How to Prepare for Presenting a the Conference

This dion describes how to prepare for presenting at ACM/SIGCHI, including suggestions on general
guidelines for being well understood, spedfic guidelines for producing visual aids, and what audio visua and
computing suppat you will use.

DEADLINE

Please note that the Audio Visual and Computer Request Form included in your author kit must be fill ed ou
and retumed to the mnference officeby 13 Decanber 1999

OBJECTIVES

When you are preparing to present at the ACM/SIGCHI Conference, please keep the foll owing objedivesin
mind:

» Besurethat your presentationis easy to uncerstand for the entire audience, including non native
Engli sh spe&king attendees.

e Communicae the main pants of your accepted submisson.
* Make the presentation interesting and valuable to the audience

GENERAL GUIDELINES:
Thebasic rulefor visua aidsis: Keeg It Simple.

Visual aids work best when used to highlight your main points.

Try to use the suggested formats (attached). Use large fonts (suggest 2024 pant minimum) so that peoplein
the badk of the room can real your visuals, too.

The best readability comes from high contrast of intensity rather than by clashes of color. Dark badkground
with light lettering generally works best for 35 mm slides. Limit the number of colorsto 3 a fewer per dide.
Do na use combinations of red/green or brown/gray. Avoid red letters all together.

Clearly number your slides. Thiswill make recvery much easier if they are dropped. Label your slide
caousels with the order in which you want them mounted. Write your name on ead slide to help us reunite
you with them if they are misplaced.

You will have 1 or 2 screens available for your use; try to use eab ore for only one type of visual aid. A
common mistake made by presentersistrying to use too many diff erent visual aids. Use & few types of visua
aids asyou can.

SPECIFIC GUIDELINESFOR DIFFERENT FORMATS:
When choasing what format in which to produceyour visua aids, please ke the following in mind:

* 35mmsdlides arethe eaiest to use and have ahighly professonal |ook.
» If didesdo nd seam aviable option, then you can produceyour visuals using a Presentation Software

padkage (like MS Powerpoint) and kring bath alicensed copy of the gplicaion and the file mntaining
your slides (we will nat be supdying presentation software on the conference-supdi ed computers).
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e Youmay bring your own computer and run cata projedion dredly from it.
» Overhea transparencies are accetable. You may have produced these in color by a apy shop.

REVIEW OF VISUAL AIDS:

Exped to have your Sesson a AreaChairs contad you and ask to seewhat visual aids you will be usingin your
presentation. Below is a sample feedbad form that will befill ed ou and returned to you in time to make any
adjustments. Our goal isto help you give the best presentation you can.

Thisresporse shed will be used by your Sesson Chair after he/she has reviewed your visuals (if applicable).

ACM/SIGCHI Visuals I mprovement Checklist

Author: Sesson Title

The following improvements are required before your propcsed visuals can be acceted for the CHI Conference
Numbers on the enclosed visual(s) refer to the numbered items below.

(1) Weremmmend hgh-quality laser printer copy, typeset letters or transfer (rub-on) lettering. Do na
submit handwritten material.

___ (2) Capital letters must be & least 6.5mmor 1/4” high (equivalent to 24-paint type); lowercase letters must
be d leasst 5 mmor 3/16" (20-point type), na including ascenders and descenders. 24to 28 point type works
best.

___(3) For dlides, use white or yellow charaders on medium blue or bladk badground.Avoid red lettering on
white or blue badgrounck.

___ (4 Use amaximum of 7 words per line and 6lines per slide or overheal. Limit copy to lists with numbers
or bullets.

____(5) Broken or blurred type or line drawing. Resubmit clean paper copies. When carying visualsto the
meding, package them carefully to avoid damage.

___(6) If posgble, have line drawings dore by a professonal artist.
____(7) Blurry phaograph. Redteif possble, or have aprofessonal artist draw arendering of theimage.

___(8) Other:
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AUDIO VISUAL & COMPUTING SUPPORT AVAILABLE
The Speaker Preparation/Rehear sal Room

Throughou the conferencethis room is avail able for your use to aid you in any final preparations for your
presentation. When in the sped&ker preparation room, please be avare of other speakers who may have urgent
needs for equipment in thisroom.

Youwill findin thisroom most of the equipment that is avail able in sesson rooms, including an overheal
projedor, 35mm slide viewer, video player and computer suppat. There will belight tablesif you reed to do
some last-minute organization d slides (although we strongly suggest you have your slides ordered and ready
before you arrive a the conference). Y ou may borrow the 80-slide caouselsto use for your presentation and
return them afterwards. Blank overheal transparencies will also be avail able.

Therewill be a @mputer in the Prep. room which you may use for last-minute materials preparation. Please
bring alicensed copy of the gpli cation software you reed (no applicaions oftware will be pre-loaded). There
will aso be aSuper VHS videotape player for queuing tapes.

Thisroom will aso be set up for pradicing your presentation and will be equipped with the same standard
equipment asin the sessonrooms. The spedker preparation room will have asign-up shed for reserving time
dotsin the reheasal room. We suggest you reserve the room for your desired time well i n advance, asthis
room tends to bein high demand.

Attending the Speakers Orientation

On the morning of your presentation you shoud attend the spegkers’ orientation. At this meding you will be
addressad by a member of the Tedhnicd Program committee Tedindogy Suppat (AV and Computing) will
also instruct you onequipment avail able in your room and answer any last-minute questions. (Please seethe
Speekers Orientation form for complete information). Please plan to attend.

Thisisan invitation for one (1) of the presenters of eat submissonin the following areas:

Papers, Panels, Demonstrations, Organizational Overviews, Short Talks & Interadive Posters and
Tutorials.

What you will find in the sesson rooms

Chedk your fina program to confirm when and where you will be presenting. You shoud arrive & least 20
minutes before your sesson starts. Y ou can use thistime to arrange your materials, med the student volunteer
whowill asgst you,try al of the audio-visual and computer equipment and lean the stage layout.

Throughou your sesson, a CHI student voluntee will be present to asgst you with equipment operation and to
help solve any problems that might arise. They can help you with the microphore and set up, test and operate
the equipment in the room or liaison with the professona staff on duy. Remember to arrive ealy enough to
complete adiviti es before the sesson kegins.

In all but the small est sessonrooms, there will be astage. For safety reasons, please use the stairs to ascend and
descend from the stage.

All your requested audio-visual and computer equipment will be in theroom. It is passble that other equipment
will aso beintheroom, for use by other speakers saring that room throughou the day. Please do nd try to
operate any equipment in the room that you dd na spedficdly request as other equipment may already may
have been speaally set up.

ACM/SIGCHI Author Kit How To Prepare for Presenting at the Conference Page 3



There will normally be two projedion screensin the room, at one side of the stage.
Speafic AV Equipment Avail able By Request
We will provide the following AV equipment for your use:

35mm Slide Projector: Werequire youto use plastic mourts for your slides. We dso require you to mourt
your slidesin 80dlide caousels. We have foundthat 132-slide caouselsjam frequently. You may obtain 80
dlide caousels from the spegker preparation room.

Overhead Projector: These ae standard overhead projedors. If you aretrying to dedde between overheals
and 35mm dlides, we encourage you to use slides.

Videotape Player: The @mnference standard for videotape is 1/2" NTSC VHS. If necessary, howvever, we can
acommodate SECAM or PAL formats. Videotape players will be mnreded to dsplays appropriate for the size
of the room: small er rooms may be equipped with some number of 63 cm (25 inch) color monitors ontall

stands; video projedors will be used in the larger rooms. We will not compromise the display quality in any
room.

Lavaliere Microphone: Wewill be equipping all rooms with ore (1) lavaliere (Iapel) microphore & the
podum. Thisisasmall, light microphore that can be dtacdhed to the front of your clothing with a dip. It
provides freedom to walk around onthe stage if you desire. If you canna wea alavaliere microphore, we will
try our best to acaommodate your spedal nealsif youinform us onthe aidio-visua request form. Multiple
speers will neal to share the lavaliere.

Spedfic Computers Avail able By Request

The international nature of this conferenceintroduces many logisticd chall enges regarding to the use of
computer equipment. We strongly suggest that whenever possble you shoud videotape any demonstrations of
computer systems that you wish to show asthiswill give you ketter control over the content and reli ability of
your presentation. We have, howvever, taken grea eff orts to provide some standard computer systems that you
canrequest. We will acordingly provide the two foll owing standard configurations:

Macintosh PC
Power Mac Compaq PIl 350Mhz,
G3 30 hz, 64Mb,
64MDb, 4.3Gb,
6.4 Gb, 8Mb video,
Zip drive, Zip drive,
CD-ROM, CD-ROM,
Ethernet Ethernet,
MaaOS 8.6, Windows 98 a NT 4.0,
Office 98, Office2000,
Netscape Navigator 4.6, Netscape Navigator 4.6,
Internet Explorer 4.5 Internet Explorer 5.0

We will arrange for the monitor to be displayed for audienceviewing, in asimilar way to that used for video
output using equipment appropriate to the size of the room.

We will supdy operating system and Virus-detedion software only; you must provide any other software you
require.
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If you are planning to bring your own computer hardware and wish to dsplay the screen to the audience,
please spedfy your hardware and its needs on the audio-visual and computing equipment request form. We can
then arrange for display or projedion equipment. Please bring the proper display interface cad (and inform us
of itstype and configuration) or arrange with us 9 that we can suppy an interface cad andinstall it i n your
machine. Also, DO NOT FORGET TO BRING YOUR OWN CABLES!

Filli ng out Request Form

Remember to fill out and send in your Audio-Visual and computing equipment request form by 13 December
1999 . If we do not receive your request by then,YOU WILL NOT HAVE ANY A/V OR COMPUTING
SUPPORT.

Please be sure to give us a complete list of things that you are bringing, espedally eledricd equipment. We
must arrange well aheal of time for enough power to be avail able to suppat the equipment you are bringing.

If you have aty speda AV or computing requirements, if your needs change dter you submit the form, or if you
have any questions or comments, please mntad usimmediately. We will do ou best to help.

TO SUMMARIZE THE STEPSON "HOW TO PREPARE FOR YOUR PRESENTATION"
1. Make arough plan of your presentation.

2. Choose your visual aids and nde the AV and computer equipment you require.
. Fill out and sendin the AV -Computer Request Form by 13 Decanber 1999

3
4. Credeyour visua aidswell ahead o time.

o

Use the spe&ker preparation room for final preparations.
6. Usethe spe&er reheasal room for pradicing.
7. Attend the spedker's breekfast on the day of your presentation.

8. Arrive d least 20 minutes before your sesson starts.
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SUGGESTED 35MM SLIDE FORMAT
All specs apply to 5'w x 3 516'h artwork

Trademarks Copyright and trademark items on the first occurrencein a slide presentation, shoud appea
using asymbad (©, ®, ™ SM), The foatnates for trademark information (item and company name) are
listed on ore dlide. List trademarks alphabeticdly. This dide must be shown at the end d the
presentation.

Colors, Title Slidesand Braker Slides
Title - white Subtitl es - white or yellow Badground-- dark color (blad, biue, brown,..)
Text Slidesand Diagram Slides

Title - yellow Sulititl es - white Badkground-- dark color (bladk, blue, brown, ..) Do na use red.

Type

All typeisupper and lower case, flush left, ragged right.
Maximum of 7 buleted, single lines of text per dlide.

Title Slides and Braker Slides
24 . to 36 . (depends onamourt of text)
HelveticaBold or HelveticaExtraBold

Text dides

Title

16/17 . (point size/leading)
HelveticaBold

The baseline of thetitleis 9/16" from the top edge. The lealing is 26 @ds. to the baseli ne of the subtitle.
If asubtitleis not used, the leading is 46 ps. to the baseline of the text.

Suhtitl es
14/15 . (point size/leading)
HelveticaBold

Thelealingis 20 gs. to the baseline of the text.

Text
14/20 p. (point size/leading)
HelveticaRegular

If the bull eted information is more than ore line use 14/15 . (point size/leading) with 20 fs, lealing to
the baseline of the next line of text. Use asolid round bulet to highlight text. The bullet hangsin the
left margin with ore charader spacebetween the bull et and the first letter of thetext. Use a hyphen
to further subdvidetext. Align the hyphen flush left with the text, leaving one dharader spacebetween
the hyphen and the subtext.

Charts
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Type sizes within charts will vary depending onthe size of the dhart. All text within the dhart isupper
and lower case, flush left, ragged right.

Note: To use dlide atwork (produced at these specs) for overhead transparencies -- enlargeto 171.4%.
This $ze enlargesthe 14 f. typeto 24 . type.

SUGGESTED OVERHEAD TRANSPARENCY FORMAT
All specsapply to 9 ¥2"w x 6 1/2"h artwork

Trademarks: Copyright and trademark items on the first occurrence only, using asymbad (©,®,™, SM) anda
foatnate. The footnates for trademark information (item and company name) are listed on ore overheal.
List trademarks alphabeticdly. This overhead must be shown at the end d the presentation.

Type

All typeis upper and lower case, flush left, ragged right. No typeisto be positioned below 6 picas from
the bottom.

Title of presentation
42 . to 60 f. (depends on amourt of text)
HelveticaBold o HelveticaExtraBold

Overheads with text

Title

36/36 . (point size/leading)
HelveticaBold

The baseline of thetitleis 3/4" from the top.

Subtitles

24/36 . (point size/leading)

HelveticaBold

The baseline of the subtitieis 1 34" from the top with aonelinetitle and 2' from the topwith a
two linetitle.

Text

24/36 . (point size leading)

HelveticaRegular

The baseline of the text begins 2 1/4" from the top with aone linetitle and 2 12" from the top
with atwo linetitle.

If the bull eted information is more than ore line, use 24/24 . (point size/leading) with 36 fs. leading to

the basali ne of the next line of text.

Use a8.3 f. (cap height of 10 . text) solid round buiet to highlight text. The bullet hangsin the left
margin with ore dharader spacebetween the bull et and the first letter of the text.

Use ahyphen to further subdvide text. Align the hyphen flush left with the text, leaving one charader

spacebetween the hyphen and the subtext.

Charts
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Type sizes within charts will vary depending onthe size of the dhart. All text within the dhart isupper
and lower case, flush left, ragged right.
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