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Overview – What is a Webinar? 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, invitations are delivered to the targeted prospect via email, visits to 
your web site or other traditional marketing methods. Interested parties click or browse to the link in 
the invitation to 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 instructions 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. 

 
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 on the My 
Account page as shown by the arrow below. 
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Then click the ‘Create a New Seminar’ link. 

 
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. You can then edit to 
meeting your needs and Add Sessions. Each section of the form is discussed further below. 
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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 a direct link to the registration process.  
 

The Landing Page answers the question “What will I 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 section as shown below. You simply fill in the Title, 
Subtitle and Description of your session. Click on Test Landing Page to view your customized Landing 
page. You 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. 
  
The tools allow you to view, edit and test your work before you publish the pages to your audience. 

 

Add Sessions – To add a session to 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 a limit 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 a link to the Registration Page. 

 

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. Your 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 a required 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. You are now ready to enroll prospects in your 
sessions. You can later edit the form as needed. 
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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:  

 
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 there is a “Link: http://...  and “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 the right 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 a link to edit their 
information. The Confirmation Page contains the time and date of the seminar, conferencing 
instructions, a link to join the web conference and a link 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 dial the toll free 
number to join the audio portion. The confirmation can be bookmarked, printed or added as a calendar 
item to Outlook.  
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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 
system also automatically sends reminder emails one week before and one day before the event.  
 

 
 
The name and email address entered in the Email 
Notification section appears on the email sent to 
the registrants. The email address entered in the cc 
Email section will automatically receive a copy of 
the emails sent to the registrants. 
 
 
 
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. 
 

 

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 there is a link 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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