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Tips on running 

online events
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1. What is an online event?

2. Online events and your project 

3. How to define roles in an online event?

4. How to be a good moderator/ 

presenter?

5. How to create supportive presentations 

and interactions?

6. Online event tools and tech
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An online event
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Webinar vs. online meeting

One to many Connection among all
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Online meeting

 Smaller groups

 All participants the same rights

 Speaking

 Sharing screens

 Webcams

 Documents



6

Online meeting guidance

 Short ~ 1 hour

 Creative

 Recordings

 Online activities

 Organised and efficient

 Agenda

 Timescale

 Responsibilities
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Online meeting rules

 Agree on a set of rules

 Talk freely VS selected

 Webcams on OR off

 Mute microphones if not speaking

Icons made by Kiranshastry from www.flaticon.com
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Webinar

 Large groups

 Centralised control by organiser

 Presenter

 Showing presentations, videos

 Audience

 Actively listening

 Asking questions directly or in writing

 Engaging in polls and quizzes
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Webinar guidance

 Agree on the roles and responsibilities

 Changing slides

 Turning webcam on OR off

 Sharing computer screen

 Taking questions

Icons made by Kiranshastry from www.flaticon.com
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Large online events

 Team of people

 Help of external experts needed

 Quality of sound and visuals

 Quality of event moderation



11

Large online events

 Audience

 Asking questions in writing

 Engaging in polls and quizzes

 Participation not limited

 Heavy on internet
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 Audience

 Asking questions in writing

 Engaging in polls and quizzes

 Participation not limited

 Heavy on internet
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Your project

online
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What activities can go online

 Online meeting

 Project steering groups

 Stakeholder meetings

 Peer reviews
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What activities can go online

 Webinar

 Study visits

 Stakeholder meetings

Be creative & keep your project going!
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Roles in online

events
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Deliver with a smile!

https://unsplash.com/@austin_wade?utm_source=unsplash&utm_medium=referral&utm_content=creditCopyText
https://unsplash.com/s/photos/smile?utm_source=unsplash&utm_medium=referral&utm_content=creditCopyText
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It’s a team effort

Organiser   Presenter(s)   Panellist(s)       Chat         Tech crew

moderator(s)
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Running webinars

Focus on your key messages

1 2 3
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Organiser

 Set key messages

 Define the agenda

 Pick the speakers

 Plan timing and script

 Speakers’ contributions

 Audience interaction
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Presenter

 Open the meeting

 Share a virtual 

‘goodie bag’

 Prepare for 

the unexpected
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Presenter

 Know your content

 Check your appearance

 Look into the camera

 Be energetic and 

positive

 Keep it concise 
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Panellist(s)

 Focus on 

a specific topic

 Be ready to 

take questions

 Pay attention 

to others

(maintain 

dialogue)
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Chat moderator

 Make the audience feel welcome

 Keep track of questions

 Provide links and information

 Encourage audience participation
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Good presenter/

panellist
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Interaction and engagement
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Keep the audience hooked by

 Polls and quizzes

 Chat and questions

 Social media

 Handouts and

other material

 Surveys and 

evaluation 
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Ready for the spotlight?

Check your 

clothing and

make-up
 Colours

 Textures

 Hair

 Shine



30

NOT a good choice
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Much better
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Face, hair and accessories

Photo by Ilyas Bolatov on Unsplash Photo by Mihai Stefan on Unsplash

https://unsplash.com/@b1acam?utm_source=unsplash&utm_medium=referral&utm_content=creditCopyText
https://unsplash.com/s/photos/necklace?utm_source=unsplash&utm_medium=referral&utm_content=creditCopyText
https://unsplash.com/@mihaistefann?utm_source=unsplash&utm_medium=referral&utm_content=creditCopyText
https://unsplash.com/s/photos/makeup-mistake?utm_source=unsplash&utm_medium=referral&utm_content=creditCopyText
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Presentations

& social media
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Create beautiful presentations

 Be consistent with the style

 Use beautiful visuals with less text

 Use a lot of slides, more is better

 Take your audience on a journey 

 Talk about the slide
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Create beautiful presentations

Remember: 

 max 2 minutes per slide 

 7 points per slide 

 7 words per point
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Slide examples
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Pre-event communication

 Communicate and use # 

 Send 2-3 reminders

 Focus on 24 hours in advance
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At-event communication

 Shout out to your followers

 Reply to every post

 Start conversations

 Use stories & videos
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Post-event communication

 Publish
 Article with the main points/ Q&A material 

 Webinar recording

 The poll results

 Speakers’ quotes

 Pictures on social media

 Create a tip sheet

 Promote the reference materials
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Webinar design in 5 steps

1. Formulate three key messages

2. Make a simple sticky note story board/ 

script

3. Ask yourself “So What”

4. Write your magical intro sentence

5. Design interaction 
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A good webinar

1. Valuable content

2. Engaging format 

3. Energetic and positive presenters

4. Easy to join, with good light, audio & video 

quality

5. Made for the viewer! 
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Online event

tools and 

tech
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Set-up

 Internet connection

 Online device

 Camera and microphone

 Lighting

Try and test – upgrade if/ when needed
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Set-up
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Set-up
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Set-up
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Set-up
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Set-up
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How to select the tool

Define your needs:

 Number of participants

 Closed or open

 Post-event recording or live only

 Features (in-session videos, audience 

interaction…)

 Flexible or fixed location
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Examples of tools

Inspiration for getting started:

https://docs.google.com/spreadsheets/d/12v88UF5fO4

eRmhRJIwaW8xtkV2q_tAAcNljO6GOhtpo/edit#gid=0

https://docs.google.com/spreadsheets/d/12v88UF5fO4eRmhRJIwaW8xtkV2q_tAAcNljO6GOhtpo/edit#gid=0
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Good luck!
And keep safe from the virus!


