HOYA COMPUTING

NEW ORDERING PROCESS
If you are placing an order for the first time, the instructions are detailed below. You will be required to open an account for institutional purchases just once.
Steps for Creating an Account with CDWG (Institutional Purchases)

1. Go to www.CDWG.com/georgetown
2. Click on the Log On link in the top right corner

3. Click on Create Account
4. Complete the Create E-Account form (all fields marked with ‘*’ are required)
a) Make sure you select “I want the added benefits of a CDWG@work Extranet” option

b) In the “MY PURCHASES ARE FOR:” field, select “Education: Higher Education”

5. Click on Continue
6. Complete the CDWG Extranet form (all fields marked with ‘*’ are required)

a) Leave the Customer Number field blank

7. Click on Submit
8. Receive a confirmation from CDWG
9. CDWG will contact you once your Extranet account is fully setup.  This usually takes place in less than 1 business day. 

If you already have an account with CDWG for institutional purchases, the instructions are below. You can place as many orders per day as you need.

Steps for Ordering Software:

1. Go to www.CDWG.com/georgetown
2. Click on the Log On link in the top right corner and login to your account
3. Under “Links of Interest”, click on “Adobe & Macromedia CLP Part Numbers” to open an excel spreadsheet with part numbers for the most popular software
4. Check if the software you are looking for is included in the file:
a) If included, click on the part number in the spreadsheet.

b) If not, please contact Jason Guenther at CDWG for help in finding the correct part number.  Call (866) 723-3395 or email jasogue@cdwg.com
5. Add the software to cart

a) If you want to add more software, click on Continue Shopping and repeat steps 4 and 5
6. Click on Continue to Checkout
7. Complete the Shipping Address and Attention To paragraphs
a) You can save the Shipping Address in case you plan to use it again with a future order

8. Select the desired Shipping Method
a) If you are ordering a license only, the default method is Electronic Drop Ship, since you will be receiving your license electronically (e-mail) and installing the software using Hoya Computing’s media set (CD)
b) If you are ordering CDs (media), or other product, the standard shipping (3 days ground) won’t be charged, any other shipping method will be charged to your order

9. Click on Continue
10. Complete the Billing Address paragraph

11. Do not change anything in the Payment Method paragraph
12. Complete the Purchasing Reference paragraph:

a) Enter your Cost Center number in both the Purchase Order Number field and the Cost Center Code field

13. Click on Continue
14. Review and place your order

15. You will receive your license in your e-mail in 5-10 business days and if you ordered media sets or documentation, you will receive them according to your shipping.
Before Ordering: 

* Note that orders for new standard licenses usually take 5-10 business days to process, but users will receive an email from Hoya Computing with the license key within four hours after the order has been placed.

* Call Hoya Computing at 202-687-0640 to check for availability of media sets (CDs) of your desired software. If the CDs are available, you can purchase only the license for the software through CDWG and borrow the actual installation CD from Hoya Computing. Thus, the software will be cheaper and you can have it right away.

NOTE: For questions about accounts and ordering, you can contact Jason Guenther at CDWG.  Please dial (866) 723-3395 or email jasogue@cdwg.com. You can also contact Hoya Computing at 7-0640 or hoyacomputing@georgetown.edu.

