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 But where do you start? How do you prepare?  Here are a few tips to help you use web conferencing, a.k.a WebEx, as the technology delivery method for your training or meeting event.  

So, you’re going to be a presenter using WebEx to connect with your audience. Congratulations!



1. Preparing for your web-conference (WebEx) event.
The best preparation for training or presenting  a web-conference is simply to know your material and be yourself.  EOD staff will help you set up your WebEx event and deliver as professional presentation as possible either as a live or recorded WebEx session. 

2. Your role as a Presenter for a Live WebEx event.
You will be working with a staff member that is the WebEx Host. The Host schedules the time, date and phone conference bridge that will be used for your session. The Host also can send out the WebEx email invite to your attendees, provided you supply their email addresses. For optimum interaction with your audience, limit your attendees  to 20 to 25. You can  go up to 32 attendees, due to our 32 line phone bridge, but interaction will be much less with a larger group.  Typically, attendees need some orientation to WebEx, even if they have had experience with it. Talk to  your Host before the live event and determine which of you are most comfortable introducing WebEx to your group and establishing ‘ground rules’ such as how you will take questions (via phone or chat) and how to give you feedback.  
 
3. Your role as a Presenter for a Recorded WebEx event.
Unlike a live WebEx event, a recorded event is done through EOD and only requires you, a computer, phone or microphone. If your topic requires other SME’s, they can also be hooked into the recorded event. Plan to keep your Recorded WebEx shorter than a Live event, as your viewers will only be seeing and hearing your presentation and won’t have a chance to interact with you. Watching a computer screen for a long period can become tedious! Present your topic in a clear voice, state your objectives, be concise but don’t ‘read’ your PowerPoint slides without adding anecdotes.  


4.  Not your typical presentation.
Keep in mind that a web conference is more like a broadcast than a traditional stand up presentation.  You will be at a desk,  in front of a computer, with a telephone or microphone, without an audience in front of you to read body language or facial expressions.  

5. Have a plan and write out your teaching objectives.
It is essential that you have a firm grasp of what you intend to convey to the audience.  If you have clearly defined goals, you are likely to be very successful.


6.  Introduce yourself.
We do not have an introduction specifically written for your web presentation.  Please introduce yourself, and any other speakers, at the beginning of your presentation.

7. Explain your presentation.
After the introductions, tell the audience what you are going to present and what you hope to teach them.  Remind them that they are participating or viewing a web conference. If it is a live,  be clear on your protocol to interact (how and when they should ask questions) during the presentation.  If it is recorded, be clear on who they can contact with questions. Be sure to include the full name, email and phone number

8. Follow the structure of your written materials.
Do not read verbatim your PowerPoint slide or document.  Use the general structure of your outline to present your materials but be conversational, offering anecdotes.   If you need to deviate from your materials, tell the viewers why.

9. Give practical suggestions.
Your audience wants you to provide practical suggestions and tips.  They want answers to problems and information they can immediately apply to their work.

10. Use examples.
Examples are wonderful teaching tools.  Whether it is “real life” or hypothetical, we strongly encourage their use.  Examples bring materials to life, and help illustrate key teaching points.

11. Share your Presentation, Applications, Desktop or Web Content. 
WebEx is a wonderful way to show all of this content as live action with your audience and allow them to ‘drive’ the application if you choose  to ‘pass the ball’. The more applications you plan to use, the more you should plan to practice with your host and other presenters so that your event will come across smoothly. 

12. Timing.
For a live event, we will start a little early to give you and your attendees  a chance to settle in and troubleshoot before the event begins. Plan to start on time and end on time.  However, if your presentation runs slightly over the allotted time, it will not cause any difficulties.

13. Practice your presentation.
It will help your timing.  You will also get new ideas from your presentation.  If yours  has multiple presenters, determine the length of time you wish to spend on each point or question under discussion with the other presenters.

14. Questions from attendees.
For a live event, attendees will have the capability of asking questions both through phone and chat.  For a recorded event, provide contact information for follow up. 


Tips for PowerPoint Presentations

1.   Easily read.
Remember the main goal of the graphic aid is to assist in learning.  Therefore, it must be relatively easy to see, read, and comprehend.  Err on the side of caution by using more slides with less information per slide (in a large typeface) to ensure that viewers will be able to easily read your PowerPoint.

2. Guidelines regarding text.
Text must be large and easy to read.  As a general rule, less is better.
· Use no more than 20 characters per line.
· Use no more than 6 lines per screen.
· Font size should be at least 30 / 34 pts.
· Bold, black typeface with no serifs tends to work best.

3. Maximize the color contrast between text and background
Do not use reverse-out fonts or characters.  Do not use curly, overly artistic style fonts or all cap fonts because they are difficult to read.


4. Do not use timed animation.
Please be aware that any timed animation in your PowerPoint may not come across in WebEx. Animations that you advance are OK. Imbedded video and audio clips in PowerPoint  can work but you need to check in with EOD before your session to add these into your PowerPoint. 
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