

A.  Creating A Document
1. Open Microsoft Excel.

2. In the Menu bar, click File.

3. In the drop down window click Page Set Up.
The Page Set Up dialog box will appear.

4. Choose the Page tab.

5. Click on the circle next to Landscape to change the orientation from Portrait to Landscape.

6. Where it is labeled Scaling the Adjust To: box is set to 100% normal size. Change the number 100 to 200. 

7. Click the Margins tab.

8. Set the Left, Right, Top and Bottom margins to 0.5.
Do this by clicking on the down pointing arrow to the left of each number, or by highlighting the number in each window and typing in 0.5

9. Set the Header and Footer margins to 0.0. 
10. Click OK.

11. In the Menu bar at the top of the program, click View. 

12. A drop down menu will appear. Look for the word: Zoom and click on it.

13. A new "Zoom" dialog box will appear. (see diagram below)
14. Click inside the circle beside the word "custom" to activate the percent box. Replace 100 with 40. 

15. Click OK.

B.  Creating the Layout

To make an acceptably sized poster for you classroom wall, you probably will want to create four 8 1/2 inch by 11 inch pages and then tape them together. Notice the dotted lines on the Excel document you created. Those lines indicate where each page starts and stops.

Before you create the layout, you'll want to set the print area for your completed poster. 
To do that:

1.  Highlight cells 1A through N42. (or whatever the second page dotted line falls on)
Those are the cells in the first four pages---two on top and two on bottom--that will make your poster.

2. In the Menu bar, click: File.
3. When the drop down window appears, click: Print Area.

4. This will in turn reveal two more options: click: Set Print Area.
Now when you print, only these four pages will print.

We will also need to make sure that the Drawing toolbar is showing on your computer.


To place the Drawing toolbar at the bottom of the page: (If toolbar is already there, skips steps 1-3)
1. In the Menu bar, click View.

2. When the drop down window appears, click: Toolbar
3. When the next drop down window appears, make sure there is a checkmark next to the word: Drawing
If there is no checkmark, click once on the word: Drawing and a checkbox will appear.

Continue with steps 4-5 once your toolbar is set:

4. On the Drawing toolbar (at the bottom of your computer screen), click the rectangle drawing tool.

5. Place your cursor in cell 1A and drag your mouse across the Excel document so the rectangle covers four squares. 
The white rectangle that appears will be your poster.

C.  Creating A Design
The design you want to place in your poster should have already been created.

1. Open the file that you want to copy into your poster.

2. Right click on the page and select copy.

3. Go back into your Excel document. Right click anywhere inside the white area of the square. 

4. Select paste.
This will copy the document into the spreadsheet and cover the entire print area.

To remove the black outer line that surrounds the 4 pages:

5. Double click on the outer black line that surrounds the poster. 
     The format autoshape dialog box will appear

6. In that dialog box, click on the Color and Lines tab.

7. Click on the dropdown arrow next to  Lines: Color 
8. Select “no line”

Printing Your Design

1. Go to file-> Print.
The document will automatically print on 4 separate sheets of paper.

2. You will have to trim the margins of the page so that the pieces fit together nicely.
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