
Creating a 
Poster Exhibit

for High Impact and Engagement

2019 Poster Workshop



Introductions

 Your name
 Your unit on campus
 Have you ever been to Showcase before?
 Your poster idea

If you haven’t already, please go online to complete our short 
Poster Exhibit Interest Questionnaire

https://uwmadison.co1.qualtrics.com/jfe/form/SV_73rJwDW56yfail7

2

https://uwmadison.co1.qualtrics.com/jfe/form/SV_73rJwDW56yfail7


Agenda
What is Showcase?
 Identifying Content – What to present
 Designing Presentation – Designing to get people’s 

attention
Mechanics – Putting the poster together
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 An annual event now sponsored 
by the Office of Strategic 
Consulting (previously by the 
Office of Quality Improvement)

 A time set aside to:
• Share project and program success 

stories.
• Learn from each other.
• Make connections.

 First held in 2000 

 Academic staff
 University staff
 Campus leaders and 

administrators
 Faculty
 Students

What is 
Showcase?

Who is my 
Audience?
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Schedule At-a-Glance

WEDNESDAY, APRIL 17, 2019

8:00–11:00 a.m. Poster Exhibits

8:30 a.m. Opening Remarks and Welcome

8:15–9:00 a.m. Breakout Sessions A and B

9:15–10:00 a.m. Poster Flash Talks

10:15 –11:00 a.m. Breakout Sessions C and D

11:00 a.m. Closing Remarks for Poster Session

11:15 a.m.– 12:15 p.m. Keynote Presentation

NEW FOR 2019:
Poster preview and 
reception, followed by 
presentation of 2019 
Administrative 
Improvement Awards 

 Poster exhibits
 Breakout sessions
 Poster flash talks
 Keynote presentation
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This year’s Showcase is on 
Wednesday, APRIL 17, at

Union South

TUESDAY, APRIL 16, 2019

3:30–4:30 p.m. Poster Preview and Reception

4:30–5:30 p.m. 2019 Administrative Improvement 
Awards



Layout of Varsity Hall in Union South 
(2018 Layout)
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Why Present a Poster at Showcase?
 Celebrate your unit’s progress.
 Reflect on the reasons for your success.
 Connect with others from across campus and learn from 

their experiences.
 Help others learn from your experience to solve their 

challenges. 
 It’s FUN!
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An Effective Poster. . . 
 Tells a story of how you went from Point A to Point B to 

Point X.
 Demonstrates benefits to your unit and/or across 

campus.
 Shows how your approach might be applied in other 

units facing similar challenges or opportunities (what you 
learned).
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Highlight Accomplishments, Such As. . .
 Enhanced service to students, faculty, and/or staff.
 Saved time and/or resources.
 Increased effectiveness and quality.
 Improved campus climate.
 Advanced the campus strategic priorities.
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Best Practices/
Case Study Template
Documenting Your Improvement

 The Best Practices/Case Study 
template will help you document 
your process/program improvement.

 Once completed, you have a tool to 
organize your poster exhibit.

 This form is available in your packet.
 This form may be used as a handout 

to further explain or clarify your 
poster.  (50-75 copies is 
recommended).
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Business Services: Resources Built From 
Focus Groups
 
A Case Study 

► Process Improved: Travel Expense Reports and External Requisitions
 
► Unit (s): Division 03 - Business Services 

► Customers of the Process and Their Needs: Administrative Staff Campus-Wide 

► Problem/Opportunity Statement: Many of our processes, such as the those 
involving Travel Expense Reports and External Requisitions, can be confusing 
to customers because they contain many exceptions to accommodate the 
various business scenarios of a large campus environment. Targeting different 
areas of campus through focus groups allows us to get customer perspectives 
on exactly where certain processes become difficult.

 
► Changes Made: Tutorials created for Travel Expense Reports and External 

Requisitions
 
► Results: The tutorials received an overwhelmingly positive response from 

campus. Units processing these forms reported fewer errors and help calls as 
well. 

► Lessons Learned: When building resources for our customers, it is vital to get 
input from all the different areas of campus as well as the job positions within 
those areas (ie administrators, faculty, financial specialists, LTEs, etc.). 

► Next Steps: Business Services will continue to use campus input to develop 
resources that help customers with our processes. A Payment to Individual 
Report (PIR) tutorial is slated for rollout this summer. 

► Contact: 
Name: Carl Johns 
Unit: Business Services 
Address: Room 350, A.W. Peterson, 750 University Ave. 
E-mail: cjohns@bussvc.wisc.edu 

Phone: 265-6140 

► Additional data on the process: 
TER Tutorial: http://www.bussvc.wisc.edu/acct/travel/ter/ter_tutorial.html 
External Requisition Tutorial: http://www.bussvc.wisc.edu/purch/req/
ReqTutorial.html 



And Remember. . .

Showcase = Conversations and Connections

(It is not about the poster.)
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Showcase Program
Poster Listing Format:
 Poster title
 Unit
 Tagline
Website
 Contact information 

(name; school, college, 
department, or unit; 
email address) (Sample page from program)
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Creating a Poster Title and Tagline
 The title: 

• Short, attention-grabbing, and appealing
• Shows up in both the program and on the poster! 

 The tagline:
• Primarily for inclusion in the program, and may or may not be 

printed on the actual poster
• Highlights the innovation
• Should be 25 words or less
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Poster Titles and Taglines: Examples
What’s in your smoothie? 

Recognizing individual wellness efforts in the Registrar’s 
Office (RO), a group of people formed RO Wellness 
Group. Our poster highlights the process we took, events, 
and next steps.

Sustained Strategic Planning: Engagement without 
Exhaustion

See one unit’s sustained strategic planning method 
including workflows, templates, and timelines. Tips for 
keeping your strategic plan relevant and current. 

Building a Strong Visual Identity
How prioritizing design, content strategy, and smart 
workflows can help revitalize your service’s image and 
improve your outreach and marketing.
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Titles should be short, 
attention-grabbing, 
and appealing. 

The title in the 
program should 
match what’s on the 
poster.

Taglines should 
highlight the 
innovation, and may 
or may not show up 
on the poster.



Poster Titles and Taglines: Examples
The PI Portal 

The PI Portal: One-Stop Shop for Research Administration 
and Compliance

Where’s That Package?
Internal management, documentation, and tracking of 
packages from the loading dock to the lab.

Relying on your Student Staff: Training for 
Competency & Consistency

A methodology for training student staff to provide 
consistent and professional services in a complex service-
based environment.
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Titles should be short, 
attention-grabbing, 
and appealing. 

The title in the 
program should 
match what’s on the 
poster.

Taglines should 
highlight the 
innovation, and may 
or may not show up 
on the poster.



Key Components of a Poster
 Clearly explain the process, purpose, or improvement.
 Use visuals to enhance the explanation:

• Flowcharts or graphs
• Before and after pictures
• Photographs
• Website “snapshots”

 Document the impact of the improvement.
 Tell what you learned and will do next.
 Focus on what is transferable.
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What Does a Typical Display Look Like?

 Tri-fold tabletop displays –
typically 36” x 48” foam 
core

 2 exhibits per table
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Poster Exhibit Design Tip #1:
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Begin with the end in mind.

Printed and mounted
by printer

(Approximately 
$142)

“DIY” option on 
36”x48” Display Board –

mounted by hand
(Approximately $65 when supplies are 

purchased through MDS,  plus assembly)



Tri-fold PowerPoint Poster Template  
Designed to fit on a 36” x 48” Foam Display Board
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Tri-fold 
Panel Size: 
12”w x 36”t

Poster 
section 
width: 

11”w x 35”t

½” space all 
the way 
around

Tri-fold 
Panel Size: 
12”w x 36”t

Poster 
section 
width: 

11”w x 35”t

½” space all 
the way 
around

Tri-fold 
Panel Size: 
24”w x 36”t

Poster section width:
23”w x 35”t

½” space
all the way around

PowerPoint template size:  45” wide x 35” tall



More Poster Exhibit Design Tips
 Keep things simple.
 Use effective graphics.
 Limit the amount of text.
 Use fonts, font sizes, and colors that are easy to read.
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Image Resolution
 Image resolution: the density of the pixels (or 

printed dots) that make up that image or 
graphic. The higher the resolution, the crisper 
and more detailed the image will be. The 
lower the resolution, the more pixilated the 
image will be.

 Ideally, any image on your poster should be 
300 dpi/ppi. (Although, you can get by with 
an image as low as 200 dpi/ppi.)

 Example: A photo that prints out at 8 x 10 
inches on your poster should be 2400 x 3000 
dpi/ppi.

 Most images taken from the web don’t have 
enough resolution for use in posters. 32

http://en.wikipedia.org/wiki/File:Resolution_illustration.png


On-Campus Printing Services
 Digital Publishing and Printing Services (DPPS) – Located at 30 East Campus Mall

https://it.wisc.edu/services/digital-publishing-and-printing
608-262-3461

• Please select the UW-Showcase Style Poster Display Kit
o https://4106.rocketquotes.com/storefront/f_product.htm?i=174562

o Poster size is 48 x 36 inches with .125 inch bleed.

o DPPS will print, laminate, mount poster on foam core board and score the back to create a trifold table 
display.

• Total poster cost: $142.00

 College Library Computer Lab
http://go.wisc.edu/collegeposter
608-263-9889

• Color printing cost: $4.00 per square foot.
(Choose the “satin” paper! This is the “do-it-yourself” option; no mounting services are offered at College 
Library. TIFF file format required.)

• Total poster cost: $48.00, plus the cost of mounting materials (foam board and repositionable 
adhesive)
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Do-It-Yourself Poster Mounting
Materials needed:

• Spray Mount/
Repositionable Adhesive

• 36” x 48” Tri-Fold Foam Display Board

34



Showcase Technology and Other Special Requests
While planning your presentation, think about if you 

would like to bring a larger monitor, etc. As Showcase 
approaches, we will be sending an email questionnaire 
regarding this information.
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Materials for Showcase – Setup and Teardown
 Materials drop-off before Showcase – Monday, April 15, and Tuesday, 

April 16, 2019:
• Monday, April 15 (8:00 a.m.–4:30 p.m.) and Tuesday, April 16 (8:00 a.m.–

Noon) in the Office of Strategic Consulting Suite on the 4th floor of 445 
Henry Mall (Posters Only)

• Tuesday, April 16, 1:00–3:30 p.m. – Union South (room to be announced 
later)

• We encourage poster presenters to join us from 3:30 to 5:30 p.m. for a 
Showcase poster preview and reception, followed by the 2019 
Administrative Improvement Awards. 

 Day of Showcase – Wednesday, April 17, 2019:  
• Exhibits should be fully set up in Varsity Hall, Union South, by 7:30 a.m.

(Poster exhibits are displayed 8:00-11:00 a.m.) 
• Exhibits should be taken down by 1:30 p.m.
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Program Information
 Program information deadline: Friday, March 22, 2019
 Information to submit:

• Poster title (should match your poster)
• Poster tagline/brief description – 25 words or less
• School, college, department, or unit

• Presenter/contributor names and email addresses, as well as their school, 
college, department, or unit

• URL (if applicable)
 Submit information to: monica.wilson@wisc.edu

 You will receive an email in early March to ask for this information.
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Important Dates 
When What
Friday, March 22 Due date for program information

Email to: monica.wilson@wisc.edu

Wednesday, April 10 Due date for digital version of your poster
Email to: monica.wilson@wisc.edu

Monday, April 15
8:00 a.m.–4:30 p.m.
Tuesday, April 16
8:00 a.m.–Noon

Early poster drop-off
Office of Strategic Consulting Suite on the 4th floor of 445 Henry 
Mall

Tuesday, April 16
1:00–3:30 p.m.

Materials drop-off
Union South (Varsity Hall II and III)

Tuesday, April 16
3:30–4:30 p.m.

Showcase Poster Preview and Reception*
Union South (Varsity Hall II and III)

Tuesday, April 16
4:30–5:30 p.m.

2019 Administrative Improvement Awards (AIA)
Union South (Varsity Hall I)

Wednesday, April 17
8:00 a.m.–12:15 p.m.

Showcase 2019
Union South, Varsity Hall
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* Poster preview and reception are for poster 
exhibitors, speakers/presenters, executive 
sponsors, campus guests, and AIA winners 
and guests.

mailto:monica.wilson@wisc.edu
mailto:monica.wilson@wisc.edu


Contacts and Information
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 Poster exhibit information and resources are available at: 
www.strategicconsulting.wisc.edu/exhibitor-resources/

Office of Strategic Consulting Contacts
Bruce Harville
(608) 262-9261
bruce.harville@wisc.edu

Jeremy Kautza
(608) 263-7276
jeremy.kautza@wisc.edu

Lori Scroggs
(608) 265-3057
lori.scroggs@wisc.edu

Kathy Contezac
(608) 890-2374
Kathy.Contezac@wisc.edu

Monica Wilson
(608) 265-5123
monica.wilson@wisc.edu

Jenny Faust
(608) 262-6030
jenny.faust@wisc.edu

For a complete list of Office of Strategic Consulting staff, visit our website at 
www.strategicconsulting.wisc.edu. 

http://www.strategicconsulting.wisc.edu/exhibitor-resources/
mailto:bruce.harville@wisc.edu
mailto:jeremy.kautza@wisc.edu
mailto:lori.scroggs@wisc.edu
mailto:Kathy.Contezac@wisc.edu
mailto:monica.wilson@wisc.edu
mailto:Jenny.faust@wisc.edu
http://www.strategicconsulting.wisc.edu/
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