Making a Poster for Chem Tech
Procedures

1. use a PowerPoint template file that is available on the Chem Tech web page OR make sure you set the File|PageSetup appropriately.  The poster printer can print up to 44 inches in one dimension and nearly unlimited dimensions in the other.  In order to account for the extra white space you may have on your poster, you should make one dimension 44”.  The following are acceptable dimensions:

Landscape: 
width = 50”
height = 44”

Portrait: 
width = 44”
height = 30”

Landscape: 
width = 48”
height = 44”

Portrait: 
width = 44”
height = 40”
2. once the PowerPoint slide is finished, convert it to a PDF file (if you cannot, then just submit the PowerPoint file to the MCK secretary – note the need for a conversion in the Special Instructions section)

3. go to the R:\Epson9800 folder and fill out and print the POSTER PRINTING REQUEST FORM.doc
A) write your advisor’s name for Submitted by:

B) write “Chemistry” for Department:

C) you will need the GL code number from your advisor

D) write the file name of the document and the folder where it can be found

E) print on Matte (cheaper) finish unless you have photographs that need to be high quality (then choose glossy)

F) specify the Poster Size (in inches)

4. if the poster is larger that 44 inches in the width and you designed in Landscape mode, write the following in the space labeled “Special Instructions”

This poster is larger than 44 inches, so please change the page setup from landscape to portrait before you print.

5. submit the form to the McKinney office secretary along with the PDF file of the poster.  You can use any of the following methods of transferring the file: email, R:\ location, flash drive/jump drive, CD, floppy disk.

Please allow up to 3 days for printing as the printer or the secretary may be busy.

Poster Hints

· to used high resolution college graphics, go to the Chem Tech home page and click on the “Poster Graphics” link

· to print your poster on a regular piece of paper, go to File|Print…, then put a check in the “Scale to fit paper” option, then print

