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Reviewing Reference Check Responses

STEP 1: Go to
applicable requisition
and click View
applications.

o Professor of Dance Test

Raised from: PD-8213 - Arnhold Professor of Dance Education

Pasition info Notes Posting Documents Reports (Legacy) Reports

. REQUISITION INFORMATION
You are able to view

reference check
responses in two ways:

Requisition Number: 506622

Leave blank to automatically create a reference number.

0,
%¢

Using bulk compile
and send (Step 2)

% Perindividual
applicant and
referee (Step 3)

—-* View applications

STEP 2: Viewing

= PageUp® oo
references for multiple

Jobs People Re|

New applicant ‘ Search by answers to questions ‘ Merge applicants ‘ ISeIect a bulk action Vl

applicants.

O Professor of Dance Test (506622)

Select the checkbox for
the applicants you wish

to see the reference

(@A [¢] submitted Status = First name
check answers for.

ooo Incomplete ® Hannah

[{P«Iay 6, 2021 New @ test

@[, JMov 15,2021 New @ Reference

[@(J[Nov 22,2021  New ® Hannah

[J[JJDec6, 2021 New @ Ref

[JJ[CJDec6, 2021 New ® Bugs

Last name
Tracker
testo
Checktest
Reftest
Referoo

Bunny
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STEP 2.1:

From the Select a bulk
action drop down
menu, select Bulk
compile and send.

New applicant | Search by answers to questions | Merge applicants | v Select a bulk action

O Professor of Dance Test (506622)

(@ar [+ Submitted Status »

Bulk apply

Bulk categorize
Bulk assign

Bulk communicate

M/ InFArmnlata

| Bulk compile and send I ]

Bulk document merge

| 1

Bulk export

| Ruill invita tA annlv

STEP 2.2:

You will be taken to a
bulk compile page.

From the listing select
Other - Applicant (this
is what the letters of
recommendation are
labelled as in the
system). Click Create
PDF.

]
]

O 0 O

0O00O0o0o

]

Applicant documents

over letter
j)ffer Contracts
PAF

Resume

Transcript of results

Recruiter documents

Interview Notes

Mail matcher document
Medical

Other - Recruiter

Test results

Print options

Format for double-sided printing

—4 Create PDF

Cancel
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STEP 2,3: Download or send document
h . Bulk action status: @ 2 Applicants ~ Complete
Once t e PDF IS ‘ ® To download the document, right click on the link below and select 'Save Target As'.
created |t W| II ta ke you Note: To send the document it is not necessary to download the document below.
t ’ T | The document will be sent as an attachment with the communication below.
O a new screen. 10
review the compiled |
H | Your document is ready to download:
:jocument Wlth a” the a- —* Download document (54.9 kb)
etters, you can
|
|
2. Download the
document directly- | b. ue—gp Qs
CIICk download No user selected.
document. The
o Oth -mail:
document will be ‘ erem
Saved to the { From:* noreply@pageuppeople.com
Iocatlon on youl’ | Subject:* Professor of Dance Test
computer where Body:*
dOWh|OadS are % Show merge field information@®
saved. B/ USES-i == fomas- A-B- & B L o ®
| The following applicants are awaiting your attention:
b. Email the
document to
inputted users -
Input a user’s
email. Select Okay.
Document will be
emailed to them.
STEP 3: Viewing @ Professor of Dance Test (506622)
references per
. i . Search
individual applicant ﬂ
([@a1 [¢) submitted status = First name Last name
From the manage N Incomplete ® Hannah Tracker
a[:)pllcants F?faghe’ C|ICk 1 May 6, 2021 New @ test testo
the name of the
| . t = Nov 15, 2021 New ‘ Reference Checktest
d ICant you are
pp . yth JNov 22, 2021 New @ Hannah Reftest
reviewing the
references for.
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STEP 3.1:

The applicant card will
appear. Go to your
requisition. (If the
applicant has applied to
multiple jobs, all of
them will be displayed
here.)

From your requisition,
click the “...” on the
right side.

Ref Referoo @

View profile Add flags
Address New Jersey Phone
United States
E-mail referenced@test.com Number 43231
Original source Applicant applied via Email Linked Employee Modify
ezinescommshold @D ves
Applications History Scheduled emails CRM Resume
I @ 506622 - Professor of Dance Test
Date submitted Applied via Status changed Dec 6, 2021 Offer
Dec 6, 2021 Applicant applied via Email New No offer
Resume Form Add flags
View View

) Actions v

STEP 3.2:

You will see a list of
action items. Scroll to
View references and
click on it.

communicate

, 2021
Compile and send
New booking to an existing event
New booking to a new event
New task/reminder
New form

Send application

Send application and change status

View references &—

STEP 3.3:
You will be taken to the
Manage references

page.

All references will be
listed. For all references
where the status is
Complete, click View
answers.

Job: Professor of Dance Test (506622)

Status: Active v

Firstname Lastname Type of reference_Status Expiry Score Organization Reference position Phone E-mail
Mamnan  wasbad  professral Novzoom e

Barack Obama Professional Invitation Expired Nov 20, 2021 Us Govt

Clear  Search

Length of Tenure

—-"'

ers | Edit | Control | Re-open | Archive

wers | Edit | Control | Resend | Archive

Last Updated 11/4/2021




TEACHERS COLLEGE

COLUMBIA UNIVERSITY

STEP 3.4: You will be
taken to that individual
referee’s answer form.

Scroll to the bottom and
click the link to
download the
document.

**Note= The referees are
only required to upload a
letter of recommendation
for the applicant.

Reference check details - Reference Checktest

Status: Check completed
Reference name: Hannah Masbad
Relationship: Professional

Reference position:

Organization: TC

Candidate Position:

Length of Tenure:

Reference email: hanbad21@hotmail.com
Reference telephone:

Reference Secondary Telephone:

Score: %

Question Score
Name of candidate:

Reference Checktest
Relationship to candidate
professional
Letter of recommendation

LETTER OF RECOMMENDATION SAMPL (12kb) *—

Total Score /=0%

STEP 4:

Repeat as necessary for
each reference check.
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