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How do you manage your profile 
and upload files to your session?

You will be given access to manage your session. Within your 

profile you will be able to upload your files to your session and 

edit your profile with your headshot and bio.

You will receive an email from the virtual website with a link to 

manage your session.

Click the “Edit Your Speaker Profile” button in the invitation 

email to be auto-logged in to the website.



Once you’re logged in to the website and updated 

your profile, go to the ‘Agenda’ tab to find your 

session. You can use the search bar in the top 

right of the agenda to find your session. You will 

be able to search by the session code or name 

(i.e. session title). 

Click in to your session and 

select the ‘Manage’ button at 

the top right of the session 

window.



You will be able to upload your files on the management side of 

the session by clicking ‘Add New File’

Upload any file up to 1GB size.
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