
COE Summit  

Virtual Event Attendee Guide 

Welcome 
Welcome to the virtual event site. This virtual event will provide you an interactive event 
experience giving you easy access to exciting event components, such the event 
program, live and on demand sessions, exhibitors, speaker and attendee profiles and 
more. We recommend you to be signed in to the virtual event site to benefit the most 
from your event experience. 

How to access the virtual event environment (VEE)
Once you registered your email address is part of our virtual event environment (VEE). You 
must use the email you registered with in both fields to log in to the event site.
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Troubleshooting Log-in

If you have not yet registered: please go to www.coesummit.org, and select “register” 
to attend the event. After registration, there may be a slight delay while your login 
information is imported into the event site. Please wait for a period of time (up to one 
hour), and attempt to log in by following the directions immediately below. 

If you have already registered and would like to access agenda sessions: you must 
first log into the COE summit website (the Virtual Event Experience, or VEE). Please go 
to coesummit.org, select “sign in,” and enter the email you used for registration in both 
the username and password fields to log in to the event site.

If you are a DHS attendee, using a DHS VPN, and experiencing problems accessing 
the event site or registration (receiving an error message): please check to ensure you 
have the correct URL (coesummit.org), and then try accessing the website without DHS 
VPN, or accessing on a personal device for optimum functionality.

In addition, the 2021 COE Summit site (www.coesummit.org) also has a chatbot to help 
answer Summit-related questions during the event.

www.coesummit.org
www.coesummit.org
coesummit.org
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Update your Profile
Each user (attendee, presenter / speaker, exhibitor contact, sponsor contact) of the virtual event site can 
update their own profile. It is recommended that each attendee updates their profile before the event 
to benefit the most from the virtual event experience.  

To update your profile, sign in to the virtual event site. Click on the User icon, then on My Account. 

Fill in as many information as you want to share. First Name and Last Name are required. Upload a photo 
(optional). Click on “Save Changes” at the bottom of this page. Image upload/change may take a few 
minutes to display throughout the site. 

If you wish not to receive emails for messages which are sent to you by the organizer or other event 
attendees via the virtual event site, you can opt-out on the My Account page. Your messages will 
continue to be accessible in the Message Center of the virtual event site. 
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Build And View Your Agenda 
As an event attendee you can build your own agenda on the virtual event site. 

First sign in to the virtual event site. Navigate to a sessions list (e.g. Conference on Demand). In order to 
add a session to your agenda, click on the bookmark icon. 

To view your agenda, click on the “My Agenda” link. You can now view your agenda or favorited sessions 
and can get into session details.  

Bookmark / Favorite Exhibitors and Presenters 
As an event attendee you can bookmark / favorite exhibitors and presenters on the virtual event site. 

First sign in to the virtual event site. Navigate to an exhibitor or presenter / speaker list. Click the heart 
icon to add an exhibitor or presenter / speaker to your favorites list. 
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To access your favorites list, click on the User icon and then on “My Favorites”. 

Your bookmarked exhibitors and presenters / speakers will now be listed on this page for you to identify 
those organizations and contacts that you would like to get in touch with. 
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The Message Center 
As an event attendee you can send and receive messages within the virtual event’s Message Center. You 
need to be signed in to the virtual event site.  

The Message Center can be accessed through the bell icon. Click on “View All” to enter the Message 
Center and view received / sent messages. Click “Compose” to write a new message. 
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Sending a Message 

There are two ways of how to send messages within the virtual event site. 

First option: in the Message Center, click on “New Message” to write a new message. Search in the “To” 
field for an event attendee name (attendee, speaker / presenter / exhibitor contact). Only attendees of 
this event can be selected. The message center does not allow to enter an (external) email address. If 
you wish to have a copy of this email in your Message Center, activate “Send a Copy to Myself”.  
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Second option: click on the “Contact” button of exhibitor, presenter / speaker or attendee. This will open 
a new message.  

Receiving a Message 

A green dot added to the bell icon will let you know that you have received a new message in the 
Message Center. You will also receive an email for each message unless you have opted-out from this 
option in your My Account settings.  




