
SESSION COORDINATOR ROLE 



WE ARE EXCITED TO 
INTRODUCE YOU TO OUR 

NEW COORDINATOR 
PORTAL!

• This presentation is designed to instruct you 

on the use of the coordinator portal and to 

detail the steps that need to occur prior to 

the session, on the day of the session, and 

following the session. 

• The first few slides will introduce you to the 

coordinator portal; they show in detail how 

to access the portal and where everything is 

located. 

• The remainder of the presentation is broken 

down by the timing of each responsibility 

and how to complete those specific tasks. 

This new system and process will 

allow us to work more collaboratively 

together, have everything in one 

convenient place that you will be able 

to access and manage at all times, 

and streamline the management of 

your sessions when the occur.



If you have been assigned 

the Coordinator role for 

an activity, click ‘My 

Activity Center’ to be 

taken to the page to 

manage your sessions. 



In the Activity Center you 

will see two options under 

each session: 

Manage Sessions 

and Reporting. 

Click ‘Manage Sessions’ 

to enter your activity. 

(Reporting is also an option 

under Manage Sessions)



On the ‘Manage Sessions’ 

page you will see all of the 

sessions created for each 

scheduled date of your 

activity. 

Here, you have the option 

to:

• Preview your 

session details

• Edit certain details 

of each session

• Manage roles

• Manage documents

• Manage attendance

• And view session 

reports



Under ‘Edit Session’, you can:

• Verify that all of the details 

of your session are correct. 

• Add a specific room that 

this session will be held in.

• Do not change the date 

or time of a session 

without contacting us 

first. Credit can be 

withheld if changed 

without prior approval.



Under ‘Reporting’, available 

reports include: 

• Status report shows you 

which required items your 

speakers have or have not 

completed.

• View Claiming 

Instructions includes the 

QR code attendees will use 

to sign in to the session and 

for credit claiming, along 

with additional instructions

• Credit Report will show 

who has claimed credit. 

• Session Evaluation report 

will show a summary of 

completed evaluations.

Clicking a name in the 

reports menu will show 

you each individual’s 

disclosure of conflicts of 

interest information.



The ‘Reporting’ page listed on 

the main ‘Activity Center’ page 

is not the same as the 

‘Reporting’ option under 

‘Manage Sessions’

Here you will see a list of the 

people that were entered on 

the ‘Leadership’ tab in the 

application. Clicking on their 

name will show whether they 

have any outstanding forms to 

complete and give you their 

contact information. 



TO BE DONE IN ADVANCE 
OF THE SESSION: 

• Add the speaker to each session as soon as 
they have been identified, at least two weeks 
prior to the session. 

• They will not be automatically notified that they have 
been added to this role.

• Check the ‘Manage Session’ report to make 
sure all required documents have been 
completed and the speaker’s presentation has 
been uploaded.

• Please ensure the presentation is available at 
least 3 business days prior to the session. This 
is necessary in case we need to send the 
presentation off for peer review.

• Check presentations to make sure speakers 
have included a disclosure slide, even if they 
have nothing to disclose. 

• Check speaker form to make sure speakers 
have included learning objectives and at least 
one question.

• Speakers will need to be instructed to upload 
their CV to their main profile page.

The following tasks need to be completed 

before the session occurs.



Under ‘Manage Roles’ you 

can :

• Add Speakers
• Search by name on 

the ‘Search Speakers’ 

page. If they do not 

have a profile in the 

HighMarks system 

they will need to 

create one. 

• Email all assigned 

speakers
• Use template email 

provided to ensure all 

necessary 

information is 

communicated.

*Faculty is the same as 

speaker within the system. 



Under ‘Manage Documents’ you can:

• Upload and document pertinent 

to the session.

• Preview any uploaded documents, 

such as speaker presentations.

• The latest, final approved 

version of the 

presentation will be 

located here.

*Speakers will upload their 

presentation into the ‘Speaker 

Room’ when they are assigned to a 

session. 

Disclosure information for each session will be 

found in ‘Manage Documents’, titled ‘Disclosure’.

*The display of disclosure information is required 

by ACCME.



The Event Status Report lists all of the requirements for the assigned speaker(s) 

and the completion status of each requirement. 



PLEASE REVIEW EACH PRESENTATION TO MAKE SURE 
DISCLOSURE INFORMATION IS INCLUDED. ONE OF THE 

FOLLOWING STATEMENTS SHOULD BE INCLUDED AT 
THE BEGINNING OF EVERY PRESENTATION:

• If there are no disclosures to report: 

• I and/or my spouse/partner have NO personal or professional financial 

relationships with commercial interests that could be perceived as a conflict of 

interest related to the content of this activity.

• If there is a disclosure to report: 

• I and/or my spouse/partner have the following personal or professional 

relationships with commercial interests that could be perceived as a conflict of 

interest related to the content of this activity:
Name of Organization Nature of Financial Interest Who has the Relationship (self/partner)

Grant/research support

Consultant fees

Speaker’s Bureau 

Advisory Board

Major stock or shareholder



TO BE DONE ON THE DAY 
OF THE SESSION

• Pull the ‘Credit Claiming’ report that contains 
the QR code and claiming instructions. Pull 
disclosure information to display during the 
session. 

• This can be printed and placed where the old sign in 
sheets were located and also displayed on the screen; 
attendees can scan the QR code in both formats. 

• Have a laptop available for yourself or another 
coordinator to complete the backup check-in 
process for attendees who do not have a smart 
phone or who may have forgotten their phone. 

• Pull up presentation in HighMarks to use 
during the session. This will ensure the most 
recent and final approved version is what is 
displayed on the screen. 

• Print and hand out provided transcript 
instructions for attendees the first few sessions 
after March 5th. 

• The QR code and administrative check in 
process will be active 15 minutes in 
advance of the session and will be 
automatically inactivated 30 minutes 
after the session ends. If a check in 
somehow occurs outside of this 
timeframe it will be deleted. This allows 
us to make sure only those who actually 
attended the session can claim credit. 

The following tasks will be required the day of 

the session to allow your attendees to check 

in upon arrival.



The View Claiming Instructions

report will pull up a document that can 

be printed out and displayed on the 

screen within the presentation. 

Attendees will check in by scanning the 

QR code within this document. Each 

session has a specific code. Once scanned, 

if they have created their profile in 

HighMarks, they will be taken to a page to 

log in and mark themselves in attendance. 

Attendees should be instructed to 

download a QR code reader prior to 

or as they arrive to the session.

* The backup process for those who do 

not have a smart phone or do not have 

their phone with them is for yourself or 

another coordinator check them in 

manually under the ‘Attendance’ option in 

‘Manage Sessions’. 



Under ‘Attendance’ you can:

• Check attendees in to a 

session as they arrive.

*A QR code will also be 

provided so that attendees can 

check themselves in upon 

arrival. If the attendee does not 

have a smart phone or does not 

have their phone with them this 

is the back up process in place 

to document their attendance. 

Search by typing in the first or last name. If the attendee has already created a 

profile in HighMarks they will show up in the search. If they do not show up in 

the search they will first need to create an account. Instructions will provided 

for you to walk them through that process.

*Please verify the email address to make sure it is not someone else 

with the same name. 



TO BE DONE AFTER THE 
SESSION OCCURS

• Access the ‘Evaluation Summary’ report.

• This information will no longer be sent to you via 

email, it is available in the ‘Reporting’ section of 

your coordinator portal.

• Attendees will have 48 hours after the 

session ends to complete the evaluation and 

claim credit. 

• This is actual hours following the session, not 

business days. 

• Requests for credit will be denied if not 

claimed within this time period.



Under ‘Reporting’, available 

reports include: 

• Status report shows you 

which required items your 

speakers have or have not 

completed.

• View Claiming 

Instructions includes the 

QR code attendees will use 

to sign in to the session and 

for credit claiming, along 

with additional instructions

• Credit Report will show 

who has claimed credit. 

• Session Evaluation report 

will show a summary of 

completed evaluations.

Clicking a name in the 

reports menu will show 

you each individual’s 

disclosure of conflicts of 

interest information.


