How to Send E-References in NEOED
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1 Log into NEOED. This will take you to your Dashboard. Click on the "Recruiting"

tab.
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2  Click "My Candidates".
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3 Select your requisition title you would like to send E-References.

B | oais) DASHBOARD Q, Search..
Home Taske Recrulting
-,
Recruiting
Overview My Requisitions (2) My Candidates (1) My Job Postings (1) Hires Posttion Class Print Applications

Position Code 3

Requisition Tite

Hiring Manager

Athietic Trainer

s
2

Athletc Training ...

Items per page

202500067 442681 Ovidio Benavides

Made with Scribe - https://scribehow.com

@ BH ©

B @ 0B Ovidio Ben...

@} View Settings

View All

2

Open

OB Ovidio Ben...

[(w]fa]

LastRef... 3

Created... v

08/26/2025 09/10/2025

Showing 1-10f 1 items



4  Click the part of the circle for the step the candidate is currently in.

Note: If you have candidates in different parts of the interview process, your
"circle" will show it. You can also get use the drop down option to see other stages
of the hiring process you have candidates at.
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5 Click "Checkbox field" for the candidate you would like to send E-References to.
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6  Click the drop-down under Actions.
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7 Scroll down and click "Send E-Reference Notifications".
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8 All Reference will be checked. Leave all selected or select the 3 you would like to
send a reference request to.

Note: You MUST have 3 References.
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10 Click "Next" again.
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Dear <EReference_FName> <EReference_L Name>
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3. EMAIL NOTIFICATION

® B @ oB Ovidio Ben...
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YYour contact information has been provided to us as an employment reference for <Applicant_FirstName> <Applicant_LastName> who has applied for the position of

<Position_Title> at <Agency_Name>.

We would greatly appreciate your feedback on this candidate within the next 7 days.

Please click on the following link to access the online e-Reference form: <EReference_URL>
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