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Description automatically generated]Setting up a webinar in Zoom
After logging into Zoom (bg.webinars@boldgroup.com), go to Webinars on the left-hand navigation, and click on Schedule a Webinar.
· Update the Topic. 
· Template – Basic Webinar Template.
· Update the date/time (usually the third Thursday at 2:00 PM Eastern/1:00 PM Central/12:00 PM Mountain) – the Time Zone set in Zoom is for Mountain Time.
· Click on Schedule.
Once the Webinar has been saved, go into the webinar and click on Survey.   Under Add Survey, choose from Library>Select Bold Group Webinar Survey.
Once the panelists have been set, their information will be entered in Invitations (Name; Email).
Poll questions will be entered into Polls/Quizzes.
There is an Asana board to track the steps for webinars.
After the webinar, download the recording and clean it up to be loaded up onto the BoldU YouTube channel.
For the reports, go to Reports (from the left-hand navigation).
· Go to the Graph icon to the right of the desired webinar instance and left-click.
· Click on the desired report (Poll Report; Survey Report; Q&A Report; Attendee Report).
· Once downloaded, they can be opened, and the information moved into a consolidated Excel spreadsheet for reporting.

The Zoom registration link and the information about the webinar (topic, speaker, and key takeaways) will need to be communicated to Dyannah B at least 3 weeks ahead of the webinar date, so that the marketing team can create the customer comms.
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