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Staff Introductions

• Erin Breece, Program 
Director, Education

• Diana Kane, CAE, Program 
Manager, Education
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AIHce EXP Speaker Webinar Series

• Series of webinars corresponding with various deadlines 
leading up to the AIHce EXP 2021 conference

• Assists speakers in navigating resources, websites, 
understanding expectations, and deadlines

• Assists speakers in improving presentation skills and 
conference evaluations

• For more information and to view recordings visit 
www.aihceexp.org, click “Speak,” then “Helpful Hints for a 
Successful Presentation.”
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Registration
• PDC instructors who wish to attend AIHce EXP on 

Monday through Wednesday are required to pay 
the applicable full- or one-day registration fee.

• PDC Instructors should register for the PDC they are 
instructing, using the promo code sent in December 2020

• Education session (Monday-Wednesday) 
presenters who wish to attend AIHce EXP on 
Monday through Wednesday are required to pay 
the applicable full- or one-day registration fee.

• Presenters do not have to register or pay to deliver their 
presentation, but their access will be limited to only 
their session.

Virtual Event Platform



Reminder: Presentation Times
• May 24-26 – Virtual Main 

Conference Sessions
• May 22-23 & 27 – Virtual PDCs
• Dates and times for presentations 

will remain as previously scheduled 
and reflected online.

• Central Time Zone
• Join the session at least 30 mins 

prior to the scheduled start time!

Best Practices for Virtual Presenters



• Coordinate with your co-presenters! Make sure everyone is 
aware of the scheduled date and time of the presentation and 
everyone is on the same page regarding presentation order and 
content.

Before you present…

• Practice! We want you to be comfortable with what you are going 
to say. Try not to read slides verbatim. (If you are going to be 
visible for your presentation, note that your eye movement can 
take away from your messaging and make your presentation feel 
less natural to the audience.)

Before you present…



Set Up
DO: 

• BE ON CAMERA

• Elevate the laptop on a box or stack of books so that the 
laptop camera is at eye level – make eye contact with the 
camera

• Use an external microphone (headset, headphones, 
podcast mic, etc.) 

• If possible, use a hardwired internet connection 

• Wear solid colors

• Use sunlight from a window or a ring light to evenly light 
up your face

• Frame yourself well (see Perfect Framing slide)

Set Up
DO NOT:

• Set up the camera lower than eye level (don’t
look down at the camera and your viewers)

• Use the computer microphone (poor audio =
poor session)

• Wear white, see through, or busy patterns or
stripes (wear solid colors with no logos or
characters)

• Place any windows or mirrors behind you no
light from behind, the side, or directly
overhead



• We highly recommend that you use a headset or an externally 
connected microphone. Computer audio will pull background 
noise, so if you must, make sure you are in a quiet space such as a 
conference room or an office with a door.

• Please mute your phone and laptop notifications, such as incoming 
email or social media. These sounds can carry into the recording 
and can be distracting to your audience and yourself.

• Choose where in your home/office you will do the recording. You’ll 
want a quiet spot at a time of day that has minimal audio/visual 
distractions.

Audio

• Speak in your normal voice, but a tad slower so that words can be 
annunciated and stretched for clarity. This is nothing more than a 
mental reminder to speak slowly and deliberately. You may feel 
you’re overdoing it. (Most times, you think you are… but you’re not. 
This helps with audio distinction.)

• Smile. Remember to smile as you speak, which helps your face 
relax, lowers the tenor of your voice to a more emphatic and 
personal tone, and conveys care. Put a post-it on your laptop near 
the camera to remind you if needed. (This tip is a good one even 
for those not on camera, as smiling helps soften and relax your 
voice.)

Voice



If you choose to be on camera, please 
consider…

•Clean backgrounds without clutter are best
• Including splashes of color, such as books, a 
photograph, or flowers, can make the space 
come alive.

Location and Background



• If your location does not have a satisfactory 
background, you can always use a digital backdrop

Location and Background

• Wear solid colors with no logos or characters.
• Pick colors that don’t blend into your background.
• Don’t pick busy patterns or colors that distract. You 

want to stand out from your surroundings, but not 
so much as to take away from your message.

Wardrobe



• How does your face look in your camera view? 
• Try moving or locating a lamp in front of you, out of 

the camera view, so that the light lights up your 
face.

• Avoid locations where you have a window or mirror 
behind you. This can result in your face ending up in 
a silhouette. We want the focus on your face, not 
the background.

Lighting

• When framing your shot, follow the rule of thirds.
Composition



• Maintain eye contact as much as you can. When you 
read verbatim from a script, your eyes move as you 
read, and the viewer sees this.

• Begin your message. You can have it up on your 
laptop screen (not another monitor) but try not to look 
at it too often.

• Look directly at the camera dot on your laptop. This is 
your audience. Speak as if you are personally 
connecting to them. (This tip is a good reminder even 
for those who will not be visible on camera.)

Eye Contact 

Pre-event: Working with AV staff
• May 20 and 21 have been scheduled for all rehearsals. AV 

has sent save the date emails and will be sending 
information on how to connect in the next few days.

• Process:
• Be available for the time block reserved for you and your panel. 

(Reschedule options are available, but they will not be with your 
assigned AV tech or all of your presenters) 

• Have access to a reliable phone, internet connection, and laptop with a 
camera and external mic. We STRONGLY recommend it be the exact 
location from which you will present on the day of your session.

• This run through will make sure the control panel works properly for you, 
and that we understand the flow of your presentation and use of any 
interactions/polls/videos.



Pre-event: Polling
• Best practice is to create a slide and enter it into your PPT with 

the poll question and all possible answers.  
• If you plan to use polls during your PDC/ session, you must 

build those out in the online platform no later then May 14.
• An email with instructions on how to do this was sent Friday, 

April 30.

In the event a presenter cancels or is a no 
show we will permit the other speakers in the 
session to present for additional time 
(preferred) or to end the session early. The 
additional time can also be used for further 
group discussion or Q&A.
• For attendees to receive credit, sessions 

must be an hour in length (for half day PDC 
3.5 hours and for full day courses 7 hours)

Worst-case scenarios



Starting off the session…
• Join the session at least 30 mins prior to the scheduled 

start time!
• Introduce the session by title 
• Introduce the speaker(s)
• If your session has a moderator, they can serve in this 

role.
• Proceed with your presentation content

During the session - Polling

• When you get to the slide in your presentation with a poll, read the 
slide with the question, and the possible responses, and how you 
want the question answered (i.e., choose one, choose all that apply, 
etc.)

• Next you pause for 30-60 seconds to give time for staff to launch the 
poll to the audience and to provide time for the audience to respond.

• Staff will launch the poll to the audience, and then post the results for 
you and the rest of participants to see.

• When you are done with the pause, you can then reveal the correct 
answer, or say something along the lines of “thank you for completing 
the poll” and then continue the presentation.



Ending the session…
• If there is time for Q&A, you will be able to view audience 

questions in the Q&A box.
• PDCs will have an AIHA Staff person who can act as moderator, to read 

the questions to you 

• Thank the audience for joining.
• Remind the audience to complete the session evaluation
• If you are willing, provide your contact information for 

audience follow-up questions.

The next portion of this presentation will be broken down 
into two parts:

• Main Conference Sessions (Mon- Wed) who are not utilizing 
breakout rooms (everyone but sessions C6, N8 and O8)

• All PDCs (Sat, Sun & Thurs) & those Main Conference 
Sessions who are utilizing breakout rooms (C6, N8 & O8)

How will this all work?



Main Conference Sessions - who are not 
utilizing breakout rooms (everyone but C6, 
N8 and O8)

• All presenters will be utilizing our vendor platform, “vMix” to 
present.

• You will receive a link and password for your session(s).
• You must use Google Chrome Browser
• Your presentation files will be pulled over to the platform using 

the files you uploaded to the AIHA Presentation Management 
System, and you will not need to share your screen.

• If needed, you can share your screen for demos, etc. Please alert 
your technician during the rehearsal, if you will need to share your 
screen.

• You will be able to advance your own slides and use a pointer.
• AV & an AIHA staff person will be on with you to assist, if 

needed. 

Main Conference Sessions (who are not 
utilizing breakout rooms)

• Next up is a video tutorial on using the vMix system



Controlling Slides
• Next up, we have a short video demoing the internet 

clicker used to advance your slides, and how to use the 
laser pointer during your presentation.



Virtual Event Platform – Attendee View



Attendee Viewer for Discussion, Q&A and Polling

• You can choose to open a second screen to view, but MUST mute the 
tab. 

• You can also elect to access the attendee viewer on a separate device, such 
as a tablet, or cell phone.

• You can choose to utilize AIHA staff as moderator to read out Q&A and 
poll results

• Please note this request during your rehearsal



Audience Polls

Audience Poll Results



PDC & Main Conference Sessions (who are utilizing 
breakout rooms C6, N8 & O8) Technical Requirements 
& Presentation Files

• All presenters will be logging into Zoom to present.
• AIHA will email you a unique Zoom link prior the session start date.
• Perform a system test https://zoom.us/test
• You will be able to share your screen, advance your own slides and use the 

pointer.
• AV will have a copy of your presentation files uploaded to the AIHA 

Presentation Management System, as a backup, in case you have difficulty 
with screen share.

• You will be able to be on camera during your session.
• The Zoom feed will be ported into the virtual platform, where the attendees 

will join.
• There will be a button on the virtual platform that will allow attendees to join 

the Zoom meeting for breakouts and discussion.

Sharing your screen on Zoom
• Next up, a short video on screensharing within the Zoom 

platform.



Virtual Event Platform – Attendee View



Attendee Viewer for Discussion, Q&A and Polling

• You can choose to open a second screen to view, but MUST mute the 
tab. 

• You can also elect to access the attendee viewer on a separate device, such 
as a tablet, or cell phone.

• You can choose to utilize AIHA staff as moderator to read out Q&A and 
poll results

• Please notify us at the rehearsal



Audience Polls

Audience Poll Results



Utilizing Breakout Rooms
• Great for small group work and discussion!
• Attendees will join the Zoom meeting, then Staff, will launch 

the breakout room on your behalf.
• During rehearsal, let the staff member know the ideal # of attendees 

per “room”.

• You may use breakout rooms multiple times during the PDC or 
session.

Virtual Event Platform – Attendee View
Breakout Rooms



How to use Breakout Rooms
• Next up, a short a video on how breakout rooms work…



Returning from Breakout Rooms
• Following the breakout rooms attendees can remain in Zoom 

to report back on their small group work to the full class, and 
for further discussion.

• Attendees should then exit Zoom and return to the virtual 
platform to resume the remainder of the course, especially if 
the session has additional polls.  

• Polling is only set up in the virtual platform, not in Zoom. 

Questions?

Erin Breece, Program Director, Education, 
703-846-0749, ebreece@aiha.org

Diana Kane, Program Manager, Education, 
703-846-0753, dkane@aiha.org
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