
Best Practices for Virtual Presentations 
 

Equipment Needed & Tech Tips 

 
You will need: 
 

• A computer with internet connection (a wired Ethernet connection is best). 

• Headphones or earbuds with a mic or a mic that is connected to your computer. 

• A webcam connected externally/USB connected OR a built-in camera on your computer. 
 
Are other people using your internet connection? 
 

• Pick a room that can isolate you from other people. Close the door if possible and tell 
others what time you are presenting so they know not to interrupt you while you are 
speaking. 

• Tell others not to use the internet, stream movies, or play video games during your 
presentation. 

• Turn off all devices except your computer. Turn the WIFI off on all phones, tablets, and 
other computers. Airplane mode is a quick way to shut off all mobile devices’ WIFI 
connection. 

 
Are you using WIFI on your presentation computer? 
 

• A wired connection to your router or modem is the best option to get maximum internet 
speed. 

 
Restart your computer. 
 

• Restart your computer an hour or two before it is time to present. 

• Close all programs except those needed to present. 
 
Use headphones to reduce feedback 
 

• Plug your headphones/earbuds into your computer. It is preferred to use your 
computer’s headphone port and NOT any microphone’s headphone port. 

• Use a USB microphone for better sound quality that will better minimize background 
noise. 

• If you do not have headphones or a USB microphone, make sure you are sitting close to 
your built-in computer mic/speakers so that the audio comes through clear. 

 

Tips for a Good Webcam Experience 
 
Dress comfortably for the occasion 
 

• Wear something appropriate for your audience that makes you feel comfortable and 
professional. 

• Choose a solid-colored shirt and avoid fabrics with small or distracting patterns. 



• Avoid wearing all black or white as those colors make it hard for your camera to properly 
expose your face. 

• Avoid wearing stripes as they cause a moiré pattern or distracting ringing on camera. 

• Be mindful of distracting jewelry, including anything that could bang on the tabletop. 
 
Lighting is everything 
 

• All cameras capture better-looking video when there is a good light source, and 
webcams are no exception. Poor lighting may leave your video looking washed out, or 
worse, may leave you looking like a shadowy figure. 

• Avoid backlighting. Windows in the background are often a challenge for webcams. 
Avoid silhouettes. If you sit with your back to a bright white wall or uncovered windows, 
your webcam will try to balance out the bright background with your face and your face 
will usually lose, resulting in silhouette. 

• Use soft, indirect lighting from the front. Place a light with a lampshade in front of you, 
behind your webcam. Being near a window with indirect light behind your camera can 
look great. 

• Cheap ring lights that attach to desks are a good option. The bigger the ring, the softer 
the light and better looking. 

• Use Zoom settings to enhance your appearance with an overall smoother shot.  For 
more info, click here. 

• The light bathing your face from a computer screen is usually a shade of blue that isn’t 
flattering. One way to combat it is to find the display controls that set it to a warmer 
shade or “color temperature.” This may be called “blue light filter” or “night mode.” 
Screen light will always mix with ambient room light, so try different display settings as 
you look at yourself. 

 
Adjust your webcam settings for new lighting 
 

• Don’t rely on your webcam’s auto-exposure. Tweaking your webcam will make your 
camera look much better.  

• Uncheck any Auto settings – this may be auto-exposure, auto-white balance, and auto-
gain. Manually adjust them so that your picture looks correct. Your final product will be 
based on your preferences. 

 
Make eye contact to connect with your audience 
 

• Eye contact is everything when it comes to public speaking, and it’s no different when it 
comes to video. If you’re using notes, outlines, etc. position them around the camera so 
that you keep eye contact vs. looking distracted. 

• Pick a point near the camera to talk to, and if it helps, use a piece of tape as a visual 
reference. 

• Stack books or a box under your laptop to raise your webcam to eye level. 
 
Flatter yourself with your webcam placement 
 

• Some camera angles can exaggerate your facial features and distort your appearance. 
Make sure your webcam lens sits at or above eye level, no higher than your hairline. 

https://support.zoom.us/hc/en-us/articles/115002595343-Touch-Up-My-Appearance
https://support.zoom.us/hc/en-us/articles/115002595343-Touch-Up-My-Appearance


• Once your webcam is in place, remember not to sit too closely to the camera. Position 
your webcam far enough away to capture your shoulders and your entire face with some 
room to spare. 

• Line your face up with the top third of the screen. Leave some headroom, and don’t cut 
off your forehead. 

• Communicate with your hands and body. If you can, try to include your elbows. 
 
What type of desk or table are you presenting at? 
 

• Tapping on the desk or table could be picked up by a microphone. 

• Standing desks are great for posture but can add camera shaking. 

• Do not lean on your desk while you are presenting. 
 
Your background matters 
 

• Clear your background of clutter like paper. Your audience will notice everything, and it 
can distract their attention from your presentation. Simply choosing a plain wall as your 
backdrop is often best. 

• Use virtual backgrounds on Zoom.  For more info, click here. 

• Avoid disruptive background noises. Isolate yourself from noises that could happen at 
home, office or outside during your presentation. Examples: lawn work, pets, home 
telephones, a smoke detector with low batteries. 

 

Content Tips 
 
Story telling makes a big difference 
 

• Know what the key takeaway is for your presentation. Does it match with what your 
audience heard?  

• Use simple words that capture people’s attention. Your cadence and intonation add to 
the story – use them to your advantage. 

 
One idea per slide 
 

• Increase engagement by keeping it simple. It’s better to have more slides with fewer 
bullet points than have fewer slides with dense bullets. 

• If you need to use bullets, try to be concise. Make them short. Use graphs or icons. No 
more than 3 bullets, please.  

• These are not rules; there are always exceptions depending on your audience, content 
and format. 

 
Assume people can’t see your slide deck 
 

• Some people will only hear audio. Talk clearly, explain visuals on your deck. 

• Don’t forget your mobile audience. Don’t make your text too small, too light or too dense. 

• Repeat questions in full, before answering them. Name the asker if you can as listeners 
can’t read the comments section. 

• Provide a few seconds warning before playing a video or sound effect. It may play at a 
different level than your voice and could be an unpleasant surprise. 

https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background


Practice Makes Perfect 
 
Do a tech run 
 

• It’s always a good idea to record a test video or two – not only to make sure your setup 
is giving you the look and sound quality you want, but also to practice presenting in front 
of a video camera. While you may be perfectly comfortable presenting in a general 
session or meeting room, you may feel different the first time you record yourself on a 
webcam. 

• Rehearse the content. Record and review. Practice without slides so your story 
resonates. Present to a person and ask them 1 thing they learned – does it match your 
key message? Does your audio track to the visuals on your slides? Use facial 
expressions and hand gestures as appropriate. Have water available and practice taking 
a drink, on camera. 

 
Speaker feedback 
 

• Identify a designated support person. Pre-event rehearse with them and do your tech 
checks. During presentation, designate them as a listener. Give them a way to contact 
you (text, etc.). If your mic goes off, video goes down, or you have other tech issues, 
they can let you know. 

• Turn off all notifications except designated support person. 

• Silence your phone. 

• Consider setting up a second screen (tablet/phone) to track slides and see how fast they 
advance for the audience. 

 
 
 


