PRINTING PROCEDURES


1. The Printing Department phone number is 660-7630 Ext. 7630, and is located in the Corporation Yard. Our Hours are Monday through Thursday, 7:00 a.m. to 8:00 p.m., and Friday, 7:00 a.m. to 5:00 p.m. summer hours are 7:00 a.m. to 5:00 p.m. Monday through Thursday.
2. All work submitted for printing must have a completed “Printing Request Form” attached, including your first and last name and department! Incomplete request forms will cause delays. Keep the pink copy for your records.
3. Please limit the 48 - hour service to 2500 total copies per order. The minimum number of copies is 20. Fewer than 20 copies should be processed on departmental copiers.

4. The 48-hour service is dependent on the workload in the Printing Department. Peak times occur at the beginning of semesters, midterms, finals, and a week with a holiday. Delays can be expected during these times. It is important to plan ahead so that all requests can be filled; rush jobs cause other work to be suspended.
5. Work to be printed must be submitted in “Camera Ready” form (or must be able to be reproduced directly as submitted.) The Printing Department does not do paste-ups, typesetting or artwork. Color copies are available at $.25 for 8.5 x11” and $.50 per 11 x 17” please provide your department budget account string on the printing request form.
6.  Materials to be printed must be on white paper with black print and at least 3/8” margins on all sides. Please do not staple originals together, use paper clips. All pages within a collated set of documents must be of the same size. Standard sizes are 8.5 x 11, 8.5 x 14 and 11 x17 inches. Originals can be one sided or two sided, but not mixed. Paste-ups, wrinkled, torn, or odd sized originals will not feed through our copiers. Please remake your originals on departmental copiers. Always keep an extra set of originals for backup.

7. All work printed with multiple pages must be consecutively numbered, counting the cover as #1. Numbers can be written in non-reproducing blue pencil on the front or regular pencil on the back. On documents that are collated needing both 2-sided and 1-sided pages, indicate the 1-sided pages you need by page number on the “special instructions” line, on the printing requisition form. Please submit the originals in the proper sequence.

8. Please do not turn in multiple jobs with the same due date. Stagger the due dates in the priority that they are needed.

9. The printing department requires 2 full weeks to process offset printing orders (Custom printing with colored ink); special paper requisitions must be submitted to the purchasing department prior to submitting your printing request. You may contact Printing Department personnel for consultation on ordering special paper for offset printing.

10. Only one printing request is necessary for multiple jobs, if they have the same number of copies required and the same color paper is used. Please use white paper when ever possible.

11. You may submit your printing jobs online at   http://printing2.sierracollege.
  On line Job Submission Instructions
Log in

Step1. Select quick copy- would you like to submit a file attachment?  Answer yes.

Step2. Select the “browse” button- this will open your file directory. Find the file that you would like to print, highlight the file and hit the “upload file” button. You may add another file if you would like. 

You may add multiple files for a single printing request if; you have multiple files that need to be compiled into one document. Or multiple one page single sided or two page double sided printing jobs that have the same finished quantity and the same color paper. 

Step3. Hit the “continue” button.

Step4. Type in your order name and enter the paper size from the drop down menu (the default is set for 8.5x11”) enter the number of sets that you need and the sheets per set.

Step5. Select 1 sided or 2 sided and select the color of paper that you would like your job to be printed on. You must select a paper color even if it is white paper.

Hit the “continue” button.

Step6. Select collate or not to collate and choose your staple option.

Step 7 Select your hole punch option.

Step 8 Select your cutting and folding option then hit the “continue” button.

Step 9 Select your account number from the dropdown menu if your account number is not listed please contact the Printing Department.

Select your due date from the calendar (the default is set for 48 hours) remember we are not open on weekends.

Select your delivery option. To have your printing job delivered, select the “ship to” button. You may have your printing job delivered to a Sierra College mail delivery site only. Please choose a delivery site that is listed on the link titled Sierra College Mail Delivery Sites on the home page. Select the “Hold” button to pickup your printing job in the Printing Department office.

Step 10 If the file that you uploaded is not already a PDF file then a preview of your file will be displayed. If you click the “approved “button your file will be converted to PDF format. If you select the “no” button your file will be sent in its native format. Users that are sending power point files that would like to print in handout view should select the “no” button and type the printing specs in the “notes” area. The “notes” area is the only place to type in printing specifications; this will act as a “special instructions” box. Hit the “continue” button.

You should now see a preview of your printing request you may preview your files, edit your order or cancel your order. You may also save your printing request and pull it down from your “history” folder and submit your order at a later date.

 Business Card ordering procedure 

You can now order your Business Cards online through the Sierra College Printing Department website. Just go to http://printing2.sierracollege.edu 

Log in and select “Business Cards“ from the menu on the left side of the home page.

Type in your contact information in the space provided.

Select the continue button- you will see a proof of your business card.

Check the proof carefully if it is correct click the button to approve the text and the digital proof.

If you need to make a change to the text- click no to “approve text” this will clear the text field.
Then enter your contact information again with the corrections.

After accepting the proof - click the continue button to go to the Contact & Order Information area.

Select your account number, quantity and delivery option.

Submit order.

Please remember to proof your cards carefully 

Business cards are $20.00 for 250 and $40.00 for 500 this will be charged to your department account.

You must have a Printing Department account to order Business Cards if you haven’t registered for an account

Don’t wait! Go to http://printing2.sierracollege.edu and sign up now.

