TBI poster methods in Word
General


Most usual size is A5, and best way to distribute and print is as a file with 2 posters side by side on a landscape A4 sheet.  Posters may be DOC or PDF files, sometimes JPG or other image, and perhaps in the future from Canva (pdf or jpg).

Creating posters in Word

1.
The 2 x A5 layout can be achieved by formatting an A4 landscape page with two equal wide columns.
2.
Working in a document with columns is not straightforward, and the easiest procedure seems to be to create the poster as an A5-size document, and then copy this into both columns of a blank document created from a two-column template, with appropriate page setup options set.  A template with TBI logos can be used to create the original document.  (The template or A5 document should be created at A5 and not as 1 column of a 2-column A4 document).
3. 
Open both documents.  In Print view, insert the A5 document into the first column of the blank document.
4.
Use the Enter key to add blank lines to the bottom of the first column until the cursor moves to the top of the second column.  (This works better than entering a column break).
5.
Copy and paste the A5 document into the second column.  SAVE the two-column document.

6.
Note that a coloured background, if used, is not copied to the new document and must be reset.
Printing 2 x A5 posters

1.
To ensure that a coloured or other background is printed, ensure that Tools / Options / Print / 'Include . . background colours and images' is ticked.

2.
With a coloured background, Print Preview will probably show a narrow white border round the outside of the A4 sheet but not between the A5 posters.  To improve appearance and reduce trimming, set the 'borderless printing' option in printer properties if available.  This should do what it says.
3.
It is possible to print 2 x A5 posters on the same sheet from a single A5 document, if the appropriate settings are used.


In Page Setup / Margins, set Orientation Landscape and Multiple pages  '2 pages per sheet'.


Check  Page Setup / Paper size is set to A4.


(Possibly depending on the printer, Page setup and Orientation in printer properties seem to be overriden by Word Page Setup.  Use Page setup Normal if available).

In the Print dialog / Page range,  set Pages 1,1.

Templates

To assist the preparation of posters by this method, several templates are available:

1 x A5 TBI poster with logos.dot


2 x A5 2-col poster blank.dot


A4 poster with margins and logos

1.
in the website document library at

TBI Organisation and documents\Publicity and posters\Word poster notes and templates
2.
on TBI Dropbox at

Communications\Media and publicity\Poster methods templates logos\Templates.
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