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PREPARING FOR THE EVENT

Before the Event

A Find a quiet and well-lit space for the event

(A If possible connect directly to an Ethernet port to get the best connection. You can
find information about the best ethernet cords here.

(A Dress comfortably

(A Avoid wearing bright white shirts, complex patterns, dangly jewelry, and bracelets

A Have bottled water ready

Camera

[ Position the webcam at or above eye level, no higher than your hairline. Put books or
boxes under the laptop to raise it to position so that the webcam isn't looking up from
under your chin.

(A Sit (avoid a swivel chair) |-2 feet away from desktop/laptop, so the webcam can capture
your shoulders and face.

(A Sit upright. Keep eye contact with the camera

Sound

A Close any open windows; turn off phone/computer notifications, or any appliances in
the room (fan, heater, etc.)

A (Optional) Connect an external USB microphone to your computer

A Consider using a wireless headset or earbuds if you'll be in conversation with other
presenters during your event.


https://www.thetechlounge.com/best-ethernet-cable/

Lighting

A Sit in front of a natural light source, like a window; Avoid backlighting (such as windows
or strong light from behind), or top down lighting

A Place a desk lamp behind the left side of your desktop/laptop, and tilt the light toward
your face. Amazon and other online stores sell ring lights or selfie lights that can be used
to light your face for video recording.

Background

A Avoid anything that looks busy or cluttered in the background

[ Be aware of background objects that might protrude awkwardly from your head

[ Be aware that people will be looking at your background- i.e books on the shelf, family
photos, diplomas, etc.

[ Use the virtual background feature in Zoom

Additional Best Practices

A Close the door or block sightlines for wandering pets, housemates, etc.

(A The morning of a rehearsal or day of the event, restart your computer. This will clear
your device’s RAM and boost your video quality.

A An hour before a rehearsal or the event, turn off all unnecessary apps on your device
such as Dropbox or Google Drive. Even if they’re not actively in use, it makes a
difference to have them off.



https://smile.amazon.com/Desktop-Control-Brightness-YouTube-Photography/dp/B0832KL21T/ref=sr_1_7_sspa?crid=1DJ2P61ATWRIY&dchild=1&keywords=ring+light&qid=1596554501&sprefix=ring+%2Caps%2C157&sr=8-7-spons&psc=1&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUExTUwxTTVIWFdXRElCJmVuY3J5cHRlZElkPUEwMTA5Mjk1MkxYMkhCTThaNUtFNyZlbmNyeXB0ZWRBZElkPUEwODY1OTEzWlQ0VzA2RDc0QjBHJndpZGdldE5hbWU9c3BfbXRmJmFjdGlvbj1jbGlja1JlZGlyZWN0JmRvTm90TG9nQ2xpY2s9dHJ1ZQ==

Look Your Best for a Virtual Event: Tips & Tricks

e0 e Zoom Meeting ID: 672-561-824

Tip |: Have a background that reflects a bit about who you are and your area of
expertise. Is it a bookcase, a microscope, a moon globe? It should look professional and
uncluttered, but personal.

Tip 2: Dress professionally, but comfortably. Avoid all black and tops with checks or
thin stripes. Please do wear pants. You never know when you might have to stand up!

Tip 3: Use extra lights! If you’ve got them, set up a couple of light sources on either
side of your computer, just above your eye line and about 3 feet apart.

Tip 4: Position your laptop, monitor, or webcam just above your eye level. This forces
it to point slightly down and gives you a more natural look.

Tip 5: Connect with your audience! You may be in your home office, but you’re still
speaking to a group of people. As tempting as it might be to watch that little video of
yourself, eye contact with the camera is important. If you find you’re distracted by your
own video feed in the corner, you may want to turn it off during the
broadcast/recording.



THINGS TO AVOID

Don’t let the only light source be your laptop.

Don’t sit in front of a window.
This will leave you backlit and put you in shadow.

Don’t have a plain white background.
Even having a slice of door frame in the
background can be helpful.

Be mindful of what is behind you.

Don’t have your back to the wall.
Try to sit at least 2’ away from a wall.

Don’t be off-center.




DOWNLOADABLE VIRTUAL BACKGROUNDS

Download TC backgrounds
https://drive.google.com/open?id= | bswK4IgBeNEFb6KpVanX67q9-xgEsinB

Download Columbia images (UNI login required)
https://photos.columbia.edu

Download other virtual background (from Shutterstock)
https://www.shutterstock.com/discover/free-virtual-backgrounds

How to set up a virtual background in Zoom
https://teacherscollege.screenstepslive.com/s/14864/m/72448/1/1224239-virtual-backgrou
nds

TELEPROMPTER SOFTWARE

There are a number of teleprompter programs available to help when giving speeches,
such as EasyPrompter.

It is important to note that your script or teleprompter program will likely cover a
portion or all of your Zoom window. It is important to continue to look into the web
camera to avoid the appearance of reading text directly off the screen. You may want to
position your teleprompter/document window under your camera so you keep looking
in the same general direction as the camera.

“ Welcome Welcome Welcome. We are
here today on the fourth Friday of May to

Celebrate



https://drive.google.com/open?id=1bswK4IqBeNEFb6KpVanX67q9-xgEsinB
https://photos.columbia.edu/
https://www.shutterstock.com/discover/free-virtual-backgrounds
https://teacherscollege.screenstepslive.com/s/14864/m/72448/l/1224239-virtual-backgrounds
https://teacherscollege.screenstepslive.com/s/14864/m/72448/l/1224239-virtual-backgrounds
https://www.easyprompter.com/

RECOMMENDED TECH EQUIPMENT FOR
AT HOME BROADCASTING

(Thanks to Mike Mena for compiling this list)

While it is not necessary to purchase any special equipment, the list below is provided for
anyone who wishes to upgrade their at home tech set up.

Best ‘“Pro” Microphone (with microphone stand)
e Rode VideoMic NTG (works with phone/computer/camera)

Best ‘“Budget’ Microphone options:
e Movo VXRI0 w/ Smartphone Video Kit (works with phone/camera, NOT computer)

Best ‘“Budget’” USB Microphone
e FIFINE K678 USB Podcast Microphone (works ONLY with computer)

Best “Budget’ Light (don’t forget to by a stand for this!)
e Viltrox LI132T

Best Universal Desktop Tripod (use with light, camera, or microphone)
e Movo Universal Mini Camera Tripod with Extendable Pole — MV-T |

Webcam
e |ogitech C920 (not so “budget”, but produces results better than most built in

webcams)

Professional Lighting Kit (Most useful with “real’” DSLR camera)
o Godox SL60W
e LAOFAS 27.5inch 70cm Deep Parabolic Softbox
e Manfrotto 367B Basic Light Stand

Best “Budget’” Camera (with upgradable path via purchasing better lens)
e Canon m50 (check Canon “Refurbished” website)

Best ‘“‘ease-of-use’’ Camera (point and shoot designed for talking head videos)
e Sony ZV|


https://www.amazon.com/RodeMicrophones-VideoMic-NTGSupercardioid/dp/B084BT4G1M/ref=sr_1_3?dchild=1&keywords=rode+ntg+videomic+with+sta%20nd&qid=1594821949&sr=8-3
https://www.amazon.com/Movo-Smartphone-Extendable-ShotgunMicrophone/dp/B07DD4FKP6/ref=sr_1_14?dchild=1&keywords=movo+mic&qid=1590331025&s%20r=8-14%20%E2%80%A2%20Rode%20SmartLav+%20Omidirectional%20Lavalier%20w/%20iPhone%20dongle%20(works%20ONLY%20with%20phones)%20https://www.amazon.com/dp/B00EO4A7L0/ref=sr_1_3?crid=3L58VQMWTEIPX&dchild=1&keyw%20ords=rode+smartlav+plus&qid=1590331118&sprefix=rode+smart%2Caps%2C146&sr=8-3
https://www.amazon.com/dp/B085WRN1VD?ref=dacx_dp_8159365470801_3694331650301&a%20axitk=M3tSMhlT0gKUvebjIIfnqQ
https://www.amazon.com/VILTROX-L132T-Bi-color-Dimmable-NPF550/dp/B01MYGDGUQ/ref=sr_1_6?dchild=1&keywords=viltron+light&qid=1590338942&sr=8-%206
https://www.amazon.com/dp/B07BHW9BGC/ref=sspa_dk_detail_3?psc=1&pd_rd_i=B07BHW9%20BGC&pd_rd_w=2x8Nm&pf_rd_p=48d372c1-f7e1-4b8b-9d02-%204bd86f5158c5&pd_rd_wg=TJzSk&pf_rd_r=RJXJCKFR8F2EXB25X574&pd_rd_r=4b9f95e8-2ab7-%204a98-a7ad27b3832ff466&smid=AJJXN514E694T&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUFEWjRRTEZJS0I1%20OUkmZW5jcnlwdGVkSWQ9QTAzMDEzNzlSTzI3NFY5R1pQQjcmZW5jcnlwdGVkQWRJZD1BMDk2%20NDQxMVgzUjE5V1NXRkRLOCZ3aWRnZXROYW1lPXNwX2RldGFpbCZhY3Rpb249Y2xpY2tSZWRpc%20mVjdCZkb05vdExvZ0NsaWNrPXRydWU=
https://www.amazon.com/Logitech-C920-Pro-WebcamBlack/dp/B00829D0GM/ref=pd_di_sccai_3/146-9113072-%203912951?_encoding=UTF8&pd_rd_i=B00829D0GM&pd_rd_r=eb9b04f0-91d6-4140-8668-%203bbf7cff6559&pd_rd_w=Mv24g&pd_rd_wg=iLVun&pf_rd_p=61ce50cf-2379-4458-9044-%20fa8b402c702d&pf_rd_r=1JRKMPQJV1PP5EZR7PFT&psc=1&refRID=1JRKMPQJV1PP5EZR7PFT
https://www.amazon.com/Logitech-C920-Pro-WebcamBlack/dp/B00829D0GM/ref=pd_di_sccai_3/146-9113072-%203912951?_encoding=UTF8&pd_rd_i=B00829D0GM&pd_rd_r=eb9b04f0-91d6-4140-8668-%203bbf7cff6559&pd_rd_w=Mv24g&pd_rd_wg=iLVun&pf_rd_p=61ce50cf-2379-4458-9044-%20fa8b402c702d&pf_rd_r=1JRKMPQJV1PP5EZR7PFT&psc=1&refRID=1JRKMPQJV1PP5EZR7PFT
https://www.amazon.com/Godox-SL-60W-Daylight-StudioContinuous/dp/B07KG469JW/ref=sr_1_1_sspa?crid=AZGO96UVPPC0&dchild=1&keywor%20ds=godox+sl-60w&qid=1593785243&sprefix=godox%2Caps%2C147&sr=8-1-%20spons&psc=1&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUEzVE9GNlpHTkVSNzQ2JmVuY3J5%20cHRlZElkPUExMDIxODU4MVk4RVkzU1BGVlozTyZlbmNyeXB0ZWRBZElkPUEwMTg1NTYx%20MVdWMkxPV1FWNEhDUiZ3aWRnZXROYW1lPXNwX2F0ZiZhY3Rpb249Y2xpY2tSZWRpcm%20VjdCZkb05vdExvZ0NsaWNrPXRydWU=
https://www.amazon.com/gp/product/B0863J5JRQ/ref=ppx_yo_dt_b_asin_title_o06_s%2000?ie=UTF8&th=1
https://www.amazon.com/Manfrotto-367B-Basic-extends-8-%20Inch/dp/B001B16TN4/ref=sr_1_10?crid=3HGFDB7YD7W3T&dchild=1&keywords=manfr%20otto+light+stand&qid=1593785385&s=electronics&sprefix=manfrotto%2Celectronics%2%20C188&sr=1-10
https://www.amazon.com/Canon-MirrorlessCamera-EF-M15-45mmVideo/dp/B079Y45KTJ/ref=sr_1_3?dchild=1&keywords=canon+m50&qid=1590338885&sr=8-3
https://www.amazon.com/gp/product/B08965JV8D/ref=ppx_yo_dt_b_asin_title_o02_s00?ie=U%20TF8&psc=1

