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Log into https://sparc.stanford.edu  Select Tag Order Request by clicking on the portal title. 

  

This will take you to the dashboard page for the Tag Order Request 

 

The Dashboard contains a list of My Drafts, My Revoked Requests and My Completed Requests, 
depending on the activity on the page.  There are also quick instructions at the top of the page. 

 

 

Instructions 

https://sparc.stanford.edu/
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To create a new Tag order, click the Create New Requests on the left sidebar of the page. 

 

Once you enter your Contact Information, these fields will auto populate with future use. Next, scroll 
down and find the tag(s) you need to order.   
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When you have made your selections click Review Prior to Submit to continue or Save Changes to come 
back to your request later.  

Review the request details for accuracy and enter any notes.  Click Submit.  Your tags will arrive via 
University Mail unless other arrangements are made for pick up.  
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