
Tutorial on How to Submit a Session for RIMS 2019 Annual Conference and Exhibition 

www.RIMS.org/2022SSF 

 

The “Submit a Session” button will prompt you to login with your email address and RIMS password. If your contact 

information is not in the RIMS database, you will need to click on “Create One”. If you already have a record in our 

database and forgot your password, click on “Forgot Your Password”. 

 

 

  

http://www.rims.org/2022SSF


 

 

Once logged in you will see the following: 

• SSF Page with Information 

• Primary Contact (person 

submission the session) 

• Review your Contact Information. 

• If the Primary Contact is also a 

Speaker, please add in step 3. 

• Complete the Form 

• Continue  



 

Your Format Length dictates the 

type of session and number of 

speakers required. 

Note: 20 minutes only apply to 

Thought Leader Theater and the 

Innovation Hub. 

 

 



 



 

Submitting Sessions on Behalf of a 

RIMS Committee, Advisory Group, 

Council or Chapter? You need 

permission first. 

Note: DO NOT automatically check off 

this information. 

You will need to contact the head of 

the group (Chair) or the Chapter 

President to get their permission.  

 

 



 

 

YOUR SUBMISSION WILL NOT BE SAVED UNTIL YOU CLICK ON “SUBMIT”. You have the option to add your speakers before 

submitting. 

Note: Once you click on Submit  you will receive a confirmation email.  

Your speakers will also receive an email letting them know they’ve been added to your submission. 

 

You may add  your 

speaker(s) if finalized. 

 



SPEAKER SEARCH 

Note: Everyone should be a part of the RIMS database. If you do not find your speaker, you will have the option to add. 

 

 

Search – Name, Email 

 



 

 

 

 

Click the radio button to 

add. 

If your speaker information 

cannot be found - Click on 

“Search Again” 

 

Click on “New 

Registration” and complete 

the required contact fields. 

 



 

NOW THAT YOU HAVE ADDED YOUR SPEAKER(S) – YOU HAVE THE OPTION TO EDIT, REMOVE AND ADD ANOTHER SPEAKER, THEN SUBMIT TO SAVE 

 



  

 

 

 

 

 

TO SAVE – Click on  

“SUBMIT” 

Note: Should you go 

back and EDIT your 

submission and add 2 

speakers your 

submission will 

automatically be saved. 

SUBMIT button will not 

appear.  



AFTER SUBMITTING, YOU WILL SEE THE SCREEN BELOW. YOU HAVE THE OPTION TO EDIT YOUR SUBMISSION OR START A NEW ONE. 

 

 

 

 

 

 



EMAIL NOTIFICAITON TO YOU. 

 



 

EMAIL NOTIFICATION TO SPEAKERS (IF ADDED) 

 



 


