Web Meeting Checklist

This guide will help you prepare your recorded web seminar and live meeting.

Taking the time now to get started the right way will have long-term benefits for your business.
Please also remember we offer free live assistance through any of these steps.

Advise Guests

After your Guests have logged in:

____Advise them to turn off all other programs.

____Advise that a shared or wireless Internet connection can cause audio break-up or disconnection.
____Uncheck Text Rights and instruct Guests they can type their questions at the end of the presentation.
Practice Presentation

Practice your entire presentation a minimum of 5 to 7 times. Use the full screen and audio recording feature to
record one of your practice sessions to serve as a fail-safe or a back-up in the event there are unforeseen problems.

Screen Resolution

____When creating a recorded presentation set your screen resolution to 1024 by 768 pixels.
This is the most common minimal screen setting.

Recommended Recording Format
___Use the EXE recording option because it embeds the free player inside the file.
Prepare Two Custom Images

____ These images are displayed at the start and end of your presentation. Dimensions should be approximately 1000
pixels wide by 700 pixels in height. When you stop recording, you have the option of selecting these images to customize
your presentation.

Determine the URL Redirect

____Write the URL in the space below so that when you stop recording, you won't forget it.






