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How to Run a Virtual Event in 2020
The Definitive Guide To Delivering Engaging Virtual Events
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Introduction

Even before the COVID-19 pandemic, more and more companies 
were making their events virtual. Nearly 2 million people live-
streamed Apple’s iPhone 11 launch event in Sep. 2019. 

But now, virtual events are even more critical to organizations in a 
time of social distancing and restricted travel. We are seeing large 
events cancelled or moved to virtual delivery.  For example, 
Salesforce.com is making its annual Dreamforce conference 
virtual in 2020 and SXSW took much of its show online after 
having to scrap the in-person event at the last second.

Maybe you’re looking to improve virtual events you’ve been 
running, or your company is now moving a physical event online. 
This guide can help. We’ll walk through everything you need to 
plan and execute a virtual event.
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What Makes a Virtual Event?
What does planning a virtual event entail?

In this section, we'll cover all the ingredients that go into making a virtual event. We'll go over:

What's a 
virtual event?

Virtual events vs. 
webinars and livestreams

Types of 
virtual events

Advantages of 
virtual events

Let's get started.
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What's a Virtual Event?
A virtual event is when someone participates in an online event instead of in-person. Virtual events can be external-facing, such as 
conferences and trade shows. And you can host internal events virtually, from town halls to department meetings.

We'll walk through different types of virtual events in a second. But first, let’s explore the differences between a webinar or 
livestream webcast and a large virtual event.
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Virtual Events vs. Webinars and Livestreams
Webinars and livestreams are different from large  
virtual events for a few key reasons:

› Livestreams and webinars tend to be shorter than 
virtual events. A virtual event can last for many 
hours, while webinars and livestreams usually run 
for 30 to 90 minutes.

› Live stream webcasts or webinars may require less 
audience activity or involvement than in a large 
virtual event. Most webinars and livestreams only 
stream video and audio, while virtual events often 
have many more actions and activities for 
participants.

› Webinars or livestreams can be less complex. 
Livestreams and webinars can require less 
technology, content, and planning than virtual 
events.

Okay, if virtual events are different from webinars or 
livestreams, then what type of events are they?
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Types of Virtual Events
There are many types of events you can host virtually, both for people in and outside of your company. 

The most common external-facing virtual events are:

› Conferences - Can include keynote speakers, many 
sessions, and audience participation.

› Trade shows - Often hosted in a 3D environment to 
resemble an in-person trade show. Sponsors host virtual 
booths and hold virtual meetings.

And in-house virtual events include:

› Company-wide events (i.e., all-hands meetings, end-of-year 
celebrations)

› Town halls

› Department meetings

› Trainings

Why do companies choose to host virtual events? Let's find 
out.
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Advantages of Virtual Events

With a virtual event, the show does go 
on. Virtual events aren't affected as 
much as in-person events by things 

like the weather or pandemics. 

Anyone can attend a virtual event 
from almost any location. This 
accessibility means potential 

higher attendance rates.

Virtual events often cost far 
less than physical events.

You get more data and 
information about attendees 
from a virtual event than you 

do with a physical one.

Cost Accessibility Continuity Insight

Companies sometimes choose to host virtual events for practical reasons. For example, a multinational corporation may find it impractical for all its 
employees to travel to its headquarters for an all-hands meeting.

But there are some advantages that virtual events have over in-person events.

65% 
of B-to-B marketers plan 

to reallocate some or most 
of their 2020 live budgets 

to online events*
*Publisher Aggregage, Inc., April 2020

Now that you know what a virtual event is, how do you plan for one? 
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Planning a Virtual Event
As with any event, a virtual event requires planning. The more you prepare upfront, the more likely your virtual event will be a success.

We'll cover six key steps for planning a virtual event:

01

02

03

0405

06

07

Define your goals

Identify your target audience

Choose your tools

Form your event team

Execute your plan

Finalize your agenda

Promote your event

Some of these steps are 
like what you follow when 
planning a physical event. 

Still, there are crucial 
elements unique to 

planning a virtual event —
starting with picking your 

target audience.
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Define Your Goals

Before heading too far down the path of planning your virtual event, 
know how your organization will determine if it was a success. When 
you do, you're ready to identify your audience.

The first step in planning a virtual event is making sure you know your 
organization's goals in hosting the event. Is it to gather leads for the 
sales team? Is it making money through sponsorships or 
registrations? Are you trying to increase engagement in your all-
hands meetings?

Virtual events give you unprecedented amounts of data and insights. 
But that's only good if you know what's most important to your 
company.
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Identify Your Target Audience

Every event, whether 
physical or virtual, has a 
target audience. But 
virtual events run on 
technology. That means 
your audience's comfort 
using technology can be 
a crucial factor in your 
event's success.

If your attendees aren't 
tech-savvy, you may want 
to tone down the event's 
technical features. Or, you 
may need to spend more 
time in preparing them for 
what to expect.

If your audience is more 
adept with technology, 
you might need to add 
features to keep them 
engaged. And you can 
spend less time prepping 
them.

Use what you know about 
your target audience to 
help define your virtual 
event planning. Once you 
know whom you're 
hosting the event for, you 
can build the team to help 
you pull it off.
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Form Your Team

A virtual event involves many pieces, and you'll need a team to help 
make it work. 

Again, a virtual event runs on technology. That's why working with 
your organization's IT department is crucial. After you've defined your 
goals and identified your target audience, contacting your IT team 
should be the first thing you do when planning a virtual event. 

Your IT team can help you assess your company's technical 
capabilities, review vendors, and provide support for executing the 
event. Get IT involved early in your planning process.

Along with IT, make sure you have others who can help. Here's a list 
of needs you might need to fill:

› Pre, during, and post-event support

› Marketing 

› Speakers and moderators

› Graphic Designers

Even with a reliable team behind you, you'll need to go outside your 
organization for specific tools to make your virtual event work. 
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Choose Your Tools
It's unlikely your company has everything you need to run a successful virtual event. After all, virtual events often include these elements:

The good news is that there 
are many best-in-class 

solutions for the enterprise. 
Let’s explore some of the key 
categories across the solution 

ecosystem.

Website Mobile application Sign-up or registration Content (presentations, 
speakers, workshops)

Live video and audio Audience participation Feedback gathering Recorded content

You might be able to build a website in-house, for example, but you'll have to tap outside vendors for other services. Unfortunately, there isn't a single 
solution to cover all needs for virtual events for the enterprise. You'll instead likely have to work with more than one vendor.

Source: Chiefmartec.com
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Key Solution Categories To Consider
The solution you consider should be determined by the type of event you want to host as well as the content you want to deliver.

Example Solution Category Example Vendors

Meeting Solutions Cisco Webex, Zoom, GoToMeeting, Adobe, LogMeIn

Online & Virtual Event Specialist Platforms ON24, INXPO, vFairs, Hopin, Pathable, EventMobi, 6connex

Event Management Platforms CVENT, RainFocus, Bizzabo, Eventbrite, Tripleseat

Event Chat & Engagement Solutions Chatroll, PigeonHoleLive, Thoughtexchange, Glisser

Enterprise Video Platforms Vbrick

Event Production Companies PSAV

Now that we have recognized the broad solution landscape, let’s outline a process for selecting a vendor.
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How to Pick a Vendor

Picking a vendor can seem daunting. You can follow this streamlined 
process, though, to make it easier: 

› Decide what you want to include in your event

› List what you need from vendors to execute your vision

› Identify and review vendors meeting these requirements

› Follow a "best of breed" approach, picking the highest-rated solution 
in each type or category

Along with ensuring a vendor has the ingredients to deliver on your 
needs, here are some questions to ask:

› What's their experience providing what you need?

› How have past customers rated their work?

› Do they integrate with your other solutions, including those from 
your in-house team?

› Do they offer customized solutions, including white labeling? 

› What support and customer service do they provide?

Let’s list some solutions you might want to consider for your virtual 
event.
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Choosing The Right Solution For Your Need And Capabilities
When determining what solutions you need to support your virtual event, you should also take into account your experience with 
virtual events, the technical acumen of your organization and also your existing solutions.

01

03 02

If your organization has limited experience running live virtual 
events and a low risk threshold, you may consider using a 
teleconference bridge alone.

01

If you are conducting a larger scale meeting you can explore 
using your existing meeting solution and evaluate if it can scale or 
has the additional capabilities you may need.

02

If you want a few to many event, choose a live broadcast and 
build in interactivity through social channels, text chat, or polling; 
share recording for on demand replay for those who cannot join 
live.

If you need separate “breakout rooms,” 1) use a meeting solution 
with a breakout room feature (see Market Solutions) or 2) have 
separate scheduled virtual meetings for the breakout teams and 
share links.

03
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Solution Focus: Example Event Management Solutions
Event management software is crucial to making your virtual event a success. You can use this solution to register attendees and
exhibitors, process payments, promote and market the event, and more. 

Example enterprise event management solutions are:

Cvent and Splash earn the highest scores for enterprise event management on the review website G2.com. But that doesn't 
guarantee they're right for you. Review event management software before choosing. Ask the questions listed on the previous 
page. And engage your IT folks to help ensure you make the right decision.

Another pivotal part of your virtual event is video. Let's cover this solution category.
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Solution Focus: Enterprise Video Solutions
Virtual events rely on video, both live and recorded. You'll broadcast live during the event and will likely have recordings available to 
attendees after the event ends. That's why picking the right video management and delivery platform are key.

Video 
Conferencing

Solutions

These solutions enable two or more connected video feeds to allow for real-time 
conversations between them. This “synchronous communication” makes video 
conferencing technology perfect for live, interactive meetings.  Many however, 
have audience size limitations and have limited content management capabilities.

Enterprise Video 
Platform

These solutions enable one to many live streaming and on-demand video 
communications from end to end including streaming, recording, transcribing, 
sharing, searching, and securely and efficiently managing video content.  

These solutions when combined with CDN capabilities can integrate with video 
conferencing solutions, or end points to enable users to reach a broader audience 
globally using existing unified communications and collaboration infrastructure.

The features and functions of solutions differ. Some don't deliver high-quality video. Others either don't offer white labeling 
or charge more for it.
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What You Need From Video Providers

Here are some elements event planners often seek in their video 
provider:

› Seamless HD video

› White label branding

› Simultaneous video feeds, like a physical conference

› Subtitles and transcriptions

› Video-on-demand and content management capabilities

› Easy integration with other solutions (eg Unified Collaboration 
Solutions)

› Access control and security

› Easy to use interface

› Audience interaction (eg, polling, chat)

In picking a video management solution, make sure you know what 
you want your event to be, and which provider can meet all or most 
of those needs. Again, your IT department can help you through this 
stage in the planning process.

After you've selected your vendors, you're ready to finalize your 
virtual event's agenda.
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Finalize Your Content & Agenda
The two key ingredients to consider when planning your virtual event's agenda are content and audience.

Content matters even more in a virtual event than a physical one. People can get distracted while participating in an event on their phone or 
computer. That's why you need to ensure your sessions, keynotes, and other activities are engaging and tailored to your audience.

You content strategy should also be considered when determining how the event will be delivered.  Many organizations employ a combination of live 
streaming presentations in addition to  pre-recorded presentations that can be viewed on demand or published at a specific time on the agenda and 
followed by a live Q&A session with the speakers.

The audience is essential not just from planning content, but 
also in scheduling. You don't want to hold your virtual event 
when most of your attendees can't make it. If most of your 
audience is in California, you shouldn't start your virtual event 
at 9 a.m. New York time since that's 6 a.m. on the West Coast.

Let's cover some other items to consider when finalizing your 
virtual event's agenda.
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› Pre-recorded presentation 
content with audio and 
video

› Available in event video 
content library

› Pre-recorded presentation 
content with audio and 
video made accessible at 
a specific time in the 
agenda

› Followed by a live Q&A 
session with speakers 
with interactivity

› Scheduled live streaming 
session with option for 
audience interactivity (e.g. 
polling, chat)
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Factors In Finalizing Your Agenda
In some ways, planning a virtual event isn't that different from an in-person one. You still need to give your audience breaks, and 
you want to help them have fun.

Some things to think about when finalizing your agenda:

We'll talk about ways 
to accomplish some 
of these items soon. 
But first, let's discuss 

promoting your 
virtual event.

Keep sessions and keynotes to 30-60 minutes

Include activities for attendees throughout

Build-in time for 
networking

Ensure keynotes and 
presentations are 

engaging
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Promoting Your Virtual Event

You can promote your virtual event like you would 
market a physical event. You can deploy many of the 
same tactics to promote your virtual event.

One essential difference, though, is that your event 
website, email, and social media become even more 
critical when promoting your virtual event. Let's discuss.
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Tools for Promotion
Your event's website is where people will learn 
about and register for your event. That's why it 
needs to be informative, detailed, mobile-friendly, 
and easy to use. Your website needs to sell the 
event to your audience and give them information.

Email marketing can drive people to your event's 
website and encourage them to register for the 
event. Email's also are a fantastic way to keep 
registrants updated and interested in your event, 
including reminders to attend. And post-event, you 
can let attendees know how they can access the 
event's recorded content.

Social media is both a marketing and engagement 
tool. It can raise awareness of your event and give 
your audience a platform for engaging with other 
attendees.

After promoting your virtual event, all that's left is 
to execute it.
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Execute Your Virtual Event
You've planned, built, and promoted. Now all that's left is executing your virtual event. 

Some tips for ensuring your event goes smoothly include

That's how you plan a virtual event. But how can you adapt a physical event to a virtual one?  Let's find out.

Test the technology with 
each speaker and moderator 
before the event.

Ask moderators and 
speakers to log on and 
double-check the technology 
at least 30 minutes before 
their sessions and keynotes.

Have backup plans in case 
something goes wrong, 
because it will. For example, 
what do you do if a speaker 
loses their Internet 
connection during their 
session? How will you 
handle attendees who say 
they can't hear or see the 
video?

Make sure you have your 
team members' and vendors' 
contact information, 
including many forms (i.e., 
email, cell phone). When 
something goes wrong, you 
need to be able to 
communicate quickly and 
effectively.
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Adapting a Physical Event
More organizations are transitioning their physical events into virtual ones. Fortunately, this process doesn't have to be 
a stressful one. 

There are six 
key steps to 

adapting your 
physical event

Shift marketing

Transition content

Create a guide

Facilitate 
networking

Reassess and reinvest 
your budget

Plan for tech 
support

First, let's go over 
the budget.
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Reassess and Reinvest Your Budget

› If you're adapting a previously planned 
in-person event, you may need to cancel 
contracts with providers, including the venue. 
Working out these cancellations should be 
your priority.

› After cancellations, you can review and 
reinvest your budget. Look for opportunities to 
strengthen your virtual event using unused 
funds from your physical event's budget.

› Let's say you're saving money by not having to 
book a venue. Maybe you can reinvest those 
funds into getting a premium keynote speaker. 
What you're not spending on food can pay to 
develop a mobile application for your event. Or, 
you can put the money toward a social media 
marketing campaign promoting your event.

› Equally as crucial as reinvesting your budget is 
letting people know about the shift to a virtual 
event.
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Shift Marketing

Once you've decided to 
move your physical event 
online, you need to let 
people know quickly and 
clearly. 

You also need to update the 
event's website and any 
other digital collateral, such 
as social media profiles, to 
reflect the change. Focus on 
removing outdated 
information. Then add 
corrected details as it 
becomes available.

After emailing registrants 
and updating your website, 
review your email 
marketing, social media, 
and other campaigns to 
ensure they're up-to-date

Soon after you've made the 
decision, email registrants 
and let them know. It's okay 
if you don't yet have all the 
details worked out. Tell 
them you'll provide an 
update with more 
information as soon as it's 
available. (Then make sure 
you do.)
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Transition Your Content

You can't take the content from an in-person event and move 
it online. Instead, you need to rework your event's content and 
agenda to reflect the virtual environment.

For example, an in-person presentation might succeed with a 
small number of slides or visual aids. Online, though, 
attendees get bored staring at the same screen too long. Work 
with speakers to ensure their presentations include frequent 
changes.

And you may not want to bring every aspect of your physical 
event over to the virtual one. In-person you may have planned 
for 25 simultaneous sessions, but does each one work 
virtually? Consider changing or reducing the sessions that 
aren't effective for online audiences.

Another huge part of adapting your physical event is the 
possibilities that a virtual event provides. 

Let's talk about them.
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Virtual Event Content Possibilities
A virtual event opens new possibilities that aren't as prevalent with in-person events. Here are a few key ones:

Audience engagement 
Virtual events make it easier for 
attendees to take part. 
Features such as polls and 
chat rooms give people a way 
to respond to what's 
happening. Because 
participants can get distracted 
during a virtual event, it's vital 
to include engagement tools in 
your content.

Live feedback 
You can solicit real-time input 
from attendees about sessions 
and other events. Such insight 
can be part of the data you 
gather for use post-event, but it 
can also help you adjust your 
event. If attendees tell you the 
video's lagging, you can let your 
video provider know so they 
can immediately address 
the issue.

Digital swag
Just because your event is 
online doesn't mean your 
attendees can't get free stuff. 
You can develop badges or 
other digital prizes that people 
win by attending sessions, 
providing feedback, and more. 
Or, you can give participants 
event-specific backgrounds for 
their social media profiles. 
Many vendors can help you 
give out digital swag at your 
virtual event.

Mobile app
Many physical events now 
include a mobile app to guide 
attendees through the show or 
conference. But a mobile app 
or mobile-friendly website is 
even more crucial for a virtual 
event. Providing an app lets 
attendees take part wherever 
they are, and it makes 
engaging easier. For example, 
they can stream a keynote on 
their computer while using 
their phone to chat with other 
attendees. 

Another important aspect of planning your virtual event's content is building in networking
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Facilitate Networking
Networking is a big part of why people attend physical events, and that doesn't have to change with an online event.

Here are some ways you can still provide networking opportunities for your attendees.

These are just some of the ways you can encourage networking at your virtual event.
What about making sure your attendees know how to join your event? That's why you need a guide.

When people register for your 
event, you can require them to 

do so using their LinkedIn 
profile. This step can make it 

easier for attendees to connect 
with others, and it can lead to 

them forging relationships 
extending beyond your event.

LinkedIn profiles

Just because you're not all in 
the same place doesn't mean 
your virtual event can't have a 

happy hour. Build this time into 
your agenda. Give digital swag 
to people for attending. Maybe 

even provide suggested 
cocktails for attendees to make 

at home.

Happy hours

Breakouts are another aspect 
of physical events that 

translates well online. Schedule 
these sessions and give 

registrants the option of joining 
many breakouts throughout 

your event. Smaller group 
discussions like these can be a 

fantastic way for people to 
engage with each other.

Breakout discussions

You can let attendees friend or 
connect with others through 

your event's mobile app. It's a 
robust way to help people stay 
in contact during and after the 

event.

Mobile app
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Create an Event Guide
Participating in a virtual event, especially for the first time, can be disorienting and confusing. It helps to give your registrants a guide 
that includes everything from the event's agenda to steps for joining a livestream.

A final but all-important step to adapting your physical event is planning for tech support. Here's how to do it.

Your audience may be tech-savvy, 
or they may not be familiar with 

online tools. The best approach is 
not to think your registrants know 
a livestream from a stream with 

water. Provide clear, specific, and 
detailed instructions and 

information about joining the 
event and what to do if they run 

into trouble. 

Suggest that participants test 
their computer and phone before 
the event begins. Give them steps 

for doing so, and details about 
what they should do if the test 

doesn't work for them.

Along with covering the basics 
about joining your virtual event, 

your guide should highlight 
engagement tools that attendees 

can use. Will you use chat or 
polling functions? Can people 

connect through your mobile app? 
Explain the ways that attendees 
can gain value from the virtual 

event. 

Your event's guide isn't a technical 
manual. Keep it exciting and 

engaging. Have a creative writer 
develop copy that's on-brand but 

lighthearted. Maybe have a 
keynote speaker record a video 
introducing the guide. Have fun 

with it.

Don't assume Encourage practice Highlight features Be entertaining

A few elements to consider when creating your guide
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Plan for Tech Support
As we mentioned, something is likely to go wrong during your virtual event. The more you plan, though, the better 
prepared you'll be when something does go awry.

Here's how to plan for tech support.

Along with knowing whom to contact, 
establish many ways to contact them. 
Get their cell phone number and email 
address. Consider having a 
conference call throughout the event 
with all principal parties. Determine 
before the event if your primary 
communication method is text, 
calling, or email.

Don't wait for something to go wrong 
before figuring out how you'll let 
attendees know. Instead, have a plan 
in place for disseminating information 
in the event you run into issues. Will 
you email them? Push updates 
through the mobile app? Decide and 
include this info in your event guide. 

Make sure you know who's 
responsible for what in case there's 
an issue. Whom do you contact if the 
video feed cuts out? Who's in charge 
of ensuring the mobile app's 
functioning? List each aspect of 
your event and identify a lead for 
addressing that area if 
there's trouble.

Plan to communicateSpecify support leads Establish channels
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Key Items
A growing number of organizations are hosting virtual 
events. According to event management company 
Bizzabo, 93 % of event professionals say they plan to 
invest more in virtual events.

Some essential items to remember:

› Virtual events are not webinars 

› Get your IT team involved early in the 
planning process

› Not all video management solutions are the same

› Make your content engaging

› Plan for problems

If you follow the steps and guidelines outlined above, 
you'll pull off a virtual event that delivers on both your 
company's and your target audience's goals.

This guide walks you through planning a virtual event. 
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Vbrick’s Rev enterprise video platform is the market leading live
streaming and video-on-demand solution for enterprises. Rev offers
advanced enterprise video content management functionality
powered by artificial intelligence while also featuring unparalleled
scalability and security for the delivery of high definition video live or
on-demand. Rev integrates with CMS, CRM, LMS so you can easily
integrate your online video experiences and back-end workflows.
Furthermore, Rev integrates with video conferencing and unified
collaborations systems such as Cisco Webex, Microsoft and Zoom to
extend audience reach, improve content management and optimize
video distribution to employees anywhere on any device.

Global Headquarters
607 Herndon Parkway
Herndon, VA 20170

866.827.4251

To learn more visit www.vbrick.com
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