Presenter and Symposium Chair Instructions
2023 Benjamin V. Cohen Peace Conference: Places and Spaces for Peace
BSU Center for Peace & Conflict Studies

Preparation:
· We STRONGLY ENCOURAGE you to update your Zoom application to the most current version. You may not have full access to the conference if your version is outdated. Zoom does not notify you when there is a new version, so it is important that you check for an update a few days before the conference. You can check for updates by clicking on your account profile in the upper righthand corner of the Zoom app home page (not the Zoom webpage) and selecting “Check for Updates.” If you are in the United States (U.S.), you can also download updates manually from one of the following links.
· https://zoom.us/support/download
· https://zoom.us/download
· https://zoom.us/download2
· A few hours before you present, we recommend that you test your audio and video components to make sure they are working properly.
· Test your internet connection bandwidth for the best quality presentation and experience for attendees: https://www.speedtest.net/
· If you have slow internet, get closer to your router, try different rooms in your home or work space, or if needed, use an ethernet cable to connect to the internet instead of using Wi-Fi, or consider a powerline adapter (which uses your household's existing electrical wiring). If at all possible, it is best to use an ethernet connection during the conference.
· If you have different Wi-Fi frequencies (2.4 GHz/5 GHz), switch between them to test your internet speed.
· System/Bandwidth requirements can be found here: https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
· If you are a Session Chair of a symposium, you must use the last 20 minutes of the session to facilitate Q&A with the audience. The Tech Support Person will remind you 5 minutes before Q&A should begin.
· Please be monitoring the chat box on Zoom for this and other notifications.
· If you are the Session Chair of a symposium and believe someone is being disruptive, offensive, or otherwise problematic, send a private message to the Tech Support Person in your session if this Tech Person has not already taken any action to resolve the problem.

Technical Elements:
· Lighting
· Make sure the area in which you are presenting is well-lit. Avoid lighting the area behind you. We recommend instead that lighting be in front you, at eye-level. If using lights/lamps, do not point the light directly at your face. If possible, use natural light.
· Audio
· If possible, use an external microphone: a USB mic, USB headset, wireless headset.
· Using headsets prevents feedback loops (when your audio component picks up other people speaking and their sound). If using the built-in microphone, test the audio to make sure it is balanced and clear.
· In some cases, it may be best to use your phone (call-in) for audio, and computer for video.
· Camera
· Keep your camera slightly above eye level. When looking at the camera, position your eyes about 2-inches from the top of the computer/camera. This way, attendees feel you are actually looking at them, increasing their engagement and receptivity.
· When presenting, it might be helpful to position the ‘active speaker’ window on your screen directly under the camera, so it feels and looks more natural.
· We recommend that you do not use a Zoom virtual background during the conference – for visual ease for attendees. However, if you are in an environment where using the background is necessary, please do this rather than having to turn off your camera.

Session Etiquette:
· Arrive at least 5 minutes prior to your session.
· Please have your presentation (PowerPoint/poster) ready on your computer, with all other programs and screens closed.
· The Tech Support Person will give the presenters co-host privileges.
· Prior to joining, please test and troubleshoot audio/video issues.
· If you are presenting in a lightning round or in a symposium that was arranged by the Peace Center, please specify to the Session Chair your preferred style of engagement with attendees:
· In a private chat to the Session Chair, please specify whether you prefer to engage the audience personally or for the Session Chair to facilitate. Indicate if:
· You will call on attendees yourself during the presentation or have the Session Chair do this for you.
· You want participants to use the Chat and emoji functions.
· You want attendees to 'raise their hand' and you will call on them if you are choosing to facilitate your own session. 
· If you experience any issues during your presentation, please send a private message to the Tech Support Person (via private Zoom chat).
· Reminder: 
· If you are presenting in a lightning round, your presentation must not exceed 5 minutes. The Tech Support Person will remind you when you have 1 minute remaining.
· If you are presenting in a symposium that the Peace Center arranged, your presentation must not exceed 10 minutes. The remaining 5 minutes must be reserved for Q & A. Your Tech Support Person will remind you when you have 2 minutes remaining to present.
· If you and your colleagues are presenting a symposium, you have a total of 30 minutes to present. The remaining 20 minutes must be reserved for Q & A. Your Tech Support Person will send reminders to the Session Chair when you have 5 minutes left and again when you have1 minute left to present prior to Q & A.
· If for some reason there is a disruptive participant, the Tech Support Person will interact with this individual. If you note that an individual is being disruptive but has not been dealt with, send a private chat to the Tech Support Person indicating your concern.

Miscellaneous

Tech Support Zoom Room links:
Friday: TBA 
Saturday: TBA 
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