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D Log In

2020 SHPE
National Convention

» The Career Fair Booth Portal will be
the place for your company to set up
your Exhibitor Booth in order to accept
screening requests, schedule interviews Booth Portal
and manage buckets and surveys

Virtual Event - Oct 26-31 - shpe.org/2020

| Email Address

Password

» To log in, an email will be sent to you
with a link to access the portal

SIGN IN

* Click the link in the email, enter your
email and your password which is your
registration number. You will be
prompted to reset your password
upon first login

MeetingPlay | eMail: hello@meetingplay.com | Phone: (877) 446-1481
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Dashboard Setup~ Pre-Screening Assignment Screening *  Interviews =

MeetingPlay

Interviews to be Scheduled Completed Interviews Interviewers Staffed Completed Screenings Screeners Staffed Survey Completions

« Within the Dashboard you have easy interview Schedule Overview
access to manage your Career Fair et 2630 202
setup which includes screenings and
interviews.

* Setup
* Pre-screening assignment Oct 26 - 30, 2020
[ ] SC reen i ng Monday October 26, 2020

9:00am - 2:30am ® Erik Allen (MP) interviewing Test 3

° I n te rVi eWS 9:00pm - 9:30pm @® Erik Allen (MP) interviewing Test 10

Thursday October 29, 2020

 Staff
a 11:00am - 11:30am @ Erik Allen (MP) interviewing Test 9
° R 8:20pm - 8:50pm ® Joe Schwinger interviewing Meredith Atttendee Test
eports
Friday October 30, 2020

° You also have an at_a_glance 7:00pm - 7:30pm ® Joe Schwinger interviewing Test 11
overview of important metrics
for your booth.
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Career Fair
Setup

« From the top navigation select
Setup to prepare your booth for Booth Manager

the Career Fair _
* You must have the following MeetingPlay

sections setup for attendees to
request screenings:

 Staff Management
« Bucket Management Survey Management

* Survey Management

Dashboard Setup |, Pre-Screening Aspignr
P C :

Staff

Bucket Management
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Setup:
Booth Staff

Within the Staff.f)agealou will manage
members that will hold roles during the
Career Fair

Select Manage and use the dropdown to
add roles to each staff member

Staff Roles Include:

Admin - Access to entire Booth Portal to
set up booth for Career Fair and manage
booth staff

Scheduler — Partial access to Booth Portal
to manage interviews and assign
attendees to buckets

Screener — Set one or multiple bucket(s)
tFo_screen candidates during the Career
air

Interviewer — Has the ability to be
Izgs_5|gned interviews throughout the Career
air

Booth Staff

Here you can see all staff related to your booth, manage staff roles and view related staff member information

Show 10 $ entries

Last Name T First Name Email Address

Zugay B

Zugay Bruno (sponsor)
Haring Meredith
Sarnasky Michelle

Staff Member Overview

Search:

H H H B
3 B BB

| Back to All Staff

Profile Information Information Overview Associated Interviews [ Completed Screenings B

First Name

Meredith

Last Name

Haring

Email Address

Role(s)
Admin Interviewer || x Scheduler | | x Screener
include, as well as what this staff member has access to

* Admin - Access to entire Booth Pertal to set up
booth for Career Fair and manage booth staff

¢ Scheduler - Partial access to Booth Portal to
manage interviews and assign attendees to buckets

* Screener - Set one or multiple bucket(s) to screen
candidates during the Career Fair

¢ Interviewer - Has the ability to be assigned
interviews throughout the Career Fair

Save Information

Last Login

Assigned Buckets

10/05/2020 08:42 AM

No Buckets Assigned | Manage Buckets
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Setup:

Bucket Management

* Buckets are a way to group attendees
together by categories or departments that
best fit your company. These will allow you to
assign multiple screening representatives to
each bucket and expedite the screening
process

+ Attendees will select their desired bucket
during the pre-screening process

» Create a new Bucket by selecting New
Bucket

* Add a Bucket Name

» Select staff members that have been
assigned to the screening role

* Please Note: staff members must be
assigned a Screener role in the Staff
section to show in this list

>

Screening Buckets

Buckets are a way to group resumes for each open position and/or department within your company. These
will allow you to assign multiple screening representatives to each bucket and expedite the screening process
llow you t g tipl g tives t h bucket and dite tt g

Show| 10 ¢ entries

Bucket Name t Assigned Bucket Staff (Screening Reps)

Development 0

Operations 0

Setup New Bucket

Total Completed Screenings

0

0

New Bucket
Search:
Total Requested Screenings Actions
w
;
—— —

l Back to All Buckets

Bucket Name

Development

Choose Screening Reps

Show 10 =

O
O

Showing 1 to 2 of 2 entries

Search:

First Name

Bruno (Sponsor)

Bruno

Previous Next
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D Setup:

Survey Management

» A survey must be created for attendees
to request a pre-screening

* The survey must have a minimum of
one question and can have a maximum
of six questions

« All survey questions are required for the
attendee to answer (if requesting a pre-
screen)

» Three response options are available for
survey questions:

« Standard Checkbox (choose one)

» Standard Checkbox (choose
multiple)

* Open Ended

Survey Management

Build your booths survey - Attendees will take this survey as part of qualifying for screening.

You can sort your questions by dragging the question title then dropping the row into a new position.

Add New Question ‘ Reporting

You have not added any questions yet. IEREERONST]

Setup New Survey Question

The Question

Question Type

Standard (checkbox or radio options)

Has Multiple Answers?

[ Checking this will allow the attendee to select more than one answer

Answer Choices empty answers will . .
Question Details

The Question

Question Type

Open Ended (attendee types their answer)

Back to Survey Overview

Choose
Standard (checkbox or radic options)
Open Ended (attendee types their answer)

MeetingPlay | eMail: hello@meetingplay.com | Phone: (877) 446-1481




Career Fair
Attendee
Management

* Once you've completed the setup process
and attendees have access to the event,
they can begin requesting screenings
from your booth

« This is slightly different from in person
screenings as you will be able to manage
and identify candidates in advance of the
two Career Fair days

» Three navigations assist you with this
process:

* Pre-Screening Assignment

* Screening
* Interviews

Booth Manager
MeetingPlay

booth Staff Reporting @ Help

Dashboard Setup ~ || Pre-Screening Assignment Screening ¥  Interviews =

Interviews = Booth Staff

Screening:’h'

MNeed to Schedule

Pending Screening @
Not Right Now Scheduled
Completed
Survey Management Declined
Bucket Management
4 Setup New Interview L

R
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Career Fair

Management:
Pre-screening Requests

All attendees that were not previously.

identified and scheduled for an interview

\t/)wII ’tc)he able to request screenings from your
00

Once fcheK request a screening, they will
show in the Pre-Screening Assignment list

Attendees have the option to request a
bucket during the %re—screenlng rocess
but they still must be assigned a bucket by
your team

The roles that have access to this navigation
are Admin, Schedulers, and Screeners

Booth Staff have the following actions:
» Review pre-screening submission
* View the attendee’s resume
» Choose to keep or change the bucket.
» Send the attendee to screening

« Ski screenin[g and send the attendee
to be scheduled for an interview

Pre-Screening Assignment

These attendees have completed your survey and want to be screened at your booth. Use the actions below to

Survey Management

Bucket Management

determine which bucket they best fit into for screening.

After choosing a bucket for the attendee, they will be sent a notification that they are now able to screen via the selected bucket.

Show 10 % entries

Last Name . First Name
Dean Jenna

Test Meredith
Test Resume
Hart Stephanie

Showing 1 to 4 of 4 entries

Assign to Screening Bucket

Survey Completed On

October, 02 2020 13:57:07

September, 28 2020 17:33:26

October, 01 2020 19:45:14

October, 02 2020 10:17:51

You are assigning a screening bucket for Stephanie Hart

Survey Results
Q: What is your favorite season?

Az Summer

Search:
Preferred Bucket Actions
Operations View Details and Assign
Operations

View Details and Assign

Operations View Details and Assign

Development

View Details and Assign

Previous Next

Close

Select Bucket

Choose attendee screening bucket

Development

Send to Screening

Skip & Send to Interview
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Interview Screening Survey Management Bucket Management

C I .
- Below is a breakdown of all attendees who have completed pre-screening and have been assigned a bucket
L]
° Pending Screening Not Right Now

Attendees who have completed the survey at your beoth and have been assigned a bucket, but have not completed the screening process yet

. .
I I l te rV I e W S C re e I l I I l g Skip Screening - You have the ability to push an attendee straight to scheduling, skipping the screening process.

Show| 10 ¢ entries Search:
« Once an attendee is assigned a bucket in [ rone [
the pre-screening assignment, they will e Rl T

show in the Screening section of the
booth portal

» This page will show the following: Profile Snapshot
+ Attendees who have not screened

« Attendees who have screened but Veronica Furukawa
have been identified as not a fit B o c<ingpiy com | MectingPlay
right now for your company

* Pending Screening Actions:

. . Survey Results Screening Results Interview Results
*  View the attendee pre-screening ’ ’
information and resume Q: Education Status
° Sk' H d d t H ht t A: Masters
ip screening and send straight to

SChedUIe for an interVieW Q: Do you prefer to work alone or in a group?
M NOt Right NOW A: Group j

+ View the attendee pre-screening
information and resume

MeetingPlay | eMail: hello@meetingplay.com | Phone: (877) 446-1481



= Career Fair

Management:
Interviews Overview

The Interviews section shows the following information.

* Need to Schedule: Attendees who went through
the screening process and are identified as a
candidate for an interview

+  Options to manage: View Profile with pre-
screening/screening notes and Schedule
Interview

* Scheduled: Attendees who are scheduled for an
interview

* Options to manage: View Profile and Manage
or change interview time/interviewer

+ Completed: Attendees who have completed an
interview

* Options to manage: View Profile, outcome and
rating (if applicable)

 Declined: Attendees who have declined an interview

* Options to manage: View Profile, view decline
reason and reschedule (if applicable)

Need to Schedule Scheduled Completed Declined

Attendees who have completed the screening process that do not have an interview scheduled yet

Show| 10 ¢ |entries

Last Name 1. First Name Screened By Screening Approval Date Bucket

Schwinger Joe N/A N/A Bucket 5

Showing 1to 1 of 1 entries

Need to Scheduls Scheduled Completed Declined
Attendees who have an interview scheduled that has not happened yet

Show 10 % entries

Last Name 1 First Name Screening Approval Date Interview Date Interviewer
1 Test N/A Mon, Sep 21, 7:40 PM EST Allen (MP), Erik
10 Test N/A Mon, Oct 26, 9:00 PM EST Allen (MP), Erik
n Test N/A Thu, Sep 24, 9:00 AM EST Allen (MP), Erik
m Test N/A Wed, Sep 23, 5:00 PM EST Haring, Meredith
Need to Schedule Scheduled Completec Declined
Attendees who have declined a scheduled interview

Show 10 % entries

LastName 1 First Name Screening Approval Date Proposed Interview Date Interviewer Bucket

11 Test N/A Fri, Oct 30 7:00 PM EST Schwinger, Joe Bucket 1 N/A

Showing 1 to 1 of 1 entries

Screened Rating

N/A

Bucket

New Test

Bucket 5

Bucket 1

Bucket 1

Screened Rating

Screened Rating

N/A

N/A

N/A

N/A

Declined Reason

Search:

Actions

Previous Next

Search:
Actions
IR | Manage
IO Manage
(I Manage

(IS | Manage

I...i

Search

Actions

| was already offered another job. m Reschedule

Previous Next
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(] Interviews Setup New Interview
i l r e e r i . I r Below you can manage attendees who have passed screening for interviews

Management:
Pre-Scheduled Interviews

Back to All Interviews

Setup New Interview

Interview Information

® If d Cand|date |S |dent|f|ed fOI‘ an Select attendee for interview
interview prior to submitting a Meredith Test - mch@mp.com :
screen | ng req uest you may Search email, first name, or last name of any attendee to begin scheduling. 3 character minimum
schedule them for an interview "on Choose 2 bucket assignment:
demand" Development v

Who will conduct the interview?

* Use the search fields to search first

name, |aSt name, and email Of a Haring, Meredith .
can d id ate Interview Date

« Choose a bucket for attendee Fri Oct 02, 2020 5
aSSig n ment Interview Time

09:40 AM o

 Choose the interviewer
* Choose the date and time
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