
 

 

Speaker Resource Center Login & Access 
Guide 

About the Speaker Resource Center 
The Speaker Resource Center will allow all speakers to: 

●​ Edit your headshot and bio  
●​ Upload or remove materials from your conference session(s) 
●​ Assign an administrator to help manage your account (optional) 
●​ View your conference sessions 
●​ Link to make a hotel reservation 

 
Please find full login information and instructions below.  
 
Prefer to watch video instructions? Click here for an overview of how to use the Speaker 
Resource Center!  
 
If you have any questions or need assistance, please contact: jlyon@nclc.org or 
training@nclc.org.  

Login  
 

●​ Click HERE to access the Speaker Resource Center 
●​ Bookmark this webpage, you will need to access it multiple times to add materials and 

to later access your sessions! 
●​ Click Log In in the upper right corner  

 

https://www.cvent.com/c/src/a0b82137-0d36-4374-8e45-c80d0b1938bf/summary
https://vimeo.com/812571118/817a297b7d
https://vimeo.com/812571118/817a297b7d
mailto:jlyon@nclc.org
mailto:training@nclc.org
https://cvent.me/m91kaA


 

 

●​ Enter your first name, last name and email address 
○​ Be sure to use the email address associated with your conference 

registration 

 

●​ Check your email for the verification code. This email will come from Cvent 
(noreply@cvent.com) and it will look like this: 

 

 

 



 

 

●​ Enter the verification code from your email and click Verify  

Edit Profile  
●​ Click My Profile to review and update your profile including your bio and headshot 

 
●​ Edit your profile  

 
○​ By selection Edit next to My Profile, you can update the following: 

■​ Bio, upload or change your photo, designation, company, title and include 
social media links  

 



 

○​ By selecting Edit next to My Administrators, you can assign an administrator 
on your account to help you update your profile and upload your materials  
 

 

 

View Tasks 
●​ Click My Tasks to view required action items and to check them off upon completion. 

 

 



 

 

●​ Please note, you need to check off each item when it is done (tasks do not 
automatically update).   

 

Upload Conference Materials 
●​ Upload your materials from the My Tasks Tab. Click the arrow next to Upload your 

presentation materials to add your presentations and attachments for each session 
you are speaking at. These materials can be removed and readded if there are any 
changes. These documents will be visible to session attendees.

 
●​ We suggest that ALL of your file types be PDFs. You can upload excel documents, 

but please keep in mind that attendees will have the ability to download and edit your 
documents.  

●​ Sessions with more than one speaker:  If your session has more than one speaker, 
please coordinate one speaker to submit materials. If you know a co-speaker already 

 



 

submitted materials, you do not need to. Please note that in the Speaker Resource 
Center, you can only see materials that you submitted (not materials submitted by 
co-speakers). This is why it is best to nominate one person for each multiple speaker 
session to be in charge of all the material uploads so they will be able to see all the files 
that have been uploaded. 

●​ Sharing Materials: By uploading your materials, you acknowledge that NCLC/NACA 
may digitally distribute any materials you submit for the 2023 CRLC Conference, before 
and after the event, to those meeting conference eligibility guidelines. Please also 
consider giving NCLC/NACA permission to include portions of your materials with 
attribution in publications, websites, in training events, and otherwise. If you do not wish 
to make your materials available, please reach out to training@nclc.org. 

View & Join Sessions 
●​ Click the My Sessions tab 

 

 

●​ You will see the date, time, and location of your session.  

 



 

 

Need help? 
If you have any questions or need assistance, please contact: jlyon@nclc.org or 
training@nclc.org.  

 

mailto:jlyon@nclc.org
mailto:training@nclc.org
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