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VIRTUAL JOB FAIR 
EMPLOYER GUIDE



Step 1
Register for the fair at https://wrksolutions.getyourbooth.com/
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After registration, you will receive an e-mail from Workforce Solutions staff giving you your login information for 

1. Setting Up Your Booth (backend site)

2. Chat Login (the actual URL for the job fair in which you can communicate with potential job candidates)



Step 2
Follow the directions in the e-mail. Log into the provided URL for the backend site to 
setup your booth.
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Step 3
Fill out the relevant information by clicking the tabs on the left side. 
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Your Booth Tab
(Corporate Data)
Use this tab for basic 
information, logo, 
contact information, 
social media, 
company profile.

Tip- If the data is not saving and you are receiving error notices, refresh your browser and save periodically. 
Chrome seems to work best.
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Your Booth Tab
(Design)
Use this tab to 
choose which booth 
and host you want to 
represent your 
company.

Tip- After uploading any Banners or Posters, use this tab and save changes. 
They will not show up on your booth if you do not click save changes here.

Poster

Logo

Banner
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Your Booth Tab
(Downloads)
Use this tab to upload 
any hiring/marketing 
items. Examples 
could be company 
brochures or flyers.

Jpegs or pdfs preferred
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Your Booth Tab
(Videos)
Use this tab to link 
any YouTube video

Tip- Do not use the share short link from Youtube. Copy and paste the main URL of the video.
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Your Booth Tab
(Banner & Poster)
Use this tab to upload 
images that will be 
seen in your virtual 
booth.
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Mailbox Tab
Candidates have the 
ability to message 
your booth. These are 
only accessible in this 
backend site.
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Account Options Tab
Please DO NOT
change the password 
provided to you. Staff 
may need to access 
your booth so stay will 
the standard “password”
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Chat Tab
Use this tab to schedule 
the times you will be 
available to chat. 
Sometimes these fairs 
can last multiple days. 
Be sure to let people 
know when you are 
available.
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Webcast Tab
This feature allows you 
to add link to a 
scheduled third party 
webcast such as Zoom, 
Skype or Teams 
Meeting.

Just create the meeting 
in the separate program 
and link the information 
here.



Offers Tab 
(Job Postings)
This is named “offers” in the 
backend site but shows up as Job 
Postings in the Job Fair.

Input all available positions here
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Name – Title of position
External Link – If the job has a web link, input it here
Description – any relevant information of the job 
(Tip- copy and paste entire description from web link if one is available)



Visitor Tab 
Registered users who are 
logged into the fair and visit 
your booth will show up 
here.

Workforce staff will e-mail a 
final list of people who 
visited your booth after the 
event. Information emailed 
will be name, email address, 
phone number and resumes 
(if provided)
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Step 4 (After your booth is setup)
When the fair goes live you can login to the provided job fair URL with your username 
and password provided in initial email from Workforce Staff.
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Step 5
After logging in with the provided Username and Password, Click on “My Profile” in the top 
right side of the screen
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Step 6
Change Name* to the name of your company. Change Last Name* to the name of whomever 
has been assigned to represent your company. Enter an e-mail address and click Save
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Step 7
You will notice our integrated chat feature. You will be located under the exhibitors tab. 
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Step 8
You can use a one to one 
private chat with each visitor or 
choose the shared public chat.
You can have more than one 
conversation at the same time.
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Step 9
After setting up your chat profile, you can also navigate through the fair to see the different 

companies and everything they have to offer. You can check on your booth to see if all your 

information is correct.
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Step 10
Click on your booth you will be able to see all the information you input in the backend URL.
To make any corrections to your booth, logout of the job fair and login to the backend URL 
and make the corrections there
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