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1) Before you start, you need to have Microsoft PowerPoint 2000 installed on your computer.

2) Download** and save the template prepared (http://groups.nscl.msu.edu/nscl_library/NSCLposter.pot) on your computer.

3) Open the downloaded template in PowerPoint

4) Make the necessary changes/additions, and print it.

**Note: Simply copy the link to a web browser (E.g. Internet Explorer). It will open up the template. Go to File -> Save As, select a proper destination for the file. Then click “Save”. It should be saved in your computer. Then, remember to close the browser where you open the template at the first place.

Notes About the Template
1) The two NSCL logos, the NSF/MSU acknowledgement, and the background are all permanent.  They are in the “Master Slide” so that accidental moving or deleting does not occur.

2) The PowerPoint file is 40 x 32 inches, which is the right size for the NSCL poster display frame. The title and the permanent graphics are all one inch from the edge of the paper.  Your file will print out on a 34” x 44” paper, and Rilla will fold or cut off the extra inches.

3) Text in black does not print well at the bottom unless you put the text in a box with a lighter background

Printing the Poster
1) Open up the PowerPoint file prepared.

2) It is recommended that you test print your poster on \\trunk\WEST_COLOR before attempting to print it at the color plotter. Procedure for test print are as follow:

a. Go to File->Print

b. Select printer \\trunk\WEST_COLOR

c. Check the “Scale to fit paper” box in the Print Options.

3) Now, to print out the poster, you will have to have the proper driver for the color plotter installed. Check and see if \\trunk\NSCLHP4 is installed on the computer you are using. You should be able to find and select the printer in the File -> Print, right besides “Name” in the “Printer” frame.

4)  If the printer driver is not installed on your machine, please follow the steps below to install the driver:

a. Select “Run” in the Start menu

b. Type in \\trunk then hit the “OK” button.

c. Then there will be a window pop up with a whole bunch of printers inside for you to choose

d. Choose NSCLPH4, and double click on it.

e. Then the printer driver should be installed on your machine

5) Check under File -> Page Setup to make sure the width of the file is 40 inches and Height is 32 inches.

6) Then select File -> Print. Make sure you select the desired printer. Then hit the button “Properties”.

7) Inside the prosperities, there are 4 tabs, they are “Layout”, “Paper/Quality”, “Page Layout” and “Device Option”. Select the “Layout” tab. Choose the radio button for “Landscape” inside the “Orientation” selections.

8) Then hit the “Advanced” button. It will get you into a menu, which you can choose the paper size.

9) Under “Paper/Output”, there is a drop box besides “Paper Size:”  Select “ANSI E” then hit “OK”. And you will be back in to the “Properties” menu again.

10) If you want to check to see whether you got the right size of paper or not. Select the “Page Layout” tab and the “Page Information” should display “Size: ANSI E [34.00x44.00 in]”.

11) Then hit the “OK” button on the bottom and back into the print menu.

12) Select “Slides” underneath “Print what:”

13) DO NOT CHECK “Scale to fit paper”.

14) After you hit “OK”, make sure the printer is getting your data (the display on the printer will say “Receiving”). If it is not getting your data, e-mail helpme@nscl.msu.edu with a description of your problem.
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