How to add a Webinar to Zoom & NeoSerra

NOTE If the Webinar platform is not available then follow the Zoom meeting setting in appendix 1

These instructions have been revised to take advantage of the new facility in NeoSerra that allows us to
upload attendee information from Zoom. This has allowed us to simplify the registration and reminders
process significantly without compromising the data collection we need to provide to our funders.

Setting up the Event

Step # Where What

1 Gather details of the webinar.
Description, Time & Date, Presenter, Host
2 Zoom Create Webinar in Zoom

Add the description including the disclaimer text as defined in Appendix 2 of
this document.
Ensure that Registration checked

My Webinars - Schedule a Webinar

Schedule a Webinar /
B

Description (Optional) This webinar exists to show center directors and others how to create a Webinar in Zoom and Meoserra
using the best practice that minimizes the data entry need.
It uses the new Import facility added to Meoserra in May 2020

Topic Test Setup Webinar

The information provided in this webinar and any supplementary materials provided to registrants are
intended for educational and informational purposes only and does not constitute professional financial
or legal advice. No reg| t should act or fail to act on the basis of any material contained in this
webinar without abtaining proper financial, legal or other professional advice specific to their situation.

Use a template MorCal SBDC Generic Webinar Template

When 05/23/2020 | | 300 .| PM .

Duration 1 v |hr| 30 ~ |min

Time Zone (GMT-7:00) Pacific Time (US and Canada) v

Recurring wehinar

Registration & Required «




3 Zoom

Check Q&A, Enable Practice Session, Record the webinar automatically. In
the Cloud

If you have a colleague with a zoom account from the same source as you,
who will be helping you with the webinar, then consider adding them as an
Alternate Host

Webinar Password

Video

Audio

Webinar Options

Alternative Hosts

Require webinar password

Host ® On Off
Panelists = On Orff

Telephone Computer Audioc @ Both
Dial from United States of America  Edit

7 Q&A P
Enable Practice Session ‘

Only authenticated users can join

Y

Make the webinar on-dernand

<

Record the webinar automatically On the local computer @ In the cloud

Schedule Cancel




4 Zoom On Invitations Tab: Invite Presenter as Panelist |

Invitations Email Settings Branding Polls Q&A Integration Live Streaming

Panelists

Invite a person or a Zoom room as a webinar panelist

Mame aill/Zoom Rooms

Delete

Add Another Panelist

@ Send invitation to all newly added panelists immediately m Cancel




5 Zoom

On the invitations tab click Edit to the right of the Approval Options to
access the Registation options

Invitations Email Settings Branding Polls Q&A Integration

Invite Par

No panelists invited

Webinar Size: 1000 attendees

Invite Attendees

Registration Link

Source Tracking Link @  +Add

You have not yet created any source tracking links

Automatically Approve

Options Close registration after event date

Allow attendees to join from multiple devices

Show social share buttons on registration page

Live Streaming

https: #norcalsbdc.zoom.us/webinar/register/WN_fR5BCZIbRWSKz-VuAOxm...

Copy the invitation

Edit

Email me the invitation

Edit

6 Zoom

On the Registration Tab:

Ensure that Registration Required is checked
along with Automatically Approve, Close registration after event date
and Allow attendees to join from multiple devices

7 Zoom

On the Questions Tab: Make Last Name and Phone Number required
fields, add Zip/Postal Code (not required)

F : |
Registration
Custom Questions

Registration Questions

Registration
@ Required
Approval f

® Automatically Approve
Registrants will automatically receive information on how to join the webinar.
Manually Approve

The organizer must approve registrants before they receive information on how to
join the webinar

Notification

Send an email to host when someone registers

Restrict number of registrants P
Allow attendees to join from multiple devices

Show social share buttons on registration page

Other options

@ Close registration after event date

<

&

Tracking Pixel

Tracking pixels are little 1x1 pixel images that allow you to keep track of how many
users visit your website or see your advertisement.

Add to registration page (Optional)

Example: https:/wwiw.trackingpixelprovider.com/1.gif

ration successful page (Optional)

rackingpixelprovider.com/2.g

Registration

Registration Questions

Add Registration Fields
First Name and Email Address required.

Field

Last Name

Address

@ b/ Postal Code
State/Province
‘ ne

Industry
Organization
Job Title

Purchasing Time Frame

Rale in Purchase Process

MNumber of Employees

Questions & Comments

Custom Questions




Zoom On the email Settings tab: If you want to customize the registration
confirmation click Edit then make your changes.
Include the ADA disclaimer language following as part of the additional text
Reasonable accommodations for persons with disabilities will be made if
requested at least two weeks in advance
Save this Webinar as a Template Edit this Webinar

Invitations

Select Email Language:English

Email Contact: Alan Montague, montague@norcalsbdc.org
Invitation Email to Panelists

Confirmation Email to Registrants Send upon registration
No reminder email to Attendees and Panelists

No follow-up email to Attendees

No follow-up email to Absentees

Email Settings Branding Polls

Q&A Integration Live Streaming

Edit

Edit

Edit

Send me a preview emaill | Edit

—

Edit

Edit

Edit

Confirmation Email

# Send Confirmation Email to Registrants

Subject

[Meeting Topic] Confirmation

Body
Hi [User Name].

Thank you for registering for "Test Setup Webinar",

—

Please submit any guestions to: montague@norcalsbdc.org
Date Time: May 23, 2020 03:00 PM Pacific Time (US and Canada)
Join from a PC, Mac, iPad, iPhone or Android device:

Please click this URL to join. [Join Link]

Mote: This link should not be shared with others; it is unigue to you.
Add to Calendar Add to Google Calendar Add to Yahoo Calendar

Description: This webinar exists to show center directors and others how to create a Webinar in Zoom and Neoserra using the best

practice that minimizes the data entry need.

It uses the new Import facility added to Neoserra in May 2020

Or iPhone one-tap :

US: +16679006833,96680415848# or +12532158782,,76680415848#

Or Telephone:

Diallfor higher quality, dial a number based on your current location):

US: +1 669 700 6833 or +1 253 215 B782 or +1 346 248 779% or +1 312 626 6799 or +1 646 558 B656 or +1 301 715 8592

Webinar ID: 266 8041 5848

International numbers available: https:/norcalsbdc.zoom.us/u/acGmzdJSxG

Reasonable accommodations for persons with disabilities will be made if requested at least two weeks in advance




9 Zoom Back to the email Settings tab, click the Edit next to No reminder email to
Attendees and Panelists then select reminders for 1 hour and 1 day before
the webinar start time. You can also add any extra information you want to
the email.

Reminder Email

Send Reminder Email to Approved Registrants and Panelis
¢ 1 hour before the webinar start date and time
7 1 day before the webinar start date and time

1 week before the webinar start date and time

Subject

Reminder: [Meeting Topic] starts in [time]

Body
Hi [User Name],
This is a reminder that “Test Setup Webinar" will begin in 1 hour / 1 day / 1 week on:
Date Time: May 23, 2020 03:00 PM Pacihc Time (US and Canada)
Join from a PC, Mac, iPad, iPhone or Android device:
Click Here to Join
Mote: This link should not be shared with others; it is unigue to you.
Add to Calendar Add to Google Calendar Add to Yahoo Calendar
Qr join by phone:

US: +1 669 700 6833 or +1 253 215 8782 or +1 346 248 7797 or +1 312 626 6797 or +1 646 558 86546 or +1 301 715 8592
Webinar ID: 964 B041 5848
International numbers available: https: norcalsbdc.zoom.us/u/acGmzd)SxG




Banner

Logo

Post Attendee URL

Post Webinar Survey

10 Zoom On Branding Tab: Upload your center or program logo, Set post Attendee
URL to your center URL. If you have a Google Form feedback sheet set up
add the URL for that as the Post Webinar Survey (see instructions later for
how to do this)

Invitations Email Settings Branding Polls Q&A Integration Live Streaming

Your banner is displayed at the top of your invitation page.

Your logo is displayed on the right side of the webinar topic on your invitation page, registration page,
and in the email invitation to the webinar.

,..—‘-__'_-—_Ar
AMERICA'S | SMALL
BUSINESS
s B D‘ DEVELOPMENT
* | CENTER
CALIFORNIA
NORTHERN CA NETWORK CONTRA COSTA _

Delete Add Description

https: #www.contracostasbde.org/calendar _

https:fdocs.google.com/forms/d/e/ 1FAIpQLSf7 2cLEdt-ANTUFiVabkQ1tzCThVPKbC 1gzWHKEhG1 pdlégR 1w/ viewform?usp=sf_link

Zoom will open a survey page in attendees’ brows

11 Zoom

Back on the Invitations tab: Copy the Registration Link

Invite Attendees

Webinar Size: 1000 attendees
Copy the Link

Registration Link
https:#norcalsbdc.zoom.us/webinar/register/\WWN_fR3BCZIbRWSKz-VuAOxm... li\[b

Source Tracking Link © + Add

You have not yet created any source tracking links




12

NeoSerra

Add event to NeoSerra

Include the ADA disclaimer language following as part of the description
Reasonable accommodations for persons with disabilities will be made if
requested at least two weeks in advance. [add contact information for the
event]

serra

[
20 Alan Montague

View » Activity = Manage ~ Help~ D~ lifornia SBDC Regional Lead Center

Training Events / Test Setup Webinar

Training Event

LCooe2 8]
Test Setup Webinar
5/23/2020

512312020 7]
3:00pm

5/23/2020

n Deadline: | 5/23/2020 3:00 PM

1 00 | (hmm)

1l a k= E it nEA =i Iowi=di borm aii= AT b 6 A=dT oo | 5 i

il
Ml
I
il
il
%

L) Formats ¥ Font Family ~ Font Sizes ~hBy [ | E =

This webinar exists ta show center directors and others how to create a Webinar in Zoom and Neoserra using the best practice that minimizes ¢
entry need.
It uses the new Import facility added to Neaserra in May 2020

Reasonable accommodations for persons with disabilities will be made if requested at least two weeks in advance.|

Accounting/Budget
Business Plan

Cash Flow Management
COVID-19 General Support
Dizaster Recovery

LYY

Franchising

Importing

Legal Issues

Mentor-FProtégé

Procurement Fair

Small Disadvaniaged Businesses
Tax Planning

Woman-owned Businesses

Base Closure/Community Adjustment
Business Start-up/Preplanning
Central Contractor Registration
Customer Relations
eCommerce

Government Confracting
Internet/Web Training
Managing a Business
Orientation

Rizsk Management

Social Media

Technology

Business Financing
Buy/Sell Business
COVID-19 Financing Capital
Disaster Planning
Exporting

Human Resources
Layoff Aversion
Marketing/Sales
Other

Selling to Government
Subcontracting

Veterans Outreach Conf.




13 NeoSerra | Select Program format of ‘Webinar’

Set Status to No eCenter Sighup

Then in the Signup URL Field paste the Registration link you copied from
Zoom

Set Location as ‘Online Webinar’

For Zip code use the zip code of your center

Select the hosting center as Center

Add the Point Of Contact’s email address (and phone number if applicable)
Select your Funding Source

Choose NO under Post this to eCenter

Primary Training Topic:* Orientation v

Program Format* Webinar v ”

Status: Open v

Maximum Attendees: 98 w Allow Waitlist?

Sessions

Number of Reportable Sessions: 1

Sessions: Title Start End New
Location

Location: Online Webinar

3 (No selection) v
ZIP Code:” IR o —
Training Address Country United States v

Reporting

Center™ Northern California SBDC Regional Lead Center v h

Cosponsor POC(s

Partner(s) Participating: +x
Point of Contact: /
Point of mail Address:* montague@norcalsbde.org

ct Phone Number:

English v
Unit History New v
Funding Source:* SBA v
Sub-funding Source: (Undefined) v
Reportable? ¥ @
ietieh -
Reportable? ¥ @ :
eCenter
Post this event on eCenter? No T /
23 v

(Use center’s selection) ¥
(UTC -8:00) America/los_Angeles v

(No selection) v

(No selection) v

‘ 14 ‘ NeoSerra ‘ Save the Training event ‘




Creating a pre-populated online evaluation form.

Contact Alan Montague at the lead center and ask him to share with you a copy of the google form used

to get evaluations and feedback.
Once you have it follow these instructions.

Open your Google Forms and select the form that you want to use.

= a Forms Q_ Search G Suite a"
Start a new form Template gallery
— = =
Blank Time Off Request Event Feedback Order Form Job Application Work Request
Previous 30 days Owned by anyone ¥ Last modified by me H A:Z
B Dem version of Regional post webinar evaluation - Passeane Feb 18,2020
B Regional post webinar evaluation - Passed Data &, me Feb 18, 2020
E)  SFSBDC webinar evaluation - Passed Data 2, me Feb 18, 2020
B NapaValley Yacht Club - 2020 Bar Survey 2, me Feb 15,2020
Earlier
B Restaurant Template 2, me Feb 3,2020
{ . H 7’
Use the menu to select ‘Get pre-filled link
B Regional post webinar evaluation - Passed Data [ ¢ ® o f‘i

Questions  Responses o
T
AMERICA'S

SBDC

CALIFORNIA

NORTHERN CA NETWORK

®
NorCal SBDC Webinar * ET
Thank you for participating in the recent webinar. =
Please give us your feedback via this quick survey so we can keep improving our logistics and content =
Your answers will be anonymous - unless you want to give us your contact information at the end of the survey. =
=

What Webinar did you attend? *

Short answer text

Undo

Make a copy

Move to trash

Get pre-filled link

Print

Add collaborators

Script editor

Add-ons

Preferences




In the ‘What Webinar did you attend?’ question enter the name and date & Time of the webinar then
scroll to the bottom of the window.

T
AMERICA'S
CALIFORNIA

NORTHERN CA NETWORK

NorCal SBDC Webinar

Thank you for participating in the recent webinar.

Please give us your feedback via this quick survey so we can keep improving our logistics
and content.

Your answers will be anonymous - unless you want to give us your contact information at
the end of the survey.

*Required

What Webinar did you attend? *

Webinar name and Diate& Time

Pre-fill responses, then click "Get link” Training objectives were clearly communicated * 2
4]

2 "

Click ‘Get Link’

Your answer

Center

Title

Your answi

Email

Your answer

e of Norther California Small Business Development Lead Center. Report Abuse

- Prefill responses, then click "Get link" Va

Click ‘COPY LINK’ to copy the link to your clipboard

What Webinar did you attend?

Webinar name and DajgaTime

Share this link to include pre-filled responses Yol @Bl ing cbjectives were clear|

Now copy that URL into the Post Webinar Survey on Zoom (see above).



Uploading the attendance information after the event
Once the webinar has run you can take the attendance report from Zoom and upload it into Neoserra.

Go to your reports menu (either part of your Personal menu or within the Account Management menu if
you are an account admin). Then Select Webinar

REQUESTADEMO 18887990125 RESOURCES ~  SUPPORT

Zool l I SOLUTIONS - PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~ ﬁs
RESORU Usage Reports Document
Profile
Meetings
Daily Show daily number of new users, meetings, participants and meeting minutes in a month,
Webinars
Recordings .
Active Hosts View meetings, participants and meeting minutes within a specified time range.
Settings
Inactive Hosts Shew the users who are not active during a period.
ADMIN
Dashboard
Upcoming Events View upcoming meetings and webinars
» User Management
» Room Management )
Meeting View registration reports and poll reperts for meetings
» Phone System Management
Account Management 7
o er Webinar few reglstr. Iél'.'.\'ﬂ_'\..m.r".'lmul'.:.Q&Am'ﬂ poll reports for webinars.
Account Profile .
GBS Cloud Recording View detailed inform out cloud storage usage by hest.
Billing
Recording Management ne System View phone system usage in a time range
IM Management
Remote Support View in-meeting support sessions during a certain period.
Scheduling Tracking Fields °
If a participant requests remowal of their personal information from your account, please go to Delete Participant's Personal Data
https://narcalshdc.zoom.us/account/report/webinar




Select Attendee Report then find the Webinar you are working on. In The Step 3 Generate Report
options, Uncheck ‘Summary information will be included at the top of the report’ and check ‘sort the

attendee list by attended status’

Then click Generate CSV Report

> Phone System Management
Account Management:

Account Profile

\ Step 3: Generate Report
Summary information will be included at the top of the report
s @ Sort the attendee list by attended status

Account Settings

Billing

Recording Management
1M Management
Scheduling Tracking Fields

Webinar Settings

Performance Report @

PERSONAL
Reports - Usage Reports - Webinar
Profile
Meetings. Step 1: Select Report Type
Registration Report @ ® Attendee Report @
Webinars
Recordings
Step 2: Choose a Webinar
Settings
From: | 05/20/202¢ | [ To| os/21/202¢ | 1z (LR
YT Maximum report duration: 1 Mont
Dashboard Time
. 01:31 PM
> User Management
o May 20, 2020 01:13 PM
> Room Management May 20, 2020 10:14 AM

Q& Report @

Webinar ID

- B

Topic

Leading Your Restaurant Team from Uncertainty to Opening

COVID-19 Updates Live Q&A Mon/Wed/Fri 10:30am
COVID-19 Updates Live Q&A Mon/Wed/Fri 10:30am

Poll Report @

‘Webinar ID

9787773 1301

835 182 602
835 182 602

T —
Document
19 22 18
0 2 0
312 3%6 255




Open the file using excel

We advise removing all rows and columns that contain information beyond the contact info that
NeoSerra will use. So, delete all columns EXCEPT First Name, Last Name, Email, Phone, & ZIP code (if you
collected them)

Also delete any rows that are for people who either did not atttend (Attended columns says No) or who
you feel should not be considered as having attended. An example here is the attendee who only spent
1 minute in the webinar.

= = o

8. Share

Test Webinar small - Excel

Insert  Pagelayout  Formulas  Data  Review  View  Acrobat Q@ Tell mewhat you want to do... Alan Montague

i, o6 Cut Calibri S Wrap Text Genersl - £ Q %ﬂ EX E 3 dutosum - Q‘Y p
Paste BB Copy - B I U <o m  Conditional rnmfa)t as Cell | nsert Delete Formae | 0 Sort & Find &
- ¥ Format Painter e Merge & Center =~ § ~ % 2 | ‘af 3§ k . ; N . . # Clear~ B -
ormatting ~ Table~ Styles Filter » Select
Clipboard ] Font ] Alignment o Number ] Styles Cells Editing ~
N23 e 5 v
B c D E B o e — na N o [~
Attended First Name Last Name Email Phone Registratii Approval Status Join Time Leave TimTime in Se Country/]
Yes Louise Dawson dawson@norcalsbdc.org 5/20/2020 13:31 101 Unite ites of America
Yes Holly Stiel Holly@thankyouverymuchinc.com 5/20/2020 13:31 #EssHHE 100 States of America
4 Yes Brad Conre bconre7@blogspot.com 209-991-8002 I approved 5/20/2020 13:31 #ssRE 1 United States of America
Yes Adriana Lopez Vermut  adriana@picapica.com 707-251-3700 | approved 5/20/2020 14:09 #Esk##H##E 56 United States of America
Yes Alie Dempster adempster8@imdb.com 707-123-0894 I approved 5/20/2020 13:47 #ssRE 77 United States of America
Yes Luce Hassent Ihassent9@mayoclinic.com 925-616-3829 I approved 5/20/202013:52 #ssE 72 United States of America
Yes Miriam Karell miriam@marinsbdc.org 929-272-3838 st approved 5/20/2020 14:08 sy 21 United States of America
Yes Jessa Berkey fi dg m 4-3757 approved 5/20/2020 14:12 #austsss 31 United States of America
Yes Joe Rodola Joe@norcalsbde.org 415-744-9411  |weamsssE approved 5/20/2020 13:31 #ussasRg 91 United States of America

Yes Mike Packard MikeP @shopOnThecorner.com 650-151-9830  |##wssess approved 5/20/2020 14:00 #ussaERE 64 United States of America
Yes Penelope De Gregoli pdegregolio@youtube.com 209-991-8002  |##mssEss approved 5/20/2020 14:27 #ussasRg 11 United States of America
Yes sal Spraging sspragingl@de.vu 707-123-0894  |#iE##s approved 5/20/2020 14:27 #ussEE 44 United States of America
Angelo ckes afockes2@infoseek.co.jp 925-616-3829 i approved 5/20/2020 14:01 62 United States of America
Luisa Considine Iconsidine3@wikia.com 929-272-3838 approved 5/20/2020 14:00 65 United States of America
Abramowitch aabramowitchd@samsung.com 5! 4-3757 s approved 5/20/2020 13:31 70 United States of America
Babe mbabe5@sakura.ne.jp 415-744-3411 s approved 5/20/2020 14:01 #ssRE 63 United States of America
Audenis taudenisb@quantcast.com 650-151-9830 i approved 5/20/2020 14:01 #ssEEE 57 United States of America
Niall mani@manistestkitchen.com 707-123-0894 I approved 5/20/2020 14:00 #ssRE 63 United States of America

<
o

Jogt
a 5 PP &
No Lindsay ceo@fortunachamber.com 929-272-3838  |wss approved 5/20/2020 14:01 st 56 United States of America |
Yes Alan Montague® CPID SI0FI020 1357 5/20/ 2020 15:04 b8 United States of America |

H - @ - Test Webinar small - Excel m - O
File GEUSN Inset  Pagelayout  Formulas  Data  Review  View  Acrobat  Q Tellme.. AlanMon.. £ Share
S X |Calibri General -~ EE Conditional Formatting = &= lnsett ~ 3 = 57~
FMD’; B I - $-% > [FromatasTable- TxDelete - [+ 2O -
= e DA == %3 27 Cell Styles - il Format - | & -
Clipboard Font n Alignment /| Number 1w Styles Cells Editing
AL - F | First Name
A B C D E F G
1 |First Name !LastName Email Phone
2 |Louise Dawson dawson@norcalshdc.org
3 |Holly stiel Holly@thankyouverymuchinc.com
4 |Adriana Lopez Vermut adriana@picapica.com 707-251-3700
5 |Alie Dempster adempsters@imdb.com 707-123-0894
6 |Luce Hassent IhassentS@mayoclinic.com 925-616-3829
7 |Miriam Karell miriam@marinsbdc.org 929-272-3838
8 |Jessa Berkey foxal m 0-334-3757
9 |Joe Rodola Jjoe@norcalsbdc.org 415-744-9411
10 |Mike Packard MikeP@ShopOnThecorner.com 650-151-9830
11 |Penelope De Gregoli pdegregolio@youtube.com 209-991-8002
12 |sal Spraging sspragingl @de.vu 707-123-0894
13 |Angelo Fockes afockes2@infoseek.co.jp 925-616-3829
14 |Luisa Considine Iconsidine3@wikia.com 929-272-3838
15 |Alic Abramowitch aabramowitch4@samsung.com 530-334-3757
16 |Maynord Babe mbabes@sakura.ne.jp 415-744-9411
17 |Tarrah Audenis taudeniss@quantcast.com 650-151-9830
18 [Mani Niall mani@manistestkitchen.com 707-123-0854
12 |bobby chang besbdegs@gmail.com 925-616-3829
20 |Alan Montague# CPTD
® [ g
] = 1 +

Save the file. We recommend saving it as an excel workbook.



Now log in to NeoSerra and go to the training event.

As the registration was done in Zoom the Attendees section should be empty. Select Import then From a

File

ch

@serra

View » Activity » Manage ~ Help~ ‘D~

Training Events | Test Setup Webinar

Edit Reports Email More -

Maximum

URL : norcalshdc zoom.us/wvebinariregisterAVN_fRSBCZIRW

Reporiing  eCenter  Demographics

Total Hours: 1:00 (homm)

This webinar exists to show center directors and others how to create a Webinar in Zoom and Neoserra using the best practice that minimizes the data entry need

It uses the new Import facility added to Neoserra in May 2020

iption

Training Topics: COVID-19 General Support, Disaster Recovery

Disaster Recovery
. Webinar

m
No eCenter Signup.

Aftendees: 300

Kz VuADmYw

Attendees
Attendee Status Fee
Enterprise Presence

Reports =

Alan Montague

Northern Calfformia SBDC Reglonal Lead Canier

Instructors New

A This training event has no instructors

Scheduled Emails New

No scheduled emails.

Summary

@ (FeesDemographics caiculated by Neoserra)
Total: 0

Image Upload Delete

Documents
(No documents. )

Upload

Audit

1812020 £:21 PM amontague
51912020 4:21 PM amontague
dit 81972020 4:21 P

Click Choose file then navigate to the file you just cleaned up.

Training £

Attendees

Attendee
Enterprise

m At

You may import/update atte; om a CSV file or an Excel file

Alan Montague

Narthern Calferis SEDC Regions| Lead Canter

File: Choose File | No fle chosen Edit Reports Email More - e — .
nstructors New
Description: | External Training Attendee List A This training event has no instructors
@ Open x New
2 & 5 ThisPC 5 Downloads v o p
Organize ~  Newfolder
Name Date Size. Tags -~
# Quick access
User Manual Acer_10.A A File folder
I Desktop
Monitor_Acer_1.0_WEx64W8ax86_A File folder
|2 Documents Prom
ptPClite File folder
COVID-19 Gencra| Suegg ¥ Downloads Astisan Food Business - Webinar Series.csv File folde QDelcte
Disaster Recovery
Webinar =] Pictures DailyUsageData-2019-10-10
s: No eCenter Signup Region Resources. ) File folder
e Workshop Curricula & Articles aipict File folder
e Lead Center 2] 97677731301 - Attendee Rep Microsoft Excel C...
Napa-Sonoms ) GMT20200520-173357_COVI Y = ieraraft Dol Comn VIT File Upload
=] 835182602 - Q&A Report (24 Si 81 KE Microsoft Excel C.
Photos FREE to Use (<] 248852 Date modified: PG File
= Google Drive File Stream (G:) COVID1G Dine-in Restaurants Checklist Adobe Acrobat D... Select a file to preview
Downloadable Centent Restaurent Sector Reopening Guidelines Adobe Acrobat D,
backgrounds Phase 2 Business FAQ_ENG_5.19.2020 Adobe Acrobat D.
Local Copies 2] AskSBDC 5.20 Microsoft PowerP,
Sallins 87 Test Webinar attendance report Microsoft Excel
Sl ] 97001203035 - Attendee Report (1)
elar
=] 97001203035 - Attendee Report
2 Dropbex (HSU SBDC Progrem) EIDL COVID-19 Loan 51820 (1) Adobe Acrobat D...
PPP_Report_Net_200513 Adobe Acrobat D,
30 This PC epon e
-] 835182602 - Attendee Report (15) Microsoft Excel C.
B 30 Objects 21 835182602 - Attendee Report (14) Microsoft Excel C.
I Desktop PPO Summary_07012020 Adobe Acrobat D...
Documents %] 40242-WL-BY11B-3 Adobe Acrobat D. O
< >
File nome: AllFiles ~
I




Ensure that any lines relating to presenters or hosts are unchecked (or remove them from the Excel file
before you load it)

Ensure that all the column headings are correctly identified. Most likely the name and email fields will
have been. Pick Phone Number from the drop-down to match the data in phone column (and zip code if
you collected it). Then click continue.

“Serl’a Seareh D Alan Montague

View ~ Activity + Manage » Help~ "D~ Northern California SBDC Regional Lead Center

Training Events / Test Setup Webinar

First Name Last Name
First Name

Email Phone
Email Address v Skip v

4

v | Skip v | skip v | skip

First Name Email Skip
Attended
Louise Dawson dawson@norcalshdc.org Work Phone Numbei
Holly Stiel Holly@thankyouverymuchinc.com
— Cell Phone
# Adriana Lopez Vermut adriana@picapica.com Address
¥ Alie Dempster adempster8@imdb com City
State
# Luce Hassent Ihassent8@mayoclinic. com ZIP Code
#| Miriam Karell minam@marinshdc org Country
@ J Gender
essa Berkey Jessa@foxandgoose.com
Notes
# Joe Rodola joe@norcalsbde.org A15-744-9417
# Mike Packard MikeP@ShopOnThecorner com  650-151-8830
«| Penelope De Gregoli pdegregolid@youtube.com 209-991-8002
« Sal Spraging sspraging1@de.vu 707-123-0894
«| Angelo Fockes afockes2@infoseek.cojp 925-616-3829
#| Luisa Considine Iconsidine3@wikia.com 929-272-3838
«| Alic Abramowitch aabramowitchd@samsung.com  530-334-3757
« Maynord Babe mbabe5@sakura.ne.jp 415-744-9411
«| Tarrah Audenis taudenisé@quantcast.com 650-151-9830
#| Mani Niall mani@manistestkitchen.com T07-123-0894
«| bobby chang besbdc8@gmail.com 925-616-3829

Alan Montague# CPTD
Cancel




NeoSerra now tries to match the information in the file to existing contacts. For large files this may take
some time.

What Neoserra does next depends on how well the details on the uploaded file match the existing
contacts in the system.

e No Match:
o If Neoserra cannot find an existing contact that matches, then it will label the record
with ‘new’ and create a new contact with details from the uploaded file.
e Partial Match
o If Neoserra fins an existing contact that matches some BUT NOT ALL of the details from
the uploaded file, it will give you the option of selecting the existing contact that
matches best or adding a new contact. We advise that you prioritize matching email as
this is the primary communication we have with our contacts and clients. If the email
does not match it’s better to add them as a new contact with the email they registered
with.
e Exact Match
o When Neoserra finds an existing contact that matches on ALL the details from the
uploaded file, it show you the details of the existing contact and will use that contact to
record attendance.

Once you have made your choices, set Status to Attended and Fee to No Fee then press Continue

-
21 Alan Montague

bSerra

View ¥ Activity ~ Manage = Help~ D~ Northemn

‘SBDC Regional Lead Center

Training Events / Test Setup Webinar

Import Options

Add new or unknown contacts 1o the database? @

Status: Atonded v | o —————
Fee: No Fee 7| ——

Email Address First Name Last Name Phone Number Gontact Partial Match - Suggest Existing Contacts ¢ rrent status
beonre7@blogspot.com Brad conre 2099918002 (new) (new)
adiana@picapica.com Adriana Lopez Vermut 7072513700 (new) (new)
® . Adriana Lopez Vermut (Malching: Name)
adempsterB@imdb.com Al Dempster 707-123-08%4 (new) (new)
Inassentg@mayocinic.con Luce Hassent 925-616-3629 (new) (new)
new
minam@marinsbdc.org Miriam Karell 9202723838 ® Wiriam Kare “ Partial Matches - Select Existing Contacts ner)
Miiam Karel
Jessa@forandgoose.com Jessa Berkey 5303243757 Jessa Berkey (nen)
joe@norcalsbdc.org Joe Rodola 4157849411 Jos Rodola (nev)
MikeP@ShopOnThecorner.com Mike Packard 650-151-0830 (new) (new)
pearagoll0@youtube com Pensiope De Gregol 205-091-8002 (new) (new)
sspraging1@devu sal Spraging 707-123-0804 (new) (new)
afockes2@infosesk o jp Angelo Fockes 925-616-3829 (new) No Matches - New Contacts (new)
Iconsidine3@vikia.com Luisa Considine 9292723836 (new) (new)
abramoviiché@samsung.com Alic Abramovitcn 5303243757 (new) (nen)
mbabes@saturane.jp Maynord Babe 4157849411 (new) (nev)
taudenisb@quantcast.com Tarrah Audenis 850-151-6830 (new) (ne)
mani@manistestiitchen. com Mani Niall 707-123-0804 Mani Niall k Exact Matches - Use Existing (new)
besbdcez@gmail.com bobby chang 925-616-3820 bobby chang (new)

The system will return the status of the load. Click Continue
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View v Activity~ Manage v Help v D~

Training Events / Test Setup Webinar

Alan Montague

Northern Calfrnia SBDC Regional Lead Center

Email Address First Name Last Name
agriana@picapica com Adriana Lopez Vermut
adempster8@imdb com Alie Dempster
Inassento@mayocinic com Luce Haszent
mitam@marinsbdc org Miiam Karell
Jessa@Toxandgoose com Jessa Berkey
ioe@norcalsbdc.org Jos Rodola
MikeP@ShopOnThecomer.com Mike Packard
pdegregolid@youtube com Penclope De Gregoli
sspraging 1@ de.vu sal Spraging
afockes2@infoseek o jp Angelo Fockes
Iconsidine3@wikia.com Luisa Considine
aabramowitch4@samsung com Alic Abramowitch
mbabes@sakura ne jp Maynord Babe

Tarrah Audenis

taugenisé@quantcast.com
mani@manistestkitchen com Mani Niall
besbce8@gmail.com

Contact

Adriana Lopez Vermus
Alie Dempster

Luce Hassent
Miriam Kare!
& Berkey
Joe Rodola
Mike Packard

bobby chang

Status

Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changsd: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended
Changed: Attended

The Training event will return showing the newly added list of attendees as well as the demographics

that it has for any of the previously existing contacts/clients.

The uploaded file is attached as a document.
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Dserra

View v Activity = Manage v Helpv D~

Training Events / Test Setup Webinar

Edit

eports Emal

Mare ~

Alan Montague

Nortihem Caiformia SBDC Regionsl Lead Canter

Instructors New
A This training event has no instructors.
Location eCenter De omments
Traming Event 10 L0082 o Scheduled Emails New
vent Tile: Test Setup Webinar No scheduled emails
Start Date: 5/23/2020 nd Date: 5/23/2020
52312020 line: §/23/2020 8:00 AM Summary
Scheduled Time(s): 3:00pm Total Hours: 1:00 (homm)
’ . @ (Fees/Demographics calculated by Neoserra)
This webinar exists to show center direcors and others how o create a Webinar in Zoom and Neoserra using the best practice that minimizes the data ealry need.
It uses the new Import facility added to Neoserra in hay 202 Total: 18
. ‘Aftended: 18 (0 In Person, 18 Online)
ription: Aftendees, Total: 18
Training Topics: COVID-19 General Support, Disaster Recovery In Business 1
ning 1 ¢ Not In Business: 17
Primary Training Topic: Disaster Recovery Total Minertioe. 2
Program Format: Webinar Asian/Asian-American: 1
Stalus: No eCenter Signup Caucasian/White: 5
Maximum Atiendees: 300 P— HispaniciLatino: 1
: . e Allow Waitlis Women: 4
URL : norcalsbdc zoom usfwebinariregisterWN_RSBCZIDRWSKZ VuAdx
Altendees at No Fee: 18
Attendees Edit New B: Import v Email =
s Image Upload Delele
Attendee tatus - -
Enterprise Presence
Alic Abramo Attended No Fee -
Tarrah Audenis = Aftended No Fee -
Attended No Fee -
P Documents Upload
Jessa Berkey = Aftended No Fee - 5] 7ot webinar smai s
bobby chang = Aftended No Fee -
Onine Audit
Luisa Considine & Attended No Fee - 4 811902020 421 FM smenisgus
Onine .21 Pit amoniaqus
Atondod Mo Fes = 52112020 508 Pl
Attended No Fee -
Alle Dempster = Attended No Fee -
___




APPENDIX1
/oom meeting Settings

ZO0MN  sownons-  mmsermanc

PERSONAL
My Mestings - Schedule a Meeting
Profile
m T
Webinors Topic Example for large meeting when Webinar platform not available
Recordings Description (Optional) Exarmple for large meeting when Webinar platform not available
Setings
£BLTY When 05302020 | (300 v PM v
Dashboard
Duration 1 viw[o v min
User Management
Room Management Time Zone (GMT-7:00) Pacifc Time (US and Canada)

Phone System Management
Recurring meeting
Account Management

Advanced

Registration @ Required

Meeting ID ® Generate Automatically Personal Mesting ID 213 113 5214

Require meeting password \

Host ® on off

Meeting Password

Video

Earicizant  on ot

P—
<

T

4____——0

SCHEDULEAMEETING  JOIN AMEETING

—0
—a

1. Enter the title for the meeting Topic
2. Enter a short Description

3. Set the time and date. Note that the duration is really informational only, you won’t get kicked

off after the time finishes
Ensure that Registration is SELECTED.

5. Ensure you don’t use your Personal Meeting ID but instead select Generate Automatically




ZOOM  souros~  msermone  comrsas corassaemme e emaeenic- (@)

o

10.

11.

12.

Select Participant Video OFF Although they will normally be able to turn this on themselves in
the meeting,

Ensure that the Both audio option is selected

Turn off Join before host

Select Mute participants upon entry. Although they will normally be able to unmute themselves
in the meeting, you as host will have the ability to stop them though setting inside the meeting.
Using a waiting room allows you to only let in your presenters before the meeting is due to
start. You can turn off the waiting room one the meeting starts properly

We recommend that you Record the meeting automatically to the Cloud After the meeting you
will be able to upload the recording to our Vimeo platform for sharing.

Click Save

My Meetings Manage "Example for large meeting when Webinar platform not available’

Example for large meeting when Webinar platform not available

Example for large meeting when Webinar platform not available

May 30, 2020 03:00 PM Pacific Time (US and Canada)

Add to ‘ B Google Calendar | | @& Outiook Calendar fics) | ‘ © Yahoo Calendar
927 9565 7296

Require meeting password
https:#norcalsbdc.zoom.us/meeting/register/t) YafuyugzwoE?LdmjtSswgRODm1rvLe?mrZ
Hril (o]:]

13. Copy the Registration Link Here

This is what you will share with your presenters in an invitation and use in NeoSerra for the Registration

URL

Now follow steps 5,6,7,8 & 10 from the Webinar settings to set the registration questions and email

options.



In Meeting settings for maximum control

When you start the meeting before your attendees start arriving do the following

Promote any presenters to Co-Hosts

- | Participants (2)

a'! Alan Montague (Host, me) AR U |

m Alan As Attendee

Chat

Ask to Start Video

Make Host

Allow Record

Rename

Remove

© 06 © © o ¢

na go slower go faster maore clear all

Mute All Unrmute 4l

e

Manage Participants
Allow Participants to Unmute Themselves

v Allow Participants to Rename Themselves
Play Enter/Exit Chime P
Lock Meeting

Merge to Meeting Window

1. Click Manage Participants
2. Next to the Presenter click More
3. Click Make Co-Host

Stop non hosts from unmuting themselves

4. Click More
5. Click Allow Participants to Unmute Themselves to deselect it



How many participants can share at the same time?
© One participant can share at a time
Multiple participants can share simultaneously (dual monitors recommended)

Who can share?
O on All' Participants
Mantague

Who can start sharing when someone else is sharing?
+ One participant can share at a time

Multiple participants can share simultaneously

6 Advanced Sharing Options...

at av’ h ~ B @ == (-]

Stop Video Invite Manage Participanis Polls Share Screen Chat Record  Breakout Rooms Reaclions

Stop people other than the host and co-hosts from sharing screens

6. To the right of the Screen Share button click the up arrow
7. Select Advanced Sharing Options
8. Select Only Host can shareAppendix 2 of this document.



Appendix 2
Disclaimer Language

The following language MUST be added to all Lead Center webinars. (Including Restaurant Program and
Finance Center)

Centers are advised to contact their host for similar language to add to their own webinar.

Webinar Disclaimer Language — for webinar sign up page

The information provided in this webinar and any supplementary materials provided to registrants are intended for
educational and informational purposes only and does not constitute professional financial or legal advice. No
registrant should act or fail to act on the basis of any material contained in this webinar without obtaining proper
financial, legal or other professional advice specific to their situation. The Northern California Small Business
Development Center, and its host, the HSU Sponsored Programs Foundation, specifically disclaims any liability,
loss or risk, personal or otherwise, which is incurred as a consequence, directly or indirectly, of the use and
application of any of the information presented in this webinar.

By registering for this webinar you acknowledge and agree that you have read, understood, accept and agree to the
above disclaimer and that under no circumstances shall the Northern California Small Business Development Center
or it’s host, the HSU Sponsored Programs Foundation, be held liable for any claims, losses, or damages of any kind
or nature arising out of or in any way related to the information provided in this webinar and/or the registrant’s use
of or reliance on said information.

Short Webinar Disclaimer Language

The information provided in this webinar and any supplementary materials provided are intended for educational
and informational purposes only and does not constitute professional financial or legal advice. By registering for
this webinar, you accept and agree to the full disclaimer available at

https://zoom.asksbdc.com/SBDC_Webinar Disclaimer and that under no circumstances shall the named parties be
held liable for any claims, losses, or damages arising out of or in any way related to the information provided in this
webinar and/or the registrant’s use of or reliance on said information.

For the first page of slide decks

The information provided in this webinar and any supplementary materials provided to registrants are intended for
educational and informational purposes only and does not constitute professional financial or legal advice. No
registrant should act or fail to act on the basis of any material contained in this webinar without obtaining proper
financial, legal or other professional advice specific to their situation. The Northern California Small Business
Development Center, and its host, the HSU Sponsored Programs Foundation, specifically disclaims any liability,
loss or risk, personal or otherwise, which is incurred as a consequence, directly or indirectly, of the use and
application of any of the information presented in this webinar.



	Setting up the Event
	Creating a pre-populated online evaluation form.

	Uploading the attendance information after the event

