
Checklist To 
Create Your 
Webinar

M A T E R I A L

Mission:
Live Sales



If you're looking for a free and easy 
solution to sell your products live, build a 
closer relationship with your audience 
and find potential buyers, Hotmart 
Webinar is the right tool for you.

If you've never created a livestream before, 
or you're not really sure about the best way 
to set it up, don't worry! This checklist will 
be your guide, making sure you keep on the 
right track and don't forget any details. 

Follow the steps below to create a succes-
sful webinar!



Do research and find out what your competitors and 

market experts are doing in their live events.

Choose a topic for your live event that is related to the 

product you want to sell.

Come up with a name for your webinar that attracts the 

attention of potential buyers.

Set the date of the livestream.

Choose your webinar format (Will you have a 

presentation? Guest speakers? etc.)

EXTRA STEP: if you need a team to help you organize 
and host the webinar, now it's time to set it up.

First steps | 20 days before 
the webinar

Select a moderator for the chat.

Check the availability of guest speakers (if any).

Hire a video production specialist (if necessary).

Choose the best channels to promote your webinar.



Access your Hotmart account and select Tools in the 

left side menu.

Select Webinar.

Click on New Webinar to create your event.

Choose the platform that will livestream the event: 

YouTube or Vimeo.

Enter the title and description of your webinar.

Choose whether your webinar can be replayed after it ends.

Set a date and time for the event.

Done! Now copy the link to the webinar's signup page to 

use on your promotion strategy.

Setup | 18 days before 
the webinar



Write down the main topics that you'll be discussing during 

the live event. These will be essential to create a text for 

the invitation. 

If you already have a customer base or potential buyers 

(leads), send an email sequence promoting your live event.

Use your social media profiles to talk about the event, too. 

Take the opportunity to invest in paid traffic if you have 

funds available. 

Take advantage of other promotion channels like blogs, 

groups on messaging apps, or communities on Hotmart 

Sparkle. 

Prepare messages to send a few hours before the 

livestream so that people who signed up won't forget to 

join in.

Promotion | 15 days before 
the webinar



Script time! Organize your content in 4 simple steps:

Research and see what people are saying online about the 

topic you've selected.

Search for reliable data sources on the topic. 

Write down the main subjects you'll discuss with your 

audience.

Try to map out possible questions and objections that the 

audience may have and prepare answers.

Create a presentation (if you want to use one).

Track the signups in the Webinar tool.

Send a warm-up email to your audience to build 

anticipation.

Organization and monitoring | 
7 days before the webinar



Rehearse the presentation.

Prepare the infrastructure:

Organize the background.

Make sure your camera or webcam is working.

Check if your microphone or headset is working.

Set up the lighting.

Pre-webinar | 1 day before 
the webinar



Check the infrastructure one last time.

Send an email to remind your audience to join in 1 hour 

before the livestream.

Remember: Participants in your webinar are interested in 

what you have to say, so trust the relevance of your 

content. 

Follow your script, however simple or complex it may be. It 

will be your guide!

Interact with the audience by answering questions.

IMPORTANT: Choose the right moment to send a link in 

the chat during the livestream. Click on Trigger and set 

up the text, color, and link. When you activate it, a button 

will appear at the top of the chat. It can have a link to your 

checkout page, sales page, or a capture page for a launch 

that will take place in the near future. This is your 

opportunity to sell live!

Ask participants to rate the webinar by filling out an 

automatic satisfaction survey that will appear when the 

livestream ends.

Webinar Day!



Check the livestream report that you’ll receive in your 

registered email.

In the webinar tool, go to the side menu and click on "@ " 

to download the email list of subscribers and participants.

Send a thank-you email to the list (don't forget to add a 

CTA to engage your audience according to your strategy).

Use the email list to build the relationship through email 

marketing.

Use your email list to run ads and remarketing campaigns 

on social media.

Post-webinar




