8-11 November 2021 l Fira Montjuic, Barcelona

PLENARY SESSION VIRTUAL PRESENTER’S GUIDEBOOK

HYBRID EVENT
For the first time, the Congress will be held as a
hybrid event. Those unable to attend in Barcelona
can participate virtually through a dedicated event
platform where sessions will be livestreamed, there
will be a virtual exhibition and poster display, and
participants can interact via chat, direct messaging,
etc.
Closer to the event we will send you instructions on
how you can login to the platform and connect to
your session.

VIRTUAL PRESENTER GUIDELINES
Pre-recorded presentation: We will be pre-recording your
presentation. The IHF will be in touch to schedule your recording
with our partner, Bmotion.
Language: All presentations and slides must be in English.
Sponsorships or advertisements: Reference to possible
sponsorship is possible but advertisements will not be allowed.
Q&A: You are requested to be online during your session to
answer questions from the audience live with your webcam on.
The session chair will facilitate the discussion and participants
can submit their questions using the event platform.

VIRTUAL PRESENTER GUIDELINES
Submission of Slides: Please send a copy of your slides
to congress@ihf-fih.org at least a day before your recording. If the
file is large, you can send it using WeTransfer, Dropbox, or Google
Drive.
Technical support: Contact congress@ihf-fih.org if you need any
support before the event. During the Congress, technical staff will
be online to assist you.

EQUIPMENT FOR RECORDING
Make sure you have the following:
Windows or Mac computer: Please use your computer instead of a mobile
device which can move around.
Built-in or stand-alone web camera
Stand-alone microphone or earphones with built-in microphone: We advise
using an external mic or the built-in mic of your earphones for optimal sound
quality and to minimize background noise.

BACKGROUND & LIGHTING
Please use the standard virtual background when
doing your recording. You can download the
background image here.
For instructions on how to change your virtual
background, kindly watch this video.
Ensure that there is proper lighting in the room.
Avoid sitting with a bright light source behind
you.

WHAT TO WEAR
Business or business casual attire. Dress like you
would when giving a live presentation at an inperson event.
Make sure you’re comfortable but avoid wearing
stripes or busy patterns.

FRAMING YOURSELF
IN THE WEBCAM
Leave some headroom (space above your head).

Line up your face with the top half of the screen.

Make sure to include your shoulders.

SLIDES
Slides must be in 16:9 size (widescreen) for it to be
displayed optimally on the screen.
We highly encourage you to use the WHC PPT
template which you can download here.

TIPS FOR RECORDING
• Find yourself a quiet spot at home or your office. Close the door to
avoid uninvited guests from joining in the background.
• Enable ‘do not disturb’ for all notifications or close programs you
won’t be using as notification sounds can also be heard by the
audience.
• Present as if you’re telling a story instead of just presenting data –
that would make it more engaging.
• Even if you’re pre-recording your presentation, treat it as live and
avoid reading from your notes or slides.
• You can stand up and move around if it’s more comfortable. You
can also use hand gestures but make sure they don’t cover your
face.

• Maintain “eye contact”. Position your webcam
at eye level ; Or raise your laptop 20cm from the
table to ensure you are in line with your camera.
(you can stack books under your laptop if
needed). Focus your eyes on a point near the
webcam and not on the screen. Practice
looking directly at the camera or just below the
camera. A helpful tip is putting a sticky note or a
piece of tape as a marker near the camera lens.
• If you’re using notes, position them near the
webcam to avoid breaking eye contact with the
webcam (and the audience).
• If you have slides, you don’t need to have them
shown all the time – you can switch between
your slides and your webcam.

LOOK HERE!

SEE YOU ONLINE!

If you have any questions or need assistance, contact:
congress@ihf-fih.org

