
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.) 

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 
available to you.) Click on the icon labeled 
"Online Print Center,"and it will bring you to 
the WebCRD Online Print Center.

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. 

https://my.hofstra.edu/


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

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.



ORDERING A JOB

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.

There are three options for ordering a job in WebCRD: 

1. Upload a File(s)
2. Submit a Print

Design Request
3. External Source

Depending on the type of 
job you are ordering, you 
may upload a file, or click on 
Hive or "External Source."
For example, if you are 
looking to order copies of a 
document you have in hand, 
click 
“GO” inside the box labeled
“External Source”

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

Figure A

ONLY PDF FILES ARE ACCEPTABLE.



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. 

Please Note: 
Creative Services workflow can 
take four to six weeks from order 
placement to completion. 



ORDERING A PRINT-READY POSTER JOB
To order a poster, first you must upload your PDF file. (All posters must be 
submitted as PDFs.) 

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.)



Now click on "Paper."

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. 
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