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The attendees will be able to connect to their room-only Zoom account using their PC.

[ Connecting to each room in Zoom ]
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ISTS Main page

X Enter common ID and password




Each room has a part-timer who provides technical support for Zoom
meetings, and Zoom is up before the chair connects.

MDAbout Gather

Please make sure to be connected to the dedicated Zoom account for each room at
least 15 minutes in advance.

— After connection, the part-timer will set the chair as co-host.
X The presenter will also come 15 minutes ago.

X If you are unable to use the Zoom app and need to use your browser to
participate, please refer to the attachment "'Connecting to Zoom from
Browser'".

@Display name of Zoom

« After entering the room, open the "Chat" and "Participant” screens from the
menu bar at the bottom of the screen and ’change the name” to make it easier
to identify.

 Please write your name in English.
@ Click "Participants™ in the menu bar at the bottom of the screen
@ Move the cursor over your name and click "Details".
A Click “Rename”.
Rule) Chairman:Chairpersons@Taro BEPPU
Presenter: Speaker (order of presentation )@Jiro OHITA
Audience: Organization Name @Hanako SAGANOSEKI

@Attendance check + Pre-operation check

» Please check the attendance in the Zoom participants window, and request
them to check the operation of screen sharing and timer display.

X If the presenter was absent

- If there is no connection to Zoom by the time the presentation starts,
please treat it as absence.

> Please do not carry up the presentation even if they are absent.
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@Starting a Session/Presentation

The chair is requested to turn on the video and declare the opening as the

session starts.

Please inform the presenter of his or her name and tell him or her to turn on

the microphone and video.

Then, ask them to share the presentation materials. After confirming the start

of screen sharing, please make a voice that you confirmed screen sharing.

Upon completion of these preparations, instruct the presenter to start the

presentation.

The presentation time is basically 20 minutes per 1 presentation. 15 minutes
for presentation and 5 minutes for discussion. Please make it as a total within

20 minutes.

As a general rule, even programs in which a 15-minute program exceeds 20

minutes should be based on a 5-minute discussion.
In order to keep the time, the part-time staff operates and shows the timer.

If the presentation does not finish even after the end time, please tell them

to finish the presentation.

The part-timer will force the microphone and camera to be turned off if

there is anyone other than the speaker.




(D Please set the screen view of Zoom to Gallery
—Please click the view in the upper right of the window and select a gallery in the

pop-up window.
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@Discussion

« The presenter will continue to share the materials on the screen

during the discussion.

» Audience questions and comments on the presentation will be
accepted through Zoom’s “(BRaise Hand” feature. Comments

from the chat are also picked up by the chairman.

» When the discussion is finished, please tell the presenter to stop

sharing the screen and turn off the microphone and video.

» Please make sure the presenter's microphone and video are turned

off, then call the next presenter.

®After the assigned session ends
»  When the session is over, please let the audience know that by voice.

» After finishing the session in charge, please leave the room from

Zoom.

 Please enter the session number, the number of attendees,
number of presenters who presented, and the name of the chair

in the result form after the meeting.

* The URL of the result form will be announced again
[FormURL]
https://forms.gle/VqCrk6zaJdd1gNiMY7



https://forms.gle/VqCrk6zaJd1gNiMY7

Set up a separate Zoom webinar for each program.
* Presenters

Each presenter will receive a panelist invitation email from the
secretariat and connect to their own URL.

[ Display Name Rule ]
affiliation name@ Your name 1)) JSSASS @ Taro UCHU
% Audiences

The audience has access through the Zoom links page.
About Q &A

Take advantage of Zoom's Q & A capabilities.

Those who have panelist rights can view the questions from the
audience.
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BASIC OPERATION OF ZOOM



© Advance preparation.

1.Pre-Installation and Operational Checks

If you are new to the Zoom video conferencing system, you
will need to download and install the application. If the
network condition is poor, downloading may take a long time
and you may not be able to start the meeting in time, so we

recommend that you make sure that it works in advance.

There are some features of Zoom that cannot be used outside of
the latest version, so even if you have installed the application, it

Is recommended that you install the latest version before using it.
@Zoom download center:

https://Zoom.us/download

2. Device Recognition Check

Before connecting an external speaker microphone or webcam,
make sure that the installed app correctly recognizes the device
you want to use and that there are no problems sending or

receiving audio.


https://zoom.us/download

MDRoom Entry

On the Zoom link site, click the link button for the room you
want to join, and the following window will appear. Click "Open
Zoom Meeting" to launch the application.

Zoom Meetings B30 ?

https:/fzoom.us $7OF JVT—230%E

O zoomus TOZOFFOUIRECEEFFTohEFIUTEE]C

Click "Open Zoom Meeting” open the Zoom

@Audio Test

Please perform an audio test of the computer when entering the
room.

Q Zoom :-F147 - [m] e




@Sound check

® The sound is muted when you enter the room. Please keep it
muted until your presentation. Unmute only when you need to
speak.

® Turning the speakers or microphones on to multiple
computers in the same room causes howling (echo that cannot
be canceled). So, we recommend that you use only one PC

with speakers or use your own headset.
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@ Change Name

»Click on the “Participants” button at the top of the Zoom

window.

~Next, hover your mouse over your name in the “Participants”

list on the right side of the Zoom window. Click on “Rename”.
v Please state in ""Role @ Name (English)"".

E.g)Chairpersons@ Taro Beppu
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®Audio Setting

» If you cannot hear the sound or the other person cannot hear
the sound, make sure that the appropriate speaker and
microphone are selected in the Audio settings.

» |If the appropriate setting is correct and the problem is not
resolved, please check whether it is muted, or the headset

switch is turned off.
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©®Screen Sharing

« Open the file you want to share in advance. In this case,

set the display to the normal edit mode.
> If you open several screens other than the lecture materials, it may be
difficult for the speaker to understand which screen is shared with the
audience.
@ In your meeting, you'll see a selection of meeting controls,
including the ability to mute your voice, start and stop video,

and more. Select the green Share Screen icon.

@ Choose the screen you want to share.
©

Click share.
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@Sharing audio during video playback

How to Share Audio

@ Select "Share computer audio .

@ Select "Optimize for full-screen video clips” for movie sharing.

% Since the microphone can be used in parallel, it is also possible

to explain verbally while playing video and audio.

Playing movies is easy to cause trouble, so be sure to test it

beforehand.

> Because all the voice of the computer is shared, if you set a
ring tone for mail, the voice is shared as it is. So, during the

presentation, please close other applications.
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CONNECTING ZOOM FROM THE BROWSER



Instructions for participating with a browser

Browsers that can connect to ZOOM

*Chromium Edge 80, or later version
*Google Chrome 53.0.2785, or later version
Safari 10.0.602.1.50, or later version
Firefox 76, or later version

Screen sharing is only available in Chrome.

(DChoose to participate in the browser

. = (m] x
@ Launch Meeting - Zoom x  +

€& > C @ zoom.us/j/985663535107pwd=RFhiNjB1b29vemorSUpVYkRPRExhZz09#success Q B fr B a2

Zoom Support  English ~

Click Open Zoom Meetings on the dialog shown by your browser

If you don’t see a dialog, click Launch Meeting below

By clicking "Launch Meeting", you agree to our Terms of Service and Privacy Statement

Launch Meeting

Don't have Zoom Client installed? Download Now

Having issues with Zoom Client] Join from Your Browser

©2022 Zoom Video Communications, Inc. All rights reserved °
Privacy & Legal Policies | Do Not Sell My Personal Information | Cookie Preferences




(2) Setting Microphone Camera Permissions in the Browser

v = m] x
© Zoom meetingonweb - Zoom X =+
&« afB80acb077badbce2ad77dc69c0 2 T B 2
Zoo zoom.us wants to JOIN A MEETING HOST AMEETING ~ SIGN IN SIGN UP, IT'S FREE
& Use your microphone
B Use your camera
Join Meeting
Your Name
Your Name
[J Remember my name for future meetings
The audio and video preferences you
By clicking "Join", you agree to our Terms of Services and Privacy select here will be used for future
Statement

meetings.

Mute Stop Video

© 2022 Zoom Video Communications, Inc. All rights reserved. Privacy & Legal Policies Support English = °

(3®Log in by entering your name and affiliation

© Zoommeetingonweb -Zo: @ X |+

« 3> C & zoom.us/w

Zool I . JOIN AMEETING HOST AMEETING ~ SIGNIN SIGN UP, IT'S FREE

~ - m] X

0in/985663535107wpk=wcpk 14bcaf880acb077badbce2ad 77dc69c0 L T=S <G

Join Meeting

‘Your Name

ISTS@Taro BEPPU

(O Remember my name for future meetings

The audio and video preferences you

By clicking "Join", you agree to our Terms of Services and Privacy select here will be used for future
Statement

meetings.

Name Setting Rules
Chairman:Chairpersons@Taro BEPPU
Presenter : Speaker (order of presentation )@Jiro OHITA
Audience: Organization Name @Hanako SAGANOSEKI °

© 2022 Zoom Video Communications, Inc. All rights reserved. Privacy & Legal Policies Support English ~



@ The part-time manager will set you as co-host, so please start
"Attendee's window" and "Chat window" and proceed. ,

= [m} x

& c 8@ zoom.us/wc/98566353510/join?track_id=&jmf_code=Bimeeting_result=8itk=8cap=undefined&refTK=&rm=falseBipo=.. ™ & ¥ N & !

ISTS@Taro BEPPU

% 1STS@Taro BEPPU

ISTS 33rd
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ISTS 33rd




