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1.1. Session Co-Ordinator

Being a Session Co-Ordinator you are responsible for scheduling contributions and breaks within your
session. These contributions need to be imported by the session manager or conference manager before
you can add them to your session.

You are given this co-ordinator access by either the Session Manager or the Conference Manager. The
Conference Manager sets the level of modification rights for all of the session co-ordinators. You can
access your session by selecting 'my session’ from the left hand menu.

# My conference

+ My session

1.2. Session Co-ordination

There are three levels of co-ordination modification that the Conference Manager can give to session
co-ordinators.

If you do not have access or the rights to any part within your session you will be presented with this
page:

igite -EI@@ L lagout

The modification of this event has been restricted by its owner and you are not authorised to

CERMN | IsDiCn | indico-grojeci@osen,ch | HELE

1.2.1. Basic Rights

All Session Co-ordinators can:



Chapter 1. Session Co-ordinators Guide

- Manage the timetable with restrictions - adding contributions, creating breaks, reschedule
contributions and breaks.

« View contribution list (cannot modify contributions)
- View the sessions’ main information (cannot modify)

- View comments from the conference manager (cannot modify)

Your co-ordination will mainly take place within the Timetable tab of your session:

Tah=s Lo navigate

FOoUur session Modification Icon -

it |
to change the start

time and duration of
the contribution.

stain | Contribsutions [Ticetahie | Comment |

law mads [paralal =] _swilch

3 ate Tue 14 Jun 2005 0E:00 }
nd date Tua L4 Jun 2005 08:30 Tt 1o imner alets
Teefsday, 14 June 2005
[l contrbution ] [nee beaak ] (reschedsls |

Session 1
pi=00-09: 30 (0 1han')

AATI00R3Y -|ATI04k00" - 8613 - DEDROOKED - SREEIL

|reeneran ] # &
Comtributien 1

[rsveran] + &

Comtributien 2

[reerzewa] * &
Comtributisn 3

[l comtributian | [re break] |reschedals |

Add Contibution - Use this to add a contribution.to your session
New Break - Use this to add a break to your session
Beschedule - TUse this to define the interwvals between contributions

1.2.2. Contribution Modification Rights

If the conference manager has allowed contribution modification rights you can:

- Modify the main data of the contribution.
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« Set the access controls for the contribution - i.e. give submission rights to presenters or allow others to
manage the contribution.

- Add / remove sub contributions.

To modify the contribution click on it's name from either the timetable or the contribution list.

The contribution management area (For a more detailed explanation please see "Contribution" in the
Indico User Guide 2.4.3.1):

K Comferamis

Sess|en Sessionl

.m( ontribution 1

syain | Saih Comtrahili |A| Ths ||||Ir||||.l||‘|'|'h"|l|n‘|Tﬂ|i.|

Condribution [0 mﬂ

Title Comtribution 1

Deseription
Place

Duration DQhz0

rark r [=]_etange
O s pssion 1 m changs

Primaary aithors

(] tthors
LUl ]

1.2.3. Unrestricted Timetable Management

If the conference manager has allowed unrestricted timetable management rights you can:

- Add contributions and breaks, reschedule contributions and breaks as before

- Add, Edit and Delete slots

The timetable management area will be the same as it was with the basic rights with the options to
manage the slots:
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Tab=s to navigate
FOUr sSession

B o o L~

This will allow you
to change the start
time atd daration of

stain | Cantri 015 [ Tamenah o | Compsent the contribution. Use this |
to add a
Wiew mbie |parslel =]  SwRck

new slot to
your session

Start date Tue 14 Jun 2005 D200

ul date Tue 14 Jun 2005 D630 T 1o ienar akis ]

Teesday,|14 June 3005 rew shot I

([wdd contribufion ] [naw bresk] [sdit slot] |delots siot] frescaduls |
Session 1
& 00-09: 30 [0 1h3n')

HAT:D0hI0" « Ti0LhDe = #0130 = DECHO0h30 = SRDLL

[—
Comtribution 1

[
E

rerawa) + +
Coatriliatisn 2

liremavs] + ¥
I | Comtribitisn 3

&

ladd contruion] [rem brosh | Fodit slot] |delets shot] rescbadubs |

2dd Contribution - Tse this to add a contbribution Lo your session
New Break - Use this to add a break to your session

Edit S5lot - Use this to change the times and data of the slot
Delete 5lot - Tse this to delete the =slot

Beschedule - Use this to define the intervals between contributions



