How to Record Your Presentation on Own

Specific Recording & Uploading to Freeman Orchesirate
Instructions Included

Please Review to the End for All Instructions
Upload Deadline: May 10, 2021

THE SCIENCE OF
TOMORROW

ATC ? @2’ Y STARTS TODAY

(Virtual CONNECT
N\, | semeetinsers | JUNE 4-9, 2021




Check to make sure

you have everything

O
T h I n g S before you get started

Windows or Mac computer
Built-in or stand-alone web

O ' ' camera and microphone
Infernet connection

A source of light
A presentation recording

®
Wil need
Headphones (optional)

Your presentation
Timer (smartphone is fine)
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ENVIRONMENT
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What to Wear

Wear something comfortable but
appropriate for your audience.

« Do not wear all black Translates to bad

- Do not wear all white EXPOSUre

» Do not wear stripes Causes a moiré pattern

or distracting “ringing.”

* Avoid busy patterns

PRO TIP:
Dress like you would when giving a live
presentation at an in-person event.

Professional attire suggested.
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Your Background
Matters

« Clear your background of clutter
ike stacked papers

* While backgrounds can be clear,
use this as an opportunity to
showcase your character

PRO TIP

Picking out just one important thing to
be in the frame, like a painting ora
photo, should be enough to say who
you are without interfering with the
delivery of your message.
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Lighting Is
Everything

You want to use the light rather thank

PRO TIP

Avoid sitting with a bright light source like

the sun (a window) or lamp behind you.
- fight against it.
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If using a natural source of light

ight window

If using a lamp

- It facing a window with a bright, soft

- Take a tall lamp with a soft, diffused
ight and set it next fo the computer
on the side of your face you feel s
best. The lamp should be in line with
and slightly behind the computer so
the light falls nicely on your face.

- Ring lights thas

are the best o

the ring, the soffer the light.

- attach to desks
otion. The bl

gger
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Equipment: Camera

- Both bullt-in and external webbcams will
work for recording your presentation

- Test your camera according to
manufacturer’s instructions

PRO TIP
Experiment with your camera to see what lighting works
best. All cameras are a little different. Record your ,
— infroduction a few times and watch it to see the quality — \ /
- and that will also help you practice for your presentation!
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Equipment: Microphone

« Both built-in and external microphones will
work for recording your presentation

« Test your microphone according to
manufacturer’s instructions

« Whether you're on Windows or macQOS,
you'll want to access the audio device
setfings and set your default microphone

« Note: Microphone and audio levels must be
conftrolled In your computer settings not the
recording program.
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Equipment: Internet Connection

 When possible, use a hardwire (Ethernet)
connection rather a wireless connection

» Disconnect other devices from your WiFi FAST
to maximize bandwidth Your Internet speed is
Latency Upload
PRO TIP Unloaded Loaded Speed
@ You can check your connection speed by 3. 14.. 11 OMbps
going to www.fast.com. Thise page will show e e i e g i
— you both your upload and download speeds. & Settings 320M18 & a20M8 ¢

000
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http://www.fast.com/
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Software: Windows

Design: If you are on a Windows machine, PowerPoint program (2016-2020) is the
preferred choice for designing your presentation.

Recording: The recording of your presentation should lbe done in Zoom

Software: Mac

Design: If you are on a Mac machine, PowerPoint program (2016-2020) is the preferred
choice for designing your presentation.

Recording: The recording of your presentation should lbe done in Zoom
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Storytelling
Makes a
Difference

Know what the key take-away is for your
presentation.

Does your fake way match what your
audience heard?
' JQOQ@@'ny @O @ .

Q (WL (3B ULV QBN Use simple words that capture people’s

,4 0|6
' " ' 1 @ ‘)@L?i@ | i
oooclcecooece] attention.

Your cadence and infonation add fo the story —
use them to your advantage!
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i Increase engagement by
er I e keeping it simple. One idea

per slide.

It's better 1o have more slides \
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bullets,
fry to # /

f you need touse 7 .
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Assume People Can't See Your Deck...

Some people will only Use headphones to Provide a few seconds Repeat questions in full,

hear the audio. Talk improve audio quality. warning before playing a before answering them.

clearly, explain visuals on If you have a mic, use it. video or sound effect. It Name the asker if you can

your deck. may play at a different as listeners can't read the
level than your voice and comments section.

could be an unpleasant
surprise.
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Don't
Forget
Your
Mobille
Audience

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

Don't
make
YOour fext

ooooooooo

or
oo dense.



PRESENTIN
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Keep It Simple
» TIming Is everything
. Remove distractions

. Have d ¢onversation. Don't
talk at your audience about it

* Be mindtul of timing — sfick
fo your allotted time

21
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Maintaining
Fye Confact

« Position your webcam at eye
level. Stack books or a box
under your laptop if nheeded.

* Pick a point near the camero

on which tfo focus your eyes.
t helps to put a plece of
tape as a visual reference
near the lens.

 |f you are using notes, outlines
or timers, position them
around camera to avol
‘eaking eye contact with the
camera.
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Compliance

« Disclosure in your 15 Slide

» Please do not use trade
NamMes in your presentation
and recording

* Please inform the
audience wher
discussing unapproved
Indications
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Rehearse
THE CONTENT

Practice.Practice. Practice.

Record and Practice without slides so story Present to a person and ask them what
review. resonates. ONE fthing they learned — does it match

your key messagee

Does your audio Use facial expressions and Have water available, practice taking o
track to the visuals hand gestures as drink, while on cameraq.
on your slides? appropriate.
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Rehearse
THE FLOW

Do a Tech Run.

Record yourself fo see how Make sure audio is clear s your background appropriate for
you are framed in the screen. and limit background noise. your audience and your message®?
Check that smile.

Confirm lighting works so View your presentation from
people can see your face laptop. Tablet. Phone. Do your
and expressions. visuals work for all formats?
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Tips & Tricks for
Remote Presentations @

Tech Connections Speaker Feedback

Ethernet - when possible use a hardwire

connection. Bandwidth issues? ID designated speaker support person.

Pre-event rehearse with them and do your tech checks.

Join meeting on your laptop. Join audio During presentation, designate them as “listener”

from your phone.
Give them way to contact you (text, etc)

Start in mute. Go to mute when you are

done presenting. If mic goes off, video goes down or other tech issue they can

let you know.

Turn all noftifications off except designated
"listener.” Silence your phone.

Set up 2ndscreen (tablet, phone) to frack slides
and see how fast they advance for audience.
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Creating a Meeting

Download and install Zoom it you
haven't already: 3

Edit Window Help

hitps://zoom.us/download e

.,))

BN Haove your presentation up and
ready

Open Zoom: Click New Meeting
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https://zoom.us/download

Sharing Your Screen

B3 Sclect Join With Computer
Audio

Ell Using the tool bar at the bottom — SRS
of the screen select Share
Screen

Computer Audio

Zoom Participant ID: 346200 Meeting ID: 754-1798-5399

Join With Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting

N A @ 2k as = (-]

Join Audio Stop Video Invite Manage Participants Share Screen Reactions

Copyright ©2020 Zoom Video Communications, Inc. All rights reserved. Privacy &
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Sharing Your Screen

ElSelect your presentation

zoom.us/join “* Ih ® 0 06 @

REQUESTADEMO  1.888.799.9666  RESOUI

SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOSTA

Advanced

B Click share on the .
bottom right hand s
corner of the screen = [ =|

Google Chrome - Join a Meeting -... Microsoft PowerPoint - ESMO_WC...

[_) Share computer sound || Optimize Screen Share for Video Clip

Copyright ©2020 Zoom Video Communications, Inc. All rights reserved. Privacy & Legal Policies | About Ads
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Starting the Recording

Aniiations Slide Show! Mute Stop Video N Manage Participants  New Share  Pause Share  Annotate =~ More
- PO BN coa
5 )
v v v v v v Picture Shaped Invite gn Create and Share
1S Adobe PDF
, FONMC .. Pparagraph Insert Record O R

ner Adobe Acrobat

Disable Attendee Annotation

Show Names of Annotators
Hide Video Panel
S e e C O re e C o r Hide Floating Meeting Controls AXEH
\\l 1 - 4 RS

I —— » THE SCIENCE OF
TOMORROW
STARTS TODAY

The Vldeo STreO m frOm ( ViftualCONNEC%
your webcam will wcninars | JUNE 4-9, 202
appear in the upper

rlghT corner Of The Presentation Title Here
Screen. Speaker Name Here

— 8

i
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Starting the Recording

n To pause, select More > Pause
Recording. When you're ready

to stop, select More > Stop =

?ecordiﬂg) : ) THE SCIENCE OF

TOMORROW
STARTS TODAY

n When done, select More > End
Meeting

atemeeting.ors | J|INE 4-9. 2021

Click and drag the video stream
window down to the lower rlghT Presentation Title Here
corner of the screen (11). [EEB Speaker Name Here

This will ensure your recording is
consistent to those on Windows
machines.
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Exporting & Saving

mYou will see the Converting
Meeting Recording dialog as
your recording is being converted
and saved.

THE SCIENCE OF
TOMORROW

STARTS TODAY

All recordings by default will be

saved In a sub-folder called Zoom v’rt'ualflﬁév:f;; ]
in your Documents folder. . |

Presenter recording specs:
Video format: MP4 Presentation Title Here

Minimum resolution: Speaker Name Here
1280 x 720

1280 x 1080p Is best

The file size must be under
2GB fo upload
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Reviewing

[ i
| O VI ( EW yo U r s Edit Window Help e E 2 o) 100%BI MonMay 4 7:43:0

) Join a Meeting - Zoom

[ ] ‘ & zoom.us/join # h ® 0 60 ® &
re ‘ O rd I I I g S g O TO T e REQUEST A DEMO 1.888.799.9666 RESOURCES ~
, SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEET]
{fome Chat Meetings Contacts
e e I g S S e C I O O Upcoming Recorded ®

Today Jane Doe’s Zoom Meeting

-|- h e Z O O m p rO g rO m s

m | %@ convert | X Delete |

I Select the Recorded
tab.

Copyright ©2020 Zoom Video Communications, Inc. All rights reserved. Privacy & Legal Policies | About Ads
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Freeman Orchestrate

Tips to Naming Your File:
« Keep the name length under 30 characters.

» Use Last Name In file haming.

« Do NOT include special symbols: S & +,/:ZI@“#%L | \ A* as this will
prevent your presentation from uploading through the submission
website.

Recording File Specifications:
* Video format: MP4

* Minimum resolution: 1280 x 720 or 1280 x 1080p Is best
- Uploaded file size: must be under 2GB.




Freeman Orchestrate

To access the Session Upload, please click
the link:

ATC2021.sessionupload.com

Enter your Username and
Bl Password and Click “login”.

Note: If you are unsure of your username,
password, or URL please emaill Your even
Orchestrate@freemanco.com.

||||||||||

Bl Results: You will be logged into
the dashboard page of
Orchestrate and your name is on
the top right hand
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ATC2021.sessionupload.com

Freeman Orchestrate

l@) Orchestrate

YOUR EVENT

veg

Results: A dialogue box

Please upload your presentation files below. If you need to edit additional details, you can go to the details page for your subsession. Please refer to our presentation guidelines prior to uploading.

fo locate your file on

% Guidelines

your computer will

Create engaging interactions with your live and virtual audiences

£ Event Details
Session begins on  Aug 13, 2020 at 12:00 AM

open. o

= Michael Smith

! Presenting from 12:00 AM - 11:59 PM

UPLOAD FILES

] o
I C o o q I e or drag & drop to add presentation material
() ()

Presentation Files (1)

l SessionPresentationVideo.mp4
- Added 6 months ago | Pending

Turn short-term live streaming video into long-tail on-demand content that keeps on bringing viewers

1007 1 Flle
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Freeman Orchestrate

'«:eMpen
LOC a'l'e 'I'he file YOU WOUld ”ke 'l'O UplOOd 'I'O your Pk Organize » NWf”ldEf - ) o § v T @ page foryour subsession. Please refer fo our presentation guidelines priorto uploading,
session on your compufter. [ S el vao
Click open to begin uploading your file. |
The uploaded file size must be under 2GB.
® Windows () Mac
Results: A progress bar will appear under the file |
name section. If your upload is successful you will | ] e

receive a pop-up message indicating that the
upload was successtul, and your files will appear
isted under the appropriate session/presentation.

IMPORTANT: Closing the window or logging out
betore the file has been uploaded will completely
cancel the file upload.

38 AMERICAN TRANSPLANT CONGRESS 2021


https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/26015390402/original/8zXybYF894A8MPufFpu_bvaFfpzMTCKjFg.png?1561042916

"
T T T

SR
Upload Deadline: May 10, 202
ATC2021.sessionupload.com \

5555

Username / Password Questions:
Orchestrate@freemanco.com

B SO

................
o ..__.:.__r .:lll. #########

ATCSpeakerSupporf@Freemanco.com

General ATC guestions:
atc@aicmeeting.org

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA


ATC2021.sessionupload.com
mailto:Orchestrate@freemanco.com
mailto:ATCSpeakerSupport@Freemanco.com
mailto:atc@atcmeeting.org

Thank You




