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SLIDES, CAMERA, ACTION!
SKILLS FOR GIVING BETTER WEB-BASED PRESENTATIONS

A COUPLE OF NOTES 
BEFORE WE DIVE IN
• Now is a good time to close other 

applications open on your computer.

• We are recording this session.

• If I get disconnected, I will rejoin the 
meeting.

• If you get disconnected, please do the 
same.
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PROGRAM OBJECTIVES
1. Use a story map to plan a presentation or meeting.
2. Create a framing statement and expectations statement.
3. Discuss various options for creating and using speaker notes.
4. Determine the roles and support needed to execute a 

presentation.
5. Leverage PowerPoint’s voice-to-text tool.
6. Follow best practices for appearing professional on camera.
7. Set the tone for a presentation or meeting.
8. Use words and modeling to get the desired interaction level.
9. Maintain control by creating a strong narration track.
10. Use verbal and nonverbal cues to guide people’s eyes and hands.
11. Adhere to best practices when handling questions.
12. Use a range of tools for creating interactions.

A LITTLE EXPLORING
1. What is your biggest challenge giving 

presentations virtually?
2. What have you learned on your own 

(through reading, research or trial and 
error) about giving good virtual 
presentations?

3. What do you hope to get out of this 
session?
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MY ROLE . YOUR ROLE 
OUR GOAL
My job is to share best practices for 
presenting virtually.
Your job is to participate, ask questions, 
and challenge me.
Our goal is to make you better presenters 
using a virtual platform.

1. 
Totally 

Comfortable –
I could teach 

this class!

2. 
Somewhat 

Comfortable –
I’ve run virtual 

meetings 
before, and I’ll 
figure this out.

3. 
Neutral – I 

don’t have 
much 

experience, 
but I’ll try 
anything.

4. 
Apprehensive 
– I can see a 
lot of ways a 

virtual 
meeting could 

go South.

5. 
Hesitant – I’d 
rather not be 
on camera or 

in charge.

HOW COMFORTABLE ARE YOU?
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SOME QUICK FACTS AND FIGURES

PEOPLE MAY GO ON VACATION OR 
ALREADY BE THERE COURTESY OF SOMEONE ELSE
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OUR PLAN
Planning a Virtual 

Meeting or 
Presentation: From 

Framing Statements 
to Engagement Levels

Getting Comfortable 
in the Virtual World: 
Looking Natural and 
Feeling Comfortable 

Online

Following Best 
Practices for Starting 

Meetings and 
Presentations: Tone 
Setting Know-How

Maintaining Control 
and Focus: 

Engagement Made 
Easier

Learning from Others: 
Evaluate and Learn

PLANNING
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PREPARATION
Know what you want to accomplish during 
your meeting and how you want it 
accomplished.

A STORY MAP CAN HELP YOU 
ZOOM IN AND ZOOM OUT
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I know you’re 
concerned about 
food insecurity 
during COVID-19, 
and I want you to 
understand the large 
challenges our local 
food banks are 
experiencing in the 
state’s three 
southern counties. 

Prior to the pandemic, one in four people in 
the region faced food insecurity.

Since the pandemic, the region’s food banks 
have experienced a 40% uptick in demand. 
While 20% lower than the national average, 
the increase is still significant.

Story of Sally – Out-out-of-work restaurant worker – first time 
needing food help. (DIRECT EFFECT)

Story of Benjamin – Hotel franchisee – has had to layoff 50% of 
his staff – many are now food insecure. (CASCADE EFFECT)

The region’s two food bank and 38 pantries 
are funded and staffed* by:

Government resources
Grants
Corporate donors
Small donations
Farm surplus
Limited paid staff*
Volunteers*

Eighty percent of food pantries in the region are associated 
with churches. 

e.g., St. John – Small – Can see a family once every 90 days.
e. g. Fountain Life – Large – Can see a family once a week.

External concerns: Food prices are up by just 
over 6%. Donations are down by just under 
12%. Those factors paired with demand stress 
the system. 

Story of Hala – No regular transportation and time spent 
visiting pantries several hours a week. 50% of pantries are now 
drive-in only, and she has no car.

We expect food insecurity to outlast the 
pandemic.

People hit especially hard live rurally.

Story of Bessie – Raising two grandchildren. Behind in bill 
payments. Eaten through her savings. Can’t work because 
she’s home with them, and they’re not in school. It’s going to 
take her several years to catch up.

With the system painfully strained, now is the time to invest in strengthening the system.

Large dairy farm has donated $500K to local food security 
initiatives since March.

Experimental delivery van is funded by local grants at 
$25K a year. It’s working for people like Hala.

Bookends
Facts
Examples

STO
RY M

AP

REPEAT YOUR 
MAIN MESSAGE 

THREE TIMES

AT THE 
BEGINNING, IN 

THE MIDDLE, AND 
THE END
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A QUICK NOTE ABOUT 
SLIDES
If you are giving a presentation that relies 
on slides, DESIGN IN BLACK AND WHITE 
FIRST.

FRAME THE 
PURPOSE
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NARRATE YOUR 
EXPECTATIONS
Think through what you want, and create 
an expectations statement.

If you don’t, they’ll do whatever they think 
makes sense, and that may not be what 
you want.

ST
AT

E 
EX

PE
C

TA
TIO

NS

I am going to speak for about 12 minutes. Please 
make a note of any questions as I’m talking. I will 
take as many as I can after I conclude.

My presentation is somewhat informal. As I’m 
moving through the material today, feel free to 
stop me and ask questions.

17

18



6/11/2021

10

TO SCRIPT OR NOT TO SCRIPT?

WHERE DO 
THE NOTES GO?
https://cueprompter.com/

https://telepromptermirror.com/voice-
activated-teleprompter/

PowerPoint Notes

Printed Notes (18-pt font)
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HAVE AN AGENDA 
AND ASSIGN ROLES
If you want other people to own parts of 
your meeting, you’ll want to assign them a 
part in advance.

To keep everyone on track, include an 
agenda, handout, or some other roadmap 
people can follow.

OUR PLAN
Planning a Virtual 

Meeting or 
Presentation: From 

Framing Statements to 
Engagement Levels

Getting Comfortable in 
the Virtual World: 

Looking Natural and 
Feeling Comfortable 

Online

Following Best Practices 
for Starting Meetings 

and Presentations: Tone 
Setting Know-How

Maintaining Control 
and Focus: 

Engagement Made 
Easier

Learning from Others: 
Evaluate and Learn
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IT CAN TAKE A VILLAGE

Producer
Tech Troubleshooter
Chat Monitor
Other Speakers

CONSIDER HAVING A REAL-TIME MINUTE TAKER
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FOR 508 COMPLIANCE, CONSIDER USING 
POWERPOINT’S VOICE-TO-TEXT TOOL

Know your goal 
for your 

meeting or 
presentation 
and create a 

story map.

1
Think through 

what you want 
people to do 
during your 

time together.

2
Use framing 

statements to 
explain your 
purpose and 

use them more 
than once.

3
Narrate your 
expectations 

and provide a 
roadmap.

4
Assign roles to 
people and 
machines.

5

TAKEAWAYS

25

26



6/11/2021

14

OUR PLAN
Planning a Virtual 

Meeting or 
Presentation: From 

Framing Statements to 
Engagement Levels

Getting Comfortable in 
the Virtual World: 

Looking Natural and 
Feeling Comfortable 

Online

Following Best Practices 
for Starting Meetings 

and Presentations: Tone 
Setting Know-How

Maintaining Control 
and Focus: 

Engagement Made 
Easier

Learning from Others: 
Evaluate and Learn

TO CAMERA OR NOT TO CAMERA
THAT IS THE QUESTION
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CAMERA OPTIONS
• The Built-In Camera
• External Camera
• Your Phone (IVCam)

CONVERT YOUR PHONE 
TO A WEBCAM
https://www.e2esoft.com/ivcam/

• Touch-up features
• Better quality than most built-in cameras
• Mirroring feature

$9.99 (Free Trial Available)

Warning: Set your phone to “do not disturb” 
when using.
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STABILIZE THE CAMERA
(LAPTOPS SHOULD NOT REALLY BE LAPTOPS)

POSITION THE CAMERA AT EYE LEVEL 
OR SLIGHTLY ABOVE
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SILENCE VISUAL DISTRACTIONS

USE A GREEN SCREEN IF YOUR SPACE IS UNSUITABLE
https://www.ebay.com/i/313147142376?chn=ps&mkevt=1&mkcid=28
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THE RIGHT LIGHT
The strongest light should be on your face.

LIGHT ON THE CHEAP
Place yourself in front of a window.
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REMEMBER, THE SUN MOVES

RING LIGHT
https://www.amazon.com/Tripod-YouTube-
Makeup-Desktop-
Brightness/dp/B07JX79GBS

$18.99
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HAPPY LIGHT
https://www.amazon.com/Verilux-
HappyLight-Therapy-Adjustable-
Brightness/dp/B07TD96K5T

$39.99

PULL BACK
The farther away the camera, the easier it 
is to feign eye contact.

Hint: position your camera over your face 
panel.
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DO YOU SEE 
WHAT I SEE?
If you are using slides, invest in a tablet or 
laptop and connect to the meeting a 
second time.

You will then be able to see what others 
see when you share slides and never have 
to ask, “can everyone see this?”

OPTION TWO
Quickly confirm what others see by asking 
for visual feedback.

If you can see the PowerPoint I’ve just 
shared, please give me visual or digital 
thumbs up.
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SHARE FROM A CLEAR DESKTOP

WHEN OPERATING FROM ONE SCREEN…
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WHEN OPERATING FROM TWO OR MORE…

HIDE YOUR BROWSER’S BOOKMARKS
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SHUT DOWN EMAIL OR ANY PROGRAM THAT 
PRODUCES NOTIFICATIONS

PAY ATTENTION TO WHAT PEOPLE 
SEE APART FROM YOU
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1 2

3 4 5

DIAL UP YOUR ENERGY
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TO GIVE UP PEOPLE A SENSE OF EYE CONTACT,
LOOK AT THE CAMERA FROM TIME TO TIME

GIVEN THE CHOICE, WOULD YOU WANT THE OTHER PEOPLE 
IN THE MEETING ON CAMERA? WHY OR WHY NOT?
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COMMUNICATE THE EXPECTATION IN ADVANCE

CONSIDER USING PICTURES OF SMILING PEOPLE
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Use your 
camera and 

position it 
appropriately.

1
Light your face 

and remove 
any visual 

distractions 
from your area 

or desktop.

2
Use a 

secondary 
machine to see 
what others see 
and serve as a 

backup.

3
Dial up your 
energy and 
“make eye 

contact” from 
time to time.

4
If you want 

other people 
on camera, ask 

for it.

5

TAKEAWAYS

OUR PLAN
Planning a Virtual 

Meeting or 
Presentation: From 

Framing Statements to 
Engagement Levels

Getting Comfortable in 
the Virtual World: 

Looking Natural and 
Feeling Comfortable 

Online

Following Best Practices 
for Starting Meetings 

and Presentations: Tone 
Setting Know-How

Maintaining Control 
and Focus: 

Engagement Made 
Easier

Learning from Others: 
Evaluate and Learn
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ARRIVE EARLY

HAVE SOMETHING FOR 
EARLY BIRDS TO DO
If you have early arrivals, keep them busy. 
The last thing you want them to do is check 
out because nothing was happening.
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START ON TIME AND PLAN FOR LATE ARRIVALS

PROVIDE A 
BRIEF ORIENTATION 

NOT A RECAP
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MODEL
Show people what you want them to do.

FORCE ENGAGEMENT
Ask attendees to identify what’s important 
on an agenda.

Ask some other multiple-choice question.

Confirm the agenda.
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Arrive early.

1
Have a soft 

start planned.

2
Plug late 

arrivals into the 
meeting with a 
quick summary. 

3
Model what 
you want to 

see.

4
If you want 

engagement, 
force it.

5

TAKEAWAYS

OUR PLAN
Planning a Virtual 

Meeting or 
Presentation: From 

Framing Statements to 
Engagement Levels

Getting Comfortable in 
the Virtual World: 

Looking Natural and 
Feeling Comfortable 

Online

Following Best Practices 
for Starting Meetings 

and Presentations: Tone 
Setting Know-How

Maintaining Control 
and Focus: 

Engagement Made 
Easier

Learning from Others: 
Evaluate and Learn
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ZERO IN ON 
BUZZWORDS

USE PICTURES TO ADD INTEREST
VISUALS HELP PEOPLE STAY ENGAGED
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STICK WITH ONE 
POINT PER SLIDE 

OR CHART

NOTES AND 
QUESTIONS
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“FOR THOSE OF 
YOU TAKING 

NOTES, THIS IS 
SOMETHING 

IMPORTANT TO 
WRITE DOWN.”

BE SPECIFIC
TELL PEOPLE YOU WHAT YOU WANT THEM TO CONTRIBUTE AND WHERE

69

70



6/11/2021

36

ANSWER STACK AND GIVE PEOPLE WARNING
“JOHN, IN AFTER I TALK TO THIS SLIDE, I’D LIKE YOU TO WEIGH IN WITH YOUR OPINION. KERRY, 
YOU MAY ALSO WANT TO CHIME IN.”

USE YOUR WORDS TO FOCUS OTHERS
ON THIS SLIDE, LET ME DRAW YOUR ATTENTION TO THE RED POPPY ON THE RIGHT 
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USE YOUR HANDS 
TO AMPLIFY IDEAS

PLACE 
CONTRASTING 

IDEAS IN 
DIFFERENT PARTS 
OF YOUR SPACE
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DON’T READ 
EVERYTHING YOU SEE
Give people the highlights.

CLEAR COMPLICATED SLIDES
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HELP EYEBALLS
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AVOID APOLOGIES
DON’T POINT OUT YOUR MISTAKES

USE VARIETY
1. Chat box
2. Polls
3. Virtual hand raising
4. Annotation tools
5. Audio responses
6. Visual responses
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EXTERNAL TOOLS
• Jamboard
• Miro
• Mural

• Google Slides

GETTING Q &A RIGHT
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THE RESPONSE 
FORMULA
TITLE LAST NAME, thank you for the 
question: REPEAT THE QUESTION.

ANSWER THE QUESTION.

TIE BACK TO MAIN POINT IF POSSIBLE.

REDIRECT 
MISINFORMATION
I’m so glad you asked/said REPEAT 
STATEMENT.

Many people I’ve encountered over my 
XYZ years have told me the same.

They are often surprised to learn that 
CORRECT INFORMATION.
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Repeat your 
key words and 

main points.

1
Stick with one 
story per slide 

or chart.

2
Guide people’s 

hands and 
eyes.

3
Use nonverbal 

cues to 
emphasize your 

points.

4
Repeat 

questions 
before 

answering 
them.
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TAKEAWAYS

OUR PLAN
Planning a Virtual 

Meeting or 
Presentation: From 

Framing Statements to 
Engagement Levels

Getting Comfortable in 
the Virtual World: 

Looking Natural and 
Feeling Comfortable 

Online

Following Best Practices 
for Starting Meetings 

and Presentations: Tone 
Setting Know-How

Maintaining Control 
and Focus: 

Engagement Made 
Easier

Learning from Others: 
Evaluate and Learn
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GOOD POINTS 
BAD POINTS 
RECOMMENDATIONS
What do you like?
What do you not like?
What would you recommend?

PROGRAM OBJECTIVES
• Use a story map to plan a presentation or meeting.
• Create a framing statement and expectations statement.
• Discuss various options for creating and using speaker notes.
• Determine the roles and support needed to execute a 

presentation.
• Leverage PowerPoint’s voice-to-text tool.
• Follow best practices for appearing professional on camera.
• Set the tone for a presentation or meeting.
• Use words and modeling to get the desired interaction level.
• Maintain control by creating a strong narration track.
• Use verbal and nonverbal cues to guide people’s eyes and hands.
• Adhere to best practices when handling questions.
• Use a range of tools for creating interactions.
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TOP TAKEAWAYS
Actions to Avoid
Actions to Adopt

STAY CONNECTED
https://www.linkedin.com/in/kate-zabriskie-a4b353

Find me on LinkedIn.
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What is your biggest challenge 
giving presentations virtually?

What have you learned on your 
own (through reading, research or 
trial and error) about giving good 
virtual presentations?

What do you hope to get out of this 
session?
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