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• Click “New Event – cSlide” 

 
• Congress Short: Fill in Short Name (Can have spaces) 
• Short Title/Name: Fill in a short name with no spaces related to the cAdmin meeting 
• Title/Name: Fill in the full name that matches the cAdmin meeting (can have spaces) 
• Database: Choose either a new database for new information or choose existing information 
• Organization: Match to the correct organization 
• Client: Match to the correct client 
• Venue: Either create a new venue or choose an existing venue (e.g., Virtual Meeting) 
• Start date/End date: Should match the dates in cOASIS 
• Active: Choose “Yes” 
• Exclude Proposal Session from Library Sync: If Yes, the Proposal Session won’t be synchronized 

to the Library 

1. Create a new cSlide event 



3 
 

 
Set Online Settings 

 
Go to Setup > Online 

• Auto status for new: Set to “Yes” 
• Keep online: Set to “4 months” unless more time is needed 
• Set “Timezones” to the meeting timezone 
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Set Account Settings 

 
Go to Setup > Account Settings 

• Select “No” for all Mandatory fields except Email. Email set to “Yes” 
 

 
 

• Meeting ID: On cOASIS homepage highlighted in the image below 
• Association ID: On cOASIS homepage highlighted in the image below  
• Media Service: Set to “Enabled” for uploads to be handled by Media Service & cPortal 

 

2. Set up OE3 Integration 
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• Go to Content > Properties > Presentation 
• Click “Create new property” 

 
• Name: CONTROL_NUMBER 
• Type: Text 
• Click “Create” 
• Click “Save” 

 
 

3. Add Property 
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• Go to Content > Properties > Presentation 
• Click “Create new property” 
• Name: COASIS_PRESENTATION_ID 
• Type: Text 

 
• Click “Save” in next dialog box 

 
 
 

• Go to Setup > API > External 
• Set the following fields to: 

o cAdmin connection: Deactivate 
o Event data push to cAdmin: Deactivate 
o Default External System: Select an Option 
o Validate person at saving: Validate data 
o Validate session at saving: Validate data 
o What to do with provided empty person data fields? Overwrite data 
o Should the session position of presentation be reorganized? Keep provided position 

4. Add another Property 

5. Set up API 
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• Go to the “A/V Settings” tab and click “Configuration” 
• Choose a media provider (typically Vimeo, but not always) 
• Select the wrench to establish a connection 

 
• *Needs to match 3rd Party Reseller VOD’s (Same as below in cOASIS) 
• Make sure to keep clicking “Save” after setting the following actions (view image below): 

o VOD delivery override: No 
o LIVE: “Disabled” unless the meeting will have live streams, then set to “Enable” 
o Auto Webcasts: Enabled 
o Set status to: Live 

• Save changes 

6. Set up A/V Settings 
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• Go to the “Modules” tab to turn on Streaming 
• Select the “Streaming” box to set up the MP4s. Select “Save changes” 

 

7. Turn on modules 
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• Go to cOASIS Admin > Settings > Vendors 
• Select Vendor used in cSlide (VimeoCTI is default for CTI) 
• Hit “Set” 
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• Go to the “A/V Settings” tab and click “Streaming” 
• Set the settings needed for the streaming configuration 

 
 
 
 

• Go to cAdmin > homepage > click “EDIT MEETING INFORMATION/CONFIGURATION” 

 
 
 
 

8. Streaming setup 

9. Meeting information & setup in cAdmin 
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• Input info from cSlide (images below) into the cSlide Connection cAdmin card 
 
cSlide: Search in “Events” for “Event short” (meeting name) 

 
 
cAdmin: Use cSlide event information to add the: 

1) cSlide event ID 
2) cSlide event short name 
3) cSlide server US (unless in Europe) 

 
 
 
 
 
 
 
 
 

10. Add cSlide info into the cSlide connection data fields 
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• In Session details set the: 
o Date (e.g., 8-16-22) 
o Start time (e.g., 8:00) 
o Duration ( e.g., 300) 
o End time (e.g., 13:00) 
o Status: Active 
o Location. If not set up, create a new location in Settings > Locations/Channels (e.g., 

Virtual Room) 

 
 
 

• Add a new role for each author  
• Set Program status to “Accepted” 
• Set Session Role Status to “Primary” 
• Note: The Start Time and End Time can be the same for two roles (e.g., Moderators and Chairs) 

 
 
 
 

• Go to Settings > Activities 
• Make sure the flags for “Is Submission” are checked for the Activity Names 
• Note: For submissions to show up on the Submissions tab, “Is Reviewer” and “Is Session 

Organizer” need to be unchecked 

11. Set all Session details in cAdmin 

12. Set Session Roles 

13. Set Activity Settings 
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• The settings for each activity type are made with the table shown below in cAdmin > Settings > 
Activities. The row headers display each Activity type for the meeting. The column headers show 
the corresponding uses for each Activity type—using the same fields previously a part of the 
Activity type setup. The corresponding uses of the Activities are set with the flags. 

1. The prefix and postfix for each Unique Identifier and the Author Block Style code can be 
created with inline editing 

2. The List of Topics is chosen from a dropdown 
3. The Actions for the table include cloning the activity type 
4. Clicking to see the activity details 

 

• Activity details – Activity information card  
– Activity information displays all the settings from the Activity settings table. These can be 
changed in this card if necessary 
– Activity Type Name: Title describing the Activity type (e.g., Abstract Submission, Reviewer, 
Moderator, Invited Speaker) 
– Is this a submission activity: Click On or Off 
– Is this an open (unsolicited) activity: Click On or Off 
– Is this meant for identifying a reviewer: Click On or Off 
– Is this meant for identifying a session organizer: Click On or Off 
– Is this meant for presentation: Click On or Off 
– Control number postfix: Usually a short text to see the meeting, year, and identify activity type 
– Topic Selection List: The list of topic/category choices for the Topic step 
– Author Block Style code: Which style of author block will be published? 

14. Assigning Media Types by Activity Types 
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• The media items an administrator creates in Settings > Media items will appear as the row 
headers in this card’s table. Administrators can use the flags to indicate how, by default, the 
media item will be used by the Activity type. The table’s column headers are found in the 
Glossary on the left side of the cAdmin page and are as follows: 
– Name of media type: Name as entered in the Media Items settings page. 
– Use as the initial media player: This is the primary video for the Activity’s presentation. If 
multiple media items are flagged, the last media item uploaded will be the primary video. 
– Use as additional file: A flag in this column indicates that the file is supplementary (e.g., PDF 
handout or white paper, URL, video, etc.) 
– Use in session room: Select to indicate that the file should be synchronized to the on-site 
presentation management system and used on the speaker podium in the session room. 
– Use for thumbnail: Select to indicate that this media item will be the first file that appears in 
the player screen for the session or presentation. If multiple flags are selected, the last media 
item uploaded will be the default thumbnail. This thumbnail can be overridden at the Session 
type details, Session details, and Presentation details levels. In most cases, the thumbnail will be 
the same item as the initial player media. 
– Actions: Click ‘Select all’ to choose all the flags or ‘Deselect all’ to remove all the flags. 

 

 
 

• Go  
• Search “cSlide Data Sync from cOASIS Request Form” in the cAdmin Knowledge Base 
• Complete form and send it to your CTI Project Manager 
• CTI Project Manager will create Jira ticket to Dev Support to complete task and attach form 

15. Fill out “cSlide Data Sync from cOASIS Request Form” and provide to development 10 days in 
advance 

https://coetruman.sharepoint.com/:w:/s/cAdmin/EZB8PABgY6lDmHtuTem1APQBGZ9di1t1aKQqunfkoppESg?e=twrKFX

