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Running the workshop

Virtual workshops are becoming increasingly popular as new ways of working are shifting online.
Below you will find a quick guide to understanding whether a virtual workshop is a suitable tool for
your objectives andgoals.

Recommendations for virtual settings

[1] See: https://dictionary.cambridge.org/dictionary/english/workshop

[2] To ensure ease of interaction, we recommend 10-15 people maximum in each session. For sessions with more participants, breakout 
rooms can be organised. However, in this case, limit the breakout rooms to five running parallel to avoid technical and coordination issues. 

Virtual workshops – what are they and how do you run them?

WHAT?

According to Cambridge Dictionary [1] a workshop is a meeting in which people
discuss and show how to do a job or perform an activity, so that everyone can learn.
With the arrival of virtual meeting applications, this learning experience can be
carried out and even enhanced in an entirely virtual and remote fashion.

WHY?

Virtual workshops are effective and time efficient means of conducting knowledge
transfer, raising awareness and engaging in collective thinking and brainstorming. It
allows people to interact across organisations and geographies, at lower costs and
reduced carbon footprints.

WHEN?

A virtual workshop is an optimal option in contexts such as.

- When participants are located far apart

- When there is a need for efficiency, and saving time is a priority

A virtual workshop is a less optimal option in contexts such as.

- When physical interaction is required

- When more than 50 participants will be present [2]

HOW?

Virtual workshops can be conducted with the help of a virtual meeting application
(i.e. Skype, Microsoft Teams, Zoom), a presentation tool (i.e. Microsoft PowerPoint
or Prezi). and the rest is up to your imagination.

https://dictionary.cambridge.org/dictionary/english/workshop
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The workshop pack modules can be applied in both physical and virtual settings. You can refer 
to the table below to find virtual alternatives to physical functionalities and suggested tools to 
apply. 

Recommendations for virtual settings

Virtual tool functionality mapping

# FUNCTIONALITY TOOL EXAMPLE

1 Sound/video Audio/video conferencing
Microsoft Teams, Zoom, 

Skype for business

2 Visuals/text Presentation tool
Microsoft PowerPoint, 

Prezi

3 Share screen (for presentations) Audio/video conferencing
Microsoft Teams, Zoom, 

Skype for business

4 Chat function Audio/video conferencing
Microsoft Teams, Zoom, 

Skype for business

5 Break-out session functionality
Some Audio/video 

conferencing tools
Microsoft Teams, Zoom

6
Common space/screen on which ideas

are displayed live

Non-interactive 

whiteboard
Microsoft Whiteboard

7
Common space/screen on which

participants can interact
Interactive whiteboard Miro, Mural, Deekit

8
Vote on options, provide reactions to

proposals
Polling software Mentimeter, Kahoot

9
Survey to measure satisfaction and

collect feedback

Survey tool/polling 

software

SurveyMonkey, Google 

forms, Mentimeter

A few additional (virtual) tips…

• Going virtual means new challenges and opportunities to keep participants engaged.
Use visual tools, keep the sessions short and schedule breaks.

• Ways of interaction changes in a virtual environment. It is recommended to know
your audience so you can call on their expertise, keep cameras on and include ice-
breakers to make the participants comfortable.

• If more than 10 participants, consider implementing breakout rooms to facilitate
discussions.

• When using virtual tools, test them in advance, prepare the participants and
familiarise themselves with the tools.
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Recommendations for virtual settings

MODULE SOUND/
VIDEO

VISUALS/
TEXT

SHARE 
SCREEN

CHAT 
FUNC-

TION

BREAK-
OUT 

SESSION

COMMON 
SPACE 

TO 
DISPLAY 

IDEAS

COMMON 
SPACE TO 

INTERACT
VOTE

A1 X X

A2 X X

A3 X

A4 X

A5 X

A6 X X X X X

B1 X X

B2 X X X

C1 X X X

C2 X X

D1 X X

D2 X X X X

D3 X X X

D4 X X X

E1 X X X

E2 X x X

E3 x

The workshop pack modules can be applied in both physical and virtual settings. You can refer
to the table below to find virtual alternatives to physical functionalities.

Module functionality mapping
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The workshop pack modules can be applied in both physical and virtual settings. You can refer
to the table below to find virtual alternatives to physical functionalities.

Recommendations for virtual settings 
(cont.)

Module functionality mapping

MODULE SOUND/
VIDEO

VISUALS/
TEXT

SHARE 
SCREEN

CHAT 
FUNC-

TION

BREAK-
OUT 

SESSION

COMMON 
SPACE 

TO 
DISPLAY 

IDEAS

COMMON 
SPACE TO 

INTERACT
VOTE

F1 (n/a) 

F2

(n/a)

F3

(n/a)

G1 X X X

H1 X X X

H2 X X

H3 X X X

H4 X X X

H5 X X X

I1 X

I2 X

J1 X X X

J2 X X

J3 X X

K2 X X

K3 X X

K4 X
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The workshop pack modules can be re-modelled to fit in a virtual setting by adopting a few 
simple steps and a creative mindset.

Methodology

Running the workshop

Steps to transform a module from physical to virtual format

Ready-set-go!

Choose a module that 
corresponds to your needs. 
Ask yourself the following 
questions:

i. Will this module help me 
convey the messages that 
I want?

ii. Does it fit with the types 
of discussions I wish to 
inspire?

iii. Am I likely to achieve my 
objectives and obtain the 
desired outcomes by 
applying this module?

Examine the module 
functionality mapping to find out 
which functionalities you need 
and refer to the virtual tool 
functionality mapping to find 
virtual alternatives.

Familiarise yourself well with 
the tools by referring to 
tutorials and instructions, and 
develop the design of the 
workshop.

Dry-run the workshop to ensure
that the tools run seamlessly.
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This is an example of how the methodology can be applied to a module. It shows the steps and 
questions to ask yourself to ensure that you choose the right (virtual) module for your 
workshop.

Methodology

Running the workshop

Example of how to transform a module from physical to virtual.

For a workshop where I wish to understand stakeholder perceptions of 
external factors impacting a key problem, I choose to apply D2 Context 
Map Canvas.

I ask myself the following questions:
• Will this module help me convey the messages that I want? Yes, I wish to 

demonstrate the multitude of issues that play a role.
• Does it fit with the types of discussions I wish to inspire? Yes, I expect the 

stakeholders to have different experiences on the most important 
influencing factors to this problem.

• Am I likely to achieve my objectives and obtain the desired outcomes by 
applying this module? Yes, I wish to understand the differences and 
commonalities between stakeholders in how they perceive this problem.

For this module, I will refer to the module functionality 
mapping and see that I need sound, visuals, common 
spaced on which ideas suggested by participants are 
shown, and a vote on options. 

I will refer to the virtual tool functionality mapping 
choose Microsoft teams for sound, Microsoft Whiteboard 
for visuals and a common space on which ideas of 
participants can be shown, and Mentimeter to conduct a 
vote

I refer to tutorials and
instructions online and develop
the design of the workshop.

I dry-run the workshop with my 
colleagues to ensure that the 
tools run seamlessly.

I am now ready to run the
workshop!


