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Accessing Your Account 
 

¶ You will receive an email containing your Guest Administrator credentials.  

o If the email is not received, check your inbox for an email from donotreply@webcasts.com. 

Emails may be redirected to a Spam or Junk folder depending on your email’s security 

settings. 

 

 
 

¶ Click on the link in this email to access to Webinar platform. Enter the Username and Password 

provided to access your account. 

¶ After logging in, you’ll see a list of available options for your account. Click on any of the buttons 

to access the setup.  

o Depending on your accounts settings, you may have access to some or all of the features 

listed below. Contact your event’s Administrator if you need additional access. 
 

mailto:donotreply@webcasts.com


  

 

 

 

 

 

o Live Presenter Studio: Provides access to the Live Studio used to deliver/record a live 

presentation 

o On-Demand Studio: Provides access to the On-Demand Studio used to edit archived, on-

demand or simulated live events 

o Run Reports: Provides access to the Reporting interface only 

o Edit Event Content: Provides access to the Event Content page, which is used to upload 

PowerPoint Slides, Event Resources and Headshots. 

o Manage Live Q&A: Provides access to manage Q&A only on a live or simulated live event. 
 

 

Live Presenter Studio 

 
Live Presenter Studio allows access to the Live Studio interface. This documentation will cover all of 

the features that may be available in the Live Studio. Depending the acquisition source, content and 

setup of the presentation, your responsibilities as a Guest Administrator will vary. Please confirm 

your role and responsibilities with the event’s administrator as some instructions here may not apply. 

Telephone Acquisition 
 

¶ Each presenter needs to dial into the Presenter Bridge and enter the Passcode. 

o If dialing in from outside of the US, select a local number using the dropdown. 



  

 

 

 
 

¶ Once you dial into the Presenter Bridge, you will be joined with any other presenters. The event’s 

Administrator will handle connecting and starting the broadcast, so no additional action is 

needed.  

Webcam Acquisition 
 

Webcam events employ a single webcam as the broadcast source.  Before your first event, 

depending on which browser you use, you will need to either download a plugin or allow access in 

your browser.  Follow the prompts by the system in order to complete the setup.  Only the individual 

on that will be on webcam for the event will need to connect their webcam.    

 

¶ Click Preview in the Broadcast Controls window to preview your webcam feed. 
 

 
 

¶ Use the Video and Audio dropdown menus in the Select Capture Devices section to change your 

video or audio sources. 
 



  

 

 

 

¶ Click Connect to connect your webcam for delivery.  All users in the Live Studio will see your 

webcam once connected. 

¶ Click Start Webcast to begin streaming to viewers. 
 

  
 

 

Video Bridge Acquisition  

 

¶ Enter the Live Studio and choose how you will be connecting to the Video Bridge. 

 

 

 

 
 

 

 

 

o If you will be on video for the presentation, click Connect using my webcam to use your 

webcam. 

Á Enter your name and click Next.   

 

 

 
 

 



  

 

 

 

Á Select your Microphone, Camera and Audio Output sources using the corresponding 

dropdowns. 

Á Click Join Bridge once you are ready to connect.   

o If you want to connect using another video source, click Connect using another source.   

Á Additional video options include Skype for Business, video conferencing unit (using a 

H.323 or SIP connection) or a telephone.  

 

 

 

 

 

 

 

 

 

Á Use the information listed next to your broadcast source to connect your video stream.  

¶ When using a phone line, you will not appear on video, but will be able to speak 

during the broadcast.  

o If you will not be on video for the presentation, click I will not be appearing on camera.   

Á You can join the video bridge later if needed. 

¶ Once you are connected, click on the Slides tab to access to slides for the presnetation. 
 

Event Status 
 

The Event Status appears at the top of the Live Studio and displays the status of the presentation.   
 

 
 

Before an event begins, the Event Status will display Off Air.  This signals that your broadcast source 

has not been connected and the presentation has not begun. Viewers currently in the player will be 

see a lobby message and hear hold music.  Slide flips among multiple presenters will NOT be 

synchronized and will NOT be visible to viewers until the presentation has begun. 
 

 
 

When your broadcast source has been connected, the Event Status will change to Stand By to 

indicate that the event is ready to begin.  Viewers will not see any change to the player when the 

status changes to Stand By. 

 



  

 

 

 
 

Once you click Start Webcast, the Event Status will change to On Air.  The event’s audio/video and 

any slides or animations will now be visible to viewers.  Slides will be synced for all presenters and, 

as any presenter advances slides, the Live Studio will follow along and automatically display the 

current slide. 

   

Event Details 
 

To the right of the Event Status will display important information on the presentation: 
 

¶ Event ID is a unique seven-digit code used to identify your event. 

o If you encounter issues with your event, Support will ask for the Event ID to 

investigate. 

¶ Presenters is a count of Administrators in the Live Studio.   

¶ Guest Presenters is a count of Live Guest Presenters (Guest Administrators) in the 

Live Studio.  

¶ Audience is a count of viewers in the player.   

o This audience count will be represented as a fraction of the total number of 

viewers for which the event was scheduled. 
 

 
 

To the right of the Event Details will display helpful event controls: 
 

¶ Click Details to display a list of viewers logged in to the presentation.   

o This screen will display the viewer’s email address and, if this registration data was 

collected from the viewer, their first name, last name and company.    

o Viewers can be removed from the presentation using the Block button. 

¶ Click Message to display a text box that allows you to send a message to viewers.   

o This can be a used to update viewers if the presentation will begin late or you need to 

share an event-wide message. 

¶ Click Activity to display a list of actions taken by presenters during the event.  

o Activities tracked include starting/ending the presentation, slides changes and 

Overlay Videos or surveys that were sent or revoked. 

 

Slides 
 

Once a PowerPoint deck has processed, the slides will be available in the Live Studio for review and 

delivery.  Standard animations, transitions and hyperlinks can be included in the PowerPoint deck, 



  

 

 

and slides can be uploaded in 4:3 or 16:9 format.  PowerPoint decks should not include embedded 

audio or video files or any security features. 
 

The active slide will appear highlighted in thumbnails along the left column and enlarged in the 

Active Slide window on the right.  Once the event is On Air, slides will be synchronized for all 

presenters and, as any presenter advances slides, the Live Studio will follow along and automatically 

display the current slide. 
 

 
 

¶ Click Next > or < Previous to advance through the deck one slide or animation at a time. 

o Use the right (Next) or left (Previous) arrow keys on your keyboard to advance one slide or 

animation at a time. 

¶ Click on a thumbnail in the left column to skip to that slide. 

o This can be used to advance slides when animations are not included in the deck or skip to 

specific slides in the deck. 

¶ If multiple slide decks have been uploaded, additional decks will be available below the slide 

thumbnails in the left column. Slide decks will be labeled with the Slide Deck Title selected when 

the file was uploaded. 

o To switch the slide deck on the presentation, click on the slide deck title in left column and 

choose the thumbnail of the slide you would like to display to viewers.  

¶ Click         in the top right of the active slide to display the slides in a full-screen view. 

o Click Open Presentation View in the top right to display the slides in Presentation View. 

Á Presentation view can be used if you will be sharing your screen with an in-room 

audience and want to hide the slide thumbnails and other Live Studio controls. 

Manage Q&A 
 

Audience questions are collected in the Live Studio and will only visible to presenters.  Questions 

automatically load in the New Questions tab, where you can respond, sort and assign questions to 

presenters.  A full list of questions and answers is also captured in the reports for post-event access. 



  

 

 

Contact the event’s Administrator to confirm your responsibilities for reviewing and responding to 

questions. 

New Questions Tab 

 

¶ Click Answer next to a question to respond. 
 

 
 

o Answer questions via text to only the viewer that asked the question or all viewers or mark as 

answered verbally. 

Á Answered questions are moved to the Answered tab. 
 

 
 

¶ Prioritize questions using the dropdown in the Priority column, which will update the priority for 

all presenters. 

o Each presenter can sort questions locally based on priority by clicking on the Priority text in 

the header.  
 

 
 

¶ Click Delete to remove unwanted questions. 

o Deleted questions are moved to the Deleted tab. 

¶ Click on the Name or Email of the viewer that submitted the question to view their registration 

information. 

o For the name, email or company of the viewer to appear in the Q&A, those fields must be 

required on the registration form or voluntarily submitted by the viewer. 

 

 



  

 

 

 

 

¶ Additional Q&A controls appear in the top right of the Manage Q&A panel. 

 

o       refreshes the Q&A panel. 

o       launches the Q&A panel a new, larger window. 

o       allows questions to be added to the Active Questions tab. 

o       exports question as a Comma-Separated Values file for use in Excel. 

o       exports questions to a printer. 
 

 

 

 

Custom Tabs 
 

¶ Click        (next to the Revoked tab) to create and manage custom question tabs. 
o Custom tabs can be created to assign questions to a speaker or sort questions based on 

topic. 
¶ In the Manage Tabs window, enter a Tab Name and click Create to create a new custom tab. 

 

 
 

o New custom tabs will appear next to the New Questions tab. 
 

 
 



  

 

 

o Return to the Manage Tabs window to rename or delete existing tabs or to create aditional 

tabs. 
 

 
 

Á To rename an existing tab, enter a name in the textbox provided and click Save Changes. 

Á To delete an exisiting tab, click       next to the tab name. 

o Deleting a tab will move any assigned questions back to the New Questions tab. 

¶ To move questions to a custom tab, click Assign next to the question.  

o In the Assign Questions window, select a custom tab using the dropdown menu and click 

Assign. 

Á Assigned questions will move from the New Questions tab to the custom tab that was 

selected. 
 

 
 

¶ Select a custom tab to display the assigned questions. 
 

 
 

o Questions can be answered, prioritized, deleted or reassigned to a different tab using the 

same controls as on the New Questions tab. 

 

Answered Tab 

 

¶ Click Revoke to remove a previously answered question from displaying to viewers. 

o Revoked questions are moved to the Revoked tab. 
 



  

 

 

 
 

 

Deleted Tab 
 

¶ Click Answer to answer a previously deleted question. 

o Answered questions are moved to the Answered tab. 

¶ Click Undelete to restore a previously deleted question.  

o Undeleted questions are moved to the New Questions tab. 
 

 
 

Revoked Tab 

 

¶ Click Answer to re-answer a previously revoked question. 

o Re-answered questions are moved to the Answered tab. 

¶ Click Reinstate to re-share the previous answer to a revoked question. 

o Reinstated questions are moved to the Answered tab. 
 

 

Presenter Chat 
 

The Live Studio includes a Presenter Chat tool that allows speakers to communicate privately during 

a presentation. 
 

¶ Messages are typed in the text field below the Presenter Chat window. 
 



  

 

 

 
 

¶ Messages are sent by clicking Send next to the text field or hitting Enter on your keyboard.  

o Submitted messages appear in the Chat along with the speaker’s name and a timestamp. 
 

 
 

¶ Click the          icon to minimize the Presenter Chat. 

¶ Click the        icon in the top right of the Presenter Chat window to launch the Presenter Chat in a 

separate window.  

 
 

o When launched in a new window, the chat will display a list of presenters along the right. 
  

o Click         to return to the embedded Presenter Chat. 

 

Overlay Videos 

 

Overlay Videos are pre-recorded videos that can be shared with viewers during an event. Overlay 

Videos, if available, are typically managed by the event’s Administrator. 

 

¶ Click on the Overlay Videos tab listed above the Slides to display a list of available Overlay 

Videos. 
 

 
 



  

 

 

¶ Each Overlay Video will display an image along with the title, dimensions and duration of the 

video listed below. 
 

 
 

¶ Click Preview to preview an Overlay Video in the Live Studio. 

¶ Click Launch to launch an Overlay Video to viewers. 

o When launching a video to viewers, a confirmation message will display. 

Á Click OK to send the video to viewers. 

Á Click Cancel to cancel sending the video to viewers. 
 

 
 

¶ After clicking Preview or Launch, the video will play in the Live Studio.  
 

 
 

o A progress bar will display above the video and a count of time remaining will display in the 

top right video window. 

o Click Revoke Video to stop an Overlay Video during playback. 

Á Revoking an Overlay Video will also remove the video from appearing in the archived 

event.  Revoke Video should only be used if the wrong video is sent to viewers or a video 

is sent at the wrong time. 



  

 

 

o Click                                    in the bottom right to listen to the audio from the Overlay Video. 
 

 

Surveys 
 

In-Event and Attendance Surveys are manually deployed during a presentation, while the Post-Event 

Survey automatically deploys when a viewer exits the player. Survey, if available, are typically 

managed by the event’s Administrator. 
 

¶ Click on the Surveys tab listed above the right window to display a list of available surveys. 
 

 

 

¶ Click Manage Surveys in the top right to add a new survey or edit any of the existing surveys.  

¶ Available surveys will appear in the left column and are labeled by survey type and name. 
 

 
 

In-Event Surveys 
 

¶ Click on an In-Event Survey title to display the survey in the preview window on the right side of 

the tab. 
 

 

¶ Click Send Survey to Audience to send the survey to viewers.  

o After the survey is sent, results will display in the preview window. 
 



  

 

 

 
 

o If the survey results are setup to automatically display to viewers, a         icon will appear in 

the top right of preview window. 

o Once an In-Event Survey has been sent, click Want to send this survey again? Make a copy to 

copy a survey in order to resend it to viewers. 
¶ Click Send Results to Audience to send the survey results to the viewers.  

o Select whether to send results as a bar graph or pie chart using the             icon (bar graph is 

selected by default). 

¶ Click on the End Survey button or the End Results button next to the survey and result status to 

revoke a survey or the results that have been sent to viewers. 
 

 
 

o The status of the survey and results will display at the top of the preview window. 

o Click Send Results to view the survey results previously sent to viewers.  
 

Attendance Surveys 

 

¶ Click on an Attendance Survey title to display the survey in the preview window. 
 

 
 

¶ Click Send Survey to Audience to send the survey to viewers. 

o A confirmation will display in the preview window after the survey is sent. 

o Attendance Survey results cannot be shared with viewers.  Results are captured in the 

event’s reports and accessible after the event concludes. 

¶ The status of the survey and results will display at the top of the preview window. 
 

 



  

 

 

 

 

Post-Event Surveys 

 

¶ Click on the Post-Event Survey title to display the survey in the preview window. 

¶ The Post-Event Survey is sent automatically when a viewer exits the presentation and does not 

require any action by presenters. 

o The status of the Post-Event Survey will appear in the top right of the Live Studio.   
 

 
 

¶ The Post-Event Survey settings can be edited on the Event Content page of the setup. 

o Disable the survey from appearing to viewers who exit the event early using the check box 

next to the survey. 
 

 
 

o Toggle the survey On and Off using the controls next to the survey. 
 

 
 

¶ Post-Event Survey results are captured in the event reports and accessible after the event 

concludes.   

 

Headshots 
 

Headshots can be transitioned throughout a presentation to display speaker headshots, company 

logos or other images. Headshots, if available, are typically managed to the event’s Administrator. 
 

¶ Click on the Headshots tab listed above the Slide window to display a list of available headshots. 
 

 
 

¶ Headshots appear on the tab in the order the files were uploaded. 

o Headshots can be reordered on the Event Content page. 
 



  

 

 

 
 

¶ The headshot in the top left of the tab will appear by default at the start of a presentation. 

o To display a different headshot at the start of a presentation, select the desired headshot 

before clicking Start Webcast.          

¶ The active headshot is highlighted on the Headshots tab and appears in the Broadcast Controls 

window on the right side of the Live Studio. 
 

 

¶ To change headshots, click on an image on the Headshots tab. 

o The image will become highlighted and appear in the Broadcast Controls window to confirm 

that it is displaying to viewers. 

 

Screen Sharing 

 
Before you can share your screen, a Screenshare Extension needs to be installed in Google Chrome.  

Only the presenter(s) that will share their screen will be required to install the extension. Please 

discuss and test screen sharing with the event’s Administrator before deploying on a live event. 

 

¶ Click Install Now before launching the Live Studio to install the Screenshare Extension. 

 

 
 

¶ Click Add to finalize the installation. 
 



  

 

 

 
 

¶ In the Live Studio, click on the Live Screen Share tab above the Slide window. 
 

 
 

¶ On the Live Screen Share tab, click Setup My Screen Share. 
 

 

¶ If applicable, use the Select Audio Source dropdown to select the microphone you would like to 

use when sharing our screen. 
 

 
 

  

o Use the Audio VU meter to make sure your audio is being picked up by the selected 

microphone. 

o When screen sharing is active, only the audio from this source will be streamed to viewers.   

¶ Click Save and Continue once the audio source has been selected. 

¶ Click on the Entire screen icon and select Share. 
 



  

 

 

 

¶ A local preview will now display on the Live Screen Share tab.  Click Connect Screen Share to 

connect your screen share for broadcast. 

o Once a stream is connected, other presenters will be able to access the preview using the 

View Connected Screen Share button on the Live Screen Share tab.  

o Only one presenter can share their screen at a time.  If a screen share is connected, other 

presenters will be prevented from connecting their screen  
 

 
 

¶ Once the stream has been connected, click Broadcast My Screen to Audience to make your 

screen active to viewers. 
 

 



  

 

 

 

o Before broadcasting your screen, it is recommended to test the audio quality by clicking 

“Listen to Presenter Audio” in the lower right of the screen share preview.  Be sure to click 

“Stop Listening to Audio” before starting the presentation to avoid feedback. 

o Other presenters in the Live Studio have the ability to send your screen to the audience using 

the Broadcast Screen Share to Audience button, which will appear to other presenters 

accessing the Live Screen Share tab. 

¶ A confirmation message will appear.  Click OK to confirm you would like to start sharing your 

screen. 

 

 
¶ A message will appear over the Live Studio to confirm your screen share is active.  Minimize the 

Live Studio to begin presenting your desktop to viewers. 

o Be careful not to close the Live Studio window or click the “Stop Sharing” button on your 

screen. Either will stop the screen share and require you to reconnect. 

 

 
 

¶ Once you have completed sharing your screen, click End My Screen Share to stop sharing your 

screen. 

o Other presenters in the Live Studio have the ability to stop sharing your screen with the 

audience using the End Live Screen Share button, which will appear to other presenters 

accessing the Live Screen Share tab. 

¶ A confirmation message will appear.  Click OK to confirm you would like to stop sharing your 

screen. 

 

 
 



  

 

 

On-Demand Studio 

 

Overview 
 

For On-Demand events, you can use the On-Demand Studio to edit archived live event or create on-

demand only events from scratch.  For Simulated Live events, you can use the Sim-Live Studio to edit 

events created using the Record Media option or assemble events created using the Upload Media 

Files option.  
 

The layout and controls outlined below are the same in the On-Demand and Sim-Live Studio.  Use the 

commands below to control the playback of the presentation using your keyboard: 

¶ Pressing letter 'S' or 'C' will split a clip.   

o This is used to cut audio/video files to remove or replace content. 

¶ Pressing 'Space Bar' will pause/play the presentation.   

o This is used to control the playback of the presentation. 

¶ Pressing letter 'E' will open the Edit Timings menu.   

o This is used to adjust the time when content will appear in the presentation. 

¶ Pressing 'Left Arrow' or 'Right Arrow' will move the scrubber in the desired direction.   

o This is used to control the playback of the presentation. 

 

Media Player 
 

Use the Media Player at the top of the Studio to view the presentation or review any edits you make.  

Video or headshots (for audio events) appear in the left window, while slides and surveys appear in 

the right window.  Overlay Videos or Screen Shares appear over both windows.  
 

 
 

¶ Click         in the Media Player (or press the Space Bar on your keyboard) to play the presentation 

from the start. 

¶ Right-click on a Media clip in the Event Timeline and select Play Clip to play an individual media 

clip.   

¶ Use the media controls below the media window to control playback. 
 

 
 



  

 

 

¶ Click and drag the Scrubber along the Event Timeline to advance to different points. 

Event Timeline 
 

The Event Timeline is where the content of a presentation is assembled and edited.  The Event 

Timeline is broken into the following tracks (starting at the top): Media Clips, Slides, Headshots (for 

audio events only) and Surveys.  

  

Content can be added to a presentation by dragging an image from the Content Libraries onto the 

corresponding track of the Event Timeline.  Existing content on the Event Timeline can be removed, 

replaced or edited by right-clicking on an item and choosing from the available options.  Content can 

be adjusted by dragging an image along the Event Timeline. 
 

For archived live events or Sim-Live Record Media events, the Timeline will contain the content from 

the live presentation or recording.  For on-demand only events or Sim-Live Upload Media Files 

events, the Timeline will appear empty and content will need to be added to assemble the 

presentation. 
 

 
 

¶ Right-click on a thumbnail to display the available options. 

o For Clips: 

Á Click Play Clip to play an individual Media clip. 

Á Click Edit Clip to update the Start or End points of an individual Media clip. 

Á Click Replace Clip to replace a Media Clip with another file uploaded to the event. 

Á Click Remove Clip to remove a Media Clip from the event. 

o For Slides: 

Á Click Edit Slide to update the time when a Slide will appear. 

Á Click Remove Slide to remove a Slide from the event. 

Á Click Replace Slide to replace a Slide with another Slide uploaded to the event.  

Á Click Record Animations to record animations for the selected Slide. 

o For Headshots: 

Á Click Edit Headshot to update the time when a Headshot will appear. 

Á Click Remove Headshot to remove a Headshot from the event. 



  

 

 

o For Surveys, click Remove Survey to remove a Survey from the event. 

¶ Adjust Slide, Headshot and Survey timings by dragging an image along the Event Timeline. 

Content Libraries 
 

Use the Content Libraries at the bottom of the Studio to view available content for the presentation.  

Drag and drop content from the Content Libraries onto the Event Timeline to include it in the 

presentation.   

Additional Slides, Headshots and Surveys need to be uploaded or created on the Event Content 

page.  Additional Media Clips (audio/video files and Overlay Videos) can be uploaded on the Event 

Content page or in the Media Clips Library. 

 

¶ Select a Content Library to display the available content.  
 

 
 

o Click          to access the Media Clips Library. 

o Click          to access the Slides Library. 

o Click          to access the Headshots Library. 

o Click          to access the Surveys Library. 

¶ Add content to a presentation by dragging a thumbnail from a Content Library to the 

corresponding track of the Event Timeline. 

¶ Use the Clips Library to upload pre-recorded audio/video files or Overlay Videos.  

o Click Upload New Clip to upload a pre-recorded audio or video clip or an Overlay Video. 

o Click Record Clip by Phone (audio events only) to record a new clip using your telephone.  

 

Cut Heads/Tails 
 

Use the Cut Heads and Tails section below the Media Player to create a new start point and/or end 

point for a presentation.  This can be removed to remove dead air or hold music before and/or after 

the content of the presentation. 
 

 
 

¶ Click Cut Heads/Tails below the Media Player to display the editing controls. 

¶ The current Start and End times display in the Cut Heads/Tails section. 

o Times display in HH:MM:SS format (Hours, Minutes, and Seconds). 
 



  

 

 

 
 

¶ Enter updated Start and End times in the available fields. 

¶ Click Cut to remove any content before or after the selected Start and End times.   

o When removing content, you may be prompted to “Adjust event timings?”. 

Á Click “Yes” to adjust slide, survey and headshot timings to compensate for the content 

that was removed. 

Á Click “No” to leave slide, survey and headshot timings unchanged. 
 

Edit Timings 
 

Use the Edit Timings button below the Media Player to display and edit timings for when content will 

appear in the presentation.  Timings listed will include any slides/animations, surveys or headshots 

that are part of the event. The Edit Timings section is also used to control Jump Points, which are 

used by viewers to advance to different points in an On-Demand event. 
 

 
 

¶ Click Edit Timings (or press “E” on your keyboard) to display a list of content timings. 

¶ In the Jump column, toggle index points on and off using the          icon. 

o Jump points are used by viewers to advance to specific points in an On-Demand event. 

¶ In the Type column, view the type of content for each timing. 

o        indicates a Slide. 

Á Hover your mouse over a slide icon to preview that Slide. 

Á Click                                  to add or edit Slide animation timings. 

o Available animations are listed as Steps. 

o Step timings refer to the amount of time into the Slide that the animation will appear 

(HH:MM:SS format). 

o        indicates a Survey. 

o        indicates a Headshot. 

¶ In the Flip Time column, adjust a content timing using the available fields (HH:MM:SS format). 

¶ In the Title column, content names appear in the text field.  These names will display to viewers 

using the Jump Points in an on-demand presentation. 

¶ Adjust all Flip Times after any point in the presentation using the              icon. 

o Select Add or Subtract and enter the amount of time (HH:MM:SS format) to be 

added/subtracted from all timings after the selected point. 

¶ Click Remove to remove content from the event. 

¶ Add a new Jump point using the                icon.  

o Enter a Title and Flip Time for the Jump point using the available text fields. 

¶ Click Download Timings to download a list of timings to Excel.  



  

 

 

¶ Click Upload Timings to upload an edited list of timings.  

o Maintain the same formatting to ensure a proper upload. 

¶ Click Save Changes to save changes.    

¶ Click Cancel to discard changes. 

 

Split Clips 
 

Use the Split Clip button below the Media Player to cut a media clip at the current location.  Split Clip 

can be used to cut in and out points for content you would like to remove or replace in the 

presentation. 

 

 

 

¶ Click          in the Media Player (or press the space bar on your keyboard) to play the presentation 

or right-click on a media clip in the Event Timeline and select Play Clip.   

¶ Click          in the Media Player (or press the Space Bar on your keyboard) to pause the playback. 

¶ Click Split Clip (or press “S” or “C” on your keyboard) to cut the media clip at the current location.  

o Split clips appear on the Event Timeline as two separate media clips. 

 

 

Undo and Redo Edits 
 

Use the Undo and Redo buttons above the Event Timeline to control individual edits.  
 

 

¶ Select             to revert an edit.  

¶ Select             to apply a previously undone edit. 

 

 

Publish and Revert Changes 
 

Use the Publish All Changes or Revert unpublished changes buttons at the top of the Studio to apply 

or discard any edits made.   



  

 

 

 

¶ Click Publish All Changes to make any edits active to viewers. 

o Changes become active shortly after the event is published.   

Á An email is sent to confirm when the changes are available. 

Á Changes cannot be reverted once published. 

¶ Click Revert unpublished changes to revert to the last published version of the presentation.  

o Any unpublished edits made will be deleted. 

 

 

Run Reports 

 

Running a Report 
 

¶ Select a Report Type. 

o Choose Audience Details to access reporting data on the viewer level (selected by default). 

Á Click Select Columns to select what data will be included in the report.  Options include: 

o Registration Data 

¶ Standard Registration fields (all fields included by default) 

¶ Custom Registration fields (included by default) 

¶ Campaign Source Tracking 

o Q&A (included by default) 

o Survey Data/CE Results  

¶ In-Event, Attendance and Post Event Survey results (included by default) 

¶ CE Results and NASBA CE Results 

o Usage 

¶ Referrer (referring website) 

¶ Session Breakout (login/logout times for viewing sessions) 

¶ Sessions (number of viewing sessions – included by default) 

¶ Duration (duration of viewing sessions – included by default) 

o Choose Event Analytics to access reporting data on an event-wide level. 

Á Click Select Report to choose a report type. Options include: 

o Usage (selected by default) 

¶ The Usage Report includes registration and viewing totals for the event. 



  

 

 

o Campaign Source Tracking Report 

¶ The Campaign Source Tracking Report includes a total count of viewers that used 

each Campaign ID/Source Tracking link. 

o Locations 

¶ The Locations Report includes a total count of viewers by country. 

o Click Tracking 

¶ The Click Tracking Report includes a total count of downloads and a list of 

downloads by viewer for each Event Resource file.   

 

 

o Media Report 

¶ The Media Report includes a count of viewer joining based on media type, device 

type, browser and operating system. 

o Survey Summary 

¶ The Survey Summary Report includes an overview of survey results. 

o Q&A Summary 

¶ The Q&A Summary Report includes an overview and questions and answers. 

o CE Details 

¶ The CE Details Report includes Certification Exam results broken down by viewer.  

Results includes the survey and attendance scores, percentage grade, Pass/Fail 

grade and a certificate link if applicable. 

o NASBA CE Details 

¶ The NASBA CE Details Report includes NASBA Certification Exam results broken 

down by viewer.  Results include viewing times, survey scores, percentage grade 

and Pass/Fail grade. 

o Audio Bridge Call Usage   

¶ The Audio Bridge Call Usage Report includes a list of numbers dialed into the 

Presenter Bridge and the duration of each call. 

¶ Select Filter Results By to filter report data by choosing specific criteria. 

o Filter result by viewer Domain or Email, Attendance, Viewer Data, Audience Actions, Source 

Tracking Identifier (STI), or for multiple events, Events run Live and OD-only events first 

published. 

¶ Select a date range for the reporting data. 

o Choose All dates since create of selected events to view all reporting data for the event(s) 

(selected by default). 

o Choose a date range to view a range of reporting data for the event(s). 
 

 
 



  

 

 

¶ Click Run My Report to view the results. 

Understanding a Report 
 

¶ Information on the event displays in the top left of the report.  This includes the Event ID, Event 

Name, Start/End Time of the event, date/time the event was created and date/time the report 

was run. 

 
 

¶ A list of export options displays in the top right.  Reports can be exported as an Excel (XLSX) file, 

CSV file or sent via email in order to edit or format the data in Excel or to save a local cop 
 

 

 

Audience Details Reports 
 

¶ A list of graphs with event data will appear at the top of the report. 

o The Audience Totals graph includes a count of registrants and viewers broken down by 

viewing type. 
 

 
 

Á NOTE: If a viewer watches the event live and watches the on-demand replay, they will be 

counted once in the Live Viewers and once in the On-Demand Viewers groups, but only 

once in the Viewers group.  They will appear as part of the Live + OD viewing group in the 

viewing breakdown below. 

o The Attendance During Live Event graph includes a count of viewers during the live event.  

Á Click and drag along the graph to zoom in on a certain timeframe. 
 



  

 

 

 
o The Event Activity graph includes a count of registrations and viewing sessions, with the 

creation date and live event date for the presentation listed. 
 

 
 

o A breakdown of registration and viewing data is listed below. 

Á The Event Totals section displays: 
 

 
 

o The Total Sessions is the total number viewing sessions on the event.   

o The Total Registrants is the total number of registrants for the event.  

o The No Shows is the number of registrants that did not login to watch the event.   

o The Total Conversion Rate is the percentage of the Total Unique Registrants, not 

including No Shows, that logged in to the event.  

¶ NOTE: This number will change over time as new users register and view the 

event archive. 

Á The Live Event Activity section displays: 
 

 
 

o The Live Sessions is the number of viewing sessions on the Live event.   



  

 

 

o The Unique Live Viewers is the number of unique email addresses that viewed the 

Live event.   

o The Registrants at Live Event Conclusion is the total number of registrants at the 

time the Live event concluded.   

o The Live Event Conversion Rate is the percentage of Unique Live Viewers compared 

to the Total Unique Registrants as of the time the Live event ended.  

¶ NOTE: This number may be less than the Total Unique Registrants number shown 

in the report as that one continues to increase as new users register for the event 

archive. 

Á The On-Demand Activity section displays: 
 

 
 

o The On-Demand Sessions is the number of viewing sessions on the On-Demand or 

Archived event.   

o The Unique On-Demand Viewers is the number of unique email addresses that 

viewed the On-Demand or Archived event. 

Á The SimLive Activity section displays: 
 

 
 

o The Sim Live Sessions is the number of viewing sessions on the Simulated Live 

event.   

o The Unique Sim Live Viewers is the number of unique email addresses that viewed 

the Simulated Live event. 

¶ Viewer-level data is broken down at the bottom of the report. 

o This will include any registration fields, interactivity and viewing data selected in the report 

setup. 

o If a viewer’s data appears highlighted in blue, this indicates the viewer had multiple, 

simultaneous live viewing sessions.   

Á Include the Session Breakout option under the Usage to view the login and logout times 

for each audience member’s viewing session(s). 

 

Event Analytics Reports 
 

Each type of Event Analytics Report will display unique data.  Refer to the       button located in the 

top right of the report for more information on interpreting the Event Analytics report you select. 



  

 

 

 

Subscribe to Reports 
 

Sign up to automatically receive event reports by clicking Subscribe to Reports on the Event 

Summary page. 

¶ Click Subscribe to Reports on the Event Summary page to sign up to automatically receive event 

reports. 

 

¶ In the Reports column, a list of available reports will display. 

o OD Report will include data on on-demand viewing. 

o Registration Report will include data on registrations. 

o Live Report will include data on live event viewing. 

¶ In the Frequency column, use the dropdown menu next to a report to select the frequency at 

which reports will be sent. 

o Click           next to a Frequency dropdown to add additional subscriptions with different 

frequencies.  

 

 
 

o OD Reports and Registration Reports can be set to a Daily, Weekly or Monthly frequency. 

o Live Reports are sent after the live event concludes. 

¶ In the Email Address column, enter the email address, or multiple separated by semicolon, that 

should receive the report.  

¶ Click Save Changes to save changes.    

¶ Click Cancel to discard changes. 

 



  

 

 

 

Edit Event Content 
 

PowerPoint Decks 
 

The PowerPoint Decks section is used to upload slides to an event.  Slide processing time varies, so 

it is recommended to upload slides at least one hour before the scheduled start.  An email will be 

sent to the Administrator’s email address once the slides are available. 
 

¶ Click Upload New Slide Deck from My Computer to upload a PowerPoint file.  

¶ Click Choose File to locate a slide deck on your computer, add a title in the Slide Deck Title field 

and click Upload to upload the file. 
 

 
 

¶ Click Create PDF Download to create a PDF for viewers to download from the player.  

o Click Make Shareable to display a URL for the slide PDF and allow it to be shared outside of 

the player.  

¶ A successful message will display when the file has been uploaded. 
 

 
 

o To upload additional slide decks, follow the previous steps. 

¶ Once the file is available, a slide thumbnail will display. 

o If multiple slide decks are uploaded, drag the thumbnails to reorder how the decks will 

appear in the Live Studio. 

Á A processing thumbnail will display before the file is available. 
 

 
 
 
 

¶ Right-click on a slide thumbnail to display the available options. 
 

 

o Select View to display a preview of the slide deck. 

o Select Delete to delete a slide deck from the presentation. 



  

 

 

o Select Create PDF to include a slide PDF for viewers to download from the player. 

o Select Download (PPT/PPTX) to download a copy of the slides. 

Event Resources 
 

The Event Resources section is used to host files for the audience to download.  Uploaded files will 

appear in the Event Resources tab of the player and be available for the audience to download at 

any time.   

 

¶ Click Upload New Resource to upload a file as an Event Resource. 

o Click Choose File to locate a file for upload.  

o Enter the title that will display to viewers in the Document Title field.  

o Click Make Shareable to display a URL for the slide PDF and allow it to be shared outside of 

the player.   

o Click Upload to upload the file. 

¶ If the Create PDF download option was selected when uploading a PowerPoint deck, a PDF of the 

slides will appear in the Event Resources section. 
 

 
 

¶ Use the Title text field to rename how files will display to the audience. 
 

 
 

¶ Use the Order text field to reorder Event Resources. 
 

 

¶ Click Edit Access to control access to Event Resources. 

o If set as shareable, a URL will be listed here. 

Á The URL allows the Event Resources to be shared outside of the event. 

o If set as secure, a        icon will display and no URL will be provided.  

¶ Click Delete to delete an Event Resource.  

¶ For On-Demand audio events, select Enable MP3 Download to allow viewers to download a MP3 

of the presentation’s audio.  

¶ All uploaded files will appear in the Event Resources tab of the player.  
 



  

 

 

 
 

Headshots 
 

The Headshots section appears on the Event Content page and is used to add speaker headshots, 

company logos or other images that can be displayed during an audio event.  Headshots need to be 

320x240 pixels but can be edited after uploading.  Headshots are controlled using the Live Studio 

and appear to viewers in the media window of the player.   

¶ Click Upload New Headshot to upload an image. 

o Select Upload New to upload an image from your computer (selected by default). 

Á Click Choose File to locate an image and click Upload to upload the file.  
 

 
 

o Select From a URL to upload an image from a website. 

Á Enter the URL of the image in the text field and click Get Image to upload the file. 
 

 
 

¶ If the image is larger than 320x240, you will be asked to resize the image. 
 

 
 

o Select Crop Image to Fit to choose a portion of the image to be resized to the proper 

dimensions (selected by default). 

o Select Scale Image to Fit to resize the entire image to the proper dimensions. 

¶ Once uploaded, you will be able to edit the image. 
 

 
 

o Click Revert to undo any edits. 

o Click Resize to adjust the image’s size. 



  

 

 

o Click Rotate to rotate the image. 

o Click Crop to select a portion of the image to use. 

o Click Text to add text to the image. 

o Click Canvas to expand the canvas of the image. 

¶ Click        in the top right of the editing screen to save the image for use as a headshot.    

¶ Use the Order text field to reorder Headshots. 
 

 

 
 

¶ Click Edit Image to edit a Headshot. 

¶ Click Remove to delete a Headshot. 

 

Manage Q&A 
 

Audience questions are collected in the Manage Q&A window and will only visible to presenters.  

Questions automatically load in the New Questions tab, where you can respond, sort and assign 

questions to presenters.  A full list of questions and answers is also captured in the reports for post-

event access. Contact the event’s Administrator to confirm your responsibilities for reviewing and 

responding to questions. 

New Questions Tab 

 

¶ Click Answer next to a question to respond. 
 

 
 

o Answer questions via text to only the viewer that asked the question or all viewers or mark as 

answered verbally. 

Á Answered questions are moved to the Answered tab. 
 



  

 

 

 
 

¶ Prioritize questions using the dropdown in the Priority column, which will update the priority for 

all presenters. 

o Each presenter can sort questions locally based on priority by clicking on the Priority text in 

the header.  
 

 
 

¶ Click Delete to remove unwanted questions. 

o Deleted questions are moved to the Deleted tab. 

¶ Click on the Name or Email of the viewer that submitted the question to view their registration 

information. 

o For the name, email or company of the viewer to appear in the Q&A, those fields must be 

required on the registration form or voluntarily submitted by the viewer. 

 

 

 

 

¶ Additional Q&A controls appear in the top right of the Manage Q&A panel. 

 



  

 

 

o       refreshes the Q&A panel. 

o       launches the Q&A panel a new, larger window. 

o       allows questions to be added to the Active Questions tab. 

o       exports question as a Comma-Separated Values file for use in Excel. 

o       exports questions to a printer. 
 

Custom Tabs 
 

¶ Click        (next to the Revoked tab) to create and manage custom question tabs. 
o Custom tabs can be created to assign questions to a speaker or sort questions based on 

topic. 
¶ In the Manage Tabs window, enter a Tab Name and click Create to create a new custom tab. 

 

 
 

o New custom tabs will appear next to the New Questions tab. 
 

 
 

o Return to the Manage Tabs window to rename or delete existing tabs or to create aditional 

tabs. 
 

 
 

Á To rename an existing tab, enter a name in the textbox provided and click Save Changes. 

Á To delete an exisiting tab, click       next to the tab name. 

o Deleting a tab will move any assigned questions back to the New Questions tab. 

¶ To move questions to a custom tab, click Assign next to the question.  

o In the Assign Questions window, select a custom tab using the dropdown menu and click 

Assign. 

Á Assigned questions will move from the New Questions tab to the custom tab that was 

selected. 
 



  

 

 

 
 

¶ Select a custom tab to display the assigned questions. 
 

 
 

o Questions can be answered, prioritized, deleted or reassigned to a different tab using the 

same controls as on the New Questions tab. 

 

Answered Tab 

 

¶ Click Revoke to remove a previously answered question from displaying to viewers. 

o Revoked questions are moved to the Revoked tab. 
 

 
 

 

Deleted Tab 
 

¶ Click Answer to answer a previously deleted question. 

o Answered questions are moved to the Answered tab. 

¶ Click Undelete to restore a previously deleted question.  

o Undeleted questions are moved to the New Questions tab. 
 

 
 



  

 

 

 

Revoked Tab 

 

¶ Click Answer to re-answer a previously revoked question. 

o Re-answered questions are moved to the Answered tab. 

¶ Click Reinstate to re-share the previous answer to a revoked question. 

o Reinstated questions are moved to the Answered tab. 
 

  
 


