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Teams submitting PDF fi les receive priority processing and 
discounted pricing. See the attached pricing guide or our 

website for complete details.
 

www.copysales.com/icore

Adobe PDF
Adobe PDF fi les are the safest and most reliable way 
to bring your documents to print.  By creating a Press 
Quality PDF, you’re insuring that your original fonts and 
images will be embedded in the PDF fi le.

Margins
Mechanical binding systems need a ¼  -inch of space at the 
left edge of the paper for the binding, and no printer will print 
ink to the edge of the paper.  Please make sure you have a
½  -inch non-printing margin on all sides of your pages.

Resolution
Images on the Internet are routinely saved at 72 dots-
per-inch (dpi), which looks fi ne on the screen but terrible 
when it’s printed.  Our printers can print up to 600 dpi; 
a minimum of 300 dpi is recommend for any printed art-
work.  Any 72 dpi images will print blotchy and pixillated.

1. Pre-registration
All teams using the Gold Plan workfl ow for their I-CORE 
cases must pre-register (www.copysales.com/icore/iprice.
pdf) 24hrs before the project is due. Teams will receive 
detailed instructions after registration.   

2. File Submission
We prefer and suggest FTP fi le submission, but can accept 
(if necessary) emailed or hand-delivered PDFs. Please see 
our FAQ at www.copysales.com/icore/faq.htm for more 
information.

3. Printing
I-CORE cases are printed as they are submitted; print 
appointments are not required or accepted.  Our 
typical printing time is one hour or less, and a specifi c time 
will be provided to you after we receive your fi les.

4. Proofi ng
Once your case is printed, but before it is bound, 
we will ask you to proof it.  This is also when any 
special pages will be inserted where they belong, personal 
copies are requested, and the entire case (project and 
personal copies) are paid for.

5. Binding
Once your case is approved, we will schedule it for binding.  
Because of the number of cases being processed, you may 
not wait for your case to be bound.  Your case will be 
bound in three hours or less depending on workload.*  It 
can then be picked up and turned in.

6. Personal Copies
Personal copies of your fi nal I-CORE case are printed in 
full color and bound just like your project. Please note that 
personal copies are not available at the same time as your 
main case.

*Special Hours: 
On the night before the I-CORE project is due we will 
remain open all night for fi le submission and printing. Our 
binding department will be closed between 11pm and 
8am.  All teams who have completed proofi ng by midnight 
will be able to pick up their bound copies 2-3 hours after 
completion of proofi ng. All other teams may pick up their  
bound copies at 9am.

Getting it Printed and BoundCreating Your fi les

Special Papers
All of our printing is done on high-quality paper, but 
sometimes special stocks are needed.  These pages should 
be placed in a separate fi le and named accordingly. There 
is an additional charge for stock upgrades.

Bleeds
Printing an image or background to the edge of the page 
is called a bleed print.  To create the bleed effect, we 
print your pages slightly oversize on larger paper 
and then cut down to 8½   x 11.  We are happy to 
provide this service, but you must plan ahead by creating 
separate fi les with those pages so we can print them 
separately.   This extra service will add to your total cost.

Error Correction
Because of the nature of PDFs, they cannot be edited.  If 
you suspect corrections may be needed, place all your 
source fi les on a USB device or a CFS account for 
easy access.  Simple corrections equalling fi ve minutes 
or less can be made here on our workstations, but longer 
or more persistent errors must be corrected elsewhere.

The Gold plan features a guaranteed fi xed price, regardless of how many pages you have.  With our super saver 
discount you will receive your entire case including the subcases printed and bound for as little as $160!  Plus we 
make additional personal copies for team members at a remarkably affordable rate.

For details of this plan, look inside and go online to www.copysales.com/icore/faq.htm

The I-Core Gold Plan

Special Requests and Errors

The I-Core Gold Plan

Mr.Copy 501 E 10th St • 334-2679
Corner of 10th & Dunn • www.copysales.com
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PDF’s are the preferred file format for a majority of printing service bureaus. They allow files to 
be transferred between computers without the risk of formatting and font errors. PDF’s can be 
created from any application using Adobe Acrobat. Once you have created your PDF you will 
be able to take it to any printer for quick output. Mr. Copy will be able to process your order 
much faster than if you were to bring in the native Word or Excel files. The following is a set 
of instructions that will guide you through the process of creating a master PDF from several 
different files.

Advantages of a PDF:

1. Creating the PDF:

•  Select File and Print from the tool bar

•  Choose Adobe PDF from the printer drop down tab

•  Select Properties

•  From the conversion settings drop down menu choose Press Quality

•  Choose OK

2. Merging Documents:

3. Adding Page Numbers:

•  Open the first PDF

•  Click the page tab on the left side of the screen

•  Right click on the last thumbnail

•  Select Insert after last page

•  Choose OK

•  Insert pages in order to create the master PDF

•  Click on Document in the tool 

•  Select Headers and Footers

•  Select Add

•  Choose the correct location

•  Select Insert Page Number

•  Choose OK




