Logging in to WebCRD

If you have never logged in to our Online Print Center, you can do so in

one of two ways. The first is through the Hofstra portal at my.hofstra.edu.
Once you have logged in to the portal, click on
My Apps (the grid icon in the top right corner.)
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After you click on the grid, it will bring down ’ g a 8 -

your menu of apps (this may differ from the ®

example shown, dependlng on what apps are 8 ®
available to you.) Click on the icon labeled Larers N e WO O

"Online Print Center,"and it will bring you to () - B

the WebCRD Online Print Center. = =
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Another way to log in to WebCRD is to open any web browser and type
http://webcrd.hofstra.edu into your address bar. This will bring you to a
login screen, at which point you will log in with the same credentials you
use to log in to the Hofstra portal.
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Are you new to our Online Printing Servicas?
Click on the Getting Staned link below. it includes imponant information far leaming how 1o use the new WebCRD. User 10 l:
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https://my.hofstra.edu/

If this is your first time logging in to WebCRD, you will
see this screen. If not, skip ahead.

o WebCRD ONLINE PRINT CENTER

Account not found for: h701961771

The User ID you have entered for appears to be new. If this is the first time you are using this service, please confirm your password to continue.
Ctherwise, please request a transfer of your existing account to a new User ID.

(=) 1am signing in for the first time.
Select this option to create a new account. Most people will select this option.
Re-gnter your password and click Continue fo create a new account and log in.

Re-enter password: |

(! I need to transfer an existing account.
Select this option to reguest a transfer of your existing account and order history fo a new User ID.
Enter your previous User ID below. In the Comments box, provide your name, phone number, email address. and the reason for requesting an account fransfer, and then
click Confinue. You will be notified when the account transfer is complete.

Previous User ID: |

Comments:

| Cancel | | Continue |
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Use the first option and enter your password again. Never use the
second option. After you enter your password, you will be brought to
this page. Enter your contact information and click Continue.

WebCRD ONLINE PRINT CENTER

Provide Missing Contact Information
Additional contact information is required to access WebCRD. Fields with an * are required.

Address Phone f Email
First name* | Email* |
@First name is a required field. @Email is a required field.
Middle name | Work #*
Last name* | Mobile #
@Last name is a required field.
Fax #
Job title* |
Home #
Department* |
URL |
Company |
Location |
Office Address* |

Building Address |

Street 3 |
City |
State | Alabama v
zp [

Country | United States

Continue




ORDERING A JOB

There are three options for ordering a job in WebCRD:

1.Upload a File(s)
2.Business Cards

3.External Source

Depending on the type of
job you are ordering, you
may upload a file, or click on
"Go" under "Business

Cards" or "External Source.’

For example, if you are
looking to order business
cards for yourself, click
“GO" inside the box labeled
“BUSINESS CARDS"

Home | My Account | Help | Logout

WebCRD

ONLINE PRINT CENTER

Orders  Manage Files CART[0]

PRINTING MADE EASY

Ordering from Document Services has never been easier.Upload a File from your desktop,
orif you don't have a file just click Go on External Source to bring up a blank order form.
Order your Business card from Business Cards, or search for personal items in My Files.

Upload a File Business Cards External Source

Click Button "Go" to Order Business Cards. Order custom prints from a hardcopy,
<br>CD-ROM, etc.
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Drag files here or click to browse ,
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1. UPLOAD A FILE

If you have a digital file(s) you wish to upload for either Creative Services or printing, there are two

ways to do this.

Upload a File

Drag files here or click to browse

HOW TO UPLOAD ONE OR MULTIPLE FILES:

You can click on "Click to Browse" and a window like the one
shown in Figure A will appear. Search for the file or files on your

computer that you wish to upload, highlight the file or files and
click “Open.” Or, you can simply highlight the file or files and

drag them to the blue cloud.

Acceptable file types to upload include:
bmp, doc, docx, eps, gif, jpeg, jpg, pdf,
png, psd, tif, tiff, xIs, and xIsx.

| Figure o N
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‘v Downloads - 0o X
¢ v 4 *) This PC Downloads v { | Search Downloads p
A e Date modi.. Type Size
3 Quick access
Blank 11/19/202..  Adobe Acrobat D... 91kB
+
& Dropbor Blank2 1/19/202..  Adobe AcrobatD.. 95KB
) . 14 11119202, Adobe AcrobatD... 95KB
@ OneDrive - Hofstra Uni s : B :
@ OneDrive - Personal
v
Jitems  3items selected 279 KB =




2. BUSINESS CARDS

To order a business card, click on "Go"” in the business card box

from the WebCRD home screen. R

This will bring you to a new page. Click on "Business Cards." |
Advanced Search
Home > Catalog \
. 6o

Business Cards
Click Button "Go" to Order Business Cards

Select By Workgroup

Browse for items by selecting a Workgroup, or search for items using the search bar.
Click Home to select items outside the Catalog.

Item Search Search | | Clear
Search | Rows Per Page | 100 +
Show Advanced Search Criteria SortBy | tem v |A-2 -

Workgroup ’ ¥ Location 3 Folders Items
Business Cards Location 5 58

[1-1] of [1]

|z
[

At this point you must choose a folder that best represents the kind of business card
you need. For example, if you are a faculty member, you would choose the link for
"School Business Cards” and navigate to the appropriate school. If you work in one
of the various administrative offices, you might choose “Staff Business Cards.”

Home » Catalog » Business Cards

Select By Folder

Browse for items by selecting a folder from the list below, or search for items using the search bar.
Use the Catalog link to select a different Workgroup or click Home to select items outside the Catalog

Item Search | search | | Clear
Search | | Rows Per Page | 100 -
Show Advanced Search Criteria SortBy | tem v|laz v|
Folders h 4 Items
Athletics Business Cards 3
Law School Business Cards 4
MBA and Pride Guide Cards 3
School Business Cards 28
Staff Business Cards 20
[1-5] of [5]
Select ltems Home > Catalog > Business Cards > Staff Business Cards
Once you select the correct folder, you S S A e s e et
. . o] [Cor
now have a choice of business cards. If e
you click on any of the images of the - "
cards, you can preview each card. S -
When you find the card you wish to = =
order, click on the button labeled - —
“Configure” on the line with the card et o
you wish to order. = -
=] e
— .

Located in Business Cards / Staff Business Cards



BUSINESS CARDS continued

Below is the business card template. Please enter the required information in the
fillable form. When completed, click the button “Update Preview” and your new
information will be displayed on the business card “Preview” to your right.
Important: The information displayed in this preview will be printed on your
buisness card. Please review carefully. When you are satisfied with your card, click
the button “Add to Cart.”

Orders Manage Files CART[1]

Configure Template - Staff

Form Fields Preview

Current Mode: Interactive

Your Name |Jar|ine IMacedo |

Janine Macedo
(Label) edu hofstra.edu Director, Print & Mail Services
Print & Mail Services

Job Title [Director, Print & Mail Services

| rf
)
Depart it i i i e 112 Butler Aj
epartmen |Pr|m& IMail Services | HOFSTRA mz“t')lfl'm mi"pmw
Room # and Building |1 12 Butler Annex | 2 R HEpsiEed, B 02
pride s purpose
Hofstra University Address - i.e., 102 |1 02 | Tel: 516.463.4737 Fax: 516.463.4711
janine.macedo@hofstra.edu
(Label) Hofstra University Hofstra University hofstra.edu

(Label) City-5t-Zip Hempstead, NY 11549-

+4Zip Code-ie, 1020 [1020 |

(Label) Tel Tel: 516.463.

4 Digit Phone Extension, i.e., 6882 |4.73? |

(Labely Fax Fax: 516.463.

4 Digit Fax Extension - i.e., 4711 |47|‘| |

Full Name Email Address - i.e., jane.t.smith@hofstra.edu |janine_macedo@hofstra_edu |

Requested .

#

SaveforLater | AddtoCart




1/ Cart

Refine Your Print Options, Page count & Quantity per recipient and billing information. Click Place Order to submit your order. (br}f

you are submitting a Creative Services Order, only submit a Word documents and ensure that you click on Additional, then click on

the Creative Services tab to enter your instructions.

Once you have placed your order you will no longer be able to edit or cancel this order, if you need to do please call 463-6963. Job Number 88849

Order Estimate $25.00

Item 1 W Add Anather tem |

. == Staff (Card Merge) Unit Price $0.10
s | g 1 Page )
3.50x2.00 Inches Quantity

Enter instructions for this item, if you are re-ordering please enter old Job Number Here.

Shipping Information | add address |

Iwould like my order shipped by: Wednesday, November 25, 2020 &

Note: Only dates when the print center is open may be selected.

Janine Macedo " Select a Shipping Method
Print and Mail Services | Hold for Pickup ~ | Jobs in 108 Butler - Business Hours: 9am - 5pm M-F
Director
111 Butler Annex Delivery Estimate
102
Hempstead, New Vork 1020 Wednesday, December 09, 2020
United States
janine.macedo@hofstra.edu
1 Staff (Card Merge) 250
Enter shipping instructions for this recipient
Billing Information
Janine Macedo Z Order Estimate $25.00
Print and Mail Services Click the price to view the cost details
Director 1
e S Select Billing Codes for Payment
102 Fund
Hempstead, New York 1020
United States Organization _005{1
Jjanine macedo@hofstra.edu

Account | 71081 v

PO | |
Flease De Not Type in PO - For Office Use Only

Enter billinginstructions for this order ,

RN T TE I e i

The final step is to add your budget code (if it is not already
listed in your profile) and click the button "Place Order."

* It is important that you have only one business card
attached per job submission in case we have to cancel it.



ORDERING A CREATIVE SERVICES JOB

When ordering a job that requires creative services (editing/design), first
gather all the materials for your job and use the “Upload a File” option to
create a job in WebCRD. Likely, you will be using the option to upload
multiple files. You will want to upload at least one text document
(containing all of the text you want included in your job) and any pictures
you plan to use. If you require more than one part to your job (for
example, you need both flyers and posters) you will need to have more
than one item in your job. If you add parts later in the creative process,
you will need to submit a new WebCRD order for the extra item.

Your Selected Print Options Print 8.5 % 11 Black & White, One Side Copy, None, Scale Down Only

E;; Preview [ Change Options

« Print Options - External Source Item

Refine Your Print Options In your cart, click on "Preview/
6 ™ S Change Options." Under "Refine
8.5x 11 Black & . . . .
ik Your Print Options," find and click

on "Creative Services."

Paper
None

4 Scaling
- Scale Down Only

Sides Printed
One Side Copy

B

Covers

C

Binding

Folding & Punching
0L

Creative Services (not shown)

Please Note: Creative Services
Special Instructions (rot show) workflow can take four to six weeks
O .
from order placement to completion.

Additional options are available by right-
clicking on pages in the Preview, Scroll
View, and Grid View

Click here for more help




Other Finishing Options - External Source ltem

I"] cutting
In Units of

1] Fadded
In Units of

[ ] Perforation
In Units of

[] Trimming
In Units of

~ Creative Services - For Printing
[ | Creative Services - Art Only

| Close |

In the "Other Finishing Options" box, click on the appropriate box for
“Creative Services” and then click on "Close." This will inform the staff
that the file(s) you uploaded require Creative Services and should not
go straight to print. Even if you upload more than one file to your cart,
you need to select “Creative Services” only once. Use the "Special
Instructions” box to enter all the information the artist needs to know
about the job; then click "Save." Once done, click "Done with Print
Options."



ORDERING A PRINT-READY POSTER JOB

To order a poster, first you must upload your PDF file. (All posters must be
submitted as PDFs.)

Your Selected Print Options Print Poster Printer (PDF ONLY), One Side Copy, Poster 24x36 Glossy Mounted, Scale Down Only

%{ Preview / Change Options

« Print Options - External Source ltem |h your Cart, CIiCk on
“:ﬁ““""‘“”"“‘“”"““s , "Preview/Change Options."
In . n . .
o g e @ ;E8x1) Black & Wide Under "Refine Your Print
i | @& 11x17 Black & White OpthﬂS" click "Ink" and then
Poster 24x36 Glossy B click "Poster Printer (PDF
il e ONLY)." (If you uploaded a
b7 e [ RS 24x36 PDF poster file, the Ink
Scale Down Only . .
= = & posterprinter poFonwy) | selection will default to Poster
u Creative Services (not shown) ' WI” defaUIt tO POSter 24X36
Glossy Mounted. See
O Special Instructions (not shown) example direct|y be|OW.)

Wide Format mode: Print opfions shown
here are specific to Wide Format « Print Options - External Source Item
document types.

Refine Your Print Options
Click here for more help b

Ink
Poster Printer (PDF ONLY) ~

Paper

Poster 24x36 Glossy
Mounted

e

Scaling
Scale Down Only

One Side Copy

Creative Services (not shown)

% Sides Printed
o

Special Instructions (not shown)

@

Wide Format mode: Print options shown
here are specific to Wide Fermat
document fypes.

Click here for more help



Now click on "Paper."

+ Print Options - External Source ltem

Refine Your Print Options

- Ink
Poster Printer (PDF ONLY)

Paper
Poster 24x36 Glossy

Mounted

L—j Scaling

Scale Down Only

I% Sides Printed

One Side Copy

g Creative Services (not shown)

Special Instructions (not shown)

o

Wide Format mode: Print options shown
here are specific to Wide Format
document fypes.

Click here for more help

You will see only the paper that the Poster Printer is able to use. Choose the type
of poster you would like to print. Bus Signs are a type of poster only used on the
Hofstra Shuttle. 24x36 Glossy Mounted is for a poster printed then mounted on
a foam-core board. Unmounted posters are rolled glossy posters.

Paper Type
Current Paper: Poster 24x36 Glossy Mounted

Use the filter options below to view the available paper choices.

Color [ Poster +] size

The paper size has been preselected for you.

These papers match your color, size and filter options. Click on the paper name to select it. To make no changes and keep the Current
Paper selection shown above, click Cancel.

Name Color Size
[J| Poster 24x36 Glossy Mounted Poster Poster
1| Poster 24x36 Glossy Unmounted Poster Poster
[ | Poster 36x48 Glossy Unmounted Poster Poster
[ | Bus Signs - Blue 10.5 x 24 Poster Poster
[ | Bus Signs - White 11 3/8 x 24 Poster Poster
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