
Everything you need to know 
about the Wey Hall Print Lab! What we need from you:

File name
Please make sure your last name is in the file name! 
This makes it easier for the lab employees to keep files 
organized.

File Type
File types accepted: pdf, jpg, tiff. 

We cannot accept PSD files through the online form. If 
you are having issues with exporting your file or need to 
submit your file as a PSD, come to the lab so a technician 
can help you. Number of Copies

This refers to how many multiples of the uploaded file 
you want. If you have multiple files and want one copy of 
each, the answer is 1. If you have multiple files but want 
multiple copies of specific files, add this to the form. Use 
the name of the file, hyphen, number of copies. 

Example: lastname_typeposter - 3

Double-Sided Printing?
If you are printing a book, brochure, or any other file 
that needs to be printed double-sided, this needs to be 
specified. 

Double sided files should be labeled and organized as 
follows: The odd pages will represent the front side of 
each page. The even pages will represent the back side. 
For example, pages 1 and 2 will be printed double-sided 
on the same sheet. If you do not organize your files this 
way, they will be printed wrong and you will still have to 
pay for them!

File size and Resolution
Make sure your file size and resolution are correct before 
submitting your file. We do not edit files for you. Your 
dimensions should be the size you want the file printed 
at. The resolution should be 300.  Make sure you have a 
bleed if necessary!

To check or change your dimensions and resolution in 
Photoshop, open the image, then select Image > Image 
Size from the top navigation. A window will open that will 
allow you to change the dimensions and resolution. See 
screenshots on the following page for how to change 
dimensions and resolution in Photoshop.

Tip: if you have having issues with your resolution 
and dimensions changing when you export, save as 
a Photoshop file or pdf. As a general rule, jpg likes 
to compress your file size, which can change your 
dimensions and resolution. 

FAQ’s:

How far in advance do I need to 
submit my file?
We only guarantee your files if submitted 24 hours in 
advance! Do not come to us an hour before you need your 
print and expect it to be finished, as we cannot predict 
how busy we will be at any given moment. 

What if I need my file done before 
the 24 hour guarantee?
The employees of the print lab are students. We cannot, 
and are not, obligated to stay late after our shift to print 
your file. Check the schedule and allow plenty of time to 
submit and print your file. 

What if the lab is backed-up and I 
need my files before 24 hours?
If the print lab is backed-up and you need your files soon, 
try other printing options such as Staples or Precision 
Printing. 

When is the print lab open?
The lab hours can change at any time so please be 
understanding when/if they do. The schedule can be 
found on the lab door and at http://www.art.appstate.edu/
thrive/print-lab.

How do I pay for prints?
We can only take Appcards and payment is due at the 
time of pickup. To avoid the $50 minimum required when 
using Appcard online, you can call the Appcard office 
(828.262.6141) to add money to your account—they only 
require a minimum of $3.  

What if I need to edit my file?
Customers cannot use the computers in the lab to 
edit files. There are labs located around Wey Hall with 
computer access, the nearest are 210, 212, and 214. 
Employees cannot edit files for you.

How do I make sure my file prints 
with a bleed?
If you are printing full-bleed images, add a bleed to your 
file! (We suggest between .125pt and .25pt) 

This can be done in InDesign by going to file > Document 
Setup > and editing the bleed and slug setting.

To add a bleed in Photoshop, create an art board that is 
the size of the page, plus the bleed. (So if you are printing 
on 8.5” by 11” and want a .25” bleed, you will make the 
art board 8.75” by 11.25”)

The print lab is implementing some changes. We are now 
accepting online file submissions! This form is meant to serve as 
immediate answers to any questions you may have when filling 
out the form. 

Click on Image Size >
A window will open that will 
allow you to edit dimensions and 
resolution.

Changing file size and resolution:



Paper Stock Descriptions:

8.5” x 11”

11” x 17”

17” x 22”

Roll

Paper Stock
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32 lb 
matte

50 lb 
matte Semigloss Satin Metallic Acetate Sticker

$1 $1 $1 $1

$2 $3 $4$2.50 $3.50

$2 $2

$5 $6 $6 $7 $10

$0.03/ 
sq inch

$0.03/ 
sq inch

$0.03/ 
sq inch

$0.03/ 
sq inch

$0.03/ 
sq inch

$0.035/ 
sq inch

32 lb matte
Paper with a flat finish that folds 
easily. This paper option is not 
meant for holding lots of ink. If 
you are printing a poster that has 
lots of ink coverage, 50 lb is the 
better option. 

50 lb matte
Thicker paper with a flat 
finish. Good for posters and 
illustrations. Works for folding 
a single time. A file that needs 
to be folded more than once 
should be printed on 32 lb matte. 
Offered on the roll. 

Semigloss
An alternative to traditional photo 
paper. Semigloss is double-
sided. It is a thinner weight than 
satin. 

Satin
Satin paper is single-sided. It 
has a glossy finish. This paper is 
ideal for photography. Offered on 
the roll. 

Metallic
Metallic paper is single-sided. 
It has a glossy, metallic finish. 
Ideal for photography or special 
projects.

Acetate
Acetate is clear positive film. 
Traditionally used for screen 
printing or photo transfers. Roll 
sizes for acetate are 23 and 43 
inches wide. This means you 
document should not exceed 
either 23 or 43 inches wide. The 
length can be as long as needed. 

Sticker
We offer glossy and matte sticker 
paper on the roll. Quality vinyl 
sticker paper that will adhere 
to most surfaces. Great for 
printing larger orders of stickers. 
Remember: they have to be 
hand-cut! The lab doesn’t cut 
them for you. 

Standard paper 
sizes
Our standard paper sizes are 
8.5” x 11” (standard letter), 11” x 
17”, and 17” x 22”. 

Roll Paper
Our roll paper options include 
matte, satin, acetate, and sticker. 
Matte, satin, and sticker options 
are offered on 24 and 44 inch 
wide rolls. The acetate rolls are 
23 and 43 inches wide. Please 
choose the roll option that makes 
the most sense for your file. Print 
efficiently. If you are printing 
several prints on the roll that can 
be condensed to one file, please 
do so. 

For example, 3 images that are 8 
by 10 inches can be printed side 
by side on the 24 inch roll. This 
would make your document size 
24 by 10 inches.


