User Guide for OSPUpload 

Web Application

OSP clients may upload files for use by OSP staff via the OSPUpload application.  The application’s URL is https://upload.osp.dgs.ca.gov/ 

OSP Client Interface

OSP clients will be able to Log In to the application to upload files.  
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Welcome to the OSP file transfer site. You can use the browser tool to electronically send or receive files
10 0SP.

New Users:

To begin using this site you will need to register using the New User Registration button
located o the left. Upon completion of the registration, you should receive an email
registration confirmation indicating your registration submittal. Upon approval of your
registration, you wil receive a second email informing you of your approval.




The first time a client accesses the application, they must create a user profile.  Once the profile has been completed, the OSP contact employee will receive an email requesting approval of the client’s profile.  The client will not be able to upload files until his/her profile has been approved.
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First Name:

Lesthame:

Select your employee association with one of the following:

Select your
agency

-~
Phone:

What types of files do you normally send? Check all that apply:

vem (] Business Cards [ Mail Merge ] Advertising (]

Digital [] Addressing ] Legisiative ] other ]

D0 you have a specific OSP contact that you would like to receive your registration request?
Yes () No )

1fyou do not select a person from the list below, your registration will be sent to the customer service.
representative assigned to your agency or department.

setne 59 Emploee B
F—— E—

B ————
et s

After you submit this form, you will receive a confirmation e-mail of your
request and be redirected to OSP's main page. Please allow 24 hours, excluding

‘weekends and holidays, to process your application.




The client may select the OSP contact from the drop down menu.

Here’s a small sample of the drop down menu:  
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The login screen will ask the user for their user name and password.
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If the user cannot remember their user name and password, they may request the information from the system.
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The following confirmation screen will appear if the request is completed:
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Once the client logs onto the system, he/she may upload their files.

[image: image7.png]Deparment of

/GO General Services

BUILDING GREEN -BUYING GREEN - WORKING GREEN

ospHome 0SPUpload
0sPUplosd Home

Upload General ati

Logorr

Change Password The fle(s) you are submiting wil be processed exactly to your specific nstructions as described on
the Publishing Order St. 67 Form. To help ensure that your fle(s) are correct, OSP provides one.

Upload File

VPP form for digtal document imaging and one EPP deskiop form for all ther documents. OSP
P strongly recommends that you take the tme to complte the appropriate form since OSP s not
forms. responsibl for any output errors

Frequently Asked

== Click here to access the Forms

. We suggest that if you have mulipl fles of the same type you 2ip fles before you upload. This wil
e cut dow the upload time considerably and also you have to browse for one fie only. f you do not
Web Site Feedback have WINZP Archive utty avaable cick here o order WIIZE.

ContactUs Click here to upload fles.





The client first selects the OSP group to receive notification that a file has been uploaded, then enters a job number if there is one associated with the file to be uploaded, then enters the number of files to be uploaded.
[image: image8.png]Deparment of

/GO General Services

BUILDING GREEN -BUYING GREEN - WORKING GREEN

ospHome 0SPUpload
0sPUplosd Home

OSP Upload Service:

Logorr

Change Password Select the file's association to the type of Job.
Upload File Adgressng +

Forms

Is there an associated requisition number or job number?
Frequently Asked
Questions

Help ‘Approximately how many files do you have to upload?
Web Site Feedback

(Enter numerals only)
ContactUs





[image: image9.png]fellaEsw d9- o= OSPUpload_UserGuide.doc [Compatibility Mode] - Microsoft Word = @ =
pload.dgs.cagov/questionaire.asp 0+ B¢ X[ @ 0spUpload System = AN Home | Inset  Pagelayout  References  Mailings  Review  View P>
t #rina-
AaBbCcl AaBbCcI AaBb( AaBbCel 4aBbCcl AaBbCei daBbCel AaBbCei AsBECC L\

BCe

File Edt View Fvorites Tools Help Times NewRom - 12~ A" A" | Aa~

s (5] SuggestedSies + ) Upgrade Your Browser ] TRS ) TetTRS ) CaltPA ) Catans £]065 B]e00 £)EventReg Slosplogn  ~ f ~ B ~ 0 @ - Pager Sfety~ Took~ @~ e e B T e x % B- || enpmass  Heaaing Stons swte T TNosad. SkEm. e, Guee  Imamed Sutefet. | Cronge R
Ciipboard ® Font Styes 5| Editing
Canaral servi T I & ; r ; 3 ; 3 ; 3 ; = 1 o 1 Z = B
enerai Services -
GOV 7 5c cueen suvnc orien wommo creen uploaded.q
0P Home. T
0PUplosd Home -
oq0ff
Change Password Select the file's association to the type of Job. Depariment of .
R ] GOV General Services
Forms. or job number? L4 BUILDING GREEN -BUYING GREEN - WORKING GREEN
Erequently Asked
Questions
Help & Legisiative have to upload?
Web Site Feadback F e o ooy A OSP Home OSPUpload
Contact s
0OSPUpload Home
OSP Upload Services-Log In
Log Off
oo ey oo Acmtintsmmnnion | idaine Change Password Seolect the fiie’s sssociation 1o the of Job.
Uptoad Fre M
| Forms, Is there an associated requisition number or job number?
Erequently Asked
Questions
] Help Approximately how many files do you have to upload?
Web Site Feedback
(Enter numerals only)
N Contact Us
i Conditions of Use | Privacy Policy | Accessibility/Nondiscrimination Policy | Disclaimer
Copyright © 2008 State of California. 1"'
Page Bresk o

Page:4 o6 | Words: 276 | B |





[image: image10.png]GO

0sP Home
OSPUpload Home
Logoft

Change Password
Upload File

Forms.

Frequently Asked
Questions

Help
Web Site Feedback
ContactUs

Deparment of

General Services

BULDING

EEN-BUYING GREEN - WORKING GREEN

0SPUpload

o upload a i, Cick on the Browse.._button and navigate o the fe you want fo upload. Please
make sure not to nclude any specil characters fke %, # et n the fle name. After you have
‘selected your fles cick o the Upload: button. The fles wil be copied tothe location on our server
establshed for you.

Please DO NOT upload social security numbers, driver's license numbers, or other highly
confidentialinformation. If your files contain this ype of information, contact your
‘customer service representative first,

Note: The following file types are acceptable:

acedb, i, avi, asc, dbf, doc, docx, £ps, i, ipg, ovm, .paf, png,
scc, .son, sit A, 4t xt, wmv, wpd, XIS, xisx,

s, i, sbv,

Select File

Enter File Description

Upload!





Depending on the number of files to be uploaded, there will be the same number of select file boxes.  The browse button allows the client to find the desired file to be uploaded.  The client must also enter a brief description of the file.
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0SPUpload

4 files uploaded.

‘Thank You. The following fles were uploaded

File NameFile Description e Size
Stdo67.pdf
Testing fie upload sa3a7

‘These files will be deleted after 30 calendar days. Please ensure that you have.
submitted your STD. 67 (print order) within 2 weeks of uploading your files.

Ifthe file information is not correct, please contact your OSP Customer
Service Representative.

We encourage your Feedback.




The OSP contact(s) will receive an email with a link(s) to the uploaded file(s).  The files are uploaded to our external server in the DMZ, then moved onto our intranet server.  A job is run every 10 minutes to move the file(s).

Sample email of file uploaded to test server:
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Tor Pommerenck, Chris@0GS
«
Subject: _File Uploaded From General Senices , Department of (DGS)
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The associated job #: Testing Upload
Chris Pommerenck has uploaded 1 file(s) on 9/13/2012 at 2:54:48 PM

For further information regarding this transaction, This person can be reached by e-mail at:
chris.pommerenck@dgs.ca.gov

O they can be contacted by phone at (916) 3758064

Click on the link(s) below to download the file(s)
http:/idevospupload.dgs.ca.qoviFiles/Tesy913201225447PM_std067.pdf Testing file upload

* Note: File should be available after approximately 15 minutes of receipt of this em:





