
HOW TO PRINT A BULLETIN
BOARD THROUGH THE 

IC PRINT SHOP
A STEP-BY-STEP BREAKDOWN




I C  O F F I C E  O F  S T U D E N T  E N G A G E M E N T  



STEP 1
GO TO THE CENTER FOR PRINT PRODUCTION PAGE
ON THE IC WEBSITE AND CLICK ON GET STARTED

WITH WEBCRD OR CLICK HERE




H O W  T O  P R I N T  A  B U L L E T I N  B O A R D

STEP 2 
LOG IN WITH YOUR NETPASS CREDENTIALS 




https://www.ithaca.edu/office-business-and-finance/center-print-production
https://typeset.ithaca.edu/


STEP 3 
CLICK GO  UNDER "THE IC CATALOG" 




STEP 4 
SEARCH FOR "BULLETIN BOARD" IN THE ITEM

SEARCH BAR
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STEP 5 
CLICK ORDER ITEM  FOR THE BULLETIN BOARD

YOU HAVE BEEN APPROVED TO USE



SEE BULLETIN BOARD GUIDE FOR NUMBER IDENTIFICATION
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STEP 6 
CLICK CHOOSE FILE  TO UPLOAD YOUR GRAPHIC 

 AND CLICK UPDATE PREVIEW  TO SEE A PREVIEW 




STEP 7 
SELECT QUANTITY (1)  AND CLICK ADD TO CART

THEN CHECKOUT
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STEP 9 
FILL OUT APPLICABLE BILLING INFORMATION 




STEP 8
SELECT SHIP TO CPP DROP BOX #1

CAMPUS CTR  FOR SHIPPING METHOD 



THIS WILL SEND THE COMPLETED PRINT TO THE 
OFFICE OF STUDENT ENGAGEMENT 




STUDENT ORGANIZATIONS MUST HAVE FUNDING IN THEIR 
ACCOUNT TO ORDER A BULLETIN BOARD. 




IF YOU HAVE QUESTIONS REGARDING REQUESTING FUNDING FOR A
BULLETIN BOARD FROM SGC, YOU CAN REACH OUT TO THE VP OF BUSINESS

AND FINANCE AT SGCBUSINESS@ITHACA.EDU .
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mailto:sgcbusiness@ithaca.edu


QUESTIONS?



CONNECT WITH THE OFFICE OF STUDENT
ENGAGEMENT IN THESE WAYS:




CALL 607-274-3222



EMAIL OSE@ITHACA.EDU



VISIT THE THIRD FLOOR OF CAMPUS CENTER
MONDAY-FRIDAY FROM 9AM-5PM 
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