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System Requirements:

All that is required is Adobe Acrobat Reader and an Internet Browser.

We support most common browsers:

Internet Explorer 8, 9, 10

Mozilla Firefox 15, 16

Safari 5.1.4

Google Chrome 23.0.1271, 26.0.1397.2

Opera9.6 Rev. Date 10/23/14
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Section 1: Welcome

This section will answer the following questions:
v" What is Web StoreFront?

v" How do | become a registered user?

v' Wheredol| go to access StoreFront?

v’ Where do | go if | need help?

What is Web StoreFront?

Web StoreFront (WSF) is an online shop where you can order your business cards.

You can:
e Place your order using online checkout techniques.
e Save your Business Card information for future orders.
e Check your order Status at any time.
e Check your order history at any time.

How do | become a registered user?

Before you may access the WSF, your Agency WSF Approver must submit a Web StoreFront
Online Ordering Access and Updates form to OSPWSFAdmin@dgs.ca.gov. This form will be used to
set up an account for you as a registered user. Questions regarding this form may be directed
to the WSF office at 800 963-7860 or WSFAdmin@dgs.ca.gov

The OSP WSF in consultation with your Agency WSF Approver will register you with your
information: Name, Local Agency, Shipping Address, Phone Number, Billing Code Number and
e-Mail Address. Once registered, you will receive an email notification from the WSF
Administrator with your User Name and a temporary Password.
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You have been successfully registered with the OSP Web Store Front online ordering systemt
Your User ID is [CustomerlserMame]

Your temporary password is

Click on the link below to log onto the site.

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



mailto:WSFAdmin@dgs.ca.gov

Where do | go to access Web StoreFront?

You may access the site from a web browser (such as Internet Explorer, Mozilla Firefox, Safari,
Google Chrome or Opera) on your computer.

To access the site:

e Connect to the Internet.

e Enter the URL or web address for the site in the address field at the top of the browser
window. The address is: -
www.webstore.osp.dgs.ca.gov/WSFdir/companies/RegWSF/storefront.aspx

e Press the Enter key on your keyboard or select the Go button in your browser. The login
screen of the site opens.

e Bookmark or save the URL in your Favorites for future use.


http://www.webstore.osp.dgs.ca.gov/WSFdir/companies/RegWSF/storefront.aspx

Where do | go if | need help?

Support is available between 8:00 am and 5:00 pm, Monday-Friday only.

Order and Technical Support:

e WSF Customer Support will help if you are having technical problems when accessing
the system. Contact them by clicking Contact Us in the Navigation Bar. The contact
information for technical support is shown under Customer Support.

e Ordering assistance is also available if you have questions specific to your order.

You must have your Order Number for questions specific to your order.

™ Cart (0) :: My Account :: Order Status :: Print Shops :

Welcome WSF Admin!  Logout

Storefront Administration

Customer Support

Contact your Print Shop
For guestions about an order, please contact your print shop at:

Office of State Publishing
344 North Seventh Street
Sacramenta, CA 95811
United States

800 5963-78580

916 445-5386

WSFAdmin@dgs.ca.gov

Contact a System Administrator
If you are encountering problems with the website, pleass contact the site administrator at:

Web StoreFront Administrator
344 Morth Saventh Strest
Sacramento, CA 95311
United States

800 563-7860

916 445-5386
WSFAdmin@dgs.ca.gov

Caontact hours are between 8:00 am and 5:00 pm




Where do | go if | need help? - continued

Generic Online Support:

e For generic help with functions of Web StoreFront, click @ for information about the

current page. For example, if you are reviewing your order history and click @ , you will
get a help topic about My Order History.
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e Use the Contents, Index, Search and Glossary tabs in the left-hand pane of the help
screen to find the information you need.

.Contents Elnde:': @ search aG ssary

Introduction My Order History

Basic Skills

Ordering Products Use the My Order History page to review your orders and check their status.

Management

Support 1. By default all orders are displayed. To narrow down the orders that are displayed, do either of the following:
References

+ Inthe Time period field, select All Orders to view all orders placed for your account or select a period
such as the previous One Week or 5ix Months.

e Inthe Show status field, select the status of the orders you want to view, for example, Approval
required, In Production, or Printed.

2. To change the order in which orders are listed, in the Sort by field, select Due By, Order Date, Order
Number, Status, or Total Cost.

3. Do any of the following:

+ To see the job specifications for an item in the order, click the item name. The Production Job Ticket
window opens.

e To see the details of an order or to approve or decline a quote (when the status is Order requires
approval from customer), click View Detail. The Order/Quote Confirmation window opens where you
can see additional information about the order and approve or decline a quote if necessary.

o Ifthe print shop allows cancellations, a Cancel button is available. Click this button if you need to cancel
the order. (Only orders with a certain status can be canceled, and you may be charged a cancellation fee.)

o [fthe print shop allows reorders, a Reorder button is available. Click this button to re-order something in
your order history. The Shopping Cart page opens so you can check out as usual.




Section 2: Basics

This section will answer the following questions:

How do I log in to the site for the first time?

Are there any password requirements?

What is the Home Page?

How do | create or change my security question or answer?
What if | forget my password?

How do | change my password?

What is My Account?

DY N N NN

How do | log in to the site for the first time?

Once you have received your e-mail notification with your user name and temporary password,
you can log onto the website. When you go to the WSF website, the Login screen opens.

1. Under Login, enter your User Name.
2. Enter your temporary Password.
3. Click Login. (Required before you can place an order).

o Office of . _
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Home Cart (0) :: Contact Us :: Eﬁ'

1 | WELCOME to your
2 J— | One-Stop Print Shop

€ [oan]

Forgot vour psssword?

g Last name

1
]’J!IE L
it Line 2
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Dﬁs w.eﬂ”‘" ;mw
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OSP General Information: 916 445-5386
QOutside the Sacramento area: 800 963-7860




Are there any password requirements?

After hitting “Login” for the first time, you will be required to reset your temporary password.
Note: You must adhere to the WSF Password Requirements listed below:

1. Enter the New Password and Confirm New Password.
2. Click Save Changes.

Welcome test wic!  Logout
Reset Password

New Password:

Confirm New Password: e

| Cancel | | Save Changes |

Web StoreFront Password Requirements
e You cannot use the last 3 passwords.
e Password should contain 8 to 20 characters.

e Password should contain at least 1 uppercase character, 1 lowercase character, 1 digit,
and 1 special character.

e Password should not contain username, first or last name.

10



What Is the Home Page?

The Home Page image is shown below. This is your starting point after logging in. You may
return to the Home Page from other screens by clicking Home in the Navigation Bar. The
Navigation Bar is always available and includes other useful links such as Cart, My Account,
Order Status, Contact Us and Help @

1. Click Home to return to the Home Page from other places on the site.

Click Cart to view the items in your cart.

Click My Account to access your Profile, Order History and to change your Password or
Security Question.

Click Order Status to see the status of your current orders.

Click Contact Us for technical support on the site.

Click @ for generic online support.

Click Categories to see the items in each category.

Click the Go To Cart! button to see contents of your cart and to check out.

w N

® N A

° Office of
o State Publishing

CALIFORNIA DEPARTMENT OF GENERAL SERVICES 2 3 4

Home W Cart (1) :: My Account :: Order Status ::

Welcome DGS Tester!  Logout

Categories e

» Business Cards

Cart (1 Ttem)
John Smith 12/32...

WELCOME to your Qty: 400
One-Stop Print Shop  enen O

Navigation Bar

OSP General Information: 916 445-5386
Qutside the Sacramento area: 800 963-7860

11



How do | create or change my security question or answer?

After changing your temporary password and before you begin using the WSF system, you
must answer a security question. If you forget your password, you will be required to answer
the security question to verify your identity before a new password is e-mailed to you.

NOTE: After setting up your initial security question and answer, you may change both the
question and the answer at any time.

Home Page:
1. Click My Account in the Navigation Bar. The Profile screen opens by default.
2. Click Change to the right of the Security Question field. The Change Security Question
screen opens.

W= Cart (1] :: My Account :: Jrder Status :: Contact Us :: &

Welcome DGS Tester! Logout
My Account Profile
Profile
Address Book Nickname: DGS Tester
FEiles Name: DGS Tester
Saved Jobs
. User Name(Login ID):  dgstester
E-Mail Address: OSPWSFAdmIn @dgs.ca.gov
Security Question: Chanae
‘Company: DGS STAIE PUBLISHING
Print Shop: Office of State Publishing
Address: DGS Tester
DGS STATE PUBLISHING
1050 Richards Blvd
Sacramento, CA 95811
United States
Phone Number 1: (916) 555-1234
Password: Chanae
Default Currency: US Dollar(8)

Security Question Screen:
1. Enter your current password (not the temporary password).
2. Inthe New Security Question field, select one of three pre-populated questions, or
select “Other” and enter your question in the Your Own Security Phrase area.
3. Inthe New Security Answer field, enter the answer to the question.

(NOTE: The answer you provide is case-sensitive.)
4. Click Save.

:: Contact Us :: @

Welcome DGS Tester!  Logout

Change Security Question &

o Your Current Password: | |

e Mew Security Question: | What high school did you graduate from?
What high school did you graduate from?
What dity were you born?
What is the name of your first pet?
Other

MNew Security Answer: |

Cancel | | Save

12



What if | forget my password?

If you forget your password and are unable to log into the site, you may obtain a new password
by providing your user name and the answer to your security question. After you receive the
new password, you may change it (Refer to: Are there any password requirements? on page
10).

1. Under Login on the Login screen, click Forgot your password?

Login
User Mame:

Password:

o Login

[ Forgot your password? ]

2. The Password Retrieval screen opens. Enter your user name and click Next.

Password Retrieval

In the field below, enter your User Name.

|
et 1@

3. The security question that you selected when you registered is displayed. Enter the
answer to the security question. Note: The answer is case-sensitive.

4. Click Submit. Your new password will be emailed to you within minutes.

Password Retrieval

This is the secret question that was entered during registration. Please answer this question and dick the Submit button to continue.
Question: What city were you born? e

Answer: [ ]
o

13



How do | change my password?

After your initial login, you may change your password at any time.

Home Page:

1. Click My Account in the Navigation Bar. The Profile screen opens.

2. Click Change to the right of Password. The Change Password screen opens.

ontact Us

@

My Account
Profile
Address Book
Files
Saved Jobs
My Order History

Profile

Nickname:
Mame:
User Name(Login ID):

E-Mail Address:

DGS Tester
DGS Tester
dgstester

OSPWSFAdmin@dgs.ca.gov

Security Question:
Company: DGS STATE PUBLISHING
Print Shop: Office of State Publishing
Address: DES Tester
DGES STATE PUBLISHING
1050 Richards Blvd
Sacramento, CA 35811
United States
Phone Number 1: (916) 555-1234
Password: Change 9
Default Currency: US Daollar(s)

o Welcome DGS Tester!

Logout

14



How do | change my password? — continued

Change Password screen:

1. Inthe Password field, enter your current password.

2. Inthe New Password field, enter a new password.

3. Re-enter the new password again in the Confirm New Password field.
4. Click Save.

The password requirements (See page 10) must be adhered to, or you will receive
the message: “Your password does not meet policy requirements. Please choose another
password.” as shown below.

® Cart (1) :: My Account :: Order Status :: Contact Us :: &

Welcome DGS Tester!  Logout

Change Password

|- Your password does not meet policy requirements. Please choose another password.

Password Strength Information

» You can not use last 3 passwords.

» Password should contain 8 to 20 characters,

» Password should contain at least 1 uppercase character(s), 1 lowercase character(s), 1 digit(s), 1 spedal character(s).
» Password should not contain u&mme, first name or last name,

Password:

9 Mew Password:

e Confirm Mew Password:

Cancel | | Save

15



What is My Account?

You may access My Account from the Navigation Bar on the Home Page. When you click My
Account, it opens to the Profile screen.

My Account has several sections that contain information specific to your account:
1. Profile
2. Address Book
3. Files (NOTE: The Files category does not pertain to Business Card Orders.)
4. Saved Jobs
5. My Order History

Office of

o State Publishing

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

11 Order Status :

Welcome DGS Tester!  Logout

My Account Profile
oB‘ Profile
| % Address Book e Nickname: DGS Tester
e” Files Name: DGS Tester

My Crder Histo

# Saved Jobs "
6 User Name(Login ID):  dgstester

E-Mail Address: OSPWSFAdmin@dgs.ca.gov
Security Question: Change
Company: DGS STATE PUBLISHING
Print Shop: Office of State Publishing
Address: DES Tester
DGS STATE PUBLISHING
1050 Richards Blvd
Sacramento, CA 95811
United States
Phone Number 1: (918) 555-1234
Password: Change
Default Currency: US Daollar(s)

16



What is My Account? — continued

Profile:
e Select the Edit button to make changes to your profile.

: My Account :: Order Status : ntact Us :: @

Welcome DGS Tester!  Logout

My Account Profile
Profile
Address Boolk Nickname: DGS Tester
Files Name: DGS Tester
Saved Jobs

My Order Histo User Name(Login ID):  dgstester

E-Mail Address: OSPWSFAdmin@dgs.ca.gov
Security Question: Change

Company: DGS STATE PLBLISHING
Print Shop: Office of State Publishing
Address: DGES Tester

DGS STATE PLBLISHING
1050 Richards Blwd
Sacramento, CA 95811

United States
Phone Number 1: (918) 555-1234
Password: Change
Default Currency: US Dollar(s)

17



What is My Account? — continued

e You may edit the info in your profile except for the Agency Billing Code: .
You must get approval from your online order approver to change the Agency Billing
Code Number. If you have the wrong number in this location your order will be rejected.
e Select the Save buttom after your changes have been made.

ontact Us :: @

Welcome DGS Tester!  Logout

My Account
Profile

Edit My Profile

Address Book Contact Information

Filez

Sawved Jobs

* Indicates Reguired Field.

My Order History

*  User Name: |dastester |
Account Mumber: [bes |
Middle Name: | |

*  Full Mame: [Tester |

* Address 1 |1IIISD Richards Elvd |
Address 2: | |
Address 3: | |

* City: |Sacramenh3 |

State / Province
Region:

Zip/Postal Code:

CA - (California)

asa11

* Phaone Number 1:

Phone Mumber 2: | |

Fax Mumber: | |

Department / | |
Division:

Agency Biling Code: | |

*  Email Address: |osPwSFAdmin@dgs. ca.gov [

Cancel

18



What is My Account? — continued

Address Book:
e Your Address Book is specific to your account. This is where you can store additional
ship to addresses. The default ship to address is the one in your profile.
e Although the system software allows you to make changes to your Address Book, the
online order approver may reject your order if you use an address that isn’t approved.
e To add an address to the Address Book select Add New, fill all the required fields and
select the Save button.

W Cart (1) :: My Account :: Order Status :: Contact Us :: @

Welcome DGS Tester!  Logout

My Account Address Book

# Profile

# Address Book -
-Add New

# Files

# Saved Jobs
# My Order History

Your address book is empty.

Files:
The Files category does not pertain to Business Card Orders.

Office of
oo State Publishing oGS

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

W Cart (1) :: My Account :: Order Status :: Contact Us :: @

Wealcome DGS Testar!  Logout

My Account Files

# Profile Uplead frequently used files below and access them when placing an
% Address Book arder.

# Files

» Saved Jobs Salect |

» My Order History Fie: || Browse... |

Convert to PDF (recommended)
Supported File Types

19



What is My Account? — continued

Saved Jobs:

Use the Saved Jobs page to review and access a previous job that you saved during the process
of customizing a product; as described on page 32.

e To open the saved job (with the specifications you made prior to saving it), select Open

Job or click the job name. You can review the options you previously selected and pick

up where you left in the job creation process. (You can always save the job again at any
point in the process if you want.)

e To delete a saved job, select Remove.

11 Contact Us :

Welcome DGS Tester!  Logout

My - Saved Jobs
Erofile | 1chn Smith 12/25/14 7
Address Book Add Date: 4/30/2014 §:50:44 AM PDT —
i DGS = =] (]
Files = i
= Open Job Remove
Saved Jobs ;

My Order History

20



What is My Account? — continued

My Order History:

At any time while logged in to WSF, you may visit My Order History to check the status of your
current order as well as review information on past orders. There are two ways to get to the
My Order History screen while logged in.

1. Click My Account in the Navigation Bar. This will take you to the default Profile screen,
where you would need to select My Order History.

2. Or click Order Status on the Navigation Bar. This will take you automatically to the My
Order History screen.

Note: If you seek assistance regarding an order, you will need to refer to the Order Number,
which may all be found here on this screen.

° Office of
() State Publishing NS

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

Cart (1) : My Account | Order Status : Contact Us:: &

o We}me DGS Tester! Logout
My Account My Order History
¥ Profile
¥ Address Book
¥ Files Time period: Show status: Sort by:
N - |alOrders [+ [an [=] Order Date ||
% My Order History
Items:
= = diimiaead 4 10:33 AM : f25/
Due Date: 5/23/2014 8:30 &AM - dohn Smith 12/25/14
Status: Canceled
Printed Product Items: View Detail
Order Numb-er:r42rtl L test #1
Order Date: 4/23/2014 1:03 PM T—t P
Due Date: 5/22/2014 11:30 AM - 1ESLFe
Status: Canceled . Test £3
Printed Product View Detail
Order Number: 415 Ttems:
Order Date: 4/25/2014 10:51 AM :
Due Date: 5/22/2014 9:00 &AM - John Smith 12/25/14
Statws: Canceled

21



What is My Account? - continued

The My Order History screen opens with a view of Time period: — All Orders, Show Status: -
ALL, and Sort by: — Order Date. You may change any of these three ways by using the drops
downs.

1. Inthe Time period field, select All Orders to view all orders placed for your account or
select a period such as the previous One Week or Six Months.

2. Inthe Show status field, select the status of the orders you want to view. For example,
Approval required, Approved, In production or Shipped. (“Order requires manual quote”
does not pertain to Business Card orders).

3. To change the way to view orders in the Sort by field, select Order Date, Order Number,
or Status. (The “Total Cost” option does not pertain to Business Card orders).

Office of
O) State Publishing

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

Welcome OGS Tester!  Logout

My Account My Order History
# Profile

# Address Book o

» Files Time period:

# Saved Jobs
# My Order History

Approval required

Approved

Canceled

Canceled by Buyer

In production

Dall:.e:’D,.‘ZD Order requires approval from customer
Due Date: 5/23/201]COrder reguires manual quote
Status: Canceled Printed

Rejected

Shipped

|Jser approved

22



What is My Account? - continued

If you want to see the details of an order, select View Detail while still in the My Order History
screen. The Order Confirmation screen will open.

Office of
O) State Publishing
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Home Cart (1) :: My Account :: Order Status :

Wealcome DGS Testar!  Logout

My Account My Order History
% Profile
#» Address Book
# Files Time period: Show status: Sort by:
|l orders  [=] [l [=] [Order Date |

» Saved Jobs
# My Order History

7§

w Detai

i

Printed Product Ttams:
Order Number: 421 ms:

Order Date: 4/20,/2014 10:23 AM . John Smith 12/25/14

Due Date: 5/23/2014 8:30 AM
Statws: Canceled

{
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What is My Account? — continued

You can see additional information about the order such as who submitted it and when it was
submitted, as well as shipping information. (You can click Print this Page to print a copy of the
Order Confirmation.)

Office of
oo State Publishing oGS

CALIFORNIA DEPARTMENT OF GEMERAL SERVICES

art (1) :: My Account :: Order Status :: Contact Us :: &

Welcome DGS Tester!  Logout

Print this page || | Continue Shopping | | Order Again

Order Confirmation
Order Mumber: 421 Order Status: Canceled
Ex‘pected COITID‘EﬁOI"I Date: 5!23;2014 8:30:00 AM PCT As of: 5!5;2014 9:37:54 AM POT
Submitted on: 4/30/2014 10:33:38 AM POT
Submitted by: DGS Tester Print Shop: Office of State Publishing
Tel: (316) 555-1234 1050 Richards Blvd,
Sacramenta, CA 95811
United States
Tel: 800 963-7360
Products Quantity
John Smith 12/25/14 400
Item Mame: DGS Business Card (2 Pages)
Account Information

Payment Method: Payment Data Mot Available

Recipients
Recipient #1 Method: Products Quantity Shipping Status
DES Tester Golden State Johin Smith 12/25/14 400 -

DGS STATE PLBLISHING
1050 Richards Blwd
Sacramento, CA 95811

24



What is My Account? - continued

If you want to order a card you know has been done before, do a search as explained on page
22. When you find the previous order, select Reorder.

Office of

State Publishing

CALIFORNIA DEPARTMENT OF GENERAL SERVICES

Home

# My Order History

Printed Product

Order Number: 421

Order Date: 4/30/2014 10:32 &AM
Due Date: 5/23/2014 8:30 AM
Statws: Canceled

My Account My Order History

# Profile

#» pddress Book

7 Files Time period: Show status:

% Saved Jobs |alorders  [w] [l [=]

Ttems:

. John Smith 12/35/14

Wealcome DGS Testar!

Sort by:

Order Date |4

{

W Cart (1) :: My Account :: Order Status :: Contact Us :: @

Logout

After you click on the Reorder button:

e The shopping Cart from the original order will open up.
e Click on the hyperlink of the card you want to reorder.
e The data entry page will open and allow you to make any changes if necessary or

reorder without any changes.
e Follow the steps detailed in section 3.
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Section 3: Ordering Cards

This section will answer the following questions:

v" Where do | start?

v" What is a Job Name and how do | pick a Quantity?

v" How do | enter my Business Card Information?

v' How do | review & proof read my card?

v" How can | make copy changes to my card?

v Howdoll approve my Business Card?

v’ How do | checkout and place my order?

v" How do | know if my order was approved or declined?

Where do | start?

After you have logged into the Web StoreFront you will need to select the Categories
Business Cards hyperlink.

Office of

° State Publishing uGS

CALIFORMNIA DEFARTMENT OF GENERAL SERVICES

Home L Hl ount :: Order Status :: Contact Us :: @

Welcome brian ford!  Logout

Cart (0 Ttems)
Your Cart is Empty.

WELCOME to your
One-Stop Print Shop =

[=]
| |
OSP General Information: 916 445-5386
Outside the Sacramento area: 800 963-7860
English [United States] Sitemap Terms B Conditiens w6, 2.0.19771
© 2004-2013 Electronics For Imaging, Inc. Powiered by EFT Digital StoreFront
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Where do | Start? — continued

Select the Begin button.

# Categories
D55 Business Cards

Name, Title Name Line
Title
Opticnal Title

Department
Division

Address

Addrass?

City State Zip Code

Phonel Phone Titlel
Phone? Phone Title?
Phone3 Phone Title3
Phoned

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

Cart (0 Items)
Your Cart is Empty.

Search
]

What is a Job Name and how do | pick a Quantity?

also the Date the order is entered.

Example: John Doe 12/25/14
Use the drop down menu to select a Quantity.

Job Name, please use the First Name and Last Name of the person the card is for and

State of California Cameo Business Card

Job Name Personalization

Quantity

name

Name
400
Title Name Line

Title

Optional Title
Department
Division
Address
Address2

Product Preview

" Update Preview | F

@ Help

= Split Window

= Split Window
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How do | enter my Business Card Information?

Fill out the form with your information.
1. The Phone Numbers may be pre formated. (916) 555-1234
2. You can use the drop downs to change the Phone Titles.
3. You MUST select Update Preview after all of your data is entered to proceed.

State of California Cameo Business Card

Personalization

Job Name

dohin Doe 122514

Form: [«

Page 11

Quantity Name

400

Title Name Line

Title
Optional Title
Department
Division
Address
Address2

City State Zip Code

Phonel o

Phone Titlel Office e -
Phone2 o

Phone Title2 Fax 9 -
Fhone3 o

Phone Title3 Cell e hd
Phone4

amail

Product Preview

* Update Preview (3

Unit Price: Total Price: H save

m

= Split Window

W Add to Cart
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How do | review & proof read my card?

Select PDF Proof to preview a high resolution image in Acrobat Reader.

State of California Cameo Business Card B
= Split Window

" Update Previe ¢ | I§ PDF Proof

Personalization

Job Name

dohin Doe 1202514

Split Window

Product Previewr

Quantity

400

L]

Fnost

Departmantcf Gereral Sarvicas
Office of Stats Publishing
344 barth 7th Straat
Sacramanto, CA 95211
(316)555-12340Mica
(31615551734 Fax
(91615551234 Call

.

wrwn;
Jahn. Do igs.ca gow

Select the Open button.

State of California Cameo Business Card o Help
Job Name = Split Window

John Doe 122514 " Update Preview | I§ PDF Proof | = Split Window

Quantity

400

..
File Download

Do you want to open or save this file?

Iﬂi: MName: John_Doe BC.pdf
<] Type: Adobe Acrobat Document, 82.4KE

From: www.webstore.osp.dgs.ca.gov

[ oen || save ][ Cancel |

ham your computer. f you do not trust the source, do not open or

|@ While files from the Imtemet can be useful, some files can potentially
save this file. What s the risk?
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How do | review & proof read my card? — continued

This is the hi-res preview. CAREFULLY PROOF READ YOUR CARD.
OSP is not responsible for any design or spelling errors.

Select the X to close and go back to the previous screen.

2 John_Do=_BCI1 = E_J“

File Edit View Certified PDF PitStop Pro FusionPro  Window Help E3
Rose- | D E S EH| @D v@eIdFARLe |

f1 Q © | I @ | G @ (=) = (1} ‘ s Tools Comment Share
I! -

- hn D
22 %(QAE O@ ]B(Lsi':]esso gard

Department of General Services
Office of State Publishing

344 North 7th Street
Sacramento, CA 95611

(916) 555-1234 Office
(916) 555-1234 Fax
(916) 555-1234 Cell

f?LIFOR@YY www.dgs.ca.gov

John.Doe@dgs.ca.gov

31



How can | make copy changes to my card?

1. If your card requires corrections select the Personalization bar at top, it will take you
back to the Data Entry screen.

2. You can also select the Split Window bar to get back to the Data Entry screen to make
copy corrections

3. If you need to leave the site before you have finished your order, select the Save button
and your card will be saved in the My Account — Saved Jobs section as described on page
20.

4. If all the copy is accurate select Add to Cart to proceed.

State of California Cameo Business Card @ Help

3 Personalization =split Window a

Job Name

John Doe 12/259114 Product Preview ", Update Preview | Iy PDF Proof | = Split Window  ~

Quantity

400

(-]
SMEQ, BEDE.
Deparimant of General Sarvicas
™ Offica of Stata Publiching
i 344 Morth 7th Streat.
Sacramento, CA 95811
316) 5551234 Office
316)555-1234 Fax.
() w£;134&||
F?LJF‘O?-\'{\ ohnDastde cagor
Page1/1 | P Pl Q@ |
Unit Price: $0.11 Total Price: $45.00 b save | W Addto Cart

© O
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How do | approve my Business Card?

Select the Approve button after you have Carefully Reviewed the card.
OSP is not responsible for any design or spelling errors.

State of California Cameo Business Card

g Heb
Job Name i i = 5plit Window

John Doe 12/2514 : ", Update Preview | [§ PDF Proof | = Split Window

Quantity

400

Options

L

Departmantaf General Sarvicas
Office of Stata Publishing

344 Marth 7th Straat
Sacramanto, CA 95811
(91615551234 Offica
13165551234 Fax

e 91613551234 Call

G wewwdge oo |
4"-1F‘Oﬁ-"'<‘\ John gﬂdg’mp

1 have carefully reviewed and approve this job.
The producer of this job will not be held
responsible for design or spelling errors.

> bl

—_—=L
Unit Price: $0.11 Total Price: $45.00 Hsave |WAddtoCart
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How do | checkout and place my order?

Shopping Cart:

1. Select the product name link to go back to the data entry screen to make copy changes.
2. Select the Remove link to start over.

3. Use the drop down menu to revise the Quantity; then click on the Update Order link.

4. Enter the shipping address.

(Note: By default the address that is in your profile will populate).
5. You may add special Delivery Instructions (up to 200 characters).
6. You must select the Save button to proceed with checkout.
7. Select Checkout to proceed.

W Cart (1) :: My Account :: Order Status :: Contact Us :: @

Welcome DG5S Tester!  Logout

Shopping Cart

Print Shop: Office of State Publishing

Update Order

Products Quantity Item Price Item Total
hn Doe 12/235/14 e
Remove 400 [+] £0.06 $25.00

Item Mame: Department of General Services Business Card

Subtotal: £25.00

Price subject to change. Shipping: 0,00

Totak %£25.00

Recipients Add Another Recipient
Recipient #1
Please enter recipient information below. Address Book Method:
UPs [=]
First Name: [DGS | Address: [1050 Richards Blvd

Delivery Instructions:

Last Name: I'I'ester | 9

Company: | Q5P

Nm‘,’;ﬁ (916) 555-1234 City: [Sacramente |
i State: |CA - (California) El
AddrEe";:',' OSPWSFAdmin @dgs.ca.gov _
' Zip/Postal |95811 |
Code:
Country: |United States (=]

[ save to My Address Book

You must dick sae proceed with chedkout.

Save
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How do | checkout and place my order? — continued

1. Review the shipping address and Edit if necessary.

2. Select Continue Shopping to add another card, which can be done as long as the cards
have the same billing code and shipping address.

3. Select Checkout to proceed.

Office of
O) State Publishing

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

Cart (1) :: My Account :: Order Status :

Welcome DGS Tester!  Logout

Shopping Cart Checkout
= ©

Print Shop: Office of State Publishing

Products Quantity

John Doe 12/25/14

REemove

Item Mame: DGS Business Card

Recipients Add Another Recipient

Recipient #1 Edit Remove

DES Tester Golden State
DGS STATE PUBLISHING

1050 Richards Blvd

Sacramento, CA 95811

United States

Tek (916) 555-1234

E-Mail: OSPWSFAdmin@dgs.ca.gov

o o Core g

35



How do | checkout and place my order? — continued

Checkout Screen:

1. The Agency Billing Code Number is the same number that is in your user profile,
explained on page 18.
You must get approval from your online order approver to change this info.

If you have the wrong number in this location your order will be rejected.
2. You may add a Purchase Order Number.
3. You MUST select an Approver.
4. Select Next to proceed.

= Cart (1) :: My Account :: Order Status :: Contact Us :: €

Welcome DGS Tester!  Logout

Checkout 1. Account Information 2. Review

Account Information
Payment Method: | Bus. Card Biling Codes |

Bus. Card Billing Codes

Agency Bilng Code: (00001 o |

Purchase Order Number: | e |

Approval

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

b
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How do | checkout and place my order? — continued

Review Your Order:

1. Torevise or delete the order return to the Cart.
2. Select Edit to revise the shipping information.
3. If all the information is correct select Place My Order.

Office of
O) state Publishing

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

o Welcome DGS Tester!  Logout

Place My Order

Review Your Order 1. Account Information 2.  Review

Expected Completion Date: Print Shop: Office of State Publishing
6/5/2014 4:30:00 PM POT 1050 Richards Blvd.
Sacramento, CA 35811 Tel: 800 963-7860
United States
Products Quantity
John Doe 12/25/14 400
Account Information
Cost Center
Account Mumber: 30050

Purchase Order Mumber:

Recipients
Recipient #1 Edit e Method: Products Quantity
DES Tester Golden State John Doe 12/25/14 400

DGS STATE PUBLISHIMG
1050 Richards Blvd
Sacramento, CA 95811
United States

Tek (316) 555-1234

Place My Order
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How do | check out and place my order? — continued

Order Confirmation:

1. This is your Order Confirmation you may Print this page and keep for your records.

2. Please note the Order Number, this number will be used to identify your order.

3. Select the Continue Shopping button to order more cards that may have a different
Billing Code or Shipping Address.

4. Select Logout before leaving the site.

Office of

o State Publishing

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

Welcome OGS Tester!  Logout o

| Print this page | | Continue Shopping |
Order Confirmation
Order Number: 429 o Order Status: Approval required
E)l'DECtEd Completion Date: GIEIZUH 4:30:00 PM PDT As of: 5;13‘12014 8:57:40 AM POT
Submitted on: 5/13/2014 8:57:3%9 AM PDT
Submitted by: DGS Tester Print Shop: Office of State Publishing
Tel: (318) 555-1234 1050 Richards Blvd.
Sacramento, CA 95811
United States
Tel: 800 963-7860
Products Quantity
John Doe 12/25/14 400
Item Mame: DGS Business Card (2 Pages)
Account Information
Payment Method: Cost Center
Account Mumber: 30090
Purchase Order Number:
Recipients
Recipient #1 Method: Products Quantity Shipping Status
DGS Tester Golden State John Doe 12/25/14 400 -
DGES STATE PUBLISHING
1050 Richards Blvwd
Sacramento, CA 95811
United States
Tek (915) 555-1234
E_
Maik: O5PWSFAdmIn@dgs. ca.gov
| Print this page | | Continue Shopping |

(2
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How do | know if my order was approved or declined?

When your order is approved you will receive an e-mail similar to the one below.

Office of
O) Sstate Publishing

CALIFORNIA DEFPARTMENT OF GENERAL SERVICES

Web Store Front

Order number 429 has been accepted by the approver. Please click the link below to view the order.

"https://www.webstore.osp.dgs.ca.cov/WSFdir MvAccount/OrderSummarvy.aspx?
Me/kuTVSB+mhUqJSv+kg YFPPuEcFewes6fOvdROONtZK INxVdVkeDACSha My TG3UD4Fp2U+xF9C/§

When you click on the link in the e-mail, it will take you to the WSF login screen and once

logged in, will open automatically to the Order Confirmation screen. Your Order Status will
show as “In Production”.

| Print this page | | Continue Shopping |

Order Confirmation
Order Number: 429 Order Status: In production
Expected Completion Date: 6/5/2014 4:30:00 PM POT Aeaf Cli300044 10:59:43 AM POT
Submitted on: 5/13/2014 8:57:39 AM FDT
Submitted by: DGS Tester Print Shop: Office of State Publishing
Tel: (316) 555-1234 1050 Richards Blvd,
Sacramenta, CA 95311
United States

Tel: 800 963-7360
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How do | know if my order is approved or declined? — continued

If your order is declined you will receive an e-mail similar to the one below. When you click on

the link in the e-mail, it will take you to the WSF login screen and once logged in, will open
automatically to the Order Confirmation screen.

Office of
Q) Sstate Publishing

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

Web Store Front

Order number 430 has been declined by the approver. Please click the link below to view the order.

"https:/'www.webstore.osp.dgs.ca.cov/ WSFdirMvAccount/OrderSummary.aspx?
Me/luTVSB+kCOIXR1g3elt56vS2RmOCQCGFzFval TR 7Duv3 0 INhOP+Y GrulvlCTEuFEINDEHE TMFIHR]

Your Order Status will be updated to “Rejected” and a reason for the rejection will be given.

You can click on the Order Again button and you will be taken back to your Cart to make the
necessary revisions to your order and then resubmit.

| Print this page | | Continue Shopping || | Order Again |

Order Confirmation

Order Number: 430 Rejected

Expected Completion Date: 6/6/2014 9:30:00 AM POT Order Status: 1 0 4 illing code is incorrect.
Submitted on: 5/13/2014 11:24:19 AM POT As of: 5/13/2014 11:28:07 AM PDT
Submitted by: DGS Tester

Tel: (916) 555-1234 Print Shop: Office of State Publishing
1050 Richards Blvd.
Sacramento, CA 95811
United States
Tel: 800 953-7860

NOTE: If you have moved on from the order that was rejected and have a new order started in
your cart, you MUST complete that order first before trying to resubmit the rejected order.

40



How do | know if my order is approved or declined? — continued

You may check your order status at any time by selecting Order Status on the Navigation Bar.

e The status of the order will change throughout the production process and may be
updated with: Approval Required, Approved, Rejected, In Production or Shipped.
e |[f you call for help regarding the status of your order, you will be asked to provide the

Order Number.

Office of
©) state Publishing

CALIFORNIA DEFARTMENT OF GENERAL SERVICES

Home

=G5 Tester!

Order Date: 5/13/2014 8:57 AM
Due Date: 5/5/2014 4:30 BM
Statuws: In production

My Account My Order History

# Profile

# Address Book

% Files Time period: Show status: Sort by:

» Saved Jobs |l orders [ [l [=] Order Date [«

# My Order History
princed Product Ttems:
Order Date: 5/13/2014 11:24 AM : 2/25/
Due Date: 6/6/2014 3:30 AM - lohn Smith 12/25/14
Skatus: Rejected
Printed Product
Order Number: 423 Teems:

. John Doe 12/35/14

W Cart (0) :: My Account :: Order Status :: Contact Us :: &

Logout

NOTE: For questions specific to the status of your order, contact 1-800 963-7860 or
WSFAdmin@dgs.ca.gov Monday — Friday, 8 am to 5 pm.

41


mailto:WSFAdmin@dgs.ca.gov

Glossary

A

Address Book: The names and addresses of your contacts. You may select these during
checkout.

Approval: (1) The process of approving an order you placed. (2) The process of reviewing and
authorizing an order by a designated Approver at your agency.

C

Cart: The virtual shopping basket to which you add items you intend to order.

D

Delivery Method: The way a purchased item or order is sent to the recipient. This is
determined at the Office of State Publishing warehouse.

L

Login: The process of gaining access to the site by entering a user name and password.

Logout: The process of ending a session on the site.

M

My Account: The area of the site that gives you access to account-specific information, such as
your profile, address book, and order history.

My Order History: A page in the My Account area of the site that lists your orders with status
information.

N

Navigation Bar: The bar at the top of the screen that includes links you may click to get to the
Home Page, Cart, My Account, Order Status, Contact Us, and Help ( @ ).

(0

Order: A shopping cart transaction which may include multiple items.

P

Profile: Your site account and contact information.

R

Recipient: The person or entity to which an order (or part of an order) is to be delivered.
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Registered User: A person who has been given access to the WSF.

W

Web StoreFront (WSF): The website that provides online shopping for DGS.
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