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INTRODUCTION 
Distribution Centre Victoria (DCV) is a full service supply facility that 
provides a range of Office Supplies to government and government 
funded agencies.  The DCV is an assured source of supply for quality 
products with satisfaction guaranteed.  Our purchasing agents are 
constantly monitoring the marketplace for more effective and less  
expensive products.  Distribution Centre Victoria also provides  
logistical support such as inventory management and distribution to 
many other government programs including: 
• Open Schools 
• Government Publications 
• Ministry of Health (forms & pamphlets) 
• Ministry of WLAP, Pesticide Management Program 
• Ministry of Forests, Recreation Maps Program 
• Many other programs such as the BC Forest Service,  

Provincial Employee Recognition Program and the Ministry of  
Attorney General Corrections Branch have used the services of 
DCV for assistance with their Visual Identity Programs. 

 
The DCV is an agency of Procurement & Supply Services, which  
includes the following programs within the Ministry of Management 
Services: 
• BC Mail Plus 
• Product Distribution Centre (in Coquitlam) 
• Government Publication Services 
• Intellectual Property Program 
• Queen’s Printer 
• Warehousing & Asset Investment Recovery 
• Purchasing Services Branch 
 
Customers are encouraged to access other cost-saving opportunities 
with Procurement & Supply Services (P&SS) on the “BC Solutions” 
website:  www.bcsolutions.gov.bc.ca 
 
As with other branches of P&SS the DCV is a cost-recovery operation, 
which means that annual expenditures are not supported by taxpayers 
but must be offset by revenue. 
 
Electronic Ordering 
The DCV is committed to providing quality products in an efficient, 
cost-effective and timely manner.  To facilitate this, an on-line cata-
logue and shopping cart system was developed, giving customers 24-
hour ordering access to all DCV products.   
 
DCV Customer Service can assist you with setting up an electronic  
ordering account and authorization.  Call 250.952.4460 for assistance. 
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LOCATING AND SIGNING ON 
You will want to keep the information below handy for when you are 
logging in to the shopping cart.  If you are a spending authority you will 
want to keep your “User Name” and “Password” somewhere else for 
security reasons. 
 

 
Direct your browser (Internet Explorer, Netscape Navigator) to  
http://pss.online.gov.bc.ca/dcv  
 
Note that this page also has links to Non-stocked Master Standing Of-
fer Agreements (MSOs) and other useful information. 
 

Website Address http://pss.online.gov.bc.ca/dcv 

Customer Number  

Postal Code  

Spending Authority Email  

 Don’t  
forget  

to save  
our web 
address  
in your 

favorites! 

To place an  
order if you are 
NOT the Spend-
ing Authority:  
Fill in the fields 
with your  
customer number 
followed by your 
postal code and 
the email address 
of your spending  
authority.  Click 
To Spending  
Authority. 

To place an order as a Spending Authority:   
Fill in the fields with your customer number followed by your postal 
code, your user name and password.  Click Spending Authority. 
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NAVIGATING THE LINKS 
If this is your first order, click on “Enter the Store And Create A 
New Shopping Cart” 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

 
SELECTING AND VIEWING PRODUCTS 
Product categories are located in the left sidebar.  If you already 
know the stock numbers for the products you want to order, you 
can simply add them to the “Add By Item Number” table.  You 
must use your TAB key to move between boxes (ENTER will vali-
date the items.  Once completed, click Validate Items. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If stock numbers you have entered are not on the shopping cart, or 
are typed incorrectly, they will appear in red below the correct 
codes.  Single click on “Add to Order” to continue.  You may con-
tinue to Add by Item once the first ten products are validated. 

 Make sure 
this screen 
shows the 

correct 
shipping 
location  
for your 
office. 
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If you do not know the product codes or wish to shop by browsing 
through the products, click on any category number (blue, under-
lined) to view product ranges. 
 
In the example below, the user has clicked on section 2.6.4 Kraft 
Wrapping Paper. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The camera icon indicates that a photograph of the product is 
available.  Clicking on the camera icon will give you the photo. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Clicking the back button on the browser will return the user to the 
pervious screen (shown on the top of this page). 
 

 The DCV 
cart has 
colour  
photos  

of almost  
all our  

products. 
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ADDING TO THE SHOPPING CART 
The next step is to add the desired product to your shopping cart.  
Click on the “Add To Order”  button once your quantity is  
determined. 

 
 
 

Once an item is added to the order, you are presented with the 
current shopping cart contents. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Order quantities may be adjusted at this point if you wish.  Select 
“Modify Order” to save any changes. 
 
 
 
 
 
 
 
 
 
 
 

 Note that the 
Unit of Issue 
comes after 
the price.   

In this case 
you will  

see that  the 
paper is sold 
by the roll. 

1. 
Enter 

Quantity 

2. 
Click on 
Add To 
Order 
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SEARCHING FOR PRODUCTS 
If you are unsure of a product location on the sidebar, or unsure of 
a description, the DCV Catalogue offers a Search function.  You 
access it by clicking on the Search button near the top right hand 
corner of the screen.  A user searches for a toner in this example. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search results are displayed according to product categories, 
sorted by the number of references within each category.  Clicking 
on the product category will show the related products.  

In some 
cases,  

particularly 
toner  

cartridges you 
can also 

search for  
an item by 
using the 

manufacturers 
number as 
they have 

done in the 
bottom  

example on 
this page 
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Selecting a category from your search return or from the table of 
contents on the left reveals all the items available.  Clicking the 
Sort by Item or Sort by Description at the top of each column will 
allow you to search the items in that category by which ever of the 
two options you choose. 

 
Using the browser’s Find function helps to narrow down the  
search for an item within a category (CTRL F or Edit:Find on the 
top toolbar): 

 
Shopping at  
Distribution 

Centre Victoria 
saves your  

program time 
and money 
that you can  
put towards 
fulfilling your  

program  
mandates.  
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CREATING AN ORDER TEMPLATE 
The secure shopping cart offers an order template function which 
allows spending authorities to create a set list of products that  
users can generate an order from.  Basically it is your very own 
“favorites” list.  Users may access templates either when entering 
the cart or from the templates button in the top right frame. 

 

 
Did you  

know that  
all you have  

to do  
is call  

Customer  
Service at  

250.952.4460  
if you want to 

be walked 
through the new  
Order Template 

function  
or if you 

 require any 
assistance  

at all. 
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The template screen shows any available template for your  
customer account (number).  Templates are stored for each  
separate customer. 

 
To create a new template, select “Create New”.  An additional 
template shows up in the window (see below).  Now select Edit for 
that template. 

 
This will be 

great for 
toner  

cartridges.  
You can 

make up a 
template for 
just the ones 
your office 

uses and not 
need to 
search 

through the 
catalogue 
each time 

you require 
one. 

Select 
Edit 
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Users are taken to the order screen, but instead of creating an  
order, items are added to the template. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
As you browse or search for an item to add to the template, you 
are given the option of adding the product. 
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Each time you tick an item and select “Add To Template”, the cart  
displays the templates current contents.  Once the desired items are 
added to your template, select save and assign a title.  Template items 
my also be sorted by item number or alphabetically. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
CREATING AN ORDER FROM A TEMPLATE 
Once you have created a template, cart users may create active  
orders.  From the template screen, identify the desired template and 
click the Create button. 

 Please don’t 
put dated 

products like 
calendars 
and diaries 

in your  
template as 
they (and 

their item #) 
change 

every year. 
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You are shown all current template contents.  Simply fill in the quantity 
field for any desired items and click the “Modify Order” button. 

 
The system will then display the orders contents.  Additional items may 
be added by browsing through the categories, using the search  
function or adding by item. 
 

 
 
 

 If you  
have ideas  

for new  
products  

you think we 
should carry 

call us at 
250.952.4460 
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SUBMITTING AN ORDER 
Once all selections are made and added to the order the user is ready 
for check out.  Click on the “Complete Requisition” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
The user is presented with the Complete Requisition screen.  The 
Customer Reference Number must be unique, but may be changed by 
the user.  There is an added feature of making a note to a spending 
authority who will receive this in the e-mail confirmation text (this is not 
seen by DCV staff as your order comes right in to our system for  
processing so please do not use it for putting in things like delivery  
instructions).  Once completed, click Continue. 

 When you  
are entering 
your account 
coding make 
sure that you 

use the  
appropriate 
“O” for your 

coding (either 
the letter O or 
the number 

zero). 
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The next screen will verify order and account information prior to sub-
mission to the Spending Authority. 

 
Click Submit Order Now to send the order to the registered Spending 
Authority for approval.  The user will receive email confirmation once 
the order has been forwarded by the Spending Authority.  If the order 
was created by a Spending Authority, the order will be processed  
directly. 

 This is a  
good place 
to take a 
print copy  

of your  
order before 
sending it. 
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The final screen during the order session thanks you for your order . 
 

 
NOTES: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Wasn’t  
that  

easy?!! 
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OPC SHOPPING CART FAQs 

My Spending Authority is away and I really need to order  
paper, how do I do that? 
You can print your order off and fax it to the Office Products Center 
at 250 952-4442. We will be happy to enter your order manually 
from our end. We realize these things happen from time to time 
and it is our role to get you what you need when you need it. 

How do I know what the unit of issue is? 
The unit of issue is to the right of the price (in the price box). Any 
information in the description is for information only. Example: In 
the description for a pen it may say 12/pak but the unit of issue 
could be "each" or "pak". 

How do I add to my order once I have sent it to my Spending 
Authority? 
First, don't let your Spending Authority forward the order on to us. 
After that, you would have to create a new order for the additional 
items you need. If your Spending Authority has not forwarded the 
order then log in to the cart and click on "enter the store and re-
store your previous shopping cart". Then click on "view shopping 
cart" in the top right hand corner. You should see your previous 
order there. You can continue ordering and adding on to this order. 

Can I change the delivery address to my order? 
The delivery address is related to your customer number. If your 
office is moving, please contact our Customer Service Team at 250 
952-4460 and we will update the address for your customer  
number. If you wish to send and order to another government  
office but pay for it yourself, you can do so by using their customer 
number and putting in your account coding at the end. If you want 
to send an order to an address that is not part of government you 
would have to fax us the order so we can over ride the system. The 
reason for this is to protect you. No one can order something using 
your customer number without it going to you. If that happened you 
would know there was a problem if you received something you 
didn't order. 

When I order large quantities of paper (over 100 paks) how 
come I don't see the price change? 
The shopping cart doesn't have the ability to show multiple priced 
for the same item. You will notice that when you get your confirma-
tion back that the price has been adjusted to reflect the bulk dis-
count. 

 

 Feel free 
 to call us at 

250.952.4460 
if you  

have any 
questions  

at all.   
We will be 
happy to  

assist you. 
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How can I get my order upgraded to RUSH? 
All electronic orders are treated as a RUSH, however, if you want 
to ensure that you get your order either the same day or next day 
you can call OPC Customer Service at 250 952-4460 with the or-
der number from your confirmation. 

How often is the shopping cart updated? 
Presently, the shopping cart is updated nightly. 
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