
QSVirtualFairs
Quick Guide 

Thank you for joining us for the QS Virtual 
fairs. We are using a new platform to help 
you connect with students in a digital 
environment.

The following guide will help you navigate 
the Virtual fairs and answer some questions 
about how the event will work.
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Assign Team members to the events

This area allows for one person within your institution to manage all team members inside Outreach. It is important to assign all 

members of your institution to their designated activity on the day.To update or add team members, please contact your 

customer service manager or email customerservice@qs.com

1. SelectMy Team tab



Digital Booth Design

The new virtual events Booth upload area is now available for you in Outreach. You can now design and see how your booth will

look like at the events you are attending. Please follow these steps to access the Digital Booth design:

Log into Outreach

Access the new Beta 
version

Click on the event you are 
attending

Select Digital booth design 
from the menu bar

You only need to update the first event you are attending and will show on all others. If you 

are attending both World Grad School tour and World MBA Tour you will need two profiles

2. Click on each 

section to upload

1. Click on Digital 

Booth Design



Digital Booth Design

There are 4 sections to complete your Virtual Booths. As you upload the files you will start to see what your booth will looklike. If 

you need to update any of the files, please remember to do this 48 hrsbefore, after this you may not see the changes for the 

event in time.

Switch between the 

options

Upload files

Update your 

Description



Digital Booth Design

Important information to note regarding your Booths for the events

You only need to update 
one of the profiles for it 
to reflect on all the 
events you are attending

Profile
Please update all your 
materials 48hrs before 
your first event

Updates 24hrs before the event 
you can access the virtual 
platform to check 
everything is correct. If 
not please update this on 
your booth profi le in 
outreach

Access If you need to update or 
change anything for the 
event within 24hrs (after 
i t is l ive) please ensure 
this is done straight away. 
Updates close 2hrs 
before the event

Final 
Edits

Å If you are attending several events in the season you only need to update on the first event, and this will reflect on all the events 

you are doing.

Å If you want to change your profile depending on the event itself, you need to do this after the previous event has happened and 

48hrs before the next one.

Å Changes made within 24hrs before the event will show between 12-2hrs before the event opens.

Å No changes can be made within 2hrs before the event opens



On the event day

On the day of the event, you will find your personalized link and log in details for our virtual platform in outreach. Go to the

event in outreach and at the top of the overview you will see the link and below the button you will find your log in detailsfor 

our virtual platform.

New Beta version of Outreach



Welcome to our virtual platform

Click the link in Outreach to enter the event. Click on Meet Universities/Business Schools to find your booth.

Find your booth here

Get Help from QS Team

Networking Lounge



Find your booth

Click on meet universities/business schools and find your school in the institution search. Click the name of your university/school to 

enter your booth.

Search by name 

here

Scroll to find your 

university/school



Booth navigation

When you enter your booth, you should see your Avatar there, if you do not see this you need to have marked yourself as 

attending the event in Outreach before. Every candidate that visits your booth will automatically join the booth chat; this is where 

you can see everyone who is in your booth. Candidates can chat to you via the booth chat or by clicking on your avatar to have 

a private chat or video call. 

Booth chat

Your avatar 

Your materials will 

appear here

Your video will appear 

here

Breakout Room



Change your avatar

In the Navigation menu on the bottom left of the page, click Choose your Avatar. *Once you make your choice it will take 

approximately 10 seconds to update in your booth. The avatar you pick will then be the same when you log in to future events.

1. Click Here

2. Then Click Here

3. Click Select to 

choose Avatar 

4. Check your Avatar in 

your booth*



Connecting with candidates

The Booth Group chat is where you will see who is currently visiting your booth. This is a group chat where you can speak 

with all the candidates at once. It is a good idea to post a welcome message in this chat with some general information.

It is recommended to take an active role in the booth chat and welcome each candidate as they enter. You should then initiate 

private chats with candidates by clicking on their name and then the speech bubble icon. 

All staff marked attending will be made moderators of the chat which will bold their names and give them additional privileges.

Click to go between the 

different open chats

Chat options

View Saved Chats

Saving chat content

When chatting with a candidate it is

recommendedto clickSaveChatto add the chat

to the briefcase.

Pleasenote the contentof thesechats will not

be available in Outreach.

Beforethe event closesyou need to open each

chatand copy the contentto a word documentto

savefor yourreference.

Minimise

Open in a new window

Close the Chat

Save the ChatClick on the candidate's 

name to view profile

Click on here to start a 

private chat

Candidates currently 

visiting your booth will 

appear here.
















