
  

 

 

  

  

   

 

  

Virtual Meeting & Zoom User Guidance 
African Preparatory Meeting for the 9th Session of the Meeting of the Parties to AEWA (Pre-MOP9) 

16-17 September 2025, virtual format (Zoom) 

 

Part A: Virtual Meetings – General Guidance 

 Technical requirements:  

You will need a computer or mobile device with a webcam (integrated or external) and microphone to 

participate in this Zoom meeting.  

If possible, use an (Ethernet) cable to connect your computer to your router. We will be using an 

interpretation platform, and wireless (Wi-Fi) internet connections may not be stable enough to use this 

feature. Wired connections tend to be more stable.   

If possible, use a USB headset with an attached microphone or a USB table microphone in order to reduce 

the chance of echo, feedback or other audio issues, particularly in order to ensure good quality remote 

simultaneous interpretation. 

 Connect to the meeting some 15 minutes before the scheduled meeting start time. This way, you can 

test your sound and webcam and resolve any potential technical issues before the start of the meeting.  

 Choose a location with good lighting and a clear background. Too much light behind you will make you 

appear too dark in the video and people won’t see you. 

 Choose a quiet, indoor environment, as any background noises or other distractions may interfere with 

the meeting. 

 Make sure you have a stable internet connection, well-functioning web camera and headset by testing 

them before the meeting. 

 Close down other applications that may distract or reduce the performance of your device. 

 When connecting to the meeting, Zoom will ask you to enter your name. To help identify participants, 

please enter your full name and your country, e.g.: Evelyn MOLOKO, Cameroon  

 Once connected, turn your microphone to mute until you need to engage in conversation. During the 

meeting, unless you have the floor, please mute your microphone, to minimize background noise.  

 If possible, turn your web camera on for the duration of the meeting so we can all see each other. 

However, if your internet connection is unstable (e.g., frozen screen, meeting getting disconnected etc.), 

try switching off your webcam to free up bandwidth for a better internet connection.  

 In order to ask for the floor, please use the ‘Raise hand’ function, accessed by clicking on the ‘Reactions’ 

tab (see part B below for details). Please speak slowly and clearly when you take the floor. 

 When you are given the floor, please unmute your microphone. After your intervention, please mute 

your microphone again.  

 Use the chat feature to comment or ask questions (see part B below for details).   

 Simultaneous language interpretation will be offered for this meeting (English/French). See the 

guidance below in part B for further details.  

 In the event of being disconnected from the meeting, reconnect using the same meeting link or code. In 

the case of any technical issues during the meeting, contact Birgit Drerup via the private chat function 

or via email (birgit.drerup@un.org). 

mailto:birgit.drerup@un.org
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Part B: Illustrated Zoom Guidance 
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2. Zoom Features................................................................................................................................. p. 3 

3. Remote Language Interpretation with Zoom .................................................................................... p. 4 

 
1. CONNECTING TO ZOOM 

 

To join the meeting, click on the Zoom meeting link provided by the organizers in an email. This email will be sent 

to you a few days before the meeting (see sample screenshot below).  

 

If you have used Zoom before, you should be able to join the meeting by simply clicking on the meeting link. Please 
ensure that you have the latest version of Zoom installed on your device. For further information, please see 
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0060716     
 
If you are using Zoom for the first time, when you click on the meeting link you will be prompted to download the 

Zoom App. In order to download the app, click on ‘Download Now’ and follow a few simple steps to complete the 

download. Learn more by watching this video: Joining a Zoom Meeting 

 

 

 

 

 

 

 

 

 

 

https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0060716
https://www.youtube.com/watch?v=pAMDxH_H_Cs
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We strongly recommend downloading the Zoom App on your device for a better user experience and if possible, 
using a PC/laptop with an Ethernet cable connection rather than a wireless connection (WiFi).   
 
If prompted, allow Zoom to use your microphone and camera. 
 
Enter a display name: Please enter your first/given name, your family name and your country (e.g., Evelyn 
MOLOKO, Cameroon).  
 
Subsequently, click on ‘Join” 
 
You will then be taken to the waiting room. You might need to wait a moment before the meeting host admits you 
to the meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. ZOOM FEATURES 

 
Depending on your device, at the bottom of your Zoom screen, you will see the following in-meeting controls 
(among others):  
 

 
 
Some of the most important features are the following:  
 

Mute       / Unmute Mute and unmute your microphone. 

Start Video   / Stop Video  Turns your camera on or off. 

Participants   See who's currently in the meeting. 

Chat  Access the chat window to send a chat message either to: 
₋ all meeting participants (select ‘Everyone’ in the “To”: dropdown 

menu) or 
₋ an individual participant by sending a private chat message (in the “To”: 

drop-down menu, select the participant you want to chat with directly).  
Once you have selected the recipient of the chat message, enter the 
message in the chat window. Then press Enter to send your message. 

Raise & Lower Hand  - Click the Reactions      button. 
- From the list of emojis, select the ‘Raise hand’ emoji.  
- The meeting host will see that you have raised your hand and can 

invite you to speak. 
- Please unmute your microphone to speak. 
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- Once you have finished speaking, lower your hand by clicking the 
same button on the screen as before (which now says "Lower Hand"). 
Also make sure to mute your microphone again.  

Leave Leave the meeting while it continues for the other participants. Only the 
host can end the meeting.  

 

 
 
 
 
 
 
 
 
 
 
 

 

3. REMOTE LANGUAGE INTERPRETATION WITH ZOOM 

 
This meeting will offer remote simultaneous interpretation in English/French. Please follow the steps below to listen 
to the language you would like to hear throughout the meeting:  
 
1. In the controls panel at the bottom of your Zoom screen, click on the interpretation icon.          

2. Click the language that you would like to hear (English or French).  

3. Optional: By default, you will hear the selected language at 80% volume and the original audio at 20% volume. 
To hear the interpreted language only, click Mute Original Audio. You can also switch off interpretation 
completely by selecting ‘Off’. 

 

 

 

 


