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HOW TO RSVP FOR A CAREER FAIR OR INFORMATION SESSION
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CAREER FAIR INSTRUCTIONS: 

STEP 1: Log onto your employer account and click on the downward arrow to expand the “Events” tab.

STEP 2: Under the “Career Fairs” tab, you can review all of the events available for the semester. Once 
you have decided upon which event(s) you would like to attend, click on “+ Sign Up.”

SELECT EITHER 
CAREER FAIRS OR 
INFORMATION 
SESSIONS HERE. 

IN THE ‘CAREER FAIRS’ AREA, 
ONCE YOU DECIDE WHICH 
EVENT YOU WOULD LIKE TO 
REGISTER FOR, YOU CAN CLICK 
THE ‘+SIGN UP’ BUTTON.
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STEP 3: Review and confirm your registration information on the “Events and Fees” page. If there isn’t 
a charge for the employer event, the system will not request payment information. It is necessary to 
complete all of the required fields.

STEP 4: Input the appropriate content into the “Contact Information” tab. Some of this information 
should auto-populate from your Career Connections account.
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STEP 5: Complete each portion of the “Profile Information” page.
PLEASE NOTE: Your logo is required to complete registration.

STEP 6: On the “Representatives” page, include the number of the individuals attending the event and all 
of their information.
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STEP 7: Review and confirm your registration.

STEP 8: You’ve made it to the final screen! You will be notified once your registration is approved. 
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INFORMATION SESSION INSTRUCTIONS: 
PLEASE NOTE: These offering are not as readily available. 

STEP ONE: CLICK ON THE 
INFORMATION SESSION 
TAB AND SELECT REQUEST 
INFORMATION

STEP TWO: INPUT ALL OF THE 
REQUIRED INFORMATION.
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STEP THREE: YOUR REQUEST 
WILL SHOW UP AS ‘PENDING’ 
UNTIL APPROVED. 


