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1. Support  

 
If  there  is  any  doubt,  please  do  not  hesitate  to  contact  us  with  further  questions  beyond  
the  scope  of  the presented  handbook.  All participants are encouraged to  send  inquiries to 
ifolse@mail.uns.ac.id, either in English or Bahasa Indonesia. 

 
During  sessions  
• Should  you  encounter  any  urgent  technical  issues,  you  are  kindly  requested  to  

communicate  them exclusively via chat:  
- A  WhatsApp  Group (WAG) called  ‘IFoLSE  Support’  will  be  set  up,  in which  you  

can  chat to  the conference  committee  about  technical  issues  during  session  
- As described later on, the participants are kindly requested to test their technical set-

up well ahead of time to minimize the troubles emerging during the conference. For 
this purpose, there will be a Zoom test room prepared; see Section 4 for details.  

• For every session, there will also be a Zoom technical assistant (ZTA) present in the virtual 
meeting or  webinar room to  help  with setting  up  the room.  
 

2. Introduction  
 

The  following  pages  give  some  basic  information  about  how  the  IFoLSE2020  conference  
will  be  organized  and some basic  introduction to  Zoom.  We hope  you  will  find them  useful.  
 
2.1 Zoom  
The plenary sessions of IFoLSE2020 will take place in Zoom Meeting, allowing up to 500 
attendees, while all of the parallel sessions will be organized using the Zoom Breakout Room. The 
virtual meeting for both the parallel and plenary sessions will be created by the conference 
organizers. The links  and password to join the webinars will be available in WAG and your e-mail. 
 
2.2 Recording  
The sessions will  be  recorded; we would like to inform you that by participating at the virtual 
IFoLSE 2020 conference,  you  automatically give us  consent  to do so.  
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3. Zoom roles 
 

3.1 Zoom Meeting 
The Zoom Meeting platform will be used for plenary sessions. It distinguishes 4 roles: host, co-
hosts, and participants. 
 
Hosts and co-hosts 
They are able to mute/unmute participants, turn off the participants video, manage the chat 
room, and other privileges to manage the meeting. The conference session has to be started by 
the host (or an alternative host), who can assign co-host permissions. The ZTAs will be hosts of 
the sessions. The session chairs will be co-hosts, as well as the speakers or presenters. 
 
Participants 
They cannot unmute themselves unless a host has given them permission to do so. They ask for 
this permission by “raising hands”. All the participants that are not hosts or co-hosts are 
attendees. They can join the conference only once the hosts have started broadcasting it.  
 
3.2 Zoom Breakout Room 
The Zoom Breakout Room will be used for the parallel sessions. It distinguishes 3 roles: hosts, co-
hosts and participants. 
 
Hosts and co-hosts 
They can mute/unmute participants, etc. The meeting session has to be started by the host (or 
an alternative host). The ZTAs will be hosts of the sessions. The session chairs will be co-hosts of 
the meetings, and the presenters will be allowed to share screen by assigning them as co-hosts. 
 
Participants 
They can unmute themselves, broadcast their video or share the screen, unless these features 
are disabled by a (co-)host. All those who join the meeting and are not co-hosts are participants. 
 
4. Test room  

 
If you would like to make a test ahead of time, we have prepared a Zoom room (link, password: 
12345)  that you may use  to test  your  Zoom  set-up and fine-tune  your video and audio settings.  
 

• The  room  will  be available from  Thursday,  September  24, 1 p.m. (Jakarta  local  time).  
• At  any  time,  you  might  ask  a  colleague  of  yours  who  can  connect  with  you  to  this  

Zoom  room  to test independently your audio and video.  
• Moreover, in the same room there will be a ZTA available to give you feedback on your 

set-up (or, for instance, give session conveners the possibility to test the co-host rights) 
during the following time slots (all Jakarta local time):  
→    September 24,  1 – 3 p.m.  
→    September 24, 7– 9  p.m. 
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5. Organization of Plenary session 
 

At least  30 minutes before  the  premiere (live) session block of the day  
The virtual room for the plenary will be started by the conference organizers and will  remain 
open for the whole  session.    
 
10 minutes  before the plenary and starting time  

• The  ZTA  will  start  to  broadcast  the  webinar:   From  now  on,  the  attendees  will  be  
able  to  join  the meeting. 

 
2 minutes  before the session starting time  

• The  recording will  start now on the  computer  of  the  host  who started the meeting. 
 
During  sessions  

• Speakers and participants of the meetings should mute themselves unless they are 
speaking; attendees are by default muted during the webinar and just the hosts and 
session chairs can unmute them during Q&A.  

• For the webinars, the attendees can submit questions at the end of each talk using the 
‘Raise hand’ feature in Zoom.  

• Attendees and participants should first mention their name before asking their question 
when unmuted.  

• Attendees  can  post  questions  in  the  chat  box,  but  only  if  they  cannot  use  the  
‘Raise  hand’  feature (due  to  a noisy environment, etc.).  
 

 
Coffee  break 

• The  recording will be  paused now.  
 
After  the  last live presentation of  the  day  

• The virtual room will stay open up to 1 hour after the last talk, in case there will still be an 
ongoing discussion. 

 
6. Parallel sessions  

 
Parallel sessions will be recorded. The sessions will take place in Zoom breakout rooms organized 
as 9 parallel meetings with typically 8 presenters grouped in one meeting room:  
 

• The  room will  be the same one  as  for  the  parallel  session of the same topical track. 
• The session will start with a short presentation by all authors, followed by questions and  

a free  discussion. 
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7.  Time for discussions  
 
Please help us make the conference lively and join discussions at  IFoLSE2020. There are several 
options. 
 
7.1 Discussion  sessions  

 
During  the parallel  sessions  
The Zoom Breakout rooms of all tracks will stay open for an hour after the end of the session. 
This time is dedicated to informal discussions among the audience and the presenters. Some of 
the tracks use this time for discussions on specific topics; please check the agenda.  
 
During  the plenary sessions  
You are invited to join the panel discussions with the speakers of the plenary sessions. You will 
have a unique opportunity to ask questions and learn more about your favourite topics. The times 
of the panel discussions can be found in the agenda.  
 
7.2 WhatsApp Group (WAG)     
The discussions on WAG will be open during the whole conference. You can ask questions that 
you cannot ask during the session. This is the place where the off-topic discussions will take place. 
 
8.  The Do’s and Don’ts in Virtual Conference 

 
8.1 The Do’s in the Virtual Conference 
▪ Do have proper equipment and the right technology. 
▪ Do test your microphone before you starting the video call. Test it by video conferencing your 

colleague before the conference. 
▪ Do test your hardware and internet connection beforehand. 
▪ Do turn off all notifications and make sure your cellphone is on silent. 
▪ Do mute yourself when not talking. 
▪ Do give your full attention to the participants as you would if you were in the same room. 
▪ Do give everyone a chance to participate. 
▪ Do wait for your turn to speak. 
▪ Do speak clearly, briefly and use good manners. 
▪ Do listen attentively to everyone. 
▪ Do limit meeting distractions. 
▪ Do respect everyone‘s time. 
▪ Do be courteous to other participants 
▪ Do keep minimal body movements  
▪ Do maintain eye contact by looking into the camera. 
▪ Do dress appropriately. 
▪ Do make sure your room is well light (side lighting is the best). 
▪ Do set up a virtual background 
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▪ Do be careful about the documents or screens you’re sharing. 
▪ Do stick to the time frames. 
▪ Do be aware of potential cultural differences. It’s important to prepare for communication 

challenges that may arise as a result of language barriers or differences in etiquette. 
▪ Do be patient when things get complicated. 
▪ Do make sure password protection is enabled. 
 
8.2 The Don’ts in the Virtual Conference 
 
▪ Don’t wait until the session time to log in.  
▪ Don’t position your camera too low, too high or hooked onto a different monitor. Weird camera 

angles can be very distracting and unflattering during video conference calls.  
▪ Don’t invite unnecessary people.  
▪ Don’t make distracting sounds.  
▪ Don’t interrupt other speakers.  
▪ Don’t multitask.  
▪ Don’t shouting 
▪ Don’t make distracting movements.  
▪ Don’t carry on side conversations.  
▪ Don’t talk over each other. Please use the chat function to ask questions. 
▪ Don’t wait until the session time to log in.  
▪ Don’t set your camera too low, too high or hooked onto a different monitor. Weird camera 

angles can be very distracting and unflattering during conference  
▪ Don’t invite unnecessary people.  
▪ Don’t make distracting sounds.  
▪ Don’t wear “noisy” jewelry.  
▪ Don’t open the irrelevant programs.  
  
 
 


