Suggestions for Creating Poster Sessions 

in Powerpoint and for Printing at MedMedia Solutions

· Open a new “slide” in Powerpoint and establish a paper size proportional to your final poster size.  Typically, the Powerpoint file should be made one-half the size of the final poster.  For example, if your poster is to be four feet high and six feet wide, establish a paper size under File-Page Setup of 24 inches high and 36 inches long.  Your final poster will be printed at 200 percent size after proofing.

· To see the entire page on the screen, go to View-Zoom and then Fit to Page.

· Add text, photos and graphics using normal Powerpoint features.  Times New Roman, Bold, centered,  is a good font for the title. Arial is a good font for the authors and affiliations as well as the body text. Justification for text looks best as flush left. 

· To add text, graphs and tables from Excel, Word or other application, select (highlight) the desired content and Copy to the clipboard.  Next, go into the poster Powerpoint file and use Edit-Paste Special and then select Enhanced Metafile-Paste.

· To resize graphics or tables, select the element.  Grab a corner node and move it in or out.

· When your poster is complete, upload the file at http://www.medmediasolutions.com/dgh/posters.htm.  You will be allowed to browse the directories of your computer to select the PowerPoint file for transfer. An automated email will tell us that you’ve uploaded a file for printing.

· After your file has transferred you will be taken to a order entry page please include your name, phone and/or pager number, due date, final poster size, and paper type (matte or glossy). Also please include your physical location for delivery purposes.

· For questions or information regarding the Global Health Poster Session please contact Nikki Vangsnes (vangs001@mc.duke.edu, 668-9014). For questions specific to poster printing please contact Stan Coffman (scoffman@medmediasolutions.com

, 699-1276). 

