ORS Tips for Using Large-Format Poster Template

1) Create your poster presentation on blank power point slides first, making sure to label your slides with the appropriate headings and subheadings. Use bullets and minimize the amount of text: be brief and to the point!

2) Edit the power point slides.

3) Download sample template and change headings and subheadings to match yours.

4) Cut text boxes from blank power point slides and paste under appropriate headings/subheadings in the large template.

5) You can change the text box size by clicking on it and dragging to your desired size.

6) Use the following standard text sizes for the appropriate sections:

a. Title: 80

b. Author(s): 60

c. University of Florida: 54

d. Headings: 60

e. Subheadings: 48

f. Main text: 30-34; no less than 28

g. Graphic captions: no less than 16

7) Double-check the following before printing:

a. Are all of your font types the same?

b. Are all of your text sizes consistent for each heading, subheading and text level?

c. Are all of your bullets/numbering the same size/style?

d. Are your heading boxes properly aligned?

e. Are your figures/tables large enough to be readable but not so large that they overwhelm the text?

i. Place the blinking cursor on or near your figure/table. Go up to the “zoom” box and select 100%. If you can’t read the axes captions or the text inside your figures/tables at this size, then you need to make them larger.

Tips for Printing Large-Format Posters at the Architecture Lab

8) Go to the Architecture lab early in the morning or on the weekend to print out!  Busiest time is 10 am-2 pm, M-F.  

9) Ask for help from the students working there.

10) Do NOT allow them to turn your poster into a “jpg” (graphic format) file before they send it to the printer, as this makes the font blurry.  

11) Printing can take anywhere from 20 minutes to 3 hours, depending on how many jobs are ahead of yours in the queue. 

12) Be aware that some colors don’t print out as you would expect based on how they look on the monitor. If you choose a blue color that is close to the purples on the color scheme in power point, for example, it prints purple on the plotter (the large-format printer). Pick colors closer to the left on the blues.

13) Make sure you know your gatorlink ID and password, or you won’t be able to print!

14) Take a cardboard tube with you in which to store your poster. This protects it until you have a chance to laminate it (if you will be laminating). (PS: Old wrapping paper tubes are the perfect size for this!)

