
 
AV INFORMATION FOR YOUR ORAL PRESENTATION 

 

Important points in brief: 
Each meeting room will be equipped with a PC and a data projector for PowerPoint presentations only. You can 
review your presentation at the lecture hall, where it must be handed in at least one hour before the session 
(presentations cannot be handed in once the session has started). Transport your data via CD-ROM, memory 
stick, flash drive or your own laptop. 

 

Further details and hints for computer based projections: 

1. Preparation 

 Store ALL your files in a single folder (especially videos)  
 Note: The Congress Center Basel uses only the latest-generation Windows PCs with the latest software 

versions. The computers employed run under the Windows 7 operating system and with PowerPoint 
2010.  

 Resolution: To ensure that the presentation looks identical on all the different presentation appliances, we 
would ask you to compile it with a resolution of 1024 x 768.  

 Fonts: Use only standard fonts (such as Arial), because your own special fonts are not installed on our 
computers and cannot therefore be depicted correctly.  

 Animation: Avoid animations and make sure video(s) play automatically when slide is displayed 

 Film: Create your films with standard video programs and the standard codecs. A lot of film-making tools 
use their own codecs, which are not available on our computers. This makes it impossible for us to show the 
films. It must be possible for your film to be played by Windows Media Player.  

 Saving: Films should be compiled in WMV or MPEG format and must always be copied into the presentation 
folder. You can then incorporate your film in PowerPoint without any problems. Copy the entire folder onto 
your USB stick or onto a CD and bring it with you, on the storage medium, in its entirety.  

 If you do not have any animations or films in the presentation, then you should save the presentation 
additionally as a pdf. This function is available in all the standard presentation programs.  

 Mac: Presentations compiled on a Mac with Keynote must always be saved in PowerPoint or PDF 
format. No Mac computers are available for running your presentation. 

 Colours: use light-coloured fonts for texts (white/yellow) on dark backgrounds or vice versa. A strong contrast 
is important for good legibility 

 Legibility check: step back 1.5 m from your computer, the text should be easily readable on presentation 
mode (if not, you are using a too small font!) 
 

2. How to transport your MS-PowerPoint file to the technician at the speaker service center 

 On CD-ROM, memory stick/flash driveor your own laptop 
 
3. How to hand in your MS-PowerPoint file 

 Please come to the technician at the speaker service center the day before or at least one hour before 
your session! Alternatively you can send your PPT via email to: abstracts.ch@congrex.com before the 
conference. 

 Technicians will capture your presentation and store it on a server 

 You then rehearse your presentation with the assistance of a technician 

 Technicians will help you with PowerPoint and will ensure that your changes are updated on the specific 
server 

 
4. In the lecture room 

 With a remote control at the lectern you can simply "ask" for the "next slide" or "previous slide" 

 There will be no possibility to connect your laptop at the lectern! 

 There is no overhead projection, slide projectors or double projection in the lecture rooms 

 

Any technical questions? Just email to: abstracts.ch@congrex.com  
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