20th October 2020

Participant's Manual for WET2020-online, JSWE

Organizing Committee for WET2020-online, [SWE
1. Overview
This document is compiled for reference by participants when holding online using the teleconferencing
system Zoom.
For those who make presentations and chairs, please also refer to the "Presenter's Manual" and "Chair's

Manual".

2. Items to be confirmed in advance
a. Install Zoom
Install the latest version of the Zoom video conferencing system application.

® Download https://zoom.us/download

L

Download Center Downioad for T Admin =

Click [Download| at

Zoom Client for Meetings

Zoom Client for Meetings

padSutomatically when you start or join your first Zoom
anual download here

b. Operation and device check
Check your system by using Zoom's test service, and make sure that your system is correctly worked.

@ Zoom's test service hitps://zoom.us/test

Join Meeting Test

Click [Join|

T—
£ Settings X @ Launch Meeting - Zoom x 4+

¢« C & zoom.us/i/976754632367pwd=dIRFeDVAN29vMis5bzM4NIRPTUSpZz09#success - CIEE N I

#oApps @ HLLWST @ Video Meetings, Vil

Open Zoom Meetings?

zoom https://zoom.us wants to open this application.

O Anways allow zoom.us to open links of this type in the associated app

Click |Open Zoom Meetings



https://zoom.us/download
http://zoom.us/test

x|
& Zoom Meeting - O X

General

Speaker
Video Test Speaker ZF—H— (Logicool UsE Headset H340) v
Output Level:
Share Screen Use separate audio device to play ringtone simultaneously
Background & Filters Microphone
Test Mic <47 (Logicool USB Headset H340) ~
Recording
Input Level:
Statistics Volume: < ® <
O Feedback Automatically adjust microphone volume
Suppress background noise | Auto v @

G Keyboard Shortcuts
Select the default noise suppression level (low) to optimize for music

Select a Microphone
Automatically join audio by computer when joining a meeting

Mute my microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

Advanced

Click this|A|and select |Audio Settings|, then you can test your speakers and microphones.

c. Microphone

Participants must mute the microphone during short oral presentation.

Keep it muted during discussions in the breakout room, except when you ask a question.

It is recommended that you check with other people to see if you can send and receive audio beforehand.
d. Video ON / OFF

Participants should turn off the video during short oral presentation.

Keep it turned off during discussions in the breakout room, except when you ask a question.

When there is a red diagonal line, it is muted.

Time Keeper

You can change mute / unmute by clicking here.

When there is a red diagonal line, the video is off.

You can turn the video on and off by clicking here.



f.

Screen display

When the presenter shares the screen, it may be displayed in full screen.

Double-click on the screen to switch between full screen display and standard display.

WET2020-online

How to display your name

For Chair:
Chair_SessionName_FamilyName_Affiliation

For Speaker
Lecture number_FamilyName_Affiliation

For Participant

FamilyName_Affiliation

If the display name is inappropriate, you may be
forced to leave the room.

Double-click on the screen,
and screen display switch between

full screen and standard.

Depending on the display mode, the screen display status will be as follows.

Screen display status by display mode

Full screen

Standard

WET2020-online

How to display your name

For Chair:
Chair_SessionName_FamilyName_Affiliation

For Speaker
Lecture number_FamilyName_Affiliation

Standard

For Porticipant
FamilyName_Affiliation

If the disploy name is inappropriate, you moy be
forced to leave the room.

How to display your name

Chair:

Chair_SessionName_FamilyName_Affiliation
Speaker:

Lecture number_FamilyName_Affiliation
Participant:

FamilyName_Affiliation

Side by side

you may be forced to leave the room.

Multiple participant in the same room

If your display name is inappropriate,

[ ".03:00 wl
3: a )
]

WET2020-online

How to display your name

For Chair.
Che

wir_SassionName_FamilyName_Affiliation '

If the display name is inappropriate, you

WET2020-online

How o display your name

When multiple participants in the same room each connect to the conference room of a video

conference, it may cause echo and howling. We recommend using a headset.



3. How to attend the session

a. Entering the session
Please connect to the URL of the session you are attending from the "WEB conference room
information for each session” posted on the proceeding download site and enter the meeting password
(passcode).

You shall not leak the entry information to others for any reason.

b. How to display your name
You shall display your name as follows.
The display name can be changed even after entering the room (see the figure below).
If your display name is inappropriate, you may be forced to leave the room.
Chair: Chair_SessionName_FamilyName_Affiliation
Speaker: Lecture number_FamilyName_Affiliation

Participant: ~ FamilyName_Affiliation

W Zoom Meeting - u X

Right click in your self view and select Rename]

then you can change your display name.

How to display your name

Chair:

Chair_SessionName_FamilyName_Affiliation
Speaker:

Lecture number_FamilyNaome_Affiliation jifop Video
Participant: @

FamilyName_Affiliation

Unmute My Audio  Alt+A

If your display name is inappropriate,
you may be forced to leave the room.

Hide Self View

% WET-Secretariat_JSWE

c. Prohibition of recording
Recording (including screen capture) and redistributing presentation materials is prohibited unless

you have permission from all parties in advance.

d. How to ask a question
There is no discussion time during the short oral presentation.
During discussions in the breakout room, if you have any question, turn your video ON, unmute your
microphone and then ask a question.

Turn your microphone mute after your question.
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e. Breakout room
In WET2020-online, discussion will be held at Breakout room.

Click Breakout Rooms|, select a presentation you want to attend, and click [join|.

How to.displc::

Chair: i
Chair_SessionName_F

Speaker:

Lecture number_Fail
Participant:
FamilyName_Affiliatio

If your display name\is inappropriate,

To move to another breakout Room, click [Breakout Rooms), and you can Lchoose Breakout Room|.

To return to main session, click [Leave Room|and then choose [Leave Breakout Room|.




f.  Exiting the Session
To leave from the main session, Click [Leave| and then [Leave Meeting|.

To leave the session from Breakout Room, Click [Leave Room|and then [Leave Meeting|.

WET2020-0online

How to display your name

For Chair:
Chair_SessionName_FamilyName_Affiliation

For Speaker
Lecture number_FamilyName_Affiliation

For Participant

FamilyName_Affiliation

If the display name is inappropriate, you may be
forced to leave the room.

If you want to join another session, please re-enter the room with the URL and passcode (meeting

password) of that session.

g. Unforeseen circumstances
If the Zoom meeting room can not be continued due to some kind of interference, the organizer will
close the meeting room. The URL and passcode of the alternative meeting room will be notified by e-

mail in 5 minutes to all registered participants from JSWE.

4. Security measures
You must not leak the information of WET2020-online such as "WEB conference room information
(URL and passcode) of each session" and Proceedings, as they are only for registered participants.
In addition, you must not act infringing copyright.
Since WET2020-onlen is using open tool (Zoom), unforeseeable accidents or troubles may occur, you

should participate with great care, and act in a manner that does not violate public order and morals.



