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Plotter -Printing Guidelines 
Symposium of Undergraduate Research and Public Service (SURPS) 
 
The VPUE plotter (a large-scale printer that can produce a full-sized poster on one large piece of 
paper) is available only to undergraduates printing research posters for symposiums sponsored by 
Undergraduate Advising and Research (UAR). 
For other large-format printing needs, please contact Meyer Library or Kinko’s. 
 
Submitting Your Poster 
Submission of files via email is preferred. 

• Email your file to this address: undergradresearchposters@gmail.com. When your poster is ready, we 
will notify you via email. You may pick up your poster at the front desk on the 1st floor of Sweet Hall, 
unless otherwise directed. 

• Check out our symposium web pages at http://surps.stanford.edu for more information on poster 
design, workshops, and the SURPS events!  
 

Naming Your File 
Give your file a unique name, other than poster.ppt. It is most helpful to name your file using your own 
name. For example: First_LastName.ppt 
 
Poster Setup Using Powerpoint 
Priority will be given to files created in PowerPoint, as this is the most appropriate format to support the 
large numbers of print requests we receive for symposium events. 

• Design your poster as a slide in PowerPoint, and save the file as a .ppt  or .pptx file. To do this, create 
a new slide show and add a new slide by choosing “New Slide” from the“Insert” menu. 

• Change the dimensions of this slide to poster size. Select “Page Setup” from the “File” Menu. Then 
change the width and height to 36” and 42”, depending on the desired orientation. 

• The computer connected to our plotter is a PC. If you are working on a Mac, check your file on a PC 
before submitting it for print to ensure that it looks correct. 

o A common problem is that images from a poster created on a Mac will not show up when 
the file is opened on a PC. Please keep a folder of all the image files used in the poster, and 
import them into PowerPoint from this folder. 

o Check your poster file on a PC before submitting it to avoid having to pay for a reprint. 
• If using non-standard fonts, the fonts should be submitted with your file in order for it to print 

properly. PowerPoint does not automatically embed fonts into a file, so if you are using a special 
font, there is a good chance we do not have it and therefore your file may not print properly.  

• Before printing, double check your file for errors such as spelling mistakes, overlapping images, and 
improperly sized text boxes, which may conceal parts of your text. Check row and column labels 
very carefully when importing charts from Excel or other applications. You are responsible for 
ensuring your file does not contain mistakes. Reprints are not free of charge. 

• We prefer to receive files via email. It is a good idea to back up your file in your home folder on 
Leland, or on a USB key. 

• A typical poster file should be 5 MB or less. If your file is larger than this, try to reduce the file sizes of 
images contained within your poster. If you are not able to decrease your file size for emailing, you 
will need to bring a copy of your file to the Sweet Hall 1st floor front desk. 

 
Be Prepared and Schedule Your Time Accordingly! 
Don’t leave the printing of your poster until the last minute. Respect submission deadlines (and our printing 
staff!) and remember that a single poster may take as long as 45 minutes to print, depending on the complexity 
of the file. Late submissions may not be accommodated. We are not a commercial service bureau, but provide 
this printing option to support your research. Meyer Library and Kinko’s also offer large-format printing. 


