
Printing	a	Poster	at	Penn	State	

There	are	many	resources	available	for	help	creating	posters		
(for	instance:	http://www.pop.psu.edu/posters-and-presentations	)	

This	guide	is	specifically	aimed	at	providing	helpful	information	for	getting	your	poster	printed	
	
	

1.	Confirm	the	conference-specific	poster	size.		Some	posters	are	smaller	and	“portrait”	(3ft	tall	X	2ft	
wide)	and	others,	like	PAA,	are	“landscape”	(upwards	of	6	ft	wide		X	4	ft	tall).	

	

2.	Scale	your	poster	down	within	Powerpoint.		In	Powerpoint,	your	slide	can	only	be	up	to	56	inches	by		
56	inches.		For	example:	if	your	poster	is	4	ft	X	6	ft,	you	will	want	your	dimensions	to	be	24	in	X	36	in.		

	

3.		Suggestion:	print	a	final	draft	before	sending	to	the	print-house.		If	you	want	to	print	a	large,	in-
color	“draft”	of	your	poster	to	see	what	it	will	look	like	(for	editing	or	presenting	at	mini-PAA),	you	can	
print	large	files	at	the	University	library	in	the	News	&	Microforms	Library	(ground	floor,	West	Pattee).		
Students	receive	110	free	black	and	white	pages	to	print	at	the	library	per	year	–	a	color	print	on	
11X17	paper	“costs”	six	pages	per	page.			How	many	pages	you	use	depend	on	how	big	you	print	your	
draft	poster.		When	you	print	in	Adobe,	you	have	the	option	to	print	as	a	poster	which	will	use	
multiple	pieces	of	paper	to	print.	

	

4.	Finalize	your	file.		Once	you	have	edited	your	file	to	be	exactly	how	you	wanted	it	to	be	printed,	you’ll	
need	to	convert	the	power	point	to	PDF	by	using	“save	as	–	PDF”	in	Powerpoint.		Then,	you	will	need	
to	resize	the	PDF	back	up	to	the	poster	size	you	need.		The	print	shop	will	not	always	convert	it	for	
you,	so	it	is	best	to	convert	it	to	the	correct	size	before	sending	it	to	them.		

	

5.	Send	your	poster	to	the	engineering	office	at	eccarc@engr.psu.edu	–	they	will	email	you	when	it	is	
ready	to	be	picked	up.		Please	send	them	your	PDF	at	least	one	week	in	advance	of	the	date	you	need	
it.	

I am emailing my PDF to request that it be printed on regular poster paper XX in by XX in.   
 

I will be paying for my poster when I pick it up (they only take checks or lioncash)  
 

 OR  
 

Please bill to:  
Budget: XXXXX 
Fund: XXXX 
Cost Center (CC:) PAA201X 
 
Thank you! 

	


