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Pre-recorded Presentation Training Webinar Thursday, 2/4

00:01

Why don't we go ahead and begin. Welcome everyone to the SFA training webinar on doing pre-
recorded sessions. My name is Michael Powell, Lisa, I'm the president elect and a professor at the
University of Maryland with a focus on environmental anthropology. I'm a white male, | have brown
hair, | have black rimmed glasses, I'm wearing a flannel shirt. I'm sitting at home in my nice, cozy, warm
study with some books in the background. My pronouns are he and him. | want to thank everyone for
coming to the meeting. Tonight, we hope you find it very useful. We've got a good turnout, we have
approximately 72 plus people registered. Thisis the third webinar in a series of training webinars we're
holding we held this similar workshop on Monday and had about the same number of participants.
We will be holding some two additional webinars on live streaming. One is on February 25,
Thursday at 6pm. Eastern Standard Time. And the other one is on Monday, March 1 at 1pm. Eastern
Standard Time, we'll be sending out some emails and tweets. And you can check the SFA Annual
Meeting website. There's atable there that has all the schedule for all of our training. And you'll also
hear more from in this webinar about where you can sign up to get sort of personal one on one
assistance. meets, say a few things about our webinar, we are recording it. We're using live transcript
closed captioning with otter Al and you can see that down on the lower right of your screen. We will be
using the question and answer to have a conversation with you. We ask that you put your questions
that you have into that. And then after our presentations as a group, we'll go through them and
answer them. Also, you'll notice that your video and microphone are

disabled. That's just so that we can handle more people and also protect the webinar a little bit
more security wise. | want to just say two things about our annual meeting. We're very excited about it.
We have a good program. last check. We had over 1000 registrants, we had close to 600 papers and
around 200 sessions have a mix of pre-recorded and live streamed. So we have a full program for
you at the annual meeting. We have six days, there'll be five time slots each day. Distinguished
lectures, award ceremonies, plenaries, lots of opportunities for networking. And we have an exciting
conference software Whova that will help you manage your program and participate in network and
reach out to people during that. So at this point, what I'd like to do is ask my colleagues on the SFA
meeting working group to introduce themselves. And the first one | see on my screenis Sherri Briller.
Who's our also our president of the SFA. So Sherri, if you could say a few words about yourself.

03:33

Okay, great. Just checking that I'm Mike tear. Well, hi, everybody. I'm Cherie Briller. Asyou heard, I'm
the current president of the SFA right now, and I'm super excited about the meeting and the meeting
workgroup. And everything that's gone into this. | will give a visual introduction of myself. I'm not
actually here as the president of the SFA. Tonight, | am a substitute presenter, I'll be helping out with
the accessibility component of the of the training. So that's what I'll be doing tonight. So anyway, just
so you have a visual description of me. I'm a short, middle aged white woman with a head of dark
curly hair and what | think are very nice purple glasses, am sitting in front of a white wall just that on
decorated don't have time to deal with that. And like | say, I'm here today to really help out with the
accessibility piece of the training, which is an issue near and dear to my heart. | have both personal
and professional interest in disability and we're trying to do everything we can to make our first virtual
meeting as accessible as possible. | know alot of you it's great to see you on the participant list. | use
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the pronoun she and her and you should feel free to reach out to me at any time about the meeting
or really anything SFA really Welcome.

05:01

Thank you, Sherri. Melissa.

05:05

Thanks, Michael. Hi, everyone. I'm Melissa Cope, and the annual meeting program administrator. |
use she her pronouns. I'm a white female with light brown hair. And my videos turned off | have four dogs
that you might have heard earlier.

05:23

We like them in our webinars. Kira. Hi, everyone.

05:31

My name is Kira Bolin. | am a young white woman with blonde hair, sitting in a small corner of
what's come to be my home office. I'm sitting in front of a door as well as a boilermaker produced
scarf that's hanging on the wall behind me. | recently graduated from Purdue's master program where
| focused on the educational and professional experiences of early career practitioners. And | have
been lucky to work with the SFA as meeting Working Group, particularly in implementing the online
software of Whova and helping prepare some of these training webinars.

06:10

Thanks, Kira. Trish.

06:14

Hi, I'm Trish Colvin, | am the office manager for the Society for Applied anthropology. So I'm the person
you would contact if you have any questions about membership, or the website or pretty much most
everything non program related. My pronouns are she and her. | am a | don't want to say middle aged,
I'm not my middle aged, white woman with light brown hair. And depending on what reading glasses
| have on at the time, are different colors.

07:00

Great, thanks, Trish. Thisis everyone. Thisis about half of our meeting working group we kind of take
turns on doing the webinars. But I'm really thankful to the meeting group for all the work they've done.
They began back in April May putting together an online hybrid conference or hybrid and when then
we went to online. And we basically been rebuilding the SFA meeting from an on-site meeting to an
online meeting. And for any of you who have been involved in that. It's an exciting learning
experience, but also one with lots of steps. And we're constantly discovering new ones. Sowe're
excited to be with you tonight
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to have this training webinar. And I'm now going to turn it over to Kira, who will start us off.

07:46

Allright. Thanks, Michael. So hi, again, everyone. | just wanted to give you a brief overview of what
we're going to cover in our webinar tonight. So we're going to start with a review of pre-recorded
presentations, both some tips for recording them as well as the process for submitting them. I'm
going to briefly touch on posters, the same thing, how to create them as well as how to submit
them. And I'm going to finish off with just briefly touching on some of the features and Whova
specifically for presenters how you can interact with your session areas, as well as some other areas
within Whova. Now everything we're going to cover this evening is going to be accessible on the SFA
website. This webinar will be recorded as well as the transcript posted. And we currently have a pre-
recorded presenter guide that you can access on the SFA website. I'm going to be referring a lot to
that throughout the night as | share my screen. So | just wanted to point out that that is accessible
for those who would like to follow along. So without further ado, I'll go ahead and share my screen.
All right, so jumping right in, we have our SFA pre-recorded presenter guide. And for pre-recorded
sessions, we have recommended two different software's which are ideal for pre-recording
presentations, especially for people who are less tech savvy or not as comfortable exploring different
types of software's. So we have detailed instructions for PowerPoint and creating audio in addition to
your PowerPoint slides. I'm going to walk you through that process right now. And then I'm also
going to walk us through the zoom process. So to start for PowerPoint. I'm going to share a
presentation here and | will note | am presenting today from a Mac computer so some of the struct
instructions will differ a little bit and how they look if you are using a Mac or a different processing
system. However, the steps are generally the same. And again, we have detailed instructions on the
pre-recorded presenter Guide, which can walk you through those steps. So here | have a sample
presentation, something | took from my graduate work for the purposes of this project. So under the
homepage, you have your normal sort of tools in PowerPoint. And if you want to record audio to
your presentation, you want to head to the slideshow tab. Underneath the slideshow tab, you'll be
presented with an option that says record slideshow. So when | go ahead and record the slideshow,
you'll see here I'm opened into a new window. And so it's currently recording the audio that I'm
speaking, as | click through the slides in my presentation, you know, so for instance, here, | might
introduce myself, the introduce my presentation title, make some preliminary comments. And then as
I click through, you'll see that the recording basically starts over for each slide. Soit's timing each
slide, as I'm going through it and recording the audio on top of it. You'll note, as | click through the
presentation, at the very top, here, we have a little bar indicating my progress through the
presentation.

Soit'sreally useful if you're trying to keep your presentation within a certain time slot, say 15 minutes,
| want to make sure that I'm at my middle of my presentation by seven minutes, you can sort of
keep yourself on track. | have the ability to pause this at any point, if | want to pause before | get to
a new slide, organize my thoughts, find some notes, things like that. And you'll note when I'm ready
to end the presentation recording, it will take me back, excuse me, it will take me back to the home
screen here. And you'll see on the home screen now we have recorded the timing for each slide. And
there should be an audio button here, which looks like a little star and that notes that it's recorded
my audio. | think because we're on a zoom meeting, it's not showing up right now. But you should
see the narration timing, as well as a little feature here, it looks like a little star like a shooting star
symbol. And that indicates that the audio is tied to that slide basically. So you can go through record
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your presentation that way. If you say you know what | really don't like how | recorded slide number
three, it's really easy to go ahead and clear off the narration and the slide timing and just rerecord that
slide. So here under record slideshow, | have a few other options, the first being clear. So | can clear
the timing on the side. And | can clear their the narration on the slide. In this case, it hasn't saved
because we're inthe zoom meeting, but normally it would have saved. So if | clear the timing on the
current slide, | want to make sure I'm selected into the slide that | want to rerecord. And when |
select record slideshow, you'll note here, | started on that slide three, and now it's recording just for
that slide.

12:45

So that's just if you need to re record, you don't want to record the entire presentation, it's a really easy
tool to edit that presentation as needed. So again, I'll end the show. And we'll see here. Okay, so thisis
the symbol | was talking about. So thisis the symbol you'll see when the audio has recorded properly.
And again, you shouldn't have any issues with this. It's just because zoom is taking my audio. So now
that your presentation has been recorded, what you want to do is download this in an mp4 format,
that's a video format.

So in Mac, and it's going to be a very similar process for Windows, you want to head to the file bar.
And after you've saved your presentation, you want to export it. So we're going to export it to an
mp4 file a video file. Let's see. So you want to find the file of choice where you'd like to setit. For me,
I'l go ahead and setit on my desktop. That's fine. And then for the file format, this is where you want to
change itto mp4. The mp4 again, is that video file. And so when | pull down that mp4, you'll see
there's a few different quality options. There's presentation quality, internet quality and low quality,
we want to stick with presentation quality. Down here under timing, we want to make sure use
recorded timings and narrations is selected. This basically will take the timings that you've just
added to your slides as well as the narration and combine that with your PowerPoint to make a
video presentation. So once you go ahead and export it, I'm going to show you what that looks like
here. So here | have my presentation title. And you'll see here it's an mp4 file. Again, that's a video
file. And so when | go ahead and open that up, you'll see here I'm gonna make this a little smaller
that | have a video that | can play. Now I'm just gonna play a moment of this so you can see what it
looks like with the audio and the excuse me their narration and the slides moving together. It's just an
example. It's nothing fancy. So here we go. Hello everyone. My name is Kira and today | would like to
discuss a presentation on field notes and data management. On my first slide here | would like to
discuss Duncan Bradley's making and managing audio recordings, where he discusses different
types of media and audio tools to use while conducting ethnography in the field. So you can see there,
the audio is going in tandem with the slides that I've recorded. It's created here just a minute and 30
for presentation. And it's downloaded in an mp4 file format. So that is really all it takes to create
your presentation in zoom. The one drawback is that you don't have a video thumbnail of yourself
associated with the PowerPoint presentation. However, this is not a requirement for our meeting. If this
is the software you feel comfortable recording with, that's absolutely fine. It's very easy to use. And so
we wanted to show you what that looks like. The other tool that's easy to use, I'm going to switch back
here is zoom. And now most of us have been on zoom for the past year or so. So we're very familiar
with what the software runs like. And if most of us have an account, you'd be able to create your own
presentation with relatively few problems. So because we're on the zoom meeting, I'm not going to
be able to show you the instructions step by step as well. But I'm going to give you a quick look at
what it might look like. Soin our pre-recorded presenter guide, we have this link, which shows you how
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to conduct a local recording in zoom, I'm just going to show you briefly what this might look like. So
once you start your own zoom meeting, and again, if you're presenting by yourself, you won't need
to add anyone, you'll just start a zoom meeting by yourself, there's going to be a button towards the
bottom that looks like that record. And it gives you two options record to the cloud or record to your
computer. The record to cloud and record your computer are two options, which basically determine
where the recording is going to be stored. So the cloud recording is going to be stored in your online
zoom account. So this is the account that you access from an internet browser. Now cloud
recordings are saved in the cloud, so it doesn't take as much space on your desktop, or any files on
your computer. If you've chosen to record to the cloud, the recordings will show upin this online
browser under the recordings tab. And under cloud recordings. The other option is to locally record
and locally record would be recording to your actual computer. So under my local recordings, | can
see the recordings that I've actually created with zoom. But they're not accessible within this zoom
online window. Essentially, ittells me where on my computer, I've stored that recording. So | want to
show you what that looks like when you download to your computer.

17:44

So after you've downloaded or excuse me, after you've recorded your presentation, you are going to be
presented with a window that looks like this. See right here. Sorry, let me come back a little bit right here. So
after you've ended your meeting, you'll get a window that says your meeting recording is being converted.
Essentially, it's being converted from the format of zoom into the mp4 files and the mp3 files that
download when it's finished converting, it will essentially open up this file. And in this file, you'll have three
different types of files, you'll have your mp4 file again, this is the video file that we need to upload Whova. You
also have an M three u file and an M for a file. One of these is an audio only the M three U is kind of an
audio playback file. But regardless, the only one you really need to pay attention to is the mp4. Now if | go
ahead and open this file, you'll see again, it's a video see if | can make this a little smaller here. And so
this is another just quick  example to show you what a zoom meeting looks like. Hi all welcome to my
presentation. I'm going to start recording right now. That was quick. Not very, no, not crazy professional.
But as you can see in the recording, I'll come and open it real quick again so you can see  what it looks like
here. Let me pause it. There we go. So you can see I'm able to share my screen able to share any
presentation materials, whether it's a PowerPoint, a PDF, anything else on my computer, at the same
time, I'm getting that video thumbnail on the right corner. So not only are your attendees or people
attending your session, unable to see able to hear they're also able to see you. So if you do have the ability
and feel comfortable using zoom, we recommend it it's pretty easy to use. And we are here for extra
tips. So with all that being said | just want to review the naming convention that we are requesting that
files be submitted to us in so on the program. Whoops | knew | forgot to open something sorry. Go to
my history, open up the program. It's too many files, | knew I'd forget one. Okay, so as you'll see, with each
session, there is a session ID basically associated with the session. So some of our workshops here, 18 118
318, four, and so on, we're requesting that all of the files you submit to us have your session ID along with
your last name. So for me, I'm going to look at the session that I'm in, which is going to be pr 26 dash 11.
So what I'm going to do is I'm going to change the name of my file to pr 26 dash 11 dash balance my
last name, | can show you real quick how to do that. And this is going to look again, slightly different on a
Mac, on a PC. So I'm going to right click on the file, and simply select Rename. So once | select
Rename, | can type in my session with a dash and my last name. And there we go, we're good to go ready
to submit that file. Um, all right, | think that's everything for right now. So what I'd like to do is hand it
over to Sherri real quick to touch on some of the accessibility steps that we're asking presenters to
take.
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21:16

Okay, thanks, Kira. Hope hopefully, everybody can hear me. As | indicated, | am the

substitute today presenting on accessibility. So excuse me if | look down at the notes a little bit,
because | don't want to forget what I'm supposed to say here. But basically, you should know that the
SFA has really been looking into having a very accessible virtual meeting. And we've been in
conversation with a number of other professional organizations to learn about best practices. And
we'd especially like to give a shout out to nail in the AAA, who've helped us a lot with thinking about
what kinds of features we should have. What we're asking presenters to do is either caption their
videos and their instructions for that in the in the guide for how to do that for zoom or for
PowerPoint. And if that doesn't work for you, another option is that you could provide us with a
transcript. And we're asking that you do that for all of these videos. Because it's really helpful to
anyone who is deaf, or hard of hearing, or someone who doesn't necessarily process auditory
language very well, it's very useful for them to have the transcript to be able to understand all of
that content. And we want everybody to have the best chance to understand all of the content that
we're presenting. So that's why we're asking you to consider doing that. We also are, as we talked
about the top, you can use Al captioning options, they're definitely getting better if you're following
along on the bottom. Even though they're better. There are certain types of words and things that you
might say that the Al captioning might not pick up correctly. So we're asking you to please go
through after you get your presentation together and check that transcript because things like
names, proper names, those types of nouns, technical terms, those are the kinds of things that are
likely not to pick up as well. Some of you already know | am from Brooklyn, | am not the clearest of
all speakers. And | do need to go back and correct a bunch of things after | do this step. So it's really
it's important to make the transcript.

And it's also potentially important to fix the transcript so that somebody can actually

benefit from what you're doing here. So that's enough about captioning and transcripts. For now,
you can ask us questions about that. A lot of the standard things we know the answer, if we don't,
we'll try and find out for you. First thing that we're asking people to do for accessibility purposes, and
hopefully just for maybe for just for good manners in the future, is to do an accessible introduction.
And that's what you saw us doing at the beginning, where you're giving a brief, potentially, a visual
description of yourself, using whatever terms you're comfortable with. And possibly including your
pronouns would be really helpful so that people know who is speaking. And for those where thisis
beneficial, that they can see you in the mind's eye. So that would be really useful if you give a visual
description at the beginning. Similarly, if you have text on the slides, it's really helpful if you read
that text. So you see here, there's a series of bullets so you could read those out loud. Someone did
askinthe last session, you don't need to read all of your references, that's probably more than is
necessary and can be handled and done. Butif you have just You know, a sort of manageable amount
of text on the slide, it would be really good if you read that text out loud. Additionally, um, let me see
what did | want to say next, | lost my train Oh, images. Soif you have images on your slides, soif there
wasn't a white wall here, if there was a beautiful snowcapped image of the Rocky Mountains, it would be
great if you said that. So, there's imagery on your slides, which a lot of times in anthropology
presentations, there will be, please do describe those images. So again, so that somebody can see in
their mind's eye, what it is that you're talking about. Something Another thing | want to mention is a large
font that is important.
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25:47

Least 18, or larger, largest good, and high contrast lettering. So here you see we have a light colored
background and dark text, it could be the other way around. But please do have high contrastin your
presentation slides. And lastly, for obvious reasons, something that I'm not especially good at as a fast
speaking New Yorker, speak slowly, that would be so fabulous, it would help people understand what
you're saying. It would help the Al captioning to keep up with it. And | put this into practice myself, |
did a narrated PowerPoint, | believe | spoke twice as slowly as | normally do. And it was a beautiful
thing. And even | thought it was understandable. So it's hard to do that. Because when you're
presenting and probably when you're recording your presentation, there can be a lot of adrenaline
going. And even if you don't realize it, you might start speaking quicker than you mean to. So for the
benefit of having a good recording, and for the benefit of the Al in the captioning, please speak much
more slowly than you normally would. And everything will turn out. Great. Let me see if | forgot to tell
you anything. Um, yes, one thing | forgot to tell you. | think Carol will be talking about this in a few
minutes. But you're gonna have the opportunity to provide handouts that will be possible for Whova.
So you want to do the same things with your handout that it could have. It could have a transcript
that it has a good, a good font good contrast. What else do | want to tell you about the handouts.
Another thing to pay attention to, is unlike when we're having the live meeting, and your
presentation might be up on a really big screen in a conference room. Here, people might be looking at
iton a very much smaller screen like I'm using a, you know, sort of aregular size laptop right now. So
that's another reason to think about making your stuff as big as it can be, because it's very possible
that someone is seeing it on a smaller screen than we're used to in the traditional presentation
format. And | think there are more instructions about this and the presenter guide, I think I'm going to
stop there and either cure or someone else will kill me if | forgot to tell you about something in this
section. But | think that's the basics.

28:16

Thanks, a wonderful, so I'm just going to bring us back to the presenter guide so you can see where
some of those tips are. So down below here, we have tips for recording

guidelines for creating these accessible introductions that Sherri was mentioning what your visuals
might look like, as well as some tools and instructions for captions and transcripts. | also wanted to
mention real quick, if you are really tech savvy, and you don't want to rely on PowerPoint, or zoom,
we've also listed some other presenter software options. To really quick I'm just going to show you
the websites Camtasia, which is a screen recorder and video editor. Most of these have free trials
which afford about five hours of video recording. So it's enough to sort of get in play around if you
feel comfortable. And they offer quite a bit of customization with your presentation. You can screen
record you can use web camera capture, you can you know, use audio recording simplify certain texts.
So if you feel up for the challenge, you want to try something new, we recommend that there's also
another software here called Panopto. Again, they offer a free trial give you a little bit more of that
modification of your presentation. Finally, if you have any university supported or workplace
supported technologies, and they might afford you licenses to some higher end software's including
Adobe Premiere Pro, as well as VoiceThread. So again, if you feel comfortable and you want to venture
out, feel free to do so. Now down for the transcripts. transcripts will be uploaded in Whova along
with any handouts and supplementary material that you might like to provide. | want to give you a



quick look of what this will look like in Whova. So in Whova this is sort of What a pre-recorded
presentation will look like. I'll come back and explain some of these features. But | wanted to show you
down below if you if you do provide session transcripts or any handouts or supplementary materials,
they are accessible down below your presentation, and they are downloadable. So we have provided
instructions for how to add Oops, sorry, so many tabs, let's see how to add a watermark in your
Microsoft Word document or in your Microsoft PowerPoint. So a watermark is something that would
overlay your text and prevent people from sharing it, letting people know that the information is
under copyright. So if you didn't want to provide those materials, there is an extra way to keep them
you know a little bit safer, while still allowing for an accessible meeting. And we have again provided
step by steps for both PowerPoint right here and Microsoft Word. | think that's everything on
handouts and supplemental material. So we'll go ahead and discuss submission. Sothere'stwo
optionsforsession chairs, and pre-recorded presenters. The first is to ensure that each presenter in
your session records an individual video on their own. So that could be recordings, from zoom
recordings from PowerPoint, whichever software your presenters choose to use. The second format,
which will be a little bit more ideal would be to schedule a zoom meeting with all of your presenters,
and record all of the presentations at one time. This would be beneficial for two reasons. One,
you're downloading one video format all at once. And the second one is it gives it a little bit more of
a live format feel. And so members as they're watching it, instead of seeing a string of videos put
together, they're gonna see this nice interaction between the session presenters and the session
chair. So it's up to you | know we're all working with a much earlier timeline than we're used to. And
we'll accept presentations no matter what. But if you have the ability to do that together, that would
be great. A point here as well, if you don't have access to a zoom account that allows for more than
40 minutes of presenter or meeting time, you can email us and we'll go ahead and give you an SFA
meeting link, we just ask that you pick a time and a date that all of you guys can meet up we'll provide
the link will help moderate the session. And then basically that recording will automatically upload to
the SFA A's account. So you really don't need to do anything beyond that, unless you want to
provide some of those additional supplementary materials. So on February 12, which is next Friday,
we are going to send another email out to session chairs and presenters with submissioninstructions.
Essentially, we're going to set up a forum on the SFA website where you can submit these video
presentations and any supplementary materials. From there, we're going to take them and get them
uploaded into our Whova system. Those materials are due at the end of February, February 28. So
you'll have the ability to upload it as soon as February 12. But again, you have a few weeks to sort of
coordinate with everyone and make sure you can get all those materials and by the end of the month.
Okay, I'm going to go ahead and switch over to posters now. So poster sessions are going to be
hosted in Whova, as well as in a website called Adobe portfolio. So | want to show you what the
Adobe portfolio website will look like real quick. As you can see, we have student posters, non student
posters and tourism posters. And | have an example here. But you'll note that all of these pages are
already set up. So once we receive presenter materials, they'll basically show up just like mine is in
the top left corner. Once you click into that presenter area, you'll be able to see the presenters name,
the title of their presentation, and any materials they submitted to us. So basically the poster and if
they choose to do the three to five minute poster presentation, that will be listed here. Now in terms
of Whova, it's going to look something more like this. So the posters, the poster presenters will each
have their own session slotin Whova. The reason they'll have their each dedicated area is so that
members can engage with them in question and answer and chat. So each session presenter will
have a dedicated space where people caninquire about their presentation and discuss with members
more about their work. And so down below, you'll see here this will be where the abstract for the
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poster is listed, as well as a link which will take you directly to that poster. And so that's sort of what
the setup is going to look like. And now | wanted to show you some of the tools for creating poster
presentations. So I'll head back here. So we've listed a variety of tools that you can use for poster
presentations. The two most popular are PowerPoint in Canva, which we've provided in depth
instructions for I'm going to review Canva right now, since most people are probably not as familiar
with it. And I'm just going to show you we have uploaded a video Our presenter guides, which will walk
you through step by step how to create your poster in Canva. This is an example of what a completed
poster might look like. And we've included recommendations for text size, as well as forimage size. So
you can create a poster that's going to read well on the website. And as well as make it easy for you
to create that within this software. Once your poster is finished, you like the way itis, we are requiring
or requesting that you download it as a PNG or a JPG file, that is a photo file. Now we're requiring the
PNG orthe JPEG. Because of that Adobe portfolio, we cannot accept PDFs for poster files. So again, it
hasto bethe PNG orthe JPEG, PNG is going to offer you a little bit higher quality of an image. But if
the PowerPoint software or another software you're using to create your poster doesn't allow for PNG,
JPG is fine as well. But either way, it just needs to be a photo file.

36:02

So real quick, | wanted to touch on the poster content. So post your content, we recommend that you
follow the triple A guidelines for poster content. So you know including your name and title, the use of
illustrations and graphs, including text from your paper, and then headers, we also are hoping that
people might engage in creating accessible copies of their poster presentations. By creating an access
copy version of their poster, we have linked the triple Ace guidelines for doing that. So basically, what
access copy allows is for a PDF version of the poster, and | know that's a little confusing, because |
said no PDF, but what's gonna happen is we're gonna upload the PDF right into Whova. So even though
your normal poster and your video presentation will be on Adobe portfolio, if you include the PDF
version, the accessible copy version, members will actually be able to access it from within Whova. It'll
be very similar to that handout space | was showing you with the pre-recorded presentation. So again,
you can go ahead and create that you can add some watermarks to that we've included the instructions
from the triple A's website. And so again, this just helps make our meaning a little bit more accessible.
Let's see, um, okay, | went through poster file format. Okay, also, you can create a three to five minute
poster presentation video, | would recommend using similar software's to what we mentioned above
either PowerPoint, zoom, whatever is sort of works best for you. The submission deadlines for posters
are going to be the same. So again, we're going to send out links to poster presenters on the 12th. And
then they can come into the SFA website and submit that anytime between the 12th and the 28th.
Essentially, we want all of our pre-recorded presentations and posters submitted by the end of February,
because we're going to make Whova open and accessible to members at the beginning of March. And
so if members are going to be in the system, checking out presentations, we want to make sure that
yours is complete and ready to go before that happens. Okay, just keeping myself on track here. So I've
covered everything for the pre-recorded and the posters. So what | wanted to do was show you some of
the areas and Whova, where presenters will be able to engage with attendees and understand really the
full capabilities that you will have as a presenter. So I'm going to return here to the pre-recorded
presentation and show you the section. So as you'll see on the right here, each of the session is going to
have a Q&A and a chat area, the Q&A area and the chat area will be presenters will be able to

38:48
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have notifications for this area. So if attendees asked questions, or they engage in chat members
are presenters will receive emails from the Whova system, letting them know that someone's engaging
in their session. That's important because even though the pre-recorded presentation has a given
time slot members can actually come in and access it before that time slot and after that time slot. So
instead of watching your session like a hawk, for any period of time, you can just come in and
access it when you know people are in here and interacting. The Q&A session area is very easy.
You have a few different options when engaging in the Q&A. You can pin the question to the top. And
so when you pin it to the top, you'll get a little pin here. If it's a popular question, or one you think is
worth having visible for members, when they come in, you can go ahead and do that. You can also
hide the question from the audience. So you'll see here it goes hidden when | hide it. So if anyone asks
something inappropriate or maybe just not relevant to your session, you can go ahead and hide that
question. And then you can also mark it as answered.

And so once you mark it is answered there will be two sec sections up here basically answered
questions on answered questions in order to answer the question, you will Click into the title here. And
you can see here, | can type in aresponse. And so the response is going to look very similar to just a
chat. And so once | go in and have that chat response, | can then mark it as answered. And when
people come in, they can see how many replies have actually been given. Soifthere are multiple
presenters on asession, multiple answers can be given. Soiit's really nice, really interactive. The other
areais the chat area. And so you see the chat area looks very much like aniMessage, or any messages
system. And so members will be able to type. And once they type, they'll, you'll be able to see their
name, pull up their profile, and chat back with them have some of that sort of asynchronous
conversation. The other area here is the polls area. And so the polls, each session is allowed to
create up to five polls, and you have a few different options when you create your poll. You can
create multiple choice checkbox, short answer, word cloud, different types of polls. And you can also
prompt attendees to answer the polls. So when attendees come into your pre-recorded session, if you
want to just ask a question right away or prompt their attention to it, you can go ahead and do that.
You also don't have to do that, just an option within Hoopa. So those are the main areas within the
session that the presenters will really have engagement with attendees. The other areais the
community area. Now the community area can be accessed both within your session area, as well as
in this left Main Navigation tab. For visual purposes, I'm going to access it through the left tab here so
you can get a full view of what it looks like. So as we've mentioned in our other training webinars,
these channel meetups listed here are reserved for live stream presentations. So pre-recorded
sessions, poster sessions don't have an area dedicated for live discussion. If you'd like to create live
discussion, you can suggest a meet. And so suggesting a meetis basically a virtual meetup, you can
use azoom account, you can use

a Microsoft team's account, you can use really any other virtual streaming software. And you can
really create any topical discussion, you can create a happy hour or reception of some sort. Select
your zoom account and add your LinkedIn and select a date a time and a duration for the meeting.
Once you go ahead and add that to this area, the the meetup will show up here along with the other
channel meetups. So members, we will be able to come in see what the meetup is all about. If they
want to join at the time that meetup is going on, they can do so. And there's also chat associated so
you can have asynchronous chat associated with your meetup.

42:42

A note about that, because itis a great feature. Unfortunately, we won't have moderators available for
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any meetups that you create. Soin our SFA moderator guide, or excuse me presenter guide, we have
created two quick reference guides and tips for moderating sessions successfully. So both how you
can use zoom effectively, as well as tips and tricks for running a smooth meeting. And so just a word of
caution. None of these links will be shareable outside of Whova. So there is relatively small risk for
zoom bombing. However, we've seen that anything can really happen over the past year. So we just
you know, a word of caution. If you do end up going that route. The other thing you can do is add a
topic or social group. Now this is going to be something more like an asynchronous conversation.
You'll see here we have some sample conversation, some photos being shared. So let's say
someone wanted to create a topical group for their poster presentation, or a specific topic, maybe the
business tag wants to create atopic, they can go ahead and do that all of the members can come in
and essentially engage in that asynchronous chat and Q&A area. Okay, | think that's everything for
who the presenter areas. | wanted to mention also how to create your speaker profile in Whova. And
what he was going to look like from the attendee perspective. And again, these instructions are all on
the presenter guide. So here we go. In early March, we're going to send out links from the Whova
system to set up your speaker profile. The speaker profile is just going to be your information, we're
going to set up all of your session information and attach you to your session. This is just going to
be the profile that people see when they come into your session. So all it's going to ask for is your
name, your email should already be in there, affiliation, job title, biography, as well as a profile
picture. This won't give you access to who the as an attendee, it's essentially just setting up your
speaker profile. However, at the beginning of March, we're also going to send out attendee links, and
the attendee link is going to be very similar to your speaker link. Except it's going to give you access
to the entire Whova platform. So you'll be able to build out your agenda, find your session, start
answering some of those questions, the speaker profile will connect to your attendee profile. So
when you come into your attendee profile and create that attendee account, your speaker profile
information should be saved. Essentially, the difference is the attendee account will give you access
to the entire platform. Now, | wanted to point out, we have attendee instructions on the website
already. So these are instructions for both the desktop Whova app and the mobile Whova. app. And
there's PDFinstructions, as well as instructions just listed on the website. Now, who've | wanted to
mention is free to use, you won't be charged anything to create an account. Essentially, we've
already paid for the event and just come in and create your account under our license. We will be
providing in that first week of March some one on one assistance for people who need help creating
their account, getting familiar with the software, navigating some of the different areas. So with all of
that being said, | wanted to show you or share with you some information. Oops, sorry.

46:12

office hours. So a few of us atthe SFA. In our meeting Working Group wanted to provide some more
one on one assistance for people who need it. And so both myself and Janelle Marshall will be offering
calendly booking live slots, you can come in and book a 15 minute slot. If you have a quick
question, you just want to speak with someone one on one. You can also book a longer slot if you're
having issues with your presentation, or questions about Whova and submitting presentation
materials. We also have provided emails, so if email is better for you, we would be happy to answer
your questions over email. Finally, Rebecca Ely long, who was not able to be with us tonight is
available for any accessibility questions. Soif you're having questions, creating your presentationsinan
accessible manner, or questions about who has accessibility, you can direct them towards them. And
finally, I just want to finish with our other training dates, we're going to be providing some live stream
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training on Thursday to 25 and Monday through one. Soif you have a live presentation, we're going to
do something very similar to this. And we're also going to be providing a live stream presenter guide
on the website. And the first week of March 1 second week of March, we're going to be providing
moderator training. So if you are a moderator for webinars, we're going to walk you through how to
moderate those sessions, how to keep our meeting, meeting safe, technologically working, and
enjoyable for everyone. And then as | mentioned, after we make Whova available to everyone, we'll be
offering some individual and small group training, if you're having trouble setting up your account, or
you just have some questions would like someone to walk you through it. So um, | know that was a lot
of information, all of this information. Most of this information is on the website. We'll also be sending
out information with our newsletter coming up, as well as an email with some of these contact
information and training base. So you know, we're here, and we want to be accessible to you as this is
a new meeting format for all of us. And I'll end there. I've talked enough for the night, but I'm happy to
answer any questions.

48:17

Here, | justlike to say thank Well, thank you very much, both to you. And Sherri, before we move on to
the question and answers you on that last slide, you showed the moderator training, and | just wanted
to say to those on the call that each of our livestream sessions and our Whova meetups will have a
moderator to help with technical and security issues.

We are in the process of recruiting moderators from our membership. So Jerry puts her thumb up
there. Yes. Sothe TIGs and our co sponsors have been asking their members to volunteer as
moderators, and we've had a good response. We are still in need of people to moderate one or two
sessions. Soif anyone is out there be interested in sitting in on a session that they like and maybe also
moderating that could help us a lot. And if you are you could just email me email me or Kira or the
technical coordinator email address, but that would help us out alot.

49:25
All right,

49:26

I guess | will go ahead and walk through some of the questions that we have gotten so far. If you have
any further questions, please feel free to drop them in the Q&A. So our first question is, what format
do we use for the transcript of our talk? That's a great question. | would recommend using one of the
software's we've recommended, which is otter, | think the other one was a Mara. And typically those
will download as either a Word document or a PDF file. Both of those can be uploaded into Whova.
So as long as it's sort of a Word document type of format, we'll we won't have a problem. Upload
them. And let me know if | need to clarify that at all. Okay, next questions. How do you activate?
activate the Al transcription system in zoom? And can you edit the zoom recording while you were
taping it? For the second question, | am not 100% sure about editing the zoom recording while
taping it, I'll do some research. And | can try and create an answer. We're going to create a little FAQ
document, afrequently asked questions. So I'll add to that and see if we can get an answer. And then
activating the Al transcription. I'm Melissa Trish. Okay, great.

50:42
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Yeah. So basically, atthe bottom in your tray on zoom, you'll see that there's a button that says live
transcript. And if you click on that, there's a feature that says enable or disable live transcript. And you
can just test it with your mic on you can take atest and you

can you'll be off to the races.

51:06

Great, thank you. Okay, so let's see, someone said 18 point font is too small now recommends 20 or
32. And no more than six lines per slide, | will double check where we had 18 point font listed and go
ahead and get that changed.

51:21

Yeah, | think it might | can in response to this, | think it's a typo. Um, basically, if you want to see
there's a question coming up later about what accessible stuff looks like. And you'll see we did direct
you to set some links that triple A has up because they do have some samples there that you can
look at. And since this is our first time doing it, it would be good to look at those samples if you want
to see.

51:45

Great. Alright,

51:47

so another question. Is there a standard? Oh,

51:50

I'm sorry. I'm supposed to answer this as well. Thisis my answers. Thisisone aboutitsays is there a
standard of length or level of detail on describing an image. This is what we talked about having an
accessible image description. And the person my colleague actually asking this question says | will
be showing various slides that are screenshots of an M Health app is afive second overview sufficient,
one could easily spend much longer if | got into all the details of what's on the slide, this is a really
good question. So the answer to this is you want to as a baseline minimally talk about what's on the
image.

Here's the image that's up. Here's what you're seeing, you know, literally like through the lens of the
camera. However, ifit's relevant to your presentation, if it's about a telehealth appointment, and you
need to describe some of the features that the people are engaging with, and what they see on their
keyboard, or what they see on their screen, you may want to go longer. So it's dependent on context.
minimally, you want to give the

baseline but you may want to describe specific features and details that are important. It could be
different in a tourism session, it could be details about the weather, it could be about signage, so each
presenter will decide what's really important. But imagine if someone is have is relying on that
description for the image, what they might need to know from you if they want to see it, as you're
seeing it as you're recording the image description.
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53:28

Okay, another question. Isthere somewhere yourecommend to see an example of accessible
presentations with descriptionsthroughout?

53:39

So |l guess | can answer that. Basically, it's the same thing | would say if you want to see some stuff
that's already up there. As a best practice, we do refer you now put some good stuff up there triple A,
that will help we can also look at things for you. If you're not sure whether giving your purpose we
just asked to have it in enough time that we can interact with you and help so we're not doing it all
bunched together at the last minute, but we can help with that.

54:08

Okay, it looks like that's all the questions. can wait a few minutes if anyone has anything else that
might pop up.

54:18

While we're waiting, I'll say again, thanks to the presenters and Akira, you've really done a lot on this
session. And in the other. | will have to give you a break from some of these in the future. One thing
I've learned from these two training webinars on pre-recorded and in the sessions that I'min, we've
already started talking about how we're going to do it, whether through zoom or whether through
PowerPoint are enough to and combine them. So it's | found it really helpful in a sense that it I've
never thought about my presentation for SFA this early and the more that | Learn and the more that |
explore it, the more | discovered that there are a lot, there are new things with it that allow me to do
things that | didn't know about. So | have gone back and forth between pre-recorded and live in my
mind about which one | prefer or whatever. And I've come to the conclusion

that both of them have lots of benefits on the pre-recorded that you can have your pre-recorded up
there the entire conference, people can email you chat with you to get in touch with you can have a
conversation, you can really extend the time that people can see your meeting will be recording the
live stream, but it'll take a little time to get it up there. And you can get close to having somewhat of a
not alive discussion, but you can have a lot more back and forth than | would have thought. So |
encourage everyone to start early and explore these options and doing it and let us know your
questions. The team and Kira and Rebecca Ely and Melissa and others, either they're very, very
responsive and have learned a lot and are willing to help out. So if we do that early and engage with it,
| think we can have a much a very successful conference. And | see another question.

56:23

Yeah, so someone asked to clarify, we record our panel session first, upload the recording, and then on
the actual day, the chair is going to moderate the sessions recorded. So unfortunately, it's not going
to work quite like that. If presenters decide to record their presentation separately, we're essentially
just going to string those videos together. Sothe session chairis not going to be like live in that session,
providing transition so much, which is why we've sort of recommended the zoom presentation
recording format, you can all get together, it can flow a little bit more like a traditional presentation.
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So yeah, | hope that answers the question.

5711

| want a second what Kira's saying about using zoom for the pre-recorded in our session, we've made
the decision to do use zoom, and itis true. Now we need to do our session next week or something like
that. But on the other hand, it feels more like we're in a live session doing it through zoom on screen
just like this. And so I that I, | vote for zoom. And it's easier also for the SFA in terms of we don't have to
combine your files afterwards, although we're willing to do that. Are there any more questions looks.
Um, the last thing | wanted to do real quick, which I realized we didn't, | will be dropping the office
hours contact information in the chat. And so this information again will also be going out in our
newsletter as well as an email. But just so you have the information if you'd like to book sessions or
email us.

58:23

Well, if there are no more questions, thanks to everyone for participating tonight. We look forward to
seeing you at our virtual meeting in late March. It'll be here before we know it so good luck getting
your presentations ready. Let us know your questions. And stay safe and thanks a lot. Thank you,
everyone.



