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Join each session (Common for all participants)

Enter the Zoom meeting by opening the URL of the session using your Web browser,
or by entering the meeting ID and password on Zoom client window just before the
session starts. If you are not the chair or one of presenters of the session, we would
ask you to enter the meeting after five minutes before the session starts because we
need the preparation for the chair and presenters.
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Confirm your participation status (Common for all participants)

Please check the following things to confirm that you have entered the correct

meeting.

- Check the meeting topic, which shows the day and room of the meeting.

- Check your audio status to see whether your microphone and video are available.
Please let the microphone be mute and video off except for the time when you
speak something in Q&A.
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Check your name (Common for all participants)

Display the participant panel by clicking the participant icon at the center bottom of
Zoom main panel and check your name. Please update your name if it is incorrect.
The correct name is necessary for the chair to distinguish your name and to manage

the session.
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Question and answer (Audiences)

The chair will have the Q&A time for each presentation after the presenter ends
his/her talk. At this time, if you have any questions or comments, please raise your
hand by clicking the hand icon at the left bottom of the participant list panel.
According to the chair’s direction, you can ask the questions. Please check that your
microphone and video are on, when you will start speaking. First tell your name and
affiliation and then start asking the questions . After you end your questions, please
turn off your microphone and video.
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Session end (Common for all participants)

Please exit from the meeting when the session ends. We would ask all participants to
leave from the sessions in five minutes past, at the latest, when the session ends,
because we need the preparation time of the next session. Even if you join the next
session of the same Zoom meeting, enter the meeting again. Thank you for your
understanding.



