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20 BEST PRACTICES FOR
ROCKIN' WEBINARS

OUR BEST TIPS FROM 12+ YEARS OF HOSTING
ONLINE TRAINING EVENTS



Introduction
We've been hosting webinars since 2008 ... and have had a
blast with them as we’ve used them to build our business,
connect with customers and improve our communication
skills along the way. 
 
We believe webinars can be useful for your business, too,
so we wanted to create a guide that helps knock down
some of the "barriers" to hosting your first webinar—from
apprehension about no one showing up, to what tools you
should use, to managing expectations and maximizing the
time.
 
Here are some of the benefits of doing webinars for your
business or organization:
 
1. Become a trusted guide. Teaching is better marketing.
Sharing your experience, skills and expertise with your
audience means they look to you as trusted guides and
experts.
 
2. Connect on a more personal level. Because we sell
products online, we don't always get to "talk" with our
customers as much as we'd like. Having regular webinars
has allowed our community to ask questions and hear us
talk. It made us "human" and not just a website without
any faces behind it.
 
 



3. Reach a worldwide audience. Webinars are cheaper
than traveling and JUST as effective. As you know, travel
is extremely expensive and hosting a webinar allows you
to reach a global audience. Letting customers stay in the
comfort of their own home or office while you present a
subject to them or show them a walkthrough of your
products via screen sharing solves the problem of
distance.
 
4. Fill a training void. If there's a lack of good, quality and
affordable training in your niche, you can offer
outstanding opportunities for your prospects and
customers to learn from YOU, the expert.
 
5. Work smarter, not harder. You're probably already
getting the same questions again and again from your
customers. Produce the answer as a webinar, record it,
multipurpose it into a blog post or ebook, and give to
clients. Now you've multiplied your time and impact.
 
6. Improve your presentation skills. Doing webinars
makes you a better presenter in-person and online. It
forces you to think about your subject, organize your
thoughts and then communicate it effectively to your
audience.
 



Webinars can be used in many different ways (like for online
team meetings and one-on-one sales pitches), but primarily
they are used to share your computer screen with your
participants. 
Participants sign up for your webinar just like they would at
an in-person workshop, allowing you to track important
information about your registrants. 
Participants use their computer speakers or call in to a
special phone to hear your presentation and log on to your
webinar with software to see your presentation.

The definition of a webinar is fairly simple and straightforward.
 
 
 
The words web (how a webinar is delivered) and seminar (a
presentation) were combined to produce the word webinar.
 
A webinar is presented similar to how you would deliver a topic
in-person through a workshop or seminar, only it is broadcast
online through a computer and the internet using an
online service like GoToWebinar.
 

 
So with all this in mind, let’s get into some of the best practices
for creating rockin’ webinars we’ve found in our time doing
them!

What is s Webinar, Anyway?

A webinar is simply an online seminar or presentation.



1. Stop Procrastinating Already!
The hardest thing about webinars is actually scheduling and
doing them. So go schedule your first webinar TODAY!
 
What we mean to say is ... your first webinar will be your
hardest. You’ll procrastinate about it. You’ll be hesitant.
Trying something new is always scary!
 
So here’s our first best practice for webinars: 
 
Schedule your first one today.
 
Yes, today, don’t wait. Do it now. 
 
Go signup for your webinar software of choice and 
JUST DO IT ALREADY.



2. Remember Time Zones
Remember that one of the huge benefits of doing webinars is
that your prospects and customers can join in anywhere in
the world (as long as they have a computer and Internet
connection).
 
What that means, though, is ... time zone mania.
 
We’ve found that most people are not used to converting
time zones. (And by the way, some may not even know what
time zone they are in!)
 
So it's helpful if you schedule ALL of your webinars in YOUR
time zone (unless of course the majority of your customers
are grouped in one area and you, for some odd reason, are
based in another one, and not many are in your local time
zone).
 
On webinar registration pages, GoToWebinar now has a
“Show in my time zone” link that will convert the time for your
guests. 
 
Just be sure to make it easy for your attendees to find out
when your webinar starts ... in their time zone.

https://www.gotomeeting.com/webinar


3. Do a Test Run
Practice makes perfect.
 
Schedule a webinar BEFORE your first webinar and test it
out. Make sure you’re familiar.
 
Have someone login with you who is not in your home or
office.
 
This is for the crickets only ... and for the butterflies in your
stomach.



4. Test Audio and Video One
Hour In Advance
For your first webinar, be sure to start your webinar
broadcast well before the actual broadcast begins in
order to test your audio and video. 
 
We usually suggest a minimum of 30 minutes in advance
but, to be safe, one hour is even better. It’s OK to let the
broadcast start beforehand but please note some people
will show up early.
 
To test your audio and video, ask someone to log on
remotely and confirm (whether through chat or text) that
they can hear you and see your screen. This gives you
time to scramble if something goes wrong.
 
ALWAYS start the broadcast 15 minutes before it begins
and start welcoming people to the broadcast as they
join.



5. Have a Backup Plan

Backup your presentation to another computer and
save it in multiple places online (Google Drive, Dropbox,
etc.)
Plugin your laptop to a GOOD power source. Be ready if
the power goes out (Mother Nature has tested us
before!)
Have a backup recording plan (We can’t tell you how
many times a recording has failed for some reason).
Have your cell phone ready to call into the webinar if
your internet audio fails.

Prepare for the worst. Something will likely go wrong.
 
Have a backup plan for everything, including:
 



6. Have Good Internet or Die
Seriously. Webinars are done over the web and take
up a LOT of bandwidth. 
 
So if you don’t have a good, fast internet connection,
upgrade your plan or find somewhere else to be
when you host your webinar, ESPECIALLY if you’re
using your computer audio.



7. Do a Countdown to Launch

Whenever you start your webinar broadcast, people will
start showing up. Like any computer user, some will
freak out and wonder if it’s working and could sign off
before you ever get started.
 
We highly suggest you use a verbal countdown. Every
couple of minutes (and as you see people signing on),
unmute your mic and give them a countdown, saying
something like:
 
“Hey everybody, welcome to [webinar title], my name is
[your name], [title of whatever company]. We will start
the official webinar at [time] in [whatever time zone
you’re in]. The current time is [local time]. So we’ll start
in [XX minutes]. Thank you!”



8. Always, Always Start on Time

If your registration time says 11 a.m., then start at 11 a.m.
SHARP. Don’t doddle. Don’t laugh and joke around.
 
You want your participants to realize that their time is
valuable to you. You may only have one shot to make a good
impression, so always start on time!



9. Offer a Group Chat

The webinar becomes more interactive. A chat allows
participants to ask questions in real-time which can be
helpful if you need to clarify a point. Chances are, if one
person asks a question, a few others are wondering the
same thing.
Participants help other participants. Often, you are
presenting and can’t immediately answer a question, or
you might not want to interrupt the flow of your
presentation. Other attendees often jump in to help
answer questions.
Social proof. You want your participants to see other
people chatting and participating in the webinar ... it’s like
restaurants ... do you want to go to the one with a TON of
people, or the one with no people?
You can review the chat log later. We've found that a lot
of ideas for refining our presentations come from these
group chats. Having them to review later means we can
improve our webinar product and get ideas from those
who participate.

Offering group chat during the webinar is great for a number
of reasons, including:
 

 
Although GoToWebinar and other services offer chat and
question functions, they are usually terrible. We use and
recommend CBox for group chats. Their plans are affordable
(read VERY cheap) and offer good, private group chats you
can embed on any web page.
 

https://www.gotomeeting.com/webinar
https://www.cbox.ws/


Set expectations during the beginning of the webinar for
questions asked in the group chat. If you don't think you
can keep up with the chat and present at the same time,
ask participants to go ahead and ask questions and you
will answer them at the end of the webinar.
Mention the chat URL at the beginning of the webinar
and a few more times throughout. Since we recommend
using a separate chat service, your chat URL will be in a
different location (ours is iThemes.com/chat), so let people
know where to go to ask questions.
Utilize a webinar assistant (more on this on the next
page). Have someone else present in the chat to help field
questions and moderate chats that may need to be
deleted.
Post a quick disclaimer below the chat box about
appropriate use of the group chat. You can decide your
own guidelines, but it's a good idea to confront any
problematic chats before they happen (we've learned this
the hard way, so trust us). Our standard webinar chat
disclaimer says this:

Here are a few more tips about offering a webinar chat:
 

 
"By participating in this chat, you also agree to our iThemes
community guidelines: no spam, no disguised links, no profanity, no
insults. Please don't use this chat to promote your own business or
services, and please limit sharing personal information (i.e. email
addresses). This chat is moderated and we reserve the right to delete
chats that don't respect our guidelines. Please keep discussion
around the webinar content and thanks for joining us!"

https://ithemes.com/chat


10. Have a Webinar Assistant

Hosting a webinar can be overwhelming. After all, to host
webinars, you use software. And these pieces of software
can sometimes be like flying a helicopter (tons of levers and
switches and blinking lights).
 
You want to be sure your audio is good, your video is
showing and that you know how to run the webinar software
... oh, and then, you need to actually do a good job with your
presentation!
 
So we suggest you recruit or hire a webinar assistant to help
you run the show and make sure everything is going to plan. 
 
This person can field the webinar chat to help answer
questions on your behalf, and can also be a back-channel if
something goes wrong during the webinar.  



11. Use a Quality Microphone.

Blue Snowball. A great portable mic for laptops
Blue Yeti. A big, stable microphone (most of the iThemes
team uses this one!
Rode Podcaster or Rode Video Micro Plus - If you want to
go cheap
Apogee HypeMic Plus - A more high-end option

If you’re using the built-in computer audio options, make sure
you have a quality microphone for your webinar. The last
thing you want is for people to show up and have a hard time
hearing you.
 
We suggest the Blue Mics lineup of quality microphones:
 

https://www.bluedesigns.com/
https://www.bluedesigns.com/products/snowball/
https://www.bluedesigns.com/products/yeti/
http://www.rode.com/microphones/procaster
http://www.rode.com/microphones/videomicro
https://apogeedigital.com/products/hypemic


12. Stick Around for Questions.

Although you want to start and end on time with your
scheduled and posted webinar times, if people are hanging
around and still asking questions, find time to answer them.
 
Think about it .... your customers and prospects are taking
precious time out of their day to listen and watch through
your entire presentation and then sticking around to ask more
questions!
 
That’s a captive audience. Make the most of that time and
the questions asked to improve what you’re doing and sell
your products and services.
 
Tip: Don't schedule anything important 30 minutes to 1 hour
before and after your webinar. 



13. Record and Post the Video
Those Who Canʼt Make It.

Without fail, every time we have ever announced a webinar,
someone has emailed and asked if there will be a recording.
 
Not everyone can make the exact day and time you’ve
scheduled your webinar, so make sure you are going to
record it and make it available for them later.
 
To do so, use a screen recording software such as Camtasia
or ScreenFlow. GoToWebinar now supports video recordings
of webinars. Take the video recording, upload it to Vimeo or
YouTube, and email it to your webinar registrants. 

https://www.gotomeeting.com/webinar
https://www.techsmith.com/video-editor.html
https://www.telestream.net/screenflow/
https://vimeo.com
https://youtube.com


14. Expect Less Than Half to
Actually Show Up.

Since we’ve been doing webinars, we’ve found that
typically less than half of people who registered for the
webinar actually show up to watch and participant in
them.
 
But don’t be discouraged if no one shows up at all or only
5% of registrants. (Read on if you need a pep talk about
the woes of webinar attendance.)
 
Do the webinar anyway and record and post it on your
blog or website. You’ve already spent time preparing for
it, so why waste it?
 
 
 
 
 



15. Collect Email Addresses On
Your Webinar Registration Form.

Some livestream services don't actually offer registration
forms. But webinar registration is actually an important way
to capture leads, find out more about your attendees and
communicate with them before and after the event.
 
That's why it's a good idea to collect email addresses on your
webinar registration form. 
 
Note: Participants will need to know you plan on emailing
them before the webinar (to remind them of the webinar
time) and after (to provide the video replay link, so be sure
you get the proper permission. 



16. Send Reminder and 
Follow-up Emails.

We've found that you can increase your webinar
attendance simply by sending reminder emails the
week, day or even hour before the webinar begins.
Some webinar tools will automate these emails for you,
but be sure to look over the emails and personalize
them for your audience and webinar.
 
After the webinar is over, be sure to follow up with both
attendees and no-shows with an email that includes
the webinar video replay. You can also include a survey
about the webinar, asking how you did. This email can
also include a reminder about a special discount or
offer promoted only to webinar attendees as a thanks
for coming.
 
If you have the proper permission, you can then add
these emails to your regular email series or newsletter
list to make sure webinar attendees know about more
upcoming webinars. 



17. Have a Limited-Time
Offer/Sale/Discount Ready for
Your Webinar.

Another successful technique we've discovered is offering a
sale, discount or promotion at the end of the webinar ... one
that expires the same night or next day after the webinar. 
 
So many times, if you are demoing a new product or feature,
customers will be excited to buy or upgrade, so make it easy
for them.
 
Just be careful about "hard sells" or "infomercials" ... you can
tease the promotion or sale at the beginning of the webinar
and then share the full details at the end. Most people don't
want a hard sales pitch that takes up the first few minutes of
a webinar (trust us, you WILL lose people), so jump right into
your helpful content and then share your offer at the end.
 
Be sure to include a reminder about your sale/discount/offer
in the follow-up email you send your webinar attendees!
 
 
 



18. Plan to Make Your
Presentation Slides Available.

In addition to the webinar replay video, make your
presentation slides available for download. 
 
Save them as a PDF and add them to Google Drive. Share the
link to the file with your attendees (chances are, they will ask
for your slides, so know this in advance!)



19. Deliver the Gold, then Dump
More of It On Them.

Doing so establishes you as an expert.
It tells the audience they have invested their time wisely.
It sells whatever you are doing.

Often, people are scared to give away their prime and
valuable content in presentations. But that’s the opposite
view of presenting good webinars. You WANT to give away
the GOLD in your webinars!
 

 
So deliver the gold ... then deliver it again and again.
Under promise, and over-deliver. It’s a good formula for
effective webinars.



20. Be Passionate.
OK, this really should be THE # 1 Best Practice for all
webinars ...
 
Enthusiasm is contagious. If you’re pumped about what
you’re talking about, people will pick up on it and get excited
too.
 
We've seen otherwise terrible presentations go extremely
well, simply because the presenter was passionate and
excited about their subject.
 
Now ... We don’t mean that you should be disingenuous
about it. ALWAYS, ALWAYS be authentic and genuine in
your passion.
 
And if you’re authentically passionate, it doesn’t matter if
your screen goes blank, or your slides freeze and fail
miserably, or a train is passing by your office window
... people will usually like what you offer (or give you a pass
on what goes wrong).
 
Charles Wesley had a great quote about passion
(paraphrased a bit):
 
“Light yourself on fire and people will come watch you burn.”
 
Be passionate about what you’re doing and presenting ... and
people will come (and return) to watch the show!



But What If No One Shows Up?

Don't get discouraged. It is so disheartening when no one
attends your webinar. We know, it has happened to us!
DO THE PRESENTATION ANYWAY. Act like you are
presenting to the group of people that you thought would
be there. You can use your recording later. No one but you
knows how many people heard it live.
Use the recording to get people to attend your next
webinar. Post it on your blog, tweet it out and then email it
to your list. It will be a perfect way to showcase your
expertise and show everyone why they should be in your
next webinar.

So you have planned your webinar, created your
presentation, emailed your list and rehearsed your
presentation. You are 100% ready to share with the world
your knowledge and expertise.
 
What happens? Your worst nightmare.
 
No one shows up. What do you do?
 
Here are 3 things to do:
 

 
If you follow these steps your future webinars will likely have
more attendees. Remember, there is no such thing as an
overnight success.
 
 
 
 

AH, THE WOES OF WEBINAR ATTENDANCE



3 Bonus Tips to Remember During
Your Webinar Presentation

Speak loudly. Don’t make your listeners adjust their
volume. No attendee should have to stop the presentation
to ask you to speak louder. So ensure that your audio is
clear and loud and you’re speaking with a strong voice.
Go SLOWLY. Do not run quickly through your slides. Some
people are listening to you, others are reading, some are
doing both. Make sure attendees have ample time to see
and read your slides. This also means if you’re showing
something on your screen (like a software overview), you
need to slow down your mouse movements around the
screen. Think slow-motion mouse movements!
Show gratitude. Make sure to thank your attendees for
taking time out of their day to listen to your presentation.
There is nothing worse than a presenter making you feel
like you should be grateful that they are taking time out of
their day to present to you. It is the other way around!

We are all guilty of focusing on the pre-presentation process:
getting our topic, making slides and then worrying about
marketing and polishing the delivery. BUT there are a few
things to keep in mind when doing your presentation.
 

 
Do not get too caught up in your preparation to forget these
simple tips for your webinar. They may be small, but they are
essential for hosting a successful webinar.



Our Recommended Tools &
Resources for Running Webinars

BOOKS DESCRIPTION

Content Rules by Ann Handley
and C.C. Chapman

This is still THE definitive guide to content
marketing. See the chapter on webinars
specifically, but the whole book is worth 100
times its weight in gold.

WEBINAR SOFTWARE DESCRIPTION

GoToWebinar We love, use and recommend GoToWebinar to
host webinars. Their feature set is exactly what
we need to promote and run webinars.

Zoom Usually for smaller video conference calls, Zoom
allows both the host and participants to join via
video. Now there's an add-on for webinars
(100+ people).

YouTube Live YouTube's live-streaming service can be used
for webinars with the benefit of being available
on YouTube.

VIDEO HOSTING DESCRIPTION

Vimeo, YouTube or Wistia Video hosting isn't always cheap, but check out
these quality sources to post your video replays.

https://www.gotomeeting.com/webinar
https://contentrulesbook.com
https://zoom.us
https://youtube.com
https://vimeo.com
https://youtube.com
https://wistia.com/


SCREEN RECORDING 
SOFTWARE

DESCRIPTION

Camtasia PC or Mac

MICROPHONES DESCRIPTION

Yeti One of the most reliable, easy-to-use mics with
quality sound. Our go-to mic for the iThemes
team.

Rode Podcaster Pro USB or
Rode Video Micro Plus

A favorite mic if you want to go cheap ... or even
cheaper. 

GROUP CHAT DESCRIPTION

cbox.ws or Chatroll Embeddable live chat for webinars

ScreenFlow Mac

Mailchimp or Sendinblue Send email before and after your webinar and 
build email newsletter lists.

EMAIL  SERVICES DESCRIPTION

Apogee HypeMic Plus A high-end option if you have the budget.

https://www.cbox.ws/
https://www.techsmith.com/store/camtasia
https://www.telestream.net/screenflow/
https://www.bluedesigns.com/products/yeti/
http://www.rode.com/microphones/podcaster
http://www.rode.com/microphones/videomicro
https://apogeedigital.com/products/hypemic
https://chatroll.com/
https://mailchimp.com
https://www.sendinblue.com/


Tips For Recording Your Webinar

There are a number of different programs you can use to record your
webinars. We recommend Camtasia and ScreenFlow. Both programs
run on Mac; Camtasia also works on PC. Recording in these programs
is very similar and simple. You can edit your footage in both as well.
Obviously, audio is going to be an important aspect of your recording.
In both Camtasia and ScreenFlow, you can select how the audio is
recorded. You can use the Built-in Input or you can use a program like
Soundflower (Mac only). By selecting Built-in Input or Soundflower,
you’ll only be recording the sound coming from your computer. This
means if there is a noisy game of foosball happening down the hall, it
won’t be heard on the recording. If you are the presenter, however,
you’ll select Built-in Microphone or the name of the external
microphone you are using (such as the Yeti Microphone). You’ll need to
select the same audio in GoToWebinar as you select in your recording
software, whether it’s Built-in Output (input in the recording program,
output in GoToWebinar), Soundflower or the external microphone you
are using.
When it comes to editing, we prefer to use ScreenFlow or iMovie (Mac
only), just because the user interfaces seems easier to use. Camtasia
offers more advanced editing options.
These programs allow you to export directly to different video hosting
platforms, such as YouTube and Vimeo (ScreenFlow and iMovie only).
Being able to do this isn’t a must for your recording software, but it
does eliminate a step for you in the posting process. By default,
Camtasia exports as a .mp4 while ScreenFlow and iMovie export as
.mov files. Both file types are accepted by YouTube and Vimeo.

Recording your webinar can be a challenge, so we wanted to share some
tips on how we've refined our process for maximum performance.
Recording your webinars is a simple but often daunting process at first,
but one that will pay off greatly for you and your users!
 

https://rogueamoeba.com/freebies/soundflower/
https://www.techsmith.com/store/camtasia
https://www.techsmith.com/video-editor.html
https://www.apple.com/imovie/
https://youtube.com
https://vimeo.com


Create a test recording. When recording a webinar, we highly
recommend that you create test recordings before the start of the
webinar, multiple tests. Typically our process for recording starts at
least 30 minutes prior to the start of the webinar. Create a test
recording while either playing music or a video on YouTube just to
make sure that you are picking up both the audio and the visual.
Create a second test recording. Once the presenter starts their verbal
countdown for the users (hopefully about 15 minutes prior to the start),
record at least one of those to ensure, again, that you're picking up
both the audio and visual, this time from GoToWebinar.
Begin recording early. Begin the actual recording at least 5 minutes
prior to the start of the webinar. This way, if you are presenting, you
don’t have to worry about starting on time and starting the recording
all at once. If you aren't the presenter, you don’t want to miss anything
if they begin the presentation before you've started the recording.

Don’t be afraid to edit. Obviously if you start the recording 5 minutes
before the actual webinar, you are going to want to edit this off. No
one is going to sit through 5 minutes of dead air in hopes that the
presentation is worth the wait. But it also doesn’t hurt to cut out any
dead air you may have within the presentation.
Make sure you have adequate storage space available on your
computer! This is something we've learned (the hard way) doing
webinars. Recordings can be exceptionally large files. The last thing
you want is for your recording to stop 20 minutes into the webinar
because you run out of space for the recording. You then have to
scramble to delete old files and restart your recording. This also adds a
lot to your editing process. This is bad enough as the webinar
assistant. You can just forget about it as the presenter ... the show
must go on!

The actual recording process is simple and should include the following
steps:
 

 
There are a couple of other things you should keep in mind, too.
 



Wrapping Up: Webinars, 
You Can Do It!

We hope this guide has been helpful for getting inspired to host
your first webinar. With these best practices, you can learn from
our mistakes and glean from what we've learned in the 12+ years
of hosting webinars at iThemes. 
 
We'd love to hear how your webinar goes ... so tweet us
@iThemes, share with us on Facebook or send us an email if this
ebook has been useful. 
 
Now get to scheduling your first webinar. Your customers are
waiting!

https://twitter.com/ithemes
https://facebook.com/ithemes
https://ithemes.com/contact


Learn & Grow with the WordPress Experts!

Master leading-edge WordPress skills to grow your
business and make more money. With live, weekly

training webinars and an extensive library of
premium, professional WordPress courses.

START FREE 30 DAY TRIAL

https://ithemes.com/training



