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How-to guide 
 

Thanks for your interest in becoming a Viewing Party Organizer! This toolkit will 
layout the ideal setup to watch and participate with a group of people that we call a 
Viewing Party. We will share with you our learnings from the past years and give you 
some tips in how to best organize a Viewing Party. Here we go! 

 

The top-3 most important assets? 
Before you continue reading, there are 3 important things you will need. 

1 -  fast and stable internet connection. 

We always prefer a computer or 

laptop with a fixed cable over 

wifi. 

2 -  dedicated room. 

The best way to experience 

Transplant Live as a viewer or 

interactive participant is from a 

meeting room, home office or 

other venue where your guests 

are not distracted.  

3 -  guests will bring their own smartphone, tablet or laptop. 

This way you can all watch on one large shared screen and still be able to ask 

individual questions on Twitter or in the chat box. 
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How do I invite people to my Viewing Party? 

There are many ways to invite guests to watch and join Transplant Live 2017. Here 

are some of our favourite ideas. 

 

Send a simple email 

Why make things complicated? Just send a short and 

simple email with the time and date of your Viewing 

Party, what you think is the highlight of the 

programme and the exact location. Ask for a 

confirmation so you know roughly how many healthy 

snacks you should stock :)  

Forward your registration email 

Once you’ve registered, you get an email with the 

confirmation of all details. You can easily forward this 

to others who might be interested and precede the 

text with the question to register themselves. 

Pin a poster and a sign-up sheet 

Use the poster on the last page or download a large 

version here. Print a handful and hang them in visible places where your peers are 

sure to see it. Ideal spots are the coffee room, the elevator, the hallway near the exit 

and next to the reception if you have one. 

 

Use the internal communication systems 

Do you have an internal social network, intranet or messaging system? Ask for a 

space where you can cordially invite anyone who reads your message and is 

interested. Or maybe you can announce the Viewing Party in the organization’s 

printed internal magazine? 

  

https://www.dropbox.com/s/3xs5622wlo38djg/ESOT%20Viewing%20Party%20Promo%20Poster.pdf?dl=0
https://www.dropbox.com/s/3xs5622wlo38djg/ESOT%20Viewing%20Party%20Promo%20Poster.pdf?dl=0


 
 
 

 
3 

Make it a fun gathering 

See this as a team building moment. Why not have everyone bring their favorite 

healthy snack? Everybody needs to eat anyway. 

Have students meet professionals 

Take this opportunity to have students, residents and PhD’s mingle informally with 

the medical and support staff. 

 

Which materials and tech do I need? 

 

In an ideal scenario, you would need to arrange for the following: 

• meeting room with chairs and (round)tables 

• modern laptop with administrator rights and latest version of web browser 

• beamer and screen or a very large high-resolution plasma screen 

• all cables required to send the signal from computer to beamer 

• fixed internet line for laptops with at least 2 mbps download & 1 mbps upload 

speed 

• speaker boxes and 1 x headset (mic + headphones) 

• HD Webcam 

• fast enough WIFI for participants in your room (to interact) 

• plenty of power sockets under the tables for your participants 

• lovely combination of (brain) food and drinks 
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Room Setup 

Please invite your participants to bring their laptop, tablet or smartphone. In order to 

use those comfortably, we advise you to create a room setup with (round) tables. 

Make sure you have enough power sockets available nearby. With wifi access, 

protected by a password, your guests can participate in the chat and on Twitter. 

  

Room decoration 

If you join in by webcam during the Interactive Talkshow… we want to see who and 

where you are. Show your pride! Think along the lines of a flag of your country, your 

company logo or something else in view of the camera so everybody can easily 

recognize where you’re joining from. 

   

Participation 

• There are numerous ways to interact with the livestream. It’s more than just 

watching! 

• Anyone can join the discussion on Twitter by using #transplantlive 

• Registered viewers can use the chat box next to the live stream player to ask 

questions directly 

• Viewing Party organizers (you!) will be able to call in using Skype and join the 

live stream, broadcasting from your own location to all viewers*   

*We will communicate with you about the details later  

 

Need help? 

In case you run into any questions or trouble, you can always contact us. Please see 

the support FAQ first, email us at info@transplantlive.org. Or call +31 624777290.  

Enjoy the sessions! 

 

On the next page you will find a promo poster. Print it out and use it to get more 

visitors!  

http://transplantlive.org/support
mailto:info@transplantlive.org?subject=Viewing%20Party%20question
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