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SLSA 2021 

Guidance for Stream Convenors and Session Chairs 

Online Collaboration Rooms 

 

We are very grateful for your contribution to the SLSA2021 conference. Moving online 

naturally means that the chairing of sessions becomes a more technical experience. 

This document outlines the main functions that sessions chairs may want to use and helpful 

things to consider when thinking about your session. If you wish to watch a video showing 

these functions in action and how the screen will look in more detail a recording of the 

familiarisation session is available here. 

 

Test Collaboration Room 

We can also offer an opportunity for you to practice in a test collaboration room. The test 

collaboration room will remain open until the start of the conference. You will have received 

an e-mail with this link or please contact SLSA2021@cardiff.ac.uk.  

In order to manage the use of the room during peak times there is a courtesy booking 

system available here. 

Please note that booking the room does not prevent others from joining it as it is open to 

everyone with the link. If you would like to meet the co-chairs on your stream at the same 

time, you’re welcome to share the collaboration room link with them. Please do not press 

the Start/Stop button in the practice room as this could close the room for everyone. 

 

How will I access my session? 

You will be sent a calendar invite with a presenter link to your specific session which will 

allow you to access all the functions of the collaboration room. You must access your 

session through this link and not the general delegate link on the conference platform. 

It is best to access the platform on Google Chrome or Firefox. 

Please ensure that you allow access to your camera and microphone if this option appears 

on your screen. 

 

Key Points for the Session 

We suggest that you follow a similar structure to this. Full details of these functions are 

below and in the recording but this may be useful as a checklist: 

https://youtu.be/WTRYatDhPYE
mailto:SLSA2021@cardiff.ac.uk
https://doodle.com/poll/vtufhb2tqsdgdrhy?utm_source=poll&utm_medium=link
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Prior to the Start of the Session: 

• Set the Presentation Mode of the room to Q&A Mode.  

• Set up the YouTube Player with individual tabs for each recording. You should have 

the YouTube link for each recording from the presenters. 

• If you are hosting a panel, move the Video and Audio into the main part of the 

screen (see video). 

• If you have live presentations, ensure that speakers are aware of how to share their 

screen if required.  

• There is no need to use the Start button and please do not lock the room. 

In the Session itself: 

• Ensure that the room is unlocked (see video). 

1. Welcome presenters and attendees.  

2. Play the recordings from each presenter from the tabs prepared earlier (see below). 

If somebody is presenting live (particularly relevant for panels) then presenters have 

access to present and share their screen if necessary.  

3. Open the session to questions and comments. While in Q&A mode, attendees who 

wish to speak can press their microphone icon. This will appear in a queue for you on 

the right-hand panel of the screen. You can allow an attendee to enter the 

conversation by clicking on their microphone icon [more details below].  

 

What should I do to prepare my session? 

We encourage you and the speakers in your session to join the session about 15 minutes 

before the start of the session. This will allow you to discuss specific matters on how the 

session is to run and have time to rectify any technical issues and ask for assistance from the 

Worldspan team if required. 

Ensure that you have the links for each YouTube presentation prior to the session so that 

you can link these using the YouTube Player function (see below).  

Setting up the Session 

You have flexibility to decide whether you wish to host the meeting as a Discussion, 

Presentation or Q&A modes (see picture below). We suggest that you set up the room in 

Q&A mode initially.  

Presentation Mode: Only the presenters and chair are on-screen and have access to 

their camera and microphone. 

Discussion Mode: Any person in the collaboration room can open their camera or 

mic. 

Q&A Mode: Attendees can click on their microphone to indicate that they wish to 

speak or ask a question. You have the power to press their microphone to unmute 

them. 
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Attendees will be able to ask questions in the chat box as well if they prefer.  

Presentation Button: 

We advise that you 

choose Q&A mode here 

initially. 

 

 

 

 

 

 

[See below for full illustration of Webinar Room View] 

 

Webinar and Meeting Options 

The collaboration room will initially be set in webinar mode. This means that those with 

presenter access have freedom to open or close their camera and microphone but the 

attendees are restricted subject to the Q&A mode.  

We wish to keep as close as possible to the collaborative nature of discussion that the SLSA 

conference is valued for. You may consider changing from the webinar to a meeting option 

for a more open discussion. The Meeting setting allows all attendees to control their camera 

and microphone themselves and may appear on the screen (if they decide to turn on their 

camera) [see below]. This would be especially useful for smaller meetings with more open 

discussion. This gives everyone in the room the same level of access as a presenter. 

To change to a Meeting: 

• Change the setting of the room to Discussion (to give the attendees full access to 

camera and microphone) 

• Change the Webinar setting to ‘Meeting Interface Template’  

If you do decide on this mode, please warn attendees not to touch any of the options 

other than their camera or microphone as this will change the room for everyone. 

Whatever your style of chairing it can be adapted into the collaboration room. For example, 

you may wish to take questions in between each presentation. This will depend on the style 

of session (panel or presentations) and the number of people in your room. 
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Webinar: You can change 

between a Webinar 

function, where only 

presenters are on screen, 

to a Meeting interface, 

where all attendees are 

included on screen too. 

 

 

[See below for illustration of Meeting Room View] 

 

Showing the YouTube Presentations 

On the top left of the video screen you will find a + symbol. 

Clicking on this will open several options for chairs and 

presenters that you can add to tabs across the top of the 

screen. The following are likely to be most useful: 

• YouTube Player 

• Vimeo Player 

• Share Screen 

 

 

 

 

 

Opening the YouTube Player will open a box to allow you to insert the link to the recording. 

This should have been provided to you by the presenter. 

 

By opening three tabs with the + symbol above you can have all the YouTube recordings for 

your session loaded and ready to play when you wish to do so. 
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If a presenter is using Vimeo instead of YouTube, you can follow the same steps by clicking 

on Vimeo Player. 

If a presenter is presenting live in your session, they can access share screen themselves if 

they wish but you may want to confirm that they can find this before the start of the 

session. Please note, presenters will not be able to share sound from their computer, other 

than their microphone, when using screen share.  

 

Managing the Presenters and Attendees 

The panel on the right of the screen helps you to manage presenters and the attendees. 

Presenters will have the same level of access as chairs and so can control this for themselves 

as well. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The top window shows which 

presenters are sharing their 

camera and sound at the time.  

The bottom window shows if 

anyone has written a question or 

comment in the chat box. 

The Centre window shows who 

is in the room and shows who is 

waiting for permission to speak. 

You can allow them to speak by 

clicking on their microphone 

icon. 
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When a presenter has their camera switched on, they will appear in the window on the top 

right of the screen. If a presenter turns their camera off, they will not appear on this window 

and so will not be visible to the attendees, but will still be in the call. Presenters can decide 

whether to keep their camera on throughout the session or, if someone else is presenting, 

to turn their camera off so that only the presenter at the time appears in this window.  

You can make the camera feeds on the top window over to the main screen by clicking the 

diagonal buttons next to ‘Audio & Video’ to replace any shared content on the main screen. 

 

Taking and Managing Questions 

In the Q&A mode, attendees who have indicated that they wish to speak will be listed in the 

centre window on the right panel. You can decide whether you allow them to open their 

camera or microphone by clicking on the icons next to their name. You can use this as a list 

of upcoming questions or comments. 

 

In this example, Joe (an attendee) 

has pressed their microphone icon 

to indicate that they wish to speak. 

You can allow Joe access to speak by 

clicking on the tick or reject Joe by 

clicking on the X.  

 

 

You may wish to switch to Discussion mode to allow any attendee to open their camera and 

microphone without your permission. This would remove the need to accept each speaker 

individually, but it may be harder to manage who speaks next. We suggest that the 

Discussion Mode may work better in the Meeting setting. 

 

Recording the Sessions 

Typical sessions with presentations and discussion do not need to be recorded. The 

presentations have already been recorded and are available on the platform on demand. 

If you are chairing a Panel session.  

Please record these sessions in full so that delegates can return to view these sessions as 

the conference platform is still accessible for 30 days after the conference. 

You can record by clicking the Record button on the top row of options. 
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The Recording will save to the collaboration room storage automatically where Worldspan 

technicians can retrieve it. There is nothing further that you need to do with the recording. 

 

Is there assistance available? 

Yes, if you are having difficulties in your collaboration room you can ask for assistance on 

the Jivo Chat on the bottom left corner of the screen. Contact details for support will also be 

available in your joining details for the session. A technician from Worldspan will do their 

best to attend as soon as possible. 

If you would like advice prior to the event, please contact SLSA2021@cardiff.ac.uk and we 

can arrange specialist support for your session or provide an opportunity for you to practice 

beforehand as noted above. 

Please do not hesitate to get in touch if you have any concerns. We want to make the 

experience as easy and enjoyable as possible for you and would be more than happy to 

assist with further guidance prior to your session or allocate further support to your session.  

  

mailto:SLSA2021@cardiff.ac.uk
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 Collaboration Room: Webinar View for Chairs and Presenters 
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Collaboration Room: Meeting View for Chairs and Presenters 

 

 

 

 

 

 

 

 

Add 

YouTube 

Player or 

Share 

Screen  

Access chat and 

attendee list 

Access Discussion/Q&A Mode or switch back to Webinar 

 

Manage your video and 

microphone. 

Switch between seeing people’s 

cameras and seeing shared content 

such as YouTube videos. 


