Smartsheet Career and Job Fair Platform Job Aid

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/019ddb4bb5307eab870216d18e7ab6ed

STEP 2:

Enter your career and job fair information.

B smartsheet

New Event Request

STEP 3:

o
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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

Smartsheet Career and Job Fair Platform Job Aid

You will receive and email that confirms your career/job fair has been received. This email
will also include a link.

[ smartsheet

Link to Checklist

Thank you for submitting your career fair event. Please use the link below to
access your Career Fair Checklist

hitps /fapp. smartsheet com/b/publish?
EQBCT=abcfdedb1a214028a1bf157f0d726426

o 2026 Smarishest Privacy Notic2 | Report Spam | Provide Feedback

£ Dowrioad e app .E DORcad the K6
' for Mac W for Windows

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.
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Checklist : smartsheet

= B8 Gria « S/ Filter Arial ~ 2 v B 7 U & &+ A - = . 8B Q9P B
Career/Job Fair Chocklist Status Explanation Date
Updated
[ o]
commr"'mw) G ' ¥ » In Progress  Entér Details Here 07127126
Assist participants in identifying target P
ees/RAPS, In Progress  Enter Details Here 0IRTG
Ensure participants understand follow-up expectations. In Progress  Enter Details Here 07127126
. 54 ; = Event Day and Event Evalustion
= Day of Event Execution 0% 07127126
;\ssiwmﬂrohs(cbodx-h employer Raison, student Completed  Enter Datails Hore 0127126
Prepare sign-in sheets for pacticip and employ Completed  Entec Detsils Here 0727126
Set up employer lables and signage peioe to aerival Completed  Enter Details Here 0727126
Open event with welcome and overview of agenda In Progress  Enter Details Here 07727126
:::::; particioant flow and provide coaching 88 In Progress  Enter Dotalls Here oI21126
= Ewen] Evalustion %
Collect participant sign-in and sitendance records In Progress  Enbes Details Here 072726
Collact employer and DOL RAP anendancs and .
engegement In Progress  Enter Details Here 0727126

Gathae amploy s RAP feadback (@ g, quality of

candidates hiring intorest, racommandations ) 2. Progress: | Enter Detalls Here 07127126
Gathar participant faadback (8 g . preparedness
omployer intaractions, clary of next steps) In Progress  Enter Details Here 07127126
Craate avaluation system (See OR Codes attached
below) In Progress  Enter Details Here 07127126
= Create QR Codes and share at event
] Graduate/Student Evaluation hitez'anp smadzheat combiormi0 19ef101a78dT65T00T¢a990ac) 072726
2] Unicn / DOL RAP / Conractor hitezlapp.smarzheet comb/iorm0 19ef1099d3 1749236 1ce8713 0727726
& Self Evaluation hites llapp smaczheet combformil 19ef1240 16700294 50e4020c  07/27/26
Evaluation Response Dashboard hites fape smanshest combipublizh?EQBCT = T0-S2.80 16494005  07/27/26

STEP 7:

Review feedback from your event on your evaluation dashboard.
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Checklist : smartsheet
=4 B8 Gria « 7 Finter Asial 2 - B I U & &+ A- =B Q7P B
Career/Job Fair Chockist Status Explanation Date
Updated
[ B
TeeTRw o Yoresxy T
commiricalon) In Progress  Entér Details Here 0727126
Assist m’ in identifying target In Progress  Enter Details Here 0127126
Ensure participants understand follow-up expectations. In Progress  Enter Details Here 0727126
. 54 ; = Event Day and Event Evalustion
= Day_of Evert Execution 60% 0726
:WMM(M%:_ employer Raison, student Completed  Enter Datails Hore 0127126
Prepare sign-in sheets for pacticip and employers. Completed  Entec Detsils Here 0727126
Set up employer tables and signage peior to aerival Completed  Enter Details Here 0727126
Open event with welcome and overview of agenda In Progress  Enter Details Here 07127126
n";'::’ paricioant flow and provide coaching 88 In Progress  Enter Dotalls Here oI21126
- Eveel Evalstion %
Collect participant sign-in and sttendance records In Progress  Enbers Details Here 0727126
Collact employer and DOL RAF anendancs and
engagement In Progress  Enter Details Here 0727126
Gathae amploy e RAP feadback (@ g, quality of .
candidates, hieing intorest, sodalens) in Progress  Enter Details Here 07127126
Gathar participant feeddack (0 g . preparedness.
p tr i clarty of next steps) In Progress  Enter Details Here 0727126
b(::;:o) avaluation system (See OR Codes attached In Progress  Enter Details Here 0727126
- Create QR Codes and share at event
] Graduate/Student Evaluation hitez //app smadzheat combiorm/) 19ef10 12784765700 Tde99ac0 07727726
& Unica / DOL RAP | Contractor hitezlanp.smastzheet combiorm019af10994337149236 1ce8713 0727126
& Self Evakation hites l/app smacdzheet combformil 1901240 16c70029450ef4020c  07127/26
Evaluation Response Dashboard hitesape smanshest combipublizh?EQBCT = T0-S2 80 16494005,  07/27/26

The Evaluation Dashboard is the last link listed.

e ’

= Create QR Codes and share at event

Q Graduate/Student Evaluation hites fapp smansheet combiform019ef101a7847657b07de99aacl  07/27/26
Q Union / DOL RAP / Contractor hites.//app. smarsheet comvbiform/0 19e{10d9d3371649236 108713  07/27/26
@ Self Evaluation hites.//app.smansheel combform019ef124b16c7b029450efde20d  07/27/26

Evaluation Resp Dashboard hites app.smadsheel combipublish?EQBCT=70c92¢55164a4db5{  07/27/26

This is what the Evaluation Dashboard looks like:
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