For presenters
1. Coordinate the exact date and timing of your presentation with Boris and Mark. Mark will initiate the Internet session, Boris will interface between you and the audience, including translation.

2. Download and install the ZOOM cloud meetings software using the link provided by Mark in his invitation to join the upcoming meeting. This may take up to 10-15 minutes. The software is quite intuitive, but you may profit from reading FAQs in https://support.zoom.us/hc/en-us. 
3. Run the software (or click the link provided in the invitation) several minutes before the scheduled time and wait until the meeting starts and you see other people on the screen. While waiting, you can test your microphone and web camera by clicking on “test computer audio” in the waiting window.

4. When the meeting starts, you’ll be prompted to choose your name for this meeting. Please choose the name that allows for your easy identification – preferably, the first name plus family name. 

5. If necessary, use the controls in the left bottom part of ZOOM window to adjust your options (including switching on and off the microphone and the camera). Other controls are handled by the organizer (usually, this will be Boris in the library room) who can switch on and off sound and video by any participant including you, the presenter ( Please note that you will normally see on the screen only the audience in the library room and yourself, but there will be several participants by Internet, invisible to you, but who may participate in discussions by “raising hand”, and then given the floor by the organizer. 
6. Begin with establishing the mode of questions/answers: either after your presentation is finished or after each part of the presentation. No discussion can begin until you invite audience to it. The only exception are the possible technical issues raised by the organizer.

7. Split your presentation into short sentences (preferably, no more than 1 Word line) and stop for translation after each sentence. The usual time allowance is 45 min for presentation, 45 min for translation and 30 min for discussions (including translation). If you wish to change it, please discuss with Boris.
8. You can choose either the speaker view (person speaking at the moment is zoomed in) or gallery view (all visible participants shown at the same scale). Click in the upper right corner to choose; you can change your choice any time. 
9. If you wish to show some graphics or video, click the “Share screen” button and in the window that appears choose what you wish to show – either the desktop or a window displayed by some graphics/video software (in this case, it has to be already running). If your video is accompanied by the sound, check the respective checkbox in the share screen window (bottom left). 
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Figure 1 Zoom screen.
For participants by Internet.

1. Ask Mark or Boris for being allowed to join the meeting by Internet. Please note that the number of Internet links is limited so do this well in advance. Then you’ll be sent either a code for joining or a refusal (
2. Items 2-5 for presenters apply to you, as well. You can even join using your smartphone/IPhone – just install on it the appropriate version of ZOOM.
3. Before joining, you can set yourself as invisible and inaudible by choosing the appropriate options in “test computer audio” (see 3 above). Otherwise, this will be done by the organizer when you join the meeting. If you wish to say something in the discussion time, click “Participants”, choose yourself and click “Raise hand”. Then, at an appropriate time, the organizer will give you the floor. Be sure that your microphone is unmuted, then; you may also wish to be seen – then enable video (both controls are at the bottom left). 
4. Try to keep your statement within 1 min, since there is normally only 30 min for discussions, including translation. Speak in short sentences and allow for translation (see 7 above). 

5. You can freely use the Chat button to communicate to anybody, including the organizer, but excluding the presenter – don’t derange! Please be attentive to chat messages from other participants, especially to “for everybody” messages from the organizer. 
