Recording Instructions for TSDA Education Universe Presentations

Thank you for agreeing to help enhance the libraryofpr e sent at i o n dortbeAKoracidit al ks 0)
Surgery Directors (TSDA) Education Universe. In the following pages you will find the instructions for

recording narration into a new or existing PowerPoint presentation. Instructions may vary slightly
depending on the userods operating system and applice

In order to make the process as simple as possible, please record your narration and save each slide
individually. Once you have done so, send the PowerPoint file with recorded narration.

If you do not have the capability to narrate your presentation or prefer it be narrated on your behalf by a
member of the TSDA Curriculum Committee, please send TSD a detailed script including slide number
and corresponding copy.

If your presentation includes photo or movie images, please save the files both in the PowerPoint file,
and as separate files.

The transition of files to movies can differ from computer to computer. If you include any movie images,
pl ease ensur e gself-contammedsnowe ck 0a §ima Qamaindk not as a Arefere

Please contact TSDA at 312-202-5854 if you have any problems with the limited instructions presented
here. These instructions assume the presenter knows how to create a PowerPoint presentation, yet offer
standardization guidelines specifically for TSDA talks and assist you in recording narration.



Creating a Presentation for the TSDA Education Universe

Allpr esent at i on gnustbe E maximamaolf 20 sniautes. Talks more than 20
minutes in length will not be added to the TSDA Education Universe library. Education
experts advise the TSDA that this 20-minute window is critical to teaching more
effectively.

. Create basic lectures. The goal is to present a basic curriculum appropriate for
thoracic surgery residents. Include concepts that are critical to a fundamental
understanding of the topic, and explain those concepts incrementally using carefully
defined terms. Separate and supplemental 20-minute presentations that include more
sophisticated concepts are encouraged and will be posted separately.

. For new talks, create the PowerPoint presentation, and then add narration.

. If you have an existing PowerPoint presentation, edit the presentation to 20 minutes if
necessary, and then add narration. If narration has already been added to a
presentation longer than 20 minutes, edit accordingly. This may require re-creating the
talk and re-recording the narration.

. Recording narration with an external USB microphone is advised. Record narration in
a quiet environment away background noise.



6. Select a solid color, blank background for each slide (no images or graphics). Use the
same background throughout. A royal blue background with white text is preferred.

7. Select Arial 40 as the slide title font, and Arial 24 as the text font.

8The first slide should include the title of
affiliate hospital or institution, and date (mm/yyyy).

9. Use one slide transition style throughout the presentation.

10. Avoid paragraphs; use bullet points. Limit each slide to six bullet points (fewer if there
are images on the slide). Bullets should be left-justified and followed by a capital
letter. Limit bullet points to eight words or less.

11. Avoid italics and ALL CAPS. These are more difficult to read.

12. Use crisp, well-labeled illustrations including drawings, echocardiograms,
angiograms, chestx-r ays, Cd#®&s,pM&®t ographs, etc.

13. Minimize using tables and graphs. If is necessary to include tables and graphs,
ensure they are easy to read.



14.

15.

16.

17.

18.

19.

Citation vs. Permission. Copyrighted material has to be either cited or used with the
permission of the copyright owner. lllustrations and large amounts of text (sections of
chapters, for example) require permission. Citations may be used for quotes, data,
statistics, and paraphrasing. Talk authors are responsible for either citing information
or obtaining permission depending on the length of copy, data, statistics or
illustration. TSDA does not claim copyright ownership over any of the lectures/talks it
posts, nor can TSDA request permission, or research or provide citations on

behalf of authors.

In accordance with HIPAA, display photographs or videos of patients without
rendering the patients unequivocally unidentifiable cannot be used.

When recording the narration, speak as if you are presenting a lecture. Speak clearly
and slowly, and at a volume that will translate well over computer speakers.

It may be helpful to script the narration prior to recording and add to the Notes
section of each slide. Additionally, it may be helpful to announce the slide number as
you narrate each slide.

Allow three to five seconds at the beginning and end of each slide before starting and
completing the narration. Do not change slides while speaking.

Utilize the arrow function if areas of images or movies should be highlighted.



20. TSDA has the right to edit presentations. A TSDA content disclaimer slide will be
added to each talk.

21. Submit the following as separate files: PowerPoint, audio, video, images. PowerPoint
does not automatically attach audio files to the PowerPoint presentation, so it is
necessary to submit them as separate files on the CD or jump drive you plan to send
to TSDA.

22. Send cardiac and general thoracic talks to the TSDA office. Send congenital talks to
Dr. Henry L. Walters (see page 12 for mailing instructions).

23. Contact TSDA with any questions.

Beth Winer
TSDA Affiliate and Marketing Manager
312-202-5855
bwiner@tsda.org

These instructions can be downloaded from the Weekly Curricula section of www.tsda.org.


mailto:bwiner@tsda.org
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3. There is no need to manually increase or decrease the audiolevel. The A mi cr ophone
up wi zardo wi || confirm thawotrhe ngpi propleoheg.
when this process is complete.



