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The Conference Space 
You will all be added to the conference Teams by Tuesday 15 June. You will receive then an 

automatic email from Teams. You will then be able to access our conference space. 

To learn how to access the conference, please, use this link: 

https://memsfestival.wordpress.com/using-microsoft-teams/ 

Please, download the desktop app and do not use the browser option. You will have very limited 

functionalities. 

 

During the conference 
Panels will appear in the Calendar in Teams. Each session has its channel or “room” if it is easier to 

understand. You can enter in Calendar or by selecting the channel corresponding to the session you 

are speaking at. Channels are organised chronologically (by day and session order). If in doubt, a 

description of the session is available at the top of the channel. 

 

https://memsfestival.wordpress.com/using-microsoft-teams/


A meeting has already been planned for each session. Please, do not create a new one by clicking on 

“Meet” at the top. 

Please, join the meeting 10 to 5 minutes before the official start of the session you are chairing. 

The planned meeting will show this and you will be able to join it by clicking on the button.

 

 

It is important that you join the meeting before the start of the session so that our moderators can 

promote you easily to “presenters”, a status giving you the right to take part in the session such as 

talking and turning your camera on, before the many attendees join the meeting themselves. 

Do not panic if you cannot turn on your video or mic on arrival – that is because when someone joins 

the call they are automatically joining in as an “attendee”. The moderators will promote you to 

“presenters” as soon as they see you. Do not hesitate to use the chat function on arrival to notify 

them of your presence. 

Do not worry about the chat until the Q&A as this is the role of our moderators. The same goes for IT 

issues or the audience’s mics and cameras. 

Please do make sure you keep your presentation to the 20-minute time limit, as the meeting is 

open only for a certain extent of time. 

However, do not worry about the Q&A overrunning – although officially it looks like very panel has 

only 10minutes available for the Q&A, I have allowed a bit of runover time (a few minutes) before 

the meeting ends automatically.  

If you require more time to discuss something with an attendee, the channel “coffee room” is for 

you! You can create there a new conversation (written) or create a meeting (video call) on that 

channel. 

 

IT Support available to you during the conference 

During the whole of the conference, a private channel will be available to the Presenters for them to 

test their internet connection/TEAMS functionalities via creating a meeting, and notifying us directly 

of problems they might run into.  

This private channel is called ‘Test for Presenters and Moderators’ and will appear at the bottom of 

the channel menu on Tuesday. One of us will keep an eye on this channel at all times during the 

conference. 

When creating a new conversation (writing a message) in that channel, you will have the possibility 

to tag us using @. We will thus be directly notified and be able to help you quickly. 



 

 

What to do if I run into a technical problem during my session? 

If you are running into technical issues, hopefully this will be spotted before the start of the panel, 

when you join the meeting in advance. Once you are able to, make sure to turn on your camera, use 

your mic (to see if there is any sound problems) and a quick attempt at a screenshare. That is also 

why it is essential you join the meeting early. 

If your problem is not solved by the time the introduction is done and you are the first speaker, we 

will ask the next speaker to present. This will allow you time to figure out what is wrong. Please, do 

go to the ‘Test for Presenters and Moderators’ and create a meeting. IT support will be with joining 

you and try and help you through this problem. If you are not the first speaker but noticed an issue 

that was not solved before the start of the panel, please do remain for the introduction and then 

join ‘Test for Presenters and Moderators’ to try and solve the issue. Do not forget to let the 

moderators know that you are leaving the session to solve the issue. Once the problem is solved, 

join your panel again and message in the chat that you are back to allow the moderators of your 

session to promote you again to “presenter”. 

If the problem arises while you are presenting, we will give you a couple of minutes to try figure out 

what is happening, so please, do not panic. If the problem persists, then we will proceed to the next 

speaker, and you can join the ‘Test for Presenters and Moderators’ channel to figure out a solution 

to the problem. 

 

Some basic troubles you might run into 

 

“TEAMS does not let me create an account with my institutional email address!” 

This might be an issue if you are not a member of the University of Kent. Create an account 

with your personal email address. Make sure to notify the MEMS Fest Team which 

addressed you used. The MEMS Fest team will add you to our Teams as a guest/member 

using that email address. You will then receive an automatic email from Teams to join the 

conference platform. 

 

“The browser won’t allow me to join a meeting!” 

Please, use the desktop app. 

 

“I do not have access to the MEMS Fest’s TEAMS: it does not appear on my main TEAMS menu!” 

If you use Teams with other institutions, make sure you are connected as “University of Kent 

(guest)”. Otherwise, your options to take part to the conference will be limited! When the 

desktop app is open, look at the top bar and select the right option. 



 

 

“I do not have access to the chat option!” 

Make sure you are using the desktop app and same as above. 

“I am a speaker and Teams does not let me share my screen!” 

Make sure you are using the desktop app. 

 

During the test run: is the screenshare not loading well? It might be because Teams 

demands a lot of energy from your laptop and is difficult to run. Please, make sure you are 

closing any unnecessary browser tabs or that there is not any heavy software running in the 

background. If leaving Teams and coming back to the meeting does not help, and you keep 

lagging/neither of the two screen sharing options loads when testing them, you might need 

to send us your PowerPoint to allow the moderators to play it for you and move through it 

when saying “next slide please”. 

During the conference: If you have not previously added your PowerPoint to the Conference 

Material folder on Google Drive, email the it to memsfestival@gmail.com ASAP. Then, we 

will do as above. 
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