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Step 1- Open the Fillable PDF 
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Step 2– Insert Information into the Fillable PDF 
Example provided on the webpage and below 

Example: 
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Step 3– Save your filled out form 

Note: Double check your information. This is what they will print so make sure there are no  
typographical errors.  

 

Pick a location where you 

can easily find the file. 

Save the file as a name that you 

can easily identify it as.  
Then Click Save 

Step 4– Login to the storefront 
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Step 5 – Scroll down to the business card section and select “View 

Items” 
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If you don’t know your Business Unit or 
your Department Number ask your 
agency’s Finance Department.  

 Do NOT guess.  

 Do NOT ask the vendor. 

Select the appropriate Business Unit 

Select the appropriate Department Number 

Select the number of cards you want to order 

Select the type of paper you would like to use.   
(The vendor can provide samples upon request.) 

Insert any additional instructions to the vendor 

When done click Add to Cart. 

Click the browse button. 
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Select the number of sides. This template only calls for 
one. 

Select the business card file. 

Click the Open button. 

Step 6 – Order the Cards 


