Simple Poster Guide for PowerPoint 

Add an object:

Picture: Insert -> Picture -> From File. Choose the picture, hit Insert.

Text box: Insert -> Text Box

Select object:

Picture: Click once on the picture. 

Text box: Click on the text, then the border, or just click directly on the border.

You should see dots appear at the corners and centers of each side.

Delete object:

Select the object and hit the Delete or Backspace key.

Move object:

Picture: Click and drag the picture.

Text box: Select the text box (as above) then click and drag the border. 

Don’t click on the dots or the object will resize.

Resize object:

Select the object, then click and drag on one of the dots. 

Picture: The corner dots allow you to resize while retaining the aspect ratio. The side dots ignore the aspect ratio.

Formatting an object:

Select the object, then go to Format -> [Object Name], or: 

Select the object, then right click (or Option-click, for Macs) on the text, border or picture. Choose Format [Object Name].

From the formatting screen, you can add a border, change the background color of the box, resize and position the object. 

Change font style, face, size or color:

Click on the text in a text box. Select the text you wish to change. Click on the appropriate button in the toolbar.

Suggested font sizes:

Bigger is better. People will be reading your poster from 5 feet away or more.
Title: 80 pt font or larger

Large headings: 60-54

Smaller headings: 48

Text: 44-36

Footnotes: 32-24

Never make anything smaller than 24.

Style advice:
· Check out other posters in Olin Rice for layout ideas.

· Spell check your text.

· Use easily readable font sizes (see above). Don’t forget about text in diagrams and graphs.
· Don’t put text over images.

· Minimize your use of background colors in text boxes, and don’t use a background color on the main poster. Large inked areas can cause the paper to warp.

· If you do use a background color, use a light one.
· Put dark text on light backgrounds, and vice versa.

· The contrast on the computer screen is better than on the poster, so err on the side of visibility. (i.e. don’t put black text on a bright blue background.)
· Ignore this advice if your idea looks good and is readable.

Need help? Email nave@macalester.edu, but don’t wait until the last minute.

