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Using WebPrint 
Documents can either be submitted via Email Print, Airprint for iOS or uploaded via the WebPrint 
portal. 
 

• To print via the WebPrint, please use the link below: 
http://webprint.westminster.ac.uk 

 

• To print a document from a mobile device, send the email or document to 
webprint@westminster.ac.uk and then navigate to the WebPrint portal to release the 
document to a specific printer. (note: if printing via this method, then please skip to step 6) 
Alternatively, users can print directly from Apple iOS devices using AirPrint.  
 
NOTE:  Staff should use their Office 365 email address.  

Students must use their primary email address, which can be verified on SRSWeb. 

 

1. Select the tab. 
 

2. My Printers – Select the most frequently used printers and save the changes. 

 

 

 

 

 

 

 

 

 

 

3. Select the  tab. 
 
If a document has been emailed, then it will be listed here. Alternatively, follow the 
instructions on the next page. 

http://webprint.westminster.ac.uk/
mailto:webprint@westminster.ac.uk
https://www.westminster.ac.uk/file/83886/download
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4. Click on the ‘Browse…’ button, select the document to be uploaded for printing and click 
Next. 
 

 
 
 
 
 
 

 

5.  A message below will be displayed, confirming that the document has been uploaded 
successfully. 

 

 

6. Advanced Options – specify the required number of copies and specific page range to be 
printed. 
 
Note:  If the ‘Print in black/white even if a document contains colour’ option is selected, 

then the document will be chargeable as a colour print job. Therefore, the relevant 
B/W and Colour printers should be used. 

 
7. Select the required site printer where the document is to be printed and then click on ‘Print’. 

 The documents will now be available by touching your ID card on any Kyocera printer. 
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