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Poster Construction in PowerPoint Tutorial 

This tutorial, prepared by the Office of Undergraduate Research (OUR),  will help 
guide you through creation of a basic research poster. If you prefer to use a CIRT 
template, see the Poster Template Gallery here: 
https://www.unf.edu/cirt/services/posters/Poster_Gallery_-_TriFold.aspx 

Whether you use a CIRT template or create your own poster in PowerPoint, the 
first step is to size the poster slide correctly. CIRT Tri-fold posters are already sized 
48” wide by 36” high. If you select a Horizontal or Vertical poster template 
instead, you will need to resize it. 

After opening PowerPoint, select the Design tab at the top, then select Slide Size, 
then select Custom Slide Size. 

1. Select Design

2. Select Slide Size

3. Select Custom Size

https://www.unf.edu/cirt/services/posters/Poster_Gallery_-_TriFold.aspx
https://www.unf.edu/cirt/services/posters/Poster_Gallery_-_TriFold.aspx
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After selecting Custom Slide Size, the Slide Size box will appear on the screen. 
Typically, you will change the width to 48 in and the height to 36 in and click OK. 
 

 
 
After selecting OK in the Slide Size box, a new box will appear with options to 
Maximize or Minimize. Select Maximize. 
 

 

5. Select Maximize 

4. Change width to 48 in 
and height to 36 in, then 
click OK 
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Gridlines will help you line up text and images. To show gridlines, select View, then 
click the box next to Gridlines. 
 

 
 
To create a banner at the top of the slide for your name, title, and other 
information, select Insert, then Shapes, then choose a Rectangle. 
 

 

6. Select View 
7. Select 
Gridlines 

8. Select Insert 
9. Select Shapes 

10. Select a 
Rectangle. Then 
click on your slide 

11. Click the center of the 
rectangle, then drag the 
banner where you want it. 
Drag a corner to resize it 
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To set up your banner, right click on it. Select Text Size or Format Shape to change the color, 
border, or other features. Type your name, title, and other information. 
 

 
 
To create boxes in the slide for headings and text, select Insert, Text Box. Drag the text boxes 
where you want them to go and cut-and-paste text or type inside them. Create as many text 
boxes as you need. Align them using the gridlines. 
 

 

13. Select Font, Text 
Size, or other 
features 

12. Right click in box 
to reveal drop down 

14. To change the color, border, or 
other features of the banner, select 
Format Shape and make changes  

15. To create boxes for 
headings and text click 
Insert then Text Box.  
Click on your slide 
where you want the 
text box then type the 
text you want in the 
box. 
Use this to create as 
many text boxes as 
you need 

Note: If you click 
somewhere else on 
your screen before you 
enter text in the new 
box, the box will 
disappear. Just select 
Insert and Text Box 
again to make another 
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Format the text boxes by right clicking on the edge to reveal a drop-down menu. 
Here, you can makes changes to the color and border.  
 

 
 
Align the text boxes so they are balanced and visually appealing to the viewer. 
 

 
 

17. Hold down the Ctrl key and click on 
each text box to highlight them. Then select 
Arrange to align the text boxes horizontally 
or distribute them on the slide 

16. Select the text box, then 
right click on the edge to reveal 
the dropdown. Select the text 
in the box and right click on it 
to change the text color 
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Insert images by dragging and dropping or by selecting the Insert tab and Pictures. Then search 
your files and select the image you want to insert. Insert graphs by selecting Insert then selecting 
Chart. Select the type of graph (e.g. bar, line) you prefer.  
 

 
 
Update and change your graphs by clicking on them and filling in the data in the data sheet. 
 

 
 

18. To insert 
an image, 
select the 
Insert tab, 
then select 
the Picture 
tab  

19. To insert 
a chart select 
the Chart tab  

20. You can click on the 
aspects of the graph to 
make changes  

21. After inserting 
a graph, the data 
sheet will appear. 
Fill in the data and 
labels in the data 
sheet then save 
and close it and 
the changes will 
be reflected in the 
graph 
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A note on images 
 
Photos and images are both important and tricky. Remember that your printed 
poster will be much larger than the slide appears on your computer screen. You 
can take a few steps to ensure that the images on your poster are not distorted or 
pixilated. 
 
First, select the highest-quality photo or image possible. For example, an image 
that measures 450 x 357 is lower quality than one measuring 1300 x 1300. 
 
Second, after you’ve dragged-and-dropped or inserted an image onto your 
correctly-sized PPT slide, click on that image. When you do, a Format/Picture Tools 
(or Format Pictures) tab will appear in your toolbar. 
 

 
 
 
 
 
 
 
 
 

22. Click on your image 
and the Picture Format 
tab will appear. Use the 
tabs underneath to edit 
the image 
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Third, on the far right of your toolbar, you’ll see a section called Size. Click on the 
tiny arrow in the lower right corner. This will drop down a menu called Format 
Picture.  
 

 
 
On the Format Picture drop-down, make sure the Lock Aspect Ratio is checked. 
Now you can adjust the size of your picture or image by using the Scale Height or 
Scale Width features (change only one; the second will adjust itself since the 
aspect ratio is locked). As a general rule, don’t try to make your image larger than 
150-200% of its original size. Check for pixilation of the enlarged image by going to 
the very bottom right of your computer screen and sliding the zoom bar to 100%. 
Now look at the image. If it’s pixilated, you might either make the image smaller or 
select a different, higher-quality image. 
 
To reposition your image on the slide, click on the center of the image and drag it 
to another location. One final hint: if you decide to resize your photo or image by 
clicking-and-dragging, be sure to drag from a corner only. If you drag from the top, 
bottom, or sides, the image will be squashed, elongated, or otherwise distorted. 
But even dragging from the corner can sometimes distort the image. It’s safer to 
resize as described above, using the Scale Height and Scale Width features with the 
aspect ratio locked. 
 

23. Click the small arrow 
under Size to make the 
drop down appear. Use the 
features in the drop down to 
edit your image. Be sure to 
click Lock Aspect Ratio so 
the image will not be 
distorted when you resize it 


