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Getting Started with Goldcast: Setting Up & Running an 
Event 

Welcome to Goldcast! We’re so excited to take you through how to plan, run and wrap-up your 
Goldcast event.  
 
This checklist is your follow-along companion to the help doc of the same name, which can be 
found at help.goldcast.io    
 
Please note: this document was written in May 2022. If you’re viewing this document a few 
months later, please check the help center (URL above) for the latest download!  

How To Launch Registration  
You have an idea for an event - wonderful! It’s time to put that idea into action and create it on 
the Goldcast platform. In order to launch registration on Goldcast, you’ll want to follow this quick 
checklist:  
 

□ Click “Create Event” and fill in the correct Event Title, Start Time, End Time, Time Zone 
and Event Description in the “Details” Tab.  
 

□ Visit the “Branding” Tab within the event and make sure your event looks great for 
attendees.  
 

□ Connect Your CRM to Goldcast.  
 

□ Set Up Your Confirmation Email  
 

□ Connect or Create Your Registration Form  
There are two ways you can receive registrations from Goldcast: 

1. You can create a registration form directly within Goldcast.  
2. You’re able to connect your own registration page to your Goldcast event via a 

Marketo Webhook, Hubspot Webhook or Form ID, Salesforce Form or Zapier.  
 

□ Bulk Upload Attendees (If Applicable!)  

 
Amazing! Step One is already done and you’re ready to start promoting and receiving 
registrations.  
 

How to Create Your Agenda & Add Speakers  
It’s time to build out your agenda on Goldcast. In this section, we’ll take you through building an 
agenda for a virtual webinar, a virtual conference and a hybrid event.  

help.goldcast.io
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Building an Agenda for a Webinar  

Here is a quick checklist of what you’ll want to do if you are creating a virtual webinar (a 90-
minute or less session) on Goldcast:  
 

□ Go to the “Space” tab and create a Session. This session could either be: 
1. Live - speakers speaking in real-time or with real speakers and pre-recorded 

content 
2. Simulive - this is a 100% pre-recorded session 

 

□ Once you create this session, within that Session, you will then want to go through these 
checkboxes and add the:  

• Session Title 
• Date 
• Start Time  
• End Time  
• Your speakers.  
• Optional: Slides.  
• Optional: videos. 
• Optional: under “Description” add the description  for the session 
• Optional: under “stage engagement” within the session add resources, polls, 

and choose Q&A options.  
• Optional: under “rtmp out” you’re able to push your session on Goldcast to 

another platform.  
• Optional: within the Space Tab, click “rooms” at the top and set-up networking 

rooms for your attendees to utilize before or after the webinar. 
 

Building an Agenda for a Conference  
If you’re building a virtual conference (multiple sessions on a single day or multiple days) on 
Goldcast, you’ll want to go through the following checklist to get yourself up and running:  
 

□ Go to the Space tab and create the number of tracks you’ll need for the event and label 
them accordingly. Click here to learn more about creating tracks. 
 

□ Click into the “Space” Tab and add your sessions. These sessions could either be: 

1. Live - speakers speaking in real-time or with real speakers and pre-recorded 
content 

2. Simulive - this is 100% pre-recorded session 
3. RTMP Stream - the ability to take content from another source and stream it into 

Goldcast. Click here to learn more about setting this up.  
 

□ Once you create these sessions, within each Session, you will then want to go through 

these checkboxes and add the:  

• Session Title 
• Date 
• Start Time  
• End Time  

https://help.goldcast.io/hc/en-us/articles/4406923531547-When-and-how-to-create-tracks
https://help.goldcast.io/hc/en-us/articles/4404984728603-Streaming-into-Goldcast-from-other-sources
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• Your speakers.  
• Optional: Slides. 
• Optional: videos 
• Optional: under “Description” add the description for the session 
• Optional: under “stage engagement” within the session add resources, polls, 

and choose Q&A options.  
• Optional: under “rtmp out” you’re able to push your session on Goldcast to 

another platform.  
 

□ Don’t forget to record your event! To do this, utilize the toggle on the right-hand side 
of the Space section. 
 

□ Optional: within the Space Tab, click “rooms” at the top and set-up networking rooms 

for your attendees to utilize during the conference 

 

□ Optional: within the Space Tab, click “booths” at the top and set-up booths to promote 

your sponsors, partners, or provide on-demand content for attendees to watch during the 

event.  

Building an Agenda for a Hybrid Event  

To create a Hybrid Event you’ll want to toggle the “Hybrid Event” toggle on the right sidebar 
within the Details Tab and then add your physical location. 

 
Once this is done, please follow the directions for either the webinar or conference steps above.  
 

Managing Your Registrants  
You’ve started to receive registrations - this is wonderful news! To see who has signed up for 
the event, you can click the Registrants tab within the event. 
 
Within this tab, you can also:  

1. Ban registrants.  
2. Pull your registrant's individual magic link. Just click the link on the far right column 

of their name to copy their magic link. Important Note: this magic link should only be 
used by that registrant. Each registrant has a different magic link since it’s how we track 
data on a per-attendee basis.  

 

Engagement Features You Don’t Want to Miss Out On!  
Goldcast has many different ways to keep attendees engaged during an event, so you don’t 
want to miss out on these engagement tools and the “wow” factor for your attendees. Here are 
the engagement features you’ll want to pay attention to.  
 
First, click into the Space Tab within your event and choose “Engagement Panel” at the top. 
This is the checklist of features you’ll need to make decisions on. We threw in some pro tips for 
good measure here!:  
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□ Chat - you’re able to turn on (or off) Session Chat and Public Chat.  

1. Session Chat - only available when that specific session is live, this will be a new 
and “clean” chat for every single session once live 

2. Public Chat - open before the event starts and throughout all sessions  

 
Pro Tip: if you are hosting a webinar, you’ll only want to have one of these turned on. 
We’d recommend the Public Chat so attendees can interact in the minutes leading up to 
the webinar. And this way they don’t have to bounce between two different chat options. 
If you are hosting a conference, we recommend having both turned on.  

 

 
□ P2P Messages - this enables attendees to directly chat with one another.  

Pro Tip: if it is a conference, we do recommend having this turned on so attendees can 
grow their network.  

 

 
□ Q&A - you’re able to turn on (or off) Moderated Q&A. Moderated Q&A means you can 

see the text questions prior to the audience seeing them and upvoting on them.  
Pro Tip: if you’re a one-person event organizer, you’ll likely want to have this turned off 
so you don’t have to manage this, but if you have a few people on the team running the 
show  - or have trained the moderator on how to moderate Q&A - then turn it on. 

 
Then, within the Space Tab, you’ll also want to click over to “Advanced Settings” on the top of 
the screen. In this tab, you’ll want to go through this checklist:  
 

 
□ Buffer Video - we highly recommend uploading a buffer video for your event. It can 

make a great impact on attendees when they first enter the event.  
 

□ Demo Link - here you’re able to create your very own CTA (call to action) and embed it 
directly into the Goldcast platform. We strongly encourage doing this as it will provide 
your team with yet another data point that can help your company.  

 
Lastly, you’ll want to consider:  
 

 
□ Showcase Your Speakers - within the Space Tab, if you click Speakers at the top, you 

can choose whether or not you’d like to showcase your speakers to attendees by 
enabling the toggle on the right sidebar  
 

□ Show Your Attendee Directory - within the Space tab, if you click Attendees at the top, 
you can choose whether or not you’d like to show attendees who else is attending the 
event by enabling the toggle on the right sidebar. Attendees will only show in this tab 
once they click the “Enter Event” button.  

 
□ Optional: embed third-party widgets into your Goldcast event.  

 



Getting Started with Goldcast: Setting Up & Running an Event 
 

5 
 

How to Run a Speaker Tech Check Prior to Event Day  
Prior to event day, you will want to run a speaker run-through for your virtual speakers. For you 
will want to create a whole new Goldcast event specifically for the speaker tech check (you can 
clone your current event, if you’d like). 
Important note: this is a different speaker magic link than the “real” event  
 
Hit these points for your speaker tech check:  
 

□ Start the meeting on a Zoom call 

□ Share your screen of the Goldcast platform and walk them through what to expect: 

o Their speaker magic link 

o The splash landing page that this link lands them on 

o How to enter backstage - and what it is 

o How to adjust the volume and camera settings 

o How to join the stage 

o How to share your screen 

o Any other feature the event organizer wants them to know (polls, text QA, video 

QA, playing videos) 

o How to leave stage 

o Explaining how if they are speaking in two sessions that they have to visit that 

backstage in question 

□ Then have the speakers meet you backstage (create one "test event" where ALL 

speakers on this call can join you). Make sure their video and audio work. 

□ Have them then join the stage with you (make sure you're a speaker for this, along with 

the client's event organizer) 

□ If they are screensharing, have them practice that. 

□ Have them practice any other features that you went over ("g" step above) 

□ Ask if there are any other questions 

What To Expect Day of Your Event  
It’s time for your event! In this section, we’ll take you through what you, attendees and speakers 
can expect during your live, pre-recorded or hybrid webinar or conference.  
 
What Organizers Can Expect Day-Of Their Event  

As an organizer, you’re running the show for your Goldcast event. For this, there are a few 
things you’ll want to keep in mind day-of your event: 
 

□ Be backstage to greet your speakers at least 10-minutes before their session start time 
so you can ensure they’re all set and ready to go. And remember, each session has its 
own backstage if you’re running a conference!  
 

□ Keep in mind how to: 

• Launch polls  
• Moderate and launch text and video Q&A 
• Share media slides for the speaker  
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• Share your screen  
• Play pre-recorded video during your live session  
• How to view what an attendee is seeing  
• Publish chat  
• Launch randomized breakout rooms  
• How to set up TV mode and in-person streams if running a Hybrid Event  

 
□ Attendees will not be able to see the speakers on stage until the session start time (It will 

say “live” on the bottom left corner once time) 

 

□ Attendees will be pulled from session to session - and each session will automatically 
start time of each session - so make sure your speakers end on time!  

 

□ If the session runs long and there is not another session following, then attendees will 
remain put. This means they will still be able to see the speakers if they're on stage, so 
make sure speakers leave the stage when finished. Always treat the stage as a "live 
mic" 

 

What Attendees Can Expect Day-Of Their Event  

For attendees, the Goldcast experience is very straight-forward. They will have their unique 
magic link in their calendar invite and reminder emails. And it’s one-click and they’re able to sit 
back, relax, watch the event and interact with their fellow attendees. View the help doc “The 
Goldcast attendee guide” at help.goldcast.io for more information.  

 
What Speakers Can Expect Day-Of Their Event  

Day-of speaking at a virtual Goldcast event is incredibly straight-forward for a speaker. View the 
help doc “Guide to speaking at a Goldcast event” at help.goldcast.io for more information. You 
can choose to share this URL with your speaker - or feel free to create your own variation and 
send their way.  

Post-Event Wrap-Up 
Your event is complete - awesome job! Here are a few things you’ll want to do to officially wrap 
it up:  
 

□ Read the help doc, “Data Goldcast gathers and where to find it” at help.goldcast.io to 
learn more about what data we gather and where to find it within your Admin Panel.  

 

□ Pull the recordings for your event. To find the recordings for your event, click Library 
in your Admin Panel. Then click Recordings at the top. You’ll want to find your event title 
on the left sidebar there. Click on the title and you can then download the recordings 
here. If you create a conference, then the recordings will need to be pulled session-by-
session and clipped prior to sharing.  

 

 



Getting Started with Goldcast: Setting Up & Running an Event 
 

7 
 

□ Looking to send out a post-event survey? You are able to do this through Goldcast, 
but it will go to all registrants (you’re unable to segment your mailing list in the platform). 
If this works for you, then you can send a custom email through Goldcast with your 
survey link.  

 

□ Hosting content on-demand post event? Visit the help doc, “creating an on-demand 
booth” via help.goldcast.io to learn more.  

 

That’s all! If you have any other questions on what you read here, please utilize the question 
mark on the bottom right of the admin panel and reach out to our customer support team. We’re 
excited to answer your questions!  
 
 
 
 


