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So let’s get started!

1. Navigate to our POSTER SUBMISSIONS page.
a. Got to LOVELANDPUBLICLIBRARY.ORG
b. At the top of the webpage, hover over SERVICES.
c. Then click where it says SUBMIT A 3D PRINT OR POSTER ORDER under the
TECHNOLOGY section.

@Frllepclk‘?. Hours & Location Contact Us Library Card Account Translaty

Events Research & Download Information

*Hover cursor...*

Teens Children Technology

Welcome! Welcome! Computer Lab

Events for Teens Events for Children Technology for Checkout

Research & Download Children's Research & Download

Book & Mediz Suggestions Storytime & Early Learning

Teen Advisory Board Elementary z| 2

Stary i *Click!™*

Volunteer StaryWalk Virtual Classroom ICK:

. i i Digital Skills & Job Seeker Help
Library Podcast Ask-a-Librarian

Tutorials & elLearning Resources

Wireless Printing

L
O
-
@)
oc
L
-
N
-
=
oc
L
L
(%2)
-
a1]
-
o
(o)}
N
LN
—i
O
(a1

2. Download our PREMADE ILLUSTRATOR

TEMPLATE from our website . Large posFer—sized prints with your choice
of dimensions based on these premade
a. Under POSTER PRINTS, scroll templates... You must use one of our
down until you see the list of templates to submit. See the video under
. . Additional Instructions for more information.
p.rogran'ws and their available > Adobe Photoshop:
dimensions. 112'x44" | 24"x44" | 36"x44" | 48"x44" |
b. Click on the dimensions that you 60"x44" |

o Adobe lllustrator:

believe is closest to the desired 112"’ | 24"lls” | 367l | 68" s" |

dimensions of your media. 80"x44" |
i. For this demonstration, o Microsoft Publisher:
we will be utilizing the 112'x44" | 24"x44" | 36"x44" | 48"x44" |
80"x44" |
PUBLISHER 24”x44"” = ————
template.

c. Once you click on your desired
dimensions, the web browser will open the template in GOOGLE DRIVE. You must
sign into a Gmail account to gain access. (You need a Gmail account to fill out our
Submissions form down the line as well).

d. Inthe upper right corner of your web browser, click the download
icon to download the template. —
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3. OPEN the template in Publisher
a. The downloaded template should immediately
appear in the bottom right corner of your web ] 24inxadintplprint..pub A
browser. CLICK on it.
b. Ifin the case the downloaded file does not appear in the bottom right hand
corner or you downloaded it earlier — You can find this file in your File Explorer
(FINDER for Mac Computers) under DOWNLOADS
c. After opening the template, you should have a digital canvas on your screen to
add photos to.
4. Add photos/media to your template. .

. [ T 0 +] —

a. Fr'om the upper tool bar, click INSERT D = Ifl;l I/_\@ b El
b. Click PICTURES. Page Catalog Table Pictures Online Shapes  Picture

Navigate to the photo you would like to ~  Pages = Pictures ~  Placeholder

add, then DOUBLE CLICK on it to open. Pages Tables llustrations

File Home Insert Page Design Mailings F

d. Yourimage should then appear in the
center of your canvas.

file  Home insert  PageDesign Maiings  Review View Help Picture Format
P E 5 Compress Pictures L“

; , B Change Picture ~ W;
£ Reset Pictur

-~ ZPicture Border == [iBring Forwerd - »{-!':Gloup
2 | == | ,“| g Hal’mmmxts ADD — Es«msmwa ~ If1Ungroup
T Yo [EAign - LRotate

THeight 216 2|
Siwidth: [162° 5|

Zlﬂr

(SL]

~ ] Clear Crop

Picture Styles Amange Crop Sae
AT AT B B Iy y.s‘ e A T TV T T T < T T TV T O T

5. RESIZE your photo. Exact Dimensions are SUPER IMPORTANT.
a. Publisher should give you PICTURE FORMAT options immediately after you insert
a photo. In the case that it doesn’t, click on the photo you want to size, then
select PICTURE FORMAT from the upper tool bar.

File Home Insert Page Design Mailings Review View Help Picture Format

b. From the Picture Format options, we are going to focus on the I [JHeight: [21.31"

SIZE category, found all the way on the right. — -
i. The dimensions listed there are the current HEIGHT and o Width:
WIDTH of your selected photo. Size =
16
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c. Let’s say you know you want this photo to be 18” x 24”...
d. Replace the current LONGEST dimension (ie. Height: ;
+ = = -
21.6”) with your desired LONGEST dimension (ie. 24”). 1 [ Height ]
i. Press ENTER on your keyboard. Publisher will = Width: *Enter!*
automatically change the short side’s dimension, _
in this case the width, in proportion to the size & 1

dimension you entered. 1T Height:

ii. TIP: It's better for dimensions to be slightly bigger than
smaller because you can cut ie. 0.05 inches off a photo. = Width:
6. MOVE/ROTATE your photo. cive -
a. To MOVE: CLICK NEAR THE CENTER of your photo (or when your
cursor looks like this <—I—>), and drag to move it as far as you can to one side of the
template to make room for more.
b. To ROTATE: Click on your photo to select it, select PICTURE FORMAT from the
upper tool bar.
i. From the Picture

Format options, find the - [11Bring Forward ~ ] Group
ARRANGE category. [y Send Backward ~ i Ungroup
. ) Arrange  Wrap o >
ii. Click ROTATE, then Thumbnails Text ~ |FA|IQH" ‘=1 Rotate ~

select ROTATE RIGHT 90
from the drop-down
menu.

=5 Rotate Left 90°

=] Flip Vertical

A\ Flip Horizontal
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7. ADD MORE Photos!

a.

b.

DUPLICATE — You have one perfectly sized photo, maybe you want more of the
same...
i. Make sure the photo you want to duplicate is highlighted in a blue
rectangle (click on it to highlight it).
ii. Hold CTRL and C (COMMAND and C on Mac) on your keyboard to COPY

it. Then let go.
iii. Hold CTRL and V (COMMAND and V on Mac) on your keyboard to PASTE
it. Then let go. Smm ey =y

iv. MOVE the duplicate to where
you want it. TIP: it may paste
directly on top of the photo
you originally copied, so if you
don’t see the duplicate, try
moving the original photo to
reveal the second photo.

Add a NEW Photo — Return to STEP 4
to repeat the earlier process.

8. Add a TRIM BORDER to a photo with a light background so that you know where to cut.

a.
b.
c.

o o

Make sure the photo with a light background is highlighted (click on it).
Select PICTURE FORMAT from the upper tool bar.
From the Picture Format options, find the PICTURE STYLES category.

- |E Picture Border ~

o — - — T —
— — E Scheme Colors

Picture Styles

Click PICTURE BORDER, then DASHES. I 111 I i
Choose a dashed line to border your photo.

i. It should default to a weight of 2 % pt, Standard Colors
. HNE EEN
however, you may want to change the weight
to 1 pt to decrease visibility of the guidelines. Ne Outline
You can find the WEIGHT setting just above More Outline Colors...
the DASHES option. Tote

;7@ Sample Line Color

= o aassssarrresasas
= Weight

T 1T 12—
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9. SAVE as a PDF =
a. From the upper tool bar, click FILE, then EXPORT from the left-hand side. ]
i. Click the CREATE PDF/XPS button. pg’;ﬁf,s
b. When the save window appears, click OPTIONS, under the OPTIMIZE FOR box.
i. Change to COMMERCIAL PRESS, then press OK.
c. Inthe FILE NAME box, change your file to something you will recognize (ie.
18x24catswithsunglasses)
d. From the categories on the left of this window navigate and select a folder (or
your flashdrive) to save this file in. REMEMBER this location.

= Userhorme Direc

== Depthome Direc

= World (W) w

e

Publish Options ? *

. . T 3 = .
File name: | 18x2dcatswithsunglasses Specify how this publication will be printed or distributed.

Save as type: | PDF Minimum size
Standard I

Optimize for. | Commercial Press <

Creates the largest file size with the highest quality, suitable for

commercial printing

~ Hide Folders Too
Pictures

Higher picture resolution [dpi) yields better print quality with a
larger file size,

Color and greyscale pictures:
Downsample to: | 200 dpi ~ | when above: (450 dpi ~

Design Checker
Warn about transparency and color use
Include non-printing information

Document properties

|:| Document structure tags for accessibility

FOF Options
[] PDFsA compliant
Eitmap text when fonts may not be embedded

Encrypt the document with a password

Print Options... Cancel

e. Click PUBLISH.
f. If you would like to save an editable copy of the Publisher file, remember to go
back and do so... FILE > SAVE AS...
10. SUBMIT your PDF through our Google form. This form is found on the SUBMIT A 3D
PRINT OR POSTER ORDER page of our website (the green button above where the
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