Working with the
MSU Printing Services

Graphics Lab
309 Wiecking Center -+ 389-1181

GETTING STARTED

All new projects with the MSU Printing Services
Graphics Lab begin with a work order. Be prepared to
submit a completed work order along with your
electronicfile or hard copy. The work order must include
a budget number, quantity,due date, and specifications
including paper and ink color/colors. If you need
assistance selecting your paper and ink, the Graphics
Lab staff will help you.

Always keep a copy of your file.Save time and money by
making sure text is in final form before you submit the
project to MSU Printing Services; you will be billed for
Graphics time spent on revising text.

If you require a PDF of your job for web use, please make
that indication under “special instructions” on the
printing request form.

YOUR ELECTRONIC FILE

MSU Printing Services Graphics Lab runs Macintosh
platform and is compatible with the following
programs:

+ PageMaker 6.5 and 7.0

* InDesign 2.0.2

* Quark XPress 5.0

+ Photoshop 6.0 or less

+ Illustrator 10 or less

*  Microsoft Word

We can work with PC files in the above applications.
However, Macintosh files work best. Please call the MSU
Printing Services Graphics Lab (389-1181) before you
begin your project to save time and cost.

Our hardware is not compatible with all software.Please
verify before upgrading.

Submissions may be on CD, Zip 100, 3.5 inch Floppy or
by e-mail.

Electronic files created with the following programs
are not accepted:

+ Publisher

+ Freehand

+  Appleworks

Please check with MSU Printing Services Graphics Lab
(389-1181) if you are unsure whether the program you
are using will be compatible.

(OVER)



Files should be single pages and not printer’s or reader’s
spreads, and should allow a minimum margin of 3/8"
(.375).

To save time and money proofread copy and MAKE
EDITING CHANGES BEFORE SUBMISSION.

GRAPHICS, PHOTOS, AND
FONTS

Please include all supporting graphics or photos for your
documents, even if the program allows you to embed
the graphics.

+ Color photo files should be CMYK, not RGB.

+ Always use high resolution photos (300 dpi)

+ Bitmap art or graphics resolution (2400 dpi)

+  Submit photos that have a glossy instead of

matte finish.

Please supply all fonts (both printer and screen fonts)
used in your documents and graphics. PC fonts are not
compatible with Macintosh platform.

PROOFING

Itis your responsibility to carefully proofread your project.
Printing Services is not responsible for any errors found
in your project after you have approved and signed the
proof tag.
+ Make all changes on the proof copy provided to you
by the Graphics Lab and make changes in red ink.
» Sign and return proof tag along with all original
documents and proofs.

REQUIRED STATEMENTS

The following statements must appear on all MSU

publications:

For use on informational publications:
A member of the Minnesota State Colleges and
Universities System. MSU is an Affirmative Action/
Equal Opportunity University.

This document is available in alternative format to
individuals with disabilities by calling your
department or college at 507-389-XXXX (V),800-627-
3529 or 711 (MRS/TTY).

For use on event publications:
A member of the Minnesota State Colleges and
Universities System. MSU is an Affirmative Action/
Equal Opportunity University.

Individuals with a disability who need a reasonable
accommodation to participate in this event, please
contact your department or college at 507-389-XXXX
(V),800-627-35290r 711 (MRS/TTY) at least___days
prior to the event.

This document is available in alternative format to
individuals with disabilities by calling the above
numbers.



