
The ultimate

guide to

virtual event

planning
Your complete roadmap for planning

successful virtual events 



The ultimate guide to virtual event planning: Your complete roadmap
for planning successful virtual events by Webex Events (formerly
Socio) 

Published by Webex Events

115 W Washington St #1190, Indianapolis, IN 46204

socio.events

Copyright © 2022 

All rights reserved. No portion of this book may be reproduced in any form
without permission from the publisher, except as permitted by U.S. copyright
law. For permissions contact: marketing@socio.events



Introduction to virtual event planning

Getting started with virtual event planning

Key considerations for your virtual event planning

Welcome to the ultimate virtual event planning guide
What are virtual events?
Why host a virtual event?

Set the right goal and objectives
Create your event budget
Choose your event management platform

Check off pre-event promo, planning, and registration
Practice using your event technology
Craft compelling event content
Secure top notch sponsors and exhibitors
Set your presenters up for success
Dazzle attendees with event activities and engagement
Virtual event fun and engaging activities (real-world examples)
Assign roles and responsibilities to event team members
Gather post-event data and feedback; send follow-ups

Table of contents

The dos and don'ts of virtual event planning

Take your virtual event to the next level with Webex Events

4

8

40

44

17

5
5
6

9
14
15

42
43

46
47
48
49

18
21
23
25
27
29
34
37
38

DOs of event planning
DON’Ts of event planning

Virtual event streaming - minus the fuss
Attendee engagement that delights and inspires
Facilitate sponsor, exhibitor, and attendee networking
Real-time data & metrics



Introduction

to virtual

event

planning



This is your one stop shop for everything there is to know about planning a
virtual event that delights and engages your attendees! 

If you’re responsible for any aspect of the virtual event planning process, you’ve
come to the right place. 

In this easily digestible and comprehensive guide, you’ll learn the ins and outs of
planning a successful virtual event. From setting goals and prepping your
presenters to securing sponsors and crafting compelling event content, you’ll be
up and planning your virtual event in no time! 

Before we dive in, let’s first answer some common questions about virtual
events. 

If you’ve tuned into an interactive webinar, a conference, or a cooking class right

from your computer, you’ve attended a virtual event. A virtual event allows

attendees to experience the event and its content online instead of a physical

location. 

To fully understand what a virtual event is, you need to know what it isn’t. A

virtual event is not simply a webinar or digital meeting. A true virtual event brings

as much of the in-person event experience and engagement as possible into a

virtual space.
 
In practice, this means creating highly engaging and interactive virtual

experiences where attendees feel connected and can easily engage with each

other, sponsors and exhibitors, and an event’s content. 

What are virtual events?

Welcome to the ultimate virtual event

planning guide
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You might be wondering, why should I host a virtual event? How do I know when to
host one? There are a number of reasons why event organizers decide to take their
events to the virtual stage.

Why host a virtual event?

To start, when travel and venue restrictions limit who

you can invite to your event or how many total

attendees can attend, virtual events are a great option! 

They’re also a great way to make your events more

inclusive and accessible. Financial, travel, and health

constraints are all factors that prevent attendees from

being present at an in-person event. With virtual events,

your attendees can tune in from the comfort of their

own home, the beach, a coffee shop–– the list goes on! 

The reality of in-person events is that they don’t

always play nice with your budget. Between securing

a venue, reserving on-site AV and production

equipment, and purchasing food and drinks for your

full attendee list, there are some serious costs

associated with hosting an in-person event.

Hosting a virtual event allows you to save big on

those areas and invest in other aspects of your event

like top notch speakers, event swag, and virtual

engagement experiences.

Accessibility 

Reduced costs 
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This brings us to the most compelling reason to host a virtual event: attendee
reach. When your attendees, speakers, and exhibitors can join from anywhere,
you dramatically increase the number of people who can attend your event.

You know what that means! Increased ticket sales and increased revenue. 
Have no fear – if you’re not quite ready to let go of the in-person event format,
you don’t have to choose between these two event formats. Hybrid events give
you the best of both worlds! 

Check out our blog on how to launch a successful hybrid event that incorporates
virtual and in-person components!

Increased attendee reach
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Getting

started with

virtual event

planning



You’re ready to plan your virtual event. What’s the first step?

Before you think about securing event speakers or launching a marketing
campaign, we recommend three preparatory actions, which we will discuss
below. 

High-performing virtual events emerge from foundational elements that feed into
event planning and secure their successful execution. These foundational steps
will undergird your event plans and start you off on the right foot. 

This section will discuss these three critical preparatory steps to complete as
part of your event planning foundation. 

Set the right goal and objectives

How do you hope to benefit from the event?
How would you like attendees and sponsors to benefit from the event?
Why are you hosting the event?
How do you define event success?
What results are you looking to obtain? (brand awareness, product

awareness, revenue)

What does event success look like to you? 

Every event organizer might have a different answer, which is why it’s critical to

outline your event goals before you start your planning, so you know how to

measure event success. 

Your event goals and objectives provide direction and drive your virtual event

strategy. They form the foundation of successful event planning and help you

make better decisions related to budgets, activities, and marketing. 

To compile your virtual event goals, consider the following questions and write

down your answers to each:
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Increase brand awareness

New product awareness

Reinforce customer relationships

Boost demand and lead generation

Acquire more customers

Improve customer retention

Generate immediate revenue
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To get your creative juices flowing, we

listed seven example event goals:

Virtual event goals



After you create your event goals, make them specific and measurable. Simply
stating that you want to acquire customers is not enough to create robust
metrics and measure performance. 

Example: How many customers? In what timeframe? 

A more specific and measurable goal would be: 

Generate 15% more customers by the end of the fourth
quarter compared to the third quarter.

Once you define your specific goals, create objectives and KPIs. While goals
define specific and measurable actions, objectives define what actions you will
take to achieve your goals, and they become the foundation for your virtual
event strategy. 

Objectives also define event KPIs (Key Performance Indicators), which measure
your event’s performance and weigh how close (or far) you came from achieving
your goals. 

Let’s look at these in a real-life example:

Generate 150 new customers by the end of the

fourth quarter.

Goal
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Bring on 10 new sponsors that have a similar target audience
Provide product demos via topic-focused networking sessions to generate

awareness
Send post-event surveys to generate leads and gather feedback 
Develop a roster of on-demand content from the event to power post-event
networking and build a larger community around the brand

Objectives

New signups (before, during, and after the event;

new and past customers)
Campaign tracking (discount codes, emails, social
content, blog content; tracking where sales came

from)
Event registrations
Event attendees
Attendee session counts
Session duration
Social media engagement
Event revenue

Not all of your metrics have to feed into your
primary goal. For example, some data
(registrations, session duration) might not directly
align with your goal of acquiring customers but all
data is analogous. If you exceeded your customer
acquisition goal, you might want to look into other
metrics to get an idea of what compelled attendees
to connect with your organization. Were there
particular content topics they enjoyed? Was there
above-average networking activity for your event? 

KPIs
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Event revenue and ROI

Session attendance and

duration

Session pageviews

Popular topics

On-demand content views

Session drop-off rate

Event content, social shares,

and engagement

Sponsor leads

Sponsor banner activity

(views, clicks)

Virtual booth visitors

Feedback generated from

surveys and polls

Email click-through rates;

open rates

Website traffic

Website traffic

Social media engagement
(mentions, shares,
comments, branded hashtag
usage)

Gamification (leaderboards,
top performers, active
participants)

Attendee-to-attendee
engagement and attendee-
to-sponsor engagement
(number of chat messages,
proposed and scheduled
meetings)

Live chat engagement

Live Q & A questions

Live poll participation

Qualified leads

Customers

Cost per customer
acquisition

Post-event survey feedback
(Number of survey
participants and responses)

NPS (Net Promoter Scores)

Virtual event

metrics and KPIs
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Event management platform
Event committee salaries
Presenters 
Event swag and gifts
Event marketing and promotions
Event technology
Presenters’ travel expenses (hybrid only)
Physical venue (hybrid only)
Physical venue production/technology (hybrid only)
Food (hybrid only)

Before you create your event budget, compile an overview of every item that will

incur a cost. 

If you’re hosting the event virtually, you won’t have to worry about big-budget

items such as a physical venue or catering. If you’re running a hybrid event,

factor in the venue and additional technology/production and staff. 

Typical line items for virtual event budgets include:

Provide estimates and a maximum budget for each line item, but know that the

budget might shift throughout the process. The estimates will guide you, so you

do not overspend as you plan. We also recommend adding a contingency

budget surplus of about 5-10% of your total so you’re prepared for surprises.
 
Running a hybrid event? Here’s what you should consider when building your

hybrid event budget.

Create your event budget
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Are you looking for software to run a few webinars? 

Do you want an end-to-end platform that includes capabilities to help

you plan, organize, and launch your virtual event? 

Do you need a solution that allows full customization and branding? 

If you’re running a hybrid event, do you need tech and event support

at your chosen venue?

Your virtual event management platform acts as your virtual stage, networking

platform, marketing tool, fun facilitator, and so much more! 

It’s your home base for your virtual events, and all of your planning converges on

your event management platform to create immersive experiences and build

year-long communities.

Before you choose your event management platform, consider your event goals

and desired features. 

Choose your event

management platform
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Customized registration
Automated processes
Full-scale branding
Group and 1:1 networking 
Video rooms
Live Q&A, chat, and polling
Gamification, leaderboards
Quick and easy event app building
Sponsor and attendee profiles
Intuitive community platform
Sponsor opportunities (virtual booths, banners, push notifications)
Flexible video streaming and RTMP player
Simulive and Video on Demand
Comprehensive reporting and real-time data and analytics
Built-in accessibility 
Professional training
World-class support 
Professional services (planning, tech support, event support)

For example, if your goal is to generate revenue via sponsors, choose a platform
that allows you to provide sponsors with unique opportunities for exposure
(banners, virtual booths, sponsored discussions and demos, live chat, etc.) If you
want to build a strong community that lingers long after the event, choose a
platform that fosters high engagement and offers community-building features
(social wall, one-on-one networking, live chat).  

Did you make the right choice? You know you chose the right solution when you
have all of the features to plan and organize your event without limitations, so
you can smash your event goals. 

Below are the top features to look for in a virtual event platform. Note that these
features are available in a full-scale, end-to-end event management platform
like Webex Events. Depending on your goals, you may or may not need all of
these features. 

To help you make your choice, we cover five virtual networking tools in this
article.
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Key

considerations

for your virtual

event planning
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Let’s recap what we’ve covered so far. You now have an understanding of the
virtual event basics including the key virtual event challenges (and how to solve
for them). 

We also covered your next steps in planning a virtual event, including how to set
virtual event goals and objectives, what to consider for your virtual event budget,
and the importance of selecting a robust virtual event platform. 

Before we get into it, remember to always keep your virtual event attendees in
mind as you go about your planning. Put yourself in their shoes and think about
what you would like them to experience. A successful virtual event is truly
immersive and captures the energy and excitement of an in-person event but in
a virtual setting. 

It’s time to get into the nuts and bolts of virtual event planning! We’ve outlined a
comprehensive checklist for every step of the planning process. Check it out
below!

Check off pre-event promo,
planning, and registration

Registration website

or landing page Registration page Attendee journey 

Email messaging Social media Pre-event swag

18
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Registration page

Virtual event success means crafting a streamlined and engaging experience for
your attendees from start to finish. Before your attendees can join your virtual
event fun, you’ll need to ensure you have the right event registration software to
serve as a designated spot for your attendees to sign up for the event!  

Your registration page gathers information from registrants. If you are using the
right event management platform, it will automatically port this data into the
back-end. If you’re charging for your virtual event, make sure to include
payment capabilities on your registration page.  

Registration website or landing page

To get attendees excited about the event, give them a preview of what’s to

come with a website or landing page where they can find more information

about the event. Include speaker bios, dates, content sessions, FAQs, and other

pertinent information. 

Also, provide a way for prospects to contact you with questions. A great way to

do this is to include your social media buttons on your event’s website or landing

page. Take this a step further and include your event’s hashtag! Encourage

attendees to use the hashtag in their posts about the event. This will help

increase awareness of your event and boost attendee excitement, too!

Attendee journey

As we touched on earlier, keeping your virtual event attendee top of mind
throughout the planning process is essential to your success! Map out the
attendee journey so your planning includes all touchpoints attendees have with
your event. 

Use attendee data to curate personalized attendee experiences and amplify
sponsorship opportunities with targeted sessions and networking. See our
recent article on virtual event design for more information on mapping attendee
journeys. 
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Email messaging 

Part of your promotional efforts should include a predefined email cadence to

promote your virtual event! Your emails should promote the event to subscribers,

confirm registrations, and send reminders leading up to the event. 

Email is a great way to share pertinent information about the event, such as

lineup changes, app download requirements, session scheduling, and other

necessary details. 

Social media

Another great way to promote your virtual event is to use social media! Leverage

your social profiles to share buzz-worthy content that details the type of content

you will present, speaker profiles, and pre-event giveaways. Get presenters

involved and posting on their channels as well.

To boost engagement and registrations, consider promoting an event contest on

social! Webex Events launched the Fun Event Contest leading up to our webinar,

“The Fun Starts Here: How to amaze, delight, and engage your event

attendees!” We opened the contest up to the public and asked for people to

submit their best and favorite event engagement ideas. The 20 winners were

announced during the webinar!

Pre-event swag 

Looking for a way to bring the IRL event experience right to your attendees

doorstep? Consider incorporating pre-event swag into your promotional plan.

Try to align the event swag to your event’s theme and, if applicable, connect

with sponsors to see if they want 
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Event platform

To successfully bring your virtual event to life, an end-to-end virtual event
platform is essential. As discussed earlier, your event platform can handle most
of your event management and facilitate engagement, networking, analytics, and
more. The event platform is one of the first decisions you will make when event
planning. 

Test runs 

Testing, testing, is this thing on? Just like the old adage goes, practice makes
(near) perfect! As an event professional, you know that events can be slightly
unpredictable, but you can still put measures in place to make sure you and your
presenters feel as confident as possible during the event!

Before your virtual event goes live, you’ll want to have at least one test run with
your presenters. Performing a test run will ensure your presenters’ equipment is
working and they are prepared for live sessions. Depending on your budget and
the number of presenters you have, consider sending them a “virtual speaker
kit” with lighting, camera, and microphone essentials. 

Test runs Problem solving

Practice using 
your event technology

Event platform 
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Problem-solving

Throughout the planning process, make sure to Identify critical problems that

could occur during the event, and plan out remediation steps. If you’re working
with a team, this is a great opportunity to delegate. Assign roles to individual

team members, so they know who is responsible for putting out what fires.

22



Craft compelling event content

Content sessions Breakout sessions Content schedule 

Content sessions

Map out your event’s content session topics, speakers, and session durations.

Think about intros, outros, and pre-recorded sessions, if necessary. In your

virtual event platform, segment your audience by attendee groups to give them a

personalized event experience. 

For example, if you have a VIP attendee group, give them exclusive access to

video breakout rooms with your company’s top executives. If you’re running a

hybrid event, you can segment your audience based on if attendees are

attending virtually or in-person. For your in-person group, provide a map of the

venue or links to fun things to do around town. 

Prepare presenters
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Breakout sessions 

Schedule additional session times for topic-focused discussions or workshops
where attendees have more space to discuss with fewer attendees. Webex
Events video rooms are a great way to provide Clubhouse-like topical discussion
rooms for intimate roundtable discussions, sponsor-led small group
presentations, or thematic breakout rooms. 

Content schedule

Schedule the flow of content and session times including any workshops, Q&As,
networking sessions, sponsored sessions, product launches, and scheduled chats.
Consider all timezones of your attendees and schedule sessions accordingly. 

Prepare presenters 

Presenting seamless talks from different locations and environments will take
some work to plan. Send presenters an equipment package (microphone,
lighting, backdrop, webcam) just for the event. Technicians can walk presenters
through set-up and test runs. For a lower budget option, send presenters a list
of preferred equipment, along with a virtual background to use during the live
presentation.
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Provide networking opportunities 

Secure top notch

sponsors and exhibitors

Show sponsorship value 

Show sponsorship value 

Your sponsors and exhibitors will likely account for the majority of your event revenue.
To secure top-notch sponsors, it’s important to first show your sponsors the value of
participating in your event. Clearly communicate your sponsorship value through
sponsorship tiers. Sponsorship tiers typically consist of gold, silver, and bronze tiers,
each with a unique set of promotional opportunities. 

Check out our webinar Event Revenue and Sponsorship ROI to hear from event pros
and Webex Events experts on how ticket pricing strategies, sponsorship tiers and
benefits, and so much more can help you drive ROI at your next virtual, in-person, or
hybrid event! 
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Provide networking opportunities 

Your event’s sponsors and exhibitors have a common goal when it comes to
events: attracting leads. As you plan your virtual event, identify opportunities for
your sponsors and exhibitors to network with attendees. 

Your virtual event platform will be integral to facilitating these networking
opportunities! The Webex Events sponsor showcase and booths allow sponsors
and exhibitors to seamlessly connect with attendees. The sponsor showcase
allows attendees to view your event’s sponsors at a high level. Once they click
into a profile, sponsors can wow them with an engaging profile built with
resources and ways to get in touch. 

Looking for ways to facilitate engagement between sponsors, exhibitors, and
attendees? Look no further than Webex Events video rooms. This feature gives
sponsors one (or more) dedicated video rooms that they can staff during the
entire event or designated times. You can also tie the sponsor video room
capability to specific sponsorship levels.

26

https://socio.events/blog/drive-sponsor-exhibitor-engagement-and-roi-with-socios-sponsor-showcase-and-booths
https://socio.events/video-rooms


Streaming locations

Encourage your presenters to avoid noisy rooms, doors, AC units, or any place

that could be distracting. If your presenters cannot find a proper shooting

location, consider renting out a quieter space just for the virtual event. 

Set your presenters up 
for success




Streaming locations
Lights, cameras,


action! 
Presenter


backgrounds

Sound
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Lights, cameras, action!

While your presenters might not be able to secure a professional camera and
lighting, a high-tech setup is not required to put on a high-quality virtual session. 

Have the presenter position their camera opposite their face, making direct eye
contact. Center the presenter’s head on the screen and include their shoulders
and a little room above their head to frame the shot. 

Natural light from a window is best, but it can be unreliable depending on the
weather. Consider additional lighting positioned at the cheeks, not directly on
the face or behind, which can create shadows. A standard desk lamp or basic
studio lights should suffice.

Presenter backgrounds

If you want your speakers to speak in front of a branded background, send them
a virtual background for live sessions. Otherwise, warm backgrounds with some
delicate embellishments (bookcase, flowers, small table) will set the stage
nicely. Avoid loud, harsh backdrop colors that will compete with the speaker. 
 

Sound

Provide your speakers with microphones (at a minimum) if you are concerned
about sound quality. Sound issues are one of the most common tech hindrances
of live virtual sessions. Ensure the speaker turns off their phone ringer and all
computer notifications during the live event to avoid disrupting the session.
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Webex Events was founded by event pros; we know our stuff! 

We specialize in event strategies that engage and delight attendees. We know

that high engagement scores high marks among event-goers and produces

amazing events. 

With the right engagement activities, your attendees will not only enjoy your

virtual event, they will leave wanting more. 

Let’s discuss the top attendee engagement activities that power unique and

memorable virtual events.

Dazzle attendees with event activities

and engagement

29



Virtual stage

Virtual stage

Live polls

Real-time

engagement data

Live chat

Gamification

Live Q&A

Networking

Virtual stage

First things first, you will need a virtual stage, a home base for your virtual

attendees to interact, chat, ask questions, and review the event schedule. Your

virtual stage will be a component of your event management platform and act as

the hub where most of your event information and activities live. 

First things first, you will need a virtual stage, a

home base for your virtual attendees to interact,

chat, ask questions, and review the event

schedule. Your virtual stage will be a component

of your event management platform and act as the

hub where most of your event information and

activities live. 
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Live chat

Engaging virtual events start and end with live chat. 

Enable live chat throughout the event—in content sessions, on your virtual chat

stage, and anywhere attendees can chat in real-time with other attendees,

sponsors, and presenters. Use live chat as well to promote sponsors via virtual

booths and sponsored video rooms. 

Live Q & A

Incorporate question-and-answer sessions into your live chats, especially during

live content sessions. Before and after the content sessions, attendees will have

questions for the presenter or other attendees. 

Having an opportunity to engage with presenters directly is a massive benefit for

virtual attendees. Allow real-time Q & A sessions (with moderation), so

attendees feel heard and attended to. Leverage Q & A sessions for fun as well. 

Live polls

People love to offer feedback because it makes them feel valued. 

Polls encourage attendees to get involved in event conversations, giving them

the chance to participate and feel a part of the festivities. Use polls to garner

feedback on event activities, as part of games and challenges, for icebreakers,

or to gauge the response to specific topics and/or presenters.   

Gamification

Everyone loves a little friendly competition, especially when there are fun

rewards to win. Games and challenges are high engagers at virtual events, and

they bring a lot of excitement. 
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Offer group and one-on-one meetings
Give attendees the ability to propose and schedule meetings with other

attendees and sponsors. 
Enable attendees and sponsors to create unique profiles to showcase their

personas and encourage interaction and networking. Their profile can

essentially become their business card. 

Implement scavenger hunts and challenges where attendees need to earn points

by finding hidden things or engaging in an activity you designate. Each point

gets them closer to the top of the leaderboard, which is visible to all attendees.

When they see their positions on event leaderboards, their competitiveness will

emerge, and they will actively participate to gain those coveted top spots. 

Also, use gamification for more business-focused endeavors such as promoting

networking sessions, increasing sponsor engagement, and highlighting specific

content topics and sessions. 

Networking

Why do people attend events? One of the top reasons is networking. 

Walking up to someone with a business card and a smile sets the stage for

networking at in-person events. But as you can imagine, interaction gets tricky

with virtual events.

Attendees and sponsors are also hesitant to jump into virtual events because

they can’t envision the value of networking behind a computer screen.

The key to virtual event networking success is to provide features that make it

easy for virtual attendees to meet one-on-one with other attendees and

sponsors. Convince attendees that virtual networking can be seamless—in fact, it

can be more effective than in-person networking because they can schedule

meetings any time of the day from the comfort of their homes. 

How do you facilitate seamless networking?
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Offer targeted networking sessions based on attendee preferences. Use
segmentation to create focused attendee segments to power target
discussions and talks. We discussed segmentation and personalizing the
attendee journey earlier in this section. 

Are attendees answering questions? 
Are they interacting with sponsors? 
Are they creating profiles and engaging in content sessions? 

Real-time engagement data

Hosting amazing events requires the ability to make changes on the fly,
especially during the event. 

Partner with an event management platform that enables you to view real-time
analytics to assess how attendees engage with the event. 

With real-time data, make immediate changes and course-correct, if needed, to
stay in control of your event, and gather valuable data for stakeholders.
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What does a fun and engaging event look like in real life? You’re about to find

out!

We hosted a contest and asked participants to submit the most fun and

engaging activities they experienced either at an event they hosted (“Hosted

Event” category) or an event they attended (“Attended Event" category). 

We chose 10 winners from each category and gave away a total of $2,500 in
prizes! Below are a few of the prize winners for virtual events. 

The furbaby contest

Submitted by: Krista Benoit, President & CEO, iSPARK Consulting Inc

Introducing The Furbaby Contest, a 20-minute session sponsored by Hilton and

hosted by the event emcee and his dog Roscoe. Participating attendees were

asked to join via video from home and include their pets for the chance to win

50,000 Hilton Honors points. 

Virtual event fun and engaging activities

(real-world examples)
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The segment was a huge hit! Attendees not only showed up in droves, but they

also dressed up their pets in costumes and clothing. The session was top-rated

over the 3-day conference and ranked 6th out of 59 total event sessions for

participation. 

One of the reasons for its success (besides being a great idea) was the pre-

event promotions. Event organizers promoted the event on social media using

eye-catching visuals of Roscoe and the emcee, and even created a clever

profile for Roscoe on the event platform. Pre-event polls showed that this

segment was the most highly anticipated session out of all speaker sessions,

and educational and networking opportunities. 

Scavenger hunt, virtual symposium 

Submitted by: Raluca Cadar,
Executive Director, The Protein
Society 

The Protein Society organized a
virtual scavenger hunt with 25
activities where participants had to
get codes to win. 

The organizations’ social media
“blew up” with followers discussing
how to get the codes and reporting
fellow attendees for bending the
rules. The staff was thankful that the
Webex Events app made it easy to
double-check if participants
adhered to the rules. The scavenger
hunt rewarded the society with a
high ROI as they saw increased
traffic on their social media
accounts. 
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Photo gamification contest, team building event

Submitted by: Maria Cauchon, Marketing Event Coordinator RFMS, Inc. 

This event organizer used gamification to stir up engagement for a week-long

internal team-building event during the COVID-19 lockdown. Participants could

upload themed pictures (each day had a different theme), and they would gain

points by acquiring votes from event-goers. The challenge brought people

together, reconnecting them after months of being apart. The following photo

was submitted by the Director of Support and got high marks for comic relief.

Watch the recording of “The Fun Starts Here” webinar, and get inspired by more real-
life examples of high-engaging activities. 
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Event organizers and managers - Lead committees and ensure each team
member is on track and the event planning moves along with ease. For
smaller events, the primary event organizer might hold this role.  
Emcee - Hosts the event, makes announcements about content sessions,
games, challenges, and provides some of the fun factor. The emcee can also
provide intros and outros for content sessions and pop in and out of chats to
increase engagement. 
Producer - Handles event production, recording, and equipment setup. The
producer might also set up your presenters with the right equipment to
ensure their presentations are top-notch. 
Technology technician - Manages IT support, audio/visual, and technical
issues, and provides technical testing and rehearsals
Event moderators - Moderates the chats and keeps them flowing and free of
spam. Moderators should also be recognizable to attendees and stand out.
Supply moderators with unique badge icons or profile identifiers (i.e., red
bands around their profile picture) to help attendees distinguish them. 
Customer service - Handles backend support of billing issues, light technical
problems, and answers support-related questions. 
Business development - Attracts and interacts with potential sponsors and
partners
Sponsor manager - Manages sponsor communication and implementation of
sponsorship opportunities
Event marketer - Creates the event marketing strategy and promotes the
event. You may also need a marketing team of creatives (advertising,
copywriter, graphic designer) depending on the size of your event.

Assign roles and responsibilities to event team members

Organizing comprehensive events is no easy feat. It requires attention to detail
and superior project management skills. Depending on the size of your event,
getting help will be essential to pull it off seamlessly.

Below are some typical virtual event roles
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Gather post-event data and
feedback, send follow-ups

Step 1: 
Gather post-event

data and compare it
to your event goals

Step 2: 
Request event
feedback via

 post-event surveys

Step 3: 
Send follow-up

messages to drive
future engagement

Your event is over, and the spotlight is off, but it’s only just the beginning. Savvy
event organizers know that post-event data and follow-up are just as powerful
as pre-event promotions. 

Step 1: 

Gather data based on your event metrics and KPIs. We talked about event goals and
metrics in Part 2 of this ebook. From your data, assess whether or not your event met
your goals and achieved success, and leverage your learnings to improve future
events. 

3 steps to post-event success
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Prizes to game winners
Personal thank-you notes to presenters
On-demand recordings of event content
User-generated content and images of fun event activities 
Access to your year-round community
Invitation to participate in a post-event survey
Follow-ups to registrants who did not attend to garner excitement for the
next event 

Step 2: 

Post-event surveys provide valuable feedback on how your attendees and
sponsors felt your event performed. Garner feedback on event activities,
organization, value vs. price, Net Promoter Scores, content topics and
presenters, and any other metrics that can help you measure performance and
improve in the future. 

Step 3: 

The next step is to send follow-up messages to event-goers to keep
communication alive and build a community. Drive engagement throughout the
year with educational content and future event invitations. Below are some ideas
of content to send:
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The dos and
don'ts of
virtual event
planning



Do set up your
event on a solid
foundation before
you start planning

Do secure help
from experts when
needed

Do think outside of
the box when it
comes to virtual
event activities

Do make your
events fun and
personal

Don't get entangled
in chaotic last-
minute additions

Don't miss out on
post-event
engagement
opportunities

Don't lump all of
your attendees into
one basket

Don't sweat the
small stuff

Dos Don'ts
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Dos of event planning

Do set up your event on a solid foundation before you start planning

In Part 2, we discussed three actions that build a strong foundation for event
success: setting event goals and objectives, choosing the right event
management platform, and creating a budget. Don’t skip these vital steps.

Do secure help from experts when needed

You’re not Superman, and around Kryptonite, neither was Superman. Hire
experts to help you set up the details that require specialized skills such as tech,
production, marketing, etc. 

If you want an all-in-one planning approach, partner with an end-to-end event
management platform like Webex Events. We provide training and support to
plug up event holes and keep things running smoothly and effortlessly. 

Do think outside of the box when it comes to virtual event activities

The more out-of-the-box and creative your activities, the more memorable your
virtual event! Just because attendees are behind computer screens doesn’t
mean they can’t engage in activities that would typically happen in person. 

Think virtual dance parties, meditation sessions, coffee dates, and magic shows.
Whether hosting a hybrid or virtual event, the only thing separating your
attendees from memorable experiences is your imagination. 

Do make your events fun and personal

No one said that your corporate event couldn’t come with a dose of fun. Event-
goers want to be amazed and dazzled, and a little fun will keep them from
getting distracted at home. 

Think icebreaker questions (what would you name yourself if you could go back
to your birth?) and pet games (whose pet has the funniest bark?)—the more fun
attendees have, the more connected they will feel with your event. Throw away
the stuffy and embrace the fun!
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Don'ts of event planning

Don't get entangled in chaotic last-minute additions

You read an article about five creative ideas to power your virtual event, but you
are days away from launching. Resist the temptation to add too much more to
your event, as things can get chaotic quickly. Stay focused!

Whenever you want to add new event features and activities (that weren’t in
your original plan), ask yourself if it aligns with your event goals and fits into your
budget. If so, also ensure it will be something that satisfies your attendees’
preferences and won’t derail your event and steal your time from executing your
original plan. 

The best advice we can give you? Don’t over plan and underdeliver. 

Don't miss out on post-event engagement opportunities

Your event might be over, but your community-building never stops! Take
advantage of post-event follow ups, surveys, community-building activities, and
messages to keep attendees connected and engaging with you throughout the
year. We discussed some post-event engagement tactics in Part 3 of this
ebook. 

Don't lump all of your attendees into one basket

The most successful virtual events cater to attendees’ preferences and curate
personalized experiences. 

To power memorable events, map out your attendee journeys and include all
attendee touch points. Use attendee data (gleaned from research and event
registration) to personalize experiences and amplify sponsorship opportunities
with targeted sessions, events, and networking. We talked more about the
attendee journey in Part 3 of this ebook. 
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Don't sweat the small stuff

Secure backups should anything falter (alternate speakers, equipment,
technology, etc.), but don’t get overwhelmed with the small stuff. Not everything
will go as perfectly as planned. Maybe the graphic designer made a typo, or
your copywriter missed a deadline. You can fix these things pretty quickly and
get back on track. 

Focus on securing the big stuff and let the small stuff roll off your back. You (and
your attendees) will be much happier.



Take your

virtual event

to the next

level with

Webex Events



Virtual event planning and all of its components is no small feat! From pre-event
promotion and curating event content to securing top-notch sponsors and
managing production elements, you have a lot to consider and plan for. But
when you’re equipped with an end-to-end virtual event platform, launching your
event should be effortless and fun! 

Enter: Webex Events 

Webex Events is your one-stop-shop for launching successful virtual, in-person
and hybrid events of all sizes. With robust and customizable features, Webex
Events enables event pros like you to run immersive events that delight and
engage attendees! 

At Webex Events, we partner with you during every step of the event planning
process. We understand that planning events is time-consuming, so we’re here
to help. We have easy-to-access educational resources, award-winning
support, and white glove professional services in place to help you pull off your
most successful event yet! 
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Virtual event streaming - minus the fuss 

Launching an immersive virtual event experience requires streaming capabilities
that can keep up. Webex Events streaming is a fully integrated solution that
allows you to create professional live streams—no AV team required. 

Simulive and Video on Demand give attendees and sponsors the value and
flexibility they’re looking for in events. Want the look and feel of a live stream
without streaming in real-time? Simulive lets you do just that! Video on-demand
is pre-recorded video that’s available at any time, so even if attendees duck out
of a session for a snack break, they can watch the video on-demand at a later
time. 

Webex Events helps you take streaming to the next level with custom banners,
backgrounds, overlays, sponsor ads, and even videos. Who said streaming had
to be boring? With Webex Events, you can easily connect with your audience in
real-time by displaying comments on screen and driving action with custom
CTAs.
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Attendee engagement that delights and inspires

To set your virtual event part from the rest, robust engagement capabilities are a

must. With Webex Events, you can bring the magic of in-person events directly

into your virtual event. Attendees can easily engage with each other and your

speakers through chat, ask questions with live Q&A, provide their insights by

participating in polls, and engage in some friendly competition with gamification. 
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Facilitate sponsor, exhibitor, and attendee networking

Show your sponsors and exhibitors value with endless opportunities to connect

with attendees. In-app banners, push notifications, and video rooms help your

event partners get in front of attendees and make lasting connections. 

With Webex Events, your sponsors and exhibitors won’t be the only ones making

connections. Your attendees have two goals at your event: to access exclusive

content and network with other attendees. Webex Events enables attendees to

chat, connect, and engage right from their fingertips! 
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Real-time data & metrics  

Webex Events takes the guesswork out of event analytics and metrics. We make
it easy for you to measure the impact of your events, so you can improve future
ones. 

From high-level attendee engagement analytics to drill down sponsor ROI
metrics, the Webex Events data dashboard gives you 360-degree insights to
see what’s working (and what’s not) in real-time.

If you’re looking for a virtual event platform that makes event planning fun, easy,
and rewarding, we have you covered. Check out just a few of the features that
have enabled Webex Events customers to launch successful events: 

Seamless 1:1 networking
Video rooms
Customized registration design
Curated attendee experiences
Gamification, live chat, Q&A,
polling, and more interactive
features
Custom branding
Mobile event app

Customized sponsorship
opportunities
State-of-the-art flexible video
streaming and RTMP functionality
Simulive and Video on Demand
Advanced reporting and analytics
World-class support
Professional services
And more!
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Ready to see Webex Events in action?

Webex Events makes event management effortless and enables event managers
to create memorable event experiences for attendees, presenters, and
sponsors. Schedule a personalized demo today with our Webex Events team of
experts!

https://socio.events/demo?utm_medium=content&utm_source=socio-content&utm_campaign=socio-guide-2021-virtual-event-planning
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