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MeetingBridge Webinar User Guide

Teleconferencing. Pure and Smple.

Overview —What is aWebinar? A Webinar is a virtual meeting conducted using the internet and
phone lines. The visual portion of the meeting is viewed on the participants PC’s and the audio
portion is heard over the phone using a teleconferencing service. A Webinar can be small with only a
couple of participants or large with hundreds of participants. Webinars are powerful communication
tools that can vastly improve the effectiveness of every functional area of business: marketing, sales,
engineering, human resources, customer support, finance and administration

As depicted in the diagram below, invitatiors are delivered to the targeted prospect via email, visits to
your web site or other traditional marketing methods. | nterested parties click or browse to the link in
the invitationto a ‘ Landing Page’ where they find more information about the seminar. From the
Landing Page, they are able to choose the session that meets their schedule and complete the
registration process. After registration, participants receive an email containing the instructiors for
joining the webinar. On the day of the event, participants use their telephone for the audio portion and
their PC for the visual portion of the presentation After the event, the attendee list is sent for further
follow-up.

Invitations ) z Webinar ) 2 Sales )
E-mail \

Landing Registration Confirmation Conduct
Web Site > Page => Page > /Reminder |=»] Webinar > Follow -up
Emails

B 4 Y A
Traditional /
Marketing

Methods

Attendee Database

Our webinar tools make it easy to setup your landing and registration pages with your own logo and
trade dress. This guide contains the step by step instructions explaining how to use our webinar tools to
setup your landing page, registration page, and session dates and times for your webinar.

Accessing the Webinar Tools

After you log on to your account, click on the *Manage Webinars' link under Useful Links onthe My
Account page as shown by the arrow below.
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Useful Links

Users @

Conferencing
+ Create a Mew Invitation
+ Edit/Review Invitations

+ Open Address Book
+ Host 3 Web Conference

+ Review Conference History
|::> + Manage Wehinars
Account Management

+ Add a Mew User
+ Add a Mew Room

+ Add an Administrator
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Then click the ‘ Create a New Seminar’ link.
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Seminar List

My Account

Contact Information

Create 3 New Seminar

[7 Include Campleted Conferences

This will open the Webinar form where you will enter the information for your webinar. You simply
enter the Title and Description and click save and we create a Landing Page. Y ou can then edit to
meeting your needs and Add Sessions. Each section of the form is discussed further below.

Seminar Information @
Save
Title I
Subtitle: I
Description: | ;I
[ -]
Logo URL: I
Style URL: |
Fee (uspD): [
Pay Method: lm [T avs Zip Check
Sessions @
Add Session
To add a session of this seminar, click here
Entry Requirements @
Job Title: IW Phone: IW
Company: IW Address: Im
Fax: lm Comments: lm
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Seminar Information (Creating the Landing Page) — You create a Landing Page by
completing the Seminar Information fields. There are 2 purposes for a Landing Page:

(1) to entice participants to attend your webinar and

(2) to provide adirect link to the registration process.

The Landing Page answers the question “What will | learn from this seminar?’ It includes the Title,
Subtitle, Description and the Date and Time of the sessions. Sometimes it contains a picture and bio of
the speakers and the cost of the session if any.

Start by completing the Seminar Information sectionas shown below. You ssimply fill in the Title,
Subtitle and Description of your session. Click on Test Landing Page to view your customized Landing
page. Y ou can edit as needed.

To customize your landing page with your logo, insert the URL of your logo in the Logo URL field.
To customize your landing page with your colors and styles, insert the URL of your styles sheet in the
Style URL field. We recommend that you first copy our standard styles from the test landing page.

Thetools allow you to view, edit and test your work before you publish the pages to your audience.

Seminar Information @

Save

Title: IMeetingEIridge irtroduces newy povverful webinar tools.

Subtitle: IEES"':." customize an integrated registration process.

Description: “p=In this session, ywou will learn how to use the new -

MeetingBridge Webinar tools including how ta:

=ul type = "soquare"r
=li* Create a Langing Page dressed with wyour logo and
styles

=1li*> Customize the data you collect from prospects
during registration
=1lix Wiew real time reports of the registration status vI

Logo URL: IHttp:IMww.meetingbridge comfazsetzimagesizamplebanner gif

Style URL: Ihttp:.f.f\-vww.meetingbridge comfassetsistylesivehinar _sample.css

Fee (USD): |0.00

Pay Method: INu:une j [ avs Zip Check

Link: http:/fwww . meetingbridge.comydseminar/?1964355 Test Landing Page

Add Sessions —To add a sessionto the Landing Page, simply click the Add Session A window
will open as shown below. Enter the date and time and other scheduling information. There are two
Duration boxes. Duration (min) is to be completed with the expected number of minutes for the session
(e.g. 60). Duration (text) will be the text shown on your Landing Page (e.g. 60 Minutes). This Duration
is for information purposes only. It will inform your audience how long you expect the session to last
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so they can budget their time. It does not create a limit in our system for how long your session may
actually last.

You can set alimit for the number of participants for the session. Once the limit is reached, additional
registrants will be notified that the session is closed and to pick another session.

When you click the down arrow next to the Participant Code, all of the rooms setup will appear.
Highlight the room you want to have the session in. (We recommend that you set up a separate room
for each webinar. It is generally easier to manage with dedicated rooms.)

After you complete the session form, the Landing Page is automatically updated to include the session
information with alink to the Registration Page.

Session Information @

Save

Crate: I—I:E

MMADDAY

Tirne: I

H: MM AMPM
Time Zone; ISeIectaTime Zone... ;I

Caration {rnind: I
Diuration (text): I

Attendee Limit: 200

Participant Code: ISeIect... "I

¥ published

Registration Page — The Registration Page is used to gather participant information and confirm
enrollment in the session. Te participant’s name and email address are automatically included as
required fields. Y our options for other fields that can be added as part of the registration process
include job title, phone number, fax number, company name, postal address and a comment field.

As shown below, these fields can be excluded entirely (“Omitted”), be included as optional fields
(“Displayed”) or be mandatory to signup for the seminar (“Required”). If the seminar is billable, the
credit card data fields are automatically included on the Registration Page and the telephone number
becomes arequired field.

Once you have selected the information fields, the MeetingBridge Seminar tool automatically sets up
the registration page and links it with the Landing Page. Y ou are now ready to enroll prospects in your
sessions. You can later edit the form as needed.
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Entry Requirements &

Joh Title: IOm'rl'ted '-'I Phone: |Required -
Company: IDispIa‘yed vI Address: |Omitted =
Fax: IOm'rl'ted '-'I Comments: |Omited -

UK

Sample Landing Page - After you complete the template, Save your work and click on Test
Landing Page to view your professional Landing page like the one shown below:

ABC Industries

a Sample Company

Seminar

Seminar Registration

MeetingBridge introduces new powerful webinar tools.
Easliy customize an integrated registration process.

Seminar Schedule

Date Time Duration
Sign up | Thursday April 29, 2004 | 2:00 PM Eastern (US)| 1 hour
Sign up | Tuesday June 1, 2004 | 2:00 PM Eastern (US)|1 hour

In this session, you will learn how to use the new MeetingBridge Webinar tools including
how to;

m Create a Langing Page dressed with yvour logo and styles

m Customize the data you collect from prospects during registration
m Yiew real time reports of the registration status

m Bill for the session and charge a credit card

Sign up today. As you sign up, notice that the branding is carried through the registration
pages and email confirmations.

Prospects enroll in the seminar by clicking the Sign up link which opens the Registration page.
Registrant data is automatically entered into a database and reporting is available real time.

Test Landing Page and Link to Publish — At the bottom of the Seminar Information
section thereis a“Link: http://... and “Test Landing Page” .

Link: http:/fwww meetingbridge.comdseminars/74540578 Test Landing Page
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When Registrants who click on Test Landing Page and sign up are recorded as test data They can be
deleted from the database at a later time. Circulate this link to those you want to experience the process
before you go live. If you are charging for the session, use our test credit card 4111111111111111 and
07/2007. The user will experience the entire process including receiving the confirmation email. All
“Test registrants’ can be cleared from the database at a later date (see below).

The URL to theright of “Link:” is the one to use to publish the Landing Page. Use this link in your
emails and on your web site. As your guests click on this link, they will arrive at your Landing Page
and can sign up for your session(s).

Confirmation Page — As participants complete the registration form, they receive a
Confirmation Page indicating that they have registered successfully and includes alink to edit their
information. The Confirmation Page contains the time and date of the seminar, conferencing
instructions, alink to join the web conference and alink to perform a compatibility test. On event day,
participants click on the link in the email to join the visual portion of the seminar and dia the toll free
number to join the audio portion. The confirmation can be bookmarked, printed or added as a calendar
item to Outlook.

ABC Industries Seminar

a Sample Company

Seminar Confirmation

MeetingBridge introduces new powerful webinar tools.
Thursday April 29, 2004, 2:00 PM - 3:00 PM Eastern (IJS)

You are registered for the seminar referenced above, A confirmation will be sent to you at
myacenda@meestingbridge.com. To edit your email address, please click here,

Frint Seminar Instructions Add to your calendar

The conference facility will open 15 minutes prior to the scheduled start, To join the
conference;

1. Access the visual portion of the seminar by clicking the following link or typing
the information into your internet browser:
http: f /vovrwr.meetingbridge.com/ f fseminarfstart.aspx?35711757

2, Access the audio portion of the seminar:
- Dial 866.409.4300 (US & Canada) or 404.260.5388 (Int')
- When prompted, enter ' 48378 #'.

Priar to the seminar, please use the following link to check your system
compatibility
http: f /wip3.webdialogs.comfbrowserfcheck.asp?role= 1&brand=5eminar
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Email Reminders — Immediately after registration, participants receive an email containing the
information on the confirmation form. The email can be added as a calendar item to Outlook. The
systemalso automatically sends reminder emails one week before and one day before the event.

Email Notification Information @

From Name: |[Mike Yacenda Fronm: Mike Yacenda [myacenda@mestingbridge.cam)
To: IMary Roberks
Email: |myacenda@meetingbridge.com o admin@meetingbridge. com
Subject:  Seminar Confirmation: Using \Web Conferencing ko Ge*

-

cc Email: |admin@mestingbridge.com

The name and email address entered in the Emall a Sample Company

Notification section appears on the email sent to
the registrants. The email address entered in the cc

F\-\_.,\ -

Seminar Confirmation

Email section will automatically receive a copy of Using Web Conferencing to Gen
the emails sent to the registrants. How to setup, market and ConduT}
M iiday, ApgeTe T a1 50 pmy

Online reports —To access online real time reports of registration results, click on the number in
the Registrants column of the Sessions table as indicated by the yellow arrow below. The online
reports are downloadable to an Excel spreadsheet. At the end of the session, you will receive an email
report of the actual attendees.

Sessions @
~ Add Session
Action Date Time Time Zone | Registrants | Limit| Entry Code
Edit Thu 047222004 | 1:00 PM | Eastern (US) i 200 | WEBDEMO
Edit |Thu 04/29/2004 |3:00 PM | Eastern (US) ] 200 | GUEST
Edit Sat 12/31/2005 | 2:00 PM | Eastern (US) il 200 | GUEST

The Registrant List is shown below. The name, company email; and phone number are shown on the
online report. All of the other fields can be seen when the report is exported to Excel. At the bottom of
the report thereis alink to “Clear Test Registrants” as indicated by the yellow arrow. This will clear
those names with an “*” in the test column.
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Registrant List Close

Session Information

Title: How to use web conferencing in your business
Subtitle: ‘Wwe offer a full-turnkey, custom-branded webinar service
Schedule: Thu april 29, 2004, 3:00 PM

Registrants
Cisplav Excel Import Table
Marne Carmpany Ernail FPhone Test
Jim Peters Machine Svysterns, Inc|jpeters@machinesys.com (B76) 555-7937
Faul &darms Grace Services padams@graceseryices.com (256) 555-7A53
Elaine Francis |EBF Labs efrancis@ebflabs.com (201) 555-9321
Donna James | Perry Construction djarmes@msn.com (610} 555-9573
Bernard Turks |Grabo Power bturks@grabopow.com (G76) 555-79&7
Chris Fizer Fizer Associates chris@fizer.com (2561 555-7A53
Joan Thampson | Creative Solutions thompsonj@creativesolutions.com | (201 555-92821
Cebbie Johnson | Parable Marketings diohnsonl90@hotrnail.corm (610) 555-9373
Mike vacenda |MeetingBridge myacenda@meetingbridge.com &

|:1> Clear Test Reqgistrants
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