Community Access Presentation Tips

For digitally recording in the John H. Shellum Room
University at Buffalo

School of Management

106 Jacobs Management Center

North Campus

Allow a Little Extra Time

When you request time, request 30 minutes more than the length of your presentation. For example, if you
plan a 60-minute presentation, request 90 minutes. That way you will have plenty of time to set up on the
front end, and time on the back end in case your presentation takes a little longer than you planned.

Bring a Friend to Help You

While you can operate the equipment yourself while you present, many agencies have found it helpful to
have someone sit off-camera to operate the equipment. That way the presenter can concentrate on the
presentation instead of worrying about zooming in and out on the visualizer, for example.

Bring an Audience
Since this technology captures a real event, bring several people to become the audience you can talk to, so

that your pacing will be natural. Ideally, bring people who have never heard your presentation before.
Also, your presenters can sit in on presentations from other agencies before they present themselves.

Before You Begin

There will always be a student or staff member in the control room acting as technical director or board
operator for your presentation. Please feel free to ask them any questions before you start.

Tell Them Who You Are

Don’t be shy. At the beginning of the presentation, tell the audience your own name and title, in addition to
the name of your agency and the name of the presentation.

Clothing

Dress with the microphone in mind:
We use a wireless, lapel microphone. A small battery pack (the size of a cigarette pack, but
heavier) attaches to your belt or sturdy waistband; the microphone itself attaches to the collar or
button placket of your shirt, blouse, or jacket.

Avoid the following:



e Tight patterns (herringbone), stripes, or distracting colors or patterns.
e Clothing that is very light or very dark. (No white shirts please!)

e Distracting jewelry
e Low cut blouses. Camera angles may make blouses appear lower cut than they are.

Laptops
A Windows PC is available in the John H. Shellum Room (Jacobs 106). Or if you prefer, we can connect

your PC or Mac laptop to the teaching podium and project it for on-site audience members as we record.
The screen resolution of your laptop should be set no higher than 1024 x 768.

PowerPoint
Keep PowerPoint slides and other documents uncluttered and easy to read.

e Use sans serif fonts (e.g. Arial, Helvetica, Verdana) at 28 points or larger.
Some viewers have said that 44 pt. type is the optimal size.

e Show only five to six lines per slide.

e Use high contrast between the background and the text. Plain, pale backgrounds with black
text show up well on video as do deep colored backgrounds with pale text.

Arial 32pt.

e To be safe have a border of at least half-an-inch around your PPT slides and printed
graphics.

Avoid the following:

e Busy slide backgrounds; thin fonts; OUTLINE FONTS; seript fonts.

e Complicated graphs with small type.



Web Sites

The font size on many web sites is too small to be read clearly by students in class, or on the recording.
Both Internet Explorer and Netscape have the ability to enlarge the font of web sites as you view them.

Firefox or Netscape
Click on the View menu; click on Increase Font. You may have to do this several times to
make the type readable.

Internet Explorer 6
Click on the View menu; click on Text Size; choose Larger or Largest as appropriate.

Internet Explorer 7

Click on the Page menu; click on Text Size; choose Larger or Largest as appropriate.

Excel, Access and Word
These programs are difficult to see when shown on a video monitor, or as part of a video recording on the

web.
e Enlarge your fonts as much as possible when creating documents to show in class

e When pointing out specific parts of a document change Zoom to 200%

See the difference in the examples below.

s sl bl ety G ot il

[M0°FB: Bl Maw g:x Fmw Tab Db wioda zep S
[ ant cm ol Fu === A B A
M@= .-;«L;“ - e L A A T T T L
] -
| 3 U [§ | E 3 [N =iz
B0 e =2 =nw v e vimns Came v ares
2 T el g e
3
| = [RDay Tinw: Spraker 10 &irn frnwhiles &) Far Ritre IRMHAP nunibars Tach Cantarr
O T T T R P TR T [T Lzl - b 2 furen - 1205 U E=E ek el s urg
[ 6 | 15045371 17T Mlic 1elle Zoar ZTAF 22170 roapchs e acts aedl
(2| Lo dskss Erende Lawsl Mer i =aa03€ Riee R (LN Ut Layre - Acadet o 2chac ogy bk, Yen dogz tale Ir
A | 1140 =an [EARL i SN0 0 hled [ B Lt L L L R B R N O e
11
I {71 Z°E-1 15 Eswn Mizhasl e v S2 e o 37 rmsrmlwms"s 75 1 nyr (e T CE
|17 145 4G T Il AT ey Wik e T sy
12
|14
[15/= Fenas Sorn 3 B Poer T oA ln FIE IF 3 GaPM TS GGt e ade oo R Goy g 353195
15 1413 Bl 50 24 100 (TS IR 2 R EE L TR
P
15| Dby Coalact el medion:

Ztrecwring. £ U F e cliesion

B

= sk Michelle Uhian AU e oD e bl ks

| = I AEN nk I’e1eﬁ'3ra- carn 00Z-1°0e iy =)

5% Rty b i FAERTI0 R g Jowrmoeg o dproanc i

=4 -l 2 shaeics \91,, zhe« =4 ,l;@ Al 2 =<kue 33 207 wed2c procachor)

-

=5

T

Bl

=d

<3|

o o
e &
B AL b e S e 1=l 1 ol
e | =i

; =
msun"] Fﬁhc"}'\gket!*nten H. Iﬁwu war |¢\ sqames . | A |§_g s phng - 1t |ru el Fo |3}‘,@.‘5ME£¢}Q¢- 1045 2k

1 Excel document, Arial 10pt. Type; Zoom = 100% (Hard to read)
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2 Excel document, Arial 10 pt. Type; Zoom = 200% (Slightly better)
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3 Excel document, 24 pt. Type; Zoom = 100% (Easy to read)

Document Camera (a.k.a. Visuali

zer or EImo)



The document camera allows you to project printed pages, 3D objects or spontaneous notes to
all students.

e Write on or show regular printed pages
e Use a thick dark felt-tip pen or marker when writing
e Try to write as neatly as possible
Avoid the following:
e Small fonts or typewritten pages, these are difficult to read

e Traditional (clear) acetate transparencies

e Writing with pencils or ball point pens



Special considerations when teaching/presenting in Jacobs 106

There will always be a student or staff member in the control room acting as technical director
or board operator for your class.

You need to wear a microphone for your voice to be heard by distant students.
The microphone will not amplify your voice in the classroom.

Use the touch screen controls in the teaching podium to switch between the PC, Document
Camera and DVD/VHS player on the projector. The board operator will show you how to do this

if you are unfamiliar.

Do not begin you presentation without a cue from the board operator.
Before you can begin your presentation the board operator needs to start several
machines, un-mute your microphone and focus the camera on you. It generally takes 30
to 90 seconds from the time you let the board operator know that you're ready and the
hand signal telling you it's OK to start. It helps the board operator greatly if you stand in

one place while you wait for the signal.



