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Presentation timeslots 

For individual paper presentations, each paper 

will have up to 18 minutes to present (which 

includes transition time between papers). There 

are 5 papers allocated to each 90-minute parallel 

session. We expect presenters to stick to these 

timings to ensure all papers get their allocated 

time.  

Some individual paper presentations have been 

allocated to a session after a 3-paper symposium. 

These papers will still have 18 mins to present 

(allowing for transition time). 

For symposia, the suggested timings are as 

follows: 

- Symposia with 5 papers: each paper 

should present for 15 mins, with 15 mins 

left for discussion (1 hr 30 mins total). 

- Symposia with 4 papers: each paper 

should present for 20 mins, with 10 mins 

left for discussion (1 hr 30 mins total). 

- Symposia with 3 papers: each paper 

should present for 20 mins, with 10 mins 

for discussion (1 hr 10 mins total). There 

will be another individual paper allocated 

to the remaining 20 mins of the session (2 

mins for transition / 18 mins for 

presentation).  

Bringing your presentation 

All presentations must be brought on a USB 

memory stick or storage device. We recommend 

that your also email your presentation to yourself 

and/or store a copy on a Cloud platform. 

Please note that printing facilities are not 

available, and we recommend bringing a hard 

copy of your speaker notes if required.  

Delivering your presentation 

It is your responsibility to arrive at your session 

room in advance of your designated time slot to 

upload your presentation to the computer 

yourself. All presentations must be made within 

the allotted time. Please be respectful and do not 

impact the time of other presenters. Each session 

has a Chair who has ultimate responsibility for 

ensuring the whole session runs to time. 

 

Standard Equipment 

All rooms are equipped with data projector, 

screen and computer. All computers have wired 

data connections for access to the Internet etc. 

We recommend that your presentation is 

compatible with Microsoft Office 2010 and in a 

16 x 9 format. 

Using your own laptop to connect to 

projectors 

Please note the use of your own laptop to run 

your presentation is not permitted since 

computers will be provided. 

Embedded videos 

If you have embedded videos within your 

presentation we recommend you check these as 

soon as possible at the venue. The two most 

common reasons for video refusing to play are as 

follows: 

- The embedded video is trying to use software 

that is not supported on university machines. 

Please note that machines do not have 

‘QuickTime’ installed and as such will not support 

videos that have the .mov or .mp4 file extension. 

Please ensure that all embedded videos have 

either the .avi or .wmv file extension. 

- The embedded video has not been copied over 

correctly from your own machine to your storage 

device. 

When copying your presentation to a memory 

stick it is imperative that you copy over the video 

file along with the PowerPoint presentation. The 

most straightforward way to do this is to create a 

file on your memory stick that contains the main 

PowerPoint presentation and your videos. This 

file can then be copied over to the desktop on 

university PC’s. 

- Please Note. If your memory stick or storage 

device is encoded please ensure that it does not 

require the downloading of any encryption 

software to our machine in order to access the 

files stored on it. This cannot be facilitated at 

short notice due to the security measures 

installed on university computers. 

 


