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This guide will help you navigate the online publications ordering process. If you have issues with the 
directions or have questions, contact the SHIBA Secretary Senior at 360-725-7073 or via 
shiba@oic.wa.gov. 
 

Step 1 - On My SHIBA at www.insurance.wa.gov/volunteers-only/, click on the “Order 
SHIBA publications” link. 
 
Then click on the link “Order SHIBA publications through Dept. of Enterprise Services” (We also 
call Fulfillment): 
https://prtonline.myprintdesk.net/DSF/SmartStore.aspx?6xni2of2cF1OAY5jHVvlUrUsqozrCjF3x
gL/DdBBf+Sre9e470j4aMR+LcLIWmKS#!/Storefront 
 
In the upper-left hand corner, choose the link:  “Fulfillment (By Agency)” 
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Step 2 - On this screen, click on the SHIBA logo: 
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Step 3 - Now you can search for the publication by category:
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Step 4 - The page will open with a listing and picture of all the publications in that category.  
Click on the publication you would like to order: 
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Step 5 – Your computer screen will show a picture of the publication and a place for you to fill in 
the quantity you want to order. Then either hit the “Continue Shopping” or “Buy Now” buttons:  

 

 
Step 6 – On this screen for your cart, you’ll need to choose the due date of when you’d like to 
receive your order in the upper left-hand corner of the screen. 
Then hit the “Proceed to checkout” button. 

 

 
 

If you continue shopping,  
follow steps 3-5.  

If you’re done with shopping for 
publications, hit the “Buy Now” 
button. 

 



Guide to ordering publications through Fulfillment 

7 | P a g e  
 

 

Step 7 - If you haven’t yet set up an account, you will need to register as a new user by clicking on 
the link as shown below. If you already have an account, you’ll need to fill in your username and 
password and then click on the “Login” button: 

 

 

Step 8 - For some reason the system brings up the same screen as in step 6, so you’ll need to go 
back in and enter the due date you want to receive your publications and hit the “Proceed to checkout” 
button again: 
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Step 9 - On this screen you will need to fill out the mailing address where you want Fulfillment to 
send your publications to. You will need to save at the bottom of the page before you “Proceed to 
payment:” 
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Step 10 - On this screen, which is for verifying payment, all SHIBA materials are free. So just click 
on the “Place my order” button to proceed: 
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Step 11 - This is your order confirmation. You can either print this screen or you will also get an 
email confirmation: 
 


