New policy for COURSE copy codes
Effective Immediately (Jan. 2009)
Graduate Student Instructors

Copy codes

Beginning this Spring semester 2009, one copy code has been assigned to each class.  
All GSIs for each class will share the same copy code. (Formerly, each GSI received a separate copy code.) The copy codes are activated for the current semester and deactivated at the end of the term.

GSI copy codes are available from Tiana, Project Assistant, in the Psychology Department Office.  

Scanning
Should a GSI need to scan documents for their class, a code will be issued on an as-needs basis. Scans will be recharged at the same rate as copies. Again, only one code can be assigned per class.  This means that if there is more than one GSI for a class, the GSIs must decide amongst themselves whose e-mail address will be used to receive scanned documents. This recipient will be responsible for forwarding scanned documents to other GSIs for the class.  
In order to obtain a code for scanning, please fill out a Copier Code Request Form available in the Psychology Department Office. This form requires the approval and signature of the faculty instructor for the class. Once the form is submitted, a copy code for scanning will be issued within one business day.
Personal use of the copy machines
Separate copy codes can be issued for personal use of the copy machine.  This requires

 - A deposit of $20.00

 - Completion of the Copier Code Request Form

 - One to two days waiting period for code activation
The unit price is $0.05 per copy or scan.  The copy code will be deactivated when copies and scans total 400 or $20.00
Faculty
Faculty will continue to use their assigned four-digit copy code. Faculty also have a copy code for each class. These codes may be used to scan documents and will be recharged at the same rate as copies. 
Assistance

If you have questions about copy codes, need help at a copier, or would like to submit work to the UC print shop, please see Tiana in the Psychology Department Office or contact her by e-mail ktiana_ab@berkeley.edu or phone 3-7286.  Thank you.
