
Printing Information 

Graphic Services 

The Department of Graphic Services provides on-site duplicating, 
printing and bindery services for a wide range of finished 
products.  These include curriculum, tests, handouts, flyers, 
brochures, booklets, posters, and more. We do not do any design 
work.  The Office of Marketing and Communications is your 
contact for that.  We offer black ink and color copies along 
with a wide selection of colored paper in various weights and 
sizes. We have a large format printer for large posters or 
banners. The paper sizes for that printer are 24, 36 and 42 
inches by 100 ft.  We also offer laminating which requires a 20 
minute warm up. We have a folder/inserter machine for tri-
folding up to 2 sheets of paper and inserting into an outgoing 
envelope. 

The copy machine in Graphic Services is the most cost effective 
for black ink printing.  The cost is 5 cents for an 8.5x11 sheet 
of paper. All other copy machines on campus are 7 cents.  
Colored paper and cardstock can be used at no extra cost.  The 
color copier is 30 cents for an 8.5x11 sheet of paper and 
upgraded paper is used. When sending an electronic printing 
request, please use this e-mail, 
graphicservices@marianuniversity.edu with the following 
information. 

Department to charge or copy code 
Quantity needed 
Black ink or color 
Back to back or single sided 
Staple, three hole punched or spiral bound 
Color of paper if other than white 
Cardstock cover and back if needed 

You will receive an e-mail when your request is ready. 

Flyers or posters must be created in the size paper you want 
printed and saved as a PDF before sending. For example, if you 
want a 24x36 inch poster, it has to be created in that size.  My 
drivers cannot enlarge or shrink.  Saving as a PDF forces my 
machine to print exactly as it is created, using fonts that I 
may not have.   Although my computer has thousands of fonts, if 
a font is used that I do not have, and it is not saved as a PDF, 



my machine will substitute a font which may change the look of 
your request.  My copy machines leave a small white border on 
all sides of the paper, so do not create anything too close to 
the edge or it will be cut off.   


