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Benefits

Allows all conference volunteers to work from one
online source.

Volunteers can see in real time the progress made by
their colleagues.

Data is password protected.

Different components of the conference can be
“connected” online.

Information streams in real time to website.



Volunteers

View Volunteers

e Conference leadership team adds all information in this
section
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Program Team

Sessions can be added in two ways
e Byapproving a proposal

e« When a proposal Lsevs b mlia b ted
Session Proposals” area under
Open a proposal
Scroll to the bottom

S e e R e s e E e e B Sl Sl e e
Click “Approve”

 This moves the proposal from the proposal database to the
session database

» It creates the session and creates the presenters (if you choose
that option)
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Program Team

Sessions can be added in two ways

e By creating a new session

s nder Vi ew Presenterst

Add a new presenter and enter all information in this section
eUnder “ Manage Sessions’”

Add a new session

Add i nformation I n the "“gener:

Clhick St Add "Sessi on?
« It will save and reopen the session

Scrol | down to “Presenters’” ar
information you already added

Click “Update Session”
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Program Team

e Managing Sessions

- For all session, regardless of how they are added to ORION,
there is some additional information that must be completed
by the Program Team.

Room set up request —complete if the speaker has AV needs
other than the standard set up

Preferred time and day — complete if applicable

Preferred moderator — complete if you wish to have someone
specific moderate the session

Timeslot—when you’'re ready, assign
day and time
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Moderator chair

View Moderators

e Adds all moderators to ORION and completes all
requested information in this section

Manage Sessions
s Assi gns  moderaltor?® [ 0ofF
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Educational Partner Chair

* View Educational Partners

e Adds all information in this section
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Audio Visual Chair

Manage Resources

e Enters all available AV resources
Manage Session

e Assigns AV resources to specific sessions
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Logistics Team

Manage Rooms
e Enter all available rooms
Manage Room Availability

e Indicate which rooms are available at what times

Manage Time Slots

e Enter all available timeslots
Manage Sessions
e Tie components together

Signage Requests
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Scheduling Sessions

Manage Sessions

e Programvolunteers add i1 nformati on |
I nformation Sectl on
e Programvolunteers assi gn “presenter

e Programvolunteers assign “ti mesl ot
e Moderatorchair assi gns “moder at or
e Audiovisualchair assi gns “audi o/ vi s
 Logistics volunteers complete all other information
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Available Reports
Presenters
Moderators

Educational Partners
Volunteers (all or by team)
AV Resources
Programming Information
Logistics

Sessions



Follow Up

Team-specific training available
Contact Andrea Mostyn,

or (417) 836-4120, if
you have questions or need help.


mailto:andreamostyn@missouristate.edu

P N

Questions?



