
The Investis Digital Live Guide:
Webinars, Webcasting 

and Virtual Events



Virtual events have become the 
stars of digital communications, 
and not just because many 
businesses moved their in-
person events online in 2020. 
The fact is, businesses have been 
succeeding with virtual events for 
quite some time: 73 percent of 
business-to-business marketers 
say that a webinar is the best way 
to generate high-quality leads.

Recent studies have shown that buyers are 65 

percent through the customer journey (source: 

Sirius Decisions) before they want to talk with 

anyone from the sales department. Virtual 

events can inform, educate, answer questions, 

help prospects make comparisons and truly 

move a prospect through the customer journey.  

But you need to plan webcasts and virtual events carefully 

to pull them off. Done right, virtual events can help you 

create a close emotional bond with your audience at 

scale—faster and more cost effectively than you can with 

an offline event. Done poorly, virtual events will result in 

low attendance and poor engagement.  

Our guide will show you how to plan your virtual event—

from planning your content to choosing the right platform 

to amplifying that content—whether your event is an audio 

presentation or a more complex undertaking that uses 

elements such as chat rooms, surveys and polls. We’ve 

created this guide based on our experience helping more 

than 750 enterprises a year manage webcasts and virtual 

events cost-effectively and securely through our Investis 

Digital Live offering. We’ve learned some things along the 

way—like how to do them right, and pitfalls to avoid.  

Let’s get started.
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1| Define Your Strategy
Every virtual event starts with a “why,” “who,” and “what”:

• WHY DO YOU WANT TO HAVE YOUR EVENT? Are you supporting the 
launch of a new product or service? Building your brand? Your “Why” 
is your north star that guides every decision you make, ranging from 
choice of content to format. 

• WHO IS YOUR AUDIENCE? It’s best to create a brief profile of your 
audience, down to their titles, interests, and pain points. The more you 
humanize your audience, the better you’ll be able to create a virtual 
event that connects with them. 

• WHAT WILL YOU DO TO GIVE YOUR AUDIENCE REASON TO ATTEND 
YOUR EVENT? The most effective webinars provide valuable information 
and cover topics that your audience really care about. The key is to 
deliver this information in a compelling format with strong visuals 
interspersed with interactive elements. But it’s not always easy to 
define a “what.” One way to get started is to ask your sales team and/
or customer service team what questions they’ve been dealing with on 
the front lines of working with customers and prospects. These teams 
can be a goldmine of information. They are constantly hearing and 
fielding questions from your audience.

We suggest that map out the “why,” “who,” and “what” tied to  

measurable goals (such as attracting qualified leads). Below are some  

goals to consider: 

Will your webinar/virtual event be created to accomplish 
 any of the following: 

• Generate marketing  
qualified leads 

• Generate sales qualified leads 

• Generate new revenue 

• Move prospects through 
the customer journey faster 
(accelerate sales cycle) 

• Improve conversion rates 

It takes some time to consider what you will need 

for your event. We put together a Webinar Strategy 

Planner to help you think through all the things you 

might include in your webinar or virtual event. The 

document is set up as a form fill, so you can easily 

answer the questions and have a detailed strategy for 

your event. 

There is also a companion document (Webinar 

Timeline Checklist) to establish a timeline. The 

document is set up as a checklist to make sure  

you’ve got all your deadlines in place.

94% 
of our experience in the world is 
through what we see and hear

Source: www.t-science.com

66k 
Visuals are processed by the 
brain 66,000X faster than text

Source: www.t-science.com

79% 
of marketers say live video 
facilitates a more authentic 
interaction with an audience

Source: Go-Globe

55% 
of enterprises are now using 
live video for their company or 
division-wide broadcasts

Source: www.haivision.com

Two-thirds of the 
FTSE 100 use 
video for their 
investor events

Webinar Strategy Planner
How to use this template:

Click on any of the form fill gray boxes to enter your responses. For form fill boxes you don’t need, just back space and 

delete them. Save as you would a regular PDF document.

WEBINAR SET UP

Presentation Date: 

Webinar Start Time:   Webinar End Time:  

Project Details: Enter project details

Focus of Webinar: A tight focus is important. What will you narrow in on?

Expected Outcome for Participants: What takeaways will your audience learn?
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6-8 WEEKS PRIOR
Pick the time and date

Brainstorm topics w/ sales & CS teams

Determine the topic

Pick your audience

Decide on the format

Pick your speaker(s) and moderator

Pick your technology platform

Determine your goals, KPIs

Send invitations to speakers

5-6 WEEKS PRIOR
Create registration landing page

Assign blog content with deadlines

Create webinar content outline

Create preso template (branded)

3-4 WEEKS PRIOR
Create rough draft of presentation

Begin webinar promotion (Phase 1)

• Publish blog post(s)

• Social media content

• Email content and scheduling

• Influencers

• Partners

• Internal communication

• Paid Promotion

Webinar/Online Event Timeline Checklist 

2 WEEKS PRIOR
Finalize and upload presentation

Phase 2 of promotion

Practice presentation with timing

Orientation of webinar platform

Book a conference room for webinar

Create ‘lazy’ tweets for staff to post

Create tweets for to post at live event

1 WEEK PRIOR
Reminder email to all registrants

Dry run with speakers and moderator

Email entire customer base again

Publish ‘lazy’ tweets on social media

3 DAYS PRIOR
Reminder email to registrants

Answer any last-minute questions

Publish more ‘lazy’ tweets on social media

DAY OF WEBINAR
One last reminder email to registrants

Log in early, test platform

Record webinar

Live tweet

Present, chat, answer questions

POST WEBINAR
Convert & upload recording for livestream

Publish recording on your website

Publish recording on YouTube

Send thank you email with recording link

Analyze data and performance
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Download the Strategy Planner Download Timeline Checklist
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https://info.investisdigital.com/hubfs/_DownloadBundles/Webinars-Webcasts_StrategyPlanner_InvestisDigital.pdf
https://info.investisdigital.com/hubfs/_DownloadBundles/Webinars-Webcasts_TimelineChecklist_InvestisDigital.pdf
https://info.investisdigital.com/hubfs/_DownloadBundles/Webinars-Webcasts_StrategyPlanner_InvestisDigital.pdf
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2| Plan Your Content
Obviously, the content is the most important element of your virtual 

event. Carefully consider what you want your audience to take 

away. It might just be an update of information your customers or 

prospects will find important; it might be a company-wide update. 

Webcasts work across the entire customer journey; so it’s important 

to decide what you will cover in context of where your audience is 

in their own journey. Webcasts are a very effective format to move 

prospects all of the way through the sales process and turn them 

into buyers. 

The best way to start with content planning is to begin with the end 

in mind. Start with an outline to gather the most important points 

you want to make, flesh out those bullet points and then create 

slides with strong images to support those points.  

Once you define your outline, create your story visually. Think like 

a movie producer, not a writer. You’ve already created your “movie 

script” with your outline. Now you need to bring that script to life 

through visual storytelling—not text-heavy slides. 

Aaron Weyenber of TED agrees: 

“Building your slides should be the tail end of developing your 
presentation. Think about your main message, structure its 
supporting points, practice it and time it—and then start 
thinking about your slides. The presentation needs to stand 
on its own; the slides are just something you layer over it to 
enhance the listener experience. Too often, I see slide decks that 
feel more like presenter notes, but I think it’s far more effective 
when the slides are for the audience to give them a visual 
experience that adds to the words.”

The Content Marketing Institute recently updated their ‘No-Fail’ 

Formula for Creating Awesome Webinar Content. They recommend 

the following four steps: 

1. Pick a narrow topic 

2. Decide the best format for 
the topic 

3. Create a structure 

4. Write a compelling script 

Also included in the blog post are references to a number of tools 

that will help you create better graphics, embed video and generally 

upgrade the quality of your presentation.
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Look at the following questions 
as they will  
help you think through  
the “why” of your event.  

ANSWER THESE QUESTIONS AS 
YOU STRATEGIZE THE EVENT:

1. What is the overall purpose  
of your event? 

2. What is your expected outcome? 

3. Will the event be live,  
pre-recorded for on-demand,  
or both? 

4. Will access be gated or have 
open access? 

5. Will you charge for the event or 
will it be free to all participants? 

6. What day/time will you choose 
for the best participation 

7. Will you require participants to 
register for the event? 

8. Will you be targeting current 
customers, prospects or both? 

9. What will your promotion plan 
look like? 

10. Will this be a stand-alone  
event, or will you be working 
with a partner? 

11. How will people access the 
event once it’s over? 

12. How will you measure 
your success?

https://blog.ted.com/10-tips-for-better-slide-decks/
https://contentmarketinginstitute.com/2020/04/create-webinar-content/
https://contentmarketinginstitute.com/2020/04/create-webinar-content/


3| Define Your Format
Once you have honed in on your topic, determine what format is 

the most appropriate. Here are some ideas on formats: 

PANEL 

Host a number of subject 

matter experts who 

tackle a specific topic.

SINGLE PRESENTER 

One person presents the 

content via a slide deck.

DUAL PRESENTERS 

Same concept but 

with two speakers.

INTERVIEW 

The host can interview 

a subject matter expert 

or guest speaker.

Q&A 

This format, in which an expert or panel of experts answers questions, may ensure a more 

engaged audience. Some of these questions can be put together by the organizer while new 

questions are posed to the panel via the event presentation platform. If you run out of time 

before you can answer all the questions, you can do follow up via email. 

PRODUCT DEMO 

This presentation is a bit different, as it assumes  

the audience is further down the sales funnel or 

customer journey. Product demos can be very  

effective in converting the audience into a customer.

As you plan your format, consider also the length of 

the event. That’s because length and format go hand 

in hand. Thirty minutes is a popular length and if you 

plan to have a longer event, you’ve got to have a very 

compelling reason and ways to keep your audience 

engaged throughout. The longer the event, the greater risk 

of audience drop-off. 

In addition, you’ll want to consider your 

medium, ranging from PowerPoint to video 

(single presenter) and multiple videos (multiple 

presenters). There are many platforms to  

choose from, and it will take some time finding 

the one that meets your needs and is within 

your budget.  

You might be tempted to choose a free platform 

or app—and there are many proliferating today. 

But a free app just won’t cut it when your 

entire reputation is on the line. We strongly 

recommend using a secure, professional 

platform. For example, Connect.ID Virtual Event 

Platform is a packaged, scalable, and secure 

solution to support virtual events. The solution 

can be configured in as little as two weeks. The 

Connect.ID Virtual Events Platform is part of 

Investis Digital Live, our in-house Webcasting, 

5–7 minutes 
introduce the topic and 
the speakers/format

10–15 minutes 
questions, 

next steps and 
calls-to-action

38–45 minutes 
the presentation

A 60-MINUTE WEBINAR OR LIVE EVENT SAMPLE
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Webinars, and Live events service. We support more than 750 

global events a year through a team of dedicated professionals and 

our proprietary technology solutions. To learn more about Investis 

Digital Live and Connect.ID Virtual Events Platform, check out our 

website. Whatever you do, the bottom line with platforms is this: 

you get what you pay for. Try to run an event on the cheap with 

a free platform, and you incur multiple risks ranging from service 

interruption to security breaches. Choose carefully and wisely.

Should you go with a prerecorded format?  
We’ve done both live and prerecorded virtual events. Your overall 

goals and the technology you are using will help you decide which 

type to present. 

There is also a hybrid format, where you prerecord and then have 

the speaker/presenter on the live portion of the event to answer 

questions and close the event with next steps and action items. 

Prerecording your event allows you to edit and add interactive 

elements to the video. The other advantage of prerecording is you  

can make the event available almost immediately after the live event.

4| Plan Your Date and Time
It sounds like an elemental question: when to hold 

your event. But planning the date and time requires 

careful consideration. For instance, you need to 

research a date that does not interfere with other 

industry events, holidays. And naturally you want to 

choose a time when you’ll attract the most number of 

people—but what time of day works best? 

The general consensus is that mid-week is the best 

time to schedule a virtual event with Thursdays having 

the highest number of attendees. And, 11:00 a.m. is the 

best start time. Source: blog.gotomeeting.com/7-webinar-scheduling-secrets/
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Recommended best practices 
prior to your event 

1. Practice. Make sure your 
speakers are practicing their 
presentations to ensure they 
come off professionally and 
that they hit their allotted 
timing. 

2. Communicate. Make sure to 
meet with your speakers at 
least a week before the live 
event. You’ll need to test the 
platform to ensure there is no 
latency for video or voice and 
to make sure your speakers 
know how to operate all the 
platform functions. 

3. Do a dry run. Run through 
your event as if it’s the real 
thing. This allows you to 
test the platform, make sure 
everything is working and that 
the timing is spot on. Make 
sure you record this, as it 
may be the recording that you 
upload for live-streaming. 

https://www.investisdigital.com/services/webinars-and-webcasts
https://www.investisdigital.com/services/webinars-and-webcasts


At Investis Digital, we typically complement advertising 

with blog posts that teases the audience with 

information they’re going to get at the webinar itself, 

as we have done in this example on our blog. We have 

also created longer-form content that digs into a topic 

in more details, as with this example.  

Finally, don’t forget to enlist the support of your most 

powerful resource: your own people. Employees can 

be incredible brand ambassadors, and more often 

than not, they are happy to like and share a link to an 

upcoming webcast if you ask them to do so.

Even with your best attempts, only about 35-40% of 

registrants will attend your webinar. This registrations-

to-attendees stat is consistent and is referenced 

across many sources. If your event attendees are 

falling below this number, there is something wrong. 

You can check your analytics to see when your  

target audience is online and engaged with your 

website. Find days and times where you have the 

most engagement. You can also send out surveys  

and polls to get feedback on best times. The trouble 

with surveys and polls is everyone has a “best” time, 

so don’t leave it open-ended. Give specific times  

and dates and schedule the one that is at the top  

of the list. 

All that said, you can’t always find the best time 
to do a virtual event—so make sure you record the 
event for those who can’t make. They can stream 
the recorded version.

5| Promote Your Event
You have your event planned and scheduled. Now 

it’s time to build awareness for it with a combination 

of paid and organic content. Your approach should 

maximize the palette of digital tools available, 

including search, social media, and blog posts. 

Running ads in search and social media can boost the 

number of participants. Use your first-party data to 

define your audience and then use that information 

to find look-a-like audiences to target. You can target 

those with the greatest potential to sign up. Using this 

focused approach will help you save on advertising 

costs and will also increase your conversion rates. 

Schedule ads and emails far enough in advance so 

potential participants can lock in the time and date.  

If your sign-up window is too short, your audience may 

already have committed their time to something else. 
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6| Plan Your Lead Nurturing Approach
In the first section, we discussed your “why,” “who,” and “what.” We recommended defining 

specific goals such as attracting qualified leads. Now you need a plan to attract those leads. 

We recommend building a lead nurturing approach through email as follows:

1. Lead nurture pre-event
Email is the most cost-efficient channel to use for 

garnering registrations and the most preferred channel by 

your potential participants.

When should you start promoting your event? According 

to Adobe, registrations tend to spike 2-3 weeks before an 

event. With most of us working from home right now, you 

may want to start even a bit sooner.

Craft your messaging based on your audience. You 

will want a different message to your current clients 

compared to your prospects.

You’ll need a workflow for registration and for reminders 

for those that have signed up. It’s a good practice to email 

the participants 24 hours and one hour before the start of 

your event.

Click here for a shortcut to writing your webinar invitation 

emails with example content. 

2. Lead nurture post-event
Organize your follow-up based on the audience’s 

overall interest. Start with those who stayed 

for the entire event. These will be your best 

prospects. Then, move to those that stayed for 

at least half of the event. These will be your 

warm prospects. Then, follow up with the rest. 

This group either picked the wrong event or they 

did not think your company could solve their 

problems. There still may be some opportunity 

in this group, but the first two will most likely be 

where you will make conversions.

Put these groups into workflows where you first 

thank them for participating and then continue 

your lead nurture. 

Click here for a shortcut to writing your  

webinar lead nurture follow up emails with 

example content. 
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https://chamaileon.io/resources/webinar-invitation-email/
https://www.business2community.com/email-marketing/how-to-create-a-smart-email-for-webinar-follow-up-templates-02311729


3. Landing pages 
Create a great title that lets the potential participant 

quickly know what the event is about. Follow that with 

one to two sentences that support your title. 

Then, make sure to create a great abstract. Explain 

what they will learn, what new skill will they begin to 

cultivate, and why this is so important.  

Also include bullet points of the main takeaways. 

Once you have that written, create a great landing 

page with that information. Include calls to action and 

form fills to register the participants. It will be difficult 

to promote your event without a landing page. This is 

a key element for conversions and sign ups. 

Steps to creating a great webinar 
registration landing page 
• Create a strong optimized title that closely aligns with 

your abstract. 

• As mentioned above, a strong subtitle adds context and 
enables the user to better understand if the webinar/
event is right for them. 

• Include a strong call to action. Tell the user what you 
want them to do next. 

• Create your body copy that completely explains what 
the attendee will see/hear and what they learn. Use 
short and concise paragraphs. Wordsmith your content 
to be brief. 

• Include photos and/or images to draw the user’s 

attention. 

To see 20 ideas for great webinar registration landing 

pages, click here. The graphic below is shown in the 

linked article.

7|  Showtime: Conduct 
Your Virtual Event 

Managing a virtual event can be a stressful experience. 

After all, it’s showtime! But nothing can compare to 

the excitement of showtime, either. We manage virtual 

events all the time for clients, and we always savor 

the moment when we kick off a webcast.  

One of your most important showtime considerations 

is your choice of an emcee or host. The emcee sets 

the tone and helps ensure a great flow, and they can 

help improve audience engagement. It can be an 

internal resource or a hired speaker. Make sure that 

whomever it is, they are confident speakers and that 

they can answer questions and react positively to any 

glitches or unexpected problems. 

Getting started 
The first few seconds of your event will determine 

if your attendees will keep watching or fade out to 

multi-tasking. The audience wants to know what to 

expect and what they will get out of trading their time 

to watch/listen. 

When the webcast moderator hands off the event 

to the speaker, they should not start with by sharing 

predictable information such as the biography of 

the host or first speaker. Instead, use those opening 

moments to build excitement. 
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https://instapage.com/blog/webinar-landing-page-examples


“Over the next 4 hours, I’m going to show you how to totally transform 

your digital marketing by aligning your efforts around the customer 

journey and building your owned audience. If you follow the process that I 

will cover, you will be able to grow your traffic and revenue exponentially.  

How do I know this to be true?  

The hundreds of clients that have followed our advice over the last 20 

years have proved it over and over again by their results. There are three 

things from today that you must do to get these amazing results: create 

a written strategy, grow your owned audience and implement the actions 

I will cover today. 

As so-and-so said, my name is… followed by a short bio. 

Now for a little house keeping…agenda, breaks etc.” 

Here is an example of how we start our half-day content marketing workshops. We 

give this kind of introduction and then move on to bios, agendas and housekeeping. 

It’s a strong claim that immediately grabs the audience’s attention. 

For more ideas on how 
to make a strong start, 
check out this post 
from Envato, Make an 
Impact - How to Start 
a Presentation Strong 
and End Powerfully.

How to keep engagement high
Unlike in-person events, participants in virtual events can 

disconnect at any time. The longer the event, the more 

important it is to include interactive elements like surveys, 

poll chats and the ability to ask questions. One of the best 

ways to keep your participants engaged is to make them 

part of your presentation. We have listed a number of 

engagement tools below. Carefully consider how you will 

use them during your event.

1. Surveys

A great way to better understand your audience is through 

surveys. Use surveys for post-presentation feedback. 

Ask your audience what they liked, didn’t like and how 

you can improve for the next live event. Post-

presentation surveys position your company as 

one that cares what the attendees think and 

how you will take the information and use it to 

improve your products and services.

Here are a number of survey tools that offer  
free and paid versions:

• Google Forms

• Survey Monkey

• Wufoo Forms

• Type Form

• Jot Forms
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https://business.tutsplus.com/tutorials/how-to-start-a-presentation-strong-and-end-powerfully--cms-27601
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https://www.google.com/forms/about/
https://www.surveymonkey.com/
https://www.wufoo.com/
https://www.typeform.com/
https://www.jotform.com/


Another awkward moment can come from an empty 

chat bot. Your attendees may think, “Am I the only 

one attending?” To keep this from happening, seed 

the chat with questions to the audience. You can 

also have your moderator continually engage with the 

audience through chat.

Remember, showtime is your time.  
Maximize the experience!

8| Manage the Post-
Event Experience
It’s a good idea to do a post-mortem on your event. 

What went well, and what could you have done 

better? Take time to document the entire process 

from start to finish. This will help you streamline your 

steps for the next event.

Measurement
You will want to analyze the data from your webinar to 

decide if it was a success or not. 

If done correctly, you will have gained a wealth of 

knowledge throughout the process. You’ll have a 

solid foundation of information from each registrant 

like name, email address, title, company-size and 

other information that you choose to require on the 

registration form. You’ll also get engagement data, 

polling information, survey answers, questions and 

chat information. The key here is to act on the data.

2. Polls

Polling also keeps your audience engaged. Use polls to 

gather quick stats. Plan your poll questions ahead of 

time and sprinkle them throughout your presentation. 

There is certainly a balance as to how many to use. 

You don’t want to break up the continuity of the 

presentation by asking too many.

Keep your polling questions simple. Don’t combine 

questions. Use one at a time. At a loss for what polling 

questions to use? Many of the webinar platforms have 

built in polling software.

Here is a list of 40 webinar polling questions. 
This is one example from the list:

What is your current role? (Multiple choice)

a) Marketing

b)  Business 
Development 

c) Accounting

d) Finance

e) IT

3. Chat

These apps allow for real-time questions and 

feedback. The downside to using chat is they can be 

distracting for a one-person presenter. If you are using 

this format, it’s a good idea to have the moderator 

receive and respond to the chat.

One thing that can happen is you could get an 

inappropriate or off-topic comment from the audience. 

Again, the moderator can typically handle this, and you 

can also push an answer or response to post webinar 

directly to the person that entered the comment.
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Record & Live Stream  

HOW TO PRODUCE SUCCESSFULLY

• Make sure you record your events. Medium.com reports that 28% of people 
who watch webinars do so after the registration was over. They also report 
that this number is growing.

• Upload and promote to registrants that did not attend as well as to those that 
you invited but did not register. Continue to promote as evergreen content.

https://blog.sli.do/30-icebreaker-questions-audience-live-polling/
https://medium.com/@BigMarker/12-webinar-statistics-you-need-to-know-b3e28b275abe


These are some of the data points you should be able 
to measure:

• Who registered with 
ancillary contact and 
business info

• Who attended

• Who registered but 
didn’t attend

• Leads that were sent 
registration info that 
didn’t register

• Overall webinar 
engagement score

• New opportunities

• Lead scoring based on 
time on event and other 
SQL criteria that you 
measure

• New revenue from 
registrations and 
attendees

• ROI on the event 

The longer the participant stays on the webinar, the 

more qualified they become. As mentioned before, 

start your lead nurture with the most engaged and 

work your way down through the list. Your sales team 

can use this data to personalize their outreach.

 Now turn those leads into customers!

Contact  
Investis Digital
Investis Digital is here to support your virtual events. 

With our Connected Content approach, we manage 

and host the entire online experience.

Contact us and request a demo today!
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About Investis 
Digital Live

The time is now to tap into the power of 

virtual events to tell your story effectively to 

your most valuable audiences with a single 

masterstroke. But you need a secure and 

scalable solution to do that. 

A free app just won’t cut it when your entire 

reputation is on the line. This is where Investis 

Digital Live can help you. 

Investis Digital Live is our in-house 

Webcasting, Webinars, and Live events 

service. We support more than 750 global 

events a year through a team of dedicated 

professionals and our proprietary technology 

solutions. We are the event experts. 

We know how to communicate your biggest 

news. To build meaningful connections. And 

to positively influence the people who matter 

most to your business. 

Contact Investis Digital Live to learn more. 

https://www.investisdigital.com/company/contact
https://www.investisdigital.com/services/webinars-and-webcasts
https://www.investisdigital.com/services/webinars-and-webcasts

