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Step 1: Select Template
Select atemplate by double clicking on the poster you would like to work with.

You can alter everything on the poster to suite your needs.
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Step 2: Paper Options
At this step you set your poster up for print.
The first thing you will do is choose the size of your poster.

Under the first line “Page Size” is the default size of the poster. You can change the size by clicking
the arrow next to the listed size and selecting another size option.
Remember one side needs to be 24”
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Step 2: Paper Options
Next you need to select the Media Type (paper type) that is in your eColor Poster Printer.

You will select Coated Paper, Glossy Photo, Vinyl, or Adhesive
*the paper names may appear different on your computer. ie. Glossy Photo 170 GSM
*Vinyl and Adhesive may be listed as synthetic
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Step 3: Edit

In this section you can manipulate photos, text, clipart, shape, and backgrounds.
You can edit every aspect of the poster.
This is where you get to play!
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Step 3: Edit-Photos

You can add a photo from the library by double clicking on the photo you would like.
This will drop the photo onto your poster. Now you can move, resize, edit, and remove
the photo.
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Step 3: Edit-Photos

You can add a photo from an outside source (ie. USB Stick, SD Card, Smart Phone), by
clicking the ADD/REPLACE button. This will bring you to another dialog box where
you can select your image. Then click “OPEN” to add it to your poster.
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Step 3: Edit-Photos

Now that you have images on your poster you can explore the various editing tools.
This is a great time to play! You can “Cut Out” colors, “Crop”, Apply a “Gradation”,
and “Retouch” your image. You can also add a frame to your image to help it pop on
the poster!
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- Step 3: Edit-Clipart
Double click on a piece of clipart to add it to your poster

You can Once clipart is selected you can resize, move, and change the color!
change the

color of
clipart here



Untitled-PosterArtist o= =]
File Edit View Inset Object Tool Help

/[ AL T L L ) v [ | @ @, 100 v -
k 32 I, | / oo Q”U| | Design Edit Tools % s

Select Template

Edit Text Graphics

Fant:
S | PosterBodoni BT

® o e o TIP!
The best way to resize

your text is to click on

Change font
here

0,0

Fort Size: 175

your text box once, then
click on a blue square
on the corner and drag.

Text Alignmert:

Line Spacing:

Character Spacing:
0.00 2 inch

Word Wrap
Text Color:

Change font
color here

Variable Data

4

Print

Text Style:

b (<) (]

Text Effects:

m
I

Step 3: Edit- Text

Here you can edit text that is already on the poster, delete a test box, and add new text
boxes. Double click on a text box to change the text, click on a text box once to just
change color or font type.
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Step 3: Edit- Text

You can add a new text box to the poster by clicking on the “T” in the upper left corner.
Then click and drag anywhere on your poster. Once your text box in drawn out you can
start typing. Use the text graphic feature to add decoration to your text box.
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Step 3: Edit- Shapes

You can add different shapes to your poster. Simply select your shape by clicking on
the Line, Square, or Circle tool. Next bring your mouse to the poster , click, hold down
and drag to draw out your shape. You then can change the color, outline, line type, and

line thickness.
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Step 3: Edit- Backgrounds
You can change the background of your poster by double clicking on a new

background. You can change the color of the backgrounds!

You can
change the
color of
clipart here
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Step 3: Edit- Variable Data

This feature works like a mail merge. This is great for auto filling one or multiple lines
with information from an excel file. Great for filling names in certificates!

To use this feature create your list in Excel, save the file as a CSV. File, save the file on
USB stick. Click the text line you want auto filled, then click “Connect to”, find the file
on your USB stick. Next you need to select the line from Excel you wantto work
with. Now when you print each job will have the corresponding name printed!
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Step 3: Edit- Print
Now that you have edited your poster you are ready to print! Click the print button. You
will have one more dialog box with a preview pop up and click print again!
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Last you may want to save your poster. There are various ways to save.
Click “Save As” to save your poster as a Poster Artist file and store it some where one

your computer.
Click “Save as JPEG” to make it a file other computers can read. This will flatten your

file and it can not be opened in Poster Artist

Click “Add to Templates” to add the poster you create to the library of templates. This
is great for poster you use often (ie. classroom rules, student of the month, welcome

banners”
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