
Do you know how to effectively clean your 
Multifunctional Device, to ensure you 
maintain a healthy working environment 
for all?  

Working with the suppliers on the RM3781 - Multifunctional 
Devices, Managed Print and Content Services and Records 
and Information Management Agreement, we have 
obtained the following guidance*.

• wear disposable gloves 

• turn off the device, disconnect AC power, and unplug 
device from the outlet before cleaning. 

• dampen a clean, soft, lint free, cotton cloth with a 
mixture of 70% isopropyl alcohol and 30% water (also 
known as rubbing alcohol)**.

• the cloth should be damp, not soaking to ensure dripping 
does not occur.  Do not spray any liquids directly onto the 
equipment.

• gently wipe the cloth on the surfaces to be cleaned. Take 
care to prevent liquid from getting into the equipment or 
between gaps around the control panel or buttons***.

• when cleaning a display screen or control panel, carefully 
wipe in one direction.

• ensure the equipment is completely dry before plugging 
it back in and turning it back.

• discard gloves after each clean and wash hands 
immediately after gloves are removed.

When handling isopropyl alcohol§ it is important to take all 
necessary precautions:

• avoid contact with skin, eyes, and clothing.

• keep away from heat and sources of ignition.

• use with adequate ventilation.

• store in a cool, well-ventilated place. Keep the container 
tightly closed.

• in the event of contact with isopropyl alcohol, wash skin 
thoroughly with soap and water.

For more in depth instructions from your supplier about your 
MFD, please see the pages below.

RM3781  
tips for cleaning your printing device 

*  This guidance is applicable to surfaces of Multifunction Devices, 
Printers, and Presses (e.g. panels, buttons, user interfaces, display 
screens, touch screens, doors/access handles).

**Do not use fibrous materials, such as paper towels.

*** Disinfectant entering the product may result in extensive damage or 
failure due to corrosion. 

§  Usage of high levels of alcohol may result in colour unevenness, 
discolouration, cracks in the surface, or blurs. Be sure to follow the 
precautions above and try the cleaning on an inconspicuous area first.

working in partnership



Cleaning guidance
The following guidance is applicable to surfaces of 
Multifunction Devices, Printers, and Presses (e.g. panels, 
buttons, user interfaces, display screens, touch screens, 
doors/access handles).

1 Wear disposable gloves made of latex or nitrile gloves 
when cleaning and disinfecting surfaces.

2. Turn off the device, disconnect AC power, and unplug the 
device from the outlet before cleaning. Do not clean a 
product while it is powered on and plugged in as it may 
cause electrification.

3. Moisten a clean, soft, lint free, cotton cloth with a mixture 
of 70% isopropyl (also known as rubbing alcohol) or 
70-75% ethanol. Do not use fibrous materials, such as 
paper towels, as they could scratch/damage the print 
device. A disposable wipe that meets the criteria above is 
acceptable. The cloth/wipe should be moist with no free 
liquid to ensure dripping does not occur. If a higher % of 
alcohol is used, it is recommended to first sample a small 
area of the print device that is not highly visible to ensure 
there is no discoloration, cracks, or blurs.

If you are unsure if a specific wipe is acceptable for use on 
Xerox® print devices, please email the details to:  
Askxerox@xerox.com.

4. Do not spray any liquids directly onto the product and do 
not use a “fogging” cleaning method around Xerox® print 
devices.

5. Gently wipe the moistened cloth on the surfaces to be 
cleaned. Take care to prevent moisture from entering 
inside the product or between gaps around the control 
panel or buttons. Disinfectant entering the product may 
result in extensive damage or failure due to corrosion.

6. When cleaning a display screen or control panel, carefully 
wipe in one direction, moving from the top of the display 
to the bottom. Do not rub the control panel strongly as it 
can be easily scratched or cracked.

7. Ensure surfaces have completely air-dried before turning 
the device on after cleaning (approximately four minutes 
wait time). No moisture should be visible on the surface 
of the product before it is powered back on.

8. Discard your gloves after all cleaning is completed, 
referring to the Safe Disposable Glove Removal Guidance 
Document. Clean your hands immediately after removing 
your gloves.

Xerox®  
Print Devices Cleaning Guidance  
For customers and cleaning 
companies

TM

With public health concerns over the SARS-CoV-2 virus and COVID-19, the following 
guidance is for customers and their agency cleaning companies on how to effectively 
clean Xerox® devices and maintain a healthy work environment. 
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Instructions for safe handling
It is important to handle isopropyl and ethyl alcohol in a 
safe manner.

• Avoid contact with skin, eyes, and clothing.

• Keep away from heat and sources of ignition.

• Use with adequate ventilation.

•  Store in a cool, well-ventilated place. Keep container 
tightly closed.

• In the event of contact with alcohol, wash skin thoroughly 
with soap and water.

Other precautions
1. Usage of high levels of alcohol may result in color 

unevenness, discoloration, cracks in the surface, or blurs. 
Be sure to follow the precautions above and try the 
cleaning on an inconspicuous area first.

2. Follow Xerox approved and documented cleaning 
methods for components that are part of regular system 
maintenance.

3. Refer to the EPA website for information on disinfecting 
effectiveness when selecting a cleaning mixture or wipe.

https://www.epa.gov/pesticide-registration/list-n-
disinfectants-coronavirus-covid-19

Note: This document may be updated if/when determined 
appropriate.

Xerox®  
Print Devices Cleaning  
Guidance  

https://www.epa.gov/pesticide-registration/list-n-disinfectants-coronavirus-covid-19
https://www.epa.gov/pesticide-registration/list-n-disinfectants-coronavirus-covid-19


Returning to work  
Best practise for print

Getting started
As we all prepare to return to the new normal, there are 
many things to consider. One thing we wanted to reassure 
you about was your print infrastructure. You should have no 
issues at all getting your devices up and running again but 
here are a few pointers to help you do that as effectively and 
safely as possible.

• Clean: disinfect the panel (screen and keys), document 
feeder, document glass and handles of paper trays using 
a soft cloth dampened with IPA (isopropyl alcohol) or 
ethanol – DO NOT use sprays containing solvents. Be sure 
to wear vinyl gloves when cleaning or wash your hands 
thoroughly afterwards.

• Turn on: we advise you to turn on your devices an hour 
before you need to use them to allow time for them to 
restart and acclimatise.

• Replenish: empty all paper trays and refill with fresh 
paper before you print.

Minimising physical contact with  
your device
We recommend that you minimise physical contact with your 
device by using the following methods of interacting with the 
control panel or controlling the release of print jobs:

• Secure Access: don’t forget that if you secure access 
to your devices, your users do not have to touch the 
device to release their print job, instead they simply 
authenticate the print job using their ID card. Please 
contact your Account Manager if you’d like to introduce 
secure access to your devices.

• Remote Access: the “Remote Access” functionality of 
your multifunction device allows you to control the 
device from a tablet or smartphone and access the 
buttons on the LCD control panel remotely. After first 
checking with your IT administrator that the feature is 
enabled on your printing system:

- Connect your phone or tablet to your company 
network or the Wifi access point on the MFD (if 
installed)

- Download the bizhub Remote Access app from the 
Apple Store or Google Play Store

• Sylus: you can use a personal stylus to safely use the 
multifunction panel. Any stylus suitable for modern 
capacitive displays should be compatible.

• Remote Scanning: you can also scan documents 
remotely using your smartphone.

What to do if you experience any problems
If you experience any problems printing after following the 
guidelines about cleaning, re-starting and replenishing the 
paper in your device, please:

1. Check with IT: check with your local IT to ensure there 
are no network issues that might be affecting your ability 
to print.

2. Clear any jams: the machine may jam a little initially as 
it will need to acclimatise if it has been turned off for a 
long time. Simply clear any jam and retry – your device 
should then be fine.

If the problem persists, please refer to the guidelines below 
about how to get help in order to get you back and up 
running again.
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Online help resources
We have a wealth of information that can help you problem 
solve and find quick fixes if you experience any problems. 
Please visit our iTraining website to access these resources:

itraining.konicaminolta.eu

Or simply can scan the QR code below:

Remote support
If you can’t find a solution online, we can provide remote 
support so you can get back up and running as soon as 
possible. No need to book and wait for an engineer.

We can use virtual tools like Aire Link and remote access 
software to either resolve the issue ourselves remotely or talk 
you through the process (if there is something you need to do 
onsite that we can’t complete remotely).

To request remote support, simply email us at: 
remotesupport@konicaminolta.co.uk

Customer portal
As a valued customer, you have access to eBiz, our secure 
customer portal.

Available on computers and smart devices, eBiz provides you 
with complete visibility of your print solution. Using eBiz you 
can:

• Review all the devices covered by your print solution

• Create service requests and monitor progress of those 
requests

• Order consumables, to ensure business continuity

• Track your orders and service requests as well as request 
email updates

• Manage current and historical invoices

eBiz is available at:
ecommerce.konicaminolta.co.uk

Alternatively…
If you can’t find a solution to your problem online or we 
haven’t been able to resolve the issue remotely, please create 
a service request via eBiz so we can book an engineer to 
come to you. Alternatively you can call us on 0871 574 7200.

Please be aware that we may be experiencing a high volume 
of calls as many organisations return to work – we kindly ask 
you to bear with us during these unprecedented times.

Here to help, safely
Should we need to send an engineer to you, we’d like to 
reassure you that safety is our priority. All our technicians have 
been issued with PPE equipment (masks and gloves). We ask 
you to ensure that your staff follow government guidelines 
in terms of social distancing and use of PPE. If you have any 
special arrangements in place in terms of visitors, please 
let us know as soon as possible so we can take these into 
account when planning our visit. We will of course work with 
you to book our visit for a day and time that suits all parties.

Please get in touch if you have any queries about ensuring 
a safe environment for your staff, customers and citizens as 
you transition to the new normal.

Returning to work  

https://itraining.konicaminolta.eu/en/home.html
https://ecommerce.konicaminolta.co.uk/en-gb/account/login


1 Before beginning the process of cleaning and disinfecting 
the device always wear disposable gloves.

2. Turn off the device and unplug it from the electrical 
supply*.

3. Use a microfibre cloth moistened with a solution of 70% 
isopropyl alcohol and 30% water.

4. Gently wipe the surfaces from top to bottom with the 
cloth in one direction only.

5. Once the surfaces have completely dried you can now 
connect the device to the electric supply and switch on.

6. Once the surfaces are disinfected, clean the scanner glass 
with a cloth moistened with alcohol and finish cleaning 
with a dry microfibre cloth to remove any marks to avoid 
defects in copy quality.

7. Once this process is complete, discard the gloves 
and wash hands following the current government 
instructions.

#SaferWorkspaces

 *It is possible to wipe the operating panel and any other user 
interface with a cloth moistened with alcohol without turning 
off the device.

Do not spray any liquids directly onto the equipment.

Cleaning & disinfection of 
Kyocera devices 
Practical tips to limit the risk of  
cross infection:

kyoceradocumentsolutions.co.uk



Best Practice Guide: 
Cleaning and Disinfecting  
Lexmark Devices

© 2020 Lexmark. All rights reserved.
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Maintaining A Clean Device
Lexmark printers and multifunction devices are commonly 
located throughout the work environment and used by 
multiple people. Keeping these devices clean and sanitary 
is important for the health and safety of users, particularly 
as organizations seek to minimize risk from the COVID-19 
situation.

Lexmark Recommendations
Lexmark devices, including washable touchscreens, are 
designed to withstand daily cleaning and disinfecting to 
minimize the risk of cross contamination.

We recommend Lexmark devices be cleaned at least once 
daily using the process outlined below. Device users should 
also practice good personal hygiene, including frequent hand 
washing for at least 20 seconds with soap and water, or using 
alcohol-based hand sanitizers with 60-90% alcohol content.

Device Cleaning Process
• Use an alcohol-based cleaner with a minimum 

concentration of 60% alcohol or premanufactured 
disinfectant towelettes with minimum 60% 
concentration. Do not use ammonia- based or chlorine-
based cleaners.

• Turn off machine.

• Apply approved cleaner to a soft cloth, or use 
premanufactured disinfectant towelettes. Do not apply 
liquids directly on devices.

• Wipe down exterior surfaces of the device with the soft 
cloth or towelette. Pay close attention to high touch 
areas such as smart panels, lids, trays and keyboards.



Infection prevention and 
control recommendations 
Cleaning and disinfecting computers, displays,  
multi-function printers (MFPs), and accessories  
used in healthcare settings

This set of recommendations for computers, displays, 
multi-function printers (MFPs), and accessories in 
healthcare facilities was developed by a team of 
board-certified infection preventionists working on 
behalf of APIC Consulting Services Inc., a wholly-
owned subsidiary of the Association for Professionals 
in Infection Control and Epidemiology (APIC), for HP.

IT and IoT devices may be sources of 
pathogen transmission
Rationale
Computers, displays, MFPs, and accessories (e.g., keyboards 
and mice) are valuable clinical and instructional tools for 
healthcare clinicians to view and transmit patient data, 
access and print healthcare literature, provide patient and 
family education, and facilitate learning. These devices fall 
into the classification of non-critical medical equipment, 
requiring low-level disinfection as recommended by the 
Centers for Disease Control and Prevention (CDC) Guideline 
for Disinfection and Sterilization in Healthcare Facilities 
(2008).1

As these electronic devices are used at the point of care 
(e.g., emergency department, operating room, intensive 
care, hemodialysis, and long-term care) or in common areas 
where patient care is delivered, contamination of pathogenic 
bacteria and epidemic viruses from the hands of healthcare 
providers or the environment has been demonstrated 
in numerous studies.2,3,4,5 Ensuring the cleaning and 
disinfecting of these devices is an important component of 
environmental hygiene and eliminates a potential source of 
pathogen transmission.

Cleaning and disinfection protocol
Responsibility
The responsibility for routine cleaning and disinfection of 
the devices and accessories shall be dictated by the facility 
and clearly communicated along with appropriate training as 
defined in this document. Collaboration between Infection 
Prevention and Control, nursing, environmental services 
(EVS), and Information Technology (IT) is critical for defining 
this responsibility and ensuring that training occurs.

If the electronic devices become visibly soiled or 
contaminated with blood or other bodily fluids, it is the 
responsibility of the user of the device(s) to perform 
immediate cleaning and disinfection using the recommended 
protocols below.

General recommendations
• Users of the computers, displays, MFPs, and related 

accessories should not touch the equipment with 
contaminated hands. Hand hygiene should be performed 
before accessing the device and/or accessories (e.g., 
keyboard, mouse).

• Users must ensure that they are using germicidal wipes 
that have been approved for use with the devices. Device 
manufacturers typically provide the details in their user 
guides. The facility Information Technology (IT) and 
Infection Prevention and Control staff should also be 
familiar with the germicidal wipe brands (or formulations) 
that have been approved for use with computers, displays, 
MFPs, and related accessories in use.

• Presaturated germicidal wipes are preferred for cleaning 
and disinfection rather than spray disinfectants applied 
to a cloth, to avoid the dripping of solution into the 
ventilation or other points of ingress, which can damage 
the equipment.

• Fibrous materials (e.g., paper towels) should not be used 
for cleaning and disinfection of the equipment to avoid 
scratching the display or control panel.



• The use of keyboard covers does not replace the need for 
cleaning and disinfection of the accessory.

• Routine cleaning and disinfection of the computers and 
displays should start with the top of the display monitor, 
proceed to accessories (e.g., keyboard, mouse), and 
finish with the cables. Routine cleaning and disinfection 
of the MFPs should start with the top of the control panel 
and finish with the keyboard. Ensure that the germicidal 
wipes remain wet during application.

• Turn off the equipment to prevent electrical shock or 
damage to the components.

Cleaning
If visible soiling of the devices occurs, cleaning is required 
prior to disinfection.

• Perform hand hygiene.

• Don clean (non-sterile) gloves.

• Remove soil from the device or accessory with a 
manufacturer-approved cleaning or cleaning and 
disinfecting germicidal wipe (commonly used 
formulations listed in Table 1: HP Healthcare Edition 
compatibility-tested formulations for cleaning and 
disinfecting), or a water-dampened cloth. Microfiber 
cloths, chamois (static- free cloth without oil), or static-
free cloth wipes are preferred.6

• Allow to air dry.

Disinfection
Refer to the germicidal wipe manufacturer’s recommended 
instructions for use (IFU) for the product(s) used at the facility 
to ensure appropriate application and contact time of the 
product.

• Perform hand hygiene.

• Don clean (non-sterile) gloves.

• Disinfect all exposed surfaces of the computer and 
display including the accessories. Disinfect the surface of 
the control panel and keyboard of the MFP.

- Ensure that the germicidal wipe remains wet during 
the application process. Replace, if necessary.

- Ensure that the surfaces remain treated with the 
disinfectant for the contact time specified by the 
germicidal wipe manufacturer.

• Allow to air dry.

• Remove gloves.

• Perform hand hygiene.

• If contamination with Clostridioides difficile or norovirus 
is suspected, a sporicidal agent (e.g., hypochlorite or 
bleach) is required.

Frequency
• Routine cleaning and disinfection of the devices and 

accessories should, at a minimum, be performed daily. 
Increased frequency of cleaning and disinfection to once 
per shift is recommended for clinical areas where patient 
acuity is high (e.g., ICUs, bone marrow transplant), 
patient volume is high, or the devices will be handled by 
multiple healthcare providers.

• Computers, displays, MFPs, and related accessories that 
are present in patient rooms, shared clinical areas or 
procedural rooms should be cleaned and disinfected 
with the same frequency that occurs for the room 
environmental surfaces (e.g., daily for patient rooms, 
after each patient use for procedural rooms).

• If the devices are part of a mobile workstation, cleaning 
and disinfection should be performed between each 
patient use.

• Facility policies (e.g., nursing, information technology, 
EVS) should be referenced, as needed, for additional 
cleaning and disinfection guidance, (e.g., cleaning and 
disinfection responsibility matrix).

Infection prevention and 
control recommendations 



Table 1: Cleaning and disinfecting products
Select HP Healthcare Edition compatibility-tested formulations for cleaning and disinfecting.

Type of agents Select HP Healthcare Edition compatibility-tested 
products

Manufacturer contact 
time for Select HP 
Healthcare Edition 
compatibility tested 
products

Comments

Cleaning agents*

Ethyl alcohol: 0.10–1.00% and cellulose Isopropanol: 60–70% and 
water

Not applicable Required only if 
electronic device is 
visibly soiled. These 
products should 
not be used for 
disinfection.

Cleaning and disinfection agents: one-step products*

Alcohol-free 
quaternary 
ammonium 
compounds (QAC)

Benzyl-C12-18-Alkyldimethyl ammonium chlorides: < 0.1%, 
Quaternary ammonium compounds, C12-14-alkyl[(ethylphenyl) 
methyl]di methyl, chlorides: < 0.1%

10 minutes**

QAC/alcohol

Quaternary ammonium compounds, C12- 18-alkyl [(ethylphenyl) 
methyl] dimethyl, chlorides: < 0.5%, Benzyl-C12-18- alkyldimethyl 
ammonium chlorides: < 0.5%

Isopropanol: 10–20%, 2-Butoxyethanol: < 5%, Quaternary 
ammonium compounds, C12-18-alkyl [(ethylphenyl) methyl] 
dimethyl, chlorides: < 0.5% Benzyl-C12-18- alkyldimethyl 
ammonium chlorides: < 0.5%

3 minutes**

3 minutes**

Isopropyl alcohol: 55.0%, Alkyl dimethyl benzyl ammonium 
chlorides: 0.250%, Alkyl (68% C12, 32% C14) dimethyl ethylbenzyl 
ammonium chloride: 0.250%

2 minutes**

Isopropanol: 10–20%, Ethylene Glycol Monobutyl Ether 
(2-Butoxyethanol): 1–5%, Diisobutylphenoxyethoxyethyl dimethyl 
benzyl ammonium chloride: 0.1–0.5%

2 minutes**

Hypochlorite 
(bleach)

Sodium hypochlorite 0.1%–1.0% 3 minutes** Required for use 
if devices are 
suspected or known 
to be contaminated 
with C. difficile or 
norovirus.

Improved hydrogen 
peroxide

Hydrogen peroxide: <1% 1 minute**

Infection prevention and 
control recommendations 



* Neither APIC nor APIC Consulting Services endorse any 
commercial product or service.

** Contact times listed correlate to the one-step germicidal 
wipe products that are HP-compatibility tested. Refer to the HP 
equipment specifications for germicidal wipe product names. Refer 
to other manufacturer Instructions for Use (IFU) and product labels 
to determine the recommended contact time for products used at 
your facility.

Note: Use of wipes soaked in peracetic acid or hydrogen 
peroxide may be an alternative to quaternary ammonium 
compounds (QAC) and bleach for low-level surface 
disinfection, but studies supporting their effectiveness have 
only recently emerged. Augmentation of manual surface 
cleaning and disinfection with automated disinfection 
technologies (e.g., UV light and hydrogen peroxide vapor 
machines) is being adopted for use in operating rooms and 
patient rooms where electronic devices may be present.7, 9

Definition of terms7,8

Contact time: A specific length of time a chemical disinfectant 
must remain in contact with a microorganism to achieve 
complete inactivation. Contact times for each microorganism 
are clearly listed on the label of U.S. Environmental 
Protection Agency (EPA)—registered liquid disinfectants. The 
treatment time for a wipe and spray disinfectant consists of 
the wet time plus wiping as well as the undisturbed “dry” 
time.8

Hydrogen peroxide: Improved hydrogen peroxide is a 
disinfectant. Manufacturers will add cleaning agents to 
improve cleaning efficiency. These agents are bactericidal, 
virucidal, fungicidal, and tuberculocidal.

Hypochlorite (bleach): These agents are bactericidal, 
fungicidal, virucidal, mycobactericidal, and sporicidal. Used 
to disinfect blood spills.

Quaternary ammonium compound products (QAC): These 
agents are bactericidal, virucidal against enveloped 
viruses (e.g., HIV), and fungicidal. They are not sporicidal 

and generally not mycobactericidal or virucidal against 
nonenveloped viruses (e.g., norovirus). Healthcare facilities 
commonly use EPA-approved QAC products for routine 
cleaning and disinfection of the environment and non-critical 
medical equipment.

Contact information
For more information, visit  
hp.com/go/healthcare or hp.com/go/healthcareworkflow
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