
Speaker Portal How-To 
 

1. Look for the email from alerts@ativsoftware.com sent on April 1 with the Subject “Invitation to Add 
Content to SGIM21” 
 

2. Click on the “Portal Login” link in the email. This will open a browser window with a log in screen.  
a. If Chrome is not your default browser, copy and paste the link into Chrome. 

 
 

3. Enter the email you used to register, and the ID provided in your registration confirmation email. 



4. Once logged in you will see a confirmation page. Click on the Close button to be taken to the Speaker 
Portal. 

 
 

5. You are now viewing the Speaker Portal Landing page. Depending on what has been assigned to you, 
you will see either one or two items requiring an upload per presentation.  

a. Note that if an upload is required it will be noted as such in red. 
i. Example: Poster pdf and audio are required, while additional handouts are optional 

b. If you have multiple presentations, you will see a separate box for each presentation that lists 
the required and optional uploads for that presentation type. 

i. All poster uploads are required.  
ii. All other presentations have the option to add handouts 

  



 
6. To upload a poster, click on the plus sign next to “Virtual Poster” in the presentation you wish to 

update. A dialog box will appear explaining the upload parameters. Click “Upload PDF” to start the 
upload process. 

 
  

7. Select the PDF file you wish to upload. Once uploaded you will be taken to the recording screen. 

  



8. Click on the microphone icon to start recording your audio. 
a. The recording will stop at 3 minutes if you do not stop it before then. 
b. Hit the play button to playback the recording. 
c. Click Done when satisfied with your recording. 

 
9. You will be taken back to the Speaker Portal landing page. Your Presentation will now show a 

thumbnail preview of your uploaded pdf.  
a. You can preview your uploads by clicking on the arrows to the right of your upload or delete 

and start over by clicking on the trash can icon. 



10. Repeat this process for any additional uploads. Once you have finish uploading you can close out of 
the browser tab. 

a. Uploads will appear in the platform no later than 9am ET on Tuesday, April 20. 
 

11. If you have issues, first review the resources in the “Help” section on the left of the page. 
a. If you continue to have issues, please contact annualmeeting@sgim.org. 

 
 

 
 


