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Ordering Posters Offline Using the Poster Request Form

Conditions for placing poster orders offline:

v Needed in 3 business days or less

v RUSH order - needed in 24 hours or less

v/ Custom size - i.e., the printed size and/or the document size do not match one of the standard poster sizes listed in the table below
v/ Fileis not print-ready - i.e., not in PDF format, has brand, font, graphics or sizing issues, or requires additional design or prepress work

Call or email University Press at universitypress@musc.edu and request a Poster Request Form.

Complete the Poster Request Form with the following required information:

O Due Date

4 Quantity to be printed

4 Shipping and Billing Information

4 Information about the poster file you will send for printing

4 Printed poster specifications (i.e., finished size, additional finishing options, etc.)

Email the completed Poster Request Form to universitypress@musc.edu along with your attached file

We will provide you with a quote based on the finished size of the poster and any selected finishing option, and we will contact
you if additional information is required or if there are problems related to the attached file.

Ordering Posters Online

STANDARD POSTER SIZES w H Asrect Ratio
Conditions for placing poster orders online: shortside Long:1de A
P gp —_— Small (Ledger/Tabloid) 11.00 17.00 0.647
v Not needed in less than 3 business days Arch B 12.00 18.00 0.667
K . X . . Window Card 14.00 22.00 0.636
v The printed size matches exactly one of the standard poster sizes listed in the Medium (Arch O) 18.00 22.00 0750
table to the right 18x36 18.00 36.00 0.500
v You have a print-ready PDF file ready to upload that is sized to the finished/ ':"::;“e't" Farge ;g'gg ;ggg g'izg
printed size (no resizing needed) Door Panel 2000 60.00 0333
v The poster has been proofed for errors, needs no additional design or prepress  [Half-Sheet 22.00 28.00 0786
work, and meets applicable MUSC brand standards. 22X36 2209 2600 ool
Large (Arch D) 24.00 36.00 0.667
NOTE: Only the dimensions need to match, not the orientation (i.e., portrait/verti-  [24x48 2500 €800 0500
. Arch E2 26.00 38.00 0.684
cal vs. landscape/horizontal). TS 2700 3900 069
For example, if the dimensions of your poster are listed as 36.00x18.00 inches (viz. M;’;‘e oster 2200 1000 0675
] q q P g o 2-Sheet 30.00 40.00 0.750
Ie.anscape orientation), you can still select the 18x36 paper size since the dimen- ReeRER 000 o0 o5
sions match. Half-Subway 30.00 45,00 0.667
Arch E 36.00 48.00 0.750
If you need help converting a PowerPoint file into a print-ready Adobe PDF, AichiEExfended 26:00 26100 063
N . 36 x60 36.00 60.00 0.600
please request our user guide — How to Save a PowerPoint Poster as an Adobe 3¢, 00 E N
PDF File. 4-Sheet (Bus Stop/Subway) 40.00 60.00 0.667
3-Sheet 41.00 81.00 0.506
. . . 42x60 42.00 60.00 0.700
Follow the instructions on the next page to place your order online. 2372 4200 .00 0583
Giant 44.00 88.00 0.500

Important Information

Printing is limited to a maximum of 44" along the short edge.
Standard turnaround time for printing posters is 2 business days.

¢ University Press does not proof the content, design or colors of
the poster except for printing-related problems and MUSC brand

A $25 service fee will be applied to all RUSH orders.

Graphic design fees ($48/hour) may apply for any additional
prepress or design work

¢ University Press does not provide paper proofs for posters; we
provide only digital proofs.

L 2R 2R 2R 4

standard issues.

¢ Because each computer/monitor represents colors slightly differ-
ently, the colors on your printed poster may not match exactly the
colors represented on your monitor. Color variations are normal.
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To Place a Poster Order %
with University Press Online Modin v University Press Online

of South Carolina

1. Inyour browser, go to university-press.musc.edu and log onde istory  Manage Wy Files
in using your MUSC NetID and password. The University FRINTING MADEEASY
a . Q Upload File(s) from your desktop, search for personal items in Your Saved Files or the Catalog.
On||ne Order’ng Home Page W||| Open, Adding items to your Shopping Cart as you go then simply click on your CART to check out!
For information and resources available to help you get aligned with the MUSC Brand Policy, go to the MUSC Brand Center
2. Inthe Upload A File portlet, click on the Browse button, For orms commonty used t conductbusiness with University Finance and Adrminisrati 4010 the Forms Lirry
find and select the print-ready PDF poster file saved on Contact University Press at universi edu or call 843-792-8366
your computer and click Open.
[ - Search Catalog Special Orders
3. (Click Go in the portlet to upload your file. It will be listed Y s ey o o om0 500
; ; ; ; arcs, ekemeas, envlops,
as an Item in your Cart with the following order details: s e == ==
«  Thumbnail image — click to open in Acrobat ‘
) i X . Upload A File o files selected. Special Assistance Request
« File name — click the pencil to edit the file name ﬁ
Select a file from your Multiple Files? Click work, typesetting, or
« Number of pages — always “1 Page” for posters e ==
« File dimensions — the detected size must match a stan-
dard poster size listed in our table My Files University Press Online User Guide
If the system does not automatically detect and match the Pt o s
size of your printed poster, you will need to manually con- — —

figure the settings as follows:

ttom 1 [ e e ]

4. Click on Change Options to display Refine Your Print 10536 Posterpdt These pint setings do not iateh "

Options.

1 Page
=44 Wy | | 36.00x18.00 Inches

your poster size,
5. Inthe Refine Your Print Options section, select and con- L Gy o s sexrnw 2229 You must manually set the print options
" e 5 4
figure the following options: i ooy [ yi \ for wide format poster printing.
L W A |
« Output and Plex
. Paper o 1 Y o e ] contme s |
p .. __._ e — 18x36 Poster.pdf Unit Price $42.1200
+ Additional :ln = ;;:gfm.on Inches Quantity 1
Poster Dimensions & Paper Size B — - S
St 5 o T R
Only the dimensions need to match, not the orientation (i.e., portrait/vertical s 2 s | O L soviod | [ i || B0 2| B i
vs. landscape/horizontal). Refine Your Print Options: N
= Output and Plex Paper s Booklets .z Additional
- Click to choose color, double-sided ﬁ pma);:rmcnnase L:;::/S.nmalea i gﬁsgglmzinmw,smple,fmnlandbam(mvsrx,!abs,

For example, if the dimensions of your poster are listed as 36.00x18.00 inches o

. . . . . . Your Selected Print Options Print Wide Format, 1-sided, 18x36 (PP 100%) - 9 pt/mil White Matte B B
(viz. lanscape orientation), you can still select the 18x36 paper size since the W i g I correct p|’|nt Settmgs ‘

dimensions match.

Refine YQusdisiniQg

iQns:
Ogtgut and Plex _ — Paper o B(_)oklets
to choose colog#Buble-sided 5| Click to chogss ol Click to create a
pSper.

bookiet.

Additional
Click to chog

ding, staple, front and back covers, tabs,

18x36 Poster.pdf .~

Outputand Plo< LT B
Output |12 Wid Current Paper: 8.5x 1 Page Other  Exceptions
. Use the filter optionsf] | = —r— 36.00x18.00 Inches Shrink Wrap In Units of
|| Plex | 1-sided = 1IN R == Cuting In Units of
Instructions - Trimming In Units of
k to select it. To Padding (8.5 x 5.5) In Units of
Filters ‘make no changes and keep the Current Paper selection shown above, click Cancel. Lamination - Single Sheet (2 mil) (100 or less and up to 12x18) In Units of
Y l posmrl Name Color Size ‘Poster Lamination - Matte Finish (3 mil) In Units of
m m [ 11x17 (Small/Ledger/Tabloid) - 9 pt/mil White Matte White 11x17 - Small/Ledger/Tabloid Poster Lamination - Gloss Finish (3 mil) In Units of
e D 12x18 (Arch B) - 9 pt/mil White Matte White 12x18 - Arch B Poster Foamcore Mounting (3/16 in) In Units of
O 14x22 (Window Card) - 9 pt/mil White Matte White 14x22 - Window Card i In Units of
Set the Output and Plex OptiOnSZ [J 18x24 EMediulv/Arc.h C) - 9 pt/mil White Matte Wh?te 18x24 - Medium/Arch C
. [ 20x24 (Medium Large) - 9 pt/mil White Matte White 20x24 - Medium Large
1. Clickon OUtPUt and Plex [ 2030 (1-Sheet) - 9 pt/mil White Matte White 20x30 - 1-Sheet 4
. . [ 20x60 (Door Panel) - 8 pt/mil White Matte White 2060 - Door Panel [cancel J sov |
2. Select Wide Format in the drop- [ 22x28 (Half-Sheet) - 9 ptimil White Matte White 22x28 - Half Sheet
[ 22x36 - 9 pUmil White Matte White 22x36
down menu for Output [ 24x36 (LargelArch D) - 9 ptimil White Matte White 24x36 - Large/Arch D dditi [ finishi . .
3 S I 1 .d d f PI [J 26x38 (Arch E2) - 9 pt/mil White Matte White 26x38 - Arch E2 For a |t|0na nis lng Optlons'
° elect 1-sided for Plex [ 27x39 (Arch E3) - 9 pt/mil White Matte White 27x39 - Arch E3 X .
) [J 27x40 (Movie Poster) - 9 pt/mil White Matte White 27x40 - Movie Poster 1. Cl |Ck on Addltlonal
4. Click Save [ 30x40 (2-Sheet) - 9 ptmil White Matte White 30x40 - 2-Sheet
NOTE [owrel ] 2. Select ONLY one of the four poster
. . finishing options listed
For poster paper sizes to display prop-
erly as options in the paper settings Select the Paper size of your printed poster: 3. Click Save
window, Wide Format must be first 1. Click on Paper
selected in Output and Plex. . . . .
2. Check the box for the paper size matching the poster dimensions
listed under the file name in your Cart.
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