
This guide includes instructions for your plot submittal.  

 

  New Student Plotting Policy     

Stude n ts  no lo n ge r w ill hav e  un lim ite d prin ts as of Fall Se me s te r 2024.  Stud e n ts w ill be giv e n an allo tm e n t of 
100 squ are  f e e t .  Once th at allo tm e n t is us e d, stu d e n ts w ill pay  $0.50 pe r sq u are  f o o t  f o r plo ttin g s e rv ice s. As 
an e x amp le , an Arch D size  prin t is 24 ” x36” , w hich is 6 squ are  f e e t an d w o u ld co s t $3.00. Once a stu d e n t is 
pa y in g to prin t, th e y w ill hav e  to co me  to th e Media Lab in pe rs o n, ap p ro v e  th e ir f ile  f o r prin tin g an d pay f o r 
th e ir prin t j o b be f o re  th e ir j o b is prin te d.  They will w ait in th e Media Lab w h ile  th e ir j o b is prin te d. 

  Self Plotting Option     

Stude n ts hav e  th e op tio n of brin gin g th e ir ow n pap e r an d plo ttin g th e ir ow n w o rk, as th e y hav e  in th e pas t.  
You may plo t f ro m s in gle  cu t sh e e ts or ro lls of pap e r th at hav e  a 2” core.  Contact th e Media Lab Supe rv is o r 
f o r an ap p o in tm e n t if y o u pre f e r th is op tio n.  Normal prin tin g rate s w ill ap p ly af te r th e stu d e n t us e s th e ir 100 
squ are  f o o t allo tm e n t, as th e maj o r co s t in prin tin g is in k.  

  Lead Time for Plot Submittal     

Mornin g  (9:00AM) Pi ck u p:  
 All Plot Submittals du e 4 :00PM on pre v io u s bu s in e s s day.  
 For e x amp le, Monday 9:00AM pick u p re q u ire s  Plot Submittals du e 4:00PM  on th e Frid ay prio r . 

Afte rn o o n  (2:00PM) Pi ck u p:  
 All Plot Submittals du e 9:00AM on th at  day . 

  Plot File Preparation for Submittal     

  File Forma t:   
The file f ormat to us e f o r plo t s u b mittals is PDF .  Any oth e r f ile  f o rmat may  be re j e cte d an d/or prin te d af te r all 
pro p e r PDF f ile s s u b mitte d are prin te d f o r th at day.  

  File Re so lu tio n:  
The file re s o lu tio n to sav e  y o u r PDF f ile is 150 dpi.  The relatio n s h ip be tw e e n re s o lu tio n an d f ile  s iz e  is 
e x p o n e n tial, not lin e ar.  That means a f ile s av e d at 300 dpi is no t do u b le  th e f ile  s iz e  of a f ile s av e d at 150 dpi, 
it is 4x -5x th e siz e.  At arm’ s  le n gth y o u r e y e can n o t pe rce iv e  th e dif f e re n ce  be tw e e n a f ile prin te d at 150 or 
300 dpi.  Ex ce p tio n s f o r re s o lu tio n can be mad e f o r plo t s u b mittals f o r co mp e titio n s or sch o lars h ip s.  Any 
oth e r plo t s u b mis s io n s at re s o lu tio n s oth e r th an 150 dpi may be re j e cte d an d/or prin te d af te r all pro p e r 
re s o lu tio n PDF f ile s s u b mitte d are prin te d f o r th at day.  

   File Flatte n in g : 
Adob e pro d u ct f ile s can ge t qu ite  large  if a lo t of re v is io n s are do n e.  This is be cau s e  th e y re tain e v e ry v e rs io n 
of th e f ile  th ro u gh o u t th e e d itin g pro ce s s, w h ich allo w s y o u to us e th e un d o an d re d o f u n ctio n s.  Be f ore 
s av in g y o u r PDF f ile us e th e f latte n  f u n ctio n to re d u ce  th e f ile  s iz e  by on ly re tain in g th e cu rre n t v e rs io n of th e 
f ile.   In Adob e PhotoShop go Lay e rs - > Flatte n Image th e n File - > Sav e As to sav e  to a ne w f ile  to se n d to plo t.  
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If y ou re aliz e  a mis tak e  be f o re  I se n d y o u an e mail y o u r plo t is re ad y f o r pick u p, ple as e  re p ly to y o u r ORIGINAL 
e mail s u b mis s io n or co me  s e e me in pe rs o n ASAP, as I go th ro u gh th e plo t s u b mis s io n s in th e ord e r I ge t th e m 
an d I w ill no t se e y o u r e mail s u b mis s io n un til af te r I hav e prin te d y o u r in itial s u b mis s io n.  

  Multip le  Copie s :   

mailto:cacm.medialab@kennesaw.edu
mailto:cacm.medialab@kennesaw.edu

