Webinars Tips 

I am looking into offering webinars on My eCoach and believe that many of our members will want to design and also offer webinars in and outside of the My eCoach community.  We are investigating several web conferencing tools: Elluminate, Wimba, WiziQ, Vyew, and DimDim. No matter what you use, here are some tips that may help make your webinar work more effectively. 

  

1. Send an email to remind your audience at least one day before the webinar and then again one hour before. A few people have found that it is best to send multiple reminders several weeks before and once a week up to the day before. 

2. Practice about 15 minutes before the webinar with someone on your team to login to make sure it is working for participants. If you are already there, everyone will know they are in the right place. 

3. Start two minutes past the hour to give people time to log in, yet do not make those on time wait too long and annoy them for being on time. Those who call in a couple more minutes later usually do not miss much. Your audience will appreciate that you start on time and will show up on time for future webinars. Do not wait for more people to join. 

4. Introduce yourself and then let your audience know what to expect during the webinar and how you will respond to questions, comments in chat, and how you may coordinate multiple moderators. 

5. When you are demonstrating a website or software, try not to move the cursor or scroll bar too quickly. Plan on taking about five seconds each time you change the screen. Refreshing the page may take some time based on the user’s system and bandwidth. 

6. Close your email program, Instant Messenger, or any pop-ups so you do not have any personal or confidential information displayed. 
7. Put up a slide that says something like "the webinar will begin in 10 minutes" so when people log in they know the webinar is working. Use a countdown program to countdown the time until the webinar starts. You can also make an announcement on the call every few minutes to let people know it will start soon and that their audio is working. You can even be available to test your participants equipment. 

8. Give the participants a a definitive "stop" to the webinar. As a respect to those that only scheduled the allotted time so they don’t miss the what was expected to be covered during the webinar. If you want to extend beyond the end time, let the audience know that you are done if they have to leave. If some want to stay, it is to answer specific questions. 

9. Let your audience know that you will archive a recording and any slides within 24 hours. There may be about 10% or more of your participants who may email you about some of the information covered during the webinar. Sending the URL to the Webinar will encourage your participants to go the next step and take further webinars from you. 
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