
The 5th JCS Council Forum on Basic CardioVascular Research 
 

Guidelines for Chairs and Presenters 

 

For Chairs 

＜Ⅰ．Proceeding with the Session on Time＞ 

The time allocation for each session has been informed in advance. 

The presenters are to make a presentation by sharing their screens on “Zoom” live 

online. 

In Abstract Sessions, the secretariat will play the pre-recorded presentation movie. 

Please conduct the Q&A following the presentation movie. 

 

＜Ⅱ．How to Chair a Session Online＞ 

BCVR2021 is being held online, and sessions will be conducted by using the online 

video meeting application “Zoom.” In case you have not used “Zoom” in the past, you 

should download and install the application beforehand.  

*Please refer to the Zoom Manual for Chairs and Presenters on our website for the 

Zoom settings. 

https://medical.g-1.ne.jp/bcvr2021/participants_en/ 

*Even when you already have Zoom installed, please be sure to update the application 

to the latest version. 

 

＜Ⅲ．Questions from the Audience＞ 

The Q&A will be conducted using the “Q&A” function of Zoom. The audience will post 

their questions, so chairs are requested to check the Q&A posts, read and ask the 

questions on behalf of the audience.  

 

＜Ⅳ．How to Participate in the Session＞ 

The secretariat will provide you with a URL for a Zoom Meeting set individually for 

each session. Please click the link or enter the meeting ID/PW to log into the Zoom 

Meeting for a briefing.  

*Please be sure to log into the Zoom Meeting 30 minutes prior to your session. 

 

 --Flow of the Day of Your Session--  

1） Please enter the Zoom Meeting for a briefing 30 minutes prior to your session. 

2） The secretariat will check your connection and settings and give you a brief 

instruction. 

3） The chairs and presenters will have time for a pre-meeting. 

4） After the pre-meeting, please move to the Zoom Webinar for the actual session.      

(The URL will be provided by the secretariat at the pre-meeting.) 

5） Please stand by till the session starts. 

6） The chairs are to start the session on time following the announcement by the 

secretariat. 
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7） Presenters will make a presentation by sharing their screens. (At Abstract 

Sessions, the secretariat will play your pre-recorded presentation movie.) 

8） After the chairs conclude the session, please leave the Zoom Webinar. 

 

★The audience (participants of BCVR2021) joins the sessions on “Zoom Webinar.”  

★The Zoom Meeting for a briefing 30 minutes prior to your session is only for pre-

meeting. After the briefing, the chairs and presenters are asked to move to the Zoom 

Webinar as panelists. Please be assured that the pre-meeting is not open to the general 

audience.  

   

＜Ⅴ．Other Remarks＞ 

1． It is strongly recommended to use a stable wired network or Wi-Fi which have been 

used for Zoom before. An unstable connection may cause your screen sharing to freeze, 

the poor image quality and choppy video/audios, so please test in advance to check if 

the connection is stable enough. 

 

2． Please enter the designated Zoom Meeting 30 minutes prior to your session.  

  （The secretariat will send you a Zoom Meeting URL about one week before the forum.） 

  

3． The sessions will be held according to the timetable, so kindly make sure to keep 

the session time as scheduled.  

 

4. Chairs are requested to start the session after the secretariat makes an 

announcement and introduce the chairs at the beginning of the session. During the 

session, please check if the presenters turn on their microphones and share screens 

properly. In case a presenter forgets to unmute or to share the screen, please point 

them out orally to proceed with the presentation smoothly. (The secretariat will also 

support them.)  

 

For Presenters 

＜Ⅰ．Allotted Presentation Time＞ 

The time allocation has been individually informed in advance. Please follow the time 

allocation and the direction of the chairs at each session and presentation.  

In Abstract Sessions, the secretariat will play the pre-recorded presentation movie. 

After the presentation movie, please join the live Q&A following the directions of the 

chairs. 

 

＜Ⅱ．How to Make a Presentation＞ 

1．How to Make a Presentation Slides 

Please use one of the presentation tools such as Microsoft PowerPoint and Keynote for 

Macintosh. You could use any OS and any version of the tools. It is recommended that 
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slides are prepared in 16:9 format. 

Presenters of Abstract Session are required to submit their presentation movie in 

advance. *Please refer to the instructions on how to make a movie data that has been 

sent to all the presenters individually.  

Please be sure to include the COI disclosure for the first author and co-authors after 

the second slide of your presentation data.  

 

2．How to Prepare to Use Zoom (Downloading and Installing Zoom) 

BCVR2021 is being held online, and sessions will be conducted by using an online video 

meeting application “Zoom.” In case you have not used Zoom in the past, you should 

download and install the application beforehand.  

*Please refer to the Zoom Manual for Chairs and Presenters on our website for the 

Zoom settings. 

https://medical.g-1.ne.jp/bcvr2021/participants_en/ 

*Even when you already have Zoom installed, please be sure to update the application 

to the latest version. 

 

３．Sharing Screen on Zoom 

  At the time of your presentation, please make a presentation by sharing the screen on 

Zoom. To proceed with the presentation and sessions smoothly as scheduled, please 

make sure to confirm how to use the “Zoom” application before the session. 

 Abstract Sessions will be conducted by playing the pre-recorded presentation movie 

submitted in advance, not by sharing your screen live on Zoom; However, please be 

present online for the live Q&A after each presentation.  

 

＜Ⅲ．How to Participate in the Session＞ 

The secretariat will provide you with a URL for a Zoom Meeting set individually for 

each session. Please click the link or enter the meeting ID/PW to log into the Zoom 

Meeting for a briefing.  

*Please be sure to log into the Zoom Meeting 30 minutes prior to your session. 

 

--Flow of the Day of Your Session-- 

1） Please enter the Zoom Meeting for a briefing 30 minutes prior to your session. 

2） The secretariat will check your connection and settings and give you a brief 

instruction. 

3） The chairs and presenters will have time for a pre-meeting. 

4） After the pre-meeting, please move to the Zoom Webinar for the actual session.  

(The URL will be provided by the secretariat at the pre-meeting.) 

5） Please stand by till the session starts. 

6） The chairs are to start the session on time following the announcement by the 

secretariat. 
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7） Presenters will make a presentation by sharing their screen. (At Abstract 

Sessions, the secretariat will play your pre-recorded presentation movie.) 

8） After the chairs conclude the session, please leave the Zoom Webinar. 

 

★The audience (participants of BCVR2021) joins the sessions on “Zoom Webinar.”  

★The Zoom Meeting for a briefing 30 minutes prior to your session is only for pre-

meeting. After the briefing, the chairs and presenters are asked to move to the Zoom 

Webinar as panelists. Please be assured that the pre-meeting is not open to the general 

audience.  

 

＜Ⅳ．Other Remarks＞ 

1． It is strongly recommended to use a stable wired network or Wi-Fi which have been 

used for Zoom before. An unstable connection may freeze your screen sharing and 

causes the poor image quality and choppy video/audios, so please test in advance if 

the connection is stable enough for your presentation.  

 

2． Please enter the designated Zoom Meeting 30 minutes prior to your session.  

  （The secretariat will send you a Zoom Meeting URL about one week before the forum.） 

*At the time of your presentation, please be prepared to share your screen and unmute 

your microphone to start your presentation smoothly. 

  Please make sure to wait for the previous presenter to finish the presentation before 

you start sharing your screen and unmute your microphone. Sharing your screen while 

other presentations are still proceeding will completely disrupt the presentation. 

 

3．Sessions will be proceeded according to the time schedule, so please be sure to keep 

your allotted presentation time strictly.  

 

4．For Q&A after your presentation, the Zoom Q&A function will be used. The chairs 

will pick up and read the appropriate questions on Q&A submitted from the audience, 

and presenters are requested to answer those questions orally.  

 

5． Please make sure to use a large font size in your presentation as the image quality 

may vary depending on the device of the audience. Small fonts are likely to get 

smashed and are difficult to read.   

 

6. Please do not use dual monitors and the presenter view. 

 

＜Ⅴ．COI Disclosure＞ 

Presenters are required to disclose the COI status of all the authors at the time of the 

presentation. Please make sure to include the COI disclosure slide of the first authors 

and co-authors after the second slide of your presentation data.  
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Co-authors who failed to disclose the status of COI will be excluded from the author 

list in their abstracts. 

Please refer to our website for further details on the COI disclosure. 

https://medical.g-1.ne.jp/bcvr2021/en/coi/ 

   

For Chairs and Presenters 

【Preparations】  

① Preparation and Settings for Your Device 

Zoom can be used with Windows，Mac，Linux，iOS（iPad，iPhone），Android（Smartphone, 

Tablet）. It is recommended to use a high-performance device to join the session. Low-

performance devices may cause chopped audios and images or slow processing.  

② Preparation and Settings for Your Network 

It is strongly recommended for chairs and presenters to connect through a wired LAN 

network instead of a Wi-Fi network. Please note that even a high-speed Wi-Fi 

connection could become unstable depending on when or where you make a connection 

and cause problems during the presentation, so again please connect with wired LAN 

network if possible. In case you will use a network on campus, it is recommended that 

you inform the network manager in advance that you will be using Zoom for an online 

conference. 

 ③ Preparation and Settings for Your Camera, Microphone and Speaker 

1) Using Camera  

At the time of your presentation, you can start the video using the built-in or external 

camera. Chairs and presenters are requested to turn on the camera at the time they 

speak up.  

2) Microphone and Speaker 

Using a headset (headphone with microphone) is highly recommended to hear the 

sounds clearly and avoid an audio echo.  

 

【Other Remarks】 

① Please secure a quiet place that is appropriate for viewing the sessions and making 

a presentation. The session might get unexpectedly interfered by unrelated sounds and 

phone conversation. 

② The power consumption could be large, so be sure to use a fully charged battery or 

connect your device to the power outlet by adapter.  

③ When you turn on your camera, please be careful not to include unrelated persons 

behind. Kindly consider that using virtual backgrounds may be a heavy load for your 

device and internet connection.  

④ Please remember to turn off your microphone and camera except for the time you 

speak up. If you do not turn off your microphone while other panelists are speaking, 

your unrelated voice and other sounds can be heard by the audience. Also, please turn 

on and off your microphone every time you need to avoid echoing and noises.  



The 5th JCS Council Forum on Basic CardioVascular Research 
 

*Please note that the secretariat may turn off your microphone or camera even during 

your presentation in case it is determined that a session is being interrupted by any 

kind of incident. 


