HOW TO

ORDER BUSINESS CARDS

We have a print contract with The Washington State Deparment of Enterprise Services and in order
to get business cards from there are a few steps you’ll need to take first. Let’s go!

Register for an account:

Click on LOGIN in
the top-right corner.

A pop-up will appear, click Register.
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Complete the form and be sure to use Agency Code 6740,

Forget Your Passwond?

Organization

Skagit Valley College

Department

[insert department name]

Agency or Organization Code or enter Guest
6740

and choose Washington State Department of Enterprise Services as the print shop. Then submit!

Choose Facility

Please click here to choose/change your faclli

By clicking the Submit button, you agree to Terms and Conditions
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https://prtonline.myprintdesk.net/DSF/SmartStore.aspx?6xni2of2cF1OAY5jHVvlUrUsqozrCjF3xgL/DdBBf+Sre9e470j4aMR+LcLIWmKS#!/Storefront

Once logged in, click on Business Cards:
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At the next page choose our 2-Sided
Business Cards:

IH THIS CATEGORY:

SVE 2-S1DED BUSINESS CARD -
S TANDARD - 231215

Now the fun part, fill out your Business Card information:

Adding a QR code is optional, =
recommended for Calendly use =~ BV Beshitibes
or something similar.

Phane:  Phorse Number 1
Frone Mumber 2

Email  omai

Be sure to choose your correct inghode
location, Mount Vernon or

Whidbey Island.

Before you add it to your cart, you'll select your desired quantity. Then click Add
to Cart. Then click on the cart and select "CHECK OUT."



In the checkout, you'll choose a due date and click "PROCEED TO CHECKOUT."

In the shipping section, you'll choose "Fulfillment Courtesy Shipping" and enter
in your name and the college address and then click "PROCEED TO PAYMENT."
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Select a shipping address & shipping options

SHIPMENT 1 Products

Customar Plckup. Tond Nicolas Business Cards

+ Fulfiliment Courtesy Shipping

Item Name: SVC 2-Sided Business Caed - Standard

ADDRESS @ns

Mail Stop Lookup (Opens ina new windaw)
First Nami:

Marisa

In the payment method section, make sure "Cost Center" is clicked. You'll need
to enter in our Organization Code 6740.

How would you like to pay?

Then, you need to complete a e

purchase requisition in ctcLink @ cost Conter

and enter the PR number in the COST CENTER

"Purchase # or Budget Code" P koo N

field. Then click PLACE MY o

Purchase # or Budget Code (20 Character Lit
7.4

ORDER. Tanes:
q Total: $85.41

An approval request will then be sent to the SVC Business Office for review and
approval before your business cards will be printed and shipped to you.

DES Contact Information:
Jennifer Hall
Administrative Operations Manager
360-664-4334 | Jennifer.hall@des.wa.gov
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