WISCONSIN

JCENTER

Publications Order Blank

Instructions:

How to complete the Order Blank for
Wisconsin Job Center publications

Use the diagrams on the following
pages to provide the information that
IS required.

It's as easy as ... 1-2-3 ... A-B-C!

1. Determine how many publications you need
2. Determine your total cost per publication
3. Calculate the sum and enter it on both pages

A. Provide address information
B. Complete the pricing section
C. Provide payment information



A. Provide the “Ordered By”
and “Ship To” information

DDS1

Enter the “Subtotal” amount
on Line A from the Selection
page of the Order Blank.

C. Complete the applicable

C Payment information. If you
are using a cost code, enter it
in the identified area.
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as listed by the
“Quantity Ordered”
(the number of
packages) you
have entered to get
the “Total” cost per
publication. Enter
that value.

3. Enter the sum of all “Total” values in the high-
lighted box marked “Subtotal”. Enter the “Sub-
total” in Line A on the Payment side of the

Order Blank.
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