
 
 
 
 

VIRTUAL CONFERENCE GUIDELINE  
 

Participants may opt to present via live streaming using Google Meet platform, pre-recorded 
video or poster. 
 

 
 
1) LIVE STREAMING USING GOOGLE MEET PLATFORM 
 
Presentation can be done by sharing your screen and presentation via live streaming using 
Google Meet during your scheduled date and time. For contributed papers, your presentation 
should be NO longer than 10 minutes. After your presentation, you will have 5 minutes for 
Q&A. The Session Chair will coordinate the presentation order according to the schedule in 
the program. Please prepare your presentation the usual way using MS Power Point software 
or similar. Keep videos and animations in your presentation to a minimum to minimize 
video/audio lag and connection issues. 
 
In order to ensure a smooth performance during your session, you are advised to be ready 10 
minutes before your scheduled time. To join the conference session, please follow these 
instructions: 
 

1. Click the meeting link (link for each session will be given later). 
2. Click ‘Ask to Join’. You will be in the conference session after approval by the Session 

Chair. 
3. Wait for your turn. 
4. When your turn comes, click Present now. 
5. Select a window or application. 
6. Select ‘Share’. 
7. Present your work for 10 minutes and followed by Q&A session for 5 minutes. 
8. End your presentation. Click Stop presenting. 

 
When entering the scheduled session in Google Meet, ensure that you have a relatively fast 
Internet connection when you participate to minimize video/audio lag and connection issues. 
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2) PRE-RECORDED VIDEO 
 
The deadline for all video submissions is 11th December 2020! 
 
Talks will be pre-recorded and submitted as video files before 11th December 2020 to be 
replayed during the conference. During the actual presentation on the 15th – 16th  December 
2020, one of the authors needs to be available online after their videos are played to address 
Q&A from conference participants moderated by the respective Session Chairs. Duration for 
the Q&A session is 5 minutes. You are required to submit your pre-recorded video via 
https://forms.gle/pBBLSwqAPhqnP4Ms8 

 
 
 
GUIDELINES FOR PREPARING YOUR VIDEO: 
 

Duration: 10 minutes 
File size: 100MB max 
Video file format: MP4 
 

Please note that the final specifications will be checked at the time of submission and files 
not compliant may not be uploaded. Please be sure the video includes the paper ID, title of 
the paper, the authors, and a mention to ICoBiomasSE 2020. Save the file according to your 
paper ID (e.g. Paper ID: ICoBSE2020-010; save as ICoBSE2020-010.mp4). 
 
We request you to prepare and upload a video of your presentation, using a webcam or an 
external video camera to create a small window of the speaking presenter. You must show 
your face and display your slides as you talk. Please do not try to upload PowerPoint or PDF 
files.  
 
There are several video conferencing tools available to easily record a presentation. You can 
use any meeting software as long as you get a good quality recording and your final file is in 
the MP4 format. Here are some links to instructions on recording a meeting on common 
platforms:  
 

WebEx https://help.webex.com/en-us/n62735y/Record-a-Webex-Meeting  

Skype 
https://www.bemidjistate.edu/offices/its/knowledge-base/skype-for-
business-recording-a-meeting/  

Google Meet https://support.google.com/meet/answer/9308681?hl=en  

Zoom https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording  

 

You can also use the two steps method covered below: Create Voice Over Power point and 
convert to MP4.  

https://forms.gle/pBBLSwqAPhqnP4Ms8
https://help.webex.com/en-us/n62735y/Record-a-Webex-Meeting
https://www.bemidjistate.edu/offices/its/knowledge-base/skype-for-business-recording-a-meeting/
https://www.bemidjistate.edu/offices/its/knowledge-base/skype-for-business-recording-a-meeting/
https://support.google.com/meet/answer/9308681?hl=en
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c?ui=en-us&rs=en-us&ad=us
https://nursing.vanderbilt.edu/knowledge-base/knowledgebase/how-to-save-voppt-to-mp4/


TIPS FOR RECORDING: 
 

1. Please ensure the place for recording is as quiet as possible. 
2. Avoid areas that have echo or bad acoustics.  
3. A good microphone close to mouth. Avoid, if possible, using default built-in 

microphone on computer. 
4. Remember to speak slowly and enunciate clearly, without pausing. 
5. Make sure you have good front light – ensuring that the light shines brightly on your 

face. If your back is to a window, close the shades. 
6. Do a test recording of a couple of minutes and review the sound and picture quality 

before recording the entire presentation.  Adjust if needed. 
7. Upload your video in the MP4 format (Deadline: 11th December 2020) via this link 

(https://forms.gle/pBBLSwqAPhqnP4Ms8)  

 
 
 
 
3) POSTER  
 
The deadline for all poster submissions is on 11th December 2020! 
 
You may use the official ICoBiomasSE 2020 poster template for the poster based on your 
creativity. The poster should be a clear visual presentation of your submitted manuscript and 
should meet the following criteria: 
 

1. Title of your paper. 
2. Poster size and format - Poster must be submitted in PDF format. 
3. Your Information - paper ID, Name(s) of the Author(s) and Affiliation(s). 
4. Text and presentation should be in ENGLISH only.  
5. Try to keep the text easy to read and concise and make sure that the images are clear. 
6. Use only static images and do not embed any videos or animation in your poster. 
7. Try to utilize the space on your poster as creatively as you can to attract the audience 

and 
 
All the posters will be uploaded to ICoBiomasSE 2020 closed group event by the conference 
secretariat. Save the file according to your paper ID (e.g. Paper ID: ICoBSE2020-020; save as 
ICoBSE2020-020.pdf). You are required to submit your poster via this link 
https://forms.gle/MhUvWRPXSRgeUybr7  
 

https://forms.gle/pBBLSwqAPhqnP4Ms8
https://forms.gle/MhUvWRPXSRgeUybr7

