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QUESTIONS: 770-874-7807 or Events@CareerEco.com 

You may be required to 
answer event-specific 
questions or add your 
education details to 
complete your registration 
for some events. 
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Note:  Use Chrome, Firefox, or Edge to log in to 
the event and use audio or video features. 

TIP: When registering for a 
new CareerEco account, 
please note account type.   

Be sure to register as an 
Individual. 
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TIP: For all events:  
Update your profile 

Note: For career fairs only:  
Uploading your resume is expected. 

Click “Event Details” to review each 
Organization Profile, Express your 
Interest in specific organizations, 
and access the Event Schedule. 
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TIP: For Career Events: 
Upload Resume and other 
related documents and Add 
LinkedIn URL  

Note: Update profile details, 
including important contact info Upload samples from your 

Portfolio (if applicable) 
 

Portfolio samples can be any 
file type up to 50 MB in size. 
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You may have the option to reply 
directly to a message based on the 
settings chosen by the sender. 

Organizations may send messages 
to your account. 
   
The number of unread messages 
waiting for you will appear next to 
“Messages”, so click to review. 

Note: Click the Subject to review a message. 
 
*Unread messages will appear in bold.  
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Review Organizations’ event 
hours since they typically vary. 

Review Organization Profiles and 
Express Interest in organizations.  
(see following slide) 

GET PREPARED 
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Check the box under “Interest” 
(it will turn blue) to let 

organizations know you are 
interested in learning more. 

Click an Organization’s name 
and review their profile 

before the event. 

TIP: Use the search filters to 
find organizations that best fit 
your criteria. 
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Review job listings and be 
informed about positions  

that interest you.  

TIP: Formulate questions to 
ask about job postings in 
employer sessions. 
 
Not all employers post 
positions in the Virtual Event 
System and may refer you to 
their website. 
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Click to Join Chats  
TIP: Depending on the event, 
you may be able to join multiple 
rooms at the same time.  
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Click the       icon to manage your 
sound settings. You may mute all 

sounds or vary the settings to 
alert you to room activity. 

Organization Reps 

All Participants  
 
For confidentiality, your name 
appears to other participants with 
your first name and last initial.  

Note: Messages typed here are 
visible to everyone in the Room. 

TIP: Be Informed –  Review 
Organization’s Profile and other Files. 
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Click on the “Presentation” 
Tab to view the Rep’s Screen. 

Reps may share their screen 
and audio content to the 
entire Main Room. 

Reps may also broadcast 
video and/or audio content 
to the entire Main Room. 
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IMPORTANT: A number next to 
an Organization Rep’s name 
indicates the missed number of 
messages, so make sure to 
respond in a timely way. 

If you are invited to a Private Chat, 
you will receive a notification.  
 
Click on the Rep’s name to accept 
and  open the private chat window. 



CareerEco Registered - All Rights Reserved 

After accepting a Private Chat, 
a new chat window opens. 

Private chats are shown in 
between the light blue area of 
the chat and are ONLY visible 
to that Organization Rep. 
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To participate in a private video/audio 
chat, the organization rep must invite you 
to enable your video/audio. 

Note: After you are invited, click 
“Ok” to accept video/audio.  

How to Use Video/Audio 1-on-1 
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Note: Once you have accepted, “Chat with 
Video”/“Chat with Audio Only” buttons appear. 

How to Use Video/Audio 1-on-1 

Click to begin sharing video 
with audio or audio only. 
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Click “End Video/Audio” to complete 
your 1-on-1 Video/Audio meeting. 

Note: 1-on-1 Video/Audio will 
terminate immediately if you switch 
tabs or rooms. 

TIP: Video/Broadcast windows may be 
resized and moved around the screen. 

Your window for 1-on-1 video/audio 
appears if you choose “Chat with 
Video”/”Chat with Audio Only”. 

IMPORTANT:  All audio/video 
features require you to use 
the latest version of Google 
Chrome, Firefox, or Edge as 
your browser. 

Organization Rep’s window for  
1-on-1 video/audio appears. 



NEED ASSISTANCE? 
 

770.874.7807 
Events@CareerEco.com  
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