
参会人员可通过网络浏览器或应用程序，使用各种设备接入 
Zoom 平台。

为获得更好的用户体验，强烈建议在设备上下载该应用程
序，并使用以太网（有线） 网线将电脑与路由器连接，不建议
使用无线网络。同时断开所有其他设备的网络连接。

Zoom 平台定期更新其程序版本。强烈建议经常检查更新， 
确保程序的最新功能可以使用并提高安全性。

Zoom 视频会议 
参会人员指南

本次线上会议将通过 Zoom 会议平台举行，并提供口译服务。



请特别注意以下程序：

1. 点击邀请函中的链接进行会议注册。

2. 在注册表中录入个人数据，确保如下图所示在“名字”
（First Name）字段以英文大写字母输入所在国家/组织 
名称。
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Zoom	Meetings	

Guidelines	for	Participants	
	
This	Virtual	Meeting	will	be	held	using	the	platform	Zoom.	Interpretation	will	be	available.	
	
Participants	can	access	Zoom	from	all	devices,	via	web	browser	or	App.	
We	strongly	 recommend	downloading	 the	App	on	your	device	 for	a	better	user	experience	and	
connecting	your	computer	via	an	Ethernet	(land	wire)	cable	to	your	router,	rather	than	using	
Wi-Fi.	Disconnect	all	other	devices	from	your	network.		
Zoom	regularly	provides	new	versions	of	the	App.	It	is	strongly	recommended	to	check	for	updates	
frequently	to	ensure	that	the	new	features	will	work	and	to	enhance	the	security	of	the	App.	
	
Please	pay	specific	attention	to	the	following	procedures:	

	
1.	Click	on	the	link	received	in	the	invitation	and	proceed	with	the	registration	for	the	meeting.	
	
2.	Enter	your	data	in	the	Registration	Form,	making	sure	that	your	Country/Organization	Name	is	
inserted	in	English	and	in	capital	letters	in	the	First	Name	field.	
	

	
	

3.	You	will	then	receive	a	confirmation	email	with	the	link	to	access	the	virtual	meeting	room.	FAO	
recommends	 completing	 the	 registration	 procedure	 at	 least	 30	 minutes	 before	 the	 start	 of	 the	
Meeting.	
	
4.	Please	note	that	the	biggest	impediment	to	interpretation	is	poor	sound	quality.	In	this	regard,	
please	 do	 not	 use	 your	 built-in	 computer	 microphone,	 as	 it	 will	 not	 provide	 sufficient	 sound	
quality.	

¥ Use	a	USB-headset	with	integrated	microphone.	
¥ If	 not	 available,	 cellphone	 earphones/mic	 are	 better	 than	 none,	 but	 only	 wired,	 not	

Bluetooth.	
¥ If	no	headset/mic	is	available,	an	external	USB-wired	microphone	is	the	next	best	solution.	

3. 随后将收到一封确认电子邮件，其中包含接入线上会议
室的链接。粮农组织建议在会议开始前至少 30 分钟完成注册
程序。



4. 请注意，音质不佳是口译的最大障碍。为此，请不要使
用电脑内置麦克风，因为它不能提供足够好的音质。

•	请使用带集成麦克风的 USB 耳机。
•	此外，手机耳机/麦克风也可作为替代使用，但仅限有线 
耳机，请勿使用蓝牙耳机。
•	如果没有可用的头戴式耳机/麦克风，外接 USB 麦克风 
是另一个备选方案。
•	如果与会人员在一个小组中，必须使用同一个麦克风， 
请确保发言人靠近麦克风。

5. 会议期间，请关闭所有提示音（Skype、WhatsApp、电子
邮件等），同时确保所处位置没有背景噪音或回声。

6. 请确保以静音模式进入会议，仅在发言时单击取消静音
按钮[1]。

7. 在口译菜单选项[4]中选择所需语言。

8. 如需发言，请使用参会人员菜单选项[3]中的“举手” 
功能。

9. 发言时请启动视频[2]。

10. 请注意，如发言所采用语言不同于所收听语言时，须在
口译菜单中选择“关闭” 来关闭口译服务。

11. 请根据远程会议环境调整讲话方式（ 放慢语速、吐字
清晰、避免过多使用缩略语等）。



12.	 如计划宣读讲稿，请在发言前，将讲稿发送至： 
FAO-Interpretation@fao.org， 并在发言时放慢语速。 
口译人员将始终对讲稿内容进行保密并将根据实际发言内容加
以调整。

13.	 在线上会议中，音频质量可能因意外干扰导致无法进
行口译。口译员将口头说明这一情况，并在音质允许的情况下
尽快恢复口译。
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¥ If	 participants	 are	 in	 a	 group	 and	 have	 to	 use	 one	 microphone,	 make	 sure	 whoever	 is	
speaking	is	close	to	the	microphone.	

	
5.	Turn	off	all	sound	notifications	(Skype,	WhatsApp,	emails,	etc.)	while	attending	the	meeting	and	
ensure	you	are	in	a	place	with	no	background	noise	or	echo.	

	
6.	Make	sure	you	enter	the	virtual	meeting	room	in	Mute	mode	and	click	the	Unmute	button	only	
when	speaking	[1].	
	
7.	Select	the	language	you	wish	to	listen	to	in	the	Interpretation	menu	[4].		
	
8.	If	you	wish	to	take	the	floor,	use	the	Raise	Hand	function	in	the	Participants	menu	[3].	
	
9.	Please	have	your	video	on	when	you	take	the	floor	[2].	
	
10.	Please	note	that	 if	you	make	an	 intervention	 in	another	 language	than	the	one	that	you	are	
listening	to,	you	need	to	turn	interpretation	off	by	selecting	Off	in	the	Interpretation	menu.		
	
11.	 	 Please	 adjust	 your	 speech	 to	 the	 remote	 distance	 environment	 (speak	 slower	 and	 more	
clearly,	avoid	excessive	use	of	acronyms,	etc.)	
	
12.	 If	 you	 are	 planning	 to	 read	 a	 statement,	 send	 it	 to:	 FAO-Interpretation@fao.org	 prior	 to	
delivery	and	 read	 it	 slowly.	The	 interpreters	will	 always	 treat	 the	 text	as	 confidential	and	check	
against	delivery.	
	
13.	In	a	virtual	meeting,	audio	quality	may	deteriorate	unexpectedly	and	become	insufficient	for	
interpretation	purposes.	Interpreters	will	indicate	this	verbally	and	resume	interpretation	as	soon	
as	the	sound	quality	permits.	
	

	


