
 
 

This document explains how to find your printers and order supplies using the Xerox “Find Printer “ tool. 

Find your Printer. 

User either the geo search or if you prefer, the serial number of the printer to find the printer in the 

tool.  Click on the “Search” button. 

 

 

 

 

 

 

 

 

 

When you select your device from the list, click on the “Install Printer” icon. 

 

Verify Device 

Verify that you have selected the correct 

device by checking the Device Information 

in the upper right hand corner.  

  



 
 

Check Open Tickets 

Check the open tickets for the device to make sure you are not creating a duplicate supply order.  If 

you are, note the number and cancel. 

 

Create the Supplies Request 

Select “Request Supplies” from the 

drop down menu.  

Enter a description of the needed 

supplies  (other fields are optional). 

Add Attachment (if appropriate 

Click on submit (save ticket number)  

 


