
How to prepare for a webinar  
 
As COVID 19 causes businesses to reconsider their business development process, basic structure 
and overall basic activities.  Today we will examine how to prepare professionals for an awesome 
webcast. 
 
After the following work streams have been performed then you can get to preparing someone to 
host a webcast. 
 
Doing a webcast should be fund and properly prepared in advance to provide direct 
communication with you and your target audience. 
 
Before you book a webcast you have to think about point of view, meaning you target audience 
and what do you have to share with your target audience that is worth their time and attention. 
 
Once you have taken POV into consideration and thought through the most important aspects of 
why your information is your target audience opportunity cost of their time. 
 
First challenge is how to write an awesome email based on the value of your webcast.  You need 
to have an accurate what is in it for them title. 
 
For example: 
Wrong 
Why do you want to hear me speak about preparing someone for a webcast? 
 
Right  
Prepare yourself and others that are meaningful to your bottom line for a great webcast! 
 
Wrong 
Michael Corcelli will prepare you to do a great webcast. 
 
Right  
Preparing to do a great webcast and come off awesome the first times a simple process that 
require a little bit of preparation.  In order to come off in a professional & authentic way in real 
time when stuff happens. 
 
Key Points 

1.  Make sure you have created a panelist login for your panelists to practice and do a 
practice run 

2. Enable a practice session on the webcast practice session and plan at least 1 practice 
session a week out. 

3. See how the practice session goes and how comfortable the presenter is with login and the 
flow of the presentation.  Go over the length of the presentation and make adjustments for 
how long talking and answering questions. 

4. Ask the speaker to write the way that they want to be introduced to the audience. 



5. Ask the speaker to write the conclusion for how they want conclusion to be given. 
6. On the call start out on a light note, go over the data and how the audience breakdown 

looks. 
7. After you cover each of these points encourage your speaker to promote the content to 

their audience. 
8. Ask a finish, go over redundancy planning with regards, to audio, visual, and connecting to 

the technology platform. 
Technology redundancy planning is an important aspect of every webcast.  You need to have a 
plan in place and know when to move into the back up plan.  Having a stable internet connection 
and audio channel is super important.  Having a backup plan and knowing when and how to switch 
to the backup plan is equally important for every webcast.  There is a lot of work that goes into 
each webcast and no one wants to lose those that show up because of poor technology planning. 
 

  Voice Screen / Presentation 

Host Cell Phone, Landline, VOIP 
Most stable T1, crystal, DSL, ADSL In Order 
| Least Stable is a cellular phone hotspot 

Presenter DSL, Hotspot, Crystal, Fiber, T1 
Most stable T1, crystal, DSL, ADSL In Order 
| Least Stable is a cellular phone hotspot 

*You need to have a Primary Plan and Back Up Plan then know how to switch on the fly so that you 
can think in real time if something happens 

 
 

9. How to handle Q&A 
Teach your presenters how to find the Q&A box then how to answer in text, answer live 
the questions or dismiss a question that they do not want to answer.  Let them know that 
when they answer a question via text, the answer will be seen live by the entire audience.  
Make sure the presenter encourages the audience to ask questions so they can keep 
engagement levels up. 

 
10.  Explain how the chat function works and show how chat can be private or chat can be to 

the entire audience.  Our chat permissions are set up to allow chat to be seen by all the 
panelists but not by all attendees.  Unless of course the panelists decide to select answer 
all attendees, by mistake or purposefully.  Only the person that is in the chat function will 
be able to see the response. When you are thinking about 10 things, it is easy to make a 
mistake here.  My recommendation is unless you have a help, keep this function as one on 
one communication and not bulk to entire audience.  Practice the Q&A Session and show 
them how it works.  In order to do so, you will have to broadcast live and may not want to 
do so. 

11. Encourage the panelist to have help. Someone who understands which questions to ask 
and which questions to dismiss.  You do not want to get into questions that you can not 



expertly handle.  Have the helper read the questions live to presenter and answer them 
directly. 


