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Hello! 

We’re ALTR Studio. We’re here to help design 
and produce your event marketing material! 
This document was created to help you 
understand the process. Please take a look. 

If you have any questions, suggestions or 
concerns, don’t hesitate to call us at any time.

The ALTR team
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Here’s a quick overview of the step-
by-step process. Step 3 is NEW to 
the process. But we’ll discuss each 
step in detail on the follow pages.  

Step by Step

1. Submit your request to ALTR.

https://oracle.altrstudio.co/

2. Join Basecamp. 

3. Upload assets.

4. Review and provide feedback.

5. Approve for final production.



Oracle NAM Collateral Process | 04.15.15

4

STEP 1		
Submit an online request to ALTR.
https://oracle.altrstudio.co/

Not using Sir Speedy for printing?
Please let us know if your project will 
be printed or produced by a vendor 
other than Sir Speedy. We’ll need the 
vendor name and contact information. 

Have an urgent request?
Please call Celisse or Kim if you have 
an emergency or rush request. Any 
requests that need to be completed in 
less than two business days will incur 
an additional 25% rush fee.  

Do you have many different  
or complex deliverables? 
Events that involve more than five or six 
different deliverables usually require 
a separate purchase order. Please 
discuss your P.O. with our team.

Special Oracle look and feel?  
Please let us know if you’ll be using 
a look and feel other than the 
traditional Oracle classic red. 

Which items do you need? 
Please let us know about all the 
deliverables you’ll be designing 
when you make your initial 
request. This helps us plan your 
project schedule accurately.

Submit as early as possible. 
Please submit your request as 
early as possible, even if you 
don’t have final content. We 
need at least 5 business days 
notice. The more deliverables 
your event requires, the more 
advanced notice we need. 

Special Requests:
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Basecamp Invite
You’ll receive a Basecamp 
email invite within two business 
days (usually within 1 business 
day) after you’ve submitted 
your project request.  

Basecamp is the online project 
management tool we use for all 
Oracle NAM projects. 

All questions about the project 
should take place on Basecamp.

If you’re having trouble using 
Basecamp, we’re more than happy 
to walk you through the tool. Please 
contact Celisse de Ocera. Basecamp Profile 

If you’re new to Basecamp, 
please set up a profile.

STEP 2	
Join Basecamp. 

Invite Others? 
You’re welcome to invite 
others on your team to 
“join” the project on 
Basecamp. We’ll invite 
Sir Speedy to any project 
they’re printing. 
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New assets for the project should be 
uploaded to Basecamp rather than 
emailed to ALTR. This includes: 

•	 Partner logos

•	 Speaker photos

•	 Venue maps

•	 QR codes

•	 Copy in MS Word or Excel

•	 Last year’s examples

We ask that Oracle provide all QR 
codes to ensure consistency and 
accuracy of the links. 

ALTR has access to specific assets from 
Oracle Brand Creative. Therefore, there’s 
no need to upload the following: 

•	 Oracle logos, including product, 
solution and event logos

•	 Oracle corporate photography

If your event needs a photo of a unique 
location or activity, ALTR can purchase 
royalty-free stock photography. Please 
specify your photo needs and how the 
photo will be used (online, print or both).

Select the Post a New Message button

You can drag and drop files to the screen 
or click Select Files From Your Computer

Please ensure ALTR is selected 
for the email notification.

Don’t forget to hit Post This Message.

STEP 4
Upload assets.
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By requesting and uploading the 
highest quality logos, copy and 
photography, you’ll ensure the 
fastest possible design and delivery 
of event signs and collateral. 

This means that we both save time 
and Oracle saves money. 

PLEASE read all copy, especially 
speaker biographies or session 
descriptions, before uploading 
them on to Basecamp.

Partner Logos

Head shots

Copy

Maps

small logos: less than 100 KB
GIF or PNG files
Logos embedded in a document, such as MS Word

Pixelated or blurry photos.
Small file size: less than 100 KB
Small dimensions: less than 100 x 100 pixels
Photos cropped too tightly around the face.

Professional head shots in full color.
Largest possible file  size available.
Clean, un-cluttered background.

Text on an MS Word document. 
Text in Excel spreadsheet.
Text typed directly onto Basecamp.
Text in the same order that you want it to 
appear on the sign.

EPS or AI files
PDF file that is clean and easy to read

Text that’s not editable.
Copy that isn’t proof read.
Copy that isn’t spell checked.
A full page of copy for a very small space.

small maps that are pixelated
GIF or PNG

EPS or AI files
Vector artwork 

Best Quality Assets 
= Saved Time and $$

What Works Best What Can Cause Problems
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You’ll receive an email via Basecamp from 
one of ALTR’s designers once the first draft 
of the sign or collateral is ready for review. 

•	 Simply click the link to Basecamp in 
the email.

•	 For minor changes, please type 
your feedback in a message on 
Basecamp.

•	 All other feedback and comments 
should be made directly on the PDF 
from ALTR.

•	 If you have an UPDATED Word 
document with new copy, please 
highlight the changes from the 
previous round. 

Basecamp Email  
For one or two minor 
changes, just type a 
comment on Basecamp.

Mark-up Changes on PDF 
For more than 1-2 minor 
changes, please indicate 
directly on the PDF where 
and what needs to be 
changed.

New Word or Excel Docs 
If you have UPDATED copy 
in Word or Excel, please 
highlight or mark the changes 
made since the previous 
Word or Excel document. 

STEP 5
Review and provide feedback.
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Please ensure that all stakeholders 
approve the assets before giving a final 
approval on Basecamp. 

Once we have your approval, we have a 
production cycle that prepares the files 
for printing or posting online. This usually 
includes:

•	 A final spell check

•	 Final proof reading

•	 Converting RGB images to CMYK

For multi-page documents, this process 
can be extensive so please be aware that 
final files won’t be available immediately 
after approval. We will notify the printer 
and the program manager as soon as the 
files are ready for pickup. 

The Basecamp project and DropBox link 
remain live for at least one week after the 
Oracle event starts. The project is then 
archived but assets are always available 
upon request from ALTR Studio. 

STEP 6
Approve for Final Production

Final PDF review on Basecamp by 
Oracle program manager.

“Approved!” message on Basecamp.

Final production on every file.

Downloads files from ALTR DropBox link.

Files uploaded to ALTR DropBox.

Emails Oracle program manager a 
“digital proof” before sending files to 
press  or posting them online.  

DropBox link and any special instructions 
sent to printer/digital producer. Program 
manager will be cc’d on this notification. 

Oracle  
Program Manager:

ALTR Studio:

Printer or  
Digital Producer:



Thank You! 


