
Dedicated Industry Session Group Upload Instructions



1. Please click on the link you received with the invitation to the industry session content group upload

2. Enter your credentials

3. Click Sign in

In case you forgot your password, click on Forgot Password in order to receive an email with a link to reset your password.

Please make sure to check your junk/spam folder, if you don’t find the email in your inbox. 

Sign in



Step 1 - Desktop View

Once logged in, click on the button “Session Upload”



Step 2 - Session Overview

Provide Session Info and Materials by clicking in “Edit Session”

By clicking on edit session you can:

Session Description
Insert the Description of your Session 

Session preview Image
Upload a picture for your session (jpg, png, up to 4MB. Size can be maximum 1368 
px wide x 1368 px high).

PDF Session Additional Material
Upload max 3 pdfs

mp4 Session Teaser Video (if function is activated)
Upload 1 mp4 video, max 2 GB



Step 3 - Edit Session Details

Navigation
Click on Back on the left-up corner to go back on the Session 

Overview.
If you click the x icon in the right upper corner, you will be brought to the 
Desktop view.

Session Description
Insert the Description of your Session (max 1000 characters).
Click on Save.

Session preview Image
Upload a picture for your session (jpg, png, up to 4MB. Size can be 
maximum 1368 px wide x 1368 px high).

PDF
Upload max 3 pdfs:
• Click on Select

• Choose the file from your server, before uploading it, named it as 
you would like to see it labelled on the website.

• Once uploaded you can add a caption related to your pdf, then click 
on Save

mp4 Session Teaser Video (if function is activated)
• Click on Select

• Choose the file from your server, before uploading it, named it as 
you would like to see it labelled on the website

• click on Save



Step 4 – back to Session Overview for Presentation Upload

Navigation
• Session details 
• Presentation details pre-filled based on 

the programme agreed with 
industry@ean.org

Content details
Click in the icon of each presentation.

N.B.: According to the agreement with your
pre-recordings setup (made by M Events or 
external supplier) you will be able to upload the 
related mandatory format for your files.

Pre-recording with M-events > .pptx or .mp4
Pre-recording with external supplier  > .mp4 (max 
5GB, h.264 MPEG-4 AVC).



Content details
Here an overview on the details agreed with 
industry@ean.org.

Preview
Once the presentation will be uploaded, the 
content will be shown in the preview.

Upload
• Read the condition
• Tick the confirmation option
• Proceed by clicking on Upload

Step 5 – Upload Presentation



Step 6 - Confirm Conditions

Navigation
• Session details
• Presentation details agreed with 

industry@ean.org

Conditions
Read and accept by clicking on Yes radio 
button.
Click on Next.



Step 7 - Select File

Files
• Click on Choose files…

• Select the file from your server
• The selection of your file will start the 

upload process automatically.



Step 8 - Processing



Step 8 - Processing



Step 9 – Check the Uploaded file

Files
Once the upload it`s completed you will 
find your file listed below.

Presentation Information
During the presentation upload process 
you will be informed on the status of the 
upload.
For any issue on this aspect please 
contact industry@ean.org

Preview
Click on Preview to check your 
presentation.



Step 10 - Preview

Preview
This preview will allow you to check your 
upload.

For .mp4 files move your cursor over the 
image and click to start/pause the video.
For .pptx files use the navigation bar 
below the full screen to check each slide.

Click on Back on the left bottom corner 
to go back to Presentation upload 

page.

Navigation
Click on Finish to complete the upload 
and go back to Step 5.
From there click on Back in the up left 
corner to go to Session Overview.



Step 12 – Edit or cancel the uploaded item

Change the file
Click on the uploaded file in the tick near 
the Upload date and time.
Click on Delete Selection red button. 

Click on Choose files… to upload the 
new version of your file.



Step 11 - Upload Done


