Creating a Poster in Powerpoint & Printing it on the Plotter 

in BH 570 Computer Lab
Revised 3/10 for Microsoft Office 2007
Step 1: Create your poster
· Open the Powerpoint template “Template2–36x54” 
· Under the  Design  tab, you will find Page Setup:
· Check your dimensions and make sure they are width = 54”  height = 36”
· Make sure it is set for landscape
· Change the general formatting to best fit your study & your data (you should use a clear background (no color) which will greatly save on plotter cartridges)
· You may need to add or delete text boxes to accommodate your data and figures

· You can change the outline style of the text boxes, use color lines to outline the boxes, etc.  Use the Drawing box under the Home tab.
· You may need to Zoom (under the View tab) to make it easier to see each of the boxes and monitor what you are putting into it.  50% is probably enough.

· Load each box with the text or figures you want by cutting and pasting from Word or Excel.
Step 2: Print your poster on the Plotter

· Save your Powerpoint poster file to your M:/ drive

· Open the file on a computer in BH 570 – the lab with the plotter (OR EBH 034)
· Open the Print window

· Select the Plotter as your printer

· Do not check “Scale to Fit Paper”

· Click on the Properties button

· Advanced tab:
· Under Paper/Output  Choose PostScript Custom Page Size
· In Page Size Definition window, set to actual final page size: Width to 36”, Height to 54”  (don’t ask me why, but  it is the opposite  of your page set up in Powerpoint!) [“Height” = poster length]
· Leave Paper Feed Direction  set on “short edge first”

· Paper/Quality  tab:

· select “normal” (= default) print quality

· choose Landscape

· for final draft, select appropriate paper type here

· Color  tab:

· You could choose to print a draft in grayscale, though you might want to see how the color is going to look

· In any case, change back to COLOR for your final draft!

· Check it out with Print Preview to make sure it looks the way you think it should…

· Print!!

· Your printer account will be charged ~$10 (?) per printout (make sure your account is charged up)

· If you end up with any bad printouts – due to printer error or a formatting problem, keep them and take them to the Computer Lab office in EBH 36, where they can help you to get reimbursed for those print jobs.
