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.)

Bus Map

After you click on the grid, it will bring down
your menu of apps (this may differ from the
example shown, depending on what apps are

. . M II*‘ E?
available to you.) Click on the icon labeled 0 oot . D
"Online Print Center,"and it will bring you to | Q| 7~ -
the WebCRD Online Print Center. M @ 1

S = = 3 ‘

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.

webcrd.hofstra.edu “ (o

o
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Login
Welcome to WebCRD, Hofstra University's Online Print Center, and your home for high quality Printing and Duplication i yogalready have a WebCRD account,
services. please log in below. h
Any job uploaded with copywritten material may be subject to immediate cancellation. If you do not yet have a
WebCRD account, click _
below to register. =]
=]
Are you new to our Online Printing Services? ) =
Click on the Getting Started link below. It includes important information for learning how to use the new WebCRD. User 'D_l |8
Password
Read our Getting Started tips
Logging_in to WebCRD Guidebook
| Login ]
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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.

WebCRD Online Print Center Y HOFSTRA

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 request 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 transfer, 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 ) HorsTRA

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
zp [

Country | United States

-

Continue




ORDERING A JOB

There are three options for ordering a job in WebCRD:

1. Upload a File(s) C
U v I ) I( I ) HOFSTRA
2 Smeit a Print : e l" UNIVERSITY
. Online Print Center

Design Request ey
) ?RINTING MAI?E EASY
3. EXte rn a I So u rCe or if you don't havezofl(l);djtejg ::Ilri](tzll?%nugrluoEa:t:nF\:IeszouTc);otltj)rl;jrie::tl?g 'a blank order form.
Order your Business card using the new Marketing & Communications intake form, or search for personal items in My
Depending on the type of Files.

jOb yo uare o rd eri n g yo u To submit a creative services request, use the new project intake form.
1

may u pload a ﬁ |e or Cl |Ck on Download a guide to ordering from WebCRD.

I
. QUESTIONS: Email creativeservices@hofstra.edu
Hive or "External Source."

Upload a File for Printing Submit a Print Design Request External Source

For example, |f yo u are If your printing job needs to be designed, DO NOT SUBMIT IT g!r::’r;:;g‘%:r::"f‘rx ahard copy or
HERE. Use the link to the right to Submit a Print Design To submit a request for print design,
| 00 kl n g to o r.d er co p | es O-F a Request. If not, your job will need to be be canceled. please visit our new | ntew project intake
system. 7“‘. 1
dlgckument you have in hand, ‘ ' HOFSTRA
clic i
"GO" | ns |d e th e box | a be | ed Drag files here or click to browse Visit the Intake Form
"“External Source” .
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1. UPLOAD A FILE

If you have a digital file(s) you wish to upload for printing, there are two ways to do this.

Upload a File 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.

Drag files here or click to browse

ONLY PDF FILES ARE ACCEPTABLE.

A ¥
lv Downloads - 0 X
< v 4 ;) This PC Downloads v { | Search Downloads p
A
A e Date modi..  Type Size
3 Quick access
Blank 11/19/202..  Adobe Acrobat D... 91kB
5 Dropbo Blank2 11/19/202..  Adobe Acrobat D.. 95KB
) . 14 11119202, Adobe AcrobatD... 95KB
@ OneDrive - Hofstra Uni s B
@ OneDrive - Personal
v
Jitems  3items selected 279 KB =




ORDERING A CREATIVE SERVICES JOB

When ordering a job that requires creative services (editing/design), first
gather all the materials for your job and select the Submit a Print Design
Request section. This will take you to Hive/ MarCom Intake Form, where
you can submit your request.

Submit a Print Design Request
To submit a request for print design, "
please visit our new project intake HOFSTRA
system. UNIVERSITY
Marketing and MarCom General Project Intake Form

Communications * Email

Visit the Intake Form

Are you completing this form for yourself or on behalf of someone else?

Requestor Name *

Requestor Title *

Please Note: Requestor Email *
Creative Services workflow can

Who is your MarCom Liaison?

take four to six weeks from order
Office Number *

placement to completion.

Department *
Project Name *

Is this a new project request or an existing projects that needs
updating? *

New Request

Existing Request
Are you requesting a Marketing and Communications campaign?
(multiple project categories) *

Yes

No

What is the target date for the completion of this project? *
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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

ﬁ Preview / Change Options

+ Print Options - External Source ltem

Scale Down Only

Refine Your Print Options
L
& "k @ 8.5x11 Black & White

Poster Printer (FDF ONLY)
Paper ‘ & 11 x17 Black & White
Poster 24x36 Glossy |
Mounted & 85x11 Color
Scaling ' @ 11 x17 Color

-

tam—

Poster Printer (PDF OMNLY)

One Side Copy

Creative Services (not shown)

|E|_é_\,| Sides Printed
v

U Special Instructions (not shown)

Wide Format mode: Print opfions shown
here are specific to Wide Format
document types.

Click here for more help

In your cart, click on

"Preview/Change Options." Under
"Refine Your Print Options" click "Ink"
and then click "Poster Printer (PDF
ONLY)." (If you uploaded a 24x36 PDF
poster file, the Ink selection will default
to Poster Printer (PDF ONLY) and Paper
will default to Poster 24x36 Glossy

Mounted. See example directly below.)

« Print Options - External Source Item

Refine Your Print Options

Ink
Poster Printer (PDF ONLY) ~

Paper

Poster 24x36 Glossy
Mounted

e

Scaling

28
ad

Scale Down Only

Sides Printed
One Side Copy

Creative Services (not shown)

O | Y

U 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




	Logging In
	Creating a job
	Creative Services Job
	How to Order a Poster
	Blank Page
	Blank Page
	Blank Page



