Zoom Manual for Participants of 5* ISOBS
Last Update: 18thNov 2020

Before the event

Pre-install the latest Zoom app (latest: version 5.4.3) on your PC!\. https://zoom.us/download
Joining Zoom via the PC app is essential for mobile apps, or entering from the browser has
limited features and functions.

For beginners, refer to the Zoom help center.
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started—on-Windows-
and-Mac

Refer to how to display https://support.zoom.us/hc/en-us/articles/210707503-Virtual-
background

Session Structure-Duration of a presentation

Type Talk Duration Discussion Duration
Plenary lecturers (50 min) 45 minutes 5 minutes
Invited lecturers (25 min) 20 minutes 5 minutes
Invited lecturers (20 min) 15 minutes 5 minutes
Invited lecturers (15 min) 12 minutes 3 minutes

Note that the discussion duration will be shorter by 1-2 minutes than the indicated time,

including introducing the lecturer and handover to the next lecturer.

The day of the Symposium
For a stable connection, use a wired Ethernet connection if possible and avoid running other
PC applications. Sometimes restarting the computer before joining Zoom may help.

[How to join session]
Zoom Meeting holds all the sessions in the Symposium. A registered participant can join the
session. Please plan to join 15 minutes before the session by clicking the event URL in the

organizers' invitation mail. “Host” of the Zoom meeting (Prof. Nishikawa or Prof. Mori) will
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permit you to enter the meeting, and the host will assign the “Chairperson” and “Lecturers”
of each session as “Co-hosts” (in Japanese: :[F]- 2 ). Mute your Zoom session or phone
when not in use.

[Session starts]

The staff begins the broadcast. Turn off your camera and microphone during the session.
You may make use of chat to contact the Chairperson and team. When your presentation

begins, turn on your Camera/Mic, start "Share Screen" ("HifH®I£4H") by clicking an icon

in the meeting controls. The timekeeper (a staff) turns on a screen through a
virtual webcam during each session as follows.
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[Discussion]

The discussion session will follow your presentation. The b ox
Participants (2)

attendees can join the discussion with other attendees by ‘._Me‘ -

sending messages to "Everyone" by selecting their name from I — - :

the drop-down list after the clicking the et icon.

Another option is to use “raise hand” (in Japanese “%$") option

on the Participants menu (See the right; Host and Co-hosts

cannot raise a hand) by clicking the icon.

The Session Chairperson will select and ask the questions during
the discussion session. There may not be enough time to answer
all questions. The Chairperson will make sure to ask related
questions in the approximate order that they first submitted.

The Chairperson will have the ability to unmute participants if

Invite Unmute Me

this is needed to elaborate on their questions. The Chairperson

Raise Hand
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has a right to decline the questions because of the time

limitation.

[Keeping time]
Staff (Timekeeper) will interrupt to notify "end" by using a timer software and showing the
“overtime”.

[After your presentation]

Make sure to turn off Camera/Microphone ("Mute" (HA%GE : T = — })in the meeting controls),
and "Share Screen.”" You may leave or stay for "after session greeting" with Chairperson and

other speakers.

Notes

- All the Zoom display must be the name (Do not use a nickname!) in the alphabet (Hiragana,
Katakana, or Chinese characters are NOT allowed). For example, Chairperson: "C: Name
(Affiliation)," the other participants: ex. Name (Affiliation) ex. John M. Smith (Ibaraki Univ).
You can change your display name use the "Rename" option in a participant bar (which

appears after clicking on the Participants button) https://support.palcs.org/hc/en-

us/articles/226794367-Changing-Your-Display-Name-in-Zoom-Rooms




In Japanese: https://symphonict.nesic.co.jp/workingstyle/zoom/change-name/
+ Please turn off your camera and microphone during the session except for your
presentation and your questions.

- Some tips on "Screen sharing a PowerPoint presentation” https://support.zoom.us/hc/en-

us/articles/203395347-Screen-sharing-a-PowerPoint-presentation
- (In Japanese: [ % 4 ] ) https://support.zoom.us/hc/ja/articles/201362153-[f % H A5

- If anything comes up during the session, including connection trouble, contact organizers,

and Chairperson by chat.

* Video or audio recording (including taping, recording, photographing, screen capture, and
other methods of capture) by participants is strictly prohibited. However, please be advised
that Zoom screenshots may be taken during the session for event report or promotional

purposes of the institute of quantum beam science.



