
[image: cover.eps]






[image: Title page image]

Webinars For Dummies®

Published by: John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030-5774, www.wiley.com

Copyright © 2014 by John Wiley & Sons, Inc., Hoboken, New Jersey

Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by any means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permitted under Sections 107 or 108 of the 1976 United States Copyright Act, without the prior written permission of the Publisher. Requests to the Publisher for permission should be addressed to the Permissions Department, John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201) 748-6011, fax (201) 748-6008, or online at http://www.wiley.com/go/permissions.

Trademarks: Wiley, For Dummies, the Dummies Man logo, Dummies.com, Making Everything Easier, and related trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc. and may not be used without written permission. All other trademarks are the property of their respective owners. John Wiley & Sons, Inc. is not associated with any product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND THE AUTHOR MAKE NO REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR COMPLETENESS OF THE CONTENTS OF THIS WORK AND SPECIFICALLY DISCLAIM ALL WARRANTIES, INCLUDING WITHOUT LIMITATION WARRANTIES OF FITNESS FOR A PARTICULAR PURPOSE. NO WARRANTY MAY BE CREATED OR EXTENDED BY SALES OR PROMOTIONAL MATERIALS. THE ADVICE AND STRATEGIES CONTAINED HEREIN MAY NOT BE SUITABLE FOR EVERY SITUATION. THIS WORK IS SOLD WITH THE UNDERSTANDING THAT THE PUBLISHER IS NOT ENGAGED IN RENDERING LEGAL, ACCOUNTING, OR OTHER PROFESSIONAL SERVICES. IF PROFESSIONAL ASSISTANCE IS REQUIRED, THE SERVICES OF A COMPETENT PROFESSIONAL PERSON SHOULD BE SOUGHT. NEITHER THE PUBLISHER NOR THE AUTHOR SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM. THE FACT THAT AN ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS WORK AS A CITATION AND/OR A POTENTIAL SOURCE OF FURTHER INFORMATION DOES NOT MEAN THAT THE AUTHOR OR THE PUBLISHER ENDORSES THE INFORMATION THE ORGANIZATION OR WEBSITE MAY PROVIDE OR RECOMMENDATIONS IT MAY MAKE. FURTHER, READERS SHOULD BE AWARE THAT INTERNET WEBSITES LISTED IN THIS WORK MAY HAVE CHANGED OR DISAPPEARED BETWEEN WHEN THIS WORK WAS WRITTEN AND WHEN IT IS READ.

For general information on our other products and services, please contact our Customer Care Department within the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002. For technical support, please visit www.wiley.com/techsupport.

Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some material included with standard print versions of this book may not be included in e-books or in print-on-demand. If this book refers to media such as a CD or DVD that is not included in the version you purchased, you may download this material at http://booksupport.wiley.com. For more information about Wiley products, visit www.wiley.com.

Library of Congress Control Number: 2013957975

ISBN 978-1-118-88572-7 (pbk); ISBN ePub 978-1-118-88551-2 (ebk); ISBN 978-1-118-88567-3 (ebk)

Manufactured in the United States of America

10 9 8 7 6 5 4 3 2 1







Webinars For Dummies

Visit www.dummies.com/cheatsheet/webinars to view this book's cheat sheet.


	Table of Contents

	Introduction

	About This Book

	Foolish Assumptions

	Newbies

	Business managers

	Presenters

	Producers





	How This Book Is Organized

	Part I: Getting Started with Webinars

	Part II: Preparing an Effective Webinar

	Part III: The Day of the Show

	Part IV: Beyond the Webinar

	Part V: The Part of Tens





	Icons Used in This Book

	Beyond the Book

	Where to Go from Here





	Part I: Getting Started with Webinars

	Chapter 1: Webinars with Maximum Impact

	Getting a Handle on Webinars

	What a webinar is

	What a webinar isn’t





	Why Do Webinars Work?

	Save on expenses

	Provide two-way communication

	Ideal for global mobile audiences

	Can be live or later





	Understanding the Tools of a Webinar

	Computer

	Software

	Video

	High-speed Internet

	Going mobile with some cool devices





	Getting to Know the People in Your Webinar

	Presenter

	Producer

	Director

	Writer

	Stage manager

	Technical director

	Audience supervisor

	You wearing all the hats





	Gauging Effective Uses for a Webinar

	Employee meetings

	Training sessions

	Marketing

	Talent development









	Chapter 2: Planning Your Webinar

	Setting a Goal for Your Webinar

	Picking Your Poison . . . er, Format

	Single speaker

	Interview style

	Moderated panel

	Real-time audience data





	Selecting the Talent

	Moderator

	Presenter

	Guest speaker





	Structuring the Webinar

	Gauging the size of your audience

	Determining the proper length

	Deciding how much is too much

	Creating an agenda

	Having all your content ready

	Making sure time is properly allocated









	Chapter 3: Putting Together a Webinar Team

	Getting to Know the People in Your Webinar

	The producer

	The moderator

	The presenter

	The director

	The tech team

	The promoter





	Getting to Know Your Audience

	Partners

	Customers





	Understanding the Types of Audiences









	Part II: Preparing an Effective Webinar

	Chapter 4: Choosing a Platform

	Deciding Between Self-Service and Full-Service

	Exploring self-service

	Going full-service

	Keeping technology out of the way

	Managing interaction between the roles

	Evaluating your needs for a partner





	Shopping Around

	Determining what service is right for your needs

	Deciding what you need from a provider

	Assessing broadcast/webcast capability

	Getting day-of-webinar support

	Getting audience support





	Selecting the Right Kind of Service

	Free

	On a budget

	No limits

	Somewhere in the middle









	Chapter 5: Planning Your Material

	Putting It on the Page and on the Stage

	Building an outline

	Writing a title slide

	Choosing content that matters

	Identifying main points

	Evaluating the level of detail

	Comparing your content to your end goal





	Creating an Effective Flow

	Interactivity





	Developing Different Outline Styles for Different Webinars

	Single speaker

	Interview-style

	Moderated panel

	Interactive





	Going from Outline to Script

	Deciding whether you need a formal script

	Turning bullet points into words





	Managing Time

	Accurate scheduling

	A realistic agenda

	Speaker direction









	Chapter 6: Making Your Point with PowerPoint

	Understanding the Effectiveness of Graphics

	Discovering PowerPoint Essentials

	Know the lay of the land

	Change the view

	Make your slides

	Decide on a layout

	Take advantage of speaker notes

	Use a remote





	Composing Slides

	Keep design simple and consistent

	Write your own text

	Give your slides a visual theme

	Prioritize keywords over sentences

	Bullet your points





	Using Images

	Add a photo to a slide

	Make sure you have the photos on your computer

	Crop your picture in PowerPoint

	Keep single pictures to each slide

	Show more photos than text slides






























Lesen Sie weiter in der vollständigen Ausgabe!
                       
Lesen Sie weiter in der vollständigen Ausgabe!
   
Lesen Sie weiter in der vollständigen Ausgabe!
                                                
Lesen Sie weiter in der vollständigen Ausgabe!
                                 
Lesen Sie weiter in der vollständigen Ausgabe!
                        
Lesen Sie weiter in der vollständigen Ausgabe!
   
Lesen Sie weiter in der vollständigen Ausgabe!
                             
Lesen Sie weiter in der vollständigen Ausgabe!
                                     
Lesen Sie weiter in der vollständigen Ausgabe!
                                        
Lesen Sie weiter in der vollständigen Ausgabe!
             
Lesen Sie weiter in der vollständigen Ausgabe!
            
Lesen Sie weiter in der vollständigen Ausgabe!
                         
Lesen Sie weiter in der vollständigen Ausgabe!
   
Lesen Sie weiter in der vollständigen Ausgabe!
         
Lesen Sie weiter in der vollständigen Ausgabe!
          
Lesen Sie weiter in der vollständigen Ausgabe!
                 
Lesen Sie weiter in der vollständigen Ausgabe!
   
Lesen Sie weiter in der vollständigen Ausgabe!
          
Lesen Sie weiter in der vollständigen Ausgabe!
             
Lesen Sie weiter in der vollständigen Ausgabe!
           
Lesen Sie weiter in der vollständigen Ausgabe!
   
Lesen Sie weiter in der vollständigen Ausgabe!
        
Lesen Sie weiter in der vollständigen Ausgabe!
          
Lesen Sie weiter in der vollständigen Ausgabe!
   
Lesen Sie weiter in der vollständigen Ausgabe!
Lesen Sie weiter in der vollständigen Ausgabe!
Lesen Sie weiter in der vollständigen Ausgabe!
