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In the test webinar, do the following: 
- Test that presenters voice is ok 
- Tell presenters to use EXACTLY the same 

settings (if they worked fine) for the real 
webinar. If they are not using the same, 
then ask them to do it, wait for them or 
reschedule the test.  

- Inform chat moderator how to respond to 
chat comments using “@” (e.g. “@Maria, 
thanks for your comment”), and inform 
him/her that at the end of webinar, all chat 
is saved in outlook 
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- Inform presenters about chat moderator 
(so they know someone is taking care of 
comments and can bring them up later) 

- Inform presenters how to take over 
- Inform presenters how the polls are shown 

☐

 

☐

- 

- 

- 

- 

- 



HELVETAS Swiss Intercooperation 10 
 .......................................................................................................................................................................................................................  
 

 

 

 

- 
- 
- 
- 
- 

☐

☐

☐

☐



HELVETAS Swiss Intercooperation 11 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 

 

 

 

 

 

 

 

☐

☐

☐

 

☐



HELVETAS Swiss Intercooperation 12 
 .......................................................................................................................................................................................................................  
 

 

 

 

☐

☐



HELVETAS Swiss Intercooperation 13 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 



HELVETAS Swiss Intercooperation 14 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 

 



HELVETAS Swiss Intercooperation 15 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 

 

 



HELVETAS Swiss Intercooperation 16 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 

 

 

 

 

 

 

http://www.pexels.com/
http://www.flaticon.com/


HELVETAS Swiss Intercooperation 17 
 .......................................................................................................................................................................................................................  
 

 

 

 

https://support.office.com/en-us/article/take-a-poll-in-a-skype-for-business-meeting-6eb1fb85-18a6-422c-ae48-55519841f296
http://www.charactercountonline.com/


HELVETAS Swiss Intercooperation 18 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 

 

 



HELVETAS Swiss Intercooperation 19 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 

 

 

 

 



HELVETAS Swiss Intercooperation 20 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



HELVETAS Swiss Intercooperation 21 
 .......................................................................................................................................................................................................................  
 

 

 

 

 



HELVETAS Swiss Intercooperation 22 
 .......................................................................................................................................................................................................................  
 

 

 

 

 

 

 

Support for Helvetas staff: 

If you need support to set up your online event, please submit the form provided here:  

https://pamoja.helvetas.org/display/advisory/Webinar+or+online+events 

Please consider that the KNL and ITS Teams will provide support within their possibilities of time, 

and will reserve the right to decline requests. 

 

Support for partners and others: 

If you are interested in receiving support from Helvetas to assist you in organising and implementing 

webinars, please get in touch with the Knowledge and Learning team of Helvetas Swiss 

Intercooperation (Riff Fullan or Cesar Robles), providing details of your upcoming event (date, time, 

stakeholders) and requesting a proposal (including quotation), to knl@helvetas.org. 

https://pamoja.helvetas.org/display/advisory/Webinar+or+online+events

