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Section 1

Fill out your Speaker Profile



1. Navigate to the upper right-hand corner
of your screen.

FORUM Help @ Contact Support & y AIR Forum Me...

# Dashboard @ This event is not yet published. This site is not visible to attendees.
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2. Click on your name.

Help ®  Email Support l AIR Forum Me... &




3. Click on “My Profile”.

AIR

FORUM Help @ Contact Support l AIR Forum Me... &
2020

Dashboard @ This event is not yet published. This site is not visible to attendees.

& My Profile

- Logout
My Sessions

Presenter Portal

Reports Welcome to the Presenter Portal. This is the main online hub of activity to manage and finalize your session details and presenter profile. Following are action items and deadlines as well as additional resources to help you prepare for your session(s) at the 2019 AIR Forum
Have Questions? Resources Important Dates
Laura Knoll February 2020
Reg  Opens
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« Deadiine for p
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4. Fill out your speaker profile completely.

AIR Forum Member

This person has not yet logged in

Profile Details  Resources

Inferests

No interests available
Website

No website available
Blog

Mo blog available

AIR Forum Member
No title available
test@gmail.com

No company available

Click on “Edit” to add your

information

Biography

No biography available

Attendee

tester

@



Edit AIR Forum Member Bl -

Profile Details Resources

General Settings
Click on “Save” Button after editing

Confirmed
Profile

Upload Photo

The status of your account is determined by the status of your sessions

Attendee Id*

TESTER

Job Title

First Name*
AIR Forum
Last Name*

Member



Section 2
Review Your Edited Title and Abstract



1. Navigate to the "My Sessions" page

where your approved sessions are listed.
AIR

FORUM Help @ Contact Support ' AIR Forum Me... &%
2020

# Dashboard @ This event is not yet published. This site is not visible to attendees.

Welcome to the Presenter Portal. This is the main enline hub of activity to manage and finalize your session details and presenter profile. Following are action items and deadlines as well as additional resources to help you prepare for your session(s) at the 2019 AIR Forum.

Have Questions? Resources Important Dates

P ter Portal Tutorial [PDF]
« Presenter Portal Tutorial [| February 2020

Laura .Kn.o |, Assistant Director of Conference Services . PowerPoint Te PPTX] Regisiration Opens

Association for Institutional Research . . .

Email forurm org + Promote Your Session Tips [PDF] March 20, 2020

Phone: 850-301-6345 « Deadline for presenters to confirm their intent to presenter and to register for the Forum, to be listed in the program book.

» Deadline to submit edits to Session Title or Presenter Listing for the program book.

. « Deadline to upload Scholarly Paper for icon in program book.

Need Technical Support?
May 1, 2020

» Deadline for special hotel rates

AlR@Hubb.me

360-949-7860 May 18, 2020

« Deadline to upload Scholarly Paper and be highlighted in the Forum App.




2. Click on your session title.

AIR

Speaker FORUM Help @ Contact Support &

2020

Dashboard @ This event is not yet published. This site is not visible to attendees.

My Sessions My SeSSionS (] )
My Speakers

Reports

Sample Session v 648815 TEST Speaker Session Location not specified Time slot not spe:

Add new session

My Schedule

5/23/2020 - 5/29/2020

Sunday Tuesday Wednesday Thursday

24" May 26t May 27t May 28™ May

Click on Session Title to review
description



3. Review your Session Details.

Sample Sessions

Edit

Session Details Session Requests Manage Documents

Standard Fields

TEST

Sample Sessions If you have edits for Session Description please
e e notify Laura Knoll: [knoll@airweb.org

Operations and Leadership
Speaker Session

AIR Forum Member

Session Management
Published
Featured Mandatory Can be evaluated
No assistants

Location not specified

Time slot not specified



Section 3

Make Sure All Presenters are Listed



1. Navigate to the "My Sessions" page
where your approved sessions are listed.

Help @ Contact Support l AIR Forum Me... &

FORUM
2020

# Dashboard @ This event is not yet published. This site is not visible to attendees.

L Reports Welcome to the Presenter Portal. This is the main online hub of activity to manage and finalize your session details and presenter profile. Following are action items and deadlines as well as additional resources to help you prepare for your session(s) at the 2019 AIR Forum.

Have Questions? Resources Important Dates

« Presenter Portal Tutorial [PDF] February 2020

Laura Knoll, Ass » PowerPoint Tel FPTX] Registration Opens

Association for Institutional Research . Promote Your Session Tips [PDF

Email: for rg o ) March 20, 2020

Phone: 850-30 « Deadline for presenters to confirm their intent to presenter and to register for the Forum, to be listed in the program book.
« Deadline to submit edits to Session Title or Presenter Listing for the program book

» Deadline to upload Scholarly Paper for icon in program book.

tor of Confel

Need Technical Support?
May 1, 2020

« Deadline for special hotel rates
AIR@Hubb.me
360-949-7860 May 18, 2020
» Deadline to upload Scholarly Paper and be highlighted in the Forum App.




2. Click on your session title and review the
"Speakers" field.

My Sessions (1)

Click on Session Title to review
listed Speakers



All Sessions / TESTING Edit

Session Detalls Session Requests  Manage Documents

standard Fields

0000

TESTING
Assessment: Accountability, Institutional Effactiveness, and Acored itation If you ha\fe edits fO'r Iisted Spea kers please
notify Laura Knoll: Iknoll@airweb.org

Lawra Knoll (Assaciation for Institutional Research)
AIR Member (Association for Instimutional Research)

Session Management
Published
Featured Mandatory # Can be evaluated
Mo assistants
Room not specified

Tirme slat not specified



Section 4

Confirm Your Intent to Present



1. Navigate to the My Sessions page where
your approved sessions are listed.

AIR

FORUM

2020

# Dashboard @ This event is not yer published. This site is not visible to attendees.

Have Questions?

Laura Knoll, Assistant Director of Conference Services
Association for Institutional Research

Email: forumy
Phone: 850-391

Need Technical Support?

AIR@Hubb.me
360-949-7860

Resources

.

Presenter Portal Tutorial [PDF]
PowerPoint Tel PPTX]
Promaote Your Session Tips [PDF]

Help @ Contact Support ' AIR Forum Me...

Welcome to the Presenter Portal. This is the main online hub of activity to manage and finalize your session details and presenter profile. Following are action items and deadlines as well as additional resources to help you prepare for your session(s) at the 2019 AIR Forum.

Important Dates

February 2020
Registration Opens

March 20, 2020

+ Deadline for presenters to confirm their intent to presenter and to register for the Forum, to be listed in the program book
« Deadline to submit edits to Session Title or Presenter Listing for the program book

« Deadline to upload Scholarly Paper for icon in program book

May 1, 2020
« Deadline for special hotel rates.

May 18, 2020
+ Deadline to upload Scholarly Paper and be highlighted in the Forum App.



2. Click on your session tittle and select the
“Session Requests” tab.

= AIR
= peaker v FORUM
| 2020

Help @ Contact Support &

ashboard @ This event is not yet published. This site is not visible to attendees.
essions My Sessions (1)
Sample Session % 648815 TEST Speaker Session Assessment and Location not specified Time slot not spe:
Evalu
Add new session
My Schedule

5/23/2020 - 5/29/2020

Click on Session Title to get to
“Session Requests” tab



All Sessions / Sample Sessions

Session Detail

Session Requests

Minage Documerts

Standard Fields

Session Code

Title

Description

Track

Session Type

Speakers

TEST

Sample Sessions
This is a sample session abstract.
Operations and Leadership

Speaker Session

AIR Forum Member



3. Confirm your intent to present. (For
sessions with multiple presenters,
presenters can confirm without a particular
order.)

AIR Forum Member

This person has not yet logged in.

Profile Details  Resources

AIR Forum Member

¢

o e avalitic Click on “Edit” to confirm your
No company available Intent to present.
tester
III\J:;.E\;;eresb available T\l:glt;ggraphy available

Blog
No blog available



4. Type your name into the field and add
“Confirmed”.

Edit Session Details

Type your name into the field and
Session Details = Session Requests Manage Documents add Mconflrmed”

Laura Knoll - Confirmed ‘

Presenter 4 Participation Confirmation



All Sessions / Edit Session Details Cancel

Session Details = Session Requests Doc

Presenter 1 Participation Confirmation

Laura Knoll - Confirmed |

Click “Save” to save changes

Presenter 2 Participation Confirmation

| |

Presenter 3 Participation Confirmation

| |

Presenter 4 Participation Confirmation

| |

Presenter 5 Participation Confirmation

| |

Presenter 6 Participation Confirmation

| |

=y



Section 5

Upload Presentation Materials



1. Navigate to the My Sessions page where
your approved sessions are listed.

Help @ Contact Support l AIR Forum Me... &

FORUM
2020

# Dashboard @ This event is not yet published. This site is not visible to attendees.

‘Melcome to the Presenter Portal. This is the main online hub of activity to manage and finalize your session details and presenter profile. Following are action items and deadlines as well as additional resources to help you prepare for your session(s) at the 2019 AIR Forum

Have Questions? Resources Important Dates

P ter Portal Tutorial [PDF]
» Presenter al Tutorial [| 1 February 2020

Assist

Laura Knoll, Assis « PowerPoint Tel PPTX] Registration Opens

Association for Institutional Research . Promate Your Session Tins [POF

Email- forur borg o o March 20, 2020

Phone- 850-391 « Deadline for presenters to confirm their intent to presenter and to register for the Forum, to be listed in the program book.
« Deadline to submit edits to Session Title or Presenter Listing for the program book

« Deadline to upload Scholarly Paper for icon in program book.

clor of Conferenc

Need Technical Support?
May 1, 2020

« Deadline for special hotel rates

AIR@Hubb.me

360-049-7860 May 18, 2020

+ Deadline to upload Scholarly Paper and be highlighted in the Forum App.




2. Click on your session title and select the
“Manage Documents” tab.

27 Speaker &RIU% Help @ Contact Support &
2020 =
ashboart

@ This event is not yet published. This site is not visible to attendees.

ssions My Sessions (1)

Sample Session % 648815 TEST Speaker Session Assessment and Location not specified Time slot not spe

My Schedule

Click on Session Title to get to
“Manage Documents” tab




All Sessions /| TESTING
Click on “Manage Documents”

Session Details = Session Requests  Manage Documents tab

Standard Fields

Session Code 0000

TESTING

Descriptiot Test
Track Assessment: Accountability, Institutional Effectiveness, and Accreditation
session Type Speaker Session

Speakers Laura Knoll (Association for Institutional Research)
AIR Member (Association for Institutional Research)



3. Click “Upload” to bring up the upload
dialog.

TESTING

Click on “Upload” Button



4. Use the "Choose File" button to upload
your Material.

Upload Attachment

File*

| Choose File No file chosen

File type*

PPT Deck Resources Video



5. Under "File Type" select material type.

File*

' Choose File Presenter Portal Tutorial.pptx

File type

PPT Deck Resources Video

* Select PPT Deck for PowerPoints
* Select Resources for Documents
* Select Video for Videos



6. Enter the title of your material in the
"Title" field.

Choose File |No file chosen

Presenter Portal Tutorial



7. In the “Description” field please include
first and last name for each author to be
listed. This is required for Scholarly Papers.

Choose File |No file chosen

File type

® PPT Deck Resources Video

Title

Presenter Portal Tutorial



8. If you are submitting a Scholarly Paper,
add the words “Scholarly Paper” in the
“Comments” section.



File*

' Choose File |No file chosen

File type*

‘@ PPT Deck ' Resources . Video

Title®

Presenter Portal Tutorial

Description

Laura Knoll

Comments

Click on “Upload” Button to
~upload file



Section 6

Upload Scholarly Papers (If Applicable)



1. Navigate to the My Sessions page where
your approved sessions are listed.

= AIR

= Speaker v FORUM Help @ Contact Support &
2020

Dashboard @ This event is not yet published. This site is not visible to attendees.

My Sessions My SESSIOI’]S (] )

Sample Session ¢ 648815 TEST Speaker Session Assessment and Location not specified Time slot not spe:
Evaluation

Add new session

My Schedule

5/23/2020 - 5/29/2020

Saturday Sunday Monday Tuesday Wednesday Thursday
23rd May 24th May 25t May 26th May 27th May 28th May




2. Click on your session title and select the

“Manage Documents” tab.
AIR

1 Speaker W FORUM Help @ Contact Support &

2020

@ This event is not yet published. This site is not visible to attendees.

sssssss My Sessions (1)
® My Speakers

Reports
648815 TEST Speaker Session Assessment and Location not specified Time slot not spe:

My Schadiila
Click on Session Title to get to
“Manage Documents” tab




All Sessions / TESTING
Click on “Manage Documents”

Session Details ~ Session Requests  Manage Documents tab

Standard Fields

TESTING

Test
Track Assessment: Accountability, Institutional Effectiveness, and Accreditation
Speaker Session

Speakers Laura Knoll (Association for Institutional Research)
AIR Member (Association for Institutional Research)



3. Click “Upload” to bring up the upload
dialog.

TESTING

Click on “Upload” Button



4. Use the "Choose File" button to upload
your paper.
Upload Attachment

File*

i Choose File |No file chosen

File type*

PPT Deck Resources Video



5. Under "File Type" select "Resources”

File*

Choose File Presenter Portal Tutorial.pptx

File type Select on “Resources”

PPT Deck Resources Video



6. Enter the title of your paper in the "Title"
field.

File*

Choose File Presenter Portal Tutorial.pptx

File type
PPT Deck ® Resources Video
Title

Presenter Portal Tutorial



7. In the “Description” field please include
first and last name for each author to be
listed.

Choose File Presenter Portal Tutorial.pptx

PPT Deck ® Resources Video

Presenter Portal Tutorial

Laura Knoll



Pa

. Under "Comments" type in 'Scholarly

Scholarly Paper



File*

Choose File | Presenter Portal Tutorial.pptx

File type”

PPT Deck ® Resources

Title*

Presenter Portal Tutornial

Description

Laura Knoll

Comments

' Video

Scholarly Paper|

Upload Cancel |

Click on “Upload” Button to
upload file




