
Swecog 2021 Presenter Zoom Instructions  
 

Narrative Instructions: We’ve all been in online meetings and conferences for the last year and a half 
so I’ll keep the instructions sparse. If you have managed to avoid participating in online meetings 
and would like more detailed instructions, contact us at support@swecog.se. Presenters should 
show up early for their talk and reach out to Maurice Lamb or Erik Lagerstedt using the private chat 
function on Zoom. We will join you in the breakout room where you  will be able to test your 
connection and equipment. If neither Erik or Maurice are in the main zoom room we are likely in the 
breakout room already and you can feel free to join there. Even if you are in meetings all day and are 
sure your equipment will work, please join early and test anyways so that we know that everything is 
working. Once we know your setup is working, you can return to the conference and you will be 
invited to present by the moderator for the day. 

Instruction summary for Swecog 2021 presenters: 

1. Show up early on the day that you present [HOW EARLY WILL WE BE OPEN]. 
2. When you arrive inform Maurice Lamb or Erik Lagerstedt privately through chat. 
3. You will be asked to join the breakout room called “Presenter Preparation Room.” 
4. There you will be able to test your microphone, video, and screen sharing. 
5. Once we are satisfied with the all of that you can return to the conference and enjoy. 
6. When it is your turn to present you will be invited to do so by the moderator. 

 

General best practices: 

A. Use a headset or other type of separate microphone to ensure better audio quality. 
B. Make your presentation from a non-public location to avoid unexpected interruptions or 

background noise. 
C. When sharing a power point presentation make sure that the screen you slides are on is the 

one shared (typically indicated by a green boarder around the shared screen) 
a. If it is not and you are using presenter view in PowerPoint, you can click “Display 

Settings” in the upper left corner and select “Swap presenter view and slide show” 

 
b. Alternatively: You can specify which screen to present the slide show on in 

PowerPoint through “Slide Show” -> “Monitor” in order to manually change the 
monitor to the that one you want the presentation displayed on.  

D. Turn off notifications during your presntations (in Windows 10 use “focus assist” and on a 
Mac “do not disturb”  


