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PREPARING AND POLISHING YOUR VIRTUAL 
PRESENTATION 

 

The current pandemic has resulted in many conferences ‘going virtual’ at very short notice, but 

with growing concern about climate change and delegates’ carbon-footprints, and the rapid 

development of new technology, virtual presentations are sure to become a feature of all major 

scientific events.  

This short guide has been prepared to highlight some of the specific aspects that should be 

taken into account when preparing a presentation for a virtual conference, with a focus on 

recognising the different needs of your audience at a virtual event and tips and advice for the 

two of the most common presentation types that will be available to you. 

The guide will also help you think about how to prepare any slides that you may want to show 

during the live Q&A sessions and post-Q&A chat rooms, and will give you insights into how your 

audience may view and react to your presentation, allowing you to better anticipate questions 

you might be asked.   
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Tailoring presentations for the virtual viewer 

In contrast to an attendee at an in-person meeting, who will be spending an intensive week 

navigating session rooms, poster halls and social events in a busy conference centre, the virtual 

delegate is likely to be a more sedate character, viewing presentations in short bursts over 

longer periods and fitting in their conference participation with other professional duties and 

personal activities.  

While the virtual environment may be less exhausting overall, whether in the workplace or at 

home, potential distractions will be more numerous and concentration spans may be shorter. 

For a virtual conference, you will therefore need to adapt your presentation in ways that will 

easily attract, engage and retain your virtual viewer and best suit their viewing environment. 

 

An effective virtual presentation will be… 

1: Attractive and inviting 

➢ Draw your audience in and keep them there 

Delegates at a virtual conference may have numerous presentations they want to watch 

but only limited time available. On the other hand, the virtual conference also offers 

access to a much wider content than usual and delegates are likely to spend time 

browsing sessions they might not have normally attended. With so many presentations 

on offer, a delegate may simply skip over a presentation that doesn’t capture their 

interest and attention quickly. Pay special attention to creating engaging openings in 

videos and to designing eye-catching, balanced posters with inviting headings.   

 

2: Easy and accessible 

➢ Present information in a simple parts and in a logical order  

Without you being in there in person to help guide them and explain things, it might be 

easier for your viewer to get lost and confused. Make the extra effort to present your 

work in a clear, logical order and indicate different parts clearly. 
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➢ Make it user-friendly 

Your audience will mostly be viewing presentations on small screens (computers, tablets 

and phones) and without the help of a skilled technical team should technical problems 

arise. Optimise all visual elements and audio recordings for on-screen viewing, and 

make it as easy as possible on the viewer’s eyes and ears! Test your presentation on 

multiple devices to identify any possible issues. 

 

3: Clear and concise (less is more!) 

➢ Avoid information overload 

During the conference, viewers will be juggling work and home commitments, as well as 

having to manage time differences, so they may not have time available to view as many 

presentations as they would like. Keep presentations as simple as possible and don’t 

provide so much information that viewers have to spend time revisiting parts or trying to 

decipher complex diagrams, data-rich graphs, large tables, or lengthy interpretations. 

 

 

➢ Focus on key messages 

Whatever the conference format, every presentation should contain 3-4 key messages: 

what you most want to share and what you most want your viewer to remember!  

Keep video or poster viewing times short by focusing on the key messages. Use hints 

and short ‘bites’ of information to entice your viewer to ask questions and to encourage 

discussion. 

 

In deciding what information you want to include, always remain sensitive to the virtual 

context and only ever include content in your presentation or Q&A session that you feel 

comfortable sharing online. 
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Three types of virtual presentation 

Three types of presentation can be uploaded by authors at Goldschmidt2020: a static PDF, a 

short video, or a link to an external HTML presentation. The choice will be very much a personal 

one, dictated to some degree by the author’s technical know-how and the software available to 

them.  

No particular presentation format is ‘better’ than another, but here are some key advantages for 

each that you might want to consider.  

  

PDF 

✓ The traditional poster format is familiar to many viewers 

✓ More information and detail can be included if needed or desired 

✓ Viewers can read and digest the content at their own pace 

✓ Lower level of technical expertise: no voice recording/timings required! 

 

Video 

✓ Short and concise: optimised for viewer attention spans 

✓ The presenter controls the pace of the delivery and the focus of the viewer’s 

attention  

✓ Can be made more personal if narration and/or a speaker video is included 

(good for future networking!) 

✓ Narrated videos may be more appealing to viewers who respond better to 

audio than visual stimuli 

 

HTML 

✓ Information can be presented in a logical order  

✓ Can be designed to be more interactive 

✓ Possible to include more information and more varied content (animations, 

embedded videos) 

✓ Allows you to provide links to other resources and information 
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Top tips for a PDF poster presentation 

 

Page layout and design 

➢ Aim for balance and symmetry so that the page looks organised and easy to navigate 

when the file is first opened.  

➢ Use large figures to draw the viewer to key sections 

➢ Follow the standard poster advice for the number of columns and rows for your 

chosen page orientation: landscape > 3 columns, 2 rows; portrait > 2 columns, 3 rows. 

➢ Be sure to include blank space around sections and text and image boxes to 

prevent the page appearing too full and cramped together. Aim for around 20% text, 

40% figures, 40% space. 

➢ Arrange sections in a logical order to help the viewer navigate easily when moving 

around the page and use signposting, a colour scheme, or numbering to direct your 

viewer when they are scrolling or zooming in and out. 

➢ Stick to only 2-3 colours, and avoid the use of very bright or clashing colours 

which can be hard on the eyes when viewed on a screen. Make sure that the 

background colour works well around photographic images. 

➢ Pay attention to contrast and avoid using pale colours for text when using white 

backgrounds 

➢ Test your draft layout and colour scheme by viewing the full page on different 

screens 

 

Balancing your content: text, figures and tables 

➢ Remember the “less is more” rule! In a virtual conference, a delegate may not be able 

to spend as long at your ‘poster’. Aim it so that your poster can be read in 3-4 minutes. 

Remember: 

Attractive & Inviting –– Easy & Accessible –– Concise & Clear 
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➢ Simplify figures and tables, limit the amount of text and concentrate on your key 

messages.  

➢ Use section headings that attract interest and help the viewer navigate 

➢ Avoid large blocks of text: Long paragraphs will discourage someone from viewing 

your poster 

➢ Pay attention to font types: Use common fonts (e.g., Arial) to ensure correct display 

across different operating systems. For printed posters, the standard advice is to use 

sans serif fonts (e.g., Arial, Georgia, Helvetica) for large text such as headings and 

labels and serif fonts (e.g. Times New Roman) for smaller text. However, sans serif fonts 

are better adapted to computer screens.  

➢ Keep tables short and simple: viewers won’t have time to digest all the data in detailed 

tables, and make sure all text can be read easily when you zoom in to view the table at 

full size 

➢ Use large, simple figures to draw viewers to key sections of your presentation and 

label figures clearly so that the reader can read everything when viewing the figure at 

full size and does not need to zoom in 

➢ Make sure figure resolutions are high enough to avoid blurring when a viewer zooms 

in 
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Top tips for a video presentation 

 

Slides and visuals 

➢ Keep slides simple: Slides that have little space or contain too many visual elements 

will be harder on the viewer’s eyes. In a virtual setting, the audience will naturally focus 

more on the slides than the presenter. Simple slides and figures will allow the viewer to 

listen more easily to what you saying.  

➢ Limit the number of slides: to avoid multiple, rapid slide transitions that a viewer will 

find difficult to watch.  

➢ Aim for 1-2 large simple figures per slide: small, complex or detailed figures will be 

hard to read on a small screen  

➢ Keep text to a minimum in your slides, avoid blocks of text (which take longer to read) 

and make sure any text is easy and large enough to read even on a small screen.  

➢ If you choose not to add a narration you may need to add additional text, but avoid 

large blocks of text or consecutive text-dominated slides.  

➢ When setting the timings for non-narrated slideshows, make sure the viewer has 

adequate time to read the text and examine any figures or tables. Don’t move too quickly 

from one slide to the next 

➢ Make sure slides are self-explanatory and consider writing a one-sentence take-

away message at the top of each slide so that viewers (both with and without audio) 

understand easily and quickly what the slide shows.  

 

Linking audio and visual elements 

➢ Add subtitles or a transcript to your presentation to help those with hearing difficulties 

or viewers who don’t have access to audio. 

Remember: 

Attractive & Inviting –– Easy & Accessible –– Concise & Clear 
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➢ If you included a take-away sentence on each slide: repeat the sentence out loud so 

that the audience isn’t reading one thing and listening to something different at the same 

time. 

➢ Show the audience what part of the slide you are talking about: use a laser pointer 

tool or create a series of duplicate slides and use simple boxes or arrows to direct the 

viewer’s attention 

➢ Use short pauses just before and after slide transitions to allow the viewer to review 

a slide or take in information on a new slide 

➢ If you add a speaker video, use a plain background, adjust your lighting carefully 

(not too dark or bright!), and minimise your movements. A speaker video adds a 

nice personal element to your presentation, but should not distract the viewer. 

 

Narration 

➢ Go slow, especially at the start of your presentation: if you speak too quickly your 

viewers may find it difficult to keep up with what you are saying 

➢ Keep it clear and articulate well: remember that your audience may have problems 

with their audio devices or may find it difficult to listen due to interruptions or background 

noise. 

➢ After recording your first practice: listen to the recording to identify if you are 

speaking too quickly or quietly, or if you need to work on pronunciation or articulation. 

➢ Keep language simple to help those with audio difficulties as well as listeners whose 

language is not English or who might need be familiar with technical terms. Avoid jargon 

and colloquialisms, choose standard or everyday vocabulary, and explain or give 

synonyms for words that might not be understood by your viewers.   

➢ Check your audio quality before you record: record some short test phrases and 

listen to the recordings to identify any technical issues affecting the clarity of your 

speech 

➢ Record your narration with an imaginary audience in the room: this will help your 

speech sound more natural and will encourage you to pay attention to your delivery 
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What next? 

 

Preparing for your Goldschmidt2020 virtual session 

➢ Review your presentation and start thinking about questions you might be asked 

- What information did you leave out in order to shorten or simplify your presentation? 

- What points do you raise in your abstract? 

- What questions do you want the audience to ask? What did you direct them towards 

in your presentation? 

- Who might be in your audience, who else is presenting in your session? 

 

➢ Prepare slides that you may want share in the Q&A session 

- If you created powerpoint slides for your presentation, identify individual slides that 

might you be asked questions about and consider whether you need to modify them 

for later screensharing. 

- PDF presenters may wish to prepare slides of each of the main figures and tables in 

the presentation so that they don’t need to zoom in or move around the PDF during a 

screenshare. 

- You may also want to create additional slides that you can share during the Q&A 

session, or to individuals during the online chat.  

- As mentioned before, always remain sensitive to the virtual setting and consider 

carefully what content or data you are comfortable sharing online during the 

conference. 

 

➢ Sign up for Parts 2 and 3 of the Goldschmidt2020 workshop: “Clear, Concise and 

Confident: Overcoming Stage Fright and Creating Impact In Your Virtual 

Goldschmidt Presentation” More info on the next page! 
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This guide was put together for Part 1 of a Goldschmidt2020 Early Careers Program workshop, 

which will continue during the week of the conference. 

 

➢ In Part 2 of the workshop “Confidence in Q&A”, participants will be able to join one of 

the small group interactive online seminars taking place on Sunday 21 June, where they 

will learn how to answer questions effectively in an online setting, receive tips for 

interacting in the virtual environment, build their confidence for their Q&A sessions, and 

discuss their experiences and concerns.  

 

➢ Part 3 of the workshop, Overcoming Fear in Public-Speaking and Networking aims 

to help participants face their fears that prevent effective communication and networking 

in both virtual and real-life encounters. Participants will receive access to an instructional 

video which they can view in their own time including theoretical and practical methods 

as well as long term solutions to overcome fear and nervousness. Techniques will be 

discussed during a Q&A session during a lunchtime seminar on Wednesday 24 June, 

with the option of participating in practical exercises. The session will be recorded for 

participants who cannot make the live event. 

 

 

Sign up for free here! 

Clear, Concise and Confident: Overcoming Stage Fright and Creating Impact In Your 

Virtual Goldschmidt Presentation 

  

 

 

 

 

https://goldschmidt.info/2020/eventTypeView?type=358#event2018000178
https://goldschmidt.info/2020/eventTypeView?type=358#event2018000178

