Creating a PowerPoint
Poster using Windows

Copyright © 2001 Michael Dougherty
(michael@nmsu.edu)

Purpose

The purpose of this tutorial is to illustrate how to create a 3 x 4 ft. poster using PowerPoint.
This tutorial specifically covers how to setup, incorporate text, pictures, and graphs into a
poster. The poster/banner can be used for multiple purposes including presenting current
research at a conference or in the classroom.

Assumptions

This tutorial assumes you have had basic experience using PowerPoint. Although this
tutorial is designed with the PC user in mind, excluding instructions involving right and left
mouse clicking, Apple users should also be able to use this tutorial. If you have any
questions or concerns, please e-mail Michael Dougherty at michael@nmsu.edu
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Creating a PowerPoint Poster using Windows

Getting Started

A. Atter opening PowerPoint, B. select the Blank box, and then OK.
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C. Your screen should look like this. Note the red circles. You can place your cursor
on each of the lines and move them to allow for more work space.
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Creating a PowerPoint Poster using Windows

Page Layout & Setup

Since your settings are for 8 1/2 x 11 inches, the page layout needs to be changed to
reflect a poster size of nearly three feet high by four feet wide.
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Page Layout & Setup (Ruler & Guides)

To work more efficiently, it is helpful to display Ruler and Guides. Note: The Guides
will not print. They are only to help you place text, images, and graphs.
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Creating a PowerPoint Poster using Windows

A. select View, and
then Ruler.
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Page Layout & Setup (Drawing & Picture Toolbar)

A. select View, then Toolbars, and B. select View, then Toolbars, and
then Drawing. then Picture.
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Text Box

A. select Insert, urt Faves Took Siged
and thenText Box, k. it

B. since you are dealing with a 3 x 4 foot

poster, the[text box]will appear small.

The cursor ek Fgrar Note the four square corners around the
will turn to a solid ST text box. You will need to click on one of
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C. To make the text more visible and

easier to work with, place your cursor
inside the text box at the beginning of the
text, click your left mouse button and
highlight the text. Select the text size from
the toolbar.
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Note: Another way to change
text properties is to place the cur-
sor over the text box and click the
right mouse button. Select Font. A
dialog box will appear.
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Text Box continued

C. With the Font dialog I 21|
box the font siz?, type, and Font: Fank style: Size:
color can be adJUSted- imes Mew Roman IReguIar |24+
Cancel |
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D. Place cursor on the text box and click the right mouse button. A

drop down menu appears. Select Format Text Box. A dialog box ap-
pears.

E. To manipulate the text box, such as adding a

border or inside color (Fill), select the Color and
Lines tab.
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Adding Images

You can incorporate clip art, pictures, word art, etc. into your poster. For this
exercise we will incorporate a picture.
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Picture and From File. A dialog 1 =i, i

box will appear. Sda Wb
G ] T,

_— 2
B. select the file image [Ermum =]« @ € % O rade

you want and click the |
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Select Format FTTLE ¥ Programs
Picture. A dialog ]
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Note: The pic-/
ture tool bar also |
allows you to
format the pic-
ture. You may
crop, contrast,

or brighten your
image.
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Adding Images (Resizing & Watermarks)

Resizing

A. Select the image.

Place cursor over any of
the four corner squares
and it will become a
doubleended arrow. Hold
the left mouse button and
drag to either increase or
decrease.

Watermarks

A. select the image. Click

the right mouse button and
select Format Picture. A
dialog box will appear.
Click the Picture tab.
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Adding Images Watermarks continued

B. Click the down arrow

button next to Automatic
and select Watermark.

Then click OK.

C. select the image
again. Click the right

mouse button and

select Order and then

Send to Back. This
ensures that all fu-

ture images and text
will be on top of your

watermark.
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Adding Graphs from PowerPoint

You can incorporate graphs and charts using either PowerPoint or bringing them in
from other programs such as Excel. For this exercise we will incorporate a chart
using PowerPoint and then bring one in from an Excel spreadsheet.
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ting numbers into the
various cells. Once
you are finished click
the X and place your
chart.
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be manipulated. =1
Place the cursor over
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Legend. A dialog box
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Adding Graphs from Excel

C. After you have created a graph in Excel, select the image and then select

Edit and then Copy. Note: the graph is selected once eight black squares
appear around it.
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D. Goto your PowerPoint program and select Edit, and Paste.

Microsoft PowerPoint - [Michael Dougherty Poster Tutorial.ppk]
J File | Edit “iew Insert Format Tools Slide Show Window Help

J [ @ %7 UndoInsert Chart  Chrl+2 g 49 | 125 - )
D o Cut [y R R 9 & 3 i
{51 Copy Chr G
- |
w
Select Al Chrl+a
o &l OF DL &1 el |
@ Find... Chrl+F |l D7 DL £

£




Sponsored by Title V

Creating a PowerPoint Poster using Windows

Copyright © 2001 Michael Dougherty (michael@nmsu.edu)

http://titlev.nmsu.edu

Adding Graphs from Excel continued

E. After you paste your graph into your poster document you will notice it is

very small. You will need to resize the image. Click on the graph and select
one of the four corners. Place your cursor over any of the corners until it
becomes a double-ended arrow and drag. This is the same process you used
to resize your picture image.
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Printing an 8 1/2 in. x 11 in. version of your Poster

A. To see how your poster will appear before taking it to the

printer, you can print an 81/2 in. x 11 in. copy of it. Select File,
and then Print. A Print dialog box will appear.
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& save ChS that a check mark appears. Select OK.

e prnt 2 x|

Save as Web Page...

—Prinker

Web Page Previem

Mame: I'L'LMEIUZ-OFF'I,RMID‘?-HF‘LJ j Properties |
Page Setup... Status:  Ide

SEN Ctri+P Typs:  HP Laserlet 4100 PS

Where; MPI30F7DF
Send To r Comment: ™ Print ko fils
1 Michael Dougherty Poster Tutaria. .. —Print range s
E:it o+ gl " Current slide  © Geleckion Mumnber of copies:

£

£ Custom Show; I j Il E

Sle

Enter slide numbers andjor slide ranges, =For example,
1,3,5-12 v Collate

Prink what: Hamdauts —
|5|i'2|85 =1 | s per pae: IE' "I

arders ) Horizontal ) Yertical

[ gra':.fscale I¥ scale bo fit paper

[ Pureblack and white [ Frame slides

™| Include animations I | Print hidden slides [] Cancel |

[in][s] =]
[z] (=] [

This concludes the tutorial.
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