Wide Format Printing Overview

Wide format printers in the DOC should be used for work where the following characteristics are

required:

* Prints larger than 12" x 18"

+ Color critical

+ True photographic quality

+ Archival properties

+ Various paper substrate and finish options

@ Forimages that are 12" x 18" or less and do not require the above characteristics, the
ColorPress printer in the DOC pre-production lab can be used for a significantly lower cost. For
those instructions and procedures click here:

Step 1: Create your file.

0 8-bit images should be saved using the Adobe RGB 1998 color space. For optimum image
quality of RAW photographs, a 16-bit file using the ProPhoto RGB color profile is suggested.
Photographic resolution should be approximately 360 ppi when the image is at the final output

size.

@ Please note 360 ppi is only a suggested guideline and that there is no magic resolution that is
optimal for all images.
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Step 2: Save your file.

o The DOC is not responsible for assuring correct formatting of files. If proper file specifications
below are not complied with, unpredictable results may occur or you may be asked to reformat

the file properly and your order placed on hold indefinitely until the file has been properly

formatted.

lllustrator & InDesign (vector files)

€@ AnAdobe PDF document is the suggested file type for all vector-based image files (anything
created natively within in lllustrator and InDesign).

Nustrator CC

Edit Object Type Select Effect View Window
Mew... BN
Mew from Template... T8N

=

Open Recent Files

Close

Save as Template...

Save Selected Slices
From the lllustrator file menu at
top left, select "Save As...".
Search Adobe Stock’

Place...

Expart NOTE: For InDesign, select the
"Expert" option from File drop

down.
Package...
Scripts »

Document Satup... EP
Document Color Mode >
File Info... aEl

Print... P
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aue s File Hame Hare pof
—_

Tags

Faetritis Hame Dane Wodtied Hize wind

l"l-l'm':m—" Select the location to save file, enter file name
O nownisds | and click "Save".

&8 Crestive Cloud

B My Cloud
& Googhe Drive
Kleud

ST Y "
£ iCkoud Drtes

Format:  Adobe FOF |pdf) =

M Faklar Carcel Gave

bed

[Mustratar Default)
General [FOF/%-3:2
[PDF

[High Quality Print]

Compression

Ma dl Bleeds
gt
LEEE [smallest File Size]
Sacurity [Press Quality]
Summary

Select the "[PDF/X—4:2008]" option from the

Adobe PDF Preset drop-down menu and then
click "Save PDF".

Create Acrobat Layers from Tog-Level Layers

Cancel
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Photoshop (raster/pixel files)

For Photographic images and files not containing vector information (anything created in
Photoshop) a flat, uncompressed TIFF is the preferred file type.

- Photoshop CC Edit Image Layer Type Select Filter 3D View

) &+ . New.. ¥EN - =
Open... ¥O
L Browse in Bridge... VO B
Open as Smart Object...
Open Recent »>

Close ®w
Close All
Close and Go to Bridge...

Save As...

share on Behance...

Search Adobe Stock...
Place Embedded...
Place Linked...

Automate
Scripts
Import

File Info...

Print...
Print One Copy
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Save A4 File Mame Here.tif

Tags:

EUS— Select the location to save file, enter file
name and click "Save".
e W 4
D cownloads
& Crestive Cloud Note: Be sure the "Layers" radio button
B My Cloud is either ghosted or u ked and that
B ooie D the "Embed Color Profile” radio button
Loty is checked. If not, unpredictable results
iclaud A Mmay occur. i
£ iCloud Drive kN 4
[Fofmat: TIFF =
Save: As a Copy

<+ Embed Color Frofile: Adobe RGR (1280}
Mew Faldar Cargsl ' Save I

Image Compression

Select "None" for image
£ None compression and use "IBM PC"
as the byte order then click "OK".

LZW
Byte Order
D IBM PC

Macintosh
Layer Compression

Note: If layer compression
sections are not ghosted,
select "Discard Layers
and Save a Copy".

Step 3: Place an order

There are 2 ways to submit wide format print orders in the DOC: An order can be completed online
by filling out the form on my.cia or in person by filling out a paper order.
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Place Order Online

Online orders can be placed whether you are on or off campus.

1: Navigate to my.cia.edu/doc and click on link to "Place an Order".

Home Parents Safety Alert: Home Parents Safety Alert

You are here: Home > Welcome

MYCIA
Welcome
Suggestion Box

Support Form

You are here: Technology > Digital Oy

DIGITAL OUTPUT CENTER

Welcome b

Services

" Place an Order

QUICK LINKS

& myClA Help

& student Email

& CIA Website

& Employee Email

& Library

& Equipment Checkout
& Google Calendar

& Google Sheets

DOC Pricing

Cost Calculator
Equipment & Materials
Tutorials

FAQ

Contact

Account Management

|# Digital Output Center
N

<& Print Management
& OneLogin

& campus Directory

Choose "Single Print Order" to submit an order for just one image file, choose "Multiple Print

Order" to submit an order for more than one image file.

@ Note: Required fields have a red asterisk.
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http://my.cia.edu/doc

@ Note: If submitting multiple image files in which all images are being produced at the same
size and on the same media choice, the single print order can still be used by collecting files
into a zip folder or multipage pdf. Just specify the folder name or multipage pdf as the "File

Name" and list the "Quanity" as 1 ea. (or however many copies) of 6 files/pages (or however
many files or pages).

2: Complete the online form.

s g

) o
(=) o
CUFreT 4 ° Are you a current student?
mu . ‘CIA email address preferred.
questions o fle prcblems
21655555556 °
:mwmmmmm
. For orders. belng charged
to departm
Order
a1 30 i .
@Lﬁn‘n Mm%mnmmn

2 1 appears in finder 0. Filaneme 1"

Assgmentatt e Name of file to be printed.
. This is the size of your print.

Note: Use inches, not pixels.
o W o v o ivoas )

= = Your desired paper choice. D

° Note: Paper samples can
mﬂ:’;nmnmmwdm:LMmM \_be viewed in the DOC.

afforest medi choies.

e ° Please see price list for
available sheet size options.

Finishing
Plaase allow 2 business days o finishing

Select . Mounting options.
EEEEET s
1 . Number of copies.
m or coloe/image qualhy fer §1 Select "Yes" if you would like
""""""m ° to see a sample print prior to
"o
printing the full-size image.
Camments = 4
. Special remarks/instructions.
File Attachments
ot o 10T et vy oy o Print files can be attached
workstition,

here. For files larger than

30MB, a download link can be
. ?ﬂsted Intothe "Comments"

ield. To see ful

instm:tlans cllck here.

4
° Always send yourself an
order confirmation.

3: Enter email address for order confirmation and click "Submit".

Place Order In-Person

o In-person orders can be placed by going into the DOC and following the instruction below.

1: Proceed to the Digital Output Center pre-production lab in room M114.

2: Login on one of the workstations in the lab using your CIA credentials.
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3: Complete an order form.

@ Paper forms can be found in the DOC office, room 115.

Output Center Request Form
Gund Building 11141 East Blvd,, Room 308
Center Coordnator: Josh Werling
Fhane: (216] 4217477 Emait jwerling®ecia.edu

Frocl )

= rr—

00 magewW—L—

3. —
Qu\ Complete required fields

Media Choice: Premium Matte Paper

PRI (Cr—"

4 __ Media Chaices
L] Note: Greyed our fields
2\ are for offl

ce use only. J

= | saRe Livas Cast:

Media Chaice:
i st T S p—
6 imagEW——— L. MedisChaice
Cuantity: R R T — SqFeat: Lina Cas:
M imagew___L___ MediaChoice:
Quantity: ___ *Proaf [ Shoet e [ s

s
For Office Use.
< B Drawer #:
Date: Time: Total: §
R d Bj"
Eag EHE

4: Place file on shared network drop.

5: Place order form in "New Orders" tray on the counter in the DOC office.

Step 4: Check cost of order

1: Navigate to the Cost Calculator on my.cia.

2: Specify dimensions, media cost & quanity.
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https://my.cia.edu/ICS/Technology/Digital_Output_Center/Cost_Calculator.jnz

COST CALCULATOR

@ DOC employees on duty can help with pricing orders if you are having trouble figuring out the
cost on your own.

Step 5: Confirm account balance/add funds

o Student print accounts can only be accessed and funds deposited while student is on campus.
Account balances can be confirmed by DOC employees via email, phone or in person. Contact
information can be found here.

1: Go to my.cia and click on "Account Management" tab or click here.
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Account Management

Reviewing Print History/Costs
Yau can review your print jobs and costs at any time in the "Recent Print jobs" section of your PaperCut account. Be sure to turn off any filters to review your entire print history_ If you have questions ar if you

feel you've been charged incorrectly for a print you click on the "Refund” link to the right of the print job line item and list the reason/question. Your request will be reviewed and you will be contacted if there
are any guestions. You may alse gontact the DOC directly with amy questions or concerns.

Print Credits & Policies

Al ri i

If you are dissatisfied with a print you may request a refund of print credit by logging into your account and navigating ta the "Recent Print Jobs" tab. Click on the "Request Refund" link located at the far right
hand of the page that corresponds with the job for which you are requesting the refund., Your request will be reviewed and accepted or denied within five business days,

— Click here to navigate to print
account management.
b ~

L ™ *

2: Check balance and add credit, if necessary.

PaperCutMF

Jobs Pending Release

No jobs pending release. Auto refresh (29) Refresh Now

Your balance

Note: Print credit can be added online here
using a credit card. Funds can also be added
with credit card, check or cash in person at

DOCUMENT

the student accounts office, room 106.

Step 6: Pickup of completed work

o You will be notified by email or phone when your order is complete and ready to pickup in the
DOC office, room 115. Orders will be held for up to 4 weeks after notification if they cannot be
retrieved right away.

o Turn around times vary depending on workload. It is recommended that orders be submitted
at least one full day in advance. Every attempt will be made to complete output in the timeliest
manner possible to accommodate everyone.
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