
CAMPUS SUPPORT SERVICES
ROOM C115

MAIL, PRINT/COPY/SCAN, PAPER, DESIGN, CARTRIDGES

PRODUCTS & SERVICES
Info, Inventory, Pricing, & Samples

Updated 03/19/2026



CAMPUS SUPPORT SERVICES UNITED STATES POSTAL SERVICE
USPS SERVICES THROUGH CAMPUS SUPPORT SERVICES
	 •  Campus Mail (internal) and USPS Mail (outgoing) drop boxes in C115 lobby, available 24 hours/day
	 •  First Class Mail, USPS Packages, Priority & Overnight Mail, Certified Mail
	 •  Individual Mailboxes with key entry for easy 24 hour access for faculty & staff
	 •  Permit 14 or 187 mail discounts available for permit mailings over 200 pieces,
	     anciliary endorsement & permit imprint required for discount (we have a permit stamp if needed)
	 •  JALC address should not be used for receiving personal mail
	 •  Multiple outgoing envelopes must be prepared flat, NOT nested into each other

MAIL ROOM SCHEDULE AND MAIL ISSUES
Daily Mail Run
USPS Mail arrives between 10:00am and 4:00pm every day. CSS will complete ONE mail run every day. Logan Fitness, 
Athletics, H &V Building routes are run in the morning and the remainder of campus in the afternoon. If you want your 
mail to go out the same day, take it to C115 before 10am. If you have urgent mail and miss the daily outgoing mail, you 
will need take it to the post office before 3:00pm, or in an emergency, make arrangements with CSS staff to deliver to 
post office.

Certified Mail
The Certified Mail Form must be completely filled out (except for prices) and must be to our office by 2:30pm if it is 
to be mailed the same day. If you need assistance filling out the form, there are instructions on the Campus Support 
Services Sharepoint page, or come to the C115 front counter for help. Your name or department MUST be on the form.

Misrouted Mail
If you receive mail that is not yours, please mark it with correct department & put it in your outgoing mail box for us to 
re-route.

Unwanted Mail
If you receive a piece of unwanted mail, please contact the sender and ask them to remove that person’s name from 
their mailing list. If you still want to receive the mail, please ask them change the name to your department name or job 
title. This will make future mail sorting much easier for us.

Receiving New Mail at the College
When requesting to receive mail or publications at the college, please give them your department name or job title 
instead of your personal name. This allows us to more efficiently sort campus mail and reduces mail re-routing issues.

Current Mail
If you’d like your mail to be routed most efficiently, please contact current mailers and ask them to change a specific 
name to a job title or department. For example, instead of mailing to Amy Bafford, mail to Manager of Campus Support 
Services. 



CAMPUS SUPPORT SERVICES BINDERY/PAPER/CARTRIDGES
CUTTING

LAMINATION/ADHESIVE/MOUNT
Hot Lamination on sizes from 5.5”x 8.5”
up to 26” wide, and Adhesive Backing for
Foam Core Mount: 8.5x11 or 11x17 available

PERFORATING, SCANNING
FOLDING/SCORING
Perforation and/or scoring on cardstock prints,
folding & scanning at no charge.

PAPER DELIVERY
For Paper Case deliveries on campus:
Fill out a Paper Delivery/Desktop Cartridge Request
my.jalc.edu/ICS/Staff/

TONER/CARTRIDGE RECYCLING
Free Toner/Cartridge/Fuser/Drum Recycling!
Box Locations:   
Campus Support Services (C115)
Purchasing (E106)
G Wing Mailboxes
*NO GENERIC OR COMPATIBLE, ORIGINAL BRANDS ONLY

Email print@jalc.edu for more information on bindery/paper/cartridges

F R E E
DESKTOP CARTRIDGE 

RECYCLING
FROM

CLEAN PLANET

Insert ANY empty desktop printer
cartridge, drum or fuser into this container.

No box or label needed,
just drop in the cartridge!

Thank you for helping JALC to keep a clean planet!



CAMPUS SUPPORT SERVICES PRODUCTS
PRE-PRINTED LETTERHEAD

JALC ENVELOPES
JALC white envelopes
JALC white window envelopes
JALC business reply envelopes

COMB BINDING & COVERS
Black plastic comb binding, various sizes, 
Clear plastic front cover and/or
solid color back cover

DESKTOP CARTRIDGES
Desktop cartridge ordering with price checking.
Orders are placed on demand by The General Store.
Complete a Paper Delivery/Desktop Cartridge Request
my.jalc.edu/ICS/Staff/

KONICA CARTRIDGES ON CONTRACT
Visit CSS in C115, to request Konica toners at no
charge for our contract fleet machines.

PAPER
8.5x11 (Letter) - 20# and 24# 8.5x14 (Legal)
and 11x17 (Tabloid) available.
Letter and Tabloid 80# cardstock also available.
Complete a Paper Delivery/Desktop Cartridge Request
my.jalc.edu/ICS/Staff/

Email print@jalc.edu for more information on product info



CAMPUS SUPPORT SERVICES DESIGN

DIRECTORY SIGNS
White removable adhesive paper

BROCHURES
Tri-fold on 24# color copy paper

BUSINESS CARDS
10 to a sheet, 80# cardstock
No alterations to template per Admin.

POSTERS
1 on an 11x17 sheet, 24# or 80# paper

FLYERS
1 on an 8.5x11 sheet, 24# copy paper

2 + 2 WITH SIU
Students desiring to complete a Bachelor of Science may do so through 
the Capstone option through Southern Illinois University at Carbondale.  
By using Capstone, it is possible to complete the bachelor’s degree in 
two years. The “2+2” agreements exist with Information Systems 
Technologies, Health Care Management, or Workforce Education 
Development programs.  Students desiring to complete a four-year 
degree should make their advisor aware as soon as possible.

PLACEMENT
A job placement service is provided for all John A. Logan College 
graduates in an effort to assist students in finding gainful employment. 
Each year, new graduates prepare or update resumes and submit them 
to the College Placement office. Employers then contact the college to 
arrange for interviews with qualified students.

JOHN A. LOGAN 
COLLEGE

Computer Support
& Networking

FOR MORE INFORMATION
Applied Technologies Department

Robert Craig, Instructor
618-985-2828 Ext. 8587

robertcraig@jalc.edu

JOHN A. LOGAN COLLEGE
700 Logan College Drive, Carterville, IL 62918

618-985-2828

John A. Logan College does not discriminate on the basis of race, 
religion, color, national origin, disability, age, gender orientation.

To learn more, and about loan and scholarship opportunities, contact your ICISP represenative by visiting: 

www.icisp.org or contact Kem Pinto at kempinto@jalc.edu

COSTA RICA
ENGLAND
AUSTRIA
IRELAND
FRANCE
CHINA
SPAIN

COMPUTER SUPPORT 
& NETWORKING
Computer support specialists provide technical assistance, support, 
and advice to individuals and organizations that depend on information 
technology. They work within organizations that use computer systems, 
computer hardware or software vendors, or third-party organizations 
that provide support services on a contract basis. Support specialists 
are usually differentiated between technical support specialists and help-
desk technicians.

Technical support specialists respond to inquiries from their organization’s 
computer users and may run diagnostics programs to resolve problems. 
In addition, they write training manuals and train computer users in the 
use of new computer hardware and software. These workers also oversee 
the daily performance of their company’s computer systems, resolving 
technical problems with Local Area Networks (LAN), Wide Area Networks 
(WAN), and other systems.

CAREER OPPORTUNITIES
Entry-level IT technician, entry-level IT security, PC repair person, 
wireless network administrator, entry-level wireless network security 
administrator, entry-level server administrative network technician.

COMPUTER SUPPORT & NETWORKING
DEGREE PROGRAM
FIRST YEAR – FALL SEMESTER 
COURSE CREDITS
CIS 200   Network Essentials3 3
ELT 102  Basic Electricity and Wiring  4
ELT 111  Digital Electronics I 3
ENG 101  English Composition I2 OR 
 ENG 113 Professional Technical Writing2 3
MAT 113  Introduction to Contemporary 3
 Mathematics OR MAT 100 16
 Mathematics for Applied Technologies 
 OR MAT 120 Elementary Statistics 

FIRST YEAR – SPRING SEMESTER 
COURSE CREDITS
CIS 208  Security Awareness  3
CIS 230  Operating Systems1 3
ELT 103  Applied DC/AC Circuits  4
ELT 112  Digital Electronics II 3
ELT 200  Introduction to Microprocessors  3

16
SECOND YEAR – FALL SEMESTER 
COURSE CREDITS
CIS 206  Managing Network Environments I3 3
CIS 216  Cloud Technology3 3
ELT 214 A+ Preparation IT Technician  3
ELT 215 IOT and Embedded Systems3 3
SPE 115  Speech OR SPE 116  3
 Interpersonal Communication 15
FIRST YEAR – SPRING SEMESTER 
COURSE CREDITS
CIS 213  Penetration Testing3 3
CPS 176 Introduction to Computer Programming  4
ECO 202  Introduction to Microeconomics  3
ELT 210  A+ Preparation Essentials  3
ELT 218  Introduction to Network Technologies  3
PHY 121  Technical Physics  3

19
OPTIONAL
COURSE CREDITS
ATI 200  Applied Technologies Internship4 1-3

COMPUTER SUPPORT 
& NETWORKING 
CAPSTONE PROGRAMS
COMPUTER SUPPORT AND NETWORKING EST
This degree is a capstone to the SIU Electronic Systems Technology 
bachelor degree. This capstone concentrates on the hardware side of 
Computer Support and Networking.
COMPUTER SUPPORT AND NETWORKING IST
This degree is a capstone to the SIU Information Systems Technology 
bachelor degree. This capstone concentrates on the software side of 
Computer Support and Networking.

POSSIBLE CERTIFICATIONS
COMPTIA A+
Validates foundation level knowledge and skills necessary in PC support. 
Proves competence in installation, maintenance, networking, security, 
and troubleshooting.
COMPTIA NET+
Proves knowledge of networking features and functions.
COMPTIA SECURITY+
Designates knowledgable professionals in the field of security.

JOHN A. LOGAN COLLEGE
Diversity Challenge

A Student-Centered Arts & Culture Program
OCTOBER 1 through
OCTOBER 21, 2021

Join us and expand your appreciation for our local cultures and diverse populations!

About the Diversity Challenge
Our campus-wide 21-Day Diversity Challenge is an initiative designed to engage our students, faculty, staff and local community 
in culturally enriching activities that promote learning, reflection and celebration around equity and inclusion. We have prepared 
a repository of resources for the purpose of expanding our appreciation of our local cultures. We challenge you to embrace this 
initiative by participating in this 3-week event. We hope the resources we provide educate, inspire and deepen your knowledge and 
understanding of the complexity of our society and the importance of ongoing DEI conversations and programming in promoting 
a sense of belonging, unity and justice.

Please note that participation in this event is voluntary. It is a great opportunity to continue to have constructive conversations 
around issues that are critical to our common good.

JOHN A. LOGAN COLLEGE
700 Logan College Drive  •  Carterville, IL 62918  •  618-985-2828

CONNECT WITH US

www.jalc.edu
FACEBOOK
Jalcollege

X (TWITTER)
JALCollege

INSTAGRAM
Johnalogan

SNAPCHAT
JALCollege

YOUTUBE
JALCollege

Registration
Register:  Students/Faculty/Staff - https://www.jalc.edu/21-day-diversity-challenge/register-for-challenge-faculty-staff-and-students/
Register: Community Members - https://www.jalc.edu/21-day-diversity-challenge/register-for-challenge-community-members/

https://www.jalc.edu/21-day-diversity-challenge/

$2 for template design, $5 for custom or new designs

Design Request @ my.jalc.edu/ICS/Staff/

To enrich lives through learning and community engagement

STEPHANIE CHANEY 
HARTFORD

Assistant Provost of
Academic Affairs

John A. Logan College
700 Logan College Drive
Carterville, IL 62918-2500
Phone	 618-985-2828, x. XXXX
Email	 adriennegiffin@jalc.edu

DR. RACHEL SVEDA-WEBB
Assistant Provost for Student Affairs

HEATHER CHANDLER
Administrative Assistant to the Provost for
Student Affairs

KAYLEE SMITH 
Registrar

JULIA BEDAR
Admissions Specialist

DEANNE GABEL
Admissions Specialist

ROSE HONEA
Admissions Specialist

ALIX JOHNSON
Admissions Specialist

C201A

C201

C201B

C201

C201

C201

C201

ADMISSIONS & RECORDS

C201



CAMPUS SUPPORT SERVICES DESIGN

POSTCARDS
4 to a sheet, 80# cardstock

PANEL CARDS
3 to a sheet, 80# cardstock

NAME BADGES & DESK PLATES
JALC Human Resources

TICKETS
8 to a sheet, 80# cardstock, w/perforation

BOOKMARKS
4 to a sheet, 80# cardstock

PERSONAL NOTECARDS
1 to a sheet, 80# cardstock,
scored at middle for fold

Proof  #4
front

JALC
College Visits - JALC

Career Exploration

Applications Open in October 
 • Apply as First-time Freshman
 • Apply for Scholarships
 • FAFSA 
 • Restricted Program Application

SENIOR CHECKLIST

SUCCESS IS WHERE
     PREPARATION AND OPPORTUNITY
                 MEET.

Proof  #4
back

Follow up on your application, 
letters of recommendation, 
and test scores.

Admissions Notification

Good Academic Standing

Visit your High School Counselor

Transfer Credits

Register for Classes

Welcome to College!
Here’s to more success and opportunities to come!

JALC.EDU
JOHN A. LOGAN COLLEGE

Medical Assistants perform administrative office tasks 
and clinical procedures primarily in medical offices 
and ambulatory care. These duties include answering 
phones, greeting patients, scheduling appointments, 
office correspondence, EHR (Electronic Health 
Records), insurance billing and coding, taking medical 
histories, vital signs, explaining/preparing patients 
for examinations and procedures, drawing blood, 
collecting and preparing laboratory specimens, 
basic lab tests, sterilization of instruments, assisting 
with minor office surgery, administering medications 
and giving injections as directed by the provider, 
performing EKG’s, removing sutures, changing 
dressings and purchasing and maintaining supplies. 

Current Degree Information and Curriculum:
www.jalc.edu

JOHN A. LOGAN COLLEGE
Medical Assistant

Certificate

Proof  #1

Proof  #1
2.125” tall  x 5.5” wide
prints on 80# white cardstock

May 13, 2021
Du Quoin State Fairgrounds Grandstand 

ADMIT
ONE

Medical Assistants work under the supervision of a 
physician and duties vary depending on the specific 
needs of the practice.

Medical Assistants are in high demand throughout the 
nation and growing in popularity in southern Illinois. 
Salary varies depending on the employer but locally, 
Medical Assistants have reported earning up to $15 an 
hour.

Graduates of John A. Logan College Medical Assistant 
Program earn a Certificate of Achievement and are 
eligible to take the National Certified Medical Assistant 
Examination through the NCCT (National Center for 
Competency Testing). It is required that students have 
the following prerequisite courses: NAD 101 (Nursing 
Assistant Training) and BUS 115 (Basic Keyboarding) 
prior to admission to the program. These courses are 
offered during the summer session. The program begins 
every fall semester and concludes each spring. Students 
must complete a 160 hour Externship at various clinical 
sites in the spring prior to graduation.

FOR MORE INFORMATION
Martha Peebles, RN, BSN, RMA

MDA Program Coordinator, Associate Professor,
Medical Assistant Program
marthapeebles@jalc.edu

JOHN A. LOGAN COLLEGE
700 Logan College Drive, Carterville, IL 62918

618-985-2828, Ext. 8368

John A. Logan College does not discriminate on the basis of race, 
religion, color, national origin, disability, age, gender orientation.

LIBRARY

JOHN A. LOGAN COLLEGE

HOURS OF OPERATION
Monday	 7:30am-6pm
Tuesday	 7:30am-6pm
Wednesday	 7:30am-4:30pm
Thursday	 7:30am-4:30pm
Friday	 7:30am-4:30pm
Saturday	 Closed
Sunday	 Closed

CONTACT US
618-985-2828 x. 8338

library@jalc.edu
jalc.edu/library

CONNECT WITH US

www.jalc.edu
FACEBOOK
Jalcollege

X (TWITTER)
JALCollege

INSTAGRAM
Johnalogan

SNAPCHAT
JALCollege

YOUTUBE
JALCollege

Library of Congress Classifications
A	 General Works
B	 Philosophy, Psychology, 	
	 Religion
C	 History: Auxiliary Sciences
D	 History: World
E	 History: United States
F	 History: Local History & 
	 the Americas
G	 Geography & Anthropology
H	 Social Sciences
J	 Political Science
K	 Law
L	 Education
M	 Music
N	 Fine Arts
P	 Language & Literature
Q	 Math & Science
R	 Medicine
S	 Agriculture
T	 Technology
U	 Military Science
V	 Naval Science
Z	 Bibliography

CENTER FOR WORKFORCE DEVELOPMENT

John A. Logan College
700 Logan College Drive

Carterville, IL 62918-2500

JOHN A. LOGAN COLLEGE

Career and Technical Education

John A. Logan College
700 Logan College Drive

Carterville, IL 62918-2500

JALC.EDU

Design Request @ my.jalc.edu/ICS/Staff/

JALC Human Resources handles new employees’orders
as well as replacements for existing employees.
Call Ext. 8273 or Email: humanresources@jalc.edu



CAMPUS SUPPORT SERVICES DESIGN

CERTIFICATES
1 to a sheet, 80# cardstock

SIGNS
8.5x11, 8.5x14

BANNERS
Anything Larger than 11x17,
Custom Artwork sent to the 
Printer/Vendor of your choice

TABLE TENTS
8.5x11, scored at middle,
80# cardstock

Design Request @ my.jalc.edu/ICS/Staff/



CAMPUS SUPPORT SERVICES SHAREPOINT PAGE

CSS SHAREPOINT PAGE
- Digital JALC Letterhead, 2nd sheet,
   & Memo Sheet

- For in-person @ CSS front counter:
     - Walk up/Drop Off Copy Request (printable)
     - Special Order Sheet (printable)

- Various helpful “How to” documents 

- Permit Mail Discount Form

- Email “print@jalc.edu” for help with forms

jalcollege.sharepoint.com/sites/JALCIntranet/SitePages/CAMPUS-SUPPORT-SERVICES.aspx



CAMPUS SUPPORT SERVICES PRODUCTS & SERVICES
PRODUCTS & SERVICES PRICING LIST
QTY DESCRIPTION PRICE

ea Binding, back cover, comb binding $0.15
ea Binding, clear front cover, comb binding $0.15
ea Binding, comb 1/4" $0.15
ea Binding, comb 1/2" $0.25
ea Binding, comb 3/4" $0.40
ea Binding, comb 1" $0.50
ea Binding, comb 1-1/2" $0.75
ea Binding, comb 2" $1.00
ea Business Cards, 50 (includes setup, printing & cutting) $6.50
ea Business Cards, 100 (includes setup, printing & cutting) $7.50
ea Business Cards, 250 (includes setup, printing & cutting) $10.50
ea Business Cards, 500 (includes setup, printing & cutting) $15.00
ea Cutting, per 100 sheets $1.50
ea Foam Core, 8.5x11 $2.00
ea Foam Core, 11x17 $3.00
ea Graphic Design Charge NEW $5.00
ea Graphic Design Charge CHANGES $2.00
ea Label, Directory, Full Sheet 8.5x11 $3.15
ea Label, Full Sheet Removable Adhesive 1.00
ea Laminating/Adhesive, letter or smaller $0.75
ea Laminating/Adhesive, bigger than letter $1.50
ea Media, Envelope, JALC BR $0.04
bx Media, Envelope, JALC BR $19.95
ea Media, Envelope, JALC white $0.07
bx Media, Envelope, JALC white $34.00
ea Media, Envelope, JALC window $0.08
bx Media, Envelope, JALC window $40.00
ea Media, JALC Letterhead $0.05
bx Media, JALC Letterhead $25.00
ea Panel Cards, 2 sided color $.10
rm Paper, white, 20#, letter, ream $4.50
cs Paper, white, 20#, letter, case (10 reams) $44.00
rm Paper, white, 20#, legal, ream $9.00
cs Paper, white, 20#, legal, case (8 reams) $68.00
rm Paper, white, 20#, tabloid, ream $10.00

Print Ticket @ my.jalc.edu/ICS/Staff/



CAMPUS SUPPORT SERVICES PRODUCTS & SERVICES
PRICING LIST
QTY DESCRIPTION PRICE
cs Paper, white, 20#, tabloid, case (5 reams) $49.00
rm Paper, white, 24#, letter, color copy, ream $8.00
cs Paper, white, 24#, letter, color copy, case (10 cases) $78.00
rm Paper, white, 24#, legal, color copy, ream $13.00
cs Paper, white, 24#, legal, color copy, case (8 reams) $100.00
rm Paper, white, 24#, tabloid, color copy, ream $19.00
cs Paper, white, 24#, tabloid, color copy, case (5 reams) $90.00
ea Paper, white, 80#, letter, cardstock, each $0.05
rm Paper, white, 80#, letter, cardstock, ream $11.00
cs Paper, white, 80#, letter, cardstock, case (8 reams) $86.00
ea Paper, white, 80# tabloid, cardstock, each $0.10
rm Paper, white, 80# tabloid, cardstock, ream $22.00
cs Paper, white, 80# tabloid, cardstock, case (4 reams) 85.00
bx Storage Boxes, heavy duty, each $3.00
cs Storage Boxes, heavy duty, case of 10 $28.00

CAMPUS SUPPORT SERVICES PRINTING 
CSS Click Charges: 	 20 lb or 24 lb Paper Clicks (letter, legal or tabloid)
				    3 cents black & white, 1 side (6 cents 2 sides) 
				    10 cents color, 1 side (20 cents 2 sides)
				    13 cents black & white 1 side, Color 2nd side
			 
				    80lb Cardstock Clicks (letter, 8.5x11)
				    8 cents black & white, 1 side (16 cents 2 sides)
				    15 cents color, 1 side (30 cents 2 sides)
				    18 cents black & white 1 side, color 2nd side

				    80lb Cardstock Clicks (tabloid, 11x17)
				    15 cents black & white, 1 side (30 cents 2 sides)
				    22 cents color, 1 side (44 cents 2 sides)
				    37 cents black & white 1 side, color 2nd side		

*Prices are based on print ready artwork. Please add applicable design charges for total project cost.
*Email print@jalc.edu with any pricing questions or to obtain a quote.
*Prices may vary. All prices are subject to change at any time.

Print Ticket @ my.jalc.edu/ICS/Staff/




