
 
 
Step 1:  Log on to http://webcrd.hartdistrict.org 



 

 
 
Step 2:  Enter your User ID (same as your Novell login 
ID) and your password.  Your WEBCRD password should 
be different from your Novell password.  If you forgot your 
password, or don’t know it, click “Forgot your password?” 
in the upper right-hand corner of the screen and it will be 
e-mailed to you.



 
 
Step 3:  Click on My Profile at the top of the screen.



 
 
Step 4:  Select View/Modify for the Bill address.



 
 
Step 5:  Enter your six-digit User Code.  This should not 
be confused with your User ID.  The “User Code” is the 
same code that you enter every time you log on to the 
Xerox machine at your school site.



 
 
Step 6:  Once you have entered your copy job details, 
verify that your User Code appears in the Billing section 
at the bottom.  If it does, your copy job should now be 
successfully routed to you at your school site! 


