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DES IG N  G U IDE  
 

This PowerPoint 2007 template produces a 36”x48” trifold 

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 or “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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            The University of Houston-Downtown (UHD) 

currently has over 14,000 student enrolled with a 20:1 

student to faculty ratio. The Supplemental Instruction (SI) 

Program began in Fall 2000 with eight leaders assigned to 

two courses (Math and English) across eight sections. The 

SI Program at UHD focuses on courses that have a high 

drop/failure/withdraw rate. As of Spring 2016, the 

Supplemental Instruction Program at UHD oversees twenty 

courses with twenty-seven supplemental instruction leaders 

spanning across approximately 40 sections.  

            The mentoring program began in Fall 2015 to 

address a lack of communication between SI leaders and 

administration. In addition, consistent, daily management 

of and contact with 20+ SI leaders was determined to be 

too much of a burden for one person. This presentation 

provides an overview of the risks and rewards to 

implementing an SI mentoring program.       

INTRODUCTION 

OBJECTIVES AND GOALS FOR 

IMPLEMENTING MENTOR PROGRAM 

1. Conduct regular observations of mentee(s) and fill out an observation form for each instance. The observations are used to 

provide immediate feedback and recognition of successes while giving advice on future improvements.  

2. Maintain regular meetings/contact with mentee(s). These meetings are designed to assure that the mentees are completing 

assigned tasks such as faculty communication, logbook, student communication, exam review preparations, etc. 

3. Maintain regular meetings/contact with the supervisor. These meetings are designed to provide feedback regarding mentee’s 

performance and to resolve any issue the mentee may be having that needs supervisor attention.  

4. Update the performance record regularly. The performance record documents weekly progress on key responsibilities and 

tasks. These notes might include whether communication between faculty and SI leader was conducted or whether the mentee 

was late/missed their SI class or session.  

5. Review the performance record with the mentee(s). This includes any conflicts the mentee had or any positive feedback 

regarding the mentee. The mentee is allowed to view his/her performance record at any time and the mentors are encouraged to 

review this with the mentee on a regular basis.   

6. Resolve issues that do not need supervisor attention. These issues include changing prep times, minor faculty difficulties, or 

issues regarding students.      

7. Provide resources to mentee(s). Resources include: previous exam review material, strategy cards, online textbook resources, 

and any other materials the mentee might need to prepare for his/her course.   

8. Maintain an open line of communication. Mentors are advised to maintain a friendly, inviting open line of communication in 

order to prevent feelings of authoritativeness. Mentors are there to encourage mentees and to escalate issues to the supervisor on 

a need basis.   

MENTOR RESPONSIBILITIES CONCLUSIONS 

During the first year of the mentor program, the goals that 

we sought to achieve were attained. Incoming SI leaders 

received extra guidance from their peers in addition to their 

training at the beginning of the semester. Not only was 

there an overall positive effect on new SI leaders, but this 

program proved to be beneficial to the mentors as well. At 

the very least, mentors gained leadership skills; in some 

cases mentors ended up learning from their mentees, 

whether it was academic or not. The overall success rate of 

the program was tremendous and will continue to improve 

over the next few years. 

TESTIMONIALS 

“I really enjoyed building a professional and personal 

relationship with my mentees. Even previous mentees still 

come to me for questions or even personal advice regarding 

their academic life.” –Ashley (Mentor, Fall 2015 & Spring 

2016)  

“I benefited from being a mentee because it served as a 

guide to know what I was doing right and wrong. The 

feedback really helped me get better at the job. As a 

mentor, I helped my mentee stay on track and take care of 

his tasks.” –Miguel (Mentee Fall 2015, Mentor Spring 

2016)   

“My experience as a mentor was rewarding in so many 

ways. I got to guide my mentee as a new SI Leader and my 

mentee, a post bac student. with an engineering degree, had 

a lot to teach me about professional development.”             

–Emilia (Mentor, Fall 2015 & Spring 2016)   
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• Enhance communication between SI leaders and 

supervisors. 

• Increase rapport and camaraderie between current and 

incoming SI leaders. 

• Create a system where the SI program can grow while 

still maintaining integrity and efficacy. 

• Provide immediate feedback for SI leaders to recognize 

their strengths and improve on their weaknesses. 

• Improve communication and transfer of SI-related 

resources and advice. 

• Create a friendly and supportive workplace environment.   

• Create a record of performance in order to determine 

eligibility of rehire. 

• To relieve stress from supervisor on maintaining regular 

contact with over twenty people.  

Emilia Caylor, Ashley Moreno-Gongora, Tanu K. Uppal, MPH 
University of Houston-Downtown, Houston, Texas, USA 

The Risks and Rewards to Instituting a Mentorship 
System within SI 

REWARDS 

• Build rapport and camaraderie among SI leaders 

• Extra hours/pay  

• Develop a professional (and personal) 
relationship in the workplace 

• Gain essential leadership skills 

• Resume/CV builder 

• Relieve supervisor of some communication 
burden 

• Allow the program to sustain growth 

RISKS 

• More than one mentee was difficult to 
accommodate into schedule 

• Difficult to maintain regular contact towards 
end of semester   

• Scheduling conflicts in regards to 
conducting observations and meetings 

• Mentor/mentees resource availability when 
assigned to different courses  

• Keeping the performance record up to date 

FUTURE IMPROVEMENTS 

Figure 2. Francisco 

Delgado (an SI for 

history) meets with 

his mentee, Jackie 

Olvera (an SI for 

history,) to provide 

feedback about her 

last exam review 

and to go over her 

performance record 

and logbook.  

Figure 3. Francisco 

Delgado meets 

with the SI 

Coordinator, Tanu 

Uppal, on a weekly 

basis to review his 

mentee’s 

performance record 

and provide 

feedback on his 

mentee’s progress.   

In the future, we would like to improve the mentor program  

by instituting a better matching to avoid scheduling conflicts 

between mentors and their designated mentees. Furthermore, 

we hope to host social events at the beginning and 

throughout the semester so that mentees and mentors can 

establish a connection early on. This will ultimately make the 

mentees feel more comfortable with their mentors as well as 

other coworkers. 

Figure 1. Spring 2016 SI leader cohort.   
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