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WORKING WITH SCHEDULES  
 

STEP-BY-STEP INSTRUCTIONS 
PRINT THIS DOCUMENT 

 
If you chose an Open schedule, all you will need to do is click on the Session ID number at the bottom of 

your schedule page to see who has signed up on your schedule. 
 

SCHEDULING AN ON-CAMPUS INTERVIEW 
 

Scheduling an on-campus interview is all done online.  You can assume that we have any date open that 
you request because we have a number of interview suites available. 
 
Once you login to your UI Employment Expo account, you will click on the “On-Campus Interviews” tab and then 
click on the “Request a Schedule” option. 
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The next page is where you will enter the job description, requirements, and details about your schedule, and it 
looks like this: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Once you complete this form and hit the “Save” button, your request will be saved in Expo.  The Recruiting 
Coordinator will review your request and if there are any issues that need to be discussed, you will be contacted.  
It can take several days for your schedule to be made available to the students so don’t panic if you don’t see the 
status change to Active immediately.   
 
 

YOU WILL RECEIVE AN EMAIL AS SOON AS YOUR SCHEDULE IS ACTIVE. 
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YOUR SCHEDULE IS NOW ACTIVE 
 
Now that your schedule is active, the students now have access to it on their “Qualified Interviews” page.  They 
have a page they can click on to see all the on-campus interviews that they automatically qualify for.  They can 
now submit their resumes to the preselect schedules and/or sign up directly on the open schedules. 
 
If you chose a Preselected schedule, please be very mindful of the timeline.  Below is an example of a timeline 
– this is NOT YOUR TIMELINE.  It is just an example.  Make a special note about the “Preselects due by” date 
below.  You MUST have your preselects done by the end of the day on this date.  Students are counting on you 
to be able to sign up on the “Sign-up for accepted students” date. 
 
Also, pay attention to dates BETWEEN the ”Last day to submit resumes” and “Sign-up for accepted 
students” dates.  These are the ONLY dates that you will be able to make your preselects.  In this 
example, this means that you will be able to select those students you want to interview on March 13, 14, and 
17th.  (The 15th and 16th are Saturday and Sunday.) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You will receive a couple of emails reminding you to get your preselects done.  Please, please pay attention to 
those messages and make sure you get your preselects done on time. 
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This is what you will see when you click on “On-Campus Interviews>All Schedules” and select the schedule you 
want to open: 
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Click on “Manage Preselects” to view the resumes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
This is an example of what you will see when you want to view the resumes PRIOR to the dates 
when you will be able to make your preselects.  Click on the “Manage Preselects” link on the left 
to see the list of resumes. Notice that the status is still at “Requested.”  When you see that, that 
means you are not able to make your preselects. 

 

 

 

 
 
 

 
 
 
 
 

 
When you ARE able to make your preselects, and you click on the “Manage Preselects” link, you 
will see the following screen.  You will make a determination for each student by the end of the 
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“Preselects due by” date (see above) by clicking on one of the three options.  Click on “Save 
Picks.”  

 

 
 
 
 
 
 
 
 
 

You will then see the following screen and follow the directions at the top of the screen.  
 

 
 
 

As soon as you click on the “Submit Picks” button, each student 
will be notified via email as to their new status (accepted, not 
accepted, or chosen as an alternate). 
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You can check on the progress of the students signing up on your schedule by clicking on the 
Session ID or the Interview Date. 

 
 
 
 

When you click on the Session ID or the Interview Date, scroll down on the next page to see your 
schedule.  You can click on the “Create Packet” link to open a new window with all the resumes in 
it, or check the little box to email the resumes to yourself. 
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If you have any questions or need assistance with  
UNDERGRADUATE POSITIONS IN THE COLLEGE OF BUSINESS OR 

LIBERAL ARTS AND SCIENCES, 
you may reply to this message or call Chris at 319.335.1024.  

 
 

If you posted an ENGINEERING position and you have questions, 
please contact Kelli at 319.335.6280.  

 
 

THANK YOU! 
 
 


