
Springfield College  ordering instruction for Business Cards 

Go to Springfield College Print shop Business Card Web Portal below 

http://10.111.48.173/ws/default.php  

Login with your existing Springfield College Active Directory Account login & password same credentials 

used to Login to your Springfield College computer.  All users with an existing Springfield College 

account can login. 

 

 

 

 

 

 

http://10.111.48.173/ws/default.php


 

 

 

 

 

After Logging in -  Main Screen click on Business Cards 

 

 



select Business cards from Catalog Menu 

 

 

 

 

 

 

 

 

 

 

 



 

Fill Out Variable Fields of Business Cards 

 

 

 

 

 

 

 

 

 



 

 

Example of All Fields filled out properly 

“Copy Count”    number of boxes (500 per box) 

 

 

 

 

 

 

 



 

 

 

 

Select “Generate Preview” – Verify that all information on Business Card is entered correctly before 

submitting  

 

 

 

 

 

 



 

 

 

 

Once you have verified that all information “Select “Next”  

 

 

 

 

 

 



If you need to put in another order Select  “Back To Shopping” button 

 



If you are done ordering  Select  “Submit Order” button

 

 

 

 

 

 

 

 

 

 

 



To finalize the order select  “Next Button” 

 

 

 

 

 

 

 

 

 

 



Once finalized you can “Log Out” 

 

 


