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Helper - Session Room Operation Manual

The Speaker Ready Room System (SRRS) ONLY accept PowerPoint presentation file.
Mac Kyenote file is NOT supported yet.

Duties:
* To Display Speaker Biography for Session Chair.
* To take attendance by the Congress Helper App.
* Report any problem to speaker ready room.

Preparation

¢ In the morning, go to “Speaker Ready Room” to collect the required hardware
o iPad for Session Chair
o mobile phone for attendance taking

e Check your hardware and make sure it is working and charged

e Sign off the loan form

¢ At the end of each day, return the loan hardware to “Speaker Ready Room”

¢ Sign again on the loan form

Display Speaker Biography for Session Chair

Inform the Session Chair that they could use the iPad to read the Speaker's biography. Show them
how to do it before session begins.

e Open the “Congress” app on the iPad Mini.
e Tap the [Session] button in the home screen.
* A “Session List” will be shown, locate the current session by date, time and venue.
e Tap the current session to see the “Session View".
e Show the Session Chair on how to read the Speaker's biography.
o Tap a Topic in the topic list will display the “Topic View".
o Tap the Speaker's name in the “Topic View".
o It will then display the Speaker's profile.
= |f that speaker has updated his/her biography, it will be displayed too.
o Click the top-left [< Back] button twice to return to the “Session View”.
o Repeat the above steps for another topic.
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In short, you just go back and forth between “Session View” & “Topic View” &
“Speaker’' profile”

Session View Topic View
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* After the session is finished, collect back the iPad mini for next session.
e At the end of each day, return the iPad to “Speaker Ready Room”.

Take Attendance

e You are required to use the Congress Helper app to take attendance for each session.
¢ Open the “Congress Helper” app on the Android phone.

« If you have a separate handheld scanner, pair the scanner to the mobile phone first. (Watch
YouTube)
o Tap the [Settings] button in the home screen. You will be asked to login with password.
= Switch on the handheld scanner.
= Tap [Bluetooth] button, it will display a list of bluetooth devices.
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* Find the correct one (either CS4070 or QC7556) and tap the button next to it.
= If pair successfully, you should hear a “beat” sound from the scanner and see it is
connected on the mobile phone.
o Go back to the home screen by tapping the top-left [«-] button.

e Tap the [Attendance] button in the home screen.

AT P

Congress Helper

2 QB &

Registration Cashier Print Badge

v @ B

Attendance  Lead Tracker  Fast Collect
foF

Settings

Last download: 2017-02-26 15:35:48

DOWHLOAD DATA

Swilch Congress

iR Tncongress” Sanver T 148 54 1005020
User: Lem (100252 SUPER  Vermoe: 2 4.6 (ke 401
ADMI%)

e Tap the top “Click to change settings” button and select the current session by date, time and
venue.

e It will display the session time, venue and theme on the top. If it is incorrect, tap again to
choose another session.

Session is not selected Select session Session is selected

14:30-1 6100 300
Click to change settings Date Imprawing Eye Workforce Challenges Through
Harmaonized Allied Ophthalmic Personnal Training

2017-03-01 -

Venue

300 -

Congress Helper _ Congress Helper

Session
Please scan with Mobile 14:30-16:00 Improving Eye Please scan with Mobile
Scanngr or disable Bluetooth Workforce Challenges Through  _ Scannr?r or disable Bluetooth
on device. Harmonized Allied Ophthalmic on device.

Personnel Training 0319
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e Scan the delegate badge's QR code.
o If the delegate is allowed to enter the session room, it will display his/her last name and
registration code after scan.
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e |f the delegate is NOT allowed to enter (one-day pass), it will display “UNAUTHORIZED"” and that
delegate “admission date”. The admission date is also printed at the bottom of the delegate
badge, please double check to make sure that is correct.
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e After each session, repeat the above step to choose another session.
¢ At the end of each day, return the mobile phone to “Speaker Ready Room”.

https://wiki.questwork.com/dokuwiki/ Printed on 2025/08/20 02:08


https://wiki.questwork.com/dokuwiki/lib/exe/detail.php?id=course%3Acongress_setup%3Aoperations_manual%3Asession_room%3Ahelper&media=course:congress_setup:operations_manual:session_room:attendance_success_scan.png
https://wiki.questwork.com/dokuwiki/lib/exe/detail.php?id=course%3Acongress_setup%3Aoperations_manual%3Asession_room%3Ahelper&media=course:congress_setup:operations_manual:session_room:attendance_unauthorized.png

2025/08/20 02:08 5/5 Helper - Session Room Operation Manual

Report problem

In case there is any abnormal situation in session room, please report to the Speaker Ready Room
immediately.

Examples:

e Video inside the PowerPoint could not be played properly.

e Remote clicker could not control the PowerPoint presentation.

e Computers in the session room could not connect to the server.
e PowerPoint presentation file could not be showed.
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