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Printing Services 

This form cannot be used as a Blanket / Standing Order.  This form is used as a onetime 
order (excluding prescription pad printing).  Please use the Service Request form for 
Prescription Pad, as they are covered under a different contract. 
 

1. You must read the Instructions area first.  If the form is incomplete it may be 
rejected.  

2. Select the vendor from the drop down list  
3. Fill in a description 
4. Attach the three quotes in the Internal 

Attachments/Written Quote area 
a. Select the add attachment link 
b. Select browse 
c. Locate the file 
d. Select Open 

e. Select  
f. Repeat a – e until all quotes are attached 

5. Fill in the 1 for Packaging and select the correct packaging type from the drop 
down. 

6. Fill the in the Quantity 
7. Fill in the Unit of Measure  - do not use dollar sign ($) 
8. Search for Commodity Code or you can use 82121500 

9. Select the  button to add and go to Cart. 
10. Then follow the steps in the cheat sheet Finalizing The Cart. 

 

 


