
Employer Hire a Flyer Instructions 
*Career Events Module* 

 
Note: These instructions assume that you have already been approved and released into 
the system.  If this is not the case, please read the “First Time / Overview” instructions 

located here: http://careers.udayton.edu/instructions.asp 
 

 
1.  The career events module allows you obtain details and even register for upcoming 
events.  Clicking Career Events in the navigation toolbar will display a list of all active 
upcoming events.  If you are interested in an event, click the Event Name for details. 
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2.  This screen will show you the full details including time/date, location, and 
description.  Additionally, you can view any Additional Information such as agendas, 
directions, or brochures.  If you would like to register for the event, simply click Register 
Now at the bottom. 
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3.  When you click the registration link, you will be taken to a screen that asks for your 
information.  Please fill this out as completely as possible. 

http://careers.udayton.edu/instructions.asp


 
4.    The next screen will show you a price list for the specific event, if applicable.  Every 
event will have different price structures.  Make your selections, then click Save at the 
bottom. 
 

 
 

5.  You should immediately be taken to the final page (Example 1).  If you scroll to the 
bottom of the page, you can view the payment details (Example 2).  
Example 1 

 
 

Example 2 

 
 

6.  Your submission will be reviewed and you will receive a confirmation email soon.  
This will contain your final invoice as well as other informational materials you will 
need. 
 
7.  To go back and modify your submission at a later time, simply login, click Career 
Events in the toolbar, and click Edit Registration. 


