


A Guide to 
Office of State Publishing 

Web StoreFront 



 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. 



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




 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. 







 Once you have finished creating an account, 
you will receive an email confirmation from 
OSP.  
 
 
 
 
 

 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. 

John Doe 



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

 
 





 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. 







 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.  
 



 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. 











 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. 





 After clicking the blue checkout button, you 
will be taken to the Approval page.  

 The billing code that was listed in your profile 
will automatically populate in the “Agency 
Billing Code” box. 

 Please enter your purchase order number. 
Enter “N/A” if you do not use purchase order 
numbers (the field 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. 





 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. 





 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. 



 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.  









 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 

mailto:WSFAdmin@dgs.ca.gov
mailto:DGSWSFordersupport@dgs.ca.gov
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