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Oral Presentation Guideline
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Duration: 8 minutes in English

Step 1: Prepare your Presentation PowerPoint in ratio 16:9.

Step 2: Refer to Guideline for Pre-recording your Presentation to pre-record your presentation in Zoom or Microsoft

PowerPoint.

Step 3: Submit your video using Dropbox. Please adhere to the allotted duration of presentation to avoid content being
shortened.

Please copy the link to your browser: https://www.dropbox.com/request/gJCInOGIY5d7pFx6r6fO) to Access Dropbox
and click “Choose Folders” or “Drag and Drop” the files directly into your browser window to upload your file(s). If you

have more than one file, you may add it by clicking “+ Add More Files”. Please kindly enter your name and email address
for our record.

File Size: 10GB
File Format: MP4

Name of File: Abstract Number_Last Name (eg: 001_SMITH)


https://www.dropbox.com/request/gJCInOGIY5d7pFx6r6fO
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Guideline for Pre-recording
Your Presentation
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OPTION 1: Zoom (Suggested)
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Step 1: Download and install the Zoom Application at: https://zoom.us/download.

Step 2: Click “Sign In”.

Zoom Client for Meetings 200Mm

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Sign In



https://zoom.us/download
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Step 3: Click “Sign Up Free” to create a new account or “Sign in” with your own account.

Step 4: Click “New Meeting”.

Sign In
UEnter your email j | & Sign In with S50 |
| Enter your password ment.-"J or |G Sign In with Google |
- S MNew Meeting -~
() Keep me signed in Sign In | f Sign In with Facebook |

Sign Up Free

Schedule Share screen ~
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* It is suggested to record your presentation with your webcam enabled, for better viewing result you
are suggested to wear the same dressing and using the same background for Q&A session on the event

day.

L

Step 5: Click ”Jom with Computer Audlo and “Test Speaker and Microphone”.
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Step 6: Enable the webcam and
select virtual background.

Select a Camera

'  BCCA50 ConferenceCam

. Choose Virtual Background...

Video Settings...

~y

Mute Stop Video
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Step 7: Click ”Share Screen” at the bottom of the wmdow and “Select your Presentation File”. If you

have audio or video in your presentation file, please make sure to click “Share Computer Sound” box
at the bottom.

R P ~+
oo 1 S @ iy

Participants Chat Share Screen Record Reactions

Step 8: Click “Share” to share your
screen for recording.

* After you have shared the
presentation, please make sure to
begin a slideshow first by pressing F5.

_ | Share computer sound Optimize Screen Sharing for Video Clip
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Step 9: Click “More” drop-down at the top Zoom tool bar and select “Record” to start recording your

presentation.

Step 10: You may click “Pause Recording” or “Stop Recording” to pause or stop your recording during

the presentation.

Chat

Record

Meeting Info

Disable participants annotation
Show Names of Annotators

Hide Floating Meeting Controls  Cirl+- Al +Shift+ H

Share computer sound
Optimize Share for Full-screen Video Clip

End

— - = = |
= | ] - @ |
Chat It s

Pause Recording
Stop Recording
Meeting Info
Disable participants annotation
Show Names of Annotators

Hide Floating Meeting Controls  Ctrl+ Alt+ Shift + H

Share computer sound
Optimize Share for Full-screen Video Clip

End
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Step 11: When you have finished your presentation, click “More” “ == ren - | N QE
drop-down, select “Stop Recording” and “End”. Chat

= D < e L

Stop Recording
Meeting Info

Disable participants annotation
Show Mames of Annotators

Hide Floating Meeting Comtrols =~ Crl+ Alt+ Shift +

Share computer sound
Optimize Share for Full-screen Video Clip

Step 12: Click “End Meeting for All”. End Mieting for Al

Leave Meeting

Cancel

Step 13: Then wait for your recording being @ R
Converted |nt0 MP4 flle. You have a recording that needs to be converted before viewing.

Stop Converting
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Step 14: Please rename the “Zoom_(number)” file to:

Speaker: “Date of session_Last Name” (eg: 28MAY_SMITH).
Oral presenter: “Abstract Number_Last Name” (eg: 001_SMITH).

Step 15: Upload your file to the Submission Platform mentioned in the email.

Mame

\#'| audic_only
¢ audio_only 1
| playback

]
B zoom_{

| zoom_1
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OPTION 2: Microsoft PowerPoint
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Step 1: Set up your microphone (you can also record your webcam if you are using Microsoft 365).

Step 2: To get ready to record, select “Record Slide Show” on either the Recording tab or the Slide
Show tab of the ribbon.

In Transitions Animations Slide Show Review View i

e j 1 1 Play N¥Rons
SE‘%L L':-Lj L@ UEET.N = Select what you want to record before you begin recording.

Hide  Rehearse Record Slide . . . A
. 1 "
Slide Show Slide  Timings = Show Show Media Cont E S LI N

F‘@ Record from Current Slide Narrations, ink, and laser pointer

3 .
Lﬁﬁ&ccrcl from Eeginning..l et BRI Sl

*Slide and animation timings: PowerPoint automatically records the time you spend on each slide, including any
animation steps that occur, and the use of any triggers on each slide.

*Narrations, ink, and laser pointer: Record your voice as you run through your presentation. If you use the pen,
highlighter, eraser, or laser pointer, PowerPoint records those for playback as well.
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Step 3: Start your presentation. Make sure to speak clearly into the microphone if you are recording
narration. When you are ready to move to the next slide, click the “Next” button on the Recording
toolbar in the top-left corner, or use the right arrow key.

x
= I 0003 &  0:00:00

x
0:00:11 < 0:00:11

®  Go to the next slide:

m  Pause the recording: ]

m Re-record the current slide: [5]

Step 4: When you've reached the end of the show, press the “Esc” key to end your slide show. A dialog
box will appear with the total time of your presentation.

Microsoft PowerPoint ﬁ
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Step 5: Your sI|de sh_ow tlmlngs and narration are now included in your presentatlon The slldes with
narration will be marked with a speaker icon in the bottom-right corner.

Step 6: Preview the recorded slide show

On the Slide Show tab, click “From Beginning” or “From Current Slide”.

During playback, your animations, inking actions, audio and video will play in sync.

@ e .

Home Insert Design Transitions Animations Slide Show

L.
I;

From Present Customn Slide Set Up Hide  Rehearse Record Slide
Seginning fCurrent Slide  Online=  Show - Shde Show  Slide

Start Slide Show

Timings  Show -
Set Up

To point out details during your recording, press and hold the Ctrl key, and then click and
drag the left mouse button. Your cursor will show up as a laser pointer. Move your

mouse to indicate the desired details. Release the keys when you finish pointing out
things on screen.
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For more details, please refer to:
https://support.microsoft.com/en-
us/office/record-a-slide-show-with-
narration-and-slide-timings-
0b9502c6-5f6¢-40ae-ble7-
e47d8741161c

Bccount

Ophons

test.pptx - PowerPaint

Export

:' Create PDF/XPS Document

P
o r
3 Create a Video "1 2 )

% | Package Presentation for CD
Create Handouts

* Change File Type

Create a Video

Save your presentation as a video that you ¢
Incorporates all recorded timings, narra

Preserves animations, transitions, and n

ﬂ Get help burning your slide show video

| Presentation Cluality

Largest file size and highest quality

Use Recorded Timings and Marratic

*]:' Slides without timings will use the

Seconds spent on each slide: | 05.00 -

-

=l T

Sd |1
Create S
Videa



https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c
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e Please kindly submit your pre-recorded presentation on or before 30 April
2021.

e For enquiries, please contact:
BConference information: 7thpanpacificconf@nur.cuhk.edu.hk
BTechnical support: 7thpanpacific_IT@nur.cuhk.edu.hk



mailto:7thpanpacificconf@nur.cuhk.edu.hk
mailto:7thpanpacific_IT@nur.cuhk.edu.hk
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