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How to print your poster in
size AO, A1 or A2

As part of your course you may be required to print a poster in AO, A1 or A2. Students
often choose to create posters in Microsoft PowerPoint. For printing purposes however,
we recommend that you then save your poster in a PNG, JPG or PDF file format.

To print posters in one of these sizes, please use the large format plotter. This is available in
the Perry Library — in the 2 West Training Room. Posters explaining our print size and price
structure are on display in this area.

How to save your poster for printing

Saving the file as an image

@ H
1. When you have completed your PowerPoint poster, click on File. . T
=
Mew
Slide =
Clipboard =
2. Select Save As... then click on Computer or This PC.
3. The Save As... dialog box will appear. Browse to Save As
your I: Drive, Desktop or USB memory stick. a

4. Choose a file name for your poster.

E OneDrive & London South Bank

University

5. From the Save as type drop-down menu, select PNG, JPG
or PDF.

B Onelrive

[] Computer
- -

6. Click Save.

Add a Place

7. You will be asked if you want to save every slide or the
current slide only. Choose current slide only.



How to print your poster in size A0, Al or A2

Printing your Poster in AO, A1 or A2

Printing a PNG or JPG file:

1. Open your poster from where it has been saved e.g. I: Drive, Desktop or USB memory
stick

2. To open the file, right-click on the filename, select Open with...and choose
Windows Photo Viewer from the listed programs.

-
Open with [ﬁ

0Ol Choose the program you want to use to open this file:

‘)-/ ' File:
Recommended Programs

[ g_/l Microsoft Office 2010 53F Paint
L] Microsoft Corporation %20 Microsoft Corporation
l Q PictureViewer @ Windows Media Center

rr‘_ 1 Windows Photo Viewer
{8==23 Microsoft Corporation

PNG printing.png

Other Programs v

3. At the top of the window, you
will see the following options: File: ~ pRigled) E-mol  Bum v Open v
Click on the drop down menu @ Print.. Ctrl+P |
arrow next to Print and select @ Order prints...

Print again.

4. A dialogue box will open asking ‘How do
you want to print your pictures?’ Click on How do you want to print your pictures?
the drop down menu arrow under Printer
to show available printers.

Printer: Paper size:

[\ms-peut-app-05\Oce ColorWay v | A0 @41,118¢ + |

Send To OneNote 16

Printer 4

Printer 3

. . Printer 2

5. Please check the availability of Printer 1

. Plotter 5 Direct

the plotter before sending your Helpdesk printer

. Canon Printer 4 DIRECT

pOSter to prlnt' Canon Printer 3 DIRECT

\\PRINTER\Student_Mono_Print

\\PRINTER' ur_Pri

\\ms-| 5\ olorWave -1 - Colour
05\Oce ColorWave -1 - Mono

\‘\m-pcu-app-
Install Printer...

To select a plotter see next page:
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How to print your poster in size A0, Al or A2

For colour printing select \\ms-pcut-app-05\0Oce ColorWave-1-Colour

For Black and White printing select \\ms-pcut-app-05\Oce ColorWave-1-Mono

6. Choose the size of your print AO, A1 or A2 from the Paper size drop-down
menu.

How do you want to print your pictures?

Printer: Paper size: Quality:

\\ms-pcut-app-05\Oce ColorWa v} [Al (594x841 v] [

AQ (841x1189 mm) |

Al (594x841 mm) |
A2 (420x594 mm)

7. Always check your print preview before clicking on the Print button.

Printer: Paper size: Quality:

{\\ms-pcut-app-OS\Oce ColorWay v ‘Al (594x841 v l 'J o
If you do not o -
see your » .
image/poster Full page photo
displayed in —
the print
preview pane h’
orif it does 20x25 cm. (1)
not fill the ——
page, remove -~
the tick from -

the Fit picture Bxl8em. (@) .
to fl‘ame bOX Copies of each picture: 1 : Fit picture to frame Options...

I [“ancer ]
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How to print your poster in size A0, Al or A2

8. The following information will appear on your screen.

Preview - \\ms-pcut-app-05\0Oce ColorWave -1 - Colour

Printed result

head0@Isbu.ac.uk  Help

_] Océ ColorWave 500

-

594 mm A

wu 148

a’{ 594 mm

Page 1/ 1 {complete)

I i Click below to access the printer system details

IsbucwS001.Isbu. ac.uk: Ready

2 (== I
o - T E fo— }
& @ B | —

=

k—l—‘-;l. C

i J Production settings

L

Media Layout Image Finishing Sorting Copies

Any loaded roll 1to1l Normal CAD/Poster Top Delivery Tray Sorted by set 1
v Show less v Show less
‘”Me&ira type [ cut size 11 Quality i'Print delivery
‘ Any type Cut {Synchro) Production ‘ ; S
1 @D LFM0%0 Top Color... [ 28 o strip Print-file 600 dpi || =13, Top Delvery Tray rect pri
‘v Media size ‘ Rotation [ color mode Page order
[ , .
| 5 ggy(é%«?id;:.srze & At' Ot “e Perceptual (photo) @ﬂ Front to back
‘ Media source Positioning Mirror
I >
| £ ; we| Center N
% ‘\ Automatic 5] po shift & Off

[ scale
100%
| oK I | Cancel I

The default settings displayed have been set to provide optimal print quality. Press OK

to print.

Go to page 8 of this guide for instructions on how to release your print

job

Please note:

You should print and collect each poster before sending another, as
e will not consider more than one poster per user for refund

valuation.
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How to print your poster in size A0, Al or A2

Printing a PDF file

1. Open your poster from where it has been saved as a PDF e.g. I: Drive, Desktop or
USB memory stick

2. At the top of the window, you will see the following options:
Select the Printer icon.

File Edit View Window Help

B8 8=
]

Print file (Ctrl+P)

3. A print dialogue box will open. Please click on the arrow to the right of Printer
to show available printers.

4. There are a number of plotters available. Check their availability before
sending your poster to print.

Print .
ok == B
Printer: | \\ms-pcut-app-05\Oce ColorWave -1 - Co_ > || Properties
Copies: \\ms-pcut-app-05\Oce ColorWave -1 - Colour @ Print in grays

\\ms-pcut-app-05\Oce ColorWave -1 - Mono
Pages to \\PRINTER\Student_Colour_Print
@ Al \\PRINTER\Student_Mono_Print
~ __Canon Printer 3 DIRECT
Curren
Canon Printer 4 DIRECT
Pages Helpdesk printer
I » More Plotter 5 Direct
Printer1

Page Sizi Printer 2 =

m

For Colour printing select \ms-pcut-app-05\Oce ColorWave-1-Colour

For Black and White printing select \ms-pcut-app-05\Oce ColorWave-1-Mono
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How to print your poster in size AO, A1 or A2

5. Under Page Size select Fit.

) Actual size
(") Shrink oversized pages
100

(7) Custom Scale: %

["] Choose paper source by PDF page size
Orientation:

@ Auto portrait/landscape
() Portrait

(") Landscape

N

6. Click on Page Setup and choose your

print size. Click OK.

Page | 6

3 e
Print = -~ e I @I
Printer: ‘\\ms-pcut-app-OS\Oce ColorWave -1 - Co I [ Properties l [ Advanced l Help @
Copies: s peir apg 05\Oce Colodiave 1. Colo i S NIV grayscale (black and white)
\\ms-pcut-app-05\Oce ColorWave -1 - Mono
Pages to \\PRINTER\Student_Colour_Print Comments & Forms
@ Al \\PRINTER\Student_Mono_Print 2 [ Document and Markups -
e Canon Printer 3 DIRECT F
Canon Printer 4 DIRECT [ Summarize Comments ]
Pages Helpdesk printer
' » More Plotter 5 Direct Scale: 200%
Printer 1 16.54 x 23.39 Inches
Page Sizi Printer 2 -
2B, London Ltrwpan
. & : 71 South Bank
I _ Size ] [ B] Poster ] [ @ Multiple ] E Booklet ] M Umersity
LRC Tour Today

Join us for a tour of the LRC and
find out about our services.

11.30am and 2.15pm Foyer

Leaming R

esources Centre

“Flease ensure you have registersc with the student
centre and have 3 wikstband.

Pagel of1

pint | [ Cancel |

Page Setup
1
I Paper
See: (AL (6941 mm) *)

Al ?841x1189 mmi
Al (594x841 mm

1 A2 (420x594 mm)
A3 (297420 mm)
|| Orientation A4 (210x297 mm)
@ Portrait Left:  [25 Right |25
") Landscape Top 25 25




How to print your poster in size A0, Al or A2

7. The following information will appear on your screen.

Preview - \\ms-pcut-app-05\Oce ColorWave -1 - Colour

Printed result

head0@lsbu.ac.uk  Help

|

J Océ ColorWave 500

594 mm

}‘i 594 mm

‘j Click below to access the printer system details

IsbucwS001 . Isbu.ac,uk: Ready

)

| @ 100%

s Ra I
ooe \-.:\& ’é
Page 1 1 (complete) i J Production settings
Media Layout Image Finishing Sorting Copies
Any loaded roll 1tol Custom Top Delivery Tray Sorted by set 1
v Show less v Show less
Med‘ia type [ Cutisize ‘r duaiity [ Pfint déﬁvery
Any type Cut {Synchro) | g‘ Océ Print Assistant 3 o . -
O LFM090 Top Color... || sk} Mo strip Print-file 600 dpi % Top Delivery Tray sort by se Direct print
Media size iﬁa::ation } Color mode \ Page order
Any loaded size 7 Automatic
‘IV A0 (841 mm) & o ‘ BI Perceptual (phota) dﬂ Front to back
‘ Media source | Positioning [ Mirror
s Center NP
L&;ﬂ Automatic Mo shift ‘ &) Off
Scale

OK | | Cancel

The default settings displayed have been set to provide optimal print quality. Press

OK to print.

Please note:

evaluation.

You should print and collect each poster before sending another, as
we will not consider more than one poster per user for refund
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How to print your poster in size A0, Al or A2

How to release your print job

Touch your card on the touch pad next to the plotter.

Your job will be displayed on the screen. Touch the screen to highlight your print job and
then select Print Job(s) to release it.

Held Print Jobs
&8 7est 1, Student (deeb0)

1 job pending
SR £ 94.42

Total cost : £ 0.012 (1/1)

] Time Documents Pages\ Cost

Print All Job Details Refresh Print Job(s) | Cancel Job(s)

For further information and support contact:
Tel: 020 7815 6678

Email: lIr-ithelpdesk@Isbu.ac.uk

Visit: Student IT Support, 1 West, Perry Library.

Produced by LLR 03/08/2018
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