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STEP 1.   Sign up at the TOP RIGHT HAND of the Public Works Online Portal by clicking 
“LOG IN” -  https://services.dir.ca.gov/gsp 

 

 

 

 

STEP 2.  A new window will open, click on “REGISTER NEW USER ACCOUNT”                                                                                                                                       

                                 

     

https://services.dir.ca.gov/gsp
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STEP 3.  On the next screen click, “AS A PUBLIC WORKS CONTRACTOR OR AWARDING 
BODY” 

                                             

 

 

STEP 4.  Fill out all fields on next webpage to create your USER account  
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STEP 5. Check your email.  Check your junk/spam folders also.   

You need to click the “VERIFY EMAIL” button in an email that will be sent to you. 

         

 

 

 

 

 

 

 

 



 5 

STEP 6. Return back to PW system home page https://services.dir.ca.gov/gsp 

Click on “LOG IN”.  You have now successfully signed up your email to the new PW system.   

 

 

 

 

 

STEP 7. Click the “CONTRACTOR” box 

 

 

 

 

 

 

https://services.dir.ca.gov/gsp


 6 

STEP 8. Click the “YES” button 

 

 

 

 

STEP 9. Search for your business using any of the 3 fields – PWCR Number, CSLB Number, 
or Legal Entity Name 
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STEP 10.  When you find your business, click “SELECT THIS ENTITY” and the business 
information will appear on the right hand sidebar.

 

 

STEP 11. This screenshot below is of the right hand sidebar that displays your business.  If 
this is your business, click the blue button “LINK TO THIS ACCOUNT”. 
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STEP 12.  The window below will display so that you can confirm the information is the 
business you want to link to.  Click the blue button “SUBMIT” 
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STEP 13.  Your dashboard will now display your request to link and who will have to approve 
it.   

Here below, the approver is “JAKOBY JOHNSON”.   

(!) Reach out to your approver to make sure they approve your request to link. 

 

STEP 14.  The email that the APPROVER receives looks like the screenshot below.  The 
approver will need to click “CLICK HERE TO APPROVE” and a new email will open.   

(!) Please do NOT modify or type in any additional text in the email.  Simply send it as it is to 
APPROVE the request.   
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STEP 15.  Once your link request is approved, please sign back into the system and your 
dashboard will display the following information. 

STEP 16.  Click “COMPLETE REGISTRATION to begin the registration and/or registration 
renewal process. 

 

 

STEP 17.  Complete all 6 form sections and proceed with paying for your PWCR number  
(Public Works Contractor Registration Number) 
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(!) PLEASE NOTE - Selecting “YES” to any of the first 3 questions will disqualify you from 
registering. 
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STEP 18.  Complete section 3 – Workers Compensation Information 
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STEP 19.  Complete section 4 – Agent of Service information 
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STEP 20.  Section 5 – Period and Payment Section 

(1) PLEASE NOTE, the registration year(s) you are paying for run from July 1 to June 30th of 
the subsequent payment period. 

(2) No matter what day of the year you pay, your registration will always expire  June 30th of 
the fiscal year you pay for. 

(a) For example, if you pay for your registration June 1st, it will expire on June 30th.   

(3) Early Registration/Renewal Period - The 1 exception is when you are registering during 
the early registration/renewal period which is May 1st-June30th.   

(4) During this period of time, you can register and choose to start your registration July 1st. 

(5) The screen below will display your start and end date of registration to ensure clarity. 

(6) If there are any applicable penalties due to working without a registration, the penalty 
amount will now be displayed in the “penalty” field.
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STEP 21. Penalty of Perjury section 

Once you click the “I Certify” button, you will be redirected to the payment processing 
companys website (FISERV).   
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STEP 22. This is the FISERV payment processing companys website.  You’ll need to sign up 
your email AGAIN for a FISERV account to be able to pay for your registration. 

CLICK “NEW USER? REGISTER HERE” 
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STEP 23.  Complete the required information to create a new FISERV user account

 

STEP 24.  FISERV will bring you back to the sign up screen. 

LOG IN with your newly created email and password 
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STEP 25.  FISERV will now require you to select a SECURITY QUESTION to complete your 
account sign up. 
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STEP 26. Next, you’ll be able to fill out your billing information, and payment method to 
complete your payment for your PUBLIC WORKS CONTRACTOR REGISTRATION (PWCR) 
fee(s) 

 



 20 
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STEP 27. Finally, once you click “PAY NOW”, your payment will be complete and your PWCR 
will now be activated. 
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STEP 28. The next screen is your TRANSACTION RECORD summary.   

You will need to click the “DIR” logo at the top left to return to your user dashboard 

 

 

 

 

 

 

 

 

 



 23 

 

 

 

 

STEP 29. Your user dashboard now successfully displays  

(1) Your username from the email you signed up (Michael McMillsion) 
(2) The contractor account that you created and linked to your email  (JAKOBY 

ELECTRICAL ENTERPRISES) 
(3) Your Legacy PWCR number (1000004374) 
(4) Your contractor registration status (successfully paid = DIR APPROVED) 
(5) The period of the registration you have successfully paid for  

a. (April 26, 2025 to June 30, 2027) 
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2.How to link to a NEW PWCR number 
STEP 1.   Sign up at the TOP RIGHT HAND of the Public Works Online Portal by clicking 
“LOG IN” -  https://services.dir.ca.gov/gsp 

 

 

STEP 2.  A new window will open, click on “REGISTER NEW USER ACCOUNT”                                                                                                                                       

                                 

     

https://services.dir.ca.gov/gsp
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STEP 3.  On the next screen click, “AS A PUBLIC WORKS CONTRACTOR OR AWARDING 
BODY” 

                                             

 

 

STEP 4.  Fill out all fields on next webpage to create your USER account  
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STEP 5. Check your email.  Check your junk/spam folders also.   

You need to click the “VERIFY EMAIL” button in an email that will be sent to you. 
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STEP 6. Return back to PW system home page https://services.dir.ca.gov/gsp 

Click on “LOG IN”.  You have now successfully signed up your email to the new PW system.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://services.dir.ca.gov/gsp
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STEP 7. Click the “CONTRACTOR” box 

 

 

 

 
 

STEP 8. To create a NEW contractor, click the “NO” button 
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STEP 9. Complete all required fields that have the red asterisk 

 

 

** Please note that you cannot use a DASH “-“ in the TAX ID NUMBER field shown below. 
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STEP 10.  Once you complete this form, the system will log you out to update and link your 
user account to your newly created contractor.   

 

 

STEP 11.  When you sign back in, you will now see your user dashboard that displays your 
username and the newly created contractor you linked to. 

 

 

 

** You are now the PRIMARY CONTACT.   

(!) PLEASE NOTE – You are the main person that will need to approve any other users 
that sign up and want to link to your business.  You will get emails where you will 
need to approve/reject requests for users to link to your business.   
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STEP 12.  HOW TO REGISTER AND PAY REGISTRATION FEE 

Next click the blue button “COMPLETE REGISTRATION” button  

 

 

STEP 13.  Fill out all the required fields in 6 SECTION REGISTRATION FORM  
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(!) PLEASE NOTE - Selecting “YES” to any of the first 3 questions below will disqualify you 
from registering. 
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STEP 14.  Complete section 3 – Workers Compensation Information 
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STEP 15.  Complete section 4 – Agent of Service information 
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STEP 16.  Section 5 – Period and Payment Section 

(1) PLEASE NOTE, the registration year(s) you are paying for run from July 1 to June 30th of 
the subsequent payment period. 

(2) No matter what day of the year you pay, your registration will always expire  June 30th of 
the fiscal year you pay for. 

(a) For example, if you pay for your registration June 1st, it will expire on June 30th.   

(3) Early Registration/Renewal Period - The 1 exception is when you are registering during 
the early registration/renewal period which is May 1st-June30th.   

(4) During this period of time, you can register and choose to start your registration July 1st. 

(5) The screen below will display your start and end date of registration to ensure clarity. 

(6) If there are any applicable penalties due to working without a registration, the penalty 
amount will now be displayed in the “penalty” field. 
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STEP 17. Penalty of Perjury section 

Once you click the “I Certify” button, you will be redirected to the payment processing 
companys website (FISERV).   
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STEP 18. This is the FISERV payment processing companys website.  You’ll need to sign up 
your email AGAIN for a FISERV account to be able to pay for your registration. 

CLICK “NEW USER? REGISTER HERE” 

 

 

 

STEP 19.  Complete the required information to create a new FISERV user account 
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STEP 20.  FISERV will bring you back to the sign up screen. 

LOG IN with your newly created email and password 

 

STEP 21.  FISERV will now require you to select a SECURITY QUESTION to complete your 
account sign up. 
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STEP 22. Next, you’ll be able to fill out your billing information, and payment method to 
complete your payment for your PUBLIC WORKS CONTRACTOR REGISTRATION (PWCR) 
fee(s) 
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STEP 23. Finally, once you click “PAY NOW”, your payment will be complete and your PWCR 
will now be activated.
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STEP 24. The next screen is your TRANSACTION RECORD summary.   

You will need to click the “DIR” logo at the top left to return to your user dashboard 
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STEP 25. Your user dashboard now successfully displays  

(6) Your username from the email you signed up (Jon Dough) 
(7) The contractor account that you created and linked to your email  (SSC Inc.) 
(8) Your PWCR number (200004380) 
(9) Your contractor registration status (successfully paid = DIR APPROVED) 
(10) The period of the registration you have successfully paid for  

a. (April 26, 2025 to June 30, 2025) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


