
ZOOM briefing for speakers - IASPM D-A-CH conference 2021 

 

General information 

Prior to the beginning of the conference, please install the ZOOM-Client or update the software 
to the newest version. Download here: https://zoom.us/download 

Please make sure that you have a good internet connection which can handle the high video 
and audio streaming requirements. We recommend using a LAN-connection via cable or at 
least choose a workplace close to the WiFi router. Please check if your device is charged or 
connected to a charging station.  

In order to be able to use the microphone 
function, we ask you to participate “with com-
puter audio” when joining the meeting.  

 

 

 

 

Register with your first and last name. 
You can change your name in the ZOOM profile settings or during the meeting when clicking 
on the three dots next to your video and choosing “rename”. Please switch on your camera 
and microphone at the beginning of your presentation. Ideally use a headset or at least head-
phones to provide your listeners with good sound quality.  
 

 
 
For daily reporting, Screenshots will be taken and occasionally published during the event. If 
you do not agree to publication, please let us know explicitly in advance. 

A member of the conference team will be available in the ZOOM-meeting at all time to assist 
you with technical questions or difficulties. We invite you to hold a ZOOM test session with us 
prior to the conference to double-check all technological functions and provide you with an 
overview of the platform. For this, please contact Manuel Troike as soon as possible  
(manuel.troike@uni-paderborn.de). 

 

 

or 

https://zoom.us/download
mailto:manuel.troike@uni-paderborn.de


 

 

Screen-Sharing for presentations  

Via ZOOM, you can share your Presentation with all participants. 

To do so, click on the green symbol “share screen” at the bottom of your meeting window. 

From here, you will be given various options for sharing. We recommend you to only select the 
application window that you use for your presentation (PowerPoint, PDF Reader, Keynote, etc.) 
and not share the whole desktop. 

If your presentation contains audio or video files, please double-check that you also select the 
option “share computer sound” in the bottom left-hand corner of the window. 

Once you click on “share”, your presentation will be visible for all participants. Please keep two 
things in mind: 

1. The menu bar for controlling microphone, camera and further options is no longer vis-
ible at the bottom of the screen but at the very top. You see it when you move your 
mouse pointer to the top center of the screen. 

2. If you want to share a PowerPoint presentation, for example, first share the PowerPoint 
window via “share screen” and only then start the Presentation in full-screen mode in 
PowerPoint. 

You can also share your computer audio while in screenshare-
mode. To do so, click on the three dots at the top right-hand cor-
ner of your menu bar and select “share computer sound”. 

 

To stop screen sharing at the end of your talk, please click on 
the red "stop" button in the menu bar at the top of the screen. 


