
Getting Started with Zoom Webinars Checklist 
 

 
Once you've created your account, use this list to ensure you don't miss any steps in 
setting up your first webinar 
 
Create Your Webinar 

□ Choose My Meetings 

□ Click Schedule a New Meeting 

□ Enter title 

□ Enter description 

□ Choose the date 

□ Choose the duration 

□ Choose the time zone 

□ Choose video options: Screen sharing with the host should be turned on in most 
cases 

□ Choose how they will access audio, on the phone, computer, or both. Both is the 
best option. 

 

Set Your Meeting Options 

□ Require meeting password (if yes, assign and save a copy of the password) 

□ Enable join before host 

□ Mute participants upon entry  

□ Use Personal Meeting ID# 

□ Enable waiting room 

□ Record the meeting automatically on the local computer 

□ Add to your calendar of choice using the buttons provided. 

□ Look for the meeting ID and URL. To the right, click on Copy the Invitation. 

□ Copy the invitation and paste it into your welcome email and your confirmation 
page in your registration funnel. 
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Create Your Registration Funnel (instructions for Aweber.com) 

□ Click "Manage Lists" then click create new list. 

o Add the company name 

o Add the company URL 

o Choose the company address, or add a new one 

o Add the Sender name 

o Add the Sender email 

 

□ Name your list 

o Name it 

o Give it a description 

 

□ Create the confirmation email 

o Choose your language 

o Choose from the subject lines given 

o Briefly edit the email to customize it if you wish 

 

□ Create the welcome to the list email 

o Go to the Message tab. Click on the right to create a new message. 

o Choose plain text 

o Insert your subject line 

o Add a welcome message 

o Paste in the details about the webinar that you copied from Zoom 

o Save your work. It will appear on the Drafts page. 

 

□ Create and send the confirmation email with the webinar data 

o Click Send Options 

o Click Add to Follow Up series 
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o Go to Legacy Follow Up series 

o Send a test to make sure everything is working and looks right 

 

□ Create the sign-up form 

o Go to the sign-up forms tab at the top of the page: 

o Create a sign-up form 

o Choose a template 

o Edit the form fields and button as needed 

o Save, and go to the next step. 

 

□ Customize your settings 

o Name your form.  

o Choose a custom Thank you page 

o Enter the URL of that page, such as https://email-webinar-confirm 

o Choose open new window choice so they don’t lose their place. 

o Click Save Your Form and go to the next step. 

 

□ Publishing your form 

o Choose from the 3 publishing options 

▪ To publish the form yourself, select either Java or HTML 

 

Create Your Registration Squeeze Page 

□ Create a “Squeeze page” with details about the webinar that will encourage 
people to sign up for it 

□ Paste in the sign-up form code 

□ Save your page 

□ Upload your squeeze page to your site using your File Transfer Protocol (FTP) 
program - or if you use Wordpress, save the page/post. 

□ Create a logo for your webinar in order to help promote it 

□ Edit the page to make it look as attractive as you can 
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o Be sure the webinar sounds exciting 

 

Create Your Confirmation Page 

□ Name your confirmation page the same as the URL you gave when creating the 
settings for your form, such as: https://email-webinar-confirm 

□ Copy and paste the data about the webinar. 

□ Add a countdown clock set to the time the webinar is going to take place.  Go to 
https://countingdownto.com to create your own. Pay attention to the time zone. 

□ Change color, font and style as needed 

□ When you are happy with the way it looks, click Embed. 

□ Copy the code and paste it into your confirmation page  

□ Upload the confirmation page to your site using your FTP program.  

 

Test Your Funnel  

□ Subscribe to the new list using an email address that you look at often. 

□ Check the confirmation email  

□ Check the welcome email. 

□ Check the confirmation page  

□ When you are sure it is all working fine, start promoting the URL with the sign up 
form (the squeeze page). 
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