
 
 
 

Poster Session Guidelines 
 
 
Congratulations on your poster session acceptance at the Digital Learning Annual Conference this year! 
We’re excited to have you join us! The poster sessions are going to be part of the receptions on Monday 
and Tuesday afternoons/evenings, adding a formal component to the receptions. We see them as a major 
part of the conference and are glad you will be presenting a poster. 
 
The following information will help you put together a meaningful poster session.  
 
The goal of your poster is to provide enough information that someone walking by can get an idea of your 
topic/message by reviewing it in just a few minutes. You’ll be there, so you don’t have to explain 
everything in the poster! In fact, “less is more.” Less text and more white space and graphics will capture 
interest, and you can fill in additional details in your conversation.  
 
To design your poster, you can use Microsoft PPT or tools like Canva, Affinity Designer, Adobe 
Illustrator or Indesign. The latter tools have a steep learning curve, so keep that in mind as you plan to 
work on your design.  
 
We find Microsoft PPT to be easiest to use, and powerful enough to provide the tools that we need. You 
could also use Google slides or Apple Keynote with similar approaches and results. 

Design your entire poster on one slide. When you’re finished, print it out with a maximum width of 47 
inches and a maximum height of 36 inches at a copy center. The size for printing is A0 (size of paper), 
and the most common A0 paper size is 33.1 inches by 46.8 inches. We suggest keeping to these 
dimensions when printing to ensure you don’t have to pay extra for something that is outside of typical 
dimensions. Get a cardboard tube (sold at office stores) that you can carry your poster in so that it doesn’t 
get smashed in the traveling process. 

Some poster examples are included at the end of the tips below. There are also plenty of examples online 
that you can search via Google images.  

Before sitting down to design your poster electronically, draw out what you’re thinking so that you don’t 
waste time too much with having to reorganize and resize in the software. You’ll still likely have to do 
some of that, but drawing your ideas out on paper beforehand might cut down on that time. Ask for 
feedback from others – it’s always nice to have several sets of eyes on your design before you get it 
printed out.  

 

 



Here are the top design tips to keep in mind while creating your poster:  

• Visuals/graphics – Make sure to select visuals that are relevant to the content keeping in mind 
larger eye-catching visuals attract more attention. Be selective with what you share both visually 
and textually. Text and visuals should be conversation starters, and visuals should be used to 
draw people in from a distance. Limited the use of graphs to 1 or 2. Use percentages and total 
numbers to grab your audience so that they want to know more.  

• Text – Don’t use too much text. Too much text decreases readers’ attention. If text and visuals 
are competing for your audience’s attention, that can deter people from visiting with you. A 
general rule is no more than 150 – 250 words used on the entire poster. Make sure text is large 
enough for people to read from 2-3 feet away. Choose a font that is clear and understandable. 
Standardize the heading, subheading, and body text. Consider varying text layout, such as using 
numbered and/or bulleted lists to help facilitate reading. Connect the text back to the pictures that 
are described. Use active tense and easy to understand sentences. 

• Overall poster design: Make sure there is a good contrast between text and background (avoid 
light colors on light colors or dark on dark), and use no more than 3 to 5 colors on your poster. 
Divide your posters into sections in a logical flow for the readers to follow. Consider numbering 
your sections. Think about the logical progression for the reader – will they move left to right, 
right to left? Top to bottom? Use arrows to help readers with directional flow. It’s better to have 
white space on the poster, especially around the edges, than to fill all of the space with text and 
graphics. A rule of thumb is that 40% of your poster should be white space so as not to have too 
much clutter. Remember less is more, and this will also keep you from having to worry about 
pieces of your poster being cut off when it gets printed. Print your poster A4 or A3 size if you can 
to check it over, and triple-check that important information isn’t too close to the margins. If 
you’re using photos and other information from sources other than yourself, make sure you give 
credit as needed.  

• Keep your audience in mind: Remember your audience and how they would like to see your 
work. Don’t forget to include your contact information, and even a small picture of yourself, on 
your poster/infographic. You could also do a smaller version of the poster on a note card and then 
have your contact information on the back of that! Matte paper is best for printing and is easier on 
your readers’ eyes.  

• Script it: Prepare and sharpen your pitch! Practice walking people through your poster in about a 
minute. 

Logistics 

• Tacks will be provided for you to adhere your poster to the boards, so you don’t have to worry 
about bringing that with you. 

• The poster reception begins at 4:30pm on both Monday and Tuesday.  
• Poster Setup: Poster setup will begin at 3:00pm and must be completed by 4:00pm (30 minutes 

before the exhibit hall opens) 
• Reception: Poster presenters should be at their poster from 4:30pm – 6:00pm. From 6:00pm – 

7:00pm poster presenters may leave their posters to take part in the opening reception in the 
exhibit hall. Posters should be left up during this time. 

• Poster Break Down: Poster break down will take place promptly at 7:00pm. Any posters not 
taken down will be removed by show management and discarded.  

If you have any questions, please feel free to contact kathryn@evergreenedgroup.com. 
 
 
 



 

Poster Session Examples 

 



 


