Prepare for delivering a remote
presentation by doing the following:

3. Dress for
Asuccess
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https://vimeo.com/65093919

SET UP YOUR SPACE



Don't let your immediqte surroundings
hinder your presentation.

If you have a second
monitor, or a television
you can connect via
HDMI cord, do so: two
screens will allow you to
view your audience on
one screen (the screen
you face) and your
content on the other.

Clear off your desk, so that you
only have the essentials: water
bottle, mouse, keyboard, and
paper copy of your
presentation just in case. Do
what you can to avoid playing
with pens or shuffling paper
nervously.

Use a simple background like
a blank wall, a bookshelf, or
bold colours. You can also
hang a sheet behind you to
create a home-made
greenscreen (it doesn’t have to
be green) for virtual
backgrounds!
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http://cs.sru.edu/%7Emullins/cpsc100book/module04_peripheralHardware/module04-05_peripheralHardware.html
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Set your equipment up properly

Use boxes, books,
laptop stands, or other
risers to lift your
camera up to eye level.
You don’t want to give
your audience a view
up your nostrils!
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Place yourself so that
light lands directly on
your face. Natural light
is best, but any
lighting will do, as long
as it’s not coming from
behind you.

Reduce ambient noise
by using an external
microphone if you have
it, wearing headphones
to avoid echoing, and
staying on mute when
you aren’t talking.
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https://anatomy360.deviantart.com/art/AnatomyReference-01-Old-Male-Lighting-602985374
http://flickr.com/photos/markseymour/6569225757

MINIMIZE DISTRACTIONS




Remove distractions hefore they hecome a
probiem

If there’s a live chat that = e
you don’t have to o
interact with as you
present, make sure
someone else is keeping
an eye on it and hide it

s DO your best to warn your

- family or roommates that
you need to be undisturbed.
However, most audiences
should be understanding
should a random human
pop up in the screen,

AT

from view — even if it et R e (o e ring Tockdown
takes taping a piece of ’ Feie i ekl
paper on your screen.

requirements.

Close any programs
that send you s
notifications (like your MO ANTER
inbox) and turn your
phone over so you can’t
see the screen (and
mute it, of course!).
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Wear what makes you feel good, hut
consider the following:

Avoid wearing
watches, jewelry, or
clothing that make
noise when you move
or rest your arms on
your desk or chair.
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Wear something that’s
comfortable to sit in
and doesn’t require
frequent adjusting.
Simple (or no) patterns
and a bold pop of
colour show up best on
camera!

Just because geople can’t
see your legs doesn’t mean
you don’t need to wear
something: a skirt, dress, or
trousers can make you feel
more professional and
authoritative! (Also,
imagine if you need to
stand at any point!)
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http://theonlyjaiden.blogspot.com/2011/06/big-seans-ice-jewelry-from-do-it-big.html
https://www.pexels.com/photo/woman-in-maroon-long-sleeve-blazer-and-black-pants-sitting-on-gray-concrete-3522691/
https://www.pexels.com/photo/woman-in-gray-button-up-shirt-and-pink-pants-standing-beside-white-wall-3685406/

PRIORITIZE AUDIO



Deliver an engaging vocal performance to
keep your audience listening.

Although you can hope that
your audience will remain
focused on the meeting screen,
they’re likely to divert their
attention elsewhere, so draw
their attention back with
signals like “This is really
important” or “Let’s take a look
at this graph on screen”
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Change up your tone
and volume to keep
your audience engaged.
If you can’t stand while
presenting, sit up
straight to open your
chest and diaphragm
for better breathing!

Depending on your
bandwidth, your
audience’s internet
speeds, and the program
you’re using, large
images, gifs, and videos
may not work well. Keep
your visuals simple.
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https://www.pexels.com/photo/reception-desk-with-antique-hotel-bell-3771110/
https://www.pexels.com/photo/person-holding-volume-knob-1345630/

PRACTICE (AND BRING A BACK-
UP PLAN)




Practice ill_lllﬂ program, test the tech on the
day, and bring a back up plan.

If you can, show up in the
meeting 30 minutes early to
run through the tech: make
sure your audio/video
works, your visuals show up
like you expect them to, and
to download any surprise
- updates so you aren’t late!

Technicdal

difficulties

When preparing for your Be prepared for things to go

resentation, wrangle a wrong. Give someone else a

riend, family mem%)er copy of the visuals so they
colleague, a random can run it for you, send
internet stranger, or a WCC ) slides to the audience so
staff member to help you Downloading.. they can follow along, and
practice things like screen D have your notes in front of
sharing, switching apps, you so you can deliver
microphone and video without support on screen if
placement, etc. it comes to it.
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https://www.youtube.com/watch?v=oBqZvIbYNbE

REMEMBER THE AUDIENGE



Find a way to create the feeling of a live
audience

Depending on the context,
you may not be able to
literally see your audience.
Place pictures of smiling

le behind
beOpIe behind your camera etc.) so request that

to remind yourself that feedback orally: “Do you
there are people listening to agree?” “Does anyone need
you. me to explain that again?”

Remember that people
can’t tell when you're
looking at them: you may
not get the feedback you
would by looking someone
in the eye (a smile, nod,
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If you can see your
audience, remember to look
at the camera, not just their
faces! If you can, place their
videos underneath your
camera; if not, place a
sticker next to your camera
— ~ toremind you to look there.
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https://vimeo.com/65093919

Looking at your camera rea/ly matters.

In the image on the left,
I'm looking at myself
on screen. In the image
on the right, I'm
looking directly at my
camera.

It’s a small change, but
it has a pretty big
impact. Whereas on the
left, I look a little out of
it — unfocused — on the
right I look engaged
and interested.
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Use tools to keep your audience engaged

Some tools have polling
features, which let you check in
with your audience. You can
assess their understanding by
using polls like a quiz, solicit
reactions to your ideas, provide
a lighthearted break, or check
in with their interest in a topic.

Polling 1: Polling Questions Edit

1.What is your favorite color?

Green

Blue

=]

Images: Zoom, Mentimeter

What current job title do you have? |

project manager

art director
count

Q
T &
engineer visual designer
graphic designer

® 537

You can also use a third-
party app, like Mentimeter,
to create engaging audience
interaction with quizzes,
wordclouds, and polls. This
helps your audience feel
like they’re involved, and

ives you quick feedback on
their engagement.

Getting people to raise
their hands is a classic
interaction in face-to-
face presentations.
Online, use a ‘raise
hands’ feature or have
people reply in the chat
with a fun emoji or
symbol.
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https://www.mentimeter.com/
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings
https://www.mentimeter.com/features/word-cloud

GET FAMILIAR WITH THE
DIFFERENT PROGRAMS

WebEx, Zoom, Teams, Virtual Classroom, and OBS



General Information Resources

. ([:)légiggsy the platform for PhD = Keep Learning
- Supported by IST » WebEx Video Tutorials
= WebEx Meetings and WebEx = WebEx Best Practices

Training have different features

= Request an account by emailing

= WebEx Essentials
IST, then sign-in through WatTAM. =

= Avoid high-bandwidth images and
videos

= Can view “Presenter View” .
privately while sharing PowerPoint
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mailto:rt-ist-itms-collab@rt.uwaterloo.ca
https://uwaterloo.ca/keep-learning/tools-and-technology/webex
https://help.webex.com/en-us/8bzter/Cisco-Webex-Meetings-Video-Tutorials
https://www.webex.com/content/dam/webex/eopi/assets/WebexMeetings_BestPractices.pdf
https://www.webex.com/essentials.html/
https://uwaterloo.ca/mechanical-mechatronics-engineering-information-technology/service/colaboration-tools/video-conference/webex

General Information Resources

= Not officially supported by UW = Zoom Video Tutorials

= Some privacy issues, including )
Zoombombing and host access to = Getting Started
private chats.

. . : = How to Become a
= 40-minute limit on free meetings of 3 ; :
OF More Videoconferencing Power User

= Screensharing a video sometimes

works, but dependent on audience
bandwidth

= Because it became the app of choice as \}
people started working from home,
man peolile are familiar and
comfortable in Zoom.
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https://en.wikipedia.org/wiki/Zoombombing
https://www.forbes.com/sites/kateoflahertyuk/2020/03/31/are-your-zoom-chats-private-heres-why-you-should-think-before-opening-the-app/#78194cb01979
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started
https://www.wired.com/story/tips-for-using-zoom/
https://zoom.us/meetings

Teams

General Information Resources

UW Grad students automatically » UWaterloo Microsoft Teams
have a Teams account through

Office 365

= Plan and Schedule a Live Event

Maximum of 9 videos on-screen at , : :
one time = 9 Tips for Meeting with

Microsoft Teams

Can invite participants without a
Teams account to the meeting

Avoid high-bandwidth images and
videos

Can view “Presenter View” .
privately while sharing PowerPoint
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https://uwaterloo.ca/microsoft-teams/
https://support.office.com/en-us/article/plan-and-schedule-a-live-event-f92363a0-6d98-46d2-bdd9-f2248075e502
https://techcommunity.microsoft.com/t5/microsoft-teams-blog/9-tips-for-meeting-with-microsoft-teams/ba-p/151444
https://uwaterloo.ca/microsoft-teams/

Bongo/Virtual Glassroom

General Information Resources

= Available in LEARN course pages = Bongo: Virtual Classroom and
Video Assignment

= Only 7 webcams active at one time
= Bongo Knowledge Base

= Includes whiteboard, application
sharing, public and private chat.

= Avoid high-bandwidth images and
videos

= Can view “Presenter View”
privately while sharing PowerPoint

2 WATERLOO


https://uwaterloo.ca/keep-learning/tools-and-technology/bongo
https://bongolearn.zendesk.com/hc/en-us/categories/360000374534-Virtual-Classroom
https://uwaterloo.ca/keep-learning/tools-and-technology/bongo

OBS is a streaming program that you can use to produce
higher-quality live video, by creating different ‘scenes’ with
various inputs that you set up ahead of time.

You can download an extension for OBS that creates a virtual
camera, which you can then use as the video input in most
videoconferencing programs (including Zoom, Teams, Bongo,
and WebEx).
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https://obsproject.com/forum/resources/obs-virtualcam.539/
https://obsproject.com/forum/resources/obs-virtualcam.539/

General Information Resources

= Setting up scenes gives you more flexibility and
control over what peopl}é see: = OBS Support
Vid . .
- « Streaming with Open
Audio Broadcaster in YouTube
Images
Sereensharing = OBS Quickstart

eeeeeee

Sharing files, etc.

= Given time and effort, you can create a highly
professional live stream

=  But it takes a lot more work and can create more
technical difficulties

=  Works better with a second person to act as the
‘producer’

IVERSITY OF
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https://obsproject.com/help
https://www.linkedin.com/learning/learning-video-live-streaming/streaming-with-open-broadcaster-in-youtube?u=55034593
https://obsproject.com/wiki/OBS-Studio-Quickstart
https://obsproject.com/
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