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Step by Step Instructions 
Begin on the Relay 2022 Schedule Page 

Signing up and creating an account with Sched 

 

 

https://www.usms.org/volunteer-central/lmscs/lmsc-leadership-summit/relay-2023/schedule
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Select “Create Account” 
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On your profile page you will be able to update your privacy settings, add information about 
yourself and/or upload a photo. Do not forget to save settings once complete. 

If you’d like to receive 
reminder emails about 
meetings that have been 
added to your personal 
schedule, make sure this 
option is selected. 
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Do not forget to save settings 
once complete. 
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If you select the option to receive email reminders with your personalized schedule, you will 
receive an email reminder for your bookmarked meeting(s) on the designated day. (example from a 

previous event) 
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Creating your personal agenda  
Begin on the Relay 2022 Virtual Schedule page: 

 

 

https://www.usms.org/volunteer-central/lmscs/lmsc-leadership-summit/relay-2022/schedule
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If a meeting has a “pin” symbol it has already been pinned to your schedule by the host 
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Select a meeting you are interested in. You will be able to see more details about the meeting, the 
speaker(s), as well as add the meeting to your personal agenda. 

Step 1: create a SCHED 
account to build your 
personal schedule.  

Step 2: Check the circle of 
the meeting you are 
interested in attending. 

Step 3: Once you see the 
check mark, the meeting  
will be added to your 
personal schedule. 

https://relay2023.sched.com/signup
https://relay2023.sched.com/signup
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In your SCHED settings, if you selected the option to make your profile public, you will be 
added to the list of attendees. 
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View your schedule anytime by selecting your profile icon in the top right of the screen and 
selecting “My Sched”. Here you will see the meetings you have added as favorites.  
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Calendar Sync for Google Calendar, Outlook & Apple Calendar 
If you have created a personal SCHED account, you’ll be able to sync your calendar: 
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Follow the steps outlined for your 
preferred calendar to sync with. 
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Time zone 
The time zone in Houston, TX is Central Daylight Time (CT), select "America/Chicago" as your time 
zone in SCHED. The virtual calendar defaults to the CT time zone.  

 

• Hybrid meetings. For those attending the sessions of the House of Delegates in person, the time 
zone in Houston, TX is Central Daylight Time (CDT) – select “America/Chicago” as your time zone 
in SCHED. 
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