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Instructions for Electronic Presentations 
 

Please read the following detailed instructions. 
 
Participant MUST bring a CD-ROM or USB drive of electronic presentation to display on PC 
laptop provided in the room.  Participants cannot use their personal laptop computers for oral 
presentations. 
Electronic presentations must be turned in on a CD-ROM or USB drive that are readable with a PC with 
the Microsoft Windows 2000 operating system. It should be turned into the computer desk in the 
Mokihana Room at the Radisson Kaua‘i Beach Resort Hotel by 7:00 p.m. of the day* prior to the start of 
the session in which it will be presented. (*Presentations for Monday’s sessions must be turned in 
Sunday, November 7, from 4:00 to 7:00 p.m. in the Mokihana Room.) The CD-ROM should be labeled 
with the speaker’s name, presentation date, and time. 
 

Presenters will be required to verify their presentations on University of Hawai‘i-provided equipment at 
the time it is turned in.  After readability is confirmed, presentations will be loaded in speaker order on 
the laptop in the Ginger Room. 
 

Revisions to presentations will not be accepted after the presentations have been loaded. If revisions to 
presentation content are necessary, presenters must bring the revisions on overhead transparencies. 
 
 
HARDWARE AND SOFTWARE SPECIFICATIONS — 
Each meeting room will be equipped with the following hardware and software: 
 

Hardware: 
One PC laptop with Intel Pentium IV 1.5-GHz CPU 
Memory:  512 MB 
Video:  1024 × 768 at 24-bit color depth 
 

Software: 
Operating System:  Windows XP Professional or Windows 2000 
Microsoft Office 2000 (including PowerPoint 2000) 
Internet Explorer 6.0 
Windows Media Player 9.0 
QuickTime 6.5 Pro 
Adobe Acrobat Reader 6.0 
Adobe Photoshop 
Adobe Illustrator 
Corel Draw 11 
 
 
TECHNICAL SUGGESTIONS FOR ELECTRONIC PRESENTATIONS — 
These suggestions are not meant to deter creativity or use of the best data available, but provide 
suggestions for optimum results. 



 

PowerPoint — can display pictures and text generated with the program or inserted from other sources. 
If the outside source is a sound file over 5 KB or any video file, the original file is not saved within the 
presentation. Source files meeting these criteria must be available on the computer on which the 
presentation is going to run. Presenters should copy any source video and sound files to the CD-ROM 
containing their presentation; when in doubt, include the file. 
 

Fonts — should be standard fonts such as Times New Roman, Arial, or Courier. If nonstandard fonts 
must be used, they should be embedded in the PowerPoint file. We recommend a minimum font size of 
24 points. 
 

Embedded charts, graphs, and object-oriented graphic files — can be difficult to work with. These 
file types usually are influenced by the version of the program used to create them, often making them 
translate strangely on a different system. We recommend that charts or graphics be inserted into 
presentations in a standard graphics format such as .gif, .jpg, or .bmp. 
 

Movies — saved as AVIs have the best chance of success on a Windows machine. QuickTime’s best 
compression algorithm, the Sorenson CODEC, does not play within PowerPoint. To avoid problems, 
convert QuickTime files to the Cinepak CODEC, or to AVI or MPEG formats. 
 

HTML presentations — must consist entirely of portable files (relative links must be used). All data 
will be copied from the speaker’s CD-ROM to the hard drive of the laptop. If files are not portable, links 
between pages could be lost. 
** A Web server or Internet connection will NOT be available, so plan accordingly. ** 
 

Plug-ins or ActiveX controls — cannot be installed at the meeting. If the presentation takes advantage 
of a function not built into IE 6 or the plug-ins mentioned above, technical difficulties will arise. 


