
 

 

 
How to Set up Your First Teleseminar 
 
How the Flow Goes:  

Email  

from you to your 
permission-granted 
raving fans  “Hey, I’m 
offering this great  
teleseminar!” 
www.linkto@you.com 

Signup or Sales 
Page 

Filled with great 
content. Enter your 
name and email 
address to register! 

Name: 
Email:  
 

Sign me Up!

Email Marketing 
Program 

Adds fan name / 
address to your 
autoresponder list, 
then sends out the 
call information email 
to fan (you set this up 
in advance)

Email  

Fan receives your 
email with call details. 
Waits anxiously for 
your teleseminar. 
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Email Marketing 
Program 

You setup a broadcast 
message (can set it up 
in advance) to send a 
reminder to all your Fans 
who signed up “Today is 
our call!” & resend call 
instructions

Email  

Fan receives your 
friendly reminder 
email with call details.  
 
At the appointed 
time, fan calls and 
connects with you! 

Email Marketing 
Program 

You setup a broadcast 
message to send link to 
recording of the call. If 
you made a sales offer, 
reiterate it here, or wait 
and send another 
broadcast in a few days. 

Email  

Fan receives your email 
with download link (and 
maybe an offer).  
Follows link and 
downloads recording.   
 
Maybe clicks on link and 
goes to sales page. 
 

Sales Page 

Filled with compelling 
sales copy.  Don’t 
forget special offer if 
you made one!  

  
  BUY NOW! 

Email Marketing 
Program & Shopping 
Cart 

Cart page is displayed, user 
enters credit card. 
 
Marketing program puts 
purchaser data into 
appropriate AR list to receive 
future email from you. 
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Don't forget the disclaimer -- there is ALWAYS more than one way to skin a cat, so this is intended 
for beginners and do-it-yourselfers.  There are, of course, much more complex possibilities. 

A Few More Details 

What you need first: 

1. De Plan.  This is important!  And never, ever forget that content is still King (or Queen, or 
the Joker – but it’s the boss!)   

 What are you going to share with people?   
 Who is your audience?  
 How will you get them to come to your teleseminar?   
 Free? Not?  
 If it's free, what is the purpose? Are you just giving something away, or is this a 

tickler for selling another product?  If so, is the product ready? How much does it 
cost?   

 Will you give some special offer?  Make it a good offer, and make it limited (first 10 
people, until midnight Friday, etc.) 

2. Website (or blogsite where you can add pages) and the ability to create your signup page 
(you or someone you hire) 

3. Email marketing service where you can store user email addresses  (Mail Chimp is free, 
aWeber, Constant Contact, and 1Shoppingcart are some other popular options). 

4. Good content for the class and for your signup page -- write it yourself or get help. 

5. A teleconferencing account set up with a service that will allow you to record (there are 
tons -- check out freeconferencing.com, freeconference.com, etc.) If you intend to turn the 
recording into a product later, or if the recording is especially important for some other 
purpose, I recommend that you get an additional service, such as Audio Acrobat to record 
the call.  So you'll have 2 recordings, just in case. 

OK, tools in place?  Now here's the flow: 

1. Setup a list in your email marketing service, with a unique name for just this teleseminar.  
Include the date in the name.  I like to start with the date, so that things sort out nicely and 
they're easy to find.  Example:  020910_FreeCall_SnowShoveling    Topic: How to Shovel 
Snow Without Getting All Wet 

2. Create the web page.  There are bazillions of sites where you can find information on how to 
create your web copy.  My advice -- find one that you like, and be a copycat.  Don't copy 
word for word, but copy the method and the style. 

3. Go back to your email marketing program and generate the HTML code that will be the form 
on your website where people can signup for this fabulous call.  Then put the code into your 
new web page.  The mail service that you use should have a tutorial for how to generate the 
HTML code and then just copy and paste it into your web page.
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4. If your teleconference service requires that you schedule the calls in advance, go do that.  

Make a note of the call-in number and access code. 

5. Now back to your email marketing program  (can I call that the EMP?  just kidding....)  and 
create an autoresponder message.  This is the note that people will receive via email when 
they signup.  It should contain some thank-you language, a little bit about the content of 
the teleseminar, and the call-in instructions.  *IMPORTANT!  Some teleconference services 
don't play well with Voice Over Internet (VoIP ) services (like Skype or Vonage) or cell 
phones.  If this is the case, let people know, in this email, that it's best if they call in with a 
land line. 

6. Create a custom thank-you page.  After someone signs up where will they be directed?  Will 
they get an ugly default thank you note from the email marketing program? Or will you take 
the time and effort to make a pretty one for them?  After you create it, be sure to make a 
note of the complete path name where that file is, and then go into your email marketing 
program and in the setup for your autoresponder list, there should be a place where you 
can replace that default (ugly)  thank-you page link with your beautiful thank-you page link. 

7. Prepare for the call: 

 Test, test, test, and practice, practice, practice!  Be sure everything works as planned, 
and that you know exactly how to start the call, how to mute / unmute, record, etc. 

 Be on the line early and be ready! Understand how the conference controls work, and 
don't forget to start the recording!  Have a plan for muting all callers if you run into 
noise issues.  Have a plan for allowing questions.  Practice before you leap! 

 If you plan to make a special offer of a product, be sure the product is set up in your 
shopping cart system, and be sure that you have created a sales page for that product.  
At the end of the call you'll give people the link for this sales page.  You want to be sure 
they can buy what you're selling! 

If you are selling a product and are making an offer during your teleseminar, add these 
steps: 

1. Create the product in your shopping cart system. 
2. Setup another AR list to collect purchaser names. This is NOT the same list as the one for 

the free teleseminar. 
3. Create a sales web page.  These can be long, ridiculous, repetitive, obnoxious, annoying, or 

you can make it something that you would like to read.  Remember, it’s about the 
experience.  And I don’t care who tells you, it is NOT a good idea to have audio play as soon 
as someone hits your page.  Give the user the option.  But that’s another rant for another 
day. 

4. Be sure your shopping cart and email system are set up properly, so that if someone 
purchases, they receive a purchase receipt, a thank-you email, and are taken to a 
customized thank-you web page. 

5. When you send out the after-call broadcast email, include some sales language and provide 
a link to your sales page.   

Good Luck! 


