
How to Upload On-Demand Videos 

1. Hover “My meeting” and click my agenda.  

 

2. Your specific Talk should show up under my agenda. Once you find the Talk to which you want 

to add your video, click into it. Make sure you are uploading the video under your Talk and not 

Symposia, both will show under your agenda. 

 

➔ If the session does not show under your agenda, it means you are not yet added as a 

Presenter. If you have registered recently, please wait an hour until the system can list your 

name. 

 

 

 

 

 

 

 



3. Once you have entered the session, you will see a button labeled Manage. Click this button to 

access the speaker view to add documents/videos. 

 

4. From here you will need to click the videos tab. Then click the add new video button.  

 

 

**Note: DO NOT check the box that says release uploaded video on 

meeting start time. 



5. Click the upload button and navigate through your computer to find the video. The video MUST 

be in either a .mov or .mp4 format and no larger than 10GB. Display name must be filled in, this 

will be how the video is labeled and shown to the registered attendees. If your file is in 

PowerPoint, export the file into either .MP4 or .MOV before uploading, see below.  

 

 
 

 

6. Scroll down and click “Save” 

 

Display name must be filled 

in, this will be how the video 

is labeled and shown to the 

registered attendees. 


