October 22-23, 2020

Quick Start Guide
(Full Course)

Introduction
We have designed this virtual course to allow you to participate using two different structures we call
Traditional or Leisurely.
Traditional Structure matches the normal flow of a face to face conference. Sessions start at specific times
and speakers are available for questions during (and for a short interval post) their scheduled speaking
time.
Leisurely Structure allows you to design your own sequence and timing for viewing the
presentations. NOTE that presentations become available in a traditional format sequence but once the
presentation time is past you can view the presentations at any time or sequence you elect to structure for
yourself.

For both options, we have designed this course to be self-guided. While we provide the schedule for the
traditional structure, the attendee must track the start time and end time to each session or break to keep
themselves on the assigned time. This is very similar to an in-person conference where you need to return
from breaks, or the lectures have already started. But, in this case, you will start the lecture late from the
beginning – you will just be behind in your timing.
The COVID-19 pandemic has challenged all of us in 2020. We will miss seeing your faces at the Annual
Update in Internal Medicine. We have worked very hard to maintain this educational format in a safe but
effective presentation. Let us know if you have problems and general feedback is greatly appreciated. We
might find a “bug” or two along the way, but we have put forth significant effort to allow you to learn from
our expert faculty in the Department and School of Medicine. Enjoy the course!

Course Participation – Traditional Structure
TRADITIONAL STRUCTURE
• This participation moves in the normal sequence of an in-person conference.
• All sessions are pre-recorded and become available at the start time indicated on the schedule.
• Speakers are available during their scheduled session for Q&A via the “Chat” function during the
session.
• Speakers with the dark blue “Main Session” label are also available for Q&A via Zoom room chat for 10
minutes following their scheduled session - similar to questions in the back of the lecture hall after a talk!
Of note, the Zoom room chat is not built into schedule timing and it is optional. The next scheduled
session will be available at the correct start time, but you can delay your participation for the post
session Zoom room chat by your choice.
ADVANTAGES to Traditional Participation:
• Keeps your day organized moving from topic to topic.
• You will finish the course in two days.
• The speakers are available for questions during and after the talks.
DISADVANTAGES to Traditional Participation:
• You need to keep yourself aware of the start and end times for sessions. We may try to remind you at
times via CHAT functions but keeping up is a self-motivated process.

Course Participation – Leisurely Structure
LEISURELY STRUCTURE
• This participation moves in any order and timing you prefer. Sessions are available to review from any
time after the scheduled start time until midnight November 23, 2020.
ADVANTAGES to Leisurely Participation:
• You set the order and timing. Fit the course into your schedule. Watch or do not watch lectures of your
choosing.
• Once a session has ended, the Q&A conversation that took place in the “Chat” function will remain with
the lecture for you to review.
DISADVANTAGES to Leisurely Participation :
• The speakers will not be available for Q&A via the “Chat” function or ZOOM room chat related to the
specific sessions.

Schedule – Full Schedule
• Path: Schedule > Full Schedule
• Format: Agenda items are back-to-back. At the end of
one, the next one begins.
• Types of Sessions:
• Main
• Ridiculously Simple
• Break
• Searching for Sessions: Search for sessions by speaker
name, description, track or keywords.
• Session Details: Click on a session to view the
description, how to participate, who will be attending,
and to download the PowerPoint slides under the
“Files” tab.
• Export: Click to export the full schedule, or your
schedule, to your personal Outlook calendar. Click to
also download any notes you took in the sessions.
• Print: Click to print the full schedule.

Schedule – My Schedule
• Path: Schedule > My Schedule
• Adding Session to Personal Schedule: Under “Full
Schedule,” click on the orange plus sign located in the
upper right-hand corner of each session.
• Removing Session From Personal Schedule: Under
“My Schedule,” click on the green check mark located in
the upper right-hand corner of each session.
• Export: Click to export the full schedule, or your
schedule, to your personal Outlook calendar. Click to
also download any notes you took in the sessions.
• Print: Click to print your schedule.
•

Schedule – Main Session
• Path: Schedule > Full Schedule > Select Upcoming Session
• Pre-Recorded Session: All main sessions are pre-recorded.
The video becomes available at the start time indicated on
the schedule.
• How to Watch the Session: Follow the “How to
Participate” instructions located on the left side of the
page.
• Q&A: See next page.

• Important Information:
• Individuals are responsible for starting their own
video. You may experience a brief delay and see a
gray/black box as the embedded video loads.
• For breakout sessions, where more than one main
session is an option, choose the one you are most
interested in engaging live with the speaker.
• Once a video becomes available, it can be accessed
for 30 days – until midnight on November 23, 2020.

Schedule – Main Session Q&A
• Chat Box Q&A
• During the timeframe indicated, use the “Chat” function,
to the right of the video display, for Q&A only with the
speaker.
• Chat is visible to all with no limit on the number of
people who can participate.
• Files Tab: Click here to download the session PowerPoint
slides and any other relevant files.
• Video Chat: Post-Session Live Q&A (Zoom Room)
• At the end of the session, as indicated by the agenda,
scroll to the bottom of the session page and click the
“Video Chat: Post-Session Live Q&A” session.
• Follow the “How to Participate” instructions located on
the left side of the page.
• Important Information:
• Speakers will be available for 10 minutes and
sessions are limited to 25 participants.
• Video Chat Q&A is not built into the agenda timing,
it is optional. As such, if you do not want to
participate the next session will be available for you.
• During this timeframe, speakers will no longer be
answering questions via the chat box.

Schedule - Ridiculously Simple Session
• Path: Schedule > Full Schedule > Select Upcoming Session
• Pre-Recorded Session: All ridiculously simple sessions are
pre-recorded. The video becomes available at the start
time indicated on the schedule.
• How to Watch the Session: Follow the “How to
Participate” instructions located on the left side of the
page.
• Q&A: See next page.
• Important Information:
• Individuals are responsible for starting their own
video. You may experience a brief delay and see a
gray/black box as the embedded video loads.
• Once a video becomes available, it can be accessed
for 30 days – until midnight on November 23, 2020.

Schedule - Ridiculously Simple Session Q&A
• Chat Box Q&A
• During the 10-minute time frame indicated, use
the “Chat” function, to the right of the video
display, for Q&A only with the speaker.
• Chat is visible to all with no limit on the number
of people who can participate.
• Files Tab: Click here to download the session
PowerPoint slides and any other relevant files.
• Important Information:
• Video Chat: Post-Session Live Q&A (Zoom Room)
is not available for ridiculously simple sessions.

Schedule - Break Session

• Path: Schedule > Full Schedule > Select Upcoming Break
• Participate in any of the following options by clicking on the agenda item:
• Be Fit Pitt Activity: Take a break and move with us! The exercise sessions are pre-recorded and become
available at the break start time indicated on the agenda. Follow the “How to Participate” instructions
located on the left side of the page.
• Video Chat: Attendee Networking: Engage with your fellow attendees during this live video chat! This chat
is for attendee networking only and will not be facilitated by a speaker or event staff. Follow the “How to
Participate” instructions located on the left side of the page. Please note that the chat will automatically
close at the time indicated on the schedule.
• Video Chat: Questions in…: Connect with an expert during this live video chat! This chat is an open forum
for you to ask the speaker questions on the given topic. Follow the “How to Participate” instructions located
on the left side of the page. Please note that the chat will automatically close at the time indicated on the
schedule.
• Virtual Exhibit Hall: See Pages 14 & 15.

People
• Path: People > Attendees
• Finding People: The attendees tab allows
you to search for everyone in the course.
Or, select one of the additional
dropdown options to search by a specific
group.
• Viewing a Profile: Click on someone’s
name to be taken to their personal
profile. In the profile, you can view their
bio, schedule a 1:1 Zoom meeting, and
send them a message. If they are
speaking at any sessions, you will also see
that information.
• Important Information:
• Speakers and course directors may
not be available outside of their
assigned times on the agenda.
• Please contact event staff via the
“Help” menu item only. (See Page
19.)

Sponsors

Exhibit Hall - Booths
• Exhibit Booth Hours: Exhibit booths can
be viewed the entire time the platform is
active. However, exhibitors are only
available during the course dates,
October 22nd and 23rd, from 7:00am5:00pm.
• Viewing an Exhibitor Booth: Click on the
name of the booth that you would like to
visit.
• Exhibit Booth Information: Exhibit
booths may include all or some of the
following:
• Exhibitor(s) Name, Title and Picture
• Organizational Description
• Link to Website
• Identifying Tags
• Videos
• Files
• Polls

Exhibit Hall - Connecting with Exhibitors
• Discussion Box: Start a conversation in-booth by
clicking “New Conversation.” Exhibitors who are not
using this feature will have a note posted in the box.
• Request Info Button: Click the “Request Info”
button if you would like more information from this
exhibitor.
• Please Note: Your full profile details, including
your email address and phone number, will be
included in this request.
• Virtual Tradeshow Booth (Zoom Room): Click this
button, then click the orange "Join Meeting" button,
and follow your computer prompts to launch Zoom
where exhibitors are available for a face-to-face
chat. No login information is required.
• Please Note: This button, and corresponding
Zoom Room, is only active during the “Virtual
Exhibit Hall” times on the schedule.
• Private Message: See Page 17.
• 1:1 Zoom Meeting: See Page 17.

Raffle

• Earning Points: Earn points by visiting our exhibitors
and participating in the activities listed.
• Raffle Eligibility: Anyone with 100 or more points will
be entered into a raffle to win 1 of 5 Apple watches.
• Participation Deadline: Points can be earned until
Friday, October 23, 2020 at 5:00pm.
• Winner Notification: Raffle winners will be contacted
in the weeks following the last day of the course.

Networking
• Private Message: Click “New Conversation”,
select the recipient(s), and start the private
conversation.**
• 1:1 Zoom Meeting: Choose the participant(s),
select the date/time (course dates and times
only) and enter the details. The meeting will be
added to “My Schedule”, under “Schedule”, for
all participants. At the assigned time, click the
appointment, then click the orange "Join
Meeting" button, and follow your computer
prompts to launch Zoom. No login information is
required.**
• Public Forum: You will find forums that have
already started that you can participate in. Or,
you can start your own forum by clicking “New
Conversation.”
**Upon sending, everyone will receive a
notification to their personal email and on the
platform via the Bell icon
(See Page 19.)

Continuing Education
• Credit Hours: Click here to see the number of
credit hours for:
• Physicians
• Pharmacists
• Physicians Assistants
• Nurses
• Other Health Care Professionals
• Claiming Credits: Follow the instructions to
complete the course evaluation and claim credit
for attending the course. Please note that you
must submit for credit via the CCEHS website,
the same site you used to register.
• 30-Day Course Access: If you cannot attend all
or some of the sessions, they will be available,
until midnight on November 23rd, 2020. You will
have the ability to log into the platform to view
the pre-recorded sessions and submit for live
continuing education credits, through the CCEHS
website, within this timeframe.

Help, Account, and Bell Icon
• Help:
• If you need assistance on the day of, click the
help menu item and your email will open to
send a message to domuim@upmc.edu. We will
respond as quickly as possible.
• If your screen seems to be frozen, simply click
the refresh button in the top left of your
browser.
• Account:
• Edit your profile
• Log in/Log out
• Bell Icon:
• Upon sending/replying to a private message or
requesting/accepting/declining a 1:1 Zoom
meeting, everyone will receive a notification to
their personal email and on the platform via the
Bell icon, in the far-right corner. You can click
“View and Reply” or “View Details” button from
the email or click on the Bell icon and reply
from the “Notifications” page.

