
Copy Center Procedures 
	n Complete an online workorder via the Publications Support Center (pubrequest.salisbury.edu) with a detailed description of 

the job (e.g., inside pages printed back-to-back on white paper, collated, stapled and folded). If the job is complicated, you may 
supply a mockup or “dummy” to the Copy Center.

	n �When completing your online workorder, upload your document electronically: PDF is preferred, but Word also is acceptable.

	n �If requested via the Publications Support Center, a proof copy can be prepared for you prior to printing along with a “Here Is 
Your Proof” form. This form releases Copy Center from the cost of reprintintg a job.  Return the form with your proof.

	n All jobs directed to off-campus publics will be forwarded to the Publications Office for approval and editing prior to printing. 
There is no extra charge for the proofing service. This step should be considered when scheduling your project.

Color Copier Procedures 
The Publications Office and the Copy Center provide color copying services to all faculty, staff and student organizations on 

https://pubrequest.salisbury.edu
https://pubrequest.salisbury.edu
http://www.salisbury.edu/libraries/services/policies/copyright.aspx

