How to create a 48” x 36” (4ft x 3ft) poster in Microsoft PowerPoint

1. Open Microsoft PowerPoint to a new presentation with a blank slide.

2. Click on the Design tab and then click “Page Setup” on the left of the taskbar.  On the drop-down box for size, select “Custom”.

3. Set the dimensions to Width: 48 Inches, Height: 36 Inches.

4. Click Okay.  (This will automatically re-size the slide on the screen to be 48 inches wide by 36 inches tall, the size of a poster.)

5. Add a background for your poster by clicking on the Design tab.  Click “Background Styles” to format your background or to add an image of your own.  Add a title to your presentation by copying it from an existing PowerPoint or by adding a new text box (Click on the Insert tab and then “Text Box”).
6. You can copy and paste text, images, graphs, etc. directly onto the PowerPoint slide from other sources or you can add content to your poster just like you would when creating a PowerPoint presentation.  Note: If you copy and paste from other sources, you will likely need to resize the text and graphics to make them large enough to be readable.
7. If you have already created a PowerPoint presentation that you wish to turn into a poster, open it, select the content you wish to add to your poster and copy it (right click, copy).  Open the poster and paste it (right click, paste).  Move the content to where you want to place it and re-size it if it appears too small.

8. When you are finished, save your document and you can send it to be printed by Fedex Kinkos or another similar printing organization.

