
 

   

Sales and Marketing Print on Demand System 

WEBSITE >>   

welchallyn.hubcast.com 

Please access through Google Chrome browser for best results; this site does not run well on Internet Explorer 

CREATING ACCOUNT >> 

Click on the Not Registered? link and set up an account, choosing the Region you serve so you can access the correct LIBRARY 

 

 

 

  

https://welchallyn.hubcast.com/Store


MENU>> 

Please review the key Menu Options below.   

You can also navigate to these options from the DASHBOARD drop down in the top navigation bar. 

 

 

 

NOTE: 

CUSTOM REQUEST and MANAGE PAYMENT 
are NOT functions you’ll need to access.   

 

 

 

 

 

LIBRARY>> Click on this icon to view ALL available assets. This is where you’ll add items to your CART 

PERSONAL CONTACTS>> Click on this icon to add contacts to the Address Book; you can pull from this list of contacts when finalizing your order.                       
NOTE: You do NOT need to use this function if it’s not appropriate; you have the opportunity to enter in a contact when finalizing your order. 

MY ACCOUNT>> Click on this icon to update your Personal Details (phone number, address, etc.) or update your Password 

ORDER HISTORY>> Click on this icon to view all past and current orders in the system.                                                                                                                             
NOTE: This is where you’ll locate Tracking Information  

CART>> Click on this item to finalize order/Check-Out 

 



 

LIBRARY and PLACING AN ORDER>> 

The LIBRARY is organized by Language and Product Category. Drill down through the folders on the left navigation OR use the Search bar and type in any 
relevant keywords, e.g. CP150, SM4123, Connex, etc.; it’s very powerful and will most likely pull up what you are looking for.     
   

                             Cart Icon: Click on this icon to add the item to your cart. You’ll modify Quantity during Check-out 

 

       PDF Preview Icon: Click on this icon to review a PDF of the file.   

        COMING SOON: We are working with the vendor to add a feature to Download PDFs 

  

 

 

  

 

                  

 

 

  

  



CHECKING OUT/PLACING ORDER>> 

Take notice of the CART in the top Navigation Bar. As you place items in your CART you’ll notice the amount will change. 

When you are ready to Checkout, click on CART in the top navigation bar to finalize order. 

There are a few MANDATORY fields which need to be completed in this view— 

 

 

#1 –  ALWAYS  keep “Corporate” checked; 
do NOT check “Individual”. This ensures 
your order gets billed directly to the 
corporate account. 

#2 – In the COST CENTER drop-down, 
choose the only option, “US Marketing”. 

#3 – In the PO Number field, please enter 
a short descriptor for the order, e.g. Order 
for ABC Company, attn: Jane Doe.  This 
does NOT link to any sort of formal PO 
within Welch Allyn, nor does it need to 
match a Customer PO.  This is simply a 
reference field for the User, although 
MANDATORY; an order cannot be 
finalized if this field is left blank and the 
system will prompt you before being able 
to CHECK OUT 

  



 

CHECKING OUT/PLACING ORDER>> 

#4 – SHIPPING ADDRESS: Either pull from your pre-existing CONTACTS or create/add NEW 

#5 – Next, update the QUANTITY; default minimum value appears. 25 is the minimum order. Please contact Erin Mickam (erin.mickam@welchallyn.com), if you 
need a smaller quantity. 

#6 – DELIVERY: You’ll have multiple options to choose from, but whenever possible please use the 9 or 5 business day service. To clarify, DELIVERY accounts for 
the time it takes to produce/print these materials AND ship. We are taking advantage of Welch Allyn UPS 2-day rates in most cases.  For example if you place an 
order on Tuesday with 5 business day 
service, the customer will receive the order 
by that next Tuesday/5 business days. 

#7 – PROMO CODE: Not a mandatory field, 
IGNORE. 

 

When all sections within the CART have 
been completed, hit the CHECKOUT button 
which will bring you to a final screen to 
review the order and SUBMIT. 

  

mailto:erin.mickam@welchallyn.com


Review your order and check PLACE ORDER  

You’ll receive an email confirmation of the order, which includes an Order Number 

Any concerns, questions, edits to orders can be directed to CustomerCare@hubcast.com  Please reference the Order Number in the subject line. 

**General Comment** 

All costs associated with the order are covered in full by Corporate Marcom.  Please do not let cost of order deter you. 

mailto:CustomerCare@hubcast.com

