
2020 KPS
FALL MEETING                

Zoom Guideline (For Oral Session Speaker)
2020. 11. 4(Wed) – 6(Fri)



Access to the Session 
Conference Room



Access to the KPS website

 Access to the KPS 
website 
(http://www.kps.or.kr/)

• Log in

• Click ‘Conference’

http://www.kps.or.kr/


Access to the program

 Access to the 
conference page

• Click ‘Program’

• Click ‘Oral session’



Choose your session
• Click your session



Access to the session conference room

Virtual Conference

 Click the ‘Virtual 
Conference’ button

 Connect to Zoom 
meetings

 Pre-registration is 
required to connect 
to Zoom



Check the settings for 
presentation



Join the session room

 Click ‘Join with video’



Check the participants list

 Click ‘Participants’ button to make the 
Participant List visible on the right side

 If the menu is not visible, hover your cursor over 
the bottom of the window to find it



Check the participants list



Check the chat window

 Click ‘Chat’ to activate chat window



Check the chat window

 Select ‘Everyone＇ – Public messages are visible to all participants
 Select the specific participant – Private messages are sent to a specific participant



Change Speaker’s name

 Put the cursor over your name
 Click “More”
 Click “Rename” to change your name



Change Speaker’s name

 #Name(Affiliation)
 Make sure to mark '#' before the speaker name



Preparing for presentation and 
proceeding with presentation



Before the presentation 
: Setting Microphone/Camera

 Mute / Unmute: Mute and unmute your microphone directly
 Start / Stop Video: Turns your camera on or off at the request of the host



Before the presentation 
: Preparing to share your screen

 Before sharing your screen, load the material you 
want to share on your desktop in advance.



Start sharing screen 
on request for presentation

 Real-time video presenters will be given co-host privileges to share screens.
 If you do not have authority of co-host, request to the Chair by chat.



How to Share Your Screen 
- For Video

 Select 'Share computer sound'
 Do not select 'Optimize for full-screen video clip'
 Select the pre-presented material and click the ‘Share’ button



How to Share Your Screen 
- PPT and other

 Do not select 'Share computer sound' and 'Optimize for full-screen video 
clip’

 Select the pre-presented material and click the ‘Share’ button



Check the Menu during presentation

 If the menu is not visible, hover your 
cursor over the top to find it.



Q&A (By Session Chair)

 Attendees can ask questions through ‘Raise Hand' or 'Chat'.
 If attendees click raise hand, they show up to the top of the Participant List.



End of the Session

 Click ‘Leave' at the end of the session
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