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DES IG N  G U IDE  
 

This PowerPoint 2007 template produces a 36”x48” 

presentation poster. You can use it to create your research 

poster and save valuable time placing titles, subtitles, text, 

and graphics.  

 

We provide a series of online tutorials that will guide you 

through the poster design process and answer your poster 

production questions. To view our template tutorials, go online 

to PosterPresentations.com and click on HELP DESK. 

 

When you are ready to print your poster, go online to 

PosterPresentations.com 

 

Need assistance? Call us at 1.510.649.3001 

 
 

QU ICK  START  
 

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

that is more comfortable to you.  

 Go to VIEW > ZOOM. 

 

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 manually override this feature and 

change the size of your text.  

 

TIP: The font size of your title should be bigger than your name(s) and 

institution name(s). 

 

 

 

 

Adding Logos / Seals 
Most often, logos are added on each side of the title. You can insert a 

logo by dragging and dropping it from your desktop, copy and paste or by 

going to INSERT > PICTURES. Logos taken from web sites are likely to be 

low quality when printed. Zoom it at 100% to see what the logo will look 

like on the final poster and make any necessary adjustments.   

 

TIP:  See if your school’s logo is available on our free poster templates 

page. 

 

Photographs / Graphics 
You can add images by dragging and dropping 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, do not distort 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.  
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QU ICK  START ( con t . )  
 

How to change the template color theme 
You can easily change the color theme of your poster by going to the 

DESIGN menu, click on COLORS, and choose the color theme of your 

choice. You can also create your own color theme. 

 

 

 

 

 

 

 

You can also manually change the color of your background by going to 

VIEW > SLIDE MASTER.  After you finish working on the master be sure to 

go to VIEW > NORMAL to continue working on your poster. 

 

How to add Text 
The template comes with a number of pre-

formatted placeholders for headers and text 

blocks. You can add more blocks by copying and 

pasting the existing ones or by adding a text box 

from the HOME menu.  

 

 Text size 
Adjust the size of your text based on how much content you have to 

present. The default template text offers a good starting point. Follow 

the conference requirements. 

 

How to add Tables 
To add a table from scratch 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 by RIGHT-CLICK > 

FORMAT SHAPE, TEXT BOX, Margins. 

 

Graphs / Charts 
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. 

 

How to change the column configuration 
RIGHT-CLICK on the poster background and select LAYOUT to see the 

column options available for this template. The poster columns can also 

be customized on the Master. VIEW > MASTER. 

 

How to remove the info bars 
If you are working in PowerPoint for Windows and have finished your 

poster, save as PDF and the bars will not be included. You can also delete 

them by going to VIEW > MASTER. On the Mac adjust the Page-Setup to 

match the Page-Setup in PowerPoint before you create a PDF. You can 

also delete them from the Slide Master. 

 

Save your work 
Save your template as a PowerPoint document. For printing, save as 

PowerPoint of “Print-quality” PDF. 

 

Print your poster 
When you are ready to have your poster printed go online to 

PosterPresentations.com and click on the “Order Your Poster” button. 

Choose the poster type the best suits your needs and submit your order. 

If you submit a PowerPoint document you will be receiving a PDF proof 

for your approval prior to printing. If your order is placed and paid for 

before noon, Pacific, Monday through Friday, your order will ship out that 

same day. Next day, Second day, Third day, and Free Ground services are 

offered. Go to PosterPresentations.com for more information. 

 

Student discounts are available on our Facebook page. 

Go to PosterPresentations.com and click on the FB icon.  
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This poster briefly outlines my work as the Digital 

Processing Intern, ingesting digital accessions using 

Archivemetica at Michigan State University Archives & 

Historical Collections (UAHC). In that capacity, I assist with 

arranging and appraising digital accessions before 

completing both manual and automated steps in order to 

ingest them with Archivematica. In addition, I contribute to 

workflow and documentation development. The following 

provides a brief introduction to Archivematica and outlines 

the current processing workflow, with emphasis on the 

stages of ingest (pre-ingest, ingest, and post-ingest). 

Following, there is a section on developing workflows and 

repurposing these in-house workflows for a Confluence site 

(a wiki-style team collaboration tool). In conclusion, I 

provide some useful skills, background knowledge and tips 

that students who intend to work on a similar project may 

need.   

 

ABSTRACT 

INTRODUCTION TO 

PROCESSING & INGEST: THREE MAJOR STEPS 

Best practices for repository procedures includes 

maintaining detailed and effective documentation. As part 

of the project documentation, the workflows used by the 

Electronic Records Archivists and interns needed to be 

transferred to a Confluence wiki. 

 

I came into this project with relatively little knowledge of 

archival principals, and no experience with Archivematica 

and the processing necessary to use it. Therefore, I have 

learned a lot. Below are tips and tricks I have picked up 

along the way.  
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Archivematica is an open-source, standards-based digital 

preservation system, which was until recently only in beta 

testing. It is accessed through a web-based dashboard and 

uses a micro-services approach to processing. It uses METS, 

PREMIS and Dublin Core metadata, the system itself 

generating a METS file with the technical, preservation, 

administrative, structural, and descriptive metadata. Some 

of the benefits of using Archivematica are that is 

automates the creation of AIPS and DIPS, it has 

customizable output destinations, it normalizes files for 

preservation and access, and it has community and 

developer support. UAHC is considering Archivematica as 

part of a larger plan to develop a Trusted Digital Repository 

(TDR).  
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ELECTRONIC RECORDS - ARCHIVEMATICA INGEST 
WORKFLOW 

PRE-INGEST PROCESSING 

AIP = Archival 

Information Packet 

(stored in digital 

repository) 

 

DIP = 

Dissemination 

Information Packet 

(access copy) 

Pre-Ingest processing makes up the bulk of the manual work 

done in the Ingest process. Below is a further breakdown of 

the steps involved in Pre-Ingest.   

Pre-Ingest 

• Processing 
Preparation 

• Processing 

Ingest 

• Transfer 

• Metadata 
Input 

• Ingest 
Completion 
Steps 

Post-Ingest 

• Quality 
Control 

• Updating 
Archivists' 
Toolkit 

• Post-Ingest 
Completion 
Steps 

Processing 
Preparation 

Login to work 
station 

Determine 
Context of Object 

Transmittals 

Linking 
Transmittal to 

Archivists’ Toolkit 

Processing 
Preparation 

Processing 

First Look and 
Transfer 

Metadata 
Creation and 
Checking AT 

Record 

Creating the 
Working Folder 

Appraisal 

Preparation for 
Archivematica 

Processing 

  

“Creating the 

Working 

Folder” 

varies 

depending on 

content. 
  

CREATING A CONFLUENCE SITE: DRAFT MAPPING 

As this was my first time creating a wiki page, mapping was 

a way for me to critically analyze how the information would 

be presented, in what order, and how each step would flow 

from one to the next. The above image is a picture of the 

mapping I did in Microsoft Word; each box represents either 

a page or page section that I needed to develop.  

CREATING A CONFLUENCE SITE: 

Document Workflows  Confluence Wiki 

The workflows, originally a text file (created in Microsoft 

Word), vary in style and complexity. A lot of careful 

consideration went into tweaking the flow and 

arrangement of each process to fit the online medium.  

 

There are ten total workflow documents, which are 

regularly revised and updated as additional processing 

occurs (hence need for a wiki site). They describe: 

Supplemental workflows (related to the use of specific 

tools) 

Ingest workflows (including any content or file formats 

requiring special processing) 

TIPS AND USEFUL KNOWLEDGE 

Useful Skills and Knowledge: 

Basic knowledge of archives and archival principals 

Working knowledge of a variety of file formats 

Knowledge of digital preservation jargon (AIPS, DIPS, 

Normalize, etc.) 

Attention to detail (noticing something may mean the 

difference between a successful ingest and an ingest 

failure) 

Familiarity with various metadata schema  

Creative problem solving  

“Creative sleuthing” (Sometimes background information 

and solutions to problems need a little bit of extra 

digging) 

Ability to learn new software and adapt to new 

procedures quickly 

 

Other Tips: 

Take detailed notes and lots of them! Three weeks later, 

you may have the same error and will need to know what 

the solution was when you last encountered it. 

Be flexible! Accessions and ingests can be as varied as 

snowflakes depending on the content an organization 

handles; workflows may need to be adjusted on the spot.  
 

 

Email: courtney.whitmore@wayne.edu 

LinkedIn: www.linkedin.com/pub/courtney-whitmore/66/5a6/882/ 

Screenshots from the Confluence site (top: content of a page, navigation 

to steps of pre-ingest processing; bottom: example of links available at 

the end of articles) 
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