
The Design Studio would like to introduce you to the online business card ordering service.

This service allows you to submit your orders electronically, which in turn allows for a faster and 
more effi cient turnaround.

Log in

•   Go to www.rhul.ac.uk/Services/Design-Studio/ and select Online Business Cards. 

•   You will be taken to a login screen.

•   Select Register here. 

•   Enter RHUL1 as the company code.

•   Complete your details.

•   Create a password.

•   Select Register.



•  You will be sent an automated email confi rming your registration is complete. 

•  You can now login using your email address and chosen password.

 

•   You will be taken to a Welcome screen, where you can create a new business card by selecting 
the New Card button.

•  You will only have a Card Reference No. if you have ordered a card previously.

•   To view a sample business card, please select Visual Identity under Corporate Guidelines
 on the left hand side of the screen.

 



Step  1   – New Card

•   Fill in the details where applicable, all fi elds marked * are mandatory. 

•   If you do NOT wish to enter a Tel, Fax or Mobile number, delete the zeros, leaving the box blank. 

•   Select required quantity from the pull down menu, the price will automatically change.

•   Enter cost codes (you must have authorisation). Your order will not be processed without this 
information. 

•   On completion select View Proof.

•   Handy hint: If your changes do not appear, select the Refresh          button.



Step  2   – Proof

A proof of your business card will be shown, please ensure that all details are checked thoroughly. 
This may take a short time to view so please be patient. Note down the Card Reference Number 
(CRN) i.e. 2-150-i2c54 for future reference. If you wish to make any changes select Edit Card, 
make the relevant changes and View Proof again. This process can be repeated as many times as 
necessary. However, if you are happy with the content select Save Card.



Step  3  – Save

•   Your card has now been saved onto the i2card system under its own Card Reference Number 
(CRN) i.e 2-150-i2c54. If you wish to download a proof, print or email the fi le for approval select 
Click Here. 

•  A PDF fi le will open. Click on the envelope symbol to send a copy by email for approval.

•  To ensure you do NOT order the card before it has been approved, Select Return to Main Menu.     
 From here it can be accessed at a later stage with your Card Reference Number.

 



Step  3a  – Edit

•   Please enter the CRN and select Edit Card. 

•   Make the relevant changes. 

 

Step  3b  – Repeat Order

•   If the card has already been ordered in the past a NEW Card Reference Number will be allocated 
upon saving.

Step  3c  – Confi rm

•   Upon approval go to the welcome screen and enter the CRN. 

•   Select Edit Card.

•   The business card details will appear, you will again need to select View Proof, Save Card, 
then Order Card. 

•   A prompt will appear asking if you wish to confi rm your card order. Select OK if you are 
happy to go ahead. 

 

Please note: It is your responsibility to check that all details are correct. If any mistakes are 
made after the order has been confi rmed you may incur additional costs for reprinting.



Step  4   - Order

Your business card has now been ordered and will be sent directly to the external printer for 
printing. 



Step  5  - Delivery

You will receive an automated email to confi rm your order, showing the card CRN, quantity, price, 
cost codes and a link to view the card order for your reference.

 

If you spot an error, please immediately select Order Queries or Technical Queries under the 
Email Support menu on the left hand side of the screen. A response should be sent to you 
within 24 hours.

All orders will be delivered within 5 working days to the Founder’s post room who in turn 
distribute them to the user (person who ordered the business cards).

Step  6  – Invoices

You are not required to use Purchase Orders as the Cost Code and user name is suffi cient. 

All invoices will be sent directly to the user (person who ordered the business cards) monthly. 


