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FIRST THINGS FIRST: WHAT IS A WEBINAR?

Welcome to the foundational Guide to Delivering Webinars!
Before we begin, let’s get clear on what a webinar is, and how it works.

A webinar is a live, interactive online educational presentation.

The word ‘webinar’ is short for web seminar, meaning it's an online lesson.
Webinars are often used in business and educational settings for virtual
meetings and lessons.

HOW DO WEBINARS WORK?

As a webinar host, you'll be conducting online learning sessions using video call
software, such as Zoom.

Often, webinars include a visual slideshow presentation, using Google Slides or
PowerPoint. This means that the webinar participants can hear and see you, as well as
any documents, text, images, videos, and files you want to share with them to support
their learning.

In short: Think of webinars as a live video call in which you can also share a visual
presentation with participants, to support their learning session.

You can deliver a webinar by inviting participants to join your call session, just as
you can with video chatting. Once there, you'll be able to interact with and talk to
participants live. You'll be able to 'share your screen,’ to allow webinar participants
to see the information on your computer screen while still seeing and hearing you.
This information will be your educational presentation -- your learning slideshow to
support what you're teaching!
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https://venngage.com/blog/what-is-a-webinar/#2

HOW WILL YOU USE WEBINARS AS AVOLUNTEER
MANAGER?

As a Volunteer Manager, you are the webinar host!

You will use webinars to deliver engaging learning experiences to volunteers or other
stakeholders who are unable to attend face-to-face sessions. Remote sessions can either
be delivered via telephone or video chat. With video chat, you will be guiding them
through a webinar presentation!

We will be taking care of the educational material for you; all you need to do is host the
webinar and guide the participants through the session. You're there to break down
the learning concepts, provide confidence and support, and answer any questions.
Everything you need to know will be taught in these training sessions!

You can host a webinar by downloading and creating an account with webinar software.
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CHOOSING THE RIGHT SOFTWARE FOR
YOUR WEBINAR

There are several programs you can use to deliver your webinar. Our main goal is for
you to choose a user-friendly software you're comfortable with, that provides free plans.
We want both you and your remote learners to be able to teach and learn, free of
charge and free from stress.

With that in mind, you'll want to choose free, accessible, and beginner-friendly software.
You can use video chat platforms to deliver your webinar so that it's as easy as possible
for you.

Some of the most popular platforms with free options include:

e Zoom

This is the most popular platform for video calls. You can easily use Zoom as a webinar
tool - you simply invite participants to join by sharing your meeting link. There are free
and paid plans.

Participants can join from their browser or by downloading the Zoom app on their
phone or computer. You will need to create a free account to host the meeting and
share your link, but participants do not need to. This is a great option for you, as many
people are already familiar with Zoom.
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https://zoom.us/

CHOOSING THE RIGHT SOFTWARE FOR
YOUR WEBINAR

* Google Meet

Google Meet is another good option for video calls and webinars. It's another
Google tool, such as Google Docs and Google Sheets. It is free, and participants
don't need a Google account to use it. However, as the meeting host, you will need
a Google account.

You can share your meeting link for participants to join the live video call via mobile
device or desktop. Google Meet has a mobile app download option as well.

u Google Meet
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CHOOSING THE RIGHT SOFTWARE FOR
YOUR WEBINAR

® Microsoft Teams

Microsoft Teams is another common video conferencing tool. It works similarly to Zoom,
with a free version that enables you to live chat, video call, and share your webinar
presentation with participants. Microsoft Teams has a mobile app download option, as well.

You'll need to create a free Microsoft Teams account to host a session. However, your
webinar participants can join your Teams meeting from any device, even if they don't
have a Microsoft account.
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Overall, each of these platforms is highly similar in function and format. Regardless of
which one you choose, you need to ensure that both you and the webinar participants
are comfortable with and have access to the software you choose. Each requires a stable
internet connection, a video camera, and a microphone, whether on your phone, tablet,
laptop, or computer.

Participants don't necessarily need a video camera to join the meeting. If this is the case,
you will not be able to see them, but they will be able to see you.

One advantage Zoom has over the other two options above is that you can invite a
participant to join the virtual meeting using their phone number. If this is the case,
they'll experience the audio of your session, but they won't be able to see your webinar,
and you won't be able to see them... If this is a one-to-one session, it may be best to
schedule a telephone learning session instead.
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CHOOSING THE RIGHT SOFTWARE FOR
YOUR WEBINAR

Downloading & Creating an Account for Your Webinar Software

Participants can use their mobile devices to join the webinar. However, as the webinar
host, you'll deliver the presentation from your computer or laptop.

Follow the instructions below to download and set up a free account with each of the
webinar software we've mentioned:

Zoom
Computers and Laptops

1. Create a Zoom account here.

2. Download Zoom to your computer here. Select the orange “Download Zoom”
button to begin.

a. Note: Participants will not need to download this beforehand, as the
browser version will automatically download when they join their first session.

Zoom Client for Meetings

The web browser client will download automatically when you start or join
your first Zoom meeting, and is also available for manual download here.

DOWNLOAD ZOOM

3. The Zoom app will start downloading. Under your computer’s settings, open
"Downloads” to find either Zoom.pkg or Zoom.exe.

4. Open this file and follow the instructions on the screen.

5. Once installed, you can open your Zoom app and log in using the account
information you set up in Step 1.

Phones and Tablets

1. Download the Zoom app in the App Store on your phone.
2. Open it and create an account.
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https://zoom.us/signup
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CHOOSING THE RIGHT SOFTWARE FOR
YOUR WEBINAR

Google Meet
Computers and Laptops

* Log into your Google Account. Select the menu in the top-right corner and click “Chat.”

e Alternatively, go to https://meet.google.com
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Phones and Tablets

1. Download the Google Meet app in the App Store on your phone.

2. Open it and log into your Google account.
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CHOOSING THE RIGHT SOFTWARE FOR
YOUR WEBINAR

Microsoft Teams
Computers and Laptops

1. Create a free Microsoft account here.
2. Use your login info to sign into Microsoft Teams.

[ NON ) =. Microsoft Commercial Signup X -
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& C QO B &2 https://signup.microsoft.com/create-account/signup?products=CFQ7TTCOK8P' ¥

Microsoft Teams

B® Microsoft

Enter an email

We'll use this email to set up Teams. If you already have a
Microsoft account, feel free to use that email here.

someone@example.com

This is required

Privacy & cookies Terms of use Trademarks ©2022 Microsoft  Feedback

Phones and Tablets
1. Create a free Microsoft account here.

2. Download the Microsoft Teams app in the App Store on your phone.
3. Openitand log into your Microsoft account.
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SCHEDULING YOUR FIRST MEETING

Let's get a bit more comfortable with our webinar platforms. Follow the steps below
to schedule your first test meeting:

Zoom

1. Log into your Zoom account on your computer or laptop.
2. Select "Meetings.”
3. Click “Schedule a Meeting.”

PERSONAL
My Meetings - Manage "Stand Up"

Profile Start this Meeting
Tc Stand U
- e
Webinars Time Recurring meeting
Phone Add to [ B Google Calendar ] [ ai Outlook Calendar (.ics) ] [ @ Yahoo Calendar ]
Personal Contacts
Meeting ID 889 8087
Whiteboards [T}
Recordings Security Passcode  ~ Waiting Room
. Require authentication to join
Settings
Invite Link htps://usO6web.zoom.us/j/8898087 @ Copy Invitation

ADMIN

4. Choose the date and time for your meeting and any other optional settings
you'd like to adjust.

5. Hit Save.

Google Meet

1. Go to Google Meet and select “New Meeting.”

2. From there, you have three options:
a. Create a meeting for later.
b. Start an instant meeting.
c. Schedule a meeting in your Google Calendar.

Premium video meetings. Premium video meetings.
Now free for everyone. Now free for everyone.

We re-engineered the service we built for secure business

We re-engineered the service we built for secure business ) ) X
meetings, Google Meet, to make it free and available for all.

meetings, Google Meet, to make it free and available for all.

B¢ New meeting ‘ E Enter a code or link @ Createameeting for later ade or link

+ Start an instant meeting

Learn more about Google Meet () Schedule in Google Calendar
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SCHEDULING YOUR FIRST MEETING

Microsoft Teams

1. Log into Microsoft Teams.

2. Select "Calendar” on the left side of the app.

3. Click “New meeting” in the top-right corner.

4. Fill out your meeting details.

—

Activity

o)

/0

Calendar

B Today < > July2022 v

10 am

01

Friday

3 Meet now + New meeting

Schedule meeting

& Webinar

11am

12 pm

Q —

New meeting Details  Scheduling Assistant

Activity

Calls

Files

Calendar

o)

Show as: Busy v Category: None v Time zone: (UTC+10:00) Canberra, Melbourne, Sydney

z

Add title

Add required attendees

29/06/2022 11:30am v —>  29/06/2022
Does not repeat

Add channel

Add location

B 7 U S|V & s paagraph v A

Type details for this new meeting

12:00 pm v

30m

/e

Response options Vv Require registration: None

Optional

[ ] All day

[l
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SCHEDULING YOUR FIRST MEETING

Inviting Participants to Your Meeting

It's time to learn how to invite others to your webinar meeting. In each method,
you'll need to ‘copy and paste’ your meeting link and share it with participants.

You can paste or share the link by selecting the message / text area you want to
type it into, navigating the “Edit” bar in the top-left menu bar of your browser, and
selecting “Paste.”

Copy and paste faster with these shortcuts:
* Windows Paste shortcut: To quickly “Paste” the invite link, hold down the ‘control’
button and hit the letter “v.”

® Mac Paste shortcut: To quickly “Paste” the invite link, hold down the ‘command’

" n

button on your keyboard and hit the letter “v.

Now, let's learn how to find, copy, and paste your virtual meeting link so you can
enable participants to join:

Zoom

There are a few different ways to do this. The simplest is to share an invite link.
Anyone with this link can join your scheduled meeting.

1. Select "Meetings.”

2. Click "Copy Invitation.” This will copy the unique invitation link participants will
use to join your meeting when it's scheduled to begin.

3. You can share this invitation by pasting the link in an email or message to
participants.

PERSONAL
My Meetings - Manage "Stand Up"

Profile Start this Meeting
Webinars Time Recurring meeting
Phone Add to [ B Google Calendar ] [ [@% Outiook Calendar (ics) ] [ Q) Vshoo Calendar ]
Personal Contacts
Meeting ID 889 8087 9887
Whiteboards ()

Recordings Security Passcode v Waiting Room
. Require authentication to join
Settings

nvite Link https:/usOéweb.zoom.us/j/8898087 + @ Copylnvitation
AAAAA
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SCHEDULING YOUR FIRST MEETING

Google Meet

1. Under “New Meeting,” select
“Create a meeting for later.”

2. Click the icon next to the meeting link to copy it.
3. Paste and share the link with your participants.
4. Save this link for you to use later, as well.

Microsoft Teams

1. Select "Copy Link” after creating your meeting.
2. Paste it into a message to participants.
3. Save this link for you to use later, as well.

Premium video meetings.

Now free for everyone.

We re-engineered the service we built for secure business
meetings, Google Meet, to make it free and available for all.

—+ Start an instant meeting

(] Schedule in Google Calendar

m

Activity Team meeting Chat Details Scheduling Assistant ~ Attendance  Breakout rooms Close
©) X Cancel meeting |: <> Copylink : Tracking
Chat W 000 cececsccccecsccecees
& /  Team meeting Mary Smith
Teams Organiser
ﬁ ge Add required attendees + Optional

Calendar

® 29/06/2022 12:00 pm v
Calls
29/06/2022 12:30 pm~ 30m @  Allday
Files
f:) Does not repeat
5]
©  Add location
= B I U S|V & M paagaphv A S S =
Microsoft Teams meeting
Join on your computer or mobile app
Click here to join the meeting
Learn more | Meeting options
oo
oo

Apps

Help
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PREPARING FOR YOUR WEBINAR

You can ensure smooth sailing and successful learning by taking a few moments to
prepare for your webinar! Let's start with preparation on the technical side.

Starting Your Meeting

® On Zoom, you'll start your webinar by clicking “Meetings” » “Upcoming” » “Start.”

Meetings
Upcoming Previous Personal Room  Meeting Templates
O )

Recurring

Recurring Stand Up Edit Delete

Meeting ID: 889 8087 9887

* You'll begin your webinar on Google Meet and Microsoft Teams by clicking on your
meeting link and selecting “Join Now.”

Your meeting's ready X
&# Add others Microsoft Teams meetin
Or share this meeting link with others you want : Join on your computer or mobile app
in the meeting : Click here to join the meeting :
©  meet.google.com/nse-nhem-ywj |D Learn more | Meeting options
People who use this meeting link must get your
permission before they can join.
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PREPARING FOR YOUR WEBINAR

Checking Your Setup

You'll want to log into your meeting early to ensure your computer, internet
connection, video camera, and microphone are all working.

On every platform, you'll see the microphone and video icons. Ensure these are turned
on and working. You and the webinar participants can choose to turn off your camera
or microphone at any time. You / they will still be in the meeting if you / they do this,
you'll just be hidden or muted. As the host, you'll want to ensure both are always
turned on. You can tell if they're turned off if they have a cross or 'x’ in front of the
icons.

Double-check that your camera is clean and centred, and your volume is up on your
computer so you can hear any participants as they interact.

As you begin your webinar, ask if every participant can hear and see you clearly.
Get a direct answer from each participant to ensure you're good to get started.

Sharing Your Screen

During your webinar, you'll want to be able to share educational materials, such as
slideshow presentations, documents, tutorials, and more.

You can do this by sharing your screen. This feature enables your participants to
view what's on your computer screen in real-time. So, if you open your presentation,
they'll be able to see it. Don't worry -- this won't log you out of the meeting! You will
only leave the session if your internet connection fails or if you actively select the
"End Meeting” button (or equivalent).

Follow the instructions below to learn how to share your screen on each software:
Zoom

1. Click “"Share Screen” on the menu at the bottom of your screen during the meeting.
2. Select the screen you want to share.
3. Click “Share.”

4. To stop sharing your screen, simply select “Stop Share” on the menu bar.

Participants
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PREPARING FOR YOUR WEBINAR

Google Meet

1. Click "Present Now"” on the menu at the bottom of your screen during the meeting.
2. Select the screen you want to share.

3. Click “Share.”
4. Select “Stop Sharing” on the menu bar to end the presentation.

Present

] Your entire screen

E A window

Microsoft Teams

1. Click the “Share Content” button on your meeting’s menu bar.
2. Select “Include computer sound.”

3. Select "Stop Sharing” on the menu bar to end the presentation.

Share content

Screen

Window (12) >

Microsoft Whiteboard
Collaborate on a whiteboard

Aadi Kapoor
—

PowerPoint Live
e8  Van Arsdel Quarterly Sales

2B Q3 Vision

28  Sales Analysis Report

B Team Charter

All Hands Presentation

/
y Charlotte de Crum __

GUIDE TO DELIVERING WEBINARS 16



TOP TIPS FOR DELIVERING LEARNING SESSIONS
REMOTELY

You've got the tech side covered. Now, let's focus on the fun part -- engaging with
participants and teaching your lesson!

When it comes to webinars, there are a few things you can keep in mind to maintain
participants’ attention and resonate with them on a personal level:

Know your audience

Get to know who you're talking to before you start talking! Gauge their level of
understanding of the topics and what their goals are. Don't be afraid to get to know
them as individuals before you start teaching.

Know your goal

Remember your ‘why’ as a Volunteer Manager. Be inclusive and patient; make sure everyone
is following along and engaged throughout by taking it slow and asking questions.

Know your material

Review what materials you will be teaching participants beforehand. This can help you
feel confident and prepared as you ask and answer questions.

Join the call early

Use the guides above to help you test out and get comfortable with the video chat
software. Join the call early to ensure your mic, camera, and internet connection are
working. Pull up the educational presentation and any other materials beforehand to
share your screen quickly and easily.

Adjust your teaching style, based on 1:1 lessons vs. group lessons

Teaching one person is different from 2, 4, 7, or 20. Take note of how many people are there,
what technology level they're on, and how you can best deliver each individual session.

Have fun!

Don't forget to have a bit of fun! We want this to be a positive, empowering experience
for both you and your participants. Be kind, patient, and authentic. You make a
difference by simply being you!

The more you know, the more you can protect yourself!
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