
 

 

 

CSG Business Card Ordering Process via Zenith Hub  

 

USING ZENITH HUB 

Zenith Hub is our new online Web 2 Print ordering System where leaders can now order business cards 
and potentially other print items in future.  

The benefits of the Zenith Hub include: 

● An online library of print items 

● 24/7 ordering 

● Time saving routine for repeat print orders that eliminates the risk of human error 

● Order tracking and centralised administration 

 
 

 
Logging in to Zenith Hub 

 

1. Use your unique URL provided below and enter it in your Internet Browser to access your Portal. 

 
 

https://csg.zhpro.com.au/dsf 

 
 

 
2. Click on the Login Icon 



 

 

 
 

 

3. Enter the following Username and Password:  

  
Username: csg.user 
Password: zenith 
 

 
 
Click on Log in. 

 
You will then be presented with your print portal and categories. 

 



 

 

 

PRODUCT WORKFLOW 
 

1. Browse for products by clicking on the Browse button under each category. 

You can access the Categories from the home page or from the Category Menu. 
 



 

 

 
 

 

2. This will present all of the products available in that category. Click the individual windows for 

more information. 

Otherwise click BUY NOW to purchase. 

 

 

You can click the Buy Now button in the product window to purchase or continue shopping will 

return you to the list of products. 
 



 

 

 

BUSINESS CARDS 
 

3. If you are purchasing business cards you will then be taken to the editing screen to create 

your unique artwork. Fill in the required fields with your data and the screen will populate 

proof as you go. 

 

 

Once you have filled in all the information, click Add to Cart to proceed with the purchase. 

 

**IMPORTANT** 

 
Ensure you have a job ame 

The FIRST and LAST name of your card is ideal for invoicing. 
 
 
 

 
**NOTE** 

 
If you get this message just click OK, it's just letting you know 

it is updating your preview before you leave the page. 
 



 

 

 
 
 

 
5. This is your final chance to check your card details before checkout. You can check your quantity 

and job name again here too. 

 

 

Once you have reviewed and approve the job, click Add to Cart to proceed with the purchase. A 

disclaimer will pop up asking you to confirm that the product has been reviewed. Click I Agree to 

confirm the product has been checked and reviewed. 
 



 

 

 
 

5. You will then be taken to the Cart View. In the Cart view, the Quantity can be updated by selecting 

a new Quantity from the drop down. There is the option to select a due date from the Calendar to 

inform the Print Shop when you require the product. 
 
 

 

 

6. To continue shopping click on the Continue Shopping button. Otherwise to purchase the 

product in the cart click on Proceed to Checkout. 



 

 

 

7. Select your shipment type, this will be the delivery suburb. 

 
Then select the address from the address book of your required destination. 

If something is incorrect you can manually override - if it's something that needs to be changed 

permanently, make a note in the delivery instructions and we will ensure the update is made for the 

future. 
 



 

 

 

8. If any changes have been made to the Shipping address, click on Save. Click Proceed to 

Payment to make payment and complete the order. 

 
 

9. Choose from the payment options available and click Place my Order. 
 
 

 

 

The 3 fields required are: 

1. Name of orderer 

2. Service stream 

3. Site 



 

 

 

11. Once the order has been placed successfully the order Confirmation window will open.  

A confirmation email will now be sent to the approver to approve your job. 
 



 

 

 


