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Poster Presentations

(A.K.A. Supersized PowerPoint)

Bobbi Carothers
I. Content

It’s best to write up the poster presentation with a word-processing program (i.e. Microsoft Word, Microsoft Works, etc.) to start with, as the actual writing and editing is easier with these than with Power Point.  Additionally, the final word-processed version can double as a handout at the actual presentation or to send out as an email attachment so that people can have their own copy to keep.

When using symbols or accented letters, use the Character Map (Windows) or Cap Keys (Mac) rather than the “Insert Symbol” function in Microsoft Word, as the latter method may not print symbols correctly on other computers or where you have it printed up.

Placing tables and figures in-line with the text of the handout not only makes it easier to read, but also makes it easier to email all in one document, as opposed to sending both a .doc file for the text and then a separate .xls (or other program) file for the figures.  Although tables can be written within the word-processing document, figures are usually easier to create with a spreadsheet program, and require a bit of special treatment to insert into the document.

A. Insert a few lines of blank space between the text where you want the figure located.

B. Open the file containing your figures, with the figure you want to insert showing.  Select it and copy it.

C. Return to the document file and place the cursor where you want the figure.  From the “Edit” menu, select “Paste Special,” then one of the “Picture” choices, as this method tends to result in smaller file sizes (hence, easier printing).  Resize the figure however you like.

II. Design

Once the content of your handout is exactly the way you want it, it’s ready to go into poster presentation format.  Unlike typical PowerPoint documents that consist of several slides outlining the presentation, a poster is a single slide containing the entire presentation at once.

A. Launch PowerPoint, choose “Blank Presentation,” then “Blank Slide.”

B. Important: From the “File” menu, choose “Page Setup” and set the size of the poster however you want it.  This is essentially what enlarges the presentation to poster size.  The largest dimensions that PowerPoint will allow are 56” X 56”.  Maximum poster sizes vary from convention to convention, and you may also be constrained by the paper sizes available where you will print it, so keep those limits in mind.

C. Create a background

1. Option 1: Under “Format,” pick “Background.”  Within the “Background fill” box, you can click on a little arrow that will show a few fill options.  Choose “Fill Effects” and play around with the gradients.  Or, you can go with one of the several preset options, which can be neat.  

2. Option 2: Under “Format,” pick “Apply Design,” which also gives you a large number of pre-made templates.   

3. Keep in mind the fact that this will be printed on a very large piece of paper and some of these choices are hard on the eyes.

D. Insert Content

1. Click on the “Text Box” button (the one with lines and the letter “A”) from the Auto Shapes bar, and draw a rectangle roughly where you want the first part of your text to go.  

2. From the word-processing document of your handout, select the section of text you would like to insert, copy it to the clipboard, then return to the PowerPoint document and paste it into the text box.  (You may find it helpful to insert text in sections at a time, with each section getting its own box.  This enables you to change its locations on the poster with greater ease.)

3. You’ll notice that the text on the poster looks ridiculously small.  This is because the computer is crunching a four-and-a-half foot long poster into a four-and-a-half inch long image in order to fit it on the screen.  Near the top right portion of the screen, you’ll find a number with a “%” sign next to it.  Zooming in to about 50% will make it easier to take a look at the text and make sure everything pasted in correctly.  PowerPoint is usually cooperative when pasting symbols such as (, (, (, (, etc., but it’s always good to double-check.

4. Set the size of the print.  Go no smaller than a 24-point font, and 1.5 line spacing works nicely, but feel free to adjust according to your needs.  Zooming to 100% will give a close approximation to how it will look when printed up.  Stick with standard fonts like Times or Arial, since most printing shops will have those installed in their systems.

5. Insert tables in their own text boxes.  Adjust the size of the boxes and tabs as necessary.  Additionally, you are able to change the background of a particular text box to contrast with the rest of the background, and place a border around it as well.

6. In order to insert a figure, select it in the handout document, copy it, and paste it into the PowerPoint document.  PowerPoint usually re-sizes it to a reasonable proportion for you.  Alternatively, you can copy the figure directly from the Excel file or another PowerPoint document and paste it in to the poster the same way, as well.  Background colors and outlines can be modified for these just as they are for text boxes.

7. Important: When inserting graphics, make sure they are in a format that the printing shop can handle.  Some places have better luck with .tif, others with .jpg.  Call ahead and ask them.

8. The poster title and byline can also get their own text box.  Bolded 72-point font works well for the title, and 40-point for the byline, but again, modify to fit your needs.  Note that text can be centered within the boxes by highlighting the text and clicking the centering button near the top of the screen.  Shadowing and 3-D effects work nicely on title boxes, as well.

III. Printing

Centenary does not have the capability to print on poster-sized paper.  Kinko’s does a decent job for about $100, depending on the square footage of the poster.  Some sizes are only available on certain kinds of paper, so call ahead to see what they have in stock (524-0741).  They can take your file on a floppy, CD, or even via email, and are located at 6570 Youree (on the right-hand side of the road as you head south of campus, right next to the Gateway store).  It’s also a good idea to save your PowerPoint file as a .jpg and/or .gif, in order to preserve the graphics, then send them all three formats in case they’re having trouble with one of them.  They usually have about a 1 or 2-day turnaround.

If you have a lot of symbols in your document, you may want to have a “proof” print done first on 11” X 17” paper in order to make sure that they are printing properly (colors may vary slightly because they use a different printer for these).  Sometimes you can get them for free, they have a quick turnaround time, and given the cost of a full-size poster, may be worth the extra time.

