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This year’s BSAS Annual Conference will be held entirely virtually.  
In order to alleviate as many on-the-day technical issues as possible we 
are asking all speakers to pre-record their presentations. 

Your presentation
Presentations will be ‘live’ streamed via ‘Whova’.  
Whova is an all-in-one event management platform. 

Your presentation will be pre-recorded and will include a live Q&A at the end of 
the session. The session will have a live Chair who will select the most appropriate 
questions for the Q&A session. You will be introduced to the session Chair closer to the 
conference. If you have a particular question that you would like the Chair to ask, then 
please make sure to send this to them prior to the conference.

Your session will have a technical helper who will be responsible for running the 
session, monitoring the chat box and be on hand to solve any technical issues that may 
occur during the session.

Presentation must not be longer than your allotted time.  
These are:

Invited speaker – allotted time will be specified in your confirmation email.

Abstract speakers – 10 minutes. 

Prior to your presentation
A speaker profile will be set up on Whova on your behalf and you will shortly  
receive an email requesting you complete your profile. Please complete your profile by 
8th March 2021.

Please send a MP4 copy of your presentation to bsas@bsas.org.uk by  
8th March 2021.  

There are a vast amount of pre-recording programs available. We recommend using 
Loom. We include a free Loom guide on page 4. 

Please make sure you send us the following information along with your recording: 

• First name and surname

• Presentation title

• Session date

• Session title

• Any slides presented

The main point of contact prior to the conference will be bsas@bsas.org.uk.  
You may be contacted by BSAS prior to the conference to promote your presentation. 

Invited and Abstract Presentation Guidelines



Annual Conference 2021: Exhibitor Guide
3

During your presentation
• You must make sure you join the conference at least 20 minutes before the session

starts for a quick run through. During this time you will:

n  Be able to rehearse, get to know the other speakers and the chair 

n  Run through any last-minute technical checks 
   (such as fixing cameras and audio)

n  Be briefed on the running order of the session and when you are “on air” 
    and “off air”

n  Be shown the Q&A functionality and run through how this will work 

n  Grab a coffee and relax!

• The session Chair will introduce the session, your presentation and will host the live 
Q&A.

• The technical helper will be able to assist speakers and delegates with any
technical issues they may encounter. They will also assist the chair by monitoring the 
chat box.

• You will be sent a link to join the session in the run up to the conference. If you do 
not receive this in the run up to the conference, please email bsas@bsas.org.uk.

• All presentations must be pre-recorded.

• All participants other than the speaker will be muted for the duration of the 
presentation. Delegates will be sent “housekeeping rules” prior to the start of the 
conference.

Live Q&A and questions to speakers from delegates
• The Chair will begin the live Q&A once all speakers for the session have presented.

• Speakers must have their cameras turned on during the live Q&A.

• Questions from delegates will be submitted via the Chat option.

• Questions will be monitored by the Chair and the technical helper. The most 
appropriate questions will be selected by the Chair.

• Please feel free to reply to any specific questions via Chat throughout the session, 
however remember there is a Q&A session so don’t answer all questions!

• We recommend that speakers prepare one question that they would like to be 
asked following their presentation and give this to the session chair.

Tips for an engaging presentation
Prepare for your presentation (but don’t over prepare).

Present as if you are presenting to a live audience and look into the camera while 
presenting. It’s okay to glance down at your slides but try not to be to read them.  
It is very important that you check the quality of your video.

Make the most of this opportunity and make your presentation interesting. 
Don’t forget to smile!

After the conference
All sessions will be recorded and made available on the members areas of the  
BSAS website following the conference and may be available as chargeable on demand 
downloads.

Recordings and/or screenshots of your presentation may be used in BSAS marketing 
material. 

Please email bsas@bsas.org.uk if you object to BSAS using your presentation following 
the conference.
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Loom is an easy-to-use recording platform

1. Create a free Loom account
a. https:/www.loom.com/

b. Click on ‘Get Loom for Free’

c. Enter your email address

d. Enter your name and create a password

e. Verify email

f. Answer the questions (what will you use Loom for, your company name etc.)

2. Choose and install a recorder
Please choose the Desktop App as you will not be able to record your PowerPoint 
presentation with video using the Chrome Extension

USEFUL GUIDE TO LOOM
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3. Using the Desktop App
a. Locate Loom on your Desktop and open

b. You will see this pop-up box (below) and your camera  
will display your image on your screen

If your camera and microphone do not automatically display, select them from the drop 
down menu

c. Check that your microphone is working.  
When you speak, the blue shading will move in the microphone box:

4. Hide the control panel
a. It’s best to hide the control panel, otherwise this can obscure your slides.  
This is what the control panel looks like when you are recording, and it  
appears on the left-hand side of your screen

b. To hide this, click on the 3 dots in the top right of the Loom screen.  
Click Preferences and turn Show Control Menu off:

USEFUL GUIDE TO LOOM
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5. To start recording
a. Ensure that Screen + Cam is selected

b. You can move your camera to the left or right of the screen – we recommend that 
your camera is in either the left hand or right-hand corner:

c. When you click Start Recording,  
if you have more than one screen,  
it will ask you which screen you  
want to share:

d. After you have selected your  
screen, a countdown will appear  
and you will hear a beep to  
indicate you can start recording.

6. To stop recording
a. When you have finished your presentation, click Control + Shift + L to stop the 
recording. (Alternatively, re-open the app on your Desktop and this will stop the 
recording).

b. Don’t worry if this means looking down at your keyboard, you can crop this part  
of the recording later.

When you have ended your recording, it will automatically upload to your Loom 
account and should launch a webpage instantly. If it does not, log into your Loom 
account and go to ‘My Videos’.

You can trim the start and  
end of your video if you need to:

USEFUL GUIDE TO LOOM


