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Keynote presentation & Technical presentation: 

As a virtual conference, all presentations will be pre-recorded and uploaded by 

the presenter.

preparing and uploading your presentation video

Posters should be created in the same format as would be used on-site and 

saved as a PDF(~84x120cm ~A0). 

Poster presentation:

preparing and uploading 

both your poster and short presentation video (3-5 minutes)

Keynote: 40 minutes (max)
Technical session: 15 minutes (max) 



Guidelines for preparing your video
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- Format: all files must be in MP4 Format.

- Bitrate: less than or equal to 1 Mbps bitrate. 
To check the bit rate, right click on the file name, 

click on properties, go to the details tab, and look for total bitrate.

- File name: please use “PaperID_Title.mp4”, 

where PaperID is your Paper ID from the paper submission system.

Ex.)  0000_Preparing_your_video_presentation.mp4

- You will be able to upload your video from Sep. 13th to Sep. 19th, 2020. 

- Videos that are not received by the deadline will be considered no-shows.

Upload link for your video(MP4) and poster(PDF) files:

limited to 

300MB file size

underscore symbol

(Do not enter spaces!)

- Keynote presentation: 40 minutes (max). No limit to the number slides.

- Technical presentation: 15 minutes (max). No limit to the number of slides.

- Poster presentation: 3-5 minutes with maximum 3 slides.

The URL and password will be announced at a later date. 



Video recording tools
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There are several video conferencing tools available to easily record your presentation.

You can use any meeting software (e.g. Zoom, WebEx, Microsoft Teams, Skype for 

business, Google Meet, Gotomeeting, BlueJeans,…), as long as you get a high-quality 

recording and your final file is in MP4 format.

Zoom: Local Recording

WebEx: Record a Cisco WebEx Meeting

Microsoft Teams: Record a meeting in Teams

Here are quick instructions on recording a presentation on common platforms:

TIPS FOR RECORDING

1. Use as quiet an area as possible.

2. Avoid areas that have echo: rooms should be fairly small and sound dampening with carpeting, curtains, furniture.

3. Good headset with microphone close to mouth but away from direct line of mouth to reduce “pops”. 

Avoid using default built-in microphone on computer.

4. Perform a test recording of a couple of minutes and review the sound and picture quality, MP4 format, 

and bit rate before recording the entire presentation. Make adjustments if needed.



Zoom: Local Recording
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1. “Sign in” and start “New Meeting” 

IEEE TV instructions for recording your presentation with Zoom:

https://ieeetv.ieee.org/mobile/video/recording-your-presentation-with-zoom



Zoom: Local Recording
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3. Select a window or

an application.

2. Click on “Share Screen”.



Zoom: Local Recording
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Start recording:

More > Record (Alt + R)
4. Prepare your presentation view before start recording.

5. Select “Record” to start recording your presentation.



Zoom: Local Recording
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Recording sign

Stop recording: 

More > Record (Alt + R)6. Select “Stop Recording” to end your presentation.



Zoom: Local Recording
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7. Click on “End”.

You can choose either.

8.Automatically saving

& creating .mp4 file.



WebEx: Record a Cisco WebEx Meeting
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3. Select a window or an application.

2. Click on “Share Content”.

1. “Sign in” and click on “Start Meeting”.



WebEx: Record a Cisco WebEx Meeting
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5. Click on “Recorder”.

4. Prepare your presentation view before start recording.

Recording location [default path]

For Windows: Recordings started from 

within a meeting are accessible from the 

Documents folder in My Computer.

For Mac: Recordings started from within a 

meeting are accessible from the Home  

folder using Finder.

you can choose where you want to save it.



WebEx: Record a Cisco WebEx Meeting
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6. Select Stop to end your presentation.



WebEx: Record a Cisco WebEx Meeting
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7. Click on “End”.

You can choose either.

8. Created .mp4 file

after end application.



Microsoft Teams: Record a meeting in Teams
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- Who can start or stop a recording using Microsoft Teams?

=>You must have an Office 365 Enterprise E1, E3, or E5 licenses.

- The recording happens in the cloud, and is saved to Microsoft Stream.

1. “Meet now” > “Join now”. 2. Click on “Share”.

3. Select a window or an application.



Microsoft Teams: Record a meeting in Teams
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4. Prepare your presentation view before start recording.

5. Select More options button     > “Start recording”.

6. Select More options button     > “Stop recording” to end your presentation.

The recording is then processed

and saved to Microsoft Stream.



Microsoft Teams: Record a meeting in Teams
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7. go to the recording in the Teams chat history and

select “More options button” > Open in Microsoft Stream.

8. select “More options button” 

> “Download video”.
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Thank you for your cooperation!
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