
Paper Session – Presentation Recording and Upload 
 

Instructions for Video Recording 

• Videos should contain a prominent view of the presentation slides along with audio of the spoken 

presentation. Optionally, videos may contain a shot of the speaker’s head for increased engagement. Many 

presentation software tools allow recording audio and video directly in the application and can export 

appropriate video files. Please see the notes below for detailed instructions for PowerPoint.  

 

PowerPoint 

• Follow these instructions to add audio (and optionally video) to your slides. 

• Follow these instructions to generate a MPEG-4 (.mp4) file from your slides and audio/video. 

• Alternatively, you can follow this video tutorial which goes through both steps.  

 

Video file format 

• The presentation video must be in MP4 format, with maximum resolution of 720p HD and bit rate less than 

or equal to 1 Mbps: to check the bit rate, right click on the file name, click on properties, go to the details 

tab, and look for total bit rate. 

• Maximum upload video file size per speaker is 200MB 

 

Tips for recording: 

• Use a quiet area, avoiding areas that have echo. 

• Hard-line internet connection recommended, but if unavailable, use a strong Wi-Fi connection 

• 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. 

• Do 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. 

 

Instructions for Video Uploading 

Deadline: Tuesday 31 August 2021 

 

1. Speakers will receive an email from the organisers containing a personal link where you can upload your 
video and update your bio and photo if required. 

2. Open the link, fill in or update your information such as your bio and photo if needed. If there is anything not 
editable but you want to edit, please contact your organisers who can enable them for you. 

3. Click Add Video in the relevant session and choose the video source to upload.  
4. Click Save once everything is done. 
5. You can come back to update info whenever needed. 

 

  
If you have any issues with uploading your presentation, please contact conference@biee.org  

 

https://support.office.com/en-us/article/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c
https://support.office.com/en-us/article/turn-your-presentation-into-a-video-c140551f-cb37-4818-b5d4-3e30815c3e83
https://www.youtube.com/watch?v=D8JV3w4TOVw
mailto:conference@biee.org

