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ICSDE2020 Guidelines for online 

presentation   
ICSDE2020 offers live stream presentation and pre-recorded presentation options to presenters. 
We welcome both presentation format. All oral presenters will be invited to join our group on 
the MS teams platform to facilitate group communication.  

However, we strongly encourage presenters who opt for live stream do send us a pre-recorded 
presentation in MP4 format too in case if any contingency such as unstable internet connection 
or other technical issues, your insightful presentation will still be able to reach all the audience.  

For those who opt for pre-recorded presentation, we also recommend you to login to our 
online conference platform (MS Teams) to join the oral presentation session in real-time, 
especially the Q&A session, which allows opportunities for direct interaction with other 
conference attendees.   

In case if you have any questions, please do not hesitate to contact us by csde@vtc.edu.hk, we 
are most grateful to offer our assistance.  

mailto:csde@vtc.edu.hk
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Live Stream presentation  
 

1. Guest presenters in Microsoft Teams Live Event must join with the downloaded application. To 
present your research at the conference as a Live-Stream Presenter, you must first download and 
installed the MS Teams app. Remember to provide your email address signed up for MS teams to 
our administrator (csde@vtc.edu.hk) if it is different from your registered email so that we can 
assign authority to you for delivering a live presentation on MS Teams.  
 

2. Live stream presenter have to upload their presentation file in PowerPoint format to the 
organizer.  
 

3. A pre-recorded video presentation in MP4 format is welcomed as backup plan in case of 
contingency. The link will be sent separately to each presenter via email later.   

 
4. There will be one single moderator responsible for the logistics of each presentation session. 

They will help presenters to display the slides along with the presentation. To signal your 
intention to move to the next slide, voice “NEXT” during the presentation. The moderator will 
then broadcast the next slides accordingly. 

 
5. Time length for each presentation is 15 minutes with a maximum of 3 minutes Q&A followed. The 

moderator will collect questions from the Q&A box and raise the question to the respective 
presenter.  

 
6. We will arrange a pre-conference testing session for presenters to check if they can successfully 

join the conference live event platform. Arrangement and schedule will be provided to presenters 
by separate email.  

 
7. Before the conference, we will send you a collection of links for different sessions:  

a. Live plenary session i.e. the morning session in the programme. This session will be 
publicly broadcasted.  

b. Oral presentation sessions with specific theme respectively. The link of each oral 
presentation session will only be provided to presenters and registered attendees.  

(i) The presenter should enter the assigned virtual meeting room 20 mins before 
the session starts.  

(ii) A presenter must sign in MS teams with the registered email address (please 
see Point 1) via a PC station. Otherwise, they will not be able to deliver the 
oral presentation via MS Teams. 

https://www.microsoft.com/en/microsoft-365/microsoft-teams/group-chat-software
https://www.microsoft.com/en/microsoft-365/microsoft-teams/group-chat-software
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Sign Up for a free MS Teams account – Step by Step 

Walkthrough  

1. Go to Offical MS Teams Website and click Sign up for free  

 

2. Enter the email address you want to use with Microsoft Teams free. You are 
recommended to use the email address registered.  

NOTE! In case if your email address for setting up MS Teams is different from the one 
that has been provided to ICSDE2020 for correspondence, please kindly notify our 
administrator by email to csde@vtc.edu.hk.  

https://www.microsoft.com/en/microsoft-365/microsoft-teams/group-chat-software
mailto:csde@vtc.edu.hk
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3. On the next screen, answer the question about how you want to use Teams.  

 

If you choose For school, you'll be prompted to enter your school email address to see if 
you have access to Teams through your school.  

If you choose For work, you can continue to Step 4.  

4. You'll be asked to verify your information again in this step. If you have multi-factor 
authentication enabled, you may be prompted on your phone. Otherwise, you'll need to 
provide your password here. After that, fill in your name and the other requested info, 
and then click Set up Teams.  
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5. Finally, you'll be prompted to download the Teams desktop app or use Teams web app. 
Please download Teams desktop app to your personal computer as it is required for users 
who are going to present in the online presentation sessions.  
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Present on MS Teams Live Event - Step by Step 

Walkthrough:  
 

(1) Launch MS Teams and then sign in with your registered email address.  
 

 
(2) Sign in MS teams and then select the Team Org  “Vocational Training Council – Staff 

(Guest)”.  
 

       
 
(3) While the MS Teams application is running, Click the “Join Live Event” link on the invitation 

email.  
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(4) Choose “Open Microsoft Teams”.  

 

 
 

(5) The Live Event page for presenter will then prompted. Click “Join Now”. You are advised to mute 
your microphone and turn off your cam while you are not delivering your presentation.   
 
 

 
 
 
(6) Being a presenter, your announcement will be published directly to the Q&A chatbox. 

Moderator of each session will moderate attendees’ questions.  
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(7) There is also a Meeting Chat function for all the presenters and back-end producers for 
instant communication during the living streaming.  

 

 
 

Resources: 

Get started with Microsoft Teams live events 

Present in a live event in Teams 
 

 

 

 

https://support.microsoft.com/en-ie/office/get-started-with-microsoft-teams-live-events-d077fec2-a058-483e-9ab5-1494afda578a?ui=en-us&rs=en-ie&ad=ie
https://support.microsoft.com/en-us/office/present-in-a-live-event-in-teams-d58fc9db-ff5b-4633-afb3-b4b2ddef6c0a
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Pre-recorded presentation  
Video Requirements:  

1. Must be in MP4 format.  
2. A minimum of 720p HD resolution.  
3. Presentation length: a max of 15 minutes.  
4. Recommended Aspect Ratio for presentation file:  16:9    

Record a presentation by video conferencing tool  
1. You can record a presentation by using several available video conference tools which allow 

showing your presence via webcam along with the display of your presentation slides. You are 
free to use any meeting software for production. We have listed some as below for your quick 
reference:  

a. ZOOM – Local Recording  
b. MS Teams – Record a meeting in Teams  
c. Google Meet – Record a video meeting  

 

Video of Powerpoint with voice narration  
 

1. You can prepare your presentation with your voice narration by using Powerpoint.  
2. Upon completion of your PowerPoint recording, save the presentation. Click File > Export > 

Create a Video. In the first drop-down box under the Create a Video heading, select the video 
quality. A minimum of HD(720) resolution is required (1280 x 720) to ensure a satisfactory 
broadcast.  

3. The Save As dialogue box opens. In the File name box, enter a file name as 
SurnameOfFirstAuthor_ShortTitleOfPresentation (e.g. Lam_SustainableBehavior) for the video, 
and then browse to locate the file. In the Save As type box, choose mp4 file format, and then 
click Save. 

4. Upload the file to the link provided by the organizer, which will be sent separately to each 
presenter.  

5. Please visit Save presentations as videos in case if any questions.  
  

https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.office.com/en-us/article/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://support.google.com/meet/answer/9308681?hl=en
https://support.microsoft.com/en-us/office/video-save-presentations-as-videos%E2%80%8B-ba919059-523d-40a8-b99c-08d18996c09d
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Tips 
 

 
1. A quiet room allows sound dampening with carpeting, curtains, or furniture is 

recommended. 
2. A small room is preferred to avoid possible echo. 
3. A hardline internet connection is recommended, but if unavailable, use a strong Wi-Fi 

connection.  
4. Try and use a good headset with the microphone.  
5. For the live-stream presenter, please join the pre-conference testing and log in the virtual 

room 15 mins earlier which allow room for solving possible technical issues.  
6. While preparing your pre-recorded presentation, before recording the entire one, it is 

strongly recommended that you do a test recording that is at least a few minutes in 
duration to review the sound & picture quality, the MP4 format, and the selected bit rate. 
Make adjustments if needed. 
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