Steps to poster printing:
1) Complete and submit the departmental form available below. This is for Kim so that she can arrange for payment via the department account. 

YOU DO NOT HAVE TO SUBMIT THE POSTER ITSELF!  

The form will ask you about when/where you will be presenting, things like that. Kim will prepare this information and make sure that this goes to the Print Center so that they can draw the funds directly from the account for each job as it comes in.

 https://www.psych.txst.edu/resources/poster-printing.html 

2) Submit your actual poster to the University Print Center (in the basement of Alkek) via their website (see below). They recommend that you submit at least 48 hours before the event but because there are so many of these events going on at the end of the semester all over campus, the person that I spoke to this morning recommends 4 days just to be on the safe side (+ to sort out any formatting issues if follow up is needed). If you are in doubt, give them a call to get a realistic estimate. The department will not pay for expedited charges, so please plan accordingly.
You will submit a service request for large format printing (link toward the bottom of the page). The form will ask you for some basic information and there will be a link for you to upload your actual poster. You should get an email notification when your poster is ready for pick up.
https://www.provost.txst.edu/academicinnovation/creative-technologies-media-engagement/ctme-print-shop.html
N.B. At the bottom of the form, there is a description text box. Please put Kim’s contact information here so that they can link her request to your request and arrange payment. 
Paste the stuff below in the text box:
	Account Manager: Kim Burns
	Department of Psychology
	kjb168@txstate.edu
	512-245-8144

If you have any questions about the info needed for the forms, the people at the print center are very helpful:

Email: AlkekPrintShop@txstate.edu     
Phone: 512-245-7123  
Location: Alkek Library 1st floor, ALK 102
