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Do’s and Don’t of Poster Design

Visual Balance: Text, Graphics, & Blank Space



Digital vs. Print

Step-by-step from slide 
to poster

Special settings

How to Design in PowerPoint
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Techniques Covered in Demonstration:
Visual Balance ‒ use equal space for:
• Blank space: large outer margins (2-3”) and space 
between content

• Text: Reduce, use bullet points
• Graphics: tables, charts, and SmartArt 

Poster Size
• Resize slide: Design > Slide Size > Custom Slide Size
• Maximum slide size: 56” x 56”

Fonts
• Use sans-serif fonts, 1 or 2 font types in a poster
• Font sizes:

• Body & chart/table text: 28-36
• Figure labels: 36-48
• Section headers: 40-60
• Subtitle: 54-72
• Title: 80-150

Theme Colors and Fonts
• Design > Variants > More > Colors or Fonts

Format Shape menu
• Right click on a text box or shape
• Size and Properties options:

• Size (width, height)
• Position (vertical, horizontal)
• Text box (alignment in box, do not autofit, internal margins)

Alignment
• Select multiple objects: hold down CTRL and click each one (Home > 
Select > Selection Pane for complete list)

• Drawing tools > Align (to edge, to center, or distribute evenly)

Image resolution
• Capture/download image at 300 DPI or higher (or largest pixel size 
available)

• Preview: Zoom in at 100%
• Format Picture > Size and Properties: do not scale greater than 100%


