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How to Use Multitokens in LiveWebinar

Multitokens are a feature of the LiveWebinar platform that works to secure multiple rooms or events with
only one token password. This means that the user will receive a single token from the platform that is valid
for many rooms. This feature is especially useful when organizing multiple meetings or a series of webinars
because it prevents the need of sending participants more than one token.

This function can be especially useful in situations like:

e During the organization of i.e. a series of online courses. A participant who receives a token will be
able to enter all the rooms in which the courses will be going on.

e While leading a series of paid webinars on a specific topic. Thanks to the multitoken option, the user
only needs to purchase one token which will grant them access to all the webinars in the series.

e When virtual summits, trade shows or conferences will be organized, a user with a multitoken will
have access to all rooms or meetings, giving them the opportunity to meet with all vendors, hosts,
and other webinar leaders.

An access token is essentially a key, encrypted proof to the right of access — a type of authorizing password.
When a given attendee receives an access token, they are the only person who can make use of it, as it is
their personal “key” to the webinar room.

In LiveWebinar, tokens are to consist of a six-symbol password that is made up of letters and numbers (for
example, ABCGFE1). In order to log on safely, the token is to be used when entering a webinar room.
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To make use of the multitoken function, follow these steps:
1. Loginto your LiveWebinar account and click “Plan an Event”.

2. Next, give your event a name, add presenters and any necessary forms. After that’s done, go to the
“Advanced” section.
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3. Select the option “Password token protected room”.
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4. Plan your event(s) and go to the “Rooms/Events” tab. Open your profile menu and select “Events
Tokens”.
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5. Here you can edit your tokens, add them to other events or set their expiration date.
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In the “Account Event Tokens” subpage you are able to edit your tokens, assign them to various events, and
set their expiration dates. The following options are available:

1. Edit —this option allows you to edit your token. In the editing window you can assign other events to
the token and select its expiration dates.

2. Download — After clicking this option you can download the tokens in .csv form. The number of
tokens will be visible in the “Tokens” column.

3. Delete — with this option you can delete the specific token.

4. Create — create a new token.
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In the token editing window, you can make use of the following options:
1. Name - add or change the name of your token.
2. Expiration time — turns on/off the token expiration date

3. Events — here you can select the events the token will be valid for (see screenshot: the selected
events are marked by a check mark)

4. Save —thanks to this option you can save the changes made in the editing window.
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In order to create a new token, follow these steps:

1. Go the “Account Event Tokens” and click “Create”.
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2. Next, name your token (1) by writing it in the “Name” field and select the number of tokens needed
(based on the number of participants, 2), select the events they will be valid for (3) (from the “Events”
field), and add the expiration date (4).
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3. Finally, click “Create”. The newly created token will appear on the “Account event tokens” list.
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In order to download the tokens, follow these steps:

1. Go to the “Rooms/Events” tab in the main menu, and then click on the cog icons and select
“Download password tokens”.

SCHEDULED EVENTS PERMANENT ROOMS EVERGREEN EVENTS PAST EVENTS

Europe/Warsaw

here

279-940-346  Sales Webinar 123 aa Detail B
. etails
20 enter Phone | e = ©

- D COPY >
Edit
0 Attendees invited 7

03:16 PM, 45 min
B Deactivate

W Delete

+2, Invite Participants

o Embed Information

Copyright ® 2020 LiveWebinar.com Terms of Service | Cookie Policy | Privacy Policy livewebinar.com. Made w ﬁ Manager Registrants

& Download Password Tokens

CONTACT US
551 Join Room

2. This can also be done by going to the “Events Tokens” subpage and clicking the download button at
the token you want.
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