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Overview

What is necessary for preparing your pre-recording presentation
file?

—Zoom app (Only recording function is necessary. You do
not need to have a meeting as a host.)

Procedure

STEP 1 Download the Zoom app

STEP 2 Create a Zoom Basic (Free) account

STEP 3 Confirm Settings

STEP 4 Record your presentation and make a MP4 file
STEP 5 Upload your presentation file



GLASS MEETING 2020 =, QT —
STEP 1 : b m Society of Japan

December 7-10, and 16-18, 2020
On Web

Please download Zoom app from the homepage https://zoom.us/

1. Click on “Meetings Client” at the bottom and move to the
download center.
2. Download the “Zoom Client for Meetings” in the download center.

| SOLUTIONS ~ JOIN AMEETING HOSTA MEETIN UTIONS ~ JOIN AMEETING HOST AMEETING ~ SIGN IN

seloped resources to help you through this challengin
Zoom Client for Meetings

Download The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Version 5.2.3 (45120.0906) °

Lync Plug-in 3

Meetings Client

Zoom Rooms Client

Browser Extension

Outlook Plug-in
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1. Go to Zoom home page (https://zoom.us/) and sign up !

Enter your
email address
| Enter your work email ] Sign Up Free and click

Email address is required

2. You may need to enter your birthday.

For verification, please confirm your date of
birth.

This data will not be stored

3. An email from Zoom will be sent to your address.
Follow the instruction there and activate your account.


https://zoom.us/
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Start your zoom app on your PC.
2. Open Settings. —
A ® @ Q Search @'

Click XX button in
“Zoom” window.

X

Lo

8:27

Monday, October 5, 2020

00

New Meeting ~ Join
e
19
No upcoming meetings today
Schedule Share screen ~
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Preparation 2: _—
Check various settings.

3. In “Settings” window, check the following items;
Video: v/ Adjust for low light (Auto)
Audio: ¥ Automatically adjust microphone
Background & Filters: Chose an appropriate Virtual
backgrounds
Recording: check the holder location for storing your record.
4. Close © sesigs
“Settings” 3 str zoom when’ st windows

WI ndOW Video When closed, minimize window to the notification area inst

. Use dual monitors
Audio

(] Enter full screen automatically when starting or joining a mi

Share Screen (] Automatically copy invite link once the meeting starts

O Chat Always show meeting controls (%)

Ask me to confirm when | leave a meeting
Background & Filters )
Show my connected time

Recording Remind me | 3 ~  minutes before my upcoming meeti

Profile (] stop my video and audio when my display is off or screen 6




STEP 4

Recording flow

You need to open

L

your presentation Recording
file like PowerPoint button
in advance ! Start Zoom meeting on Click the RECORD button

your PC by clicking to start making your

orange button. presentation video.

First, introduce yoursetfand Start your presentation Finally, please show
presentation title etc briefly~by using PowerPoint etc. your face on the screen
showing your face on the after selecting share again by stopping share
screen. Please do not skip this screen. screen, and then click
step before starting your Share screen Stop Recording button.

presentation. button
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Recording

1. Start your zoom app on your PC, go home and click “New
Meeting” with “Strat with Video”.

2. Start your personal meeting with audio. At this moment,
recording has not been started yet.

°©

New Meeting ~ Join

Schedule Share screen ~

© Join Audio d

Join with Computer Audio

Test Speaker and Microphone

O Automatically join audio by computer when joining a meeting
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1. When you are ready, you can start your recording with “Record”
button.

(N @ -~ & o [ (]

Join Audio Stop Video Security Participants Record Reactions

If the message appears, select “Join Audio” © Recording Aler X

A Recording will not include audio

To include audio in the recording, click "Join Audio”

( Continue without audio ]

2. Display your presentation file by “Share Screen” function.
Mo~ @ N a3 @® o

Join Audio Stop Video Security Participants Record Reactions

g PowerPoint, pdf etc. for your
presentation should be opened in
advance before starting recording.

9
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3. You will see the recording indicator while recording Is active.
4. You can pause and resume your recording if you need.
5. When you finish your presentation, click “Stop Share”.

a3 o I /!

Participants Pause Share Annotate More
B Stop Share

» Pause/Stop Recording Indicator e @
« If you stop the recording and start it again, a new video
file will be created for the next recording segment. R
 If you pause the recording and starts it again, Zoom will PR
record to the same video file for the recording segment. [e———

Chat

Pause Recording

Stop Recording
Meeting Info

Optimize Share for Full-scre

End

*:Please check “Share
Computer Sound”. 10
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6. To complete recording of your video, click the “End” and “End
meeting for all”. 6

N A - -~ <& oo - ~ @ (]

Join Audio Stop Video Security Participants Record Reactions

7. Zoom will convert the recording automatically to MP4 file.
8. Once the conversion process is complete, the folder containing
the recording files will open.

a ) Zoom - Converting the meeting recording X @ Zoom
0 Convert Meeting Recording E

You have a recording that needs to be converted before viewing. \_—I .
© audio_only
49% .
6| audio_only_1
_ O playback
Stop Converting
& zoom 0
@ zoom 1

By default, the audio/video file (MP4) will be named Zoom_0.mp4. 11
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v We request you to introduce yourself on camera at the start of
your presentation before you share your presentation slide on
the screen.

v" Visual rather than text-heavy slides are preferable.

v Create a script for your presentation and practice your
presentation before you record.

v You can pause and start your presentation while recording.

v You can re-record your presentation until you are happy with
your presentation.

12
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If you are happy with your recording, please follow the guide
from the program committee.

v’ After your abstract submission is completed, the program
committee makes a decision about the acceptance.

v When your abstract is accepted, the acceptance letter will
be sent to you via e-mail attached with the information on
how to upload the video file.

v Please upload video file according to the guidance before
15t November, 2020.

Thank you for attention !
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