
Presenting Author Guidelines for Preparing Your Virtual ACR Presentation 
 
Clothing 

• Be comfortable and be yourself but try to avoid busy patterns (stripes can make people 
dizzy!) that will provide a distraction to the content. Solid colors, especially jewel tones 
such as sapphire blue, ruby red or emerald green work well. 

AV/Tech 
• Mute anything else in your office that beeps or buzzes, so you don't distract yourself or 

others in the audience. 

• The best way to avoid feedback is to wear a headset and change your computer's audio 
settings to be input and output through the headset and its mic, but you can certainly 
use your computer’s built-in microphone. 

• If you have a hardline internet connection via an ethernet cable, then we suggest you 
use it. If you do not have one, use a high-speed wireless connection. If you live in a very 
remote area with spotty internet, you may have better luck recording your video late at 
night or early in the morning when fewer people are online. 

• If you will be using a laptop, plug it in and leave it plugged in. This stops the laptop from 
disabling certain power/battery functions and it serves as a backup in the event you 
forget to charge it! 

• If you are using speaker notes, they need to be in your PPT slide notes sections. It is 
also recommended to have a printed copy or otherwise accessible copy nearby. 

• Please close out all applications other than the program you are using for recording your 
video. 

 

Webcam Visuals 
• Adjust the laptop or your webcam so that your head and shoulders take up most of the 

frame. If you need to, put the computer on a stack of books or close the cover of your 
laptop just enough to fill the frame. Ideally, the camera will be capturing you straight-on 
or looking slightly down on you (most flattering like in selfies). If the camera is 
underneath you, you'll magically grow double and triple chins. 

o This vantage point creates an illusion that you are talking directly to the person 
watching and provides a more personal connection. 

• It’s all about the lighting and placement of the lighting. Your main light source should 
come from behind your webcam. If the light is coming from behind you, you’ll appear 
very dark on camera. 

• Be sure to wipe out any additional lighting from office windows etc. that may interfere 
with the clarity of the video stream. Look at your screen for reflections of overhead 
lights, etc. and turn those off if they are casting a glare on the screen. 



Recording Your Presentation 
Recording via PowerPoint 365 
For step-by-step instructions to record your presentation in PowerPoint on a PC, click here. 
For instructions on recording your presentation on a Mac, click here. 

 

Recording via Zoom 
For step-by-step instructions to record your presentation in Zoom, click here. 

 

During Your Presentation 
• As much as possible, look directly into the camera, rather than at the screen. 

If it helps, close out the window that shows your video, so you avoid looking at yourself. 

• Use your voice to guide viewer attention. Vary your intonation to keep the attendees 
engaged. 

• Speak in a way everyone can understand. Try to avoid long words when short ones 
would do. Use the active voice rather than the passive one. Try not to use a foreign 
phrase, scientific word, or jargon when a plain language equivalent is usable. 

• Do not rely only on slide pointers or annotation tools provided on Web conferencing 
platforms. 

 
 

Creating Your Presentation 
 
Introductions 
Take a few moments to introduce yourself, your institution, and your presentation. 

 
Creating Accessible Content 
Here are some basic tips on how to create accessible content in PowerPoint 

• Use the built-in features of PowerPoint 
o Styles, especially those for headings and lists 
o Table properties 
o Picture format 

• Think about colors, font families, text alignment, and text formats like Bold 
• Think about alternatives to charts, graphs, complex data tables, and math formulas 
• Keep language as simple as possible 
• Use the accessibility checkers in PowerPoint 
• Find more information on Microsoft’s Make Your PowerPoint Presentations Accessible 

pages 
• Four principles of PowerPoint accessibility 

o Slide titles 
o Reading order 
o Alternative text for images 
o Self-describing links 

https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c
https://www.brightonwestvideo.com/blog/record-video-powerpoint-mac-screenflow/
https://drive.google.com/file/d/1mP5-bPdiovaw8io5Vo3UYtbFd1QAao62/view?usp=sharing
https://help.blackboard.com/Accessibility/Principles_of_PowerPoint_Accessibility#accessibility-checker_OTP-5
https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25?ui=en-us&rs=en-us&ad=us
https://help.blackboard.com/Accessibility/Principles_of_PowerPoint_Accessibility#slide_titles
https://help.blackboard.com/Accessibility/Principles_of_PowerPoint_Accessibility#reading_order
https://help.blackboard.com/Accessibility/Principles_of_PowerPoint_Accessibility#alt_text
https://help.blackboard.com/Accessibility/Principles_of_PowerPoint_Accessibility#links


 

Building Your Slides 
Here are some additional tips on creating your slides: 

• Use large areas of color sparingly. Use them to make an impact. 

• Include photography where appropriate - Avoid too much detail in your visual aids. Use 
simple, dramatic images. And remember – not every image means the same thing to 
every viewer. 

• Use layouts that enhance your content and message. Use builds (progressive 
disclosure) rather than a single overly complex slide. 

• Streamline and simplify your visuals. Avoid unnecessary animations, fancy borders, 
ornate fonts, and vertical text. 

• Spread your content out over more slides so there is more frequent on-screen change 
for audiences. 

• Design your slides as if you are creating them for viewers in the back of a large 
auditorium – use larger fonts and adequate spacing, and don't put things near the 
edges of your slides. Assume that many will be viewing your online presentation from 
smaller laptop screens or even on mobile devices. 

• Assume that some people are multitasking during an online presentation. 
o One thing you can do is make sure the titles on your slides are more descriptive 

and capture the main point of the slide. 


	Presenting Author Guidelines for Preparing Your Virtual ACR Presentation
	AV/Tech
	Webcam Visuals
	Recording Your Presentation
	Recording via PowerPoint 365
	Recording via Zoom

	During Your Presentation
	Introductions
	Creating Accessible Content
	Building Your Slides

