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Office of State Publishing’s new
Web StoreFront.
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Registration

» The Office of State Publishing (OSP) is now
hosting an online ordering site at which you
can order your business cards. All you need to
do is self-register and get approved. Once
you are approved as a user, you can log on,
enter the data for the business card, then
place your order.

» Please be aware that your agency must have
an approver registered on the site, and your
billing code must be entered into the site
before any orders can be placed, so please
check before you self-register.




Registration

» New users must register before ordering
business cards.

» The link is to “Office of State Publishing (OSP)
One-Stop Print Shop” website. The link is
https://www.webstore.osp.dgs.ca.gov/WSFdir
/Companies/RegWSF /storefront.aspx?.

» Follow the hyperlink under the login box to
“‘Register.”



https://www.webstore.osp.dgs.ca.gov/WSFdir/storefront.aspx
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Creating an Account

» In order to create an account, you must fill in
all fields preceded by an asterisk.

» You will need to know your agency billing
code. Your business services officer or
manager can provide your billing code.

» Under Account Information, you must create a
user name and password.

» The password must contain one number,

one special character, one lowercase letter,
one uppercase letter, and be at least
eight characters long.




Creating and Account
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Create an Account

To checkout, you must creats an account.
Already have an account? Login hers

Contact Information

* Indicates Required Field.

“

First Name: \

"

Last Nama: \

[}

Address 1: [

Address 2: [

Address 3: ‘

* City: [

State | Province [

e |ca - (california)

3

Zip/Postal Code: [

"

Phone Number 1: [

Phone Number 2: |

Faxt Number: \

Title: [

Company [ Agency:

Department | ‘
Division:

“

Agency Billing Code: \

"

Email Address: ‘

Are you an Order
Approver? Please \

answier Yes or No:




Creating an Account
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[office of State Publishing|
fvision:

+

Agency Billing Code:  [30090 ]

+

Email Address: bnhn.dbe@dgs.ca‘gw |

Are you an Order
= Approver? Please |No |

answer Yes or No:

Account Information

+

User Name: | |

= Password: | |

[3

Re-enter Password: | |

[3

‘Security Question: |What high school did you graduats from?

#

Security Answer: I I

* Enter the code shown below: l:l

Terms and Conditions

Your use of this product and/or service is governed by EFI's then current
Terms of Use (located at http://efi.com/termsofuse.html) and the other ~
EFI written terms and conditions provided with the sale, product or service
(such as EFI order confirmation terms, and EFI license agreement terms).
If you do not agree to these Terms of Use, you may not use the product

nd/nr service FFT recaryec the rinht fn undate the Terms of liss at an

[ accept the terms in the license agreement.




Creating an Account

» Once you have finished creating an account,

you will receive an email confirmation from
OSP.

Office of
° State Publishing

OSP Web StoreFront
You have successfully registered with Web StoreFront vour login ID is John Doe
You will receive another email when vou have been assigned to an agency in the W5F, then }rﬂu Il be able to place orders.

» The email confirmation assigning you to a
company may take up to 24 hours to receive.

» Once received, you set up to order business
cards.




Ordering

» To begin ordering, follow the link shown in
the email and log into your account by
entering your username and password.

o State Publlshlng _1

Welcome to the Office of State Publishing’s online ordering system!

ou have been successfully entered as a user and approver for the OSP Web StoreFront.

Your user D is JohnDoe
Click on the link below to log onto the site.

www.webstore. osp.dgs.ca. gowWSFdifcompanies/ XXX X/ storefront. aspx




Ordering
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Ordering

» Once you have logged onto the site and into
your account, select the link on the lefthand
side of the page under the box labled
Categories “Business Cards”

» Click the Image of the card or title to see a
detailed view.

» Click the "Begin” button to start entering your
information.




Ordering
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L 1
Business Cards o

In this Category:

State of California Cameo Business Card

Printed on 100# Gloss Coated Cover Stock
1-Side

State of California Executive Business Card

Printed on 100# Gloss Coated Cover Stock
1-Sida




Ordering
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Favorites Tools Help
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Log in as buyer | Welcome Ed Vance! Logout
Storefront Administration
4 Categories
Business Cards Cart (0 Ttems)
_I:iltalltl:nc, Title Name Line Your Cart is Empty.
Optional Title
Department
Division
Address ETLIL
Address2 Al v
City State Zip Code
Phone1 Phiitet L ]
Phone2 PhTitle2
Phone3 PhTitle3 [&o ]
Optional Information
email
State of California Cameo Business Card
Printed on 100# Gloss Coated Cover Stock
1-Side
Standard Cameo Business Card prints one side coated stock
English (United States) Sitemap Terms & Conditions vE.2.0.18771
& 2004-2013 Elactronics For Imaging, Inc, Powered by EFI Digital StoreFront




Ordering

» After selecting a card type, you will be ready
to create your card. If a Java security box
pops up, select OK and proceed.

» On the top left of the page you will need to
create a job name. The name should match
the first and last names entered on the
business card followed by the date.

(e.g., John Doe 4/2/15)

» Cards can be ordered in quantities of 200,
400, 600, or 800 per box. If you need more,
you will have to place another order.




Ordering

» Fill in the remaining fields with your
information and click the “Update Preview”
button on the bottom of the page.

» At this point, you will be shown a preview of
your card, so you can review it for accuracy.

» If your want to see a high resolution proof
click “PDF Proof.”

» Once you are satisfied that the card is
correct, click the yellow “Add to Cart” button,
and a yellow prompt box will pop up
directing you to approve the design.




Ordering

State of California Cameo Business Card

Job Name

John Doe 4/2/2015

Quantity

200

Name

Title Mame Line
Title

Optional Title
Department
Division

Address

Address2

City State Zip Code
Phonel

Phone Titlel
Phone2

Phone Title2
Phone3

Phone Title3
Optional Information

email

Unit Price: Total Price:

Form: <

John Doe
MS

Associate Program Analyst

Department of General Services
Office of State Publishing

344 Naorth 7th Street

Sacramento, CA 85811

(916) 555-1212

Office -
(216) 555-2121

Fax v

Cell -
www.dgs.ca.gov

John.Doe@dgs.ca.gov

. Update Preview | B

. |

H save

‘@ Help

sl

Page 1/

= Split Window

W Add to Cart

Personalization = Split Window ~

4




Ordering

Job Name i

John Doe 4/2/2015

Quantity

State of California Cameo Business Card

© Help

Personalization =split Window

* Update Preview | § PDF Proof| = Split Window

Unit Price:

Total Price:

John Doe , ME
Associata Program Anahyst
ntafl Coneral Sarvicas

a of State i

344 Morth Tth Simaat

Sacramanto, CAssall

1615551212 Office

@18)555202 1 Fax

T wwedgs ca gy
Jhn Doadgs.cagow

M 4| page1yy | M Q @ &




PDF Proof
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John Doe, MS
Associate Program Analyst

Department of General Services
Office of State Publishing

344 North 7th Street
Sacramento, CA 95811

(916) 555-1212 Office
(916) 555-2121 Fax

LA Y www.dgs.ca.gov
(?in:;ogé' John.Doe@dgs.ca.gov




Ordering
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Job Name i Personalization = Split Window =~

John Doe 4/2/2015

Quantity

Product Preview * Update Preview | [§ PDF Proof | = Split Window
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1 have carefully reviewed and approve this job.
The producer of this job will not be held
responsible for design or spelling errors.

Unit Price: Total Price:




Checkout

» Once you have approved your design, you will
be taken to the shopping cart.

» At this point, you can review your order for
shipping accuracy, cost, and quantity.

» If you are satisfied that your order is correct,
click one of the blue “Checkout” buttons on
the right side.




Checkout
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Log in as buyer | Welcome Ed Vance! Logout
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Shopping Cart [ contoue shonoing | (ST

Print Shop: Office of State Publishing

Update Order
Products Quantity Item Price Ttem Tax Ttem Total
lohn Doe 4/2/2015
Bemove
iZ'DO ~ $0.10 $0.00 0.00
Item Name:
State of California Camea Business Card
Subtotal: 0.00
Thank you for your ordar ey e
Total: 4.00
Recipient #1
[ : Method:
Please enter recipient information below. | Address Book | ’—j
T —— e
T - m— R : :
Delivery Instructions:

Lot e —
ol —
Agency:

Phone Number: ay:
et e s e =]

e
Code:

[l save to My Address Book
You must dick save to proceed with checkout.




Approval

» After clicking the
will be taken to th

blue checkout button, you
e Approval page.

» The billing code that was listed in your profile

will automatically
Billing Code” box.

» Please enter your
Enter “N/A” if you

populate in the “Agency

ourchase order number.
do not use purchase order

numbers (the fielc

cannot be blank).

» Select your approver by clicking the bullet

next to his or her

name, and click the “Next”

button at the bottom of the page.
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File Edit View Favorites Tools Help

° Office of
o State Publishing

CALIFORNIA DEPARTMENT OF GENERAL 5E

Home

Checkout 1. Accountinformation |2  Review

Account Information
Payment Mathod: IM!ﬂCv Billing Code| v
Agency Biling Code: 3005

Purchase Order Number: 123415

Approval

YOUR ORDER MUST BE APPROVED BY ONE OF THE APPROVERS BELOW.

English {United Stazes) Sicemap

Terms & Conditions

Cancel

| Net> |

6.2.0.19771




Placing Your Order

» After selecting your approver, you will be
given one last chance to review the details of
your order.

» Once you are satisfied your order is correct,
click one of the “Place My Order” buttons on
the right side of the page.

» A confirmation will be emailed to you and
your approver that an order was placed.




Placing Your Order
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¥ Cart (1) :: & sunt :: Order Status :: Pri ontact Us :: @

| Welcome Ed Vance! Logout

Storafront Administration

REVIEW your order quantity and shipping address for

accuracy BEFORE placing it to avoid costly errors and 1
delays.

Account
Information ] | Review

Pisce My Order |
Expected Completion Date: Print Shop: Office of State
4f15/2015 11:30:00 AM POT Publishing
344 North Saventh

Street
Sacramento, CA 95811 Tel: 800 963-7860
United States

Products Ttem Total
John Doe 4/2{2015

Thank you for your order Shipping: o0

Account Information

Agency Billing Code  Change
Agency Billing Code: 86100
Purchase Order Number: 1234-15

Recipients.

Recipient #1 Edit Method:
Ed Vance

DEVELOPMENTAL SERVICES

1050 Richards Bhd

Sacramenta, CA 95811

Products Quantity
John Doe 4/2/2015 200

United States
Tel: (516) 445-5683




Approving Orders
(For Approvers)

» Once an order has been placed by a staff
member, you will receive an automated email

confirmation from OSP alerting you that an
order needs to be reviewed and approved.
» Log into the business cards site, and select
the red link labeled “Pending Approvals” at
the top of the page.
» All of the pending requests awaiting your
approval will be listed.




Approving Orders
(For Approvers)

» Select the hyperlinked order number.

» Review the order for accuracy and select
either the “Approve” button or the “Decline”
button, along with entering a reason for
declining the order if necessary.




Approving Orders
(For Approvers)
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Approving Orders
(For Approvers)
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MS—EIW—“ OrderMumber | OrderedBy | Company/Ageacy | OrderTotal|  OrderDate |
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Approving Orders
(For Approvers)
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Pending Approvals | Welcome JohnDos  Logout
Prot thspage | Conlinue Shopping
1 Order Approval Required
= Please review the Order Confrmation below.
] send e-mai natification to buyer that the approver has updated this ceder,
E (
Accept Order Approve
Pleasa provide s reasen for declining this quste bafore clicking the Dacling burzen.
= Dedine
Order Confirmation
Order Number: 2553 Order Status: Approval required
Expected Completion Date: 12/26/2014 11:30:00 AM PST As of: 12/12/2014 11:20:06 AMPST
Submetted on: 12/12/2014 11:20:06 AM PST
Submitted by: John Doe Print Shop: Office of State Publshing
Tek: 916 341-5083 344 North Seventh Strest
Sagamento, CA 95811
United States
Tel: 800 953-7860
Products Quantity Item Price Ttem Total
John Doe  12/12/2014 200 $0.10 $20.00
Item Nome:  Sd. "7 Business Card (2 Pages)
Subtotal: $20.00
Taxes: $0.00
Totak 520,00
Aceount Information

Payment Hethod: Agency Eling Code



Questions

» All questions should be directed to your
assigned approver.

» Technical Support:
» Email: WSFAdmin@dgs.ca.gov
» Phone: 916.445.5386

» Order Support:
» Email: DGSWSFordersupport@dgs.ca.gov
» Phone: 916.445.5400
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