Announcement for Moderators and Speakers

Preparation for an on-line presentation

®|t is recommended to use wired LAN to connect to the Internet. If using Wi-Fi, give your
presentation at a location with a stable connection.

® |t is recommended to use a headset microphone to make your voice sound clearer.

® |f your PC does not have a built-in camera, use an external webcam.

1. Announcement for moderators

Facilitation of sessions is at the discretion of moderators. Make sure that each session finishes on
time.

1) Presentations at the venue
(DWhen to come up for your session
® Come to the “Next Chairperson” seat on the right-hand side near the stage at least 10
minutes before your session starts.
Starting a session
®\Vhen it is time to start a session, the facilitator will announce the start; start your session
then.
3 Timekeeping
OA timekeeper will be placed. The presentation time (which you will be informed of in
advance) will be set to the timekeeper. The timekeeper will be operated by the facilitator.
The same time will be displayed and the same lamp will be illuminated at the moderator’s
seat, podium, and facilitator’s seat. Alerts will be given based on the lamp color.
Start of presentation [Bluel: The time decreases as the presentation progresses.
Three minutes before the end [Yellow]

End of presentation [Red): The time over the limit increases. The alert buzzer will be
disabled.

2) On-line presentations
DJoining a Zoom session
®Join a Zoom session at the designated time from the URL informed by the secretariat.
@Starting a session
®\\Vhen it is time to start a session, the facilitator will announce the start; start your session
then.
3 Timekeeping
Use your clock/watch for timekeeping. Progress of time will not be displayed on the screen.

2. Announcement for speakers

1) Creating a presentation file
®Size: Create slides in widescreen (16:9) format (recommended).
* Slides in other sizes may be displayed in a small frame.

2) Presentation time and facilitation of a session
®Give your presentation within the allotted time informed in advance.
®Follow the moderator’s instructions.

3) Presentations at the venue
(DNotes and requests for presentations
®After your presentation file is accepted at the PC operator’s seat, come to the “Next
Speaker” seat on the left-hand side near the stage at least 10 minutes before your
presentation starts.
®A laser pointer will be placed on the podium.
@Acceptance of your presentation file
®Check and submit your presentation file at the PC operator’s seat on the left-hand side
near the stage at least one hour (30 minutes for a session early in the morning) before your
presentation.
®Before your presentation, check that your presentation file works properly in the presence
of the PC operator. Bring a storage device (USB flash drive only) or your PC containing
your presentation file. The storage device will be returned after the preview, and the PC
will be returned after the presentation at the PC operator’s seat.

@

EFV—4L— ¢« AE—H—ADER

FVS5AVEEDRESDER

O (VA yORIIBMLANESE HELI T, Wi-Finpa Th RIS BIEEE Y MIT T2 T2
BT E W,

O PLERKRIETE2L I~y F Ly b~A2D B 5T TH LI,

OPCIZHASHIBLT VA VIE S IdwebhASE ZHBE S,

1. EFV—2—~0DERA
Ly Vs VDETIZET UV —Z—I28FF Wz LETAFRCENIKR T T2L)BRELHSE VLIS,
D RMWEIBOIHE
DB E Ly sV RBAD R BEER
@t U—2—C"H88 1y vHBI0DMETIZ. RSRNEFAID O [Next Chairperson) fE122
BECIZE N,
Q@tvyvavohits
Oy s EMERICENILI-OETRARBEEPFOVRAWELEITOT. £y vy v R LTK
7230,
©51;
OSHBEOIRERBLTHS NI SHFOMRIZIIDHONLOBEBILTHENITRREE N Ly SN TE
DOBRIEILETHRITVET,
EFV—Z—F B -ETETCRLEM - Sy IARRINTVITERERRLS Y o TES
5505w L3,
KX B B850 ERIPECIIONTERIIB->TVEET,
ERKRTIIDAER
¥ R R TiHe BOLAEBRIIEZTVEIT.EE Y-S IIBLAVERETT,
2)FVSAVEBDISZES
DZoom~DAE
OELEHER/NOLEALIZURLLD FBEINBERIZZoomIZEANCTZE L,
Q+tyvavoiEs
Oty VEERICLENELI-OETHRARMBEZF O VAW LETOT £y v v HAIBLTS
7230,
O
ZBEOIFEHITEHAIL TSV, BE LICETERIIRRINILADTITER(IZAL,

2. RE—H—~DZEA

DRERRFT—201ER

O ER AR OAfF@® (16:9) TrERL (E3R)
KENUUND YA XTI KRNI LEHELHNET,

D) FEKRER Ly vDETIZOWT
OHLNLHHEMALTHNEFTRREMATRR LT TSI,
QETIZET UV —ZR—DIERICHE>T/Za,

3)RMEIBDIHE
OEXRBEOTBELHEEY

OPCHRV—Z—ETORKT —22MTKT . £y VBBI0DRETIZ.RBREFRIH D
[Next Speaker] B IZZF|ECZaL,

OEL LIV —Y—RAva—rAEVELEITOT. TFEAIZIV,

QxxF—2%M4

O HEXD1EMFE CIZ(BAD Ly v 3 v DIFEIL309FF TI2) . RBANEFRH DPCH R
V=R —BIZTIRRT—2DER - REE BBV LET,

O HERAIIPCARV —R—MRV Db HKRT - 2ODERRLT > T332 F. AT47
(USBAEY—DAH) HBNIIZBEDPCIZTRERT 25 ZHFSIL3V AT PIIABER T 4.
PCIIRERTH. PCARUV—Z—[EIZ TRV LET,

@.



(®Notes when your presentation file is accepted
®|f you wish to use video and audio files, inform the operator.
®Your presentation file may not be modified or changed at the PC operator’s seat.
®Check for viruses in advance using security software.
®|f your file was created on a Macintosh, bring a MacBook. Your presentation file must be
accepted at the PC operator’s seat, as in the case of bringing a storage device, to check
that the file works properly.
@For presenters who bring a file in a storage device (USB flash drive)
®Only USB flash drive may be brought to the venue as a storage device.
®Check in advance that your file can be opened in a different PC without garbling.
®To avoid problems during a presentation, save only the final version of your presentation
file in the storage device.

(Computers available at the venue)
PCs (OS: Windows 10)
Applications: PowerPoint 2010, 2016, 2019
* MacBooks will NOT be available; bring your MacBook if necessary.
If bringing your notebook PC/MacBook, refer to “®For presenters bringing their
notebook PC/MacBook” below.

(Files which can be used for presentations)
Windows: files created with Microsoft PowerPoint 2003 or later on Windows XP, Vista, 7, 8,
and 10
* Files created with previous versions may not be displayed properly. Presenters are
solely responsible for problems caused by software.
®For presenters bringing their notebook PC/MacBook (* Windows, MacBook)
A notebook PC or a MacBook may be used.
Microsoft PowerPoint or Apple Keynote may be used.
Make sure to bring an AC adapter for the notebook PC/MacBook.
OE-15 and HOMI cables will be available for external output at the venue.
Make sure to bring a conversion adapter if necessary.
If other files (e.g., still images, videos, graphs) are linked to the application file, make sure
the source files are stored in the same folder, place the folder on the computer desktop, and
check that the file works properly.
Bring a backup of your file on USB flash drive.

4) On-line presentations
(DNotes and requests for presentations
The Presenter View feature of PowerPoint cannot be used.
@Joining a Zoom session
Join a Zoom session at the designated time from the URL informed by the secretariat.
(Presentations
Follow the moderator’s instructions and give your presentation within the allotted time.
@Timekeeping
Use your clock/watch for timekeeping. Progress of time will not be displayed on the screen.
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