Creating a Poster
Template: Poster

Prepare the Sheet

1. [image: image1.png]


Open the template and click on the Sheet 3 tab.

2. Click the square in the upper left corner of the spreadsheet to select all cells. (It is to the left of the “A “ and above the “1”. 
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Click and drag between the “A” and the “B” to make the columns smaller (about 20 pixels). 
4. Pull down the File menu to Page Setup.

a. Click the Page tab. Choose Adjust to 200% of normal size.

b. Click the Margins tab. Change all margins to .5; change header and footer to 0.

5. Pull down the View menu to Zoom and adjust the zoom level until you can see the four corner pages on the screen.

6. This will create a 15” x 20” poster printed on 4 sheets.

Adding Autoshapes, Text, Picture or Word Art

1. If the drawing tools are not available, pull down the View menu to Toolbars and pull over to choose Drawing.

2. Use the one of the Autoshapes options to add a border. Cover all 4 pages.

3. Add graphics, WordArt, and text boxes.

4. Change colors, size, fonts, and styles.

5. Give credit for your resources.

Printing and Assembling

1. Print the 4 sheets. Click Print Preview to make sure you have 4 pages.
2. Use a paper cutter to trim ½ inch from the insides of each page.

3. Use transparent tape on the back to join the four pages together.

Options:

Create a class Big Book

Design a 5 x 6 poster

Insert photos of students for Star of the week.

