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Contact cards are ordered through the Department of General Services’s PAPublisher web site, 
https://www.papublisher.state.pa.us/DSF 

 

 First-time users will need to register (explained in pages 1–3 of this document).  
Registration must be approved by your supervisor. After you submit your registration, 

your supervisor will be notified for final approval. 

 Returning users simply log-in with the user name and password. 

 Ordering instructions are explained in pages 4–5 of this document. 
 
Creating a PAPublisher account: 

 
 

The Register screen has two sections, Contact Information and Account Information.  
 
Continued on next page

https://www.papublisher.state.pa.us/DSF
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On the PAPublisher web site, Contact Information is followed by Account Information. To save 
space in these instructions, the sections are shown below in two columns. 

 

 

 

 

 

 

The code displayed to you (varies for each registrant) will expire in 90 seconds. If you take more 
time to complete the registration screen, you will see a message that the code expired, along 
with a new code.  

 
Before typing the code, review the password fields; if they are blank, re-enter your password. 

 
After reading the Terms and Conditions, click the “I accept” box, then click Continue. 
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The next step is to select the print shop nearest to you.  For most users, the Bureau of 
Publications will be the only option provided.  If multiple print shops are listed, select the desired 

location, then click Register: 
 

 

 

Successful creation of an account is indicated with a confirmation: 

 

 
Click Get Started, or return to the PAPublisher web site at a future time to place an order. 
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Ordering Instructions 

As a returning user, login and select, “Commonwealth Catalog”, on the PAPublisher Home page. 

 

 
 
Select HR Service Center Business Card and desired quantity. 

Then click “Human Resource Catalog”: 

Select the desired quantity of 

HR Service Center Business 
Card 

 
Qty Cost (As of 2/1/15) 

 120 $10.44 

 240 $14.40 
 500 $21.00 

1000 $35.00 
 

and click Add to Cart 
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Your cost will be reflected in the upper right corner. 
Click Go To Cart ! to finish checking out. 

 

 

If you want to rush or delay shipment, at Due Date and Time, click the calendar icon and 
select a date/time other than the default shown. 
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Enter the recipient information and proceed to checkout: 

 

Enter your payment information: 
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Review your order, then select Place My Order: 
 

 
 

Print your confirmation or select continue shopping for additional items: 
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If you have questions with your order or the process, you may contact DGS at 
717.704.1029.  

 


