
CMAS GENERAL ASSEMBLY 
SEPTEMBER 19th, 2020 

 
 
Summary: 
This year’s CMAS General Assembly (GA) will be held online, through the Zoom platform.  It will 
feature “Webinar” format so, for any information you may look up online in the Zoom Help Centre, 
please refer to webinar-related topics.  The GA will also be streamed live on YouTube. 
 
The following pages contain details of how to participate in the 2020 CMAS General Assembly. 
The document contains instructions on how join the meeting and how best to participate as the 
registered voting member of your federation or as interested participants. Please be aware that 
registration to the 2020 CMAS General Assembly will close on September 16th, at 1:00 P.M. CET 
(Central European Time). 
 
 
If you are a registered voting member please use your federation anagram with your name as follows: 

IRL/F00 J. Smith 
Only attendees with this name format will be eligible to vote during the GA. 
 
For non-voting and interested participants please log in and indicate your federation as follows: 

J. Smith CFT Ireland 
 
If you are holding a proxy for a federation that cannot attend, please log in as follows: 

IRL/F00 J. Smith for ITA/F00 
 
Instructions on how to enter your name as above, use the chat, comment and voting facilities are 
detailed in the following pages. 
  
  



Detailed instructions: 
 
If you wish to participate, please make sure you have a good Internet connection. Everyone should 
have at least 1mbps up and download speed. At least 5mbps up and download will ensure optimal 
quality throughout the length of the call. You may test your internet speed 
at https://www.speedtest.net, or on any other “online internet speed test” web site.  For best 
performance, please establish a wired connection (connect your computer to the Internet with a 
cable) and not a wi-fi one.  
 
The speakers, as well as all participants who wish to take the floor during the meeting, should speak 
using a microphone other than their Laptop or PC one.  Best would be to have a USB headset 
with microphone.  However, the mobile phone earphones, connected to the computer via a cable 
(NOT Bluetooth), are also much better than the computer microphone. 
 

Disable HD webcam video. 

Sending high definition (HD) webcam video requires more bandwidth than sending non-HD. 
Disabling HD video will free up more of your Internet connection for other parts of your Zoom 
meeting.  
 
To disable HD video: 

1. Sign in to Zoom. 
2. Click your profile picture then click Settings. 

 

 



This will open the settings window, giving you access to the following options: 

 

 
Click on Video, and then make sure that the “Enable HD” box is not checked.  
 

Avoid other activities that will steal bandwidth. 

Don't start other bandwidth-intensive activities just before, or during, a Zoom meeting, on your Zoom 
device and, as much as possible, on other computers and devices that share your Internet connection.  
 

********** 
 
 
 
 
  



HOW TO JOIN THE MEETING 
 
In order to participate in the meeting, you will be asked to register. 
Please be aware that registration to the 2020 CMAS General Assembly will open on September 
17th, at 2:00 P.M. CET (Central European Time), and will close 1 hour before the meeting.  
 
You will be able to register when you receive a registration invitation with a registration link, like the 
one below. 
 

 
 
By clicking on the link, the registration page will open. 
 

 
 
After registering, you will receive a confirmation e-mail with information on how to join the meeting. 
 

Before joining a Zoom meeting on a computer or mobile device, you can download the Zoom app 
from the Zoom Download Center. Otherwise, you will be prompted to download and install Zoom 
when you click the join link that you will receive from CMAS Secretariat. 

After downloading the app, you can also click here to join a test meeting so to familiarize yourself 
with Zoom. 



Click the join link in your email or calendar invitation. 

 
Depending on your default web browser, you may be prompted to open Zoom. 

  
And click on “allow” when prompted to open the Zoom app. 
You will be taken to the meeting. 
 
IMPORTANT:  

For valid voting members, Federation Presidents or their designees (mandatory): after joining 
the meeting, if you cannot do it before, please write your federation’s name and code, as well as 
your own name by using the “Rename” feature as follows: 

Hover over your name and image, click More  and choose Rename to change your screen 
name displayed to other participants. Each voting member’s name should appear as follows: 

IRL/F00 J. Smith (Name of the Federation as an acronym + F0… + Surname of the person attending 
the meeting). Only attendees with this name format will be eligible to vote during the GA. 

Valid voting members are the Presidents of federations (or their designees, with completed and 
returned proxy forms to the CMAS office) who are paid up members and have registered to attend 
the GA. 

Non-voting members are also kindly asked to specify their federations and country after their 
surnames. E.g. J. Smith VDST Germany. 
The number of attendees from our federations is unlimited. 
 
Those who are attending and have proxy votes (on behalf of another federation) are kindly requested 
to “rename” themselves as follows:  
 
In the event that a member of the German Federation is proxy voting for Italy: 
IRL/F00 J. Smith for ITA F00 (Name of the Federation as an acronym + F0… + Surname of the 
person attending the meeting + “for + acronym of the federation they are representing). 
A second device (computer or mobile phone) will be required to log on with proxies as Zoom only 
recognizes one attendee per device. 
 

 

 



IN-MEETING CONTROLS FOR WINDOWS AND MAC OS  

 

When you join the CMAS GA held via Zoom, you are considered an attendee.  

The attendee controls appear at the bottom of your screen if you're not currently screen sharing. 

Attendees have access to the following features (from left to right): 

 

 
Audio Settings (only visible if the host hasn't granted you permission to talk): Change your audio 
settings. You can also click the upward arrow (^) next to change your speaker. 

Unmute/Mute: If the host gives you permission, you can unmute and talk during the webinar. All 
participants will be able to hear you. If the host allows you to talk, you will receive a notification. 

 
 

Note: You can still access the audio settings by click on the ^ arrow next to the Unmute/Mute 
button. 

Chat: Open in-meeting chat, allowing you to send chat messages and send a message to the host, to 
the panelists, and attendees (if permitted). 

Raise Hand: Raise your hand in the webinar to indicate that you need something from the host. The 
host may instruct you on how they plan to use this. Many webinar hosts use this feature to know if 
an attendee has a question and would like to speak out loud. 

Question & Answer: Open the Q&A window, allowing you to ask questions to the host and 
panelists. They can either reply back to you via text in the Q&A window or answer your question 
live. 

To ask a question: 

1. Type your question into the Q&A box. Click Send. 

 Note: If one checks Send Anonymously his/her name will not be attached to their question in 
the Q&A. Please, DO NOT send anonymous questions as they will not be answered.  



2. If the host/panelists reply via the Q&A, you will see a reply in the Q&A window. 

 
 

3. The host/panelists can also answer your question live (out loud). You will see a notification in 
the Q&A window if they plan to do this. 

 

As an attendee, you can also like or comment on other attendee’s questions.  

1. Click the thumbs up icon to like a comment. 
Tip: The number beside the icon is the total number of likes the question has received so far. 

 



2. Click the red thumbs up icon to unlike a comment. 

 
3. Click Comment to write a reply to an existing question. 

 



4. Type your comment and click Send. 
Your comment will appear beneath the question. 

 

 

 

Leave meeting: Click Leave meeting to leave the webinar at any time. If you leave, you can rejoin 
if the webinar is still in progress, as long as the host has not locked the webinar.  

 
 
For Android and iOS mobile devices, please check here for detailed command instructions: 
https://support.zoom.us/hc/en-us/articles/115004954946-Joining-a-Webinar-Attendee- 
 

CHAT 

Attendees 

As an attendee in the webinar, you can chat with other attendees, panelists (including the host), 
depending on what chat permissions the webinar host has allowed. Read about all attendee 
controls.  

1. In your controls at the bottom window, click or tap Chat . 
2. When you click on chat, the chat window will appear. It will be on the right if you are not in 

full screen. If you are in full screen, it will appear in a window that you can move around your 
screen. 

3. Type your message and press Enter to send it. 
 
• You can also select who you would like to send the message to by clicking on the drop 

down next to To. 
• When you receive a chat message, you will receive a notification at the bottom of your 

screen if you do not currently have the chat window open. 



• If the host has disabled Attendee chat, you will still be able to view messages sent by 
the host and other panelists. 

 

 

 
***** 

 
 
 
 
 
 

INTERPRETATION FEATURE 
 
As always, interpretation will be provided in CMAS three official languages, namely English, French, 
and Spanish.  In order to listen to the interpreters: 
 
For Windows and MacOS Operating systems: 

1. In your webinar controls (at the bottom), click Interpretation.  
 

2. Click the language that you would like to hear. 

  



3. (Optional) To only hear the interpreted language, click Mute Original Audio.  

 
**** 

 
For Android and iOS mobile devices: 

1. In your meeting controls, tap ... More. 

 
2. Tap Language Interpretation.  

 

3. Tap the language you would like to listen to.  
4. (Optional) Tap the toggle to Mute Original Audio. 

 

5. Click Done. 

 
Important: DO NOT FORGET TO CLICK “DONE”, otherwise you will continue hearing the 
floor. 
 
You will see the interpreters who are translating at the moment, as their videos will be turned on. 
Please, do not contact the interpreters directly via the Chat, as they will be busy listening to the 
speakers and translating. For any problem, please contact the meeting Technical Host.  
 

 
 
 

******* 
 

 
 
 
 
 
 
 
 



VOTING 
 
After discussing each agenda item, when required, a voting session will take place.  Each person will 
ONLY be able to express ONE VOTE through ONE DEVICE (PC, laptop, mobile phone, iPad).  
When the voting session is started by the Host, the following window will be screened on each 
computer (or device): 
 

 
 

In order to be able to express more than one vote, those federation that hold one or more proxies will 
have to register to the 2020 CMAS GA via as many Zoom accounts (email address + person name) 
as the number of votes they wish to express.  For instance, if a federation has one vote plus 2 proxies, 
three devices (PC, laptop, mobile phone, iPad) will have to join the meeting by using three different 
Zoom accounts (three different email addresses and the names of three different people). 

When all voting members have voted, the Host will close the voting session and will share the vote 
results with all meeting participants.   

 



The vote windows shall appear on the screens of all General Assembly attendees, but ONLY people 
representing authorised federations with voting rights or with a valid proxy are authorised to vote.  
ALL OTHER PARTICIPANTS ARE KINDLY REQUESTED NOT TO CAST ANY VOTE, 
as it will be deemed null and void.  Please be informed that the meeting report will show WHO voted, 
HOW and WHEN. 

YouTube streaming: 

Non-voting attendees shall also have the option to watch the GA works via YouTube streaming, 
through a dedicated link attached to this meeting request. 

 
 
 


