Creating a PowerPoint Slide or Poster:

Open PowerPoint
At the Pop-Up Screen, choose Open Blank Presentation.

Click OK.
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For a slide:

Choose the appropriate AutoLayout for your first slide.  (I choose one with two title boxes).  For additional slides, choose Insert, New Slide and choose the appropriate AutoLayout.

Click OK.
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For a poster:

Choose an AutoLayout (I choose one with a title and a blank page.).

Click OK.
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Go to File, Page Setup, 

Select Custom Slide
Choose your Width and Height per Meeting Instructions or the maximum allowed in PowerPoint.

Click OK.
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For slides and posters:

Choose a background if you want by choosing Format, Apply Design Template.  Pick a template or color that you like.  Make sure you choose a neutral color!!  This also creates a set of default colors that you can use that complement each other.  To change your font color, choose Format, Font, and click on the menu button next to the Color menu.  The complementary colors are shown in a row below Automatic.  You can choose any of these colors.  Make sure you also use a font and font size easily seen on the poster.
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To make a text box, click on Insert, Text Box.  Doing this allows you to put your different sections of text on your poster, while having the freedom to move them around.  To keep a text box, make sure to type at least one letter in it.  If not, it will disappear when you click outside the text box and you will have to re-create it.

You can easily Cut and Paste graphs into your poster from other programs.  Make sure you use colors that can be easily seen on your poster.  Then, you can resize them to fit.  You can do some editing of the graphs within PowerPoint by double-clicking on the graph itself.  If the program (e.g., Excel, SigmaPlot) is recognized by PowerPoint, then you will be able to use the tool bars from the original program to make your changes.  If you have lots of changes to make, however, it is easier to make those changes in the original program and re-copy the graph into PowerPoint.

In order to copy tables from Excel into PowerPoint without the gridlines, Copy the table, selecting the table plus one line below the table, and then go to Edit, Paste Special.  Choose the Picture option.  You won’t  be able to edit the table in PowerPoint, but it will look as it did in Excel.
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