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May cause your job to print incorrectly.

Type in Instruction Box only

Do NOT program jobs.
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Use ONLY Print Shop B&W or Print Shop Color.
These are the only drivers that work and should already be on your computer.

Do NOT send any jobs via email. They will not be accepted.
There is a charge for color copies. Please see next page for prices.

Allow 24 hours on all B&W print jobs.
Allow 48 hours on all color print jobs and all binding jobs.

If you bring a hard copy of your job to the Print Shop, please complete a
job ticket for each request.

Print Shop: x3582
IT Help Desk (for issues with print drivers): x3544

The Print Shop is closed everyday from 12:00-1:00pm for lunch.



COLOR PRINTING PRICES

8.5"x11" & 8.5"x14" Flyer 1-side $0.15
8.5"x11" & 8.5"x14" Flyer 2-sided $0.30
8.5"x11"& 8.5"x14" Index 1-side $0.20
8.5"x11" & 8.5"x14” Index 2-sided $0.35
8.5"x11"& 8.5"x14" Card stock 1-side $0.20
8.5"x11” & 8.5"x14" Card stock 2-sided $0.35
11"x17" Flyer 1-side $0.25
11"x17" Flyer 2-sided $0.35
11"x17" Card stock 1-side $0.30

11"x17" Card stock 2-sided

$0.40




QUICK COPY JOB TICKET
“Copy Center Jobs require a 24 hour turn around

time Closed from 12 to 1 PM - for lunch hour”

All copy lobs must be picked up. No deliveries by inter-office mail.
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when bringing a
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