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Learning without thought is labour lost; thought  

without learning is perilous. 

Confucius 
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Preface 

Webinars are staples of modern business. Anyone can create a webinar 

and reap the rewards. When webinars are done well, they can increase 

your customer base and grow the knowledge of your brand. Webinars 

that are not done well can decrease the customer base and ruin your 

reputation. By following the advice in this book, you will understand the 

necessary steps to create a successful webinar.    
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No great man ever complains of want of opportunity. 

Ralph Waldo Emerson 

  



 

7 

Chapter One: What Can a Webinar Do? 

Webinars are useful tools that will benefit anyone who has content or 

product to share. Webinars are both methods of teaching and marketing. 

These online seminars provide the perfect opportunities to connect with 

people across the globe. Implementing webinars can help improve your 

customer base and provide the opportunity to share information about 

your company.  

 

Marketing to Prospective Customers 

Savvy business people understand that webinars provide the perfect 

opportunity to market to prospective customers. Webinars are useful 

tools that will help generate leads to sell your products and/or services. 

Webinars are used as marketing tools in several ways: 

 

• They help you connect with people to generate feedback. 

• They offer the opportunity to demonstrate expertise. 

• They engage prospects without being overbearing. 

• They provide a venue to announce new products or services.  

Always remember to take advantage of these marketing opportunities 

when using webinars.  

 

Training or Teaching 

 
Webinars must provide high quality information with credible 

teaching/training techniques. Typically, there are two methods of 
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webinar training: in house or for hire. For hire training is easy enough to 

navigate; it requires you to work with other training professionals. It is 

often more cost effective, however, to implement in house training, 

which simply means that everything is done in house. In house training 

also allows you to personalize the information. In house training requires 

you to complete the following: 

• Writing the script 

• Setting dates 

• E-vites/invitations 

• Recording and editing 

• Uploading 

• Sending out links and other follow up 

When choosing to use in house training, it is important to make sure that 

the resources, such as software, are available. You must have the time to 

create the webinar, and always ensure that the information is relevant 

and the production value is quality.   

 

Demonstrations and Presentations 

Webinars are useful for demonstrations and presentations. These need 

to be customer focused, explain the products or services, and provide 

reasons why customers should choose your company. In order for the 

demonstrations and presentations to be effective, you need to engage 

your audience. There are a few basic ways to create effective 

demonstrations and presentations. 

• Catch their attention immediately: You only have seconds to get 

the attention of your audience. You need to begin with 

something spectacular, like a gimmick.  
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• Be amusing: Use humour to engage your audience. 

• Be relevant: Make the demonstration or presentation relevant 

to your audience. 
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Information Sharing 

Successful webinars require relevant information sharing. There are 

different methods of information sharing that you can use to spread the 

word about your webinars.  

When sharing information with potential customers, it is important not 

to send one too many communications. This is a fine line. People need 

reminders; however, too many reminders will annoy people and turn 

them off. Some experts argue that you should not communicate more 

than twice a week.  

• Announce the webinar: Use websites, social media, and other 

venues to make the announcement.  

• Keynote speech: Use keynote speeches to share information 

about your company. 

• Meetings: Share information about webinars in meetings, and 

attempt to arrange meetings with new people. 

• Offers: Share offers with potential clients and customers using 

websites, social media, and other venues. 
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Practical Illustration 

Shirley decided to create a webinar about how to use her product. She 

was certain that she would reach more customers once they realized how 

easy and beneficial her product was. Shirley used every method of 

information sharing at her disposal. She emailed her client list about the 

webinar every day for two weeks before the release date. When the date 

came, she was extremely disappointed by the results. Shirley was not 

sure why so few people attended her webinar. 
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Success is dependent on effort. 
Sophocles 
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Chapter Two: Successful Webinar Criteria 

Anyone can create a webinar, but not every webinar is successful. There 

are basic criteria that are essential to make a successful webinar. No 

matter how technically perfect your webinar is, you must include passion 

and value that directly translates to your target audience. By 

implementing the criteria outlined in this chapter, you will be able to 

make your webinars successful.   

 

Passion and Enthusiasm 

Passion and enthusiasm are the main components of every successful 

venture. If you do not have passion for a subject, why should your 

audience? Above and beyond everything else that you choose, you must 

pick a topic that ignites your passion and enthusiasm. Ask yourself if you 

are passionate about the topic for your webinar. If the answer is “no,” 

choose a different topic. Once you have a topic that reflects your passion, 

you need to make sure that this passion is reflected in your presentation. 

Generate Passion and Enthusiasm: 

• Use personal stories 

• Smile 

• Vary the tone and pitch of your presentation 

• Gesture and move while speaking 
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Value 

People are constantly inundated with sales pitches. When it comes to 

hosting webinars, you must deliver value. The value that you offer needs 

to resonate with your customers in order for them to choose you. In order 

to provide value, you need to understand what motivates your customer. 

For example, people purchase certain items based on quality and others 

solely based on price, and these choices vary with each individual.  

When you are presenting value to your customer, you need to 

understand your customers’ needs and wants. Then, you will be able to 

identify exactly how your product or service addresses the needs and 

wants of your customers. When you have the answers, you must show 

how your products or services will be able to benefit your customers.  

 

Knowing Your Target Audience 

Knowing how to deliver value requires you to understand your target 

audience. It is impossible to please everyone, which is why you need to 

know who your customers are (your target audience). This will require 

you to conduct some research and gather information. Begin by 

identifying the age, gender, income level, education level, and location of 

your customers. Once you have this basic information, you must 

determine how they interact with the world. What do they read? How do 

they share information? This will allow you to tailor your webinars to your 

customer as well as advertise in the right locations. Again, this will take a 

little work on your part, but it is worth the effort.  

 

Grab and Keep Attention 
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As we have already stated, it is important that you grab the attention of 

your audience immediately. It is just as important to keep their attention. 

After a strong opening, you need to keep the momentum going. Many 

professional presenters follow the 10-minute rule. This rule is based on 

the understanding that attention begins to drift after 10 minutes. This 

requires a simple change of course every 10 minutes, such as switching 

to a demonstration or slide show. There are other ways to keep the 

attention of your audience: 

• Use slides in moderation: Slides with everything you say is just 

as boring as talking alone. 

• Use animation and images: Make sure that are relevant to the 

webinar. 

• Use demonstrations: Again, make them relevant to your topic. 

• Limit information: Provide a basic overview, not an in-depth 

analysis. 

Simple find the methods that work best for you, and space them out to 

keep your audience interested and motivated.  

 



 

16 

Practical Illustration 

Alec was prepared for his webinar. He had an amazing presentation 

planned. He did not think that he needed to tailor the presentation 

because it would have something for everyone. The first four minutes of 

the interactive webinar were busy. Unfortunately, the interaction fell off 

quickly. Some people commented that the animation was too distracting 

and not very interesting. Others said that they did not see how the 

presentation related to their needs. Overall, only 3% of the viewers 

responded the way that Alec projected.  
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In a lot of formats you can be really experimental and  

see what would happen. 

Marguerite Moreau  
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Chapter Three: Find the Right Format 

When creating webinars, you must find the right format for your product 

or service. Part of discovering your format is in knowing your audience. 

Once you understand how to tailor the webinar to your audience, you 

must choose between live and pre-recorded webinars. You will also need 

to consider the role of two person teams in your format. 

 

Tailor It to Your Audience 

As we have already learned, successful webinars require you to 

understand your audience. Your audience will determine which type of 

format you will be using for your webinar as will your topic. For example, 

your audience would benefit from a live webinar for more complex topics 

that are likely to cause questions and require direct interaction. This will 

require your entire audience to access the webinar at the same time. On 

the other hand, pre-recorded webinars are useful for simple topics, such 

as explaining the different uses for your product. Pre-recorded webinars 

also allow your customers to access the information at their convenience, 

which is one benefit live webinars do not provide. Again, your topic and 

customer needs will determine which style of webinar works for you.  
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Pre-Recorded 

Pre-recorded webinars are the easiest webinars to create. You record 

your material and then post it online. This way you have the opportunity 

to edit and revise the webinar before the public views it. Once you post 

the webinar, the public has the opportunity to view at their leisure. Pre-

recorded webinars are one-sided forms of communication. There is 

always, however, the option of hosting follow-up events. These events 

can include Q&A sessions, which allow you to communicate with 

customers directly and answer any questions that may develop after 

viewing the information in your pre-recorded webinar.  

 

The Live Webinar 

Live webinars require greater preparation than pre-recorded webinars. 

When you are live, you must expect the unexpected. Be prepared to 

answer questions and expand on the information that you present. No 

matter how confident you are in your material, you must practice your 

presentation and rehearse the process. This is particularly important if 

you are not accustomed to public speaking.  The live webinar needs: 

• Moderator and facilitator 

• Tech support 

• Interaction tools 

• Live event support 
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Two Person Team 

A two-person team will help ensure that your webinar runs smoothly. 

This is particularly true of live chat webinars. These teams include a 

presenter and co-presenter or a moderator and facilitator. Two person 

teams allow you to divide the work and maintain focus on the topic at 

hand. For example, a moderator or co-host can address chat questions 

and technical problems. This allows the webinar itself to keep moving 

forward by preventing the host or facilitator from getting side-tracked by 

other duties. The host or facilitator needs to focus on the goals of the 

webinar and work to achieve the objectives.  
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Practical Illustration 

James hosted his first live chat webinar. He thought he was prepared for 

the webinar, but he discovered that it was more difficult than he believed 

once the webinar began. While he was fielding questions, he fell behind 

in his presentation. He accidentally cut someone off in the middle of a 

question, and he managed to get his images out of order. Overall, the 

webinar was not the success that he hoped it would be. He was not sure 

what he could do to improve the next one.  
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Marketing is no longer about the stuff you make, 

but about the stories you tell. 

Seth Godin 
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Chapter Four: Marketing and Social Media 

Marketing and social media are fully intertwined in the modern world. 

Webinars are no different than any other product that you advertise 

using social media. By utilizing social media and marketing strategies 

effectively, you will drive traffic to your webinars. Blogs, white papers, 

emails, deals, and hashtags are all useful in attracting more viewers to 

your webinar. 

 

Blog Posts and White Papers 

Blog posts and white papers are useful methods of marketing, and they 

should be familiar to most people who have a business background. 

White papers are longer and contain facts and statistics that prove a point 

to the benefit of your organization. You can easily include your webinar 

topics in your white papers. White papers should be used to guide blog 

posts on the same topic. You need to simplify and condense the material 

to a post of roughly 300 words, which is the recommended length for 

articles and blog posts. 

People are more likely to read blog posts and white papers when they 

have high ranking on search engines. This requires am understanding of 

SEO or search engine optimization. SEO is complex, and you may need 

further training on the subject. SEO is more than simply padding your 

content with key words. SEO looks at: 

• Content: Your content must be consistent with the search terms 

and be well written and informative throughout. 

• Links: You need to link to other sites that are authoritative on the 

subject. 
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• The site: Your website should attract the right traffic and be easy 

to navigate.  

By creating quality content that supports your webinar topic, you will 

increase your marketing and social media presence.  

Email Marketing  

Never underestimate the importance of email marketing. This method is 

cost effective and provides a large ROI when it is implemented correctly. 

Effective email marketing is not useful when it resembles spam. The key 

is to communicate with customers and build relationships. 

 

Email Marketing Tips: 

• Create an effective subject line: The subject line should provide 

an accurate description of your topic and create a sense of 

urgency. 

• Make incentives clear: Incentives should be easy to read and 

identify. 

• Get to the point: Write brief emails, and try to have the entire 

email be visible without scrolling. 

• Provide links: Offer links to webinars, signups, etc. 

• Connect with the customer: Try to make emotional connections 

with personal anecdotes. 
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Offer An Exclusive Deal 

Offering exclusive deals is a tried and true method of marketing. Many 

people follow companies and subscribe to emails simply for the purpose 

of receiving exclusive deals. When offering exclusives deals, you need to 

avoid sounding like you are offering a sales pitch. Exclusive deals must 

feel like you are exclusively catering to your customers. This includes 

private sneak peeks and discount offers with social media updates. 

Knowing your client base will help you better tailor your exclusive deals 

to what they find relevant. Remember that something that you make 

available to the general public is not an exclusive deal. Your audience 

needs to feel special.  

 

Hashtags 

Anyone familiar with social media has seen hashtags. They are a group of words 

or a single word that follows #. They are used to promote brands, trends, and 

promotions. If you do not have a business hashtag, make one immediately. This 

will promote your brand and product. Once you establish a hashtag use it. You 

must update your Twitter regularly to maintain the interest of your followers.   

Next, you need to implement Live Tweeting, which will require a Twitter 

moderator. Use a hashtag to tag a conversation with your follower. For example, 

you could use #askanexpert. The point is to create a conversation that promotes 

your brand and your webinars. Like a live webinar, you must be prepared for 

anything. The more people you follow and get to follow you, the more people 

you will influence. When you are tweeting anything important, you should 

always ask your followers to RT or retweet your posts. This will increase exposure 

and sales. Be careful not to overuse hashtags. You want your followers to pay 

attention to your hashtags.  
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Practical Illustration  

Matt was told by all of his friends that he needed to leverage social media 

for marketing. He decided to join Twitter. All he only had time to do was 

tweet twice a day, and he wasn’t sure who to follow. He tweeted new 

sales, deals, and tried to create conversations with other people in order 

to secure viewers for his webinars. After a few weeks, he decided that 

social media was not useful for his type of business. He gave up on his 

account, and quit using twitter to promote his business, and he 

considered giving up on social media in general.  
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Effort only fully releases its rewards after a  

person refuses to quit. 

Napoleon Hill  
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Chapter Five: Leading up to Your Webinar 

The weeks and days leading up to the webinar will be eventful. As the 

date of a webinar grows closer, you must remain vigilant and increase 

your work. Success requires that you send reminder emails, practice, 

rehearse, and test your technology. With hard work and determination, 

you will find it possible to host an effective webinar that will improve your 

company image and increase sales.  

 

Reminder Emails 

You should never overlook the importance of sending reminder emails; 

this is an essential step for anyone hosting a live event. Reminder emails 

are not the same as marketing emails. They have one specific purpose, 

which is to remind people about the webinar. These should not be sent 

as mass marketing emails; they are only used to remind people who have 

shown a genuine interest in the webinar that you are hosting. You should 

send two reminder emails when hosting live webinars or any follow up 

sessions. Send one the day before the webinar and another one hour 

before it begins. 

What to include: 

• Day and time 

• Any necessary instructions 

• Contact information 

• Reminder of the webinar’s benefits 
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Practice and Rehearse 

As the saying goes, “Practice makes perfect.” Never underestimate how 

important it is to practice and rehearse your webinars. Before you 

practice, it is a good idea to watch as many different webinars and see 

which techniques do and do not work. Try implementing different ideas 

into your presentation and ask peers and friends for honest feedback. 

You should rehearse the webinar more than once. The more you practice 

and rehearse the smoother the event will be. Rehearsals should include 

lighting, props, as well as any dialogue, if there is going to be more than 

one speaker. Take notes with each rehearsal identifying what you need 

to do to improve the presentation. Rehearse until you are satisfied with 

the webinar.  

 

Test Your Technology 

You should always test your technology before hosting a webinar. Failure 

to run tests can result in disaster that damages your reputation and your 

bottom line. It is important to test all technology, not just your recording 

devices. You need to test the audio, visual, communication systems, and 

any technology that is involved with props or demonstrations. The 

programs and systems that you use will determine exactly what you need 

to test and how it will be tested. Most systems come with testing 

instructions. If you are not sure how to test everything, consult an expert.  

 

Insert Solicited Questions 

Asking your audience for questions ahead of time both involves them in 

webinar and provides you with the opportunity to address questions and 
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maximize audience understanding. It is essential that you manage to 

insert some of these questions into your webinar presentation. A good 

rule of thumb is to include questions if more than one person asks them. 

Any questions that you choose must enhance the webinar and be 

relevant to the points you are trying to make. If questions would be better 

addressed in a separate Q&A meeting, schedule one. You cannot spend 

all your time answering questions, or you will never finish your 

presentation. 
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Practical Illustration 

Grant decided to practice his webinar presentation ahead of time. He 

double checked facts and wrote an effective script. He stood in the mirror 

and rehearsed his script twice the day before hosting a live webinar. He 

was pleased with the pacing and focus, and he managed to address a few 

questions that his audience raised. Grant was confident that everything 

would run smoothly. He didn’t realize that the sound was not working 

until someone texted him. By the time that the sound was back on, half 

of his viewers had already left the webinar. He offered to reschedule, but 

nobody seemed interested. 
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If you don’t drive your business, 

you will be driven out of business. 

B.C. Forbes 
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Chapter Six: Drive Up Registration 

In the weeks leading up to any webinar you host, it is essential that you 

drive up the registration. Doing some research to ensure that you avoid 

customers’ SPAM filters will improve the chances of your message 

reaching them. Additionally, you need to choose an intriguing title and 

make the process of registration as simple as possible. It is always best to 

drive up registration ahead of time and secure the interest of current and 

potential customers.   

 

Avoid Spam Filter 

Many companies have fallen victim to the spam filter. Spam filters are 

useful for weeded out scams and junk mail, but they could also target 

emails about your webinar if you are not careful. Fortunately, it is easy to 

look up the top SPAM words and phrases so that you know what to avoid. 

Just as an example, using all caps, $, or excessive punctuation (!!!!!!) will 

often be flagged by a filter. Always find the most current list available and 

use it to guide your emails.  

You should also create a plain text version of your email to avoid systems 

that will not view HTML code. By creating this alternative, you allow the 

server to choose which version the customer will see. You may choose to 

only send the email in plain text. Either way, you will increase the chances 

of the email being viewed. After you have crafted your email, run it 

through a spam checker. There are different ones available, and some of 

them are free.  

A Great Title 

 
Many people fail to bring all of these elements together. Many short titles 
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are to the point, but they are not attention grabbing. In order to be 

attention grabbing, your title should reflect the way that your webinar 

will benefit your target audience. Rather than using the title “Social 

Media,” you could use “Using Social Media to Increase Sales.” Knowing 

your target audience will help you find the best title for your webinar. 

Your title needs to be: 

• Short 

• To the point 

• Attention grabbing 

If you want to distinguish your webinar, you need to give it a great title. 

Your title is the webinar’s first impression. If it is boring or confusing, 

people will assume that the presentation will be boring or confusing. 

 

Solicit Questions 

You need to solicit questions during the sign-up process. These questions 

will help you identify topics that you need to address ahead of time. Make 

the process easy for your participants by adding a text box to the 

registration form where people can type in their questions about the 

topic. If you feel that the registration form is too long, however, you may 

choose to ask for questions in the confirmation message so your 

customer is less distracted. You may alter the location of your solicitation 

box in different webinar registrations to determine which one generates 

more feedback from your customers.  

 

The Registration Page 

The ease of registering will help determine how many people register for 
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your webinar. Complex registration pages can be frustrating, and 

frustrated people will refuse to finish signing up for your webinar. People 

who do not complete the form create an abandonment rate. A high 

abandonment rate indicates that your form is too long. The important 

thing to remember about your registration page is to keep it simple. Do 

not clutter the form with fields and boxes. Only include the information 

that you absolutely need on the registration form, such as name and 

email. If you fill the page with qualifying questions such as how long a 

company has been in business, you risk losing a customer. Your goal 

needs to be quick registration.  
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Practical Illustration 

Heather decided that email was the best way to drive up registration for 

her webinar. She decided that she needed to make the email stand out 

to improve the chance of people opening it. She used all caps for the 

subject line and added extra exclamation points to create excitement. 

When following up, most people told her that they never received the 

email.  

Next, she decided to make a splash with the registration page. After look 

at different examples, she chose to use multiple fields and asked 

qualifying questions to create a sense of exclusivity. By the day of the 

webinar, only five people registered, and only three participated.  
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Let thy speech be better than silence, or be silent. 
Dionysius of Halicarnassus 
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Chapter Seven: Presentation Tips 

Webinars are similar to other presentations; the main difference is that 

your audience is not physically present. Even though you cannot see your 

audience, you need to give the presentation the same level of attention 

as you would a physical meeting. By following a few presentation tips, 

you will be able to maintain the interest of your audience and create a 

successful presentation and draw viewers to your webinar.  

 

Show, Don’t Tell 

When it comes to presentations, the key is to show the information; don’t 

just tell it. The goal is to create an emotional connection with your 

audience, which will increase both buy in and improve sales. Simply 

stating facts and figures will not engage your audience. You will be much 

better using visual aids that show the audience the supporting facts. 

Demonstrations are useful for showing how to do something. When you 

do not have physical demonstrations, try to include visual images. For 

example, a slide show will have more of an impact than showing a single 

spreadsheet. Regardless of the technology you use to share information, 

you need to make it visually appealing. Include high contrast colours and 

make sure that text is visible and easy to read.  
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Sharing Your Desktop 

Hosting a webinar will require you to share your desktop. You need to 

prepare for this before the day of the webinar. Take a few basic steps to 

prevent any embarrassing moments during your presentation.  

 

Steps to Take: 

• Turn off systems that will cause pop ups (such as IM).  

• Turn off auto complete. (Do this when using a browser) 

• Remove embarrassing or inappropriate content or images. 

• Make sure that confidential information is not accessible.  

Once you have checked your desktop to make sure that it is safe to share, 

it is safe to follow the directions to share your desktop with others and 

complete your online presentation.  
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Strong Visuals  

As we already stated, visuals are an important part of any presentation. 

They create emotion and increase a connection with viewers and 

customers. In order for visuals to be effective, they need to be strong. 

Strong visuals share a few basic characteristics: 

• Limited words (Each slide resembles a billboard) 

• Font matches the tone of the presentation (It should be changed 

as the tone changes) 

• Images stand out and express ideas 

• Use symbols when appropriate 

• Diagrams should be creative and beautiful 

• The images should tell a clear story 

When you have strong visuals, your message will resonate with your 

audience and an emotional connection will be made. 
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Script It 

When you are preparing for your presentation, you should always use a 

script. The beginning and end of your presentation, particularly, must be 

clear and concise. You should completely script your introduction and 

conclusion. The rest of your presentation, however, should have a more 

conversational tone, especially if you are hosting a live event. In order to 

stay on topic, make a bullet pointed list of the topics that you need to 

address. This list will help you stay on track with your talking points and 

images. Since you will rehearse the presentation, there is little chance 

that you will wander off topic or lose track of your slides.  
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Practical Illustration 

Tina was busy preparing for her presentation. She knew that images were 

necessary to reach her clients. She found some stock photos that she 

thought were nice, and she typed every scripted word onto each slide of 

the slide show. She also blew up the Excel spreadsheet with the facts and 

figures so that she could explain the potential financial growth. She 

rehearsed the presentation, and she managed to stay on topic and stay 

within the allotted time. Tina was sure that the presentation was a 

success, but her feedback was underwhelming. Some of the participants 

complained that the presentation was boring and repetitive. They also 

said that the images seemed disconnected to the topic. 
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For good ideas and true innovation, you need human interaction, 

conflict, argument, debate. 

Margaret Heffernan  



 

44 

Chapter Eight: Interacting with Your Audience 

Your audience must be the focus of your webinar. Ignoring your viewers 

will guarantee that they take their business elsewhere. It is essential that 

you interact with your audience at every opportunity. Whether your 

webinars are live or pre-recorded, you should find ways to interact. Polls, 

surveys, activities, solicited questions, and Q&A sessions all help you 

interact and connect with your audience.  

 

Polling and Surveys 

Polls and surveys are useful tools that allow you to connect with your 

audience. The feedback that your participants give will also help guide 

your presentations in the future. Polls that are given before or during the 

session may give you an idea of the viewers’ background and/or interest. 

However you choose to interact with your audience, it is important that 

you frame the question in a way that benefits your audience rather than 

simply asking for information. For example, you could ask: 

• “What is your involvement in (insert topic), and what do you 

hope to learn?” 

Surveys and exit polls will help you collect feedback about the session. 

These may be given in the follow up materials. Once you have collected 

the results, you should post them for the benefit of your viewers.  
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Answer Solicited Questions 

This will engage your audience while showing that you care about their 

concerns. You should have already inserted some previously solicited 

questions into the presentation. Questions asked during live events 

should be addressed as well. This is an excellent time to use Twitter, and 

a hashtag should be created for the webinar. The moderator will be able 

to weed out duplicate questions and provide the names of the 

participants asking the questions. Whenever possible, you should include 

the name of the participant who asked the question when you are 

answering it. This will help the participants feel included in the 

presentation. 

 

Activities  

Introducing different activities throughout the webinar will encourage 

audience involvement and increase interaction. Create virtual activities 

similar to the ones that you would use in a physical presentation. For 

large groups, you may take advantage of online breakout rooms that 

allow people to work together in small groups. Effective activities include: 

• Discussions  

• Riddles 

• Problem solving exercises 

• Team assignments 

• Games 

When people work together to solve problems and discuss topics, they 

are more likely to become involved in the presentation. When you 

introduce activities into your webinar, you must carve out the time for 

your participants to complete the assignments. 
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Q&A Sessions 
Q&A sessions are the mainstay of effective webinars. The type of webinar 

you present will determine how you handle your Q&A session. You may 

choose to dedicate a few minutes at the end of the webinar to answer 

questions. This is useful for simple webinar topics that are likely to 

generate basic questions. If, however, you are asked questions that 

require detailed responses, it is a good idea to schedule a separate Q&A 

session to take place after the webinar. You may choose to conclude the 

webinar with a Q&A and then schedule another follow up session. Try to 

address every relevant question that your participants ask. If you do not 

know the answer to something, promise to find out and follow up with 

the participant, and DO IT. Leaving questions unanswered implies that 

you do not possess the expertise you claim and/or do not care enough to 

address customer concerns.  
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Practical Illustration 

Dean was prepared for his presentation. He addressed different 

questions in his script, and timed everything out perfectly. He even 

accepted questions during the presentation. He was extremely surprised 

when he was inundated with emails a week later asking questions about 

the webinar topic. Dean thought that he addressed everything in the 

webinar. Some of the participants seemed annoyed that he had not 

hosted Q&A session for follow up questions. He spent the better part of 

a week replying to emails, many of which asked the same questions.  
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Sometimes when you innovate, you make mistakes. It is best to admit 

them quickly and get on with improving  

your other innovations. 

Steve Jobs 



 

49 

Chapter Nine: Mistakes to Avoid 

When it comes to webinars, there are a number of mistakes just waiting 

to happen. Fortunately, you can avoid many of them if you are prepared. 

Being aware of common mistakes such as technical difficulties, ignoring 

your audience, lack of participation, and poor timing will help ensure that 

your webinar is successful. Pay attention in the following chapter, and 

you will learn valuable tips to help you avoid common mistakes. 

 

Technical Issues 

Technical issues are common problems for webinars. While it is not 

possible to predict every possible outcome, most technical issues are 

preventable. Simply checking everything beforehand will greatly improve 

your odds of a webinar running smoothly. Test and retest every piece of 

equipment and system that you are going to use. The days leading up to 

a webinar can be stressful, and it is easy to overlook something in the 

testing. Make a checklist to keep you from forgetting to test anything.  

Common Things to Test: 

• Login (it is often complicated or not working) 

• Microphones 

• Video equipment 

• Links (make sure they are not broken) 
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Ignoring Your Audience 

You need to reach your audience on a personal level, which is difficult to 

do online. This means that you need to include your audience in order to 

make your webinar a success. This may seem like an unnecessary 

reminder, but you can easily forget about your audience while you are 

moving through your presentation. Do not forget to provide a way for 

your audience to contact you during the presentation. Take advantage of 

social media and online chats, or allow your participants to call your 

moderator. Besides asking questions, your audience can tell you about 

any technical difficulties that are not occurring on your end. You ignore 

your audience at your own peril. 

 

Audience Not Participating? 

In every presentation, you run the risk of the audience not participating. 

Many people don’t like being the first to speak in a room full of strangers, 

and this is particularly true online. It is your job to encourage audience 

participation. You must ask for participation. Do not simply assume that 

people will feel comfortable jumping in and asking questions.  

One tip that is useful for encouraging participation is to plant a ringer. 

Plant someone in your audience to begin the questioning process. It is a 

good idea to have some questions scripted ahead of time. This tactic is 

particularly useful in Q&A’s, but ringers can be placed in any interactive 

webinar.  
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Timing 

You must watch your time carefully when you are hosting a webinar. If 

your time is short, people will feel like it is not worth the effort and/or 

money. If you run long, you risk both boring and annoying your audience. 

Rehearsing your presentation will help you identify what you need to 

adjust in your timing. It is not enough for you to set a time and length for 

the webinar; you must schedule every component in your presentation. 

This includes the intro, demonstrations, presentation, questions, polls, 

closing comments, etc.  

Create a timing sheet with the schedule for each component, and give it 

to everyone involved. The timing sheet will be different to each webinar. 

It will vary based on the level of audience participation, number of 

demonstrations, etc. Most webinars are an hour long. If you are 

scheduling a longer than normal webinar (90 minutes or more), schedule 

a break for your audience. You should also plan to begin the webinar a 

minute or two after the start time in case people are running late.  
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Practical Illustration 

Betsy was prepared for her webinar. She tested her tech and rehearsed 

her presentation. She did not like Twitter and decided to communicate 

with her audience with follow up documentation and sessions. After the 

webinar, she learned that most of the participants logged off after 10 

minutes. In the follow up, the participants told her that the sound went 

out after the first few minutes. No one knew how to how to let her know 

about the problem. After a few minutes, people began to leave the 

webinar. There was little interest in the webinar she had scheduled the 

next week. Betsy believed that the technical problems were to blame, 

and she was not sure how to fix the damage to her reputation and the 

reputation to her organization.   
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Success comes from taking the initiative and following up… 

Anthony Robbins 
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Chapter Ten: Post Event 

The webinar may be done, but your work is not finished. You still have to 

follow up with people and post the event online. You should also contact 

no shows and focus on a call to action. By following up with people, 

posting events and making them easy to share, your webinar will reach a 

wider audience. This will increase your reputation and provide better 

exposure for your brand. 

 

Contact No Shows 

You may be tempted to write off no shows, but this would be a mistake. 

Failure to show up does not necessarily equal lack of interest in your 

topic. There are many reasons why people fail to participate in webinars 

after registering for them. You should always contact your no shows. 

Send them the material from the webinar, and offer them the link to the 

posted event. You should also take the opportunity to invite them to 

another webinar scheduled in the future. There is every chance that your 

no shows will sign up again.  
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Follow Up Emails 

You should send a follow up email after each webinar. This should be 

done as quickly as possible (before a week has past). You may want to 

include a recap of the webinar and list the topics covered during your 

presentation. 

The email may:  

• Thank the individual for attending (This should be done first.)  

• Provide any additional materials 

• Include a call to action  

• Include links to the posted webinar 

• Answer questions that you could not cover earlier 

• Include information about upcoming events 

• Provide a survey for feedback 

You may want to include a recap of the webinar and list the topics 

covered during your presentation. 

Call to Action 

You should provide a call to action with every webinar. Your call to action 

is your invitation to take the next step, such as make a purchase. This can 

be done before the Q&A, at the end of the webinar, and in follow up 

emails and other communications. The call to action you create will 

depend on what you have to offer. You need to frame the call to action 

in terms of how you can benefit the customer and make the call to action 

clear. In the follow up phase of the process, you should only use one call 

to action at a time. Providing multiple calls to action can cause confusion 

and distract them from your focus.  
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Make It Easy to Share 

When you post your recorded webinar, you need to make sure that it is 

visible and easy to share. New people will not be able to view your 

webinars if they are hidden away. You should provide prominent links on 

your homepage. Also, look into ways to shorten the URL code. People are 

unlikely to remember long URLS. When the domain is easy to remember, 

your customers will have no problem telling their friends where to find it. 

You may have to pay for a memorable domain, but it will make your 

webinars easier to share. Having a URL ready for webinars beforehand 

means that you can post the webinar quickly and provide the link to your 

participants. 
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Practical Illustration 

Wendy’s webinar was a success. There were no complaints, and she 

managed to answer almost all of the questions that were presented 

during the event. She posted the webinar quickly and expected an 

increase in sales. She sent a follow email out 10 days later with a call to 

action. Three percent of the participants purchased, which was far less 

than Wendy expected. She was not sure where she went wrong. She 

decided that she needed to evaluate every step of the process.  
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Closing Thoughts 

• Chad Udell: Convert your best existing content into a mobile, 

usable, fresh user experience – this means rethinking what is the 

best and most relevant information. It’s a technology and also a 

design issue. 

• Jack Welch: An organization's ability to learn, and translate that 

learning into action rapidly, is the ultimate competitive 

advantage. 

• Matt Gentile: Understand your audience and you will understand 

the impact of your message on each follower in your social media 

networks. 

• Jack Welch: Willingness to change is a strength, even if it means 

plunging part of the company into total confusion for a while. 

• Isaac Mophatlane: If you did not look after today’s business, you 

might as well forget about tomorrow. 

 

 

 
 


