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How to Send E-References in NEOED

1 Log into NEOED. This will take you to your Dashboard. Click on the "Recruiting"
tab.
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2 Click "My Candidates".

3 Select your requisition title you would like to send E-References.
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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.

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.

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.

9 Click "Next".
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10 Click "Next" again.

11 Click "Send E-Reference"

Note: DO NOT edit the template, if you have access to do so.
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