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STEP 1: 

New Event Request Link - This is where you will begin to create your Career and Job Fair 
event in the Smartsheet Platform. 

Link: https://app.smartsheet.com/b/form/019ddb4bb5307eab870216d18e7ab6e4  

 

STEP 2:   

Enter your career and job fair information.  

 

 

 

STEP 3: 

https://secure-web.cisco.com/1e9UEUFL1KqC6c4Dgg1L-SMmAGL3blD3tIKzh0UU4lyAlRwMBvyzsKuFEx8dtDrotfvwVQmpPVMtoo6xs3wQPfBHPpGiuC2BwNg5RtoSjD5z5BuVaf-lVkT9wFNAzF22os8d0ZiRWXe2qgivs3Md3TdwE-t937hRW4sCitZ3eHKwKDZ9rkzbxErIq8uSinjIEBM97YD-UIeHvbiR6UdX2sa40Mgk_7c9zx4UtA5Fqf64jO2fA8TqKBwCAK9JptYXyyTHjNXQX5Lz-tqj9WbZkeyfOnBeK9NjMOFx2BfN07KHNb5aaZ02xujSk3VElYfZCGT-v5_ghtn32hFMsHdqpdpJLxccfJalfcZXA4o0WutJY6MgwlJhWHSTp3BQudi0e4NsmP3k_ZXPDu_yqs0lJk6EYM_ixgqeWfI2MmactWRY/https%3A%2F%2Fapp.smartsheet.com%2Fb%2Fform%2F019ddb4bb5307eab870216d18e7ab6e4
https://app.smartsheet.com/b/form/019ddb4bb5307eab870216d18e7ab6e4
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You will receive and email that confirms your career/job fair has been received. This email 
will also include a link.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Please go to the link listed in the email and this will take you to your event page in the 
Smartsheet platform. 
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STEP 4: 

In your event, you will begin to enter information in the status column using the drop-down 
options.  Options in the drop-down include: Pending, In Progress, Completed, Issue, NA. 
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STEP 5: 

In your event, you will begin to enter information in the explanation column. This is where 
you can add specific event details, who will be attending, did your team find a space for the 
event, any issues that you and your team are encountering.  
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STEP 6: 

At the bottom of your event page, you will see the evaluations listed. You can click on the 
paperclip to the left of the event, and this is where you will find a QR code. You can click on 
the blue link to the right of the evaluation name, and this will take you to the specific 
evaluation. There are evaluations for event attendees, students/graduates and a self-
evaluation for your team. 



Smartsheet Career and Job Fair Platform Job Aid 
 

 

 

 

 

 

 

 

 

 

 

STEP 7: 

Review feedback from your event on your evaluation dashboard. 



Smartsheet Career and Job Fair Platform Job Aid 
 

 

 

 

 

 

 

The Evaluation Dashboard is the last link listed. 

 

 

 

 

This is what the Evaluation Dashboard looks like: 
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