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I. General remarks 
 

Only participants who are logged in to their Zoom account will be able to connect to the 

conference. A free Zoom account is sufficient.  

 

Important 

E-mail, first name and last name in your Zoom account must be the same as your conference 

registration data.  

The system will verify conference participants on the basis of matching e-mail address, name 

and last name given during conference registration (used to log in to the Jaszowiec registration 

system) with Zoom account data.  

 

If you don't have a Zoom account, you can sign up for a free Zoom account at 

https://zoom.us/signup  

 

We recommend that you use the free Zoom app to connect to the conference.  

This can be downloaded directly from https://zoom.us/download or from the Google or Apple 

store. 

 

You can test the functionality of the application at any time in the zoom test meeting available 

at  https://zoom.us/test  

 

General information on how to use the Zoom system is available at https://support.zoom.us  in 

English and  

https://docs.google.com/document/d/1c63wdzUUyI1rmrheuXhoNUvcsDrchO0f67oFQerTe6E/e

dit in Polish 

 

During the conference, technical support for Zoom will be provided by the hosts: 

Zbigniew Adamus  mobile +48 780057339 - English, Polish 

Jacek Szczepkowski  mobile +48 509357873 - English, Polish 

Piotr Sybilski  phone +48 22 116 3258 - Polish only  

  

The organisers will provide two addresses for the video conference rooms (meeting ID and 

password).  One for all lectures of the school (1.09-3.09.2021)  and one for all lectures and 

poster sessions of the conference (6.09-10.09.2021) 

https://zoom.us/signup
https://zoom.us/download
https://zoom.us/test
https://support.zoom.us/
https://docs.google.com/document/d/1c63wdzUUyI1rmrheuXhoNUvcsDrchO0f67oFQerTe6E/edit
https://docs.google.com/document/d/1c63wdzUUyI1rmrheuXhoNUvcsDrchO0f67oFQerTe6E/edit


 

II. How to join – step by step 

Sign in to your Zoom account in the app 

 

Click on the Zoom link you may have been provided with. It will look something like this  
https://zoom.us/j/95555140724?pwd=ajE2bmFUNX..... 
 
Or  
 
Press Join button and enter the Meeting ID that you have been provided with in the appropriate 
field and click ‘Join’ (the Meeting ID will be a 9 or 10 digit). Then enter the Password  

 

 
 
 
 

Please allow the meeting host to have a control over your microphone.  This will help for smooth 

moderation of the discussion. 

 

 



 
 
 

Join with Video  
You may be prompted how you wish to join your video. Simply select Join with Video 

 

 

Join Audio via Computer  
Afterwards You may  be prompted how you wish to join your audio. Simply select Join Audio by 
Computer (TIP: by ticking the “Automatically join audio by computer…” option box first, will mean 
you won’t get prompted again in the future) 
 

 
 

When you join a session before the start of a lecture or when your identity is verified by the 
system, you will see the following window.   
 
 

 
 
Once your identity has been verified by the system you will automatically join the videoconference 
room. If you have any problems joining, please contact the zoom support. (contact information 
provided above) 



Using Chat  
You can use the ‘Chat’ facility to send text chat to all participants or privately to specific 
participants.  
Click on the ‘Chat’ icon in the tool bar, again hover your mouse over the Zoom window if you can’t 
see the tool bar.  

 
 
A chat window will then open. Select ‘Everyone’ or the name of the person you wish to send a 
private chat message to.  

 
 
Audio only  
It is possible that during the conference participants will be ask to turn off their cameras and move 
to audio only, particularly if there are problems with the available bandwidth.  
To do this simply click on the camera icon at the bottom of the Zoom window. 

 

 

Screen share 

Follow the link to find out how to share your computer screen 

https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-content-or-second-

camera 

 

III Asking  questions 

If you wish to ask questions during the conference you have three options. To make a remark or ask a 

simple question you can use “Raise Hand” or “Chat” options. To ask more detailed questions you can also 

ask the speaker to join you in separate breakout room that will be available during all sessions.Please 

remember switch on your camera and microphone when you contribute to the discussion 

and remember to mute your microphone when you are not taking part in a discussion in the 

main room   

https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-content-or-second-camera
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-content-or-second-camera


Raising Your Hand  
As the non-speaker if you wish to ask a question or make a point during a meeting it is good 
protocol to use the ‘Raise Hand’ facility.  
If the tool bar is not showing at the bottom of the Zoom window, place your cursor over the Zoom 
window so it appears and select the ‘Reactions’ icon. 

 
A window listing all “Reactions” will appear, there is also a ‘Raise Hand’ icon, click the icon to make 
it known to the chairman and host that you would like to ask a questions or make a point during a 
meeting.  
If you wish to lower your hand, click the ‘Lower hand’ icon that will have replaced the ‘Raise hand’ 
icon.  
 

Using chat 

If there are a lot of questions, you can also ask your questions using chat (details on how to use 

chat are given above). Your question will be read by the session chair if there is enough time for 

discussion.  

 

Breakout rooms for discussions 

In parallel to the ongoing sessions, several additional rooms will be available for the Conference 

attendees. Feel free to send private chat message to speaker or other attendees to ask to join a 

specific breakout room for more detailed discussion. 

 

For a description of how to use the breakout rooms in parallel to the main session, please see " 

How join a breakout room" in chapter “Poster session” 

 

IV Poster session 

The poster session will take place in two stages: “Parallel poster sessions - presentations" and 

"Poster discussions". 

 

During the “Parallel poster sessions - presentations"  the presenters will have up to 5 minutes 

with up to 2 slides to present their main theses. Follow  the guide on the page 

https://www.jaszowiec.edu.pl/presentations .  

 

 The “Parallel poster sessions - presentations" will be held in up to 4 parallel sessions  (in four 

breakout rooms) with about 10 or less presenters per session. Asking questions at this stage is 

allow ONLY after the end of all presentations. 

 

 After “Parallel poster sessions - presentations" talks have been completed, each presenter will be 

allocated an individual breakout room  in which they can present additional material using their 

https://www.jaszowiec.edu.pl/presentations


computer screen sharing and answer addressed questions. Poster discussions will begin and will 

take up to 60min.  

 

All participants will be able to move freely between breakout rooms 

 

Technical details 

Connect to the main room in the same way as for the lectures (see point II).  You will join the main 

room.  The main room will be subdivided into a number of breakout rooms. 

 

The label of the poster contains information about the day of the presentation, the name of the 

“Parallel poster sessions - presentations" breakout room, the presentation order and the name 

of the individual breakout room in “Poster discussions ”.  

 

Poster label: MoP1.9 denote the “Parallel poster sessions - presentations" breakout rooms name 

MoP1 and the  “Poster discussions”  breakout rooms name: MoP1.9   The last digit after the dot 

indicates the order of presentations during the “Parallel poster sessions - presentations".  

In this case it will be the ninth presentation in the sequence on Monday’s summary session in the 

MoP1 breakout room.  After “Parallel poster sessions - presentations"  the presenter of the 

poster will be waiting in the MoP1.9    breakout room for those wishing to have a broader 

discussion  during the “Poster discussions” 

 

The presenters should join to the respective rooms according to their poster label. 

 

How join a breakout room 

Being in the main room from bottom panel select the ‘Breakout Rooms’ icon.  If icon is not 

showing select ‘More’ icon or ‘…’ icon and  look for the ‘Breakout Rooms’ icon 

 

 

A breakout room window will then open. Press ‘Join’ to attend to selected  breakout room. 

 

 

When you press the ‘Join’ button, a message will be displayed asking you to confirm your breakout 

room selection.  



 

You can return to the main room at any time by selecting the ‘Leave Room’ icon.   You can also go 

directly to another breakout room by selecting the ‘Breakout Room’ icon on the bottom panel and 

choosing the breakout room you want to join.  

 

 

In case of any problems in the breakout room, you can ask the host for help by clicking on the "Ask 

for Help" icon.  Until the host answers, stay in the breakout room from which you asked for help.  

 

If you have trouble finding icons, first select the ‘More’ icon or the ‘…’ icon 

 

V. Technical room  
 

The main room will be available for testing presentations one hour before the start of the morning 

session for those having a lecture on that day.   During this time, presentation tests can be carried 

out in one of the breakout rooms.   After joining the main room, the host will direct you to an 

empty breakout room.  To ensure privacy, you will not be able to move freely between the 

breakout rooms apart from returning to the main room at any time.  At the request of the person 

testing the presentation, other people may be added to the breakout room. 

At any time you can ask one of the hosts for help through the chat or by using the “Ask for help” 

icon in breakout rooms. 

 

During the poster session the technical room will be available for testing the presentations about 

20 minutes before the end of the poster session. 

 

 During the lectures it is not possible to test the presentation in the technical room 

 

One of the breakout room will be a technical room where you can get help.  

 

Before entering the technical breakout room write a private chat message to the person from whom 

you want to get help and wait for a reply if he is currently able to join the technical room. 

 

 

 

 

 

 

 



 

 

 

VI. Lecture recording – only  on request  of the speaker 

 
If you would like your lecture to be recorded, please send a recording request to 

contact@jaszowiec.edu.pl  Not later than 12 hours before the lecture.  

In the subject line of the email, write "Recording - Lecture label". 

In the body of the message put information about the permission for the recording in the form: 

" I agree to the recording and archiving of my lecture entitled ..... 

Name and Surname" 

 The link to download the video will only be provided to the speaker. The recording will be removed 

from the server automatically after 24 hours from the moment of sending the link.   

 

Please note that we do not record discussions after the lecture 

 

When the recording starts or ends, everyone in the room will be informed that the recording has 

started or ended. You may also be asked if you want to stay in the room where the recording is taking 

place. 

 

Staying in the room means that you agree to have your voice and video recorded during the lecture. 

If you do not want to be recorded, stay silent during the recording (mute your microphone and turn 

off your camera). 

 

 


