Quick tips to designing poster

1. Make picture elements floating.

a. Right click on image, Format Picture. Go to the “Layout” tab. Click on “Behind Text”. Click Ok.

b. The element will have moved around…just simply reposition.

2. Use Text Boxes

a. Turn on Drawing Toolbar (Menu/View/Toolbars/Drawing).

b. Click on the first “A” tool.

c. Click and drag out a text box SIMILAR to the size of what you want the text box to be on the page.

d. Type out your text…do NOT worry about the size and do NOT hit return/enter.

e. Right click on Text Box, go to Format Text Box. Go to Colors and Lines. Change the Line and Fill Color to “No Fill” and “No Line”.

f. Font size and type can be changed by clicking on the edge of the text box and go to the “Formatting Palette”.

