
CONTENTS: 
CREATING YOUR VIRTUAL BOOTH  1:1 MINI INTERVIEW SESSIONS  TEST & CONFIGURE A/V  GROUP SESSIONS  FINISHED BOOTH 

CREATING YOUR VIRTUAL BOOTH  

 

Name: 
 

 Each booth must be named 
differently so students can easily 
find it.  
 

 Start with your company name 
‘ABC Engineering’ and add a 
descriptor ‘Mechanical & 
Electrical’ or ‘Internships’ 

 

Description: 
Include as much information as 
possible in the ‘Description’ 
section: 
 

 Company / team information 
 

 Current opportunities &  
application process 

 

 1:1 Mini-Interview target 
audience 

 

 Group Info Session 
details/schedule 

 

 Utilize the hyperlink feature to 
link to external webpages, job 
portals, video links and more! 



 

 

Logo: 
Upload a square logo.  
If you have technical issues, 
please contact us at 
careers4engineers@mcgill.ca 

Description: 
Indicate your target 
audience (majors, any 
specific graduation 
years/months, your 
current opportunities)— 
students will be able to 
use the filtering tool to 
connect with employers 
that are looking for 
specific criteria.  

Contact Email for Students: 
Don’t forget to input a contact email for your 
organization (usually the person attending 
the fair or HR) so students can follow-up. 
This email is the only way students who 
register for chats/sessions will be able to 
contact you for any issues. 

Preferred Majors & 
Graduation Years: 
 

Only students with the 
‘Preferred Major(s)’ & 
‘Preferred Graduation 
Years’ you select can see 
your booth at the virtual 
fair. 
 
YOUR BOOTH WILL NOT 
APPEAR FOR THE 
OTHER STUDENTS. 
 
At least 1 of your booths 
needs to be visible to ALL 
‘Preferred Majors & 
Graduation Years’ so it will 
appear to all students. 
 
You are not required to 
schedule any 1:1 mini 
interviews in your booth 
that is open to ALL Majors 
& Grad Years.  
 

mailto:careers4engineers@mcgill.ca


 1:1 MINI INTERVIEW SESSIONS 

 
 
 
 
 
 
 
 

1:1 Mini-Interview Session: 
By default, the 1:1 mini-interviews 
are hosted with the built-in 
Eventus platform video room (see 
next section for audio/video 
testing). 
 

You can also enter your own link 
(Zoom, Teams, Webex) for 1:1 
meetings. Students who sign up 
for 1:1 mini-Interview sessions 
will be directed to this link. 

Indicating your 1:1 availability:  
Indicate your availability by clicking on the times when you will not be 
available for chats (or else students will be booking 1:1 with you). 
The event is open from 8am – 8pm, but you are not expected to be 
present the entire time!  Don’t forget to book some time off for breaks, 
lunch, representatives swapping out, etc.! 
Remember, only 1 representative can be logged into each booth 
at one time! 

 UNAVAILABLE 
      Lunch break 

 UNAVAILABLE 
Logged off for the 
day / Could also be 
conducting Group 
Info Sessions during 
this time. 

 UNAVAILABLE 
Breaks / swapping 
representatives 

 

 AVAILABLE 

 AVAILABLE 



TEST & CONFIGURE A/V (AUDIO / VIDEO) FOR 1:1 MINI INTERVIEWS (with the built-in Eventus Platform)   
 

It is very important to test 
your video/audio before the 
event, and make adjustments 
if necessary! 

You may need to enable 
camera/microphone first, 
depending on your web 
browser.  
 

Once you are inside the video room, 
unmute your mic and turn on your 
video by clicking on the red icons (they 
should turn black when enabled). 
 
Next to these icons are the chat and 
share screen icons to use when in 1:1 
mini interviews sessions. 

The chat and share screen icons can be 
used during 1:1 mini interview sessions. 



 

 

 

 

 

 

 

 

 

 

 
  
  
  
  
 

 

 

 

 

 

 

Audio/Video Controls 
Click the … More icon to access various 
controls including camera/mic and video 
quality settings. 
 
 

Changing Name of 1:1 Representative: 
 
Change name of person in 1:1 meeting 
for a more personalized interaction, and 
also to avoid confusion if you will have 
multiple people working in your booth at 
different times throughout the day. 
 
Update name by selecting: 

 …More 
 People 
 Change name 

 
 

1:1 Waiting Area 
When a student arrives for a 1:1 session, 
you will see the student’s name appear in 
the left-hand panel ‘waiting area’.  
 
1:1 calls do not automatically end/start, 
so you need to be aware of the time, and 
when there is a student is in the waiting 
area. 
 
 



GROUP SESSIONS 

  
 
  

Create a Group Session: 
For those interested in meeting more than 
1 student at a time, you may host Group 
Session(s).  
 
The format of these sessions is at your 
discretion. 
 
Please note: you must provide an external 
web conferencing link to create these 
sessions (ex. Zoom, MS Teams, Webex) 
 
Students will receive this link when they 
register for a group session at your booth. 
 
 



 

Video Room Link: 
You must provide your own link (Zoom, 
MS Teams, Webex, etc). 
 
 

Session Name: 
Include the topic of the info 
session, target audience, 
speakers name and 
business title. 

Session Description: 
Give as much detail as possible in the 
description about the session, so students 
can decide if it makes sense for them to 
attend instead of signing up for a 1:1. 
 
 
 

Group Session Start/End 
Date: 
Ensure that the start/end 
date of the session falls on 
Day 1 (Sept 23) or  
Day 2 (Sept 24) of the 
TechFair event. 
 

RSVP Limit: 
*NOTE* you cannot adjust the RSVP limit capacity of 
the Group Session once it is created. However, if you 
need to open up more spots for students, you can 
create another Group Session occurring at the same 
date/time with the same link as the original session. 
 



FINISHED BOOTH - HOW YOUR BOOTH WILL APPEAR TO STUDENT PARTICIPANTS 

 



 
 

Questions? Please contact careers4engineers@mcgill.ca for additional support. 
We’re in this together! 

 

1:1 Mini-Interview 
Sessions: 

 
 

 
Group Sessions 

 

 AVAILABLE 
(square is white) 

 
 
  UNAVAILABLE 
(square is shaded) 
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