
Starting Your Poster 

1. Using PowerPoint, change the paper size to 42 inches wide and 34 inches high. 

Do this by going under FILE and select PAGE SETUP. 

2. Center the title at the top of the page. Use 80-85 pt font (Do not write in all caps!). 

3. Divide poster into three or four sections – symmetrical is best. 

4. Use 2-3 colors with dark type and a light background. 

5. For the text: use plain fonts, subheading should be 36 pt (ex. Methods), text 

should be 24 pt, and captions should be 18 pt. 

6. View at 33% to tell if font/images/graphs are big enough for your audience to see 

when you print your poster. 

7. For each section keep it streamlined! No more than 10 sentences per section, 

outline methods, keep everything left aligned, and leave breathing room around 

text. You don’t want your poster to be cluttered! 

8. Images and graphs say more than words – think results section. 

9. Prepare a 3-5 minute verbal explanation. 

10. Have fun! Posters allow you to reach people who aren’t in your field of research 

and can hang in the department for years! 

 

 

 

 

 

 

 

 

 



How To Print Your Biosymposium Poster 

1. Our poster-printing computer is in Room 120. Before beginning make sure printer 

is turned on. The computer is password protected, but once you are on the 

computer screen go to START, click on SETTINGS, and select PRINTERS AND 

FAXES. 

2. In the PRINTERS AND SETTINGS window, right click on the HPDesignjet icon 

for PROPERTIES. 

3. In the PROPERTIES window select PRINTING PREFERENCES (near the 

bottom of the window). 

4. In the PRINTING PREFERENCES window select the PAPER QUALITY tab. 

5. Under DOCUMENT SIZE (upper left hand corner) select CUSTOM tab below 

this. 

6. Using the CUSTOM function, in the CUSTOM PAPER SIZE window enter the 

paper size (width: 34 inches, Length: 42 inches ** opposite actual poster) then hit 

SAVE, then hit OK.  

7. Going back to the PRINTING PREFERENCES window, and the 

PAPER/QUALITY tab. 

8. On the left hand side of the window, under PAPER SOURCE select ROLL and 

under PAPER TYPE select ANY. On the right hand side of the window CLICK 

on the box for SHOW PREVIEW BEFORE PRINTING. Make PRINT 

QUALITY set to SPEED (may have to click Standard). 

9. Next select the FEATURES tab. 

10. On the upper left hand side of the window under RESIZING OPTIONS select 

PRINT DOCUMENT ON: and choose CUSTOM. On the upper right hand side of 

the window make sure the PREVIEW BEFORE PRINTING box is CHECKED 

and CLICK on the box for REMOVE TOP/BOTTOM AREAS. 

11. Hit APPLY at the bottom right of the window. 

12. Now go back to your poster and hit PRINT. A HP print window will appear to 

show you how your poster will print. This will appear as a tab in the lower menu 

bar. 

13. Good luck! 


