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Account Login

Login to your account at https://web.broaddata.com/
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Upon login, you will see the primary interface:
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Click on the Rooms/Events button to set up a Meeting or Webinar. You designate the event or room to be for a
Meeting vs Webinar on the Advanced tab when setting up the event (Scheduled Event or Permanent Room). Click on
the appropriate tab and then the blue Schedule button based on whether you want to set up a scheduled, one-time
event or a Permanent Room.

¢ Meeting - regular online meeting where all participants can share their microphone audio and webcam video
or Webinar - an online event where the host is presenting and can launch interactions.
o Scheduled Event - scheduled as a one time meeting - meeting URL is for one time use (URL can be
numeric e.g. web.broaddata.com/123-456-789 or alph e.g. web.broaddata.com/createname)
o Permanent Meeting - created as a permanent meeting - meeting URL is permanent (URL can be
numeric e.g. web.broaddata.com/123-456-789 or alph e.g. web.broaddata.com/createname)

* Permanent (Evergreen) Meeting — Scheduled one time or permanent meeting that plays back a previously
recorded meeting or recording file.

When logged into your account you will see a list of your meetings with tabs for Scheduled Events (one time),
Permanent Rooms and Evergreen Events.
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OPEN ALL TIME

When you Schedule a Meeting or Webinar for a one time event or permanent room, you are led through a
progression of screens where you complete information for Room Name, Registration (if desired), Participant Join
Form Fields (called Leads Form, if desired), designated Presenters, Tracking and Advanced features (Room type,
layout, locking, exit web page, etc).
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C) @ Registration Form. Attendees have to register first and use personal links to join.

By enabling Registration Form all participants will have 1o r

> a personal event attendance URL after submission of this form. Registrants are not allowed 1o share

this personal URL and there can only be one participant within a session using this URL

We kindly ask you not to gather sensitive information like credit car

d details or social securily numbers. Always ci ecliveness and conversion rali

of your leads forms.
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C) = |eads Form. Showed always when new attendee joins a meeting

The ea

est way to gather new leads. When enabled this optiona

forrm will always be visible when entering your room. We strongly recormmend asking your participants for their e-mail add:

s and a name
This way you will siry

ly and easily build your contact book

We kindly ask you not to gather sensitive information like credit card details or social securily numbers. Always consider effectiveness and conversion ratio of your leads forms.
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O @ Tracking - external tracking codes.

Il be embedded on all room pages (registration form, live room, thank you page, etc...)

Your 3rd parly tracking o
You can enable many cor

In the meeting or webinar setup, you can use the Discussion Mode (or the Q&A Mode) as the initial mode when the
webinar starts.

i
© oeras @ REGISTRATION i= LEADS FORM ¢ PRESENTERS @) TRACKING £ ADVANCED

M§ QeA - PARTICIPANT QUESTIONS:
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Wailing Room,

Advanced Options C) 5> Send thank you email 10 attendees after event has ended.
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After the meeting or webinar event is set up, you see a clear overview including all meeting or webinar links:



David Rickert

Room 1D: 290-878-244

Room Browser Address: https://web.broaddata.com/290-878-244
https://web.broaddata.com/davidrickert G COPY

Event Starts A 08-08-2020 11:45 AM , approx duration: 45 minutes

Timezone:

Audio Mode; Presentation - Webinar

Enabled Options: E] - Locked by default. Attendees will enter Waiting Room.
Q - Reqistration Enabled. Attendees have to register first and use personal links to join.

Leads Form Enabled. Attendees are asked to fill in form before entering the room.
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Registration Form Reminders are enabled. Attendees will be sent a reminder about this event.

Event Agenda is enabled.

Send thank you email 1o attendees after event has ended.

Registration Form Reminders: 60 minules before event start byEmail
1440 minutes before event start byEmail
5 minutes before event start byEmail

Leave Page URL: https:/fwww broaddata.com/webinar-thank-you/
Invitation Browser Addresses: Presenter: https://web.broaddata.com/290-878-244/cb342ce2ecd2cbb57899a%e941972419 & CoPY
Moderator: https://web.broaddata.com/290-878-244/24d0e44735900af3bd91¢cb0d280b0429 ©2 CoPY
Attendee: https://web.broaddata.com/290-878-244/bea615291215691 5ed32f626603bbf88 & CoPY

@ Should you require a different set of participants roles with different settings, please contact support.

@ You can sel custom logo for your room in Branding Toaol. You will get access to this feature as soon as you enter the
room.

Basic Statistics: 0 Attendees invited

a

Attendees registered (0%)

Meetings and webinars can be recorded.

After hosting your live meeting or webinar, you can use that recording to create an evergreen meeting or provide a
link to the recorded event to those who missed the live event.

Evergreen events are schedule one time or permanent recorded events. Recorded events can be a previously
recorded meeting or webinar or an external recorded file (e.g. MP4)
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Webinar Registration & Thank-You Page

The webinar registration page is where attendees sign up for your webinar.

To create a registration form, you have to define all the registration fields. The good news is that it’s entirely
customizable, so you can add custom questions.



@ Registration Form

By enabling Registration Form all participants will have to register to your event. Each registrant will receive a personal event allendance URL after submission of this form

Registrants are not allowed to share this personal URL and there can only be one participant within a session using this URL

Photography webinar registration form
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() &> Marketing automation integrations

Please remember that you need an "email” field in your form o save allendee data lo the selected marketing automation lools.

BroadData Web Meetings has abundant integration options, so you can integrate the registration form with your
CRM and send the registrants straight to your email list. BroadData Web Meetings has integrations with most of the
big email providers and CRM systems.
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Can't find what you need?
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For the attendee, the default BroadData Web Meetings registration page is simple and clean. For the attendee, the
registration page looks like this (based on the form fields you have created):



Photography webinar registration
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It’s useful to know that when you set up email reminders, it automatically adds the email field to the registration
form. So, when you’re sending webinar reminder emails anyway, don’t add the email field to your registration form,

otherwise you'll ask it twice.

Once the attendee has registered, they’ll be taken to the “Thank You” page. A confirmation that the registration was

successful and an option to add the event to their calendar. Giving that option to your attendees will increase the
attendance rate.

Thank you for registering!
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If you'd rather collect registrations on your own website, you can grab the registration page code snippet and easily
embed it to your WordPress site (or any other CMS platform site).

Email Reminders & Scheduling

There are email reminders you can set up before the event. It's recommended to use these, because they increase
the attendance rate of your webinar.

On BroadData Web Meetings, you can set up multiple reminders, from 5 days to 5 minutes before the webinar.
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This is how the reminder email will look like for the attendee.



Event Reminder - 5 Photography Skills You Must Know

to erkki -

[ Aug | 5 Photography Skills You Must Know
8 When  Sat 8 Aug 2020 11:45 — 12:30 (EEST)

Sat pr Who Unknown Organizer*

Add to calendar »

Your registered event will begin soon.

Please remember you are registered for an event: 5 Photography Skills You Must Know
Starts at: 08-08-2020 11:45 AM Europe/Tallinn
To join the event please use the personal link below:

https:/f .comi141-066-328/1/ AyxyVRs45nn 2Y Y TERIjagftrUTIFxPok30zkr1 sCkgstUY Y FDigCjf4LUvHu

Hemember: You may not be able to join the event room until the exact start time.
View this email in browser » =
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