
Using The Online  Request For 
Services Form 

 
 Exact Repeat Order Instructions 



To begin with 
your Request 
For Services 
order select 

the following 
option. 



Is this an Exact 
Repeat order? 

(No changes, exactly 
the same, including 

quantity.)  

Please enter the job 
number from the 

previous run. 



When would you like 
your print order to be 
complete or to arrive 

where indicated? 
**Note: If order ships 
by Materials Manage-

ment, allow 3 days 
beyond completion 

date for order to ar-
rive.** 



Enter your Novell 
Account ID num-

ber and pass-
word. This is the 
ID and password 
you use when you 

login to your 
computer. 

A123456 

mydog 


