NEOED APPLICANT TRACKING SYSTEM
E-REFERENCE GUIDE FOR
HIRING MANAGERS

This guide provides steps on how to check references on candidates

in order to help make better decisions in the hiring process.

ULM Human Resources Department 1|Page



E-REFERENCES FOR CANDIDATES

Sending E-References

From your Dashboard, review and select your candidate(s) whose references you want to contact, and then select
‘Send E-Reference Notification’ from the Actions drop-down. This action can also be performed from the application
details page. *Note: all candidates are required to submit a minimum of three (3) references with email addresses.
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Navigation:

Dashboard > Recruiting > My Candidates > Actions

You will be presented with a three-step process where you will first determine which references you want to contact.
By default, all references are selected, but you are able to unselect any references that you do not want to contact.

When satisfied, select Next.
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Movigation: Dashboard > Recruiting > My Candidates > Actions > Send E-Reference Notification
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In the second step you will preview the E-Reference Questionnaire associated with the job posting the selected
candidate(s) were referred from.

STEP 2
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REFERENCE QUESTIONNAIRE

Basic Reference Questionnaire
(Higher Education)

1. Reference Letter * 0

In the third step, you will be able to preview, edit, and then send the E-Reference email notice to the candidate’s
references that includes the URL to complete the questionnaire. There isn’t an E-Reference reminder notification
function, so if you want to send a reminder notice to a candidate’s references who haven’t completed the

guestionnaire, just repeat these steps.

STEP 3
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Sample Reference — T Crerrida
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Reviewing E-References

To review an E-Reference, you will click on the E-Reference sent for the candidate. You will be able to see how many
have responded to the reference survey.

Action Master
El E-References
Date Profile
N/A

Gerety, Matthew Steven 03/01/2021 - 2

Grigsby, Anna F 03/0172021 = 103 N/

Grunsky, Tracey Michele 03/0112021 - = N/

Hardyway, Stephanie A 03/02/2021 i 2 Bof3
ck 1o open E-Refere:

HARTLINE, MICHAELA 03/04/2021 5 epharie A

Hawkins, Ondrell L 03/04/2021 (:’% N/A

Huckabay, Austyn Leigh 03/04/2021 2 N/A

Johnseon, Nieshia D 03/0172021 £ 2 Qof3

Once you click on the references to open, you will be able to view the responses from each reference.
April Loggin-Camphkell

Details Notices

REFERENCE QUESTIONNAIRE

1. Demonstrates dependability (e.g. reports to work on time and for meetings)?
2. Shows an attention to detail, resulting in few if any errors in their work?

3. Uses basic technology as a tool for communication (e.g. email, scheduling appointments)?
Reference Type

Professional

i 4. Displays proficiency with relevant computer applications (e.g. spreadsheets, word processing)?
~ Submitted 03/04/2021

~ Active Reference

5. Builds strong, positive working relationships with manager and coworkers, and maintains them over time?
6. Cooperates with others in the department and organization to achieve commen goals?
7. Listens carefully to others, taking time to understand and ask appropriate questions?

8. Independently manages own time and shows good judgment in prioritizing work to meet deadlines?
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