
1. Click on the Business Card Form Link. It will open this screen below. Please fill out the document and 
click one of the two options at the bottom of the form. If you click “Send this PDF to yourself in an 
email” then the PDF will be sent in an email to you. Please find it in your Outlook and download it.  If 
you click on the “Download the PDF directly” then you will be given the option to download the PDF to 
your desktop. 

 

2. Open a new 046 Supplies & Services Request Form on Microsoft SharePoint. Please fill out the 
following sections to the best of your ability. 

 

 



3. In the following section, please attach the PDF created from step 1. Click on “Click here to attach a 
file”. Then click “Browse…” and find the PDF file you saved. Then click “Attach”. 

 

4. Click submit form, after the request is approved by your manager, the HSA Supply room will fulfill 
your request. 

 


