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Utica City School District

Register & Log in

• Go to ohmprinting.oneida-boces.org
• You do not need to register for an account
• Select Utica LDAP from the drop down menu
• Your username is your full email address 

(name@uticaschools.org)
• Your password is what you use to login to 

that email account
• Click Login
• You may be prompted to fi ll in any required 

fi elds in your Account Settings before you 
can proceed

• You can now place your orders

• Go to ohmprinting.oneida-boces.org
• If you do not have an account, click Register for an Account at the bottom of the screen
• Fill in the required fi elds that are marked with an asterisk
• You will receive an email that will prompt you to set your password
• Once you have an account, make sure you select “Local Account” from the drop down on 

the login page (ohmprinting.oneida-boces.org)
• Use the username and password you selected when you created your account
• Click Login
• You can now place your orders

All Districts
(except Utica City School District & BOCES)

OHM BOCES

• Go to printing.oneida-boces.org
• You will be prompted to login using 

your OHM BOCES Google Account
• You are all set!
• You may be prompted to fi ll in required 

fi elds from your Account Settings 
before you can proceed

• You can now place your orders
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Profi le - Contact Info: 
Input your contact 
information for all 
required fi elds. Required 
fi elds are notated with a 
red asterisk.

Shipping Options: 
Input the location 
your orders will 
be delivered to.

Billing Options: 
Input your billing information. 
It is very important that you select 
the correct account code so that 
your orders will reach its intended 
approver.

Account Settings

Please verify your account information through “Account Settings,” located on the
top right of the homepage under the user icon.  Modifying any of these fi elds 

will autopopulate the information into your cart when ordering.

My Account: Clicking 
“Account Settings” will bring 
you to your account details 
page.
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Confi gure your document in 
any manner.

Ordering: Upload a Document

The online print center portal offers many options in addition to the catalog and custom print jobs!

Print settings, such as paper choices, black and white or color printing, 
binding options etc., will be discussed further on Page 8 (Print Options: Overview).
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Most print options are already confi gured within your catalog. 
Simply choose your item, quantity, and submit!

Ordering: Catalog
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• Select print options for your order
• Select how your hardcopy originals will arrive to the shop
• Place your order and send us your originals if we have any 

questions regarding your order, we will reach out.

Ordering: Hardcopy
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Item specifi c details: Input the requested 
quantity of your document.

Print Options: Overview

Document Preview: Once a document has been uploaded, the user is 
brought to a dynamic preview of the job, which shows how the job will print.  

The preview will update based upon selected print options in the left column.

*Please be aware: what is displayed is nearly a perfect interpretation of what will be printed.

*Please note: Some options may 
not be available based on the 

page count of your project.
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If you are happy with your order, press Approve and Continue and return to 
homepage.

If your order requires special pages, such as blank pages, black and white and color 
pages combined, see the next page for Special Pages.

Refi ne Print Options: Various paper, output 
(Black & white, color), covers, plex (one-/
double-sided), scaling, etc., can be selected 
here. 

For custom paper sizes/custom jobs, please 
enter special instructions on the main cart page 
or at the bottom of this section.

Print Options: Overview

Choose Finishing Options: These 
range from binding (plastic coil/
staples), folding and other 
options you may not see in the 
other sections. Please type any 
special requests into the special 
instructions page of the cart.
*Please note: Some binding options may 
not be available based on the page count 
of your project.
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Print Options: Special Pages

To Add Special Pages: Click the icon in 
the bottom right of the preview. Right 
click on any of your pages. A menu will 
pop up from which you can add blank 
pages or set individual page attributes. 
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Checkout Workfl ow: Hover over the 
shopping cart icon in the upper right of 
the homescreen and select “checkout.”

Cart: Shipping Overview

Shipping: Select a requested ship 
date and delivery method.
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Enter Account Code: Select the correct code based 
on your school district or BOCES department.

Cart: Payment Overview
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Order Cost Information

Cost Details: Select the “Price 
Breakdown” to see an itemized 
breakdown of the estimated cost for 
this order.
Please be aware that estimates do 
not account for handwork or shipping 
charges. Your fi nal pricing may differ.
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Complete Order: Select “Complete 
Order” to send requested items to 
approval.

Order Review

Order Name: Provide an order name for future 
reference and quicker assistance from the Print Shop.

Review Order: Review requested 
items, total cost, shipping and 
billing information on this summary 
page.
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Order Confi rmation

Once you have arrived at this page, your order has successfully been 
submitted. You will receive an email confi rmation from the site
if you have email notifi cations set in your account preferences.

*Please note: if you have not reached this page, your order has not been submitted.
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*Note: Files do expire and may need to be re-uploaded. Please keep a backup of your fi les!

Order History

Within your Order History, you can reorder past jobs and the system will keep 
the job specifi cations in a new cart so that reordering is seamless.

My Orders: Select 
this option to see 
previously submitted 
jobs.

Reorder: When reordering, click on 
the order you wish to print again. 
You can make quantity changes 
or keep options the same as your 
original order.

Need help fi nding your 
order? Use the fi lter options 
on the left to narrow down 
order history.

Once you’re selected the fi le 
for reordering, checkout and 
send for approval.



17

Helpful Links

www.oneida-boces.org/webcrd



FAQ Section

Printing Services
PRINTING@ONEIDA-BOCES.ORG |  315.793.8509

How do I login to WebCRD?
All Districts: Please use ohmprinting.oneida-boces.
org make sure you are selecting “Utica LDAP,” if you 
are a Utica City School District employee, and “Local 
Account” if you are from any other district. BOCES 
Employees: Please use printing.oneida-boces.org 
and login using your OHM BOCES Google account 
and password.

Help, I am still having trouble logging in!
Utica City School District - When you are on the sign 
in page, please make sure you have selected “Utica 
LDAP” from the drop down menu. Your username 
is your full email address (name@uticaschools.org) 
and your email password.

Districts Other than Utica CSD - When you are on 
the sign in page, please make sure you have selected 
“Local Account” from the drop down menu and 
then proceed with the username and password you 
chose when you created your account. If you cannot 
remember your password, use “forgot password” 
to reset.

BOCES Employees - Login at printing.oneida-boces.
org and use your OHM BOCES Google Account. If 
your OHM Google account does not pop up, log-in 
using your full OHM BOCES email address and your 
password for that account.

I am ordering invitations or notecards and 
need envelopes, should I order envelopes in 
the special instructions?
No, please create a separate order for envelopes, 
even if the envelopes needed are blank.

Our district has a document that we have 
printed frequently and is used by multiple 
people. How do I get that as a catalog item?
Please email us at: printing@oneida-boces.org and 
we will assist you with adding the document to the 
catalog

I am not sure what the status of my job is, 
how do I fi nd out?
Go to the Ordering Homepage and select “My 
Orders” at the top. It will show you the status of 
your order and allow you to reorder if you wish. To 
receive email notifi cations, please make sure you 
update your settings by going to Account Settings, 
Email Options and check the notifi cations you wish 
to receive.

What if I need something urgent, or something 
sooner than the estimated delivery date?
Please place your order and let your approver know 
to approve the order right away, then contact the 
Print Shop at 315.793.8509 or printing@oneida-
boces.org. Please have your order number ready 
and let us know. We will always do our best to 
accommodate urgent orders, but during our busiest 
times of the year (end of school and summer), there 
may be delays.

Why can’t I choose the binding I want?
If you were hoping to have your book tape or spiral 
bound and it does not show the option, it is because 
your document does not have enough pages. Tape 
and spiral bound books must have a minimum of 20 
pages, 2-sided. 

I would like multiple fi les merged to make 
one book, but can’t seem to make it happen. 
Is there a way to do that?
Yes! Please email printing@oneida-boces.org with 
the fi les you would like merged and we can do that 
for you and send it back so you can place your order.


