


P  A  G  E   2 C  O  N  N  E  C  T  I  O  N  S

PREPARING DIGITAL  FILES FOR OUTPUT

Many of our campus customers have asked us to
publish guidelines to aid in the proper
preparation of electronic files for output. By
following the guidelines below, you will help us
to output your files quickly and accurately.

Image Files ÐÐ If youÕll be reproducing image files,
please save them as CMYK files rather than
RGB. Our output devices print in CMYK. In
converting your files to CMYK from RGB,
youÕll have a better idea of the final color repre-
sentation.  Without performing the conversion
first, you may end up with a color shift that you
didnÕt anticipate.

While we can output a wide variety of image
formats, we prefer to work with EPS and TIFF
files as they preserve more file integrity than
some of the other formats (e.g., GIF and JPEG).

Recommended resolutions:
Color: 300 dpi
Grayscale: 600 dpi
Line art: 1200 dpi

Image size Ð Please construct image dimensions to
be within 5% of the intended output size.  For
example, an output size of 2Ó x 3Ó is best done at
that particular size, rather than 8Ó x 10Ó.
Additionally, donÕt expect that an original size of
2Ó x 3Ó will enlarge well to 8Ó x 10Ó (without
proper resolution).  If you are printing numerous
image files, use the same type of file formats
(e.g., please include all TIFF files). This will save
processing time and keep your file sizes
manageable.

Fonts Ð We can use both TrueType (Microsoft) and
Type 1 (Postscript) fonts, but prefer to work with
Type 1 fonts. Most output devices are Postscript
and give better results when using Type 1 fonts.
Please include all fonts when submitting your
files. If you donÕt include your fonts, the program
software will substitute the closest font to it.
When your font is substituted, it may be the same
font name but a different type. (i.e., TrueType
Times substituted with Type 1 Times) When this
happens, your text may Òre-flowÓ and your
paragraphs and page breaks may change due to
the subtle differences in the typefaces.

POSTAGE RATE INCREASE ANNOUNCED

The postal service board of governors has
approved a 9% rate increase in selected
classifications of postage services. The basic
one ounce letter will increase from $.34 to $.37.
The campus post office has an ample supply of
make-up stamps.

The chart on the following page summarizes the
service rate changes.

CONVENIENT  TECH EXPRESS SERVICES

The Tech Express has added passport photos to
its many services. Passport photos are $8.25 per
set of two. Each additional set is $5.00. Please
stop by for photo specials, stamp purchases, and
copying services, including lamination, binding,
and color and black and white copies. This is
also the most convenient
location on campus
for dropping off
your Graphic Arts
jobs for processing.
Tech Express hours
are Monday through
Friday, 9:00 a.m.
to 8:00 p.m. (9:00
a.m. to 6:00 p.m.
during summer
break).

PHOTO DROP BOXES AND PICK -UP LOCATIONS

You can now drop off and pick up your photo
orders at the campus Post Office in the lobby of
the Keith Spalding administration Building.
A self-service drop-off box is conveniently
located adjacent to the Post Office window. Also
you can now pick up your prints at the Post
Office window.

Other drop-off and pick-up locations are as
follows:

Bookstore Winnett Center

Tech Express Lloyd House

Church Lab (east lobby area)

Graphic Arts Spalding (room 20)





EXPRESS SERVICES
U.S.P.S. EXPRESS MAIL

NEXT DAY GUARANTEED TO MAJOR CITIES
TWO DAYSÐHAWAII, PUERTA RICO &  EVERYWHERE ELSE

up to 8 oz. $13.65 up to 4 lbs. $24.20
1 to 2 lbs. $17.85 up to 5 lbs. $27.30

up to 3 lbs. $21.05 over 5 lbs. to 70 lbs.-
$30.40-133.20 (zone rated)

U.S.P.S. EXPRESS MAIL - INTERNATIONAL
AVERAGE 2-6 DAYS. LIMITED GUARANTEE.

up to 8 oz. $15.50-$23.00 up to 2 lbs. $17.00-29.00
up to 1 lbs. $16.25-$26.00 up to 3 lbs. $18.25-32.00

FEDEX
(MUST USE STREET ADDRESS. NO P.O. BOXES ACCEPTED.
PRICES ARE DETERMINED BY GEOGRAPHICAL REGION.

CALL MAIL SERVICES FOR SPECIFIC RATES)

PRIORITY
(NEXT BUSINESS DAY BY 10:30 A.M.)

(ZONED RATE) LETTER 1 lb.- $7.47-21.43
PAK 2 lbs.- $10.23-22.77

STANDARD
(NEXT BUSINESS DAY BY 3:00 P.M.)

(ZONED RATE) LETTER 1 lb.- $7.31-17.74
PAK 2 lbs.- $9.42-19.75

ECONOMY 2-DAY
(GUARANTEED BY 2nd BUSINESS DAY)

(ZONED RATE) LETTER 1 lb.- $5.44-16.96
PAK 2 lbs.- $5.61-17.81

SAVER 3-DAY
(GUARANTEED BY 3rd BUSINESS DAY)

(ZONED RATE) LETTER 1 lb.- $5.24-6.15
PAK 2 lbs.- $5.30-8.17

INTERNATIONAL
CANADA, MEXICO, EUROPE, JAPAN

(1-2 BUSINESS DAYS GUARANTEED)
LETTER 1 lb.- $17.60
PAK 2 lbs.- $17.60

CHINA   INDIA   RUSSIA
(2-3 BUSINESS DAYS GUARANTEED)

LETTER 1 lb.- $28.38   33.00   66.96
PAK 2 lbs.- $40.70    53.24   86.68

HELPFUL PHONE NUMBERS
EXTENSION

POST OFFICE WINDOW SERVICES____________ 6371
Mon.-Fri., 8:30 a.m.-5:00 p.m.

U. S. POSTAL SERVICE _____________________ 1 (800) 275-8777
www.usps.gov

EXPRESS MAIL __________________________ 1 (800) 222-1811

FEDEX SERVICE COUNTER __________________ 6008
Mon.-Fri., 6:00 a.m.-4:30 p.m.

FEDEX TRACKING ________________________ 1 (800) 238-5355
www.fedex.com

Postal rates effective
June 30, 2002

SHIPPING TIPS & I NFORMATION

¥ Write or print addresses clearly.

¥ Address packages ÒToÓ and ÒFrom.Ó

¥ Include complete address (never guess at a zip code).

¥ Cushion contents and include extra address
information inside.

¥ Domestic packages sent parcel post (ground)
average 7-10 days for delivery.

¥ Domestic Priority mail average 2-4 days for
delivery.

¥ Domestic U. S. Postal Service Express mail is
guaranteed for 1-2 days, and is delivered every
day of the year.

¥ International letters and packages sent ÒAir MailÓ
average 6-9 days delivery.

¥ International global priority services and
International express mail services for letters and
packages average 3-5 days delivery.

¥ Let recipient know when a package is on the way
and include a return address on all mail items to
help insure prompt delivery and assure recipients
of the itemsÕ safety.

¥ If you receive a suspicious letter or package,
contact campus security at ext. 4701.

SCHEDULE  FOR LATE AFTERNOON PICK -UP

If your department has late afternoon pick-up
mail that needs to be processed and sorted for
next delivery to campus or post office, just drop
off at any of the designated late drop-off
locations on campus. The following chart lists
late campus mail collection locations and times.
If you miss these pick-up times, just drop off at
Mail Services by 4:45 p.m. to assure that your
mail will be processed for that dayÕs dispatch.

Campus area Dept. Name Location # P.M. Pick-up time

Northwest Biology Alles, Bldg. #29 3:15

Southwest Geology Arms, Bldg. #25 3:20
Chemistry Crellin, Bldg. #30 3:25

North Humanties Baxter, Bldg. #77 3:30
Electrical. Eng. Moore Lab, #93 3:35

East Physical Plant Bldg. #83 3:40

South Engineering Thomas Lab, #44 3:45

West Tech Express Lloyd House, Bldg. #54 3:45
(Collection is not for FedEx or U.S. Postal Express mailings).
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WHO USES THE  CALTECH  POST OFFICE?

A recent survey conducted by Mail Services
revealed that almost half the customers using our
campus post office are from outside of Caltech.

The breakdown by category:

Caltech-affiliated (staff, faculty, students, other)....... 51%
Local resident................................................ 43%
Local business ................................................. 4%
Local business & resident ............................... 2%

Most local residents list word-of-mouth through
neighbors or Caltech associates as how they found
out about our post office. They list convenience,
great service, and shorter wait lines as the best
reasons to come here and to keep coming back.

Local businesses found us when the local UPS
center closed on Fair Oaks a few years ago.
Others found us during the UPS strike of
September 1998 when many customers had to
find alternative shipping locations. The common
feeling they all express is that even though itÕs
becoming less of a secret, our campus post office
Òis still the best-kept secret in town.Ó

WHERE TO BUY POSTAGE STAMPS ON CAMPUS

You can buy letter and postcard stamps at the
following locations on campus.

¥ Campus Post Office
8:30 a.m. - 5:00 p.m.
Keith Spalding administration building lobby

¥ Bookstore
8:30 a.m. - 6:00 p.m.
Customer checkout counter

¥ Tech Express
9:00 a.m. - 8:00 p.m.
9:00 a.m. - 6:00 p.m. (June 17 - September 27)
Lloyd House south entrance (along Olive Walk)

ZIP CODE RESOURCES

Need to find a zip code right away?  Bookmark
this convenient zip code finder and it will always
be just a click away on your office computer:

www.usps.com/ncsc/lookups/lookup_zip+4.html

HELPFUL  RESOURCES:

Campus Security, ext. 4701
www.security.caltech.edu

Campus Safety, ext. 6727
www.safety.caltech.edu

Campus Mail Services, ext. 6371

GAF ANNOUNCES NEW WEB SITE

Graphic Arts is now sporting a new web site.
Check out our products and services and, in
addition, you may now place your orders
online.

Our website URL is: www.graphicarts.caltech.edu

CUSTOM FRAMING  ADDS TO OFFICE DECOR

Looking around at recently added and renovated
offices, you most likely will see customized
framing done at our own
GAF custom framing facility.
Since 1999, this service has
grown rapidly. Customers are
able to bring in personal and
Institute-related framing
requests for photos, stamps,
posters, fabrics, and artwork.

Our staff has undergone
extensive professional
training to meet customersÕ
framing needs.

The personal touch, framing
options offered, consultation,
and competitive pricing has
contributed to the popularity of this service.

This service is available to all staff, faculty,
and students and is located in the basement of
Keith Spalding in room 10. Call x3929 for
details.

CENTRALIZED  COPIER PROGRAM WORKS!

The Centralized Copier Program is responsible
for 144 copiers throughout the campus. They also
maintain two off-campus copiers located  at the
JPL Child Educational Center and at Dining
Services. If you are not currently on the program
but are interested, please call ext. 6706 for more
information.
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California Institute of Technology
1200 East California Blvd., Pasadena, California 91125

G R A P H I C   A R T S   F A C I L I T I  E S
E L E C T R O N I C  A D D R E S S E S  A N D  P H O N E  N U M B E R S

We are located in the basement of the Keith Spalding Building, #6 on the campus map.

ACTING ASSISTANT DIRECTOR OF CAMPUS
AUXILIARY & BUSINESS SERVICES Room 17 Ext. 6705

� Chris Henderson at cmhende@caltech.edu

CENTRALIZED COPIER PROGRAM Room 17 Ext. 6706

� Rachel Delgadillo at racheld@caltech.edu

CUSTOMER SERVICE Room 20 Ext. 6701

FOR MEMO OR FLYER DISTRIBUTION

� Via email at directory@caltech.edu

ILLUSTRATION Room 13 Ext. 3928

� Bob Turring at bobt@caltech.edu
¥ Manual and digital illustrating services
¥ Advice and consultation on design

MAIL SERVICES Room 104 Ext. 6705

� Chris Henderson at cmhende@caltech.edu
¥ U.S. Postal Service
¥ FedEx overnight mail service
¥ Bulk-mail consultation

PHOTO LAB Room 10 Ext. 3929

� Richard Gomez at darkroom@caltech.edu
� Jim Staub at jimsta@caltech.edu
� Joseph Umbro at tmax120@caltech.edu

¥ Custom color and black-and-white prints
¥ Digital imaging, archiving
¥ High-resolution digital slides and prints
¥ Mounting, framing, and finishing services

PRINTSHOP/BINDERY Room 12 Ext. 3042

� Ben deCastro at bend@caltech.edu
� Anna Huber at huber@caltech.edu

¥ Offset 1-color up to 4-color printing
¥ Binding and finishing services

RAPID DUPLICATING Room 20 Ext. 6701

� Tom Willard at tommyw@caltech.edu
¥ DocuTech Publishing System

Laser-quality copier (600 dpi)

¥ Color Xerox copier
Splash and Fiery color laser prints
and color overhead transparencies (400 dpi)

TECH EXPRESS Ext. 3042

� Ben deCastro at bend@caltech.edu

To FTP Files To The Printshop Server:

SERVER: gaf.caltech.edu

USERNAME: guestftp

PASSWORD: guest

DIRECTORY: users/guestftp

Macintosh Users:

SERVER: gaf.caltech.edu

USERNAME: guest

PASSWORD: (not needed)

DIRECTORY: user/guest

Macintosh To Printshop Server Instructions:

Choose: APPLE MENU

Select: CHOOSER

Click: APPLE SHARE

Apple Talk Zones ¥ double-click: Net 192

Log in as: GUEST

click: OK

double-click: PRINTSHOP.SYS (icon)

double-click: USERS (folder)

double-click: GUEST (folder)

Place your file(s) in GUEST folder


