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The following link will be provided to you after successful registration as an exhibitor for
MiCareerQuest South.

This webpage will guide you through the steps to create your virtual booth

Sa m p I e BOOth Booth Setup Form ‘ @ Need Help

Thank you for your participation in this virtual event.

This form will walk you through the process of setting up your booth.

Each step has a save button so that you can come back to it later to review/edit if needed. Once all the sections are

completed, you'll be able to submit this information to our rep so that your booth can be published.
Get Started

If you have any questions, feel free to reach out to your rep or Email at




Step 1: Basic Information

Step 1
Basic Information Before We Start!

Here are some sample screenshots of booth designs we've created in the past. This will give you an idea of what
a completed booth looks like and what we're aiming to do with the information we'll collect from you.
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Tell us more about your booth
Booth Name Upload company logo (110x30px])

Sample Booth



 Fill-out booth name (i.e. Company name + industry or occupation to draw in students)

Step 1 M e VAl Cdm
Basic Information betore vwe >lc

Let's Get Started ... Y
Tell re about your booth

Booth Name Upload company logo (110x30px)

.

Sample Booth

Drop a file here to upload!

: taeewill be displayed on your booth and also in
the list of exhibitors. Usually, this is your company/department

at=laml=1



« Upload Company Logo
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Let's Get Started ...

Tell us more about your booth
Booth Name Upload companydogo (110x30px)

Sample Booth

Drod™ file here to upload!

Booth Description Example:
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« Crop logo to fit

MiCareer E:'.:.II_E 5t

Done Cropping




 Fill-out a booth description

e i.€. careers you are showcasing, trainings, general company knowledge

Booth Description Example:
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-}

-

ik,
linl

b i
Il



« When finishing Step 1, do not click "Step 2" on the side bar; scroll to the bottom of the

page and click "Save and Continue”

<« C @& micqsouth.vfairs.com/backend/index.php/booth/setup/ffe96bf157cdecB866c3e2683f09a0e90/step-1

Step 1

Basic Information Before We Start!
Here are some sample screenshots of booth designs we've created in the past.
SC rOI I to Step 2 d completed booth looks like and what we're aiming to do with the information
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Documents / Videos
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Step 5
| Booth Rep Accounts




« Click "Save and Continue" to transition to Step 2

Save and Continue

e




Step 2: Booth Graphics

Booth Setup Form | @ Need Help

Sample Booth

Booth Design

The booth graphic is the first thing attendees see when they open your booth. So we'll need to make it look nice and also repres

— of your brand.

=1 /| Step2
— ' | Booth Graphics ; ; ; : ,
- F Click here to watch a 2 minute video to learn how to use this booth design tool.




« Choose your booth layout

q| Step 2
Booth Graphics

Content LINkKs
_ Q

Documents f Videos

Booth Rep Accounts

[he booth graphic is the first thing attendees see when they open your booth. So we'll need to make it look nice and also represent

of yvour brand.

Click here to watch a 2 minute video to learn how to use this booth desigr

Scroll through
Setup your Booth designs and choose
the layout you would
like for your booth

7 Use this layout @ o



« Booth layout selected
« Add images to your booth in order (Numbered below)

o If you do not add in order the site will reject the layout you selected

< C' & micgsouth.vfairs.com/backend/index.php/booth/setup/ffe96bf157cdecBbbc3e2683f09a0e90/step-2 Q W B T N °

| Step 2 L Ll (R THI R ‘
== | | Booth Graphics

Click here to watch a 2 minute video to learn how to use this booth design tool.

i | Step 3
Content Links

£ Back to layout selection

Sten d Please click on each banner to upload graphics for them.
F

51 A ! Documents / Videos

| :I e 5
| Booth Rep Accounts

o Step &
Review/Finalize




« Upload images to the banners and re-format the size

Manage Banners %

m




« Add a hyperlink to your image (if desired)

Manage Banners

Select Banner Click Action (optional)
It :."ill.l'l:l ke users (o be taken to an external URL when someone clicks on this banner please enter here

External URL:




« Move to next image upload (IN ORDER)

ncuments f Videos

Ill' '-.

yoth Rep Accounts

aview/Finalize

103x69

SOUTHEAST

Select the booth wall colors




- We ask that the color scheme for your booth match the industry you are representing, in
order for students to find careers they are interested in easier through out the exhibit hall.

See below for color scheme details (i.e. if you are a healthcare profession=red booth)

Booth Hep Accounts

Review/Finalize
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Select the booth wall colors O-

a
SOUTHEAST

See next slide for

booth color
scheme

Back Panel Calor:

Front Panel Color:

Show Dimensions:



In order to create a better experience for students as they browse the exhibit hall we are
asking that you please follow the color scheme below. Students will be able to visit the
careers they choose and we are using this color scheme to mimic what the in-person event

would look like for them:

Advanced
Health Sciences Manufacturing

#405766
C: 78

M: 58
Y: 44
K: 24

In-Demand
Construction (Ag. Sci., IT, 14.0)

#40b249
R: 64 C: 74

#ef7a22
C: 2

G: 178 M: 1

B: 73 Y: 100
K: 0

M: 64
Y: 100
K: 0

If you have any questions regarding the Industry you will showcase under please reach out to
Nathaniel Osborne at nosborne@mwse.org



« Watch a short video to learn how to use the booth design tool

Booth Setup Form | & Need Help

Sample Booth

Booth Design

The booth graphic is the first thing attendees see when they open your booth. So we'll need to make it look nice and also representative

of vour brand.
Step 2 .

— Booth Graphics . . : . :
: P Click here towatch a 2 mlnuiay@ﬁq to learn how to use this booth design tool,
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Step 3: Content Links

Add content Iinks ep Accounts

| Booth Graphics ,! "' I _
— A

Documents / Videos

Slep 1

: : You can add links to external websites on your booth. This is the perfect place to add links to your corporate
Basic Information

website, social media Pages, career sie eic,
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Step 3

Welcome to

Virtual Career Fair

- Aol e I,

Content Links
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[:gﬂl}l-‘l Us Youtube Chat Timngs Méws & Events Green Jobs Gearing Up Careers Facebook Twitter  Linkedin Chat

that will be displayed

at the bottom of your GEEE

booth

se provide your Content Links

Link Title: Link Type: URL
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. Step 1

Step 4: Documents and Videos

Basic Information
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Booth Graphics

Slep d

Content Links

Step 4

Documents / Videos

Slep 5

Booth I-‘.{-.-p ACCoUunts
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Review/Finalize

You can add Documents (PFDF, Word, Excel, Powerpoint) and Videos (Youtube, Vimeo etc) to your booth. It's an

Ideal place to display your company information, brochures, introductory videos

LRNES QHLINT

Videos Documents  §

M ) A

il . '... 1 .“ e me m meemlbed e i sl "W | s i i i e i Wil i "N o DG ol B

. ‘i S ] [ ER vl g
- h_1_:'._.i.mrcer5 Courcil ll:lr!--::- : N NP

== i, |.. t.;%;m‘ e gl - I

Please provide your Documents
(PDF, Word, Excel, Powerpoint)

® Yes. | have documents that I'd like to add to my booth

¥




e Upload documents and videos that attendees can download

« Recommended to upload a PDF

"'IIII.: :

Content Links

Step d

Documents / Videos

Booth Rep Accounts

SB[ O

Review/Finalize

Wirtwal Caower Fabs
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Please provide your Documents
(PDF, Word, Excel, Powerpoint)

® Yes. | have documents that I'd like to add to my booth

No. | don't have any documents to add

Document Title:
[

1]

Please provide your Videos

Drop a f}

FEUES DNLINT

Yhere to upload!

& Add another Document




p 5: Booth Rep Accounts

Fara 9
SLED |

Basic Information

Char 7
FLICRS 4

Booth Graphics

'El".ll' -
L s 3

Content Links

step d

Documents / Videos

Step 5

Booth Rep Accounts

Slep &

Review/Finalize

On the event day, we usually recommend having a couple of team members available online to interact with the
attendees via chat.

All we need Is their name and email address, and we'll create Booth Rep accounts for them. Each rep can then
login with their own accounts when the event goes live,

You can also provide the times each rep will be online to chat and we can display that on the booth so that
attendees KNow when to expect you,

Create your Booth Rep Accounts add Uear

Mame Email Action

Continue




« Add booth rep users who will help develop and manage your booth the day of the event

Add ' cr .

' First Name: Last Name:

MWSE Rep Mathaniel

Email: Password:

amirh@vfairs.com -

We always recommend having a prefix gffore the first name that identifies you as a rep from your

CO Cep s0me examples

Microsoft HR Rep John Smith
Dell Booth Rep John Smith

Admissions Counselor Jamie etc

Since we do not host any sensitive information in our events, we recommend using simple passwords
to avoid confusion on the event day.

Availability to chat (Optional):

Time Zone: Amenca/Toronto - GMT-5:00

Start Date Start Time End Date End Time

0.2 09:15 e.g 12:45
I..-II-:I I-_J e g . I"'II'I:| '1—'4”'

© Add Another Timing

\“r Close



« Confirm the rep is added and continue adding reps

Sample Booth

o z o Inf : On the event day, we usually recormmmend having a couple of tean
Basic Information ' =
attendees via chat.

All we need Is their name and email address, and we'll create Booth Rep accounts for them. Each rep can then

login with their own accounts when the event goes live

Booth Graphics

You can also provide the times each rep will be online to chat and we can display that on the booth s0 that

1 step: attendees know when to expect you.,

Content Links

f;];.;tmm I Videos Create your Booth Rep Accounts

Step 5

Booth Rep Accounts

MWSE Rep Nathaniel amirh@vfairs.com

n :'i'\.'.'. .. . .
Review/Finalize

members avallable onlhine to interact with the

Booth Setup Form | @ Need Help

Add User

Add more
reps
or
continue

Continue



e Set times availble for your reps on the day of the event (optional)
« This will be shown to attendees so they know who is available to chat with during the

event-strongly encouraged to have reps available to answer student questions!

Add User |

First Name: Last Name:

First Name Last Name

Email: Password:

Email Password

We always recommend having a prefix before the first name that identifies yo

COMparty. See some EZ:-:Z-:-E"I'I}]'EZ'E- below::

Microsoft HR Rep John Smith
Dell Booth Rep John Smith

Admissions Counselor Jamie etc

Since we do not nost any sens e 1N .-.l:l""'l-l-:_-!: on In our events, we recommend LIEINE SIMpe F:l.:_'!-_'._'T,'l,-'-,.'[;-r'.:j-t,

to avoid confusion on the event da y.

Availability to chat (Optional):

Start Date Start Time
I e.g 09:15

© Add Another Timing




Step 6: Review and Finalize

- E——

Step 1
Basic Information iy You're almost done. i i
| l Once you press the submit button below, our rep will be
notified.
| step 2
Graphics Please review your booth details below. If you need to make changes, use the buttons on the

left.
Go back to any step f
Once everything looks good, click on the "Submit Booth' button at the bottom of the page.
to make changes or Him ; :
° o If you need any assistance, use the support email address listed at the top of this screen.
add any additional |

info rmation ients / Videos Event Access:

Visit the event URL: micgsouth.vfairs.com

SEp S
Booth Rep Accounts :

| [ Name Email [:}
step 6 MW5E Rep Nathame| amirh@vfairs.com

Review/Finalize

Review Booth Information:

Here is a screenshot of your online booth.



« When you are finished making any updates, scroll to the bottom and select "Submit
Booth"

We are displaying the following information on your stand

Description:

Chat:

Documents:
Following document has has been added to your booth:

» Phase 1 MWSE

Video:

Following video has been added to the booth:

fsst Chicago City Skyline

Y TN
( i;lt::rh' t Booth ))




Congratulations, your booth is ready for review!

A Michigan Works! team member will review your booth and send you an image of what your
content looks like from the eyes of an attendee.

Thank you for submitting booth content. You will receive
confirmation email after your booth is ready for review.

For any questions please email us at:

To make any additional changes please reach out to Communications Specialist, Nathaniel
Osborne at nosborne@mwse.org



