethe numberof padsandthe sizeof the padsdesired:(8.5x11(FULLSHEET),
8.5x5.5(HALFSHEETHr 5.5x4.25QUARTEBHEET).

0 costeffectiveto requestprinting be placedon the scratchpads
whenorderingin smallquantities.

X Thenew Canonoffice printers



3.) Youarethen giventhe choicein the resultsto narrowresultsby “recycled”.

4.) Thissearchisafilter andthe filter canbe easilyremovedby clickingRemovehis filter.




Purchaseaeusableproductd Considereplacingone useitemswith atype that canbe usedmultiple
times. Examplesnclude: re chargeabléatteriesandrefillable pens. Forexample,if you havea
wirelessmouseor keyboard,you canuserechargeabléatteriesfor them

Recycle! Hereisalist of typicaloffice itemsthat everyCollegeoffice shouldbe recycling:
Officepaper

Lowgradepaper

Batteries

Beveragecontainers(glassplasticand

X X X X



