
Prepared Specially For:



Welcome to the 
2020 Virtual National Assembly 

We've put this guide together 

to help you  make the most of 

your conference experience. 



System Requirements

1. A device that is connected to the internet, either by ethernet or WiFi (preferably a computer; tablets 

and mobile devices can be used if necessary)

While it is possible to use a tablet or mobile phone, it is not recommended.

2. A stable internet connection (check your internet speed by https://www.speedtest.net/; some slower 

speeds will result in slower loading times for our web pages)

3. A platform-supported web browser. We strongly suggest using Google Chrome 

https://www.google.com/chrome/ when navigating the virtual conference - Safari and Firefox can have 

issues viewing webinars). All Mac laptop users MUST use Google Chrome to join the live webinars

4. Update your website settings in your browser to allow pop-ups

5. Zoom software downloaded to your device. Zoom is only required for Networking Lounges and 

private meetings with attendees - download the software for free https://zoom.us/download

https://www.speedtest.net/
https://www.google.com/chrome/
https://zoom.us/download


System Requirements Continued

Desktop or laptop computer with at least

• Mac: Mac OSX 10.7 or later

• Windows: Windows 10, 8, 8.1, 7, Vista (SP1 or 

later), XP (SP3 or later)

• Ubuntu: 12.04 or later

• Linux: Red Hat Enterprise Linux 6.4 or higher

Browser

• Windows: Chrome 30+, Edge 12+, Firefox 27+, or 

IE 11+

• Mac: Chrome 30+, Safari 7+, or Firefox 27+

• Linux: Chrome 30+, Firefox 27+

Processor / RAM

• Single Core 1Ghz or higher (Dual core 2Ghz or 

higher, 4G RAM recommended)

Bandwidth

• 1.5 Mbps "up" minimum (3+ Mbps "up" 

recommended)

• Hint: Use https://www.speedtest.net/ to test

https://www.speedtest.net/


Login

When you first attempt to access the

2020 Virtual National Assembly platform 

you will need to create a password and 

complete your profile.



How to manage and edit your 
personal profile

Once logged in to the virtual 

conference, proceed to “Account” 

on the top navigation bar, select 

“Edit My Profile”.

Within your profile you will be 

able to upload your headshot, 

create a bio, and update contact 

information.



Re-Setting your Password

If you forget your password, click on  the 

“Forgot Your Password?” link on  the 

Login page.

The next screen you see will 

require you to  enter your email 

address. After you do this  click 

on “Recover Password”. You 

will  automatically be sent an 

email to reset your  password.



2020 Virtual National Assembly Home Page

This navigation bar is your Table of Contents for the  

Conference. Highlight and click to navigate to the various  

pages of the conference.



Conference Schedule

Choose which day of the schedule you 

would like to view on this bar. The 

orange highlighted date tells you the 

current view.

You can change the way you view the 

agenda, export and print the schedule 

with the tabs in  the upper left corner.



Create Your Personal Agenda

Select the sessions you'd like to attend by  

building your Personal Agenda. 

To develop a  personal agenda click on the “+” 

in the upper right-hand corner of a session 

listing.

This will  turn into a checkmark to indicate the 

session has  been added to your personal 

agenda.

Simply  click again to remove from your 

agenda.



Attend a Session

Notes: Take notes  during 
the session.

A countdown clock will appear until you are able 
to join the session.  Once you can join the 
session, a “Join Meeting” button will appear. To 
join a session, simply  click the button. 

Q&A: Engage with the  
speakers of the session by  
submitting your questions in the 
session chat. The Q&A for a
session will be facilitated by the 
session speakers/moderators 
per each session’s designated 
format type.

Polls: Some sessions may ask  
you to take a few polls to  
gather audience feedback.
People: See who else is  
attending this session.
Files: If applicable, the 
presentation files, will be 
found here for you to view 
at leisure. 

An example of the “Join Meeting” button.  



At the start time of the session, the video will be 

available for you to view, by selecting ‘Join 

Meeting’.

If the ‘Watch session videos’ note appears, you 

are engaging in a pre-recorded session.

The video will be released for you to watch by 

selecting the play button indicated to the right 

and you may engage with the Speaker live in 

real-time in the Chat. Connect with the Speaker 

and interact in the Q/A in the Chat!

Attending a Pre-recorded Session



If the session is a LIVE Webinar, at the start time, you will be able to join by 

selecting ‘Join Meeting’.

You will then be able to choose to listen through your Computer Audio or Phone 

audio. After selecting your audio, you will be watching the Speaker LIVE. 

Additionally, you may use the ‘use the Zoom app’ to watch the live session for a 

better user experience. 

Attending a LIVE Session



You may also watch any of the sessions 

(Pre-recorded or LIVE) in the ‘Theater 

Mode’ to engage in the chat with the 

speaker and view the live or pre-recorded 

presentation all in one screen.

Using “Theater Mode”



Sponsors & Exhibitors

Visit the Exhibit Hall during the 
conference at any time during the 
scheduled tradeshow hours!



Sponsors & Exhibitors

You can also simply  request more 
information  by using the “Request  
Info” tab.

Once you select the organization you 
will see more information about the 
company. You can  “enter” the booth 
by clicking the “Enter Virtual 
Tradeshow Booth” to chat with the 
company representatives during the 
Virtual Exhibit Hall Session Times for 
all of the Sponsors and Exhibitors.

You can also 
simply add the 
Virtual Booth to 
your Want to 
Meet list



Network

See who else is attending the conference and reach out to them directly!

Send them a message, add to your want to meet list 
or schedule a one-on-one meeting.



Send a Message or Schedule a Meeting

Click on the attendee's name in the People list to see their profile. If they 
are a speaker you will see the sessions they are presenting. You can also 
send them an email message, tell them you want to schedule a meeting or 
just let them know you want to meet with them.

Add them to the list  
of people you'd like  
to meet during the  
conference.

Send them a request  
to meet one on one

Send them a message in  the 
conference platform  with a 
question, comment,  or just to say
hi!

Want to Meet List 

This feature is much like collecting virtual business 
cards and helps you keep track of who you would like 
to contact. Click ‘Want to Meet’ button on an 
individual’s profile to add to your list. You can view 
your full list by selecting the orange ‘Want to Meet List’ 
at the top let of either roster. 

Schedule Meeting
You can schedule private Zoom meetings (either 1:1 or a small group) with attendees and speakers 
right in the conference website. 
Visit the individual’s profile and click ‘Schedule Meeting’. 
You can also add other conference participants to this meeting by clicking ‘New Member’.
Select the date and time for the meeting (a list of available timeslots will be displayed; note that private 
meetings may not be scheduled during keynote sessions) and add a brief description of the meeting’s 
topic. 
An invitation will be sent to all meeting participants, to which they can accept, decline, or propose a 
new meeting time. This will send an email to their registered account email address as well as show 
notification at top bell icon shown here 
The confirmed meeting will be added to ‘My Schedule’. 



Message Board

Chat with your fellow attendees and find your  
personal messages by clicking the Message 
Board tab.

Click to New 
Conversations 
button  to make a 
post for all of the  
conference
attendees.



Need Help? Contact the Support Desk!

Click the Help/User Guide for 
FAQ’s/Additional Key Conference 
information and live support during 
the conference!
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