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Weekly Q&A Call Drill (Cheatsheet)

Below is a cheat sheet you can use when doing your weekly Q&A calls.

1. Every Monday, login to Zoom and create an event for your Q&A call.

2. Once you’ve set them up, go to your Facebook group and create an “Event”
for your Q&A call. If you are using another tool for your community, you may
have to post your reminder manually.

3. Within each event, tell people to click the link to register for the call and insert
the Zoom link. If you are using the same link every week, use that instead.

4. After creating the events, do a post in the Facebook group telling people that
this week there is a call at this specific time and to register for the call or
drop the link for the call.

5. 30 minutes before, 10 minutes before and then when you actually go live and
start the call — Do a “heads up post” in the Facebook group telling people it’s
starting at XYZ time.

6. When you host the Q&A call, share your screen, start the webinar and then
check to see if people have audio and video working, once they confirm, hit
record, introduce them to the call, tell them to say “I have a question” in the
questions box if they have a question and then unmute each person in the
order the questions are answered.

7. At the end of the webinar your recording will process. Once it's processed,
download and then share it in the Facebook group (or whatever community
tool you are using) so that members who did/didn’t attend can view it.

8. The last step is to upload the recording to your membership area so that all
recordings can be quickly found inside their membership area.
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