[bookmark: _GoBack]2022 SURF POSTER PRINTING INSTRUCTIONS

The Office of the Vice-Principal, Research (OVPR) will cover the printing cost of ONE poster on regular poster grade paper. Please submit your poster for printing no later than 4:00 PM on Monday, August 8, 2022. Presenters who submit after the deadline must pay to print their posters. 

Please carefully read and follow these instructions to submit your poster for printing:


a) We strongly recommend that you design your poster with a light background.

b) Submit your poster in PDF format ONLY. No other format will be accepted.

c) Poster dimensions must be 42 inches wide by 36 inches high (106.68 by 91.44 centimeters). Please set your page to these dimensions to ensure maximum resolution. 

d) Posters MUST be submitted no later than 4:00 PM on Monday, August 8, 2022, to allow sufficient time for printing. Printing takes a minimum of three business days; therefore, posters submitted after the deadline will not be eligible for free printing. If you submit after the deadline, you will receive an email outlining the cost to print your poster.

e) To submit your poster for printing:
· Carefully proofread your poster. 
· Name your PDF file as: 2022 SURF [lastname_firstname] (ex: 2022 SURF Doe_Jane).
· Visit the virtual UTM Service Now portal to submit your request via The Print Shop.
*NOTE: all print requests must be submitted through this portal. If you are unfamiliar with this process, you may review this instructional video. The Print Shop will not accept submissions by email or in person. 
· Select Request Wide Format Prints. Then, fill in the appropriate details and attach your PDF. Before submitting, check that your file is labelled correctly. 
· You will be emailed twice: once to confirm your submission, and again when your poster is ready to be picked up. 

f) Your poster will be printed on presentation-grade semi-gloss poster paper. Laminate posters are not available.

g) Posters will be picked up at The Print Shop, located in the William G. Davis Building, suite 1132 (down the hall from the UTM Library).

Contact the UTM Print and Copy Centre

For questions please contact Allison or Carlos at the UTM Print and Copy Centre. You can reach them by phone at 905-828-5248 or via email at copy.utm@utoronto.ca.

An Important Note on Fonts:

If you do not embed fonts in your PDF, your text may look different in the printed version than it looks on screen. Please embed fonts to ensure your poster prints as you intended. 
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Embedding instructions for Windows users: 
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Embedding instructions for Mac users: 
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UNEMBEDDED FONTS

If fonts are unembedded in your print ready PDF, and these fonts are not present on your
printer’s computer, this can create big problems. In this situation a different font will be
automatically substituted for your original font. Since different fonts take up varying amounts
of space while at the same point (pt) value, substitutions can make your text shift. Sentences
could re-flow, paragraph lengths might change and some text may be missing entirely. These
are only afew examples of the issues that can occur when fonts are notembedded in your PDF.
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Embed fonts in Word or PowerPoint

1. Click the File tab and then click Options (it's near the bottom left corner of the
window).

2. In the left column, select the Save tab.

3. At the bottom, under Preserve fidelity when sharing this presentation, select the
Embed fonts in the file check box.

Preserve fidelity when sharing this document: Document1 -

[Embed fonts in the file/
[ Embed only the characters used in the document (best for reducing file size)

Do not embed common system fonts

Selecting Embed only the characters used in the presentation reduces the file
size but limits editing of the file using the same font. Leaving that check box blank
increases the file size, but is best for allowing others to edit the document and keep
the same font.

We recommend leaving the check box blank if the other person may edit the file.

4. Click OK.
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Embed fonts in a document or presentation

“* This feature is only available to Microsoft 365 Subscribers and in PowerPoint
2019 for Mac, version 16.17 or later.

1. Open the file you want to embed fonts in.
2. On the application (PowerPoint or Word) menu, select Preferences.
3. In the dialog box, under Output and Sharing, select Save.

4. Under Font Embedding, select Embed fonts in the file.
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When you save the file, the fonts used in it will be embedded in the file.




