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Please click here for a video guide or please follow the step-by-step instructions below on 
how to 
use PowerPoint to record your slides with video narration. You may also use alternative 
software as long as the final video file can be saved in MP4 Format. 
 
Presentation length should not exceed 5 minutes and should be submitted in English. 

 

BEFORE YOU START, HERE ARE SOME TIPS: 
 
Camera (optional) 
• Lighting – We recommend sitting facing a soft light source, e.g. a window or table lamp. 

Do not sit with you back against a window or have a light source directly above you and 
avoid harsh lighting from any angles. 

• Background – Try to have a neutral background with nothing distracting behind you as 
this may detract your audience from your presentation. 

• Camera level – Sit roughly an arm’s length away from the camera during your session 
with the camera at roughly eye level (try by propping your device on a shelf/ textbooks 
etc). This will make a big difference to the overall look, also when recording looking 
straight into the camera will help engage your audience. 

 
Microphone 
• Computer – Switch off computer notification noises, e.g. Skype, email. Ideally close any 

unused applications whilst presenting. 
• Microphone – The computer in-built microphone is not usually the best quality, if 

possible, use an external plugin microphone/headset. 
• Background noise – Find a location that is quiet with limited background noise. If there is 

a lasting background noise in your environment, please mute your mic when you are not 
speaking. 

 
Presentation Guidelines 
• Presentations in PowerPoint format are preferred with a minimum font size of 24 so 

that text is easily legible; please use a 16:9 format. 
• Please do not upload sensitive files that may contain personal, medical or financial 

information about yourself or another individual. If that's unavoidable, use a password 
to secure the file before uploading. 

• Please do not use transitions in your PowerPoint presentation. If you record your 
presentation with transitions between the slides, your voice could fall out of sync 

 
 
 
 

https://www.youtube.com/watch?v=D8JV3w4TOVw


 
December 14-16, 2020 

 
HOW TO RECORD YOUR POSTER POWERPOINT PRESENTATION 

2 | P a g e  
 

Information Classification: General 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
December 14-16, 2020 

 
HOW TO RECORD YOUR POSTER POWERPOINT PRESENTATION 

3 | P a g e  
 

Information Classification: General 

 
 
 

 
 



 
December 14-16, 2020 

 
HOW TO RECORD YOUR POSTER POWERPOINT PRESENTATION 

4 | P a g e  
 

Information Classification: General 

 

 
 
NOTES 
• Individual steps may vary slightly due to different PowerPoint versions. 
• Video make take some time to save; do not try to close PowerPoint until the file is saved 

completely. 
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