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Designing your 
presentation in 
PowerPoint:
•	 Please keep your slides:

	 •	 Simple and limit the words on each screen.

	 •	 Concise and include only essential information. 

	 •	 Relevant to what you are presenting.

•	 Prepare your slides in 16:9 widescreen format.

•	 Briefly introduce yourself with 2-3 sentences at the beginning of your presentation. 

•	 Spell out acronyms and abbreviations at the first occurrence.

Please remember that less is always more and limit the number of slides. A good rule of thumb is 1-2 slides per minute. 

Give a brief overview at the start. Then present the information. Finally review important points.
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Video Do’s  
and Don’ts

DO
•	 Speak clearly and use an external microphone where possible.

•	 �Write a script and plan your content so you can be confident 	 	  
and clear in your delivery.

•	 Keep focussed and keep to time. 

•	 Think about the lighting and background to your video.

•	 If using an external camera, use a tripod or steady surface to film.

•	� Provide images of any diagrams/graphs or links to papers 			 
referred to in the video.

•	 Re-film sections or repeat sentences if you stumble over your words.

DON’T
•	 Record in an echoey room or in a  
	 place with a lot of background noise.

•	 Look away from the camera.
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Use of images  
and copyright
When preparing your presentation, please take care to only use images you have the 
right to use. It can be tempting to search online and drop in whatever picture best 
illustrates your point, but doing so without permission — even for a single slide, even 
for a non-commercial event — can constitute copyright infringement and expose 
both you and the organisation to legal and reputational risk. Before including any 
image, ensure you either created it yourself, have explicit permission or a licence from 
the copyright holder, or are using content clearly marked for reuse (such as Creative 
Commons-licensed images with correct attribution, or stock imagery from a licence 
you hold). Free-to-view is not the same as free-to-use: images found via a general 
search engine, on social media, or on news sites are almost always still protected 
by copyright, regardless of whether they carry a visible watermark. If in doubt, use 
a reputable royalty-free image library, your own photography, or original diagrams 
and graphics. Please also keep a record of where each image came from and what 
licence or permission applies, in case this needs to be verified ahead of the event.

Responsibility for Copyright

Responsibility for ensuring that all copyrighted materials included in your 
presentation are used lawfully, with the necessary permissions, licences or other 
rights, rests with the presenter. The Society does not accept responsibility or liability 
for any unauthorised use of copyrighted materials in presentations submitted or 
delivered by third-party presenters.

Image Checklist

•	 I created this image myself, or it was created for 	
	 me with permission to use it

•	 I have a licence or written permission from the  
	 copyright holder to use this image

•	 The image is from a royalty-free/stock library I  
	 have rights to (e.g. via a paid subscription or  
	 free-use licence)

•	 The image is Creative Commons-licensed and  
	 I’ve included the required attribution

•	 I have NOT taken this image from a general web  
	 search, social media, or news site without 		
	 checking its licence

•	 I have noted the source and licence/permission  
	 for each image, in case it needs verifying

•	 Any charts, screenshots, or logos included  
	 belong to me, my organisation, or are used  
	 with permission

•	 If unsure about any image, I’ve either removed it 	
	 or replaced it with one I know is safe to use
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Guidelines for how to  
record your oral presentation  
in PowerPoint:
1.	 Open your slide presentation.

2.	 Go to the menu “Slide Show” in the top bar

	 and find “Record Slide Show” and click on the little arrow to choose between “Record from Current Slide”  
	 or “Record from Beginning”.
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3.	 �Make sure to switch on your microphone and camera by clicking the buttons in the lower right corner below your slide. If you activate 
the third button, you will see your camera view while you are recording your presentation. If you prefer not to see that, you can switch 
it off. However, before starting, please switch on the preview and make sure to position yourself well within the frame:

	 a.	 �Face the camera directly (e.g. if you normally use an external screen and your camera is in your laptop, please record this 
presentation using your laptop only).

	 b.	 �Ideally, your shoulders and part of your upper body should be visible in the frame and your face should be well  
centered horizontally.

	 c.	 �If possible, use a quiet, well-lit place with an uncluttered background. An ideal lightsource would be natural light (e.g. from a 
window) to light the side of your face. If you’re using artificial light (e.g. a lightbulb in the ceiling) it’s best if it’s not directly above. 

	 d.	 �Before recording your presentation, do a short test run and ensure that your audio quality is good. If the built-in microphone of 
your computer is not sufficient, please consider using a headset (e.g. a standard headset of your  
mobile phone). 
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4.	 �Your mouse arrow will not be visible in the recording. If you want to point on elements of your slides, you have to activate the “Laser 
Pointer” beforehand. You can do so by clicking on the most left icon of the tools displayed in the middle below your slide. 
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5.	 You can now start to record your presentation by clicking on the red “Record” button in the upper left corner.  
	 The recording will start after a count-down from 3. 

	 a.	You can stop the recording by clicking on the stop button any time. 

	 b.	 �We recommend that you stop the recording after every slide and restart for every new slide as if you speak during slide transitions, 
the audio might not be captured entirely. 

	 c.	 You can recognize slides with a recording by the speaker icon in the lower right corner. 
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d.	 �You can redo the recording of individual slides by clicking on the “Clear” button in the upper left corner. Make sure to only select 
“Clear Recordings on Current Slide” unless you really want to delete the recordings of your entire presentation. 
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6.	 �You can view your recordings by clicking on the replay button in the upper left corner. Once you are happy with the recordings of all 
slides, close this view by clicking on the “x” in the upper right corner. You can now watch your presentation in presentation mode. 
Make sure that the checkboxes “Use Timings” and “Play Narrations” are selected. View your presentation once more to ensure 
everything works well and then proceed to the exporting of the video. 

7.	 To export the video of your presentation, click on “File” in the menu bar.
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Click “Create Video” and select where you want to save it. The resulting video should be an mp4 file.  
If it is too big to be sent by email, please use a free file sharing platform such as swisstransfer.com to send it to us.

	 Please note that we cannot accept presentations that are not in line with our stated requirements  
	 (e.g. too long, insufficient video or audio quality, etc.).

Then selected “Export” from the panel on the left.  
Next, select “Create a video” and keep the settings “Full HD” and “Use Recorded Timings and Narrations”.  
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