
Industry Session Presenter Training
Tuesday, November 12, 2024



APEC Content Management Team

• Nate Knauer 
• Catalina DeMassi
• Katia McKennon
• Rebecca Armely

• For questions: speakers@apec-conf.org 



Who Is Here Today?

•Meeting Planner Content Team
• Industry Session Presenters
• Industry Session Co-Authors
• (Possibly) Industry Session Chairs

“Roles”



Roles – “Presenter”

Presenters are responsible to check/update their Personal 
information and upload the presentation file.

• Profile
• Biography
• Photo
• Confirm Registration (Enter Registration Number)
• Upload Presentation Slides 
• Upload PDF of Presentation 



Roles – “Co-Author”

Co-Authors are responsible to check/update their 
Personal information

• Profile
• Biography
• Photo

If you think you have been assigned the wrong “role” – enter a change 
request using the Change Request Form in the Task List Page



Roles – “Session Chair”

Chairs are responsible to check/update their Personal 
information and Confirm their Registration

• Profile
• Biography
• Photo
• Confirm Registration (Enter Registration Number)



Roles – Summary

• All Roles are Responsible for Photo, Bio, Profile

• Presenters are Responsible to Upload Presentation Files

• Presenters and Chairs are Required to Confirm 

Registration and attend APEC

• Co-Authors are not required to Register and Attend



Speaker Portal



Important Dates:

• Monday, November 4, 2024: Launch Speaker Portal Tasks

• Tuesday, November 12, 2024: Speaker Training

• Thursday, December 5, 2024: Profile, Biography, and Photos Due

• Friday, January 10, 2025: Draft Presentation Due

• Monday, January 13, 2024: Early Bird Registration Closes

• Friday, February 14, 2025: Presentation Slides Due (PowerPoint)

• Friday, February 21, 2025: PDF of Presentation Slides Due



Invitation Email

Name and Role

Presentation Information

Session Chair Information



Invitation Email (cont’d)

Login Information and Link

Resources



Invitation Email (cont’d)

Important Dates

Registration Links



Speaker Portal Login Screen



Privacy Notice



Task List Page

Tasks

Change Request Form



Presenter Task List

Personal Tasks

.pptx
.pdf



Co-Author Task List

Personal Tasks



Enter Registration Number Task



Profile Task

A red asterisk* 
indicates a required 
field

• First Name
• Last Name
• Email
• Position/Job Title
• Organization



Biography Task (300 words maximum)



Upload Your Photograph

100 Kb file size 
minimum to ensure 
photo quality



Presenter Task List

This is the 
“Reviewed” task. 
Your Session Chairs 
will only see what 
you upload here



Upload Presentation Slides Task

Links to Templates



Industry Non-PSMA Template



Industry PSMA Template



Upload Presentation Slides Task (cont’d)

File Name Conventions

1

2
Choose File then 
Submit File



Important Dates:

• Monday, November 4, 2024: Launch Speaker Portal Tasks

• Tuesday, November 12, 2024: Speaker Training

• Thursday, December 5, 2024: Profile, Biography, and Photos Due

• Friday, January 10, 2025: Draft Presentation Due

• Monday, January 13, 2024: Early Bird Registration Closes

• Friday, February 14, 2025: Final Presentation Due (PowerPoint)

• Friday, February 21, 2025: PDF of Presentation Slides Due



Presenter Task List

For Draft and Final 
in .pptx format

For Final only in 
.pdf format



Upload PDF of Your Presentation Slides



Demonstration
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