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INTRODUCTION



This handbook aims to help remote speakers to prepare and feel confident about recording their presentations and live sessions of the 2021 Joint 

EUCNC | 6G Summit.

It is essential that you prepare and test your equipment, in order to ensure that all goes smoothly, and that the result is as professional as possible.

We kindly ask you to go through the handbook and take into consideration the suggestions we hereby make.

All authors are required to upload a pre-recorded version of the presentation of the paper until 14 May through EDAS. Please check below the 

submission instructions.



PREPARATION

The “tips”below should be taken into consideration while recording your presentation and during your
live session.



1. FIND A QUIET SPACE

Attendees will be listening closely to your presentation, through their headphones, which

means they will be able to hear every noise you make. Make sure you remove all audio

distractions like cell phones, email or text message pop-up notifications.

If you are presenting from home, be sure to let your family, friends or roommates know that

you may not be disturbed.

In case you have index cards or printed presentation notes, be careful when handling papers.

Lastly, we strongly recommend that you use headsets or headphones. The sound quality will

be better, as well as it will help eliminate other external noises.



2. TEST YOUR LIGHTING

Do not start the video recording call before testing your lighting and positioning/posture.

It is recommended that you have a source of natural light facing you. Avoid backlighting at all 

cost – when the source of natural light is behind you.

If you do not have a source of natural light, choose an artificial source facing you.



3. TEST THE RECORDING PLAN

Image quality will be impacted by any movement behind you (cars, people, trees, etc.)

Therefore, reduce this movement as much as possible. 

For better results and professionalism, choose a quiet area with a static backwall, preferably a 

plain white wall.



4. ENSURE THE CAMERA IS STILL

Ensure the stability of the device you’re using. It should not move.

The device should be at the same level as your eyes.

The optimal frame should always show your face and shoulders.



5. PREPARE YOUR PRESENTATION

We kindly advise you to prepare and rehearse the presentation until you feel comfortable.

Remember the PPT works as a visual support. Hence, keep it clean and impactful, avoiding

reading.

Close all other windows and Apps in your device, so that only the PPT can be shared on the

screen.



6. Suggestions

All authors are required to upload a pre-recorded version of their presentation through EDAS.

The duration of the presentation should be up to 15 minutes + 3 min for Q&A for regular

papers and up to 3 minutes for posters. Regarding Special Sessions and workhops please

refer to your session organizer for specific details.

While recording try to stay as relaxed and comfortable as possible.

It is natural to use the hands and make some gestures. Nevertheless, avoid sudden moves as

well as touching the camera.

We want you to feel as comfortable as possible, but with the feeling that you are broadcasting

live. Therefore, if there is any sort of interruption, distraction or mistake (e.g. sneeze, cough,

drinking water, etc.), you should act naturally and continue your presentation.



There are several video conferencing tools available to easily record a presentation.

You may use Microsoft PowerPoint 2019 or 365 to record your oral communication or any

other software you are comfortable with. Previous versions of PowerPoint (2013/2016) won’t

allow you to record video, only the screen and sound.

We strongly encourage all regular paper speakers to prepare a 15-minute recording

(maximum).

Author of posters may upload a 3-minute recording (maximum).

Face this recording with diligence and professionalism, as if you were live or in an auditorium

full of colleagues.

7. How to record with PowerPoint 2019 or 365



7.1. Click on “Slide Show”

Please note the slides below are only shown as examples



7.2. Click on “Record Slide Show”.

Your picture will show automatically



Audio and vídeo 

must be on



Start recording

A 3 sec. countdown will

automatically begin.



Switch on

speakers preview



You can use any recording software as long as you get a good quality recording, and your

final file is in one of the acceptable formats.

Some of other tools for presentation recordings are:

▪ WebEx: Video Conferencing - Record a Cisco Webex Meeting

▪ Skype: Skype for Business: Recording a Meeting | Information Technology Services |

Bemidji State University

▪ Google Meet: Record a video meeting

▪ Zoom: Local Recording – Zoom Help Center

▪ Gotomeeting: How to Record a GoToMeeting Session | Techwalla and How to Convert and

Open the GoToMeeting Recordings

▪ Microsoft Teams: Record a meeting in Teams - Office Support

7.3. Other platforms 

https://help.webex.com/en-us/n62735y/Record-a-Webex-Meeting
https://www.bemidjistate.edu/offices/its/knowledge-base/skype-for-business-recording-a-meeting/
https://www.bemidjistate.edu/offices/its/knowledge-base/skype-for-business-recording-a-meeting/
https://support.google.com/meet/answer/9308681?hl=en
https://support.google.com/meet/answer/9308681?hl=en
https://www.techwalla.com/articles/how-to-record-a-gotomeeting-session
https://www.videosolo.com/tutorials/convert-gotomeeting-recording-to-mp4.html
https://support.office.com/en-us/article/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24


After your recording is finished please:

• Confirm you have respected the time limit

• Save your recording in mp4 

• Upload your MP4 video at EDAS Platform up to May 14th . 

Please note that if your recording time exceeds 15 minutes for regular papers and 3 minutes 

for poster presentations, it will not be accepted.

7.4. After the recording



If your video exceeds 50 MB, here are some tips to help reducing the file size:

- Turn off your webcam (presenters video)

- If you are on PowerPoint, you can export the video in Full HD (File -> Export -> Video -> Full HD 

1080p) and then compress the video on a video editing software. You may use Windows Movie 

Maker for that task. After importing the video file, please select File -> Save Movie -> Custom settings 

and use the following settings

Width: 1920 pixels

Height: 1080 pixels

Bit rate: 400 kbps

Frame rate: 30 fps

Audio format: 128 kbps, 41.4 kHz, stereo

You may increase or decrease the Bit rate to better adjust the final file size. 

- You can use free video converting websites, such as https://www.freeconvert.com/video-

compressor and select the compression Method "Target a file size (MB)". Please use 50 MB as the 

target size to maximize the video quality. The conversion should be done in seconds with minimal 

quality degradation.

7.5. How to compress the video

https://www.freeconvert.com/video-compressor


LIVE SESSION



8. USE A NETWORK CABLE

If possible, we strongly recommend the usage of a network cable for a direct connection

between your Internet router and your computer.

This type of connection ensures a higher-speed connection, eliminating the risk

of interferences.



9. ENSURE INTERNET QUALITY

If network cable connection is not an option, you can use a wireless or mobile connection.

If you choose a wireless connection, stay as close as possible to router.

If you only have a mobile connection (3G, 4G, 5G, etc.), it helps, if you stay close to a window.

These practices are important in order to guarantee the best possible connection and

therefore a better-quality recording.



10. MAXIMISE THE DEVICE PERFORMANCE

Before starting the call, ensure that all other APPs are closed!

The video call must be the only task in execution.

Pay special attention to other tasks that might consume your bandwidth, such as streaming

services, downloads, file sharing, cloud services, and others.

Keep your device in maximum performance mode and connected to an electric outlet.
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