[bookmark: TipsNTricks] MediaSite Tips ‘N Tricks for Presenters
Like all methods of recording – paying attention to details helps ensure high quality presentations.  Here are some suggestions to make help make Mediasite Webcasts more effective: 
· Do not simply read a PowerPoint presentation, recording a video of the presenter reading to an audience.  PowerPoint is most effective when used as an outline, providing graphical illustrations of ideas and content.  
· If a message is heavily text-based, consider another format (possibly printed handouts or an HTML Web page) to distribute that content. 
· If a presentation fully contains its content for viewers to read and understand on their own, consider recording the slides and a “voice over”.  Viewers will find it easier to pay attention to the content and navigate through the presentation without an accompanying video.  
· Always think about the information value of accompanying video and plan presentations that give viewers a reason to pay attention to the speaker.  
· PowerPoint can be used to create simple, text-based outlines, but it will also accommodate a much fuller range of information and formats 
· Avoid wearing striped or plaid clothing; dark clothing colors are best. 
· Avoid wearing "shiny" jewelry. 
· Eye glasses can cause glare during the presentation.  This can be minimized or eliminated by working with Mediasite operators.   
· Speakers should wear a clip-on microphone, attached in the middle of a shirt, ideally, a few inches below the chin.  
· Camera movements, cuts, and pans are not desirable for most Webcasts.  Constantly changing video perspectives can be a distraction for remote viewers.  Consider speaking at a podium or within a limited area. 
· Room lights should be ON - with modern projectors, there is no need for a dark room.  Please work with Mediasite operators so that presentations can be recorded with adequate lighting. 
· Please remove all animation and special effects (e.g., flying text, fade in/out, animated images) from PowerPoint presenations.  They cause problems with the automated slide‑advance controls in the Webcast.  
· If video or animations are an important part of the presentation, be sure to discuss their use with Mediasite operators so that appropriate accommodations can be arranged. 
· Pay attention to the mouse/pointer location when using a laptop or PowerPoint so that it doesn’t cover part of the screen display during the presentation. 
· When speaking, look into the camera from time to time.  They people watching online are part of the audience too! 
· Before starting a presentation, and after closing statements, please hold a steady pose (with a pleasant expression on your face) and look into the camera for a few seconds. 
· It is okay to pause during the presentation to collect thoughts, take a sip of water, or whatever is needed for you to deliver an effective presentation. 
· If there are any problems, especially with slides or graphics, please do not say anything about it – just make the correction (i.e.  move ahead to the correct slide).  Mediasite operators can re-sync the slides with a presentation or talk, but cannot cut or edit any of speech.  
· If questions or comments from the audience and/or remote viewers are not spoken into a microphone, they are not recorded with the Webcast. 
· While it is possible to pass a microphone around for audience members to use - this is rarely feasible during a live presentation in front of a large group of people. 
· It is better to have the presenter provide a brief summary of any questions BEFORE providing an answer.  This is helpful for the listeners that are present too - remember, even people in the live audience often miss questions being asked.  Please help both your audience and our Webcast by restating questions. 
· Be thou ghtful of your web audience. They will be experiencing your presentation via the web live or on-demand.
· Wear the appropriate clothing and accessories.
·  Wear solid colors, pastel, medium shades or off-white for shirts and blouses.
· Don’t wear tight pin stripes, busy patterns or very dark suits.
·  Don’t wear shiny, loud or distracting jewelry or scarves.
· Position yourself so that you’ll be captured by the camera.
·  Remaining stationary behind the podium/tableis encouraged.
·  Walking around is fine as long as you are walking on stage where the camera can capture you.
· Avoid excessive movement like swaying. One technique is to point one foot forward and put your weight on that foot, leaning toward the microphone.
·  Don’t second-guess the camera. Act as if you are always on screen.
· Speak clearly into the microphone.
· Make sure your language is decipherable.
·  Before the presentation, technicians will ask you to speak into the microphone so they can set audio levels.
· On this audio check, make sure you are speaking at your usual voice level.
· Lapel microphone tips:
· Place it on your lapel, outside of clothing and away from jewelry.
· Try to keep it directly under your mouth and not too far to the left or to the right.
· Do not fumble with your microphone when it is on.
· Make sure your phone or PDA is completely turned off as it will interfere with the sound system.
· Make sure to turn your microphone on before the start of the presentation and off at the end.
· Repeat questions asked by audience during Q&A. The web audience then knows exactly which question you are answering. (This is for presentations
where the audience does not have a microphone, therefore the questions they ask aren’t being captured within the webcast.)
· Take your time and start again if your answer gets jumbled or confused. Don’t hesitate to simply say, “I’d like to try that again.”
· Keep in mind the source on the screen is the source being captured by the webcasting technology.
· Please inform the conference organizer what you plan to present. PowerPoint, software demo, media, other devices (document camera, etc).
- You do not need to provide your PowerPoint slides or other media in advance. The webcasting platform will automatically capture any digital presentation material while you present.
· If using a laptop, for best results set your screen resolution to 1024 x 768.
