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Before the Webcast

Set Up Your Webcast for Success

m Define Purpose & Audience

Clarify the main goal (awareness, training, internal comms, lead
generation).

Identify your target audience and their needs.

Choose the best format (live, series, simulated-live).

Select a date/time suitable across time zones.

Set 1 measurable KPI| for success. [:

m Registration & Access

Choose the right access model (full registration, name only, hybrid).

Clearly communicate value and event details.

Test registration flow from the attendee’s perspective.

m Promotion & Communication

Create a promotion timeline
(save-the-date — reminder — last call).

Use multiple channels: email, social media, internal comms.

Send calendar invite upon confirmation. |
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m Team Preparation

Assign roles: host, speakers, moderator, tech support, timekeeper.

Provide speakers with run of show, guidelines, and contact info. [:

Collect bios, headshots, and presentations in advance.

EX Piatform Setup & Branding

Configure access, polls, Q&A, handouts, and moderation settings. [:

Apply branding: overlays, backgrounds, lower thirds, slide templates.

Prepare and schedule post-event survey.

m Rehearsal & Backup plan

Run a full rehearsal with all speakers.

Test audio, video, screen share, and internet connections.

Practice handovers and segment timing.

Have a backup device and internet ready..

Check speaker environment (lighting and background).




