Managing Sessions in Sched

Once you receive access to manage your session(s), login to Sched as you normally would as an attendee
and see the additional options, such as:

e Edit profile: (i.e. provide a bio, if desired)

Upload presentations and files: Files can be any type, and have a maximum file size of 50MB).
For files that are larger than the maximum 50MB, please consider including the link to your
presentation on Google Slides or Dropbox in the session description.

e Email attendees in your session: Drafted emails will be reviewed and approved accordingly by
the Admin of the system before they are released to attendees. Please allow at least 24 hours
for approval.

e View session feedback submitted by attendees: At the end of each session, please remind
attendees to rate and comment on the session.

o0 The Department has developed a slide to be added to all presentations to encourage
session feedback.

m LDOE led sessions should add the stock slide to the end of their presentation
deck and allot 2 minutes at the end of the session for participants to leave
feedback.

m Partner led sessions should add the stock slide to the end of their presentation
deck and allot 2 minutes at the end of the session for participants to leave

feedback.
Follow the steps below to manage your
sessions:
0 Schedule » Presenters Attendees General Info
e Login to Sched and click on your

session(s). You should be able to Wednesday, May 27 - 9:00am - 10:00am

see the “Speaker Tools” link next to A001: Plenary [EEred | # Edit = Speaker Tools

the session title as shown in Click here to add to My Sched.

Caption 1.

Limited Capacity seats available

(Caption 1)
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https://docs.google.com/presentation/d/160LLF-1IvmSrS58cDBnd0MNCBgKOISyK6qHJSmlRzfA/edit?usp=sharing
https://www.louisianabelieves.com/docs/default-source/teacher-leader-summit/survey---stock-slide.pptx?sfvrsn=ecd39b1f_2
https://www.louisianabelieves.com/docs/default-source/teacher-leader-summit/survey---stock-slide.pptx?sfvrsn=ecd39b1f_2

e Clicking on the “Speaker Tools”

Wednesday, May 27 + 9:00am - 10.00am

link will open to a window that -

gives you the option to edit

profile, add presentation, email @ YmrAnamm@aﬁon EmailA!lend@
attendees, view feedback as

. . Mo attendees have added your session yet
shown in Caption 2)

(Caption 2)

If there are questions, please reach out to DistrictSupport@Ia.gov.
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