Manual for Major
Lecture speakers

Keynote lecture
Special lecture
Symposium

@ Introduction (common matters)
@ How to log in as a speaker
(® How to make a presentation / Q & A

(a) When sharing the screen of the presentation slide (PowerPoint)
by yourself and making a presentation / question in LIVE while
performing operations such as playing forward / backward
* How to operate them for Win / Mac is posted.

(b) When the presentation video is sent in advance and only
questions are asked LIVE

(c) When the presentation slides are sent in advance and
presentations and questions are given LIVE.
*If you do not have the ZOOM app, you cannot make a presentation via
(a) screen sharing.
® How to upload presentation data
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@ Introduction (common matters)

Ilntroduction

At the 141st Annual Meeting of the Pharmaceutical Society of Japan (Hiroshima), we
initially prepared for the on-line meeting, but due to the influence of the corona virus,
it was decided to hold it completely online in a hurry.

Therefore, apart from the "Annual Meeting Website" that posts the outline and
announcements of the event, we will operate the "Annual Meeting Online Venue" that
is fully online.

Originally, it is desirable to operate all on one site, but we would appreciate your
understanding  This manual was prepared to express how to login, and to
compensate for Japanese description in our webpage.

B Annual Meeting Website ( https://confit.atlas.ip/guide/event/pharm141/top)
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M Annual Meeting Online Venue

- The annual meeting online venue has
introduced a system that sends URLs
that can only be viewed by those who
have completed registration.

For speakers of major lectures (keynote
lectures, special lectures, symposiums),
the URLs will be sent by email for non-
members only of the Pharmaceutical
Society of Japan.

In order to prevent fraudulent viewing (illegal viewing, illegal acquisition of credits, etc.),
the URL of the annual meeting online venue will be individually issued and distributed
as a personal URL linked to the personal information registered for participation. It
cannot be rented or transferred.

At the Annual Meeting Online Venue, we have prepared pages for "Chair / Speaker
Reception", "Schedule", "Program", "Web Poster Viewing / Bulletin Board", and "Poster
Presentation".



https://confit.atlas.jp/guide/event/pharm141/top

@How to accept major lectures/ speakers

ILogin from personal URL

@ Individually email will be sent, which includes the URL for viewing the online venue
(hereinafter,"the viewing URL") to the main speakers.

* The viewing URL will be distributed sequentially from 10 days before the annual
meeting.

@ Clicking the viewing URL(describing as “lEAEFURL” (individual URL)),login page
will be displayed, so check the contents and click “E&7 > 7 4 &5 2 H 5 (Here for
the annual meeting online venue).“ Then it will move to the program page.
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The URL attached to the email will be accessible only on the day of the conference (March 26-
29).

This viewing URL is a personal URL linked to the registered personal information.

It cannot be transferred or lent to another person.

One URL is issued for each registration.

We limit viewing on one device per URL.

If you want to watch on multiple devices, please pay the participation fee for each device.
LIVE video and poster viewing / presentation can only be participated via the above URL.

We will check the entry / exit log, so if there is any fraud, we will charge you. ,




@ How to accept major lectures/ speakers

I Move from the Annual Meeting Online Venue (top page) to the chair / speaker reception page

® Click "% H=11“(Reception) from "EER - /&&= (" (Chair and Speaker reception) in the
MENU.

@® A window will open to confirm the move to the reception page for the chair / speaker.
Please check the contents and proceed.

@®Move 16 the reception page only for chairs
! D - and speakers.
e et The reception will start 30 minutes before the
presentation session starts. Please do not
: , enter the room except for the chair and the
T N\, | © s | speaker.
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® Go to the chair / speaker reception page and select “EE#EES (Presentation venue)".
If your venue was not informed, please contact with organizer.Move to the ZOOM channel
for reception (test for communication, image quality, voice ).
Please complete the reception of the chair / speaker from 30 minutes to 15 minutes before
the session starts.
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This page is exclusively for reception of chairs and speakers.
Please select a venue to participate in and move to the reception page.
We accept applications from 30 minutes before the start of each session.
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The login screen for ZOOM will
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n) so please follow the guidance.
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2 How to accept major lectures/ speakers

ITests for communication, image quality, voice on the ZOOM channel at the reception

of chairs and speakers.

You will be connected to a ZOOM meeting for the reception of chairs and speakers.

® unmute and start the video. You will be connected to the reception operator, so
please follow the instructions to complete the reception. Here, after checking the
communication status, image quality, audio and the presentation method, etc.", we will
invite you to the URL for session.
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@ Login to the URL
After completing each test or confirmation at the reception, the reception operator will send
next URL for this session via chat. Click the URL (®) sent in the chat to log in to the session
channel. (* Please log in at least 15 minutes in advance)
At this time, the ZOOM will ask "Would you like to join a new meeting?", So click "Leave and
join" and log in to the session channel.
After logging in to the URL for the session channel, turn off the audio and turn on the video.
Please use chat to contact the operator after logging in. In this case, specify "Host" as the
chat destination.
After the setting is completed, wait until the session starts.

[caution]
If you leave after logging in to the session channel, please log in again from the WEB history

or log in again from the chair / speaker reception page on page 4.




@How to make a presentation / Q & A

(a) When making a presentation by sharing the screen




3 How to make a presentation / Q & A/ (a) by sharing the screen

I How to make a presentation (a) by sharing the screen (common to Windows and Mac)

[Flow until presentation]
(D Log in to the URL for the session channel and wait until the session starts.

(@ Prepare the presentation slides while waiting.

— When the chairperson introduces you, you should be ready to show the cover page
of your slides immediately.For how to prepare slide preparation, refer to P.8-11 for
Windows and P.12-15 for Mac.

(® Wait for the start (microphone is off, video is on)

@ The facilitator will announce the start of the session.

® The chairman and the speaker are projected.
The presentation / lecture will start as the chair progresses.

(® Share your presentation slides on ZOOM screen sharing with a guidance of chair.
— |f you prepare for @, you can smoothly move to the presentation.

(@ When the presentation is over, the question will be accepted.Question will be accepted
only via chat, and chair will select question from the chat.Please turn on the microphone

when answering the question. Turn it off when there is no comment.

From the next page, we will describe the procedure for the preparation of @) and the
sharing operation of (®.

Please refer to it.

[Request for cooperation]

On the day of the event, we ask for your cooperation in sending the presentation data
(PowerPoint file) in advance in case of emergency.

We will responsibly delete the data we receive after the annual meeting.

See page 22 for how to send presentation slides in advance.

If for some reason it is not possible to entrust the presentation video to a third party,
we would appreciate it if you could inform the annual meeting management office

(pharm141-hij@or.kntcs.co.jp).

For Mac, refer to pages 12 to 15.




® How to make a presentation / Q & A/ (a) by sharing the screen

I How to make a presentation (a) by sharing the screen (for Windows)

[Prepare the presentation slides while waiting]

If you perform screen sharing operations after starting the session, the process of
preparing presentation slides will be also shared.

Please note that your sharing will be off during preparing your slide on your PC. If you
perform the following operations while waiting, you can share the screen smoothly.

[Last minute preparation@®]

If the presentation slide is set to "slide show", it will be displayed in full screen.

ﬂ
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[Last minute preparation @]
When full screen is displayed, the taskbar at the bottom of the screen cannot be used.
Therefore, right-click on the screen and select "Screen"-> "Show taskbar" to perform

the task. You can display the bar.
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3 How to make a presentation / Q & A/ (a) by sharing the screen

Windows
I How to make a presentation (a) by sharing the screen (for Windows)

[Last minute preparation(®]
Select ZOOM from the taskbar and launch the ZOOM screen.

BAEFSmi (FiE)
FF KB (%m0

[End of last minute preparation]
Please wait with the audio turned off and the video turned on.
The operator may contact you via chat.

Please wait with the screen visible.

*Cautionx
Please do not share the screen at this stage.




(3 How to make a presentation / Q & A/ (a) by sharing the screen

I How to make a presentation (a) by sharing the screen (for Windows)

[Share presentation slides]
The presentation will start as the chair progresses the session.

@ Click “Share screen”button and perform operations from @ to @.

@ Select presentation slides
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* If the presentation slide contains audio or video, be sure to "share
audio”. Please check the box.

I At the end of the presentation

When you have finished your presentation, click [#£& n{=1] "Stop sharing”.
The screen can be switched by the venue operator according to the progress of t
chair. ,
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® ® How to make a presentation / Q & A/ (a) by sharing the screen

I Start Q & A session Windows

After the presentation, the question and answer session will begin with chair. C the

chair and the speakers will be displayed on the monitor.
The speaker will unmute when there is a comment. If you do not make a comment,
please mute.
a
Please answer the questions as the

chair facilitates.

FEARE (BAEF )

When the session is over, you will automatically leave.

To view other programs, please log in to the Annual Meeting Online Venue URL.

* For viewing methods, refer to the "Audience Manual" posted on the annual meeting

website.




@ How to make a presentation / Q & A/ (a) by sharing the screen

I How to make a presentation (a) by sharing the screen (for Mac) [

[Prepare the presentation slides while waiting]

If you perform screen sharing operations after starting the session, the process of
preparing presentation slides will be also shared.

Please note that your sharing will be off during preparing your slide on your PC. If you

perform the following operations while waiting, you can share the screen smoothly.

[Preparation just before]

(D Perform "Slideshow" — "Slideshow settings"
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@3 How to make a presentation / Q & A/ (a) by sharing the screen

I How to make a presentation (a) by sharing the screen (for Mac)

[End of last minute preparation]
Please wait with the audio turned off and the video turned on.
The operator may contact you via chat.

Please wait with the screen visible.

¥ Caution:x
Please do not share the screen at this

stage.




@3 How to make a presentation / Q & A/ (a) by sharing the screen

I How to make a presentation (a) by sharing the screen (for Mac)

[Share presentation slides]
The presentation will start as the chair progresses session.
@ Click “Share screen”button and perform operations from @ to @.

@ Select presentation slides
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* If the presentation slide contains audio or video, be sure to
"share audio". Please check the box.

IAt the end of the presentation

When you have finished your presentation, click “®& 0{=1* (Stop sharing).

The screen can be switched by the venue operator according to the progress of t
chair.
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@3 How to make a presentation / Q & A/ (a) by sharing the screen

I Start Q & A session [

After the presentation, the question and answer session will begin with chair. C the
chair and the speakers will be displayed on the monitor.

The speaker will unmute when there is a comment. If you do not make a comment,
please mute.

Q

Please answer the questions as the

chair facilitates.

FEARE (HAZEF )

When the session is over, you will automatically leave.
To view other programs, please log in to the Annual Meeting Online Venue URL.

* For how to watch the program, refer to the “Manual for Audience" posted on the annual
meeting website.




(3 How to make a presentation / Q & A

(b) When the presentation video is sent in advance




3 How to make a presentation / Q & A / (b) When the presentation video is sent in advance

I How to make a presentation / Q & A (b) When the presentation video is sent in advance

[Flow until presentation]

(D Log in to the URL for the session channel and wait until the session starts.

@ Wait for the start (microphone is off, video is on)

(® The facilitator will announce the start of the session.

@ The chairman and the speaker are projected.

—Turn on the microphone if necessary.

(® The presentation video sent in advance will be broadcast according to the signal by
the chair.lt will be played by the venue operator.Please turn off the microphone
during video playback.

® When the presentation is over, the question will be accepted.

Question will be accepted only via chat, and chair will select question from the chat.
Please turn on the microphone when answering the question. Turn it off when

there is no comment.

On the next page, the procedure including the ZOOM operation is described. Please

refer to it.

X Refer to page 22 for how to send presentation slides in advance.




3 How to make a presentation / Q & A / (b) When the presentation video is sent in advance

I Presentation method (b) When the presentation video is sent in advance

Speakers who have created and sent presentation videos in advance only need to turn
on / off the audio when asked to speak, such as questions.

Other operations ("playing the presentation video" and "switching screens") will be
performed by the venue operator.
B Presenting the abstract (playing the video)

(=]
The venue operator will operate the

27P01-001 (GRumsss) video playback and the screen display of

HEHEE the Speaker.

Use the control panel at hand to turn the
BAEYamRE (FiS)

OEE AR (KR) voice on and off only.

Keep the video on at all times.

| startQ&A

After the presentation, the question and answer session will begin as the chair leads,
so the chair and speakers will be displayed on the monitor.

The speaker should turn on the voice when there is a comment. If you do not make a

comment, please turn it off.
(=]

Please answer the questions as the

chair facilitates.

EHARES (BAEF )

When the session is over, you will automatically leave.
To view other programs, please log in to the annual meeting online venue URL.

* For how to watch the program, refer to the “Manual for Audience" posted on the annual
meeting website.




(3 How to make a presentation / Q & A

(c) When PowerPoint is sent in advance and presentations and
questions are given LIVE

[Cautions]
Please check the operation of the presentation slides on Windows

PowerPoint 2019.

If there is a video in the presentation slide, please check the
operation with Windows Media Player.

For details, please refer to P.9 "2. Special Lectures, Award Lectures,
Symposiums, etc." in the Annual Meeting Program Collection.




(3 Presentation / Q & A (c) When PowerPoint is sent in advance/performed LIVE

How to make a presentation (c) When PowerPoint is sent in advance and presentations
I and questions are given LIVE

[Flow until presentation]
(D Log in to the URL for the session channel and wait until the session starts.
@ Wait for the start (microphone is off, video is on)
(3 The facilitator will announce the start of the session.
@ The chairman and the speaker are projected.
—Turn on the microphone if necessary.
(® The session will start with the signal by the chair.
Please turn on the microphone and talk.
The PowerPoint slides sent in advance will be shared on the screen by the operation of
the venue operator.
The venue operator will also perform the slide forward/ backward operations.
The speaker gives instructions verbally, such as "The next slide please", "Please
return to the previous slide".
(® When the presentation is over, the question will be accepted.
Question will be accepted only via chat, and chair will select question from the chat.
Please turn on the microphone when answering the question. Turn it off when there is

no comment.

On the next page, the procedure including the ZOOM operation is described. Please refer to
it.

X Refer to page 22 for how to send presentation slides in advance.




@ Presentation / Q & A (c) When PowerPoint is sent in advance/performed LIVE

How to make a presentation (c) When PowerPoint is sent in advance and presentations
I and questions are given LIVE

The PowerPoint slides sent in advance will be played "forward /backward " by the
operation of the venue operator.

The speaker should turn on the audio / video and start the presentation.

The venue operator will perform the slide forward/backward operations.

B Presenting the abstract (slide display)
(=]
The venue operator will also perform
27P01-001 GREES) the  slide  forward/  backward
operations. Please give instructions
%?E,—?:EE verbally, such as "The next slide
please", "Please return to the

BAEPEME () previous slide".
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I Start Q & A

After the presentation, the question and answer session will begin as the chair leads,
so the chair and speakers will be displayed on the monitor.

The speaker should turn on the voice when there is a comment. If you do not make a
comment, please turn it off.

Q

Please answer the questions as the

chair facilitates.

EHARES (BAEF )

When the session is over, you will automatically leave.
To view other programs, please log in to the annual meeting online venue URL.

* For how to watch the program, refer to the “Manual for Audience" posted on the annual
meeting website.




®HHow to upload presentation data

(Upload from URL for uploading)




® How to upload presentation data

ISend personal upload URL

We will send the URL for uploading the presentation data to the individual email
address. Please check the information such as "affiliation, name, presentation
number" in the contents of the email. If there is no mistake, click the URL in the text to
open the presentation data registration system screen. The deadline for uploading
presentation data is March 24 (Wednesday)Japan time. We kindly ask for your

cooperation in uploading as soon as possible.
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3¢ Please be sure to submit (upload) all presentation data in this way.
* We will responsibly delete the data we receive after the annual meeting.




® How to upload presentation data

I How to use the file upload system

(D The presentation data file registration screen opens. Please check if the contents are
correct.

(2 Select the presentation data (drag and drop or file selection).

* The file size is up to 3000MB (3GB).
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(@ After selecting a file, the color of the window will change and a part of the file name
of the selected file will be displayed, so check that there are no mistakes.

@ If it is OK, please click upload.
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® How to upload presentation data

IHOW to use the file upload system

® A confirmation screen will open, so please confirm the upload. After confirming, the

screen will switch to the processing screen. ,
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Do not close the browser until the upload completion screen is displayed. It may take some
time depending on the file size and communication network environment. (Reference:

Communication network environment 100 Mbps up and down, about 3 minutes for a 2 GB

file)




® How to upload presentation data

I How to use the file upload system

® File upload complete

When the upload is complete, the following window will open.

RRT—YT7vIO—-RRT Data upload completed
ERTF—IDFv7O-REETLELL,
BORESTENELE, The presentation data upload is complete.

Thank you very much.
ToOOYEMUOTETLTIEZ W, Please close your browser and exit.

»*Once the upload is completed, you cannot re-upload from the URL on page 2.
The following notification screen will open.

FExT—F v JO—FESH  Presentation data uploaded

BREF—FEFvTO—RKELTT,

IThose who wish to replace the presentation data

If you need to replace the presentation data, please contact us at the email address
below with the "title number, affiliation, and name" clearly stated. We will respond to
inquiries by March 15 (Monday), the deadline for submission. We will respond to
inquiries within 48 hours after receiving the email. If there is a problem with "voice or
operation" after checking the operation at the academic society management office,
We may request re-upload. In that case, we will contact you from the following e-mail
address.

Thank you for your cooperation.

For inquiries regarding uploading presentation
data, please email us.
upload@wfamp.com
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