Tips for recording and editing platform videos
CEW 2021
Virtual Platform Guidelines for CEW 2021:

●
●
●
●
●

The aspect ratio of all projectors is 16 x 9.
The presentations should be a maximum of 15 min long.
Slides and voice recordings are required.
Authors have the option to show their face or not.
Presentation recording must be uploaded on the presenter’s portal on
Pheedloop by September 20th, 2021.
● Pre-recorded videos cannot exceed 2GB.
Here are some technical instructions for recording and editing using readily available
software.
Good luck and enjoy!
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General tips for recording presentations
-

-

Sound
- Record in a place where there is no ambient noise (traffic sounds, smoothie
blenders, noisy roommates, etc.)
- Practice and verify the sound is good before recording final presentation
Volume
- Just like in-person presentations, make sure you are speaking at an
appropriate level so people can hear you.
- Find that sweet spot between whisper and scream.

If you incorporate a video of you speaking:
- Lighting
- Presenters typically look best with light coming from behind the camera
(shining on you), not from behind you.
- Make sure it is not too dim and not too bright. Natural lighting from a window
is usually good.
- Background
- Make sure what’s behind you is not distracting
- Good background examples: blank wall, book shelf, study room, lab (without
other people or active experiments), virtual backgrounds.
- Distracting background examples: the pile of laundry you’ve procrastinated
doing, outside (wind, people walking by, traffic, etc.), in a car while you’re
driving...please don’t present and drive!
- Camera angle
- Best camera angle for a presentation is at face level.
- Try to level the camera as straight as possible.
- How much of you should be in the frame? Shoulders and up.
- Leave a space in your slides for the video
- Typically this is in one of the corners of your presentations. Leave it blank so
that your video is not covering up important information on your slides.

Zoom (free version)
1. Open Zoom and select “New Meeting” on the home screen. This will initiate a
Zoom meeting with you as the host and the only participant.

2. In the new meeting, activate your camera and use the share screen feature to
mount your presentation slides (e.g., using Powerpoint). Tip: if your presentation
includes music, video files or animations, you may wish to select the checkboxes
“Share sound” and/or “optimize for video clip.”

3. Ensure that you are unmuted and arrange the camera window so that you are
visible and not blocking the content of the slide.
4. In Zoom, navigate to meeting -> Record. This will generate a .m4a (audio) and
.mp4 (audio+video) recording of the meeting. The file will be generated and
saved to your computer when the meeting ends. By default, the file names begin
with the date and time, followed by the name of the Zoom room.
5. Make sure the video is recording your presentation and not the presenter view. It is
recommended to test your first slide and narration to make sure you have the
right view. You can change this under Share Screen.

Idea: Zoom offers a (Beta) option to use slides as a virtual background.
You could experiment with this feature as a means to interact with your slides.
You can find this and other options under Share Screen -> Advanced.

PowerPoint
Modified from Microsoft support
1. Before you start, it is a good idea to compress your photos for “on-screen” to
reduce the overall file size of your recorded video. The
maximum file size can be 2GB. Click on one of your photos,
click Picture Format > Compress Pictures
> Choose
Picture quality for on-screen or email. Check delete cropped
areas of pictures, and click apply to all pictures in this file.

2.
Select Slide Show > Record Slide Show
3. Choose from two options:
a. Record from Current Slide - to record from a specific slide
b. Record from Beginning - to record from the beginning of a presentation
4. It will take you to the Presenter mode where you can see your notes, but only your
slides themselves will be recorded.
5. You can choose to have your video on or off (keeping in mind to make room for it on
your slides so it doesn’t cover up important information).
6. When you're ready, select Record and start speaking. You can pause and start the
recording and anything you say will be recorded for that slide, and the narrations for
each slide will be combined together. To record from a specific slide, go to it, and
then select Record. If you had a previous narration for that slide, you can choose to
delete it and re-record. It is often easier to re-record if you do not speak over the slide
transitions.
7. Any marks you add to the slides or use of the pointer will also be recorded.
8. Export the video by File > Export > Create a video. You can choose the format you
want and make sure you click on Ise Recorded Timings and Narrations.

9. If your video size is still > 2 GB you can use a free online video converter/compressor
like this one.
10. For more details watch this youtube video or this video from Microsoft.

Keynote
Modified from Apple support
1. Open the presentation, then click to select the first slide in the slide navigator.
2. Choose Play > Record Slideshow (from the Play menu at the top of your screen).
The presenter display appears with recording controls visible at the bottom of your
screen.
3. To customize the presenter display before you start recording, move the pointer, then
click
. For more details about modifying the display, see Customize the presenter
display.
4. Click
to record your presentation.
The timer counts down from 3 before recording begins.
5. Do any of the following while recording the presentation:
○ Go to the next slide or build: Press the Right Arrow key.
○ Go back a slide or reset the builds on the slide: Press the Left Arrow key.
○ Jump to a different slide: Press any number to make the slide navigator
appear, enter the slide number, then press Return.
○ Open or close a list of keyboard shortcuts: Press the Question Mark (?) key
on your keyboard. You can use the shortcuts to control your presentation.
○

Mute the microphone: Click
to stop recording voiceover narration. Click it
again to resume recording narration.

6. To stop recording, click

.

7. To preview the recording, click
.
To play from a specific point, drag the playback slider at the bottom of your screen to
where you want to start, then click
.
8. To edit the recording, do one of the following:
○ Rerecord from a specific location: Drag the playback slider at the bottom of
your screen to where you want to start recording, then click
Record in the popup menu to begin recording.

. Choose

○

Delete the entire recording: Click
in the bottom-right corner of your screen,
then select Clear.
9. Press Esc (Escape) to exit the presenter display.
The recording is saved with your presentation and can be played in Keynote. To export a
recorded presentation as a video or another file format, see Export to PowerPoint or another
file format.
To remove a recording from your Keynote presentation, choose Play > Clear Recording,
then select Clear in the pop-up menu.

Editing a video file (Mac)
1. Quicktime Player - Quicktime Player offers some basic editing tools for video
files. Using the tools in the Edit menu, you can easily trim (cmd-T), split (cmd-Y),
remove audio, etc. You can also use the “Add Clip to End” feature to string
together a series of separate video files.

2.
iMovie - this software does not come pre-installed, but it is available in
the Apple App Store for free.

Editing a video file (Windows)
1. Windows 10 includes some built-in features that allow for basic video editing controls.
More information can be found here.

