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Start 

 

From the HOME tab, select LAYOUT to see the layout options 

available for this template. After choosing your layout, begin 

designing your poster by adding the title, the names of the 

authors, and the affiliated institutions. You can type or paste text 

into the provided boxes.  

 

 

Zoom in and out 

 

As you work on your poster zoom in and out to the level that is 

more comfortable for you. Go to VIEW > ZOOM, or use the zoom 

slider in the bottom right corner. 

 

 

                    

 

 

Title, Authors, and Affiliations 

 

Start designing your poster by adding the title, the names of the 

authors, and the affiliated institutions. You can type or paste text 

into the provided boxes. The template will automatically adjust 

the size of your text to fit the title box. You can override this 

feature and manually change the size of your text.  

 

T IP : The font size of your title should be bigger than your 

name(s) and affiliation(s). 

 

 

 

 

 

How to add Text 

 

The template comes with a number of pre-formatted 

placeholder boxes for headers and body text. Additional 

headers and body text boxes may be added by copying and 

pasting the existing ones. Note that the boxes must have user-

generated text in order to be copied and pasted. The default 

placeholder text [i.e. (Click to add text) and (Click to edit) 

Header] does not apply. 

 

 

 

 

These informational sidebars will not be printed with the poster. 

 

 

G R A P H I C S  

 

How to add Tables 

To add a table go to the INSERT menu and click on 

TABLE. A drop-down box will help you select rows 

and columns. 

 

 You can also copy and a paste a table from Word 

or another PowerPoint document. A pasted table 

may need to be re-formatted using the DESIGN and 

LAYOUT tabs that will appear when the table is 

selected. 

 

You can simply copy and paste charts and graphs 

from Excel or Word. Some reformatting may be 

required depending on how the original document 

has been created. 

 

 

Photos / Graphics 

You can add images by dragging and dropping them from 

your desktop, copy and paste, or by going to INSERT > 

PICTURES. Resize images proportionally by holding down the 

SHIFT key and dragging one of the corner handles. For a 

professional-looking poster, avoid distorting your images by 

enlarging them disproportionally. 

 

 

 

 

 

 

 

Image Quality Check 

Zoom in and look at your images at 100% magnification. If they 

look good they will print well.  

 

 

 

 

 

 

 

 

 

 

 

 

 

For more templates & information about our printing services,  

as well as a printable version of these instructions, please visit 

library.umassd.edu/photographics/postertemplate 

 

For printing and other questions please contact the PhotoGraphics 

Dept.  

photographics@umassd.edu 
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Data Services Librarians are an en vogue position for academic 

libraries today, however not every library has the means or 

personnel to dedicate a single individual to the role.  

 

In lieu of that, there is the potential for a librarian to take on the 

role of Data Services, without compromising other needed 

library roles. Ample community support, tools, and trainings, are 

readily available; a selection of which are displayed here.  

Libraries with limited staffing abilities need not fear the inability 

to hire a full time data services librarian, so long as someone 

on the staff is willing to take the responsibility if required.  

 

The distribution of labor, while perhaps an addition to the 

workload of a staff member, need not be arduous or difficult 

provided that the individual(s) have a clear plan for how to 

provide the needed services for a campus. 

An R2 university, which until recently was not a DRU, attempted 

to combine a traditional research and instruction liaison role to 

a subject specialty and a new data services role.  

 

The university, needing a subject specialist for a prominent set 

of disciplines, but also needing a librarian to handle the new 

demand (or expectation) for data services, combined the two 

roles into one position.  

 

Changes were made to the role of the outgoing librarian to 

accommodate the new data services role, while an essential 

body for handling reference and instruction services was not 

lost to the department. 

 

Our objective is to demonstrate how to incorporate a data 

services librarian role into another role for a library, often where 

staff or workload limitations are prohibitive for hiring a 

specialist. The hybrid of Data Service Librarian and another role 

need not be as explicit as designed here; other combinations 

can exist depending on the needs of the institution.  

 

The initial structuring of duties has been managed without many 

problems. Selecting facets of data services to provide to the 

campus, rather than trying to contribute the entire corpus of 

data services, has effectively managed the workload of one 

staff member who also works normal reference, instruction, and 

liaison shifts within the library. 
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