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GoToWebinar?

A webinar on how to give a
webinar

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.




*k GoToWebinar

by LogMc@
What is GoToWebinar?
C roausmey ¢

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.




Engaging with your members

Scheduling vour webinar

On the day
Prepare Starting your GoToWebinar

Control Panel and Features

Endingyour GoToWebinar
Surveys
FAQs

This guide will cover what to do before, during and after your webinar.
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Plan

Preparing for your webinar

Title slide



Engaging with your members

Know your audience Tailor the content to For tips on giving engaging
Fora demographics report your audience webinars

of your members, contact Maximum of 501 attendees visit
L rg per webinar ting
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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.



GoToWebinar Roles

« Start, record & end webinar
* Answer questions

changed in-session

+ Answer assigned questions

Presenter
The organiser is always the default presenter, the role can be

Can be promoted

Organiser Panellist Attendees
* Present + Present + Listen only
« Turn on webcam « Turn on webcam * Muted (can be unmuted)
+ Speak + Speak + Take polls

~
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Booking your GoToWebinar

Step 1: Visit wy sc.org/FormsDocuments
Step 2: Follow the ‘GoToWebinar Booking Part 1’ link and “oser Himer wilsppearhere
complete the booking form.

GoToWebinar / GoToMeeting Booking Your description will appear here

Forms for scheduing your GoToMeetings and GoTowebinars

ROYAL SOCIETY
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Related Links

—————————————————————
12) GoTowebinar Booking Part 1
1 Gk 10 beg booking you GoTowedinar
External inks wil open in a new browser window
First Name* Last Name*
Downloadable Files
GoToWebinar Booking Form Part 2 (optional)
Booking form for using addtional features in GoToWebinar
Docx @ Email Address*
POF fies requre £ Adobe Acrobst Reader

Step 3: The Networks team will schedule your webinar for you
and send you the registration link.

Step 3: Begin promoting your webinar.
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We will personalise your registration page based on the information provided in your
booking form




Promoting your webinar

Share the registration link in Spread the word on

Optional

Create an event for your ; A

webinar on the Events your next E-alert social media
database

P ROYAL SOCIETY (9
« OF CHEMISTRY o

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.




Preparing your presentation slides
v Attractive AR s o s
v Clear
v Engaging

Why an Influencer Should s ing Con
Definitely Host Your Next Webinar More Audience-Centric Through The Noise or Add to It?

The GoToWebinar Blog has some great
tips on presentation design b Yz

2

How to Plan the Perfect Webinar in
8Weeksor Less
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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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Present

What you should do on the
day of your webinar

C
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On the day
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Start the webinar early Close any unnecessary
apps and programs
‘A‘ . e -
? Avoid pop-up notification

Send a welcome
message through the
chat panel

alert your audience that the
webinar will begin shortly
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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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Startlng Your Web|nar @ GoToWebinar

NetworksMeetings@rsc.org

Step 1: Visit: dashboard.gotowebinar.com and log in
Login details will be provided by NetworksMeetings@

DRSC ora

: . . = QOO E
Step 2: Locate your webinar, click : and then % Practice

* GoTowebinar

¢ Dashboard

UPCOMING EVENTS

CALENDAR [ SCHEOULE -+

0 PAST EVENTS
- — . x
b Sample Webinar : 1
3 @ Procce
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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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The GoToWebinar Control Panel

Beloption: View] ek (@ 8 X The GoToWebinar control panel contains lots of great
Attendees still on hold . - . A .
features for monitoring your webinar and engaging with

[A Record onstart your audience.

Audience view [100%

e A helpful guide on ‘Using the Control Panel (Windows and

Webcam Mac)’ can be found on the LogMeln support pages:
Audio
Dashboard

Do e ¥

Attendees: 1 of 501 (max)

Handouts: 0 of 5
Chat

Webinar ID: 480-124-299

& GoToWebinar
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The GoToWebinar Control Panel

File Options View Help @~ S Control panel toggle

> (R oeEr Sl This allows you to hide or view the control panel.
¢ [:4 Record onstart
O1 | » Audience view [100% Mute/unmute

Sharing
AT This allows you to mute/unmute audio.

Audio

Dashboard

Attendees: 1 of 501 (max) Webcam on/off

Polls (0/0)

Qt:estxons This will allow you to turn your webcam on/off.

Handouts: 0 of 5

Chat "

ABC E Screen sharing on/off
Heoinar (D 450-124-299 This allows you to share your screen with attendees. Ifgou are using
@ GoloWebinar presentation slides for your webinar then this needs to be activated.
~ ROYAL SOCIETY
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The GoToWebinar Control Panel

File Options View Help @~ 8 X Attendee keyboard and mouse control on/off
> Atiendees st on hold (Available only for Presenter where there are qualified attendees)
[ Recordonstart This will allow you to give attendees control of the keyboard and mouse. This can

only be selected when there are qualified attendees in the session.

Make another attendee the Presenter

(Available only when there are qualified attendees)

This will allow you to make one of the attendees a presenter. This can only be
selected when there are qualified attendees in the session.

Audience view [100%

Sharing

Webcam

Audio

Dashboard

Attendees: 1 of 501 (max)
Polls (0/0)

Questions

Handouts: 0 of 5

o — Drawing Tools menu
Webinar ID: 480-124-299 @ This will bring up a menu allowing you to change to select the following drawing

. tools which can be used to highlight key points whilst presenting
& GoToWebinar

™ rovaL sociETY
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C ™ rovau soceTy Stopped No one sees your screen
ontrol rFane T e
B — €M o 6
e o et s 00 = =
Show "
File Options View Help @ 8 X -
> Attendees still on hold (@) start Recording 202 G remaining LF semes
e m
¢
[ Record onstart Share My Webcam Webcams v
03 | » Audience view Share My Webcam
» Sharing
(= ST Always in Front
» Audio Sound Check mlll see 9 Preferences...
| » Dashboard
» Attendees: 1 of 501 (max) Computer audio
| » Polls (0/0) v Dashboard ]
[ Questions ) Duration: 60 Minutes
} : Timer: -1:00:00
» Handouts: 0 of 5 Microphone Array (Realtek High Defi... v/ attendane, NPT ——
ABC A Attentive:
Questions: 0
bl AL LA Speaker/HP (Realtek High Definition... v/ Hands Raksed: 0/0 %)
(& GoloWebinar Talking: e
n N
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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.

17



v Attendees: 1 of 501 (max) %]

Attendees (0) Staff (1)
$[QA|?|B| NAMES-APHABETCALY v
Control Panel = —
a g 300 She
File Options View Help @~ 8 X lx s"m"‘"':“q“m'“‘ 1 Call the person and say:  Search ®
X uestion Asker
= Attendees still on hold | & winithere be snotner poirr Sue M. 2| 1. Go to joinwebinar.com
Will there be another poli? = 2. Enter this webinar ID: 978-331-411
¢ [:4 Record onstart .
» Sharing !
=4 » Webcam )
f A senabrhately A sendtoAl___Qarswers
» Audio 1don't understand the question. Please explain it further.
| » Dashboard We'll answer this later in the webinar.
| » Attendees: 1 of 501 (max) We'll follow up with you on this after the webinar.
| » Polls (0/0) Yes.
| » Questions No.
» Handouts: 0 of 5 | X [Type message here]
[ fandoutstots O]
ABC A ! :
) Royal Society of Chemistry.docx (U] To: All - Entire Audience v -
Webinar ID: 480-124-299 - e Ot Toe
% H | Drag & drop a file Choose afiie | ¥ All - Entire Audience
@ GOToweblnar ‘L 7777777777777777777777 J\ Send question to Staff
Top Tip! N
4 ROYAL SOCIETY : : : P \
Answer questions live on the webinar, this is a great way to 18
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engage with the audience -
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

Top Tip! Have Audience View open
when running a poll, this allows

you to see what the audience sees.

v Audienceview[iooe | @4

Test

Organizer: Networke Meetnge | Procenter: Networks Meetnge
Nk e s st it somsnas (8

1. Click to choose poll
¥ Polls (0/1) ]
Select a Poll... v B

2. Select poll

v Polls (0/1) ]
Select a Poll...

vE=

What is the most abundant element in the earths atmosphere?

v Polls (1/1) ]

What is the most abundant element in ... | v [SEET

Pollin progress: Distributing poll )
— 4. Click Close to
() 0% Argon
() 0% Carbon end the poll
() 0% Hydrogen
() 0% Nitrogen
() 0% Oxygen

1:00 0% Voted

Manage Polls

v Polls (1/1) ]
| [CLOSED] What is the most abundant e... v m

3. Click Launch to
activate the poll

v Polls (0/1) ]
What is the most abundant element i... v m
(OArgon

(carbon

(Hydrogen

{_Nitrogen

(oxygen

Manage Polls

() 0% Argon
5. Share allows e

9 0% Carbon
you to share = T rrogen

0% Nitrogen

the results with O o oggen

the audience 0% Voted

[CLOSED] What is the most abundant el.

o YE8@ ¢ Hide resumes
Attendees are viewing: Poll Results X

ecreen sharinag
screen snharing
0% Argon
0% Carbon
s yciopen v Polls (1/1) 2]
0% Nitrogen

0% Oxygen [CLOSED] What is the most abundant e... v B

0% Voted m

™ rovaL sociETY
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0% Argon
0% Carbon
0% Hydrogen
0% Nitrogen
0% Oxygen

0% Voted

Manage Polls

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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Process

Evaluating your webinar

20



Ending your webinar

4 ) file Options View Help &~ Z X 4 )
Edit Your Name and Email...

1
! .
|
| Preferences...
|
2

Labs » Processing

PO U0
x
» Handouts: 0 of 5 @ End Webinar for everyone?

Test
Webinar ID: 903-542-371

@ This sessionis being recorded. 3 Yes No Test
&) GoloWebinar

Are you sure you want to end the webinar for everyone?

P RovAL SOCIETY Cl “
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To end your webinar:

1. Click File

Click Exit — End Webinar

A pop-up box will appear asking if you would like to end your webinar, click ‘Yes’
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.

HwnN

6. We will share the recording with your committee.
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Surveys

Maximum of 25 Questions

« Multiple choice with multiple answers
+ Multiple choice with one answer

+ Rate on a scale (1-5)

« Short answer

ROYAL SOCIETY
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Chose when it will be sent and who to

After the webinar

In the attendee follow-up email

In the absentee follow-up email

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.

22



Repeating the webinar
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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

23



FAQs

How much does it cost to use this service?
Nothing. GoToMeeting and GoToWebinar is free for your committee to use.

Can | use GoToWebinarto live stream my conference?

Not easily. This would require your committee to hire suitable AV equipment to ensure a good quality
feed for online attendees. You will also need to make sure you have photography permissions for any
person who appears on film, and that any sensitive information is not recorded, eg. Unpublished data.

Do | need to book a venue to host my webinar?

You can host your webinar from the comfort of your home or office. All panel members can join the
webinar remotely and still have access to the relevant features for their role.

- OF CHEMISTRY
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Social media training

We've organised a series of webinars to provide social media training for our member
network volunteers.

You can find information in the Networks Newsletter or on the Events Database, or
you can register by clicking on one of these links:

17 September, 11:00-12:00
24 October, 11:00-12:00

19 November, 11:00-12:00

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 | use social media?

Why and when should | use social media?

Which mechanism do | 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

25



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.

25



What training
would you like?
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Thank you

NetworksMeetings@rsc.org
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