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Candidate Experience:  How do you create a reference? From the home Screen click the “+ New Reference Button” and follow 3 simple steps. 
STEP 1: Choose whether your job was Full-Time, Temporary / Freelance, or an Internship, and then enter these details. 
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STEP 2: Add any skills or duties that you would like to have verified by your reference.  There are hundreds of pre-defined skills, but if you don’t find the skill or 
duty you are looking for, type it in the Search box and click Enter. 
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STEP 3: Enter the information requested for your reference (their name, title, and email address). 

 

You will see one more screen where you can confirm the details you entered (you may also edit individual sections from this screen). 
When finished, click “SUBMIT REQUEST” and that’s it! 
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Reference Experience:  Your reference will then click to confirm the information you provided.  Then your reference can add comments about you.  
STEP 1: Your reference confirms your work details. 
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STEP 2: Your reference confirms their own details (name and title). 
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STEP 3: Your reference verifies your skills and duties (they can also suggest additional skills and duties). 
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STEP 4: Your reference grades your performance on these three categories.  Note that you and other viewers will only see averages for each category. 
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STEP 5: Your reference is asked if they would rehire you for an appropriate position. 
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STEP 6: Your reference is asked whether they have any concerns about your work performance, such as tardiness, attendance, or communication.  
If so, they can provide details about those concerns. 
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STEP 7: Lastly, your reference is asked to write a review and to give examples of your skills.  This review will be visible on your profile as soon as they click 
“Submit Reference”.  Once two references have been completed, your star ratings will be visible on your profile. 

 

 



13 of 13 

 

Once you reference has completed your review, you will receive an email stating that it is complete: 
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This sample profile of Jonathan Candidate can be viewed here. 

 


