Creating Posters Using Excel
1.  Open Excel spreadsheet.

2.  Click on "File" in the menu bar and down to "Page Setup."  Choose to enlarge to 200%.  If you would like to have the poster run with longest side up, choose "landscape."

3.  Click on the "Margins" tab.

4.  Change the top, bottom, left, and right margins to .5 inch.  The header and footer should be set to 0 (zero).  Click on [OK].

5.  Use the zoom menu 
[image: image1.png]100%



 to adjust the page so you can see the upper left 2 pages x 2 pages.  You may need to adjust the zoom to 50% to see the necessary pages. 

6.  To create a border, make sure the draw tools are showing.  If not, click on 
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 in the toolbar at the top of the screen.  The draw toolbar will most likely appear at the bottom of the screen.  Click on the rectangle tool on the draw toolbar, and then click in the upper left-hand corner, drag down to lower right hand corner.  Draw a rectangle 
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 to cover the pages used for the poster.  Use the line tool 
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 to choose the width of the line and the style.

7.  To add text, click on the Word Art tool to add 
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 text for headings.  To add other text, consider using the text box 
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.  Drag the text box to outline the size of the text area.  Use the format menu to change the font, font size, style, and alignment.  To get rid of the border around the text box, click to select the text box.  While selected, choose "Format" from the menu bar and then down to "text box."  Choose "colors and lines."  Under "line" choose "no line" for the "color."
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8.  To add a graphic, choose "Insert" from the menu bar, then down to "picture" and then "clip art."  Move the clip art around to desired location, dragging the corners out to enlarge if necessary.  To move the graphic, click on the middle of the graphic.

9.  When printing the graphic, using 2x2 will cause the printer to print 4 sheets.  Trim the edges off the top edges of the two bottom sheets and the left edges of the two right-hand sheets.  Tape papers together.  Laminate the poster for best results.
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