
CANDIDATE VIRTUAL CAREER FAIR
TUTORIAL



Page 1

Page 2

Page 3-6

Page 7

Page 8

Page 9

Page 10

Page 11

Page 12

Page 13

Page 14

Page 15

Page 16

Page 17-18

Page 19-20

Page 21

Page 22

Page 23

Page 24-26

Sign In 

Review Registered Events

Audio & Video

Exhibitor Lobby

Apply Exhibitor Filters

Exhibitor Filters

Join Room Buttons

Welcome Message

Exhibitor Room 

View Exhibitor Jobs

Edit Profile

Edit Resume

Chat Notifications

Exhibitor 1:1 Chat

Video Chat 

Request 1:1 Meeting

Exhibitor Broadcast

Leave Exhibitor Room

Post-Event Communications

TABLE OF CONTENTS
CLICK TO NAVIGATE



my.recruitmilitary.com/sign_in
One easy login for all RecruitMilitary events



Select the event you’ll be attending

REVIEW REGISTERED EVENTS



“Configure Audio” in the Lobby or Room to test and adjust
your audio and video settings

A pop up will allow you to check your audio/video settings

CONFIGURE AUDIO



GRANT CAMERA & MIC ACCESS

This pop up will appear when you enter the lobby.
Click “Grant camera & Microphone Access”



TEST AUDIO & VIDEO

Confirm camera, microphone, speaker, speaker test, camera preview
Then start camera and microphone test



HELP & SUPPORT

Click “Help & Support” to configure audio/video



EXHIBITOR LOBBY

Click here to connect with a
RecruitMilitary representative for assistance

Click “JOIN ROOM ”to chat with employee representatives
Click “INTERESTED” to highlight your interested



Click “Show Filters” to
open filter options

APPLY EXHIBITOR FILTERS



EXHIBITOR FILTERS

Filter by industry, position
type, and location

Customize your
list view



If the room button is gray, the
room is currently closed

When the room button is red,
the room is open

You can join 3 rooms at one time

JOIN ROOM BUTTONS



Click the X to close the
welcome message

WELCOME MESSAGE



EXHIBITOR ROOM

Click to view company profile
and available jobs

Edit profile and add resume

Representatives will be available here
Click three-dots to start 1:1 chat

Type your message in the text box to chat in the main room;
keep it professional and click the red arrow to send

** Messages sent in the main room chat
will be visible to all participants



VIEW EXHIBITOR JOBS

Click the jobs tab to identify current jobs
from the organization



EDIT PROFILE

Click the pencil icon to
update your profile

Page view for editing profile



Click the pencil icon to
edit your resume

Page view for editing resume

EDIT RESUME



CHAT NOTIFICATIONS

This bar will flash when you
have a notification

Click the audio icon to mute audio notifications
*This feature is also available in 1:1 rooms

Ensure you mark yourself
available to chat



You’ll receive a pop up for 1:1 chats

** YOU CAN ONLY BE IN THREE ROOMS AT A TIME

This bar will flash when you
have a notification

EXHIBITOR 1:1 CHAT



This bar will flash when you have a notification

You’ll only be able to send messages, unless
requested for a video call (next slide) 

EXHIBITOR 1:1 CHAT



VIDEO CHAT

You’ll receive a pop up for video chat requests
You have 60 seconds to accept the video call



When prompted, allow access to your microphone and camera

Controls for audio, video, and blur background

VIDEO CHAT



Once you accept the video call,
you will need to grant

permission for audio and video,

REQUEST 1:1 MEETING

Request a 1:1 meeting by
clicking the three dots next to

the representatives name



If an exhibitor is broadcasting while you are in their
room, you will see this symbol appear. 

EXHIBITOR BROADCAST



To leave a room, click the “X”

You can rejoin a room after you leave by
clicking the “Join Room” button in the lobby

LEAVE EXHIBITOR ROOM



To access post-event communication, head to your dashboard after the event.
Click “View Your Event History.”

POST-EVENT COMMUNICATION



Click the applicable past event to view 1:1 chat history and send a follow up message.

POST-EVENT COMMUNICATION



Send follow-up email and/or download chat history for each
representative you spoke with. Limited to 1 message per rep.

POST EVENT COMMUNICATION



QUESTIONS?

NEED MORE ASSISTANCE
dod@recruitmilitary.com




