
This is a guide on how to use GoToWebinar
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The Networks Team will be happy to answer any questions you may have.
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A webinar is an online seminar where the audience attend from anywhere in the 
world, all that’s needed is an internet connection. Webinars allow you to present to 
a large audience from anywhere to an audience located anywhere.
As an RSC member network you can use our GoToWebinar and GoToMeeting 
account. There is no cost associated with this service.
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This guide will cover what to do before, during and after your webinar.
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Title slide
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When planning a webinar it is important to know your audience to ensure it is 
relevant and is pitched at the right level. The Networks Team can provide you with a 
demographic report of your members to allow you to better plan your events. If you 
would like to receive a report, email networks@rsc.org and a member of the team 
will be happy to help.

The GoToWebinar blog has lots of great tips and tricks on giving engaging webinars. 
A link to the blog can be found in the slide.
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We will personalise your registration page based on the information provided in your 
booking form
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Promote your webinar early to ensure attendees have plenty of time to register. Why 
not submit your webinar to the Events database? This will automatically promote 
your webinar in Update and allow attendees to register via the RSC website. You can 
also include the registration link in your next E-alert. Using social media to promote 
your webinar is a great way to capture different audiences. For tips on how to use 
social media look out for our social media training webinars.
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Making your webinar slides attractive, clear and engaging is key to keeping your 
audience engaged. The GoToWebinar blog has some great tips on presentation 
design.
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On the day of your webinar, start early and make sure you have a reliable internet 
connection. Close any unnecessary apps and programmes to prevent notifications 
appearing on screen during your webinar. Before you begin the live broadcast, send a 
welcome message to the audience through the chat panel.
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To begin your webinar follow the instructions on the slide. 
Practice allows organisers and panelists to join in a ‘green room’ pre-call
Start opens the session to attendees, allowing them to ‘enter the virtual room’
No one can hear audio or see webcams until you start the broadcast
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Audience view
Allows you to see what the audience can see and keep track of how engaged the 
audience is. Members who click away from the webinar, even if they leave it running 
in the background, will be shown as not engaged. This data is anonymised and can 
only be seen as the total percentage.

Sharing
Allow the presenters to give control of certain features to attendees. Please note, all 
webinars will record both visual and audio.

Webcam
Allows presenters to turn on/off their webcam. This will be shared with attendees.

Audio
Within this panel you can test your computers microphone and speakers. You can 
also see the screen name of the person talking.

Dashboard
This tab allows you to see an overview of the webinar, including audience 
attentiveness, time elapsed, questions asked and polls given.
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Attendees
Here you will see a list of all attendees who are viewing the webinar. From this tab 
you are also able to invite attendees by clicking the invite link. There will be the 
option to email the information or copy to clipboard.

Polls
Polls are a great way to engage with the audience. We will cover this in more detail 
in the next slide.

Questions
In this tab, questions can be directed to all attendees, or privately to individual 
attendees. This information will be included in the summary report.

Handouts
Handouts can be sent to attendees by dragging and dropping into the section shown, 
or by clicking on Choose a file. 

Chat
The chat tab allows you to type text to the audience and vice versa. 
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Polls
Polls are a great way to engage with the audience. Follow the instructions on the 
slide to launch a poll.
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To end your webinar:
1. Click File 
2. Click Exit – End Webinar
3. A pop-up box will appear asking if you would like to end your webinar, click ‘Yes’
4. You will be launched into the video library where an mp4 file of video will be 

begin to process. This may take up to 15 minutes and will be safely stored on the 
cloud.

5. Once the file has finished processing you can close the browser.

6. We will share the recording with your committee.
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Surveys
Surveys are a great way to capture feedback on your webinar. There are 4 different 
answer styles for you to chose from, and the survey can be sent after the webinar, in 
the attendee follow-up email and/or in the absentee follow-up email.
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Happy with how the webinar went? Why not set it to run again as a pre-recorded 
webinar

Attendees can still submit Q’s which will be emailed to NetworksMeetings@RSC.org, 
we will then pass them on to you for response
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1: Social media for beginners
http://www.rsc.org/events/detail/40965/social-media-for-beginners
Join us for our first webinar for an introduction to social media, including: 
What is social media?
How do I use social media?
Why and when should I use social media?
Which mechanism do I choose?

2: Social media training for member networks: finding and planning content
http://www.rsc.org/events/detail/40969/social-media-training-for-member-
networks-finding-and-planning-content
This time we'll focus on finding and developing content, including:
How to find your voice
How to show your personality
Staying present and engaging with your audience

3: Social media training for member networks: scheduling your content
http://www.rsc.org/events/detail/40970/social-media-training-for-member-
networks-scheduling-your-content
This is all about how you can plan and schedule your social media activity in 
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advance. We know that our volunteers are busy people, so we want to show you 
some tools you can use to save time and promote your activities more effectively.
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