creating poster presentations in powerpoint
This document will guide you in creating a poster presentation using PowerPoint. It can be applied to all versions of this application, including PowerPoint XP and Macintosh 2002. PowerPoint is presentation software that can also be used for printing handouts, 35 mm slides, and large format posters. 
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before you start

You will need

PowerPoint 2000/XP/Mac 2001/2002 installed on your computer,  and 
An open PowerPoint presentation in the Normal View.
Set up Page Size and Background

A PowerPoint poster presentation is created on one page or slide by choosing the custom size you want in Page Setup.

Open a new PowerPoint presentation by selecting File>New.
Choose File>Save, choose a location to save your presentation, give it a name and then click Save. Remember to save your work often as you design your poster.
Set the size of your poster by selecting File>Page Setup, and setting the height, width and orientation. Click OK to apply your settings.

Here’s a tip

PowerPoint’s size limit is 56” x 56”. Most service bureaus can increase the size of your poster by a given percentage. Example: If you halve your desired dimensions proportionately in your page setup, you can then inform the service bureau to print your poster at 200%.
Choose your background using one of the following techniques

Color Only. Go to Format>Background and choose a color either by using the automatic color choices or by choosing More Colors. You can also go to Fill Effects and apply a gradient. 
Washout Picture. Insert a Picture by choosing Insert>Picture>From File and resizing it to completely fill the frame. Keeping the picture selected, choose the color option on the picture toolbar (it looks like two gradient columns). Pull it down to washout.
Set Guides

PowerPoint has two default guides: one horizontal, one vertical. They evenly dissect the page into four quadrants. These are part of the template and will not print on any printer.

If you want more control over the placement of imported elements, you can move the guides around the poster page. Place your cursor over the guide you want to move, click and you will see a 0.00 coordinate. Then drag to the desired position. You will see the coordinate change as you move the guide.
Create more guides. Hold down the Control Key (Option key for Macintosh). Click on the horizontal or vertical guide and drag until you see a new guide with new coordinates. 
You can drag the guide off the template to get rid of it. You can also choose to use the grid option in PowerPoint XP and Mac 2002. Go to View > Grids and Guides.
Format a Banner or Text Box; Insert Text from Word
You can introduce text into your poster by typing it into a text box that you create in the PowerPoint poster file or by importing it from another file such as Word.

See the Catalyst how-to: Insert Text and Images with PowerPoint 200/xp/mac 2001 to learn how to add a text box in PowerPoint.
Select your text box by clicking on it’s border and double-click to bring up your formatting dialogue box. Choose font, font color, alignment, fill and line color for your box. You may type in the position you want the box on your poster. Or you may click and drag it across your page and position it using the guides. Click inside the box to introduce a blinking I-beam cursor. Type your text.
Insert text from a Word document 

· Format your text box in PowerPoint. Open your Word Document. Select the text you wish to copy. Edit > Copy.  Go to your PowerPoint file. Click inside the text box into which you wish to add text.  Edit > Paste. You may then select the text to reformat the font. 
· Add a complete Word document

· Insert > Object. Choose Create from File radio button and browse to find your file. Click OK.  Your document comes in as an object or picture. Click inside it to select. Resize if you like. Double-Click to activate Word, then reformat if desired. 
Here’s a Tip

You can use Insert > Object for an Excel document as well. However, you can only have one spreadsheet in the file. 
Import  Photos, Graphs, Tables

To insert graphics : 
· Insert > Picture > From File to add jpeg, gif, tiff or eps files to your poster. They will be embedded as objects. You may resize, rotate, crop, darken and lighten them.

To insert graphs, charts and tables that are part of Word, Excel, or PowerPoint files:
· Open the file that has the information you want to copy. Select the table or graph. Edit > Copy. Go to your PowerPoint poster page and Edit > Paste.  Double-click to open the subprogram in order to reformat it. 
Import Slides from Another PowerPoint File

Have your poster formatted for size and background.

Open the PowerPoint file that has the slides you want to put in your poster. Go to View > Slide Sorter. 

Edit > Copy the slide you wish to include in your poster. You must do only one slide at a time.
Go to your Poster presentation file in Normal View and Edit > Paste Special > as Picture or Picture (Enhanced Metafile). By using Paste Special you retain the color characteristics of the background of your copied slide.
Print your Poster at a Service Bureau
· Know the width of your printer. 
This will determine one of the dimensions you are limited   to. If your targeted printer is 52” wide, you cannot have more than one dimension longer than 52”. 
· Know the paper types available and what is best for your purposes.

Most service bureaus have a variety of paper stock. Here is a list of the common ones and their uses:
· Heavyweight Bond:; Useful for text only and simple graphics; least expensive
· Semi-Gloss: A good compromise for printing both text and photos
· High-Gloss: Excellent for photo rendition; not recommended for text; more expensive.
· Canvas and Tyvek: Specialty stock. Holds up well under moist conditions and frequent use: usually requires more turnaround time; most expensive
· The orientation of the poster is addressed by the service bureau. 
Service bureaus can print your poster widthwise or lengthwise, as long as at least one of the dimensions is no larger than the printer width”. For example: If your poster is 40” high and 60” wide, it can still be printed on a printer that is 52” wide.
· Use fonts supported by the service bureau. This will make your life easier. If you are committed to using a specific font, check first with the bureau. You may need to make a postscript file to embed the font. They will inform you if this is necessary. 
· UWired Health Sciences Locke Computer Center is open to all UW staff, faculty and students. The personnel there will help you preview your poster, send your poster to Health Sciences Academic Services Photography and Digital Imaging, and assist you if you need to make a postscript file. 
· Go to http://depts.washington.edu/hsasf/photo/posters.html for more information on HSASF Photography and Digital Imaging’s poster printing service. Click > File Upload  to bring you to a form to which you can attach a PowerPoint poster file.
