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How to Navigate SkillSurvey Reference 
 

Global Navigation 
 
The global navigation header provides users with quick access to key functionality from all pages within 
SkillSurvey Reference.  Scroll your mouse to view any additional menu items for each section. 

 Home – Personalized recruiter dashboard 
 Candidates – Opens a menu of options to manage Candidates 

1. Manage Candidates – The area to search for your own Candidates or all Candidates with 
multiple search features and filters 

2. Create Candidate – Launch the screens to enter a Candidate, select a survey and send 
an email to the Candidate to enter References. 

3. File Candidates – Update the filing status for multiple Candidates all at once or upload an 
Excel spreadsheet. 

 Help – Access the following: 
1. Pre-Hire 360 Survey Library 
2. Customer Support 
3. FAQs 

 Create a Candidate by clicking the Create Candidate icon   
 Search for Candidates within your organization by First and Last Names or use the Advanced 

Search link for even more options 
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System Icons 
 

 
Click the Create Candidate 
icon to enter a new 
candidate. 

 

SkillSurvey Reference™ 
is our automated reference 
assessment program. 

 

 

Click the Compare 
Candidates icon in the 
My Open Positions widget 
to compare Candidate for 
position.  

SkillSurvey Credential 
OnDemand® is our 
automated reference 
assessment and privileging 
program for healthcare 
organizations. 
 

 
Click on the Information 
Bubbles to learn more 
about that section. 

 

SkillSurvey Source 
is our integrated passive 
candidate sourcing and 
management system. 
 

 
Click this icon to Edit 
relevant information. 

 

Click our SkillSurvey 
Assistant to learn more 
about SkillSurvey 
Reference.  

 
Click this icon to Resend 
Email to Candidates or 
References. 

 

Click this icon to see 
instructions on how 
Candidate or Reference 
can receive another text. 

 
Click this icon to view a 
report for a finalized 
Candidate. 
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—  
How to Read the Home Page Dashboard 
 

The home page is a dashboard personalized for each Recruiter based on the Candidates they have 
entered into the system.   

 

 My Candidates Widget 
This widget features 4 candidate statuses that represent the status flow of the Candidate 
through SkillSurvey Reference and the number of Candidates within each status.  The numbers 
shown are based on Candidates that are currently in progress and were created within the past 
90 days. 
1. Waiting for Candidate status – this means the Candidate has been entered into the 

system, a survey has been selected and the email has been sent to the Candidate. 
2. Waiting for Reference status – this means the Candidate has entered their References 

and sent the email request to the References. 
3. Waiting to Finalize status – this means the Candidate has received the minimum number 

of Reference responses needed to finalize the Candidate and run the SkillSurvey 
Reference Feedback Report. 

4. Waiting to File status – this means the Candidate has been finalized and is now ready to 
file as hired, not hired, etc.  
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 Waiting to Finalize Widget 
This widget features the 5 most recent candidates that are now available to finalize along with 
the created date, number of references entered, sent and received, percentage received to 
date and link to finalize the candidate. 
 

 My Recent Candidates Widget 
This widget features the candidates that have most recently been entered or changed status, 
along with the candidate’s created date and status. 
 

 My Open Positions Widget 
This widget features a roll up of all your open positions for candidates that you have created 
based on position or job title entered and survey selected.  The Candidates column represents 
the number of finalized candidates/total candidates that were created using the position and 
survey combination.  Click the Create Candidate icon to create a candidate, automatically 
populate the position or job title and automatically select the survey.  This not only saves you a 
few clicks, but ensures that you are evaluating candidates for an open position the same way. 
 

 Waiting to File Widget 
This widget features the 5 most recent candidates that are now available to file and displays 
the created date for each.  Quickly file the candidate by selecting a file status from the 
dropdown box in the action column or run a SkillSurvey Reference Feedback Report by clicking 
the report icon.   
 

 A blue triangle icon indicates that a candidate has had sufficient additional references 
respond after a finalization to meet the requirements and allow re-finalization so that the 
additional feedback can be incorporated into the SkillSurvey Reference Feedback Report.  
Click the blue triangle icon to open the Candidate Details page, re-finalize the candidate and 
run the SkillSurvey Reference Feedback Report.  Click the View Available to Re-Finalize link 
to view all your candidates that are available to re-finalize. 
 

 Announcements Widget 
This widget features SkillSurvey announcements about enhancements to SkillSurvey 
Reference, best practices and more.  Company administrators also have the ability to post 
internal announcements for their recruiters.  See How to Manage Settings for more 
information. 
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How to Create a Candidate 
In this section, users will have the ability to: 

 Create a new candidate 
 Select a survey based on the best option for a job title 
 Select a survey based on a previously used survey for a job title 
 Initiate the reference assessment process 

 

Step 1:  Access the Create a Candidate Page 
There are multiple ways to create a candidate in SkillSurvey Reference™ and any of these will take you to 
the next step: 

 Click the Create Candidate icon at the top right of the page 
 Click the Create Candidate icon in the My Open Positions section on the home page 

dashboard; this will automatically pull in the same job title and pre-select the same survey used 
for a previous candidate 

 Click the Create Candidate option from the Candidates menu 
  

 
 
 

3 1 

2 
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Step 2:  Provide Candidate Information 
Fill in the following candidate information in the Candidate and Position Information section, fields marked 
with a red asterisk are required: 

 First Name 
 Last Name 
 Select Contact Method:  Email 
 Email Address –Click Preview to see a sample email. 
 Position Applying for 

This is the job title of the position to which the candidate is applying.  Surveys that best match 
the job title will be dynamically generated in the Available Surveys section on this page. 

 Assign Candidate to 
The default name shown in the dropdown list is the recruiter that is logged into the system.  A 
user may select another name from the list and that assignee will receive all email 
communications regarding the status of the candidate. 

 Candidate Type 
 The default is “Not current employee of State of Wisconsin”, a user may change the selection 

to “Current employee of State of Wisconsin” if applicable. 
 Cert Number 

Enter the Cert Number that is associated with the applicant. An LTE where there is no cert 
number type “LTE” 

 

The Hiring Company Name is automatically featured in the Candidate Email, Candidate Best Practice 
Email and Candidate Consent Form. 

The Hiring Company Name will be automatically featured as the “From” name on emails and in the 
subject line.  The contact verbiage will be shown as “…, please contact your recruiter or HR 
representative” when a Hiring Company Name is selected.  The Candidate Best Practice Email will need to 
be updated as noted below to pull in the company name.   
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Step 3:  Survey Selector 
Now it’s time to select a survey!   

SkillSurvey’s ever growing library of behavior-based, job-specific surveys is designed by on-staff 
Industrial/Organizational Psychologists to assess the competencies critical to success in each role. The 
Survey Selector feature was developed for all clients to make the process easier than ever to find the right 
survey for each job.   

Survey Selector Features 
 Ability to easily search our database of over 400 surveys by job title. 

We have thousands of job titles on file that have each been matched to an appropriate survey. 
 Ability to view the surveys best designed to assess performance for a specific job along with an 

indication of how close of a match each survey is to the job title. 
 Ability to access the surveys most recently used by your company for the same job title to 

promote consistency in evaluating candidates and take advantage of the Candidate 
Comparison Report. 

 Ability to quickly and easily save surveys as a personal “Favorite”. 
 Take advantage of new surveys that are being added all the time. 

 

Key Things to Note: 
 Any custom surveys built for your organization will be shown and searchable. 
 If you do not see a survey that meets your specific job requirements, please contact your 

account manager to discuss your needs. 
 If you have any questions, please contact our customer support center at 

customerservice@skillsurvey.com or 1-855-842-5251. 
 

There are two distinct survey libraries available for you to choose a survey   

 Pre-Hire 360® job-specific survey library is embedded into the product and is available to all 
SkillSurvey Reference™ customers.   

 Customer Configured survey library is created by your administrator after your organization 
opts to enable workforce segment and customer configured survey functionality. 

 

Survey Selector:  Pre-Hire 360 Surveys 
There are two sections of available surveys: 

 Recommended Surveys - Recommended surveys is a list of potential surveys that best match 
the position name entered.  Surveys are presented with the best matches first as indicated by 
the number of stars in the Match column.  Over 5,000 position names have been scientifically 
matched to our ever-growing database of surveys. 

 Previously Used Surveys - Previously used surveys are those surveys selected in the past for 
the position name entered.  The surveys shown in this section are based on an exact match of 

mailto:customerservice@skillsurvey.com
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the job title entered.  This is especially helpful when trying to ensure the same survey is 
selected for candidates who are applying for the same position.   

 

To select a survey in either section, click the radio button in the Select column beside the survey, and then 
click the Send Candidate Email button. 

Survey Selector Column Features for Pre-Hire 360 Surveys 
All columns are sortable by clicking on the column name. 

Match Column: 
The numbers of stars in this column indicate how well a survey matches the position name 
entered.  The maximum number of stars is 3.  Our system determines a match by comparing the 
job title entered with the survey name and associated job titles.  The best matches are listed first. 

3 = Best Match 
2 =  Good Match 
1 =  Okay Match 

A survey that shows 3 stars in the Match column has a direct job title match to that survey.  A 2-
star match means that portions of the job title are matched to that survey.  A 1-star match means 
one word of the job title is matched to that survey. 

 

Favorite Column: 
Each user can save a survey as a Favorite.  To save a favorite, click the SkillSurvey “thumbs up” 
icon.  Each time a list of surveys is presented, users can sort on this column to find their favorites. 

 

 

Job Category Column: 
Each survey shown is related to a Job Category.  The job categories can be sorted by clicking on 
the column header and filtered further by clicking the dropdown list.  The dropdown list features all 
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potential job categories provided by SkillSurvey.  If created, custom job categories and surveys will 
also be shown. 

 

 

Survey Details 
To view the details about a survey, click the survey name link.   

 

A new window will pop up and feature the following: 

 Survey name and description. 
 Relevant Job Titles that were matched to that survey.  Job title names are highlighted in yellow. 
 Available languages for the survey. 
 Links to Samples including: 

− Survey 
− Sample Feedback Report 
− Candidate Snapshot Report 
− Hiring Manager Summary 
− Candidate Email 
− Reference Email 
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Survey Selector:  Customer Configured Surveys 
To view the details about a survey, click the survey name link.   

 

A new window will pop up which will feature the survey name and description as well as links to 
samples, including: 

− Survey 
− Candidate Email 
− Reference Email 
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—  
How to Search for a Candidate 
In this section, users will have the ability to: 

 Search for their own candidates in the My Candidates tab 
 Search for all candidates in the All Candidates tab 
 Conduct a global search from the top navigation bar 

 

How to Search for My Candidates 
To search for your own candidates: 

 Select the Candidates Menu from the top navigation bar 
 Select Manage Candidates, then Manage My Candidates 
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Key Things to Note: 
 Resulting candidates list will be shown in the My Candidates tab 
 Candidate list is based on your current division  
 Candidate list includes candidates entered within the last 90 days 
 Workforce segment is shown if that functionality is enabled for your organization 
 Candidates are categorized based on their status 

(for Candidate status definitions see page 7) 
 Waiting for Candidate 
 Waiting for Reference 
 Waiting to Finalize 
 Waiting to File 
 Filed Candidates 
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To customize your search further, use the Search Criteria at the top of the page and enter:  

 First Name 
 Last Name 
 Select Division 

− Required field 
− Select All to include candidates in all divisions where you have permissions 

 Select Workforce Segment 
− Select All to include candidates in all workforce segments associated with divisions in 

which you have permissions 
 Days Since Candidate Entered 

− Required field 
− Options Include: 7, 30, 90, 365 days, All, Custom date range 
− Defaults to 90 days 

 

 

 
 Select Search to view results 
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How to Search for All Candidates 
 
To search for All candidates: 

 Select the Candidates menu from the top navigation bar,  
 Select Manage Candidates, then Manage All Candidates 

 

 
 
Key Things to Note: 

 You can view candidate information only in divisions which your permissions allow 
 The resulting list will be presented in the All Candidates tab 

 

Use the Search Criteria at the top of the page to customize your list:  

 First Name 
 Last Name 
 Display Candidates for Recruiter 

− Select a recruiter to filter by a specific recruiter’s candidates 
− Recruiters will be available if they are associated with divisions to which you have 

permissions 
 All, Active, or Inactive status radio buttons 
 Cert Number 
 Job Title 
 Days Since Candidate Entered 
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− Required field 
− Options Include: 7, 30, 90, 365 days, All, Custom date range 

 Select Candidate Status 
− Allows you to filter the candidates list 
− Options include: 

- Waiting for Candidate 
- Waiting for References 
- Waiting to Finalize 
- Available to Re-Finalize 
- Waiting to File 
- Filed 
- Cancelled 
- Expired 
- Opted Out 

 
 

Search results are populated as a straight list of candidates, not broken down into categories by status as 
they are in the My Candidates tab.   

Tips:   
• Sort using column headers 
• Column filters allow you to 

customize the resulting list 
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Global Search 
 
Key Things to Note: 

 Global Search displays results in the All Candidates tab in Manage Candidates 
 Results include candidates in the divisions to which you have access  

 
To search All Candidates, or for your own candidate: 
 

 
 

 Enter the candidate’s name and click the Search button  
 The Advanced Search link is a shortcut to open the All Candidates tab on the Manage 

Candidates page, where you have all the search options described above. 
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—  
How to Override Reference Requirements 
In this section, learn to override the business rule that dictates the total number of References required 
from a Candidate before sending the reference request emails. 

Key Things to Note: 
 The Candidate must enter at least two References before this feature is available 
 Overriding the business rules for minimum reference requirements should be used only in 

extenuating circumstances 
 
To override reference requirements: 

 Access the Candidate Details page for the Candidate  
 In the References, click the Override Reference Requirements link 
 You will be prompted to confirm the reference override 
 The name of the recruiter, date and time the override was enabled will be listed 

 

 

If the override is used, the link will change to note: 
 Recruiter name who overrode the requirements 
 Date of the override 
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—  
How to Finalize a Candidate 
In this section, you will learn to: 

 Finalize a Candidate using the recruiter status email notification 
 Finalize a Candidate from within the SkillSurvey Reference product 

 
Once the minimum numbers of References have submitted surveys for a Candidate, the Candidate will 
automatically move to the Waiting to Finalize status, at which time the Candidate can be finalized, and 
the SkillSurvey Reference Feedback Report can be run. 
 

There are several ways you can find Candidates in the Waiting to Finalize status: 
 Via SkillSurvey Reference email notification 
 Via the Home page dashboard 
 Via the Manage Candidates page 

 

Key Thing to Note: 
  You can only finalize Candidates within divisions allowed by your permissions 

 

Finalize a Candidate via Email Notification 
Once the minimum numbers of References have submitted their surveys and the Candidate is in the 
Waiting to Finalize status, you will receive an automated email message from SkillSurvey Reference that 
contains a link, which you can click to go to the Candidate Details page, finalize the Candidate, and run 
the SkillSurvey Reference Feedback Report. 
 

1. Click the link in the email notification to log in to SkillSurvey Reference, finalize the Candidate, and 
run the SkillSurvey Reference Feedback Report. 
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2. Clicking the link the email will take the Recruiter to the login page where they will log into the 

SkillSurvey Reference system.  Once logged in, the Recruiter will land on the Candidate Details 
page for that Candidate.   

 
Click the enabled Finalize Report button and launch the Finalize Report page. 

 

3. This page includes Reference information for Recruiter review.  Click the Finalize button to finalize 
the Candidate and run the SkillSurvey Reference Feedback Report.   
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4. The SkillSurvey Reference Feedback Report is automatically launched in another window. 
 
 The report offers the option to print, download, and email 
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Finalize a Candidate via the Home Page Dashboard 
 

1. Go to the Waiting to Finalize widget. 
2. Click the Finalize link and follow steps 3 & 4 in Finalize a Candidate via Email Notification section. 

 
a. If the candidate is not listed in the display window, select the View All link to see a full list 

of candidates waiting to be finalized on the Manage Candidates page. 
 

 
3. Follow steps 3 & 4 in the Finalize a Candidate via Email Notification section. 
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Finalize a Candidate via the Manage Candidates Pages 
1. Select Candidates from the top navigation bar and then Manage Candidates and Manage My 

Candidates from the sub-menu. 

 

2. Using the My Candidates tab, scroll to the Waiting to Finalize section and expand. 
3. Locate the Candidate. 
4. Select the Finalize report link in the Action column for the selected candidate. 

 
 

5. Follow steps 3 & 4 in the Finalize a Candidate via Email Notification section. 
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—  
How to File Candidates 
In this section, users will learn how to file candidates that have been finalized in the system to note if they 
were hired or not hired.  A Candidate can be filed at any time.  Following are the benefits to filing a 
candidate: 
 

• Ability to track hired Candidates and compare their actual performance to the reference feedback 
results 

• Ability to track not hired Candidates and the reasons for doing so 
 
There are several ways to file a Candidate: 
 

• On a Candidate by Candidate basis 
• Batch updates 
• File uploads 

 
Following are the filing options for each finalized Candidate: 

• Hired 
• Hired – Manager Override of HR 
• Not Hired 
• Not Hired – Reference Feedback 
• Not Hired – Other Information 
• Not Hired – Candidate Withdrew 
• Not Hired – But Still Viable Candidate 

 

Filing on a Candidate by Candidate Basis 
 

1. Via the Home page dashboard in the Waiting to File widget, select the Filing Status from the 
dropdown box next to the candidate name that is ready to file. 
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2. Access the Candidate Details page for the Candidate to be filed and select the filing status 
from the dropdown at the top of the page.   
 

 

Batch Updates 
Users may update multiple candidates at a time via the Candidates menu.   

1. Select Candidates from the top navigation bar and select File Candidates. 
 

 

2. The default tab is the Mass Update tab with search criteria.  
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3. View the list of Candidates that meet your search criteria, select Candidates to file.   
 

4. Select the filing status from the dropdown box in the column header to assign that filing status 
to all selected Candidates and click the Save button to apply. 

 

 
 

File Uploads 
Users may export a list of Candidates and their disposition status from their ATS and upload into 
SkillSurvey Reference to update the filing status of all candidates on the list. 

1. Select Candidates from the top navigation bar and select File Candidates 
 

 

2. The default tab is the Mass Update tab.  Select the Upload Excel Template tab. The correct 
Excel format includes the following columns with the headers in the following formats: 
o FirstName 
o LastName 
o Email  
o Status – this must be one of the SkillSurvey Reference Filing Statuses in the exact format. 
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An Excel template is also available for download in this tab. 

 

The Excel spreadsheet features a dropdown box in the Status column.  Copy the list of 
Candidates from the ATS into this spreadsheet.  Select the filing status for each candidate, 
delete any extraneous columns and data, and save the file locally on your computer. 

 

3. Once a file is ready for upload, click the Upload File button and select the file to upload.   Once 
uploaded, click the Import button. 
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—  
How to View Candidate Details 
In this section, users will have the ability to view and manage candidate details. All Candidate information 
is located on the Candidate Details page.  To access Candidate Details: 

 Click the Candidate name on the Home page dashboard 
 Search for the Candidate and click the Candidate name in the My Candidates or All 

Candidates tabs 
 
On the Candidate Details page, view the following information about a Candidate: 

 File Candidate 
 Candidate Information 
 Reports 
 Candidate Email Events or Candidate Communication Events (if Texting is enabled) 
 References 
 Notes 

 

File Candidate 
If the Candidate is Waiting to File, the File Candidate option will be available. 

 

Candidate Information 
Candidate Information can be modified by using the Edit button.   
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Reports 
Different reports may be available for different Candidates based upon the workflow and confidentiality 
option applied to the Candidate. 

 

Candidate Communication Events 
Communication events show you when the initial email or text request was sent to the Candidate and 
when the Candidate clicked the link provided in the email or text to begin the referencing process. 

If you need to resend the Candidate email, you can use the Resend Candidate Email button and that will 
be listed as an email event. 

If you use the Request Additional Reference feature to email the link with a new message to a 
Candidate, this will be listed as another email event. 
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References & Reference Details 

References 
The References tab lists the References grouped by status, shows basic information and provides links 
and icons to access more detail and actions.   

 

Links and action icons in this section include: 

 Candidate Consent link provides the ability to read and print the consent that the Candidate 
agrees to when inputting References 

 Reference Name link provides detailed contact and relationship information 
 Most Recent Communication column timestamp link opens a popup that shows the 

Reference’s email and text history 
 Reference Email icon provides the ability to edit the Reference’s email address and send the 

Reference email to the new email address.  If this link is in red font, this means the Reference 
mobile phone number is invalid. 

 Edit icon provides the ability to edit Reference email or mobile phone number information only 

 
 Envelope icon provides the ability to resend the Reference Email  
 Text icon provides instructions for the Reference to initiate the request to resend their text by 

texting the word Resend to 57655. 
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Reference Details 
The Reference Details tab provides a summary list containing detailed information on all the Candidate’s 
References. 

 

 

Notes 
 
The Notes section provides the ability to add notes about the Candidate, which will be available to all 
Recruiters with access to the Candidate, and will be included on the SkillSurvey Reference Feedback 
Report. 
 

 
 
Notes will also be included in the SkillSurvey Reference Advanced Feedback Report if enabled by an 
Administrator within the configuration settings.   
 
Notes can be deleted. 
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—  
How to Run Candidate Reports 
In this section, users will learn how to launch SkillSurvey Reference reports for Candidates who have 
already been finalized and are in the Waiting to File status, Available to Re-Finalize status and Filed 
status.  (Learn how to finalize a Candidate in the How to Finalize a Candidate section.) 

 How to launch Candidate Reports from the home page dashboard 
− SkillSurvey Reference™ Feedback Report 
− SkillSurvey Reference™ Advanced Feedback Report 
− SkillSurvey Reference™ Hiring Manager Summary Report 
− SkillSurvey Reference™ Candidate Comparison Report 

 How to create a Candidate Comparison Report from the main menu 
 
Note:  different reports are available to different Candidates based on the workforce segment, 
workflow and confidentiality option applied to each Candidate.   

Launch Candidate Reports from the Home Page Dashboard 
Note that different reports are available to different Candidates based on the workforce segment, workflow 
and confidentiality option applied to the Candidate. 

Waiting to File widget – Report icon 
Click the Report icon to launch the SkillSurvey Reference Feedback Report for a Candidate shown in 
this widget. 

 

Waiting to File widget – Candidate Name 
Click the Candidate Name link to launch the Candidate Details page and look for report links in the 
Reports section.  The timestamp to the right shows you when the Candidate was finalized. 
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The report links available are dependent upon the workflow and confidentiality options applied to the 
Candidate. 
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Launch Candidate Reports from the Manage Candidates Page 
Note that different reports are available to different Candidates based on the workforce segment, workflow 
and confidentiality option applied to the Candidate. 

My Candidates 
Select My Candidates from the Candidates menu under Manage Candidates.  The Waiting to File, 
Filed Candidates, and Available to Re-Finalize sections will contain a link in the Reports column, which 
provides a list of report links available for the Candidate. 

 

All Candidates 
Select All Candidates from the Candidates menu under Manage Candidates.  Candidates with a status 
of Waiting to File, Filed, or Available to Re-Finalize will contain a link in the Reports column, which 
provides a list of report links available for the Candidate. 
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Share a Candidate Report 
Once the report is launched, you have the option to print, download, and email it using the buttons at the 
top. 

 

 
To email the report, you will have a pop-up window to enter an email address and send the report as a 
PDF attachment. 
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—  

How to Manage Passive Candidates & New Employee 
Referrals in Source 
In this section, learn how to manage Passive Candidates and Candidate Referrals in SkillSurvey Source.  
This is an optional feature. 
 
There are several types of Passive Candidates in Source: 

 References: References opt-in to a company’s passive candidate network by indicating their 
interest after they submit their survey for a Candidate. 

 Referrals: As Candidates are filed as “Hired” or finalized, they will receive an automated email 
asking them to refer others who might be a good fit for the organization.  Candidates will enter 
their Referrals and invite them to opt-in to your talent network.  If they opt-in, they are listed as 
Referrals. 

 Silver Medalists:  When a Candidate is filed as “Not Hired – But Still Viable Candidate” in 
SkillSurvey Reference, that Candidate is automatically added to your Source database as a 
Silver Medalist.  When you see a Silver Medalist, you’ll know you already have a SkillSurvey 
Reference feedback report and this will help reduce the time to fill for your open positions. 

 Entered by Recruiter:  Recruiters can enter Passive Candidates into the system and upload a 
resume.  These Passive Candidates are called “Entered by Recruiter”. 

 Entered on Own: In Source, you may publish and post a link to allow Passive Candidates to 
opt-in on their own. 

 
When Source is enabled, there will be two tabs at the top of the screen.  One for SkillSurvey Reference 
and one for SkillSurvey Source. 
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The number in the red bubble shown on the top right of the Source tab indicates the number of Passive 
Candidates that have opted in that you have not viewed yet.  This is individual to each Recruiter. 

 

Click on the Source tab to open your Source Dashboard.   

 
Source Navigation 
In Source, the orange global navigation bar features the following: 

• Home:  The home page is your Source Dashboard. 
• Search Candidates & Manage Pipelines:  Click this to open the search page. 
• Reports (Admins Only):  Business Analytics reports related to Source. 
• Import:  Recruiters can import an Excel file of Passive Candidates into Source. 
• Help:  Contact customer support or access our online FAQs. 
• Create a Passive Candidate:  This blue icon button launches a screen so Recruiters can enter 

Passive Candidates into the system along with uploading a resume. 
• Search:  Search for Passive Candidates by their first and last names. 
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Source Dashboard 
The Dashboard is comprised of 5 widgets: 

• Passive Candidate Activity:  Features the number of Passive Candidates that have opted in to 
your talent network with the last 90 days and broken down by 90, 30, 7 and today.  The number in 
the red bubble to the left of the chart indicates the number of Passive Candidates the individual 
Recruiter has not viewed yet. 

• Unread Passive Candidate Profiles:  Each Recruiter’s unread Passive Candidate profiles will be 
shown here and the Recruiter can scroll through a quick overview of each person. Once the 
Recruiter scrolls through the overviews, this will be considered “read”. 

• My Pipelines:  This widget features an individual Recruiters saved searches and identifies the 
number of Passive Candidates that have opted in within the last 90 days that meet the saved 
search criteria.  The number in the red bubble indicates the number of Passive Candidates that the 
Recruiter has not viewed yet. 

• Passive Candidates:  This widget features the last 10 Passive Candidates that opted in shown in 
a linear format.  The number in the bottom right hand corner of the widget shows the total number 
of Passive Candidates in your network. 

 
Key things to note: 

• Each Passive Candidate name is a link.  Click on it and it will open that Passive Candidate’s 
profile. 

• Click on the bars in the Passive Candidate Activity widget and it will launch the list of those 
matching Candidates. 

• Recruiters will see all Passive Candidates in divisions to which they are associated.  This differs 
from the “Reference” dashboard which only shows Candidates in the division selected in the top 
right. 
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The Candidate Process 
This section explains the Candidate Process  

 Candidate Best Practice Email (optional) 
 Candidate Email with link to Enter References 
 Candidate Texts (optional) 
 Candidate Enters References 
 Candidate Consent 

 
Key Things to Note: 

 The process for the Candidate begins after the Candidate is entered into the system by a 
SkillSurvey Reference user or is created via integration from an Applicant Tracking System 
(ATS) 

 Emails are sent immediately upon creation 
 Email reminders are sent to Candidates at 24 and 48 hours after being created if they have not 

entered and sent the email to their References 
 Texting is available for US-based phone numbers only 
 The Recruiter must check off they have consent from the Candidate to send them a text 
 Candidates who receive a text will click a link to enter their References via the SkillSurvey 

Reference mobile website 
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Candidate Emails & Texts 
 

1. Once a Candidate is created successfully, an email is sent to the Candidate in order to begin the 
reference process. 
 

a. The Candidate is offered options to continue in a preferred language. 
English | Deutsch | Español | Français | Português | 繁體中文 
(English, German, Spanish, French, Portuguese, Simplified Chinese) 
 

2. The Candidate will then receive the Candidate Best Practice Email, if enabled.   
 

  

Tip:  Candidate Best Practice Emails 
are managed by Administrators in 
Settings and can be customized by 
“division”. 
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3. The Candidate will then receive the Candidate Email that includes a link to the Pre-Hire 360 web 
page to input references.   

 

  

Tip:  The Candidate will automatically 
receive system generated email 
reminders if they have not clicked the 
link to enter References. 
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4. If the Recruiter enters the mobile phone number and has consent from the Candidate, the 
Candidate will receive two texts.  The first text gives the Candidate the choice to opt-in to receiving 
texts or not.  If they respond with “Y”, they will receive a second text with a link to input References 
via the SkillSurvey mobile website. 
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Candidate Enters References 
1. The Candidate selects the link provided in the Candidate Email or pastes the link into their 

browser. 

 

2. The Candidate selects the Enter My References button 
 

3. The Candidate verifies their first name, last name and email address and clicks Continue. 
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4. The Candidate then enters the names and email addresses of their References and selects the 
Add Reference button. 

a. Requirements for number of References and Managers (manager, co-worker, etc.) are set 
in SettingsAdministrativeSettingsPre-Hire 360. 

 

b. For each Reference, the Candidate will enter: 
i. Reference Information 
ii. Work History with Reference 
iii. Company Information 

 

Tip:  Administrators can determine 
what fields to collect from References 
as well as set fields as required, 
optional or hidden. 
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c. Once the required numbers of References have been entered, the Candidate may send 
the email to References by selecting the Send Email button. 
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5. Once the Candidate clicks the Send Email button, the Candidate is required to agree to the 
Candidate Consent form by clicking the checkbox ”I accept these terms and conditions”, then the 
Send Email button. 

 

The Candidate will see a pop-up window that confirms the sending of the Reference emails and 
information on accessing the page to view the status of the References’ responses or resend the email if 
needed. 
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6. The Candidate may go back to the email link to check progress, add/edit reference information or 
resend emails. 
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The Reference Process 
This section explains the process the Reference goes through when submitting a survey. 

Key Things to Note: 
 The process for the Reference begins after the Candidate enters the required number of 

References and executes the Candidate Consent 
 If texting is enabled, Candidates may enter a US-based mobile phone number for their 

References 
 Candidates must check off they have consent from their References in order to send a text 

 

Reference Email & Texts 
1. Once a Candidate enters their required References and sends the Reference email, an automated 

email sent “From” the Candidate to their References. 
 

2. The Reference is offered option to continue in preferred language. 
a. English | Deutsch | Español | Français | Português | 繁體中文 

(English, German, Spanish, French, Portuguese, Simplified Chinese) 

 

 

3. If texting is enabled and the Candidate enters the Reference’s US-based mobile phone number, 
the Reference will receive two texts.  The first text gives the Reference the choice to opt-in to 
receiving texts or not.  If they respond with “Y”, they will receive a second text with a link to 
complete a survey via the SkillSurvey mobile website. 
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Reference Verification and Survey Completion 
1. The Reference clicks the link in their email or text which launches the SkillSurvey Reference 

application. 
 

2. The Reference verifies their information and enters their specific area of expertise. 

 

3. The Reference verifies Candidate information and Information about the relationship with the 
Candidate, selects Save & Continue 
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4. The Reference is taken to the Reference Survey Form where they are required to complete each 
of the job-specific, behaviorally-based questions.   
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5. Once completed, the Reference receives an on-screen confirmation of survey submission. 
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6. Optional feature:  If SkillSurvey Source is enabled, the Reference has the option to opt-in to the 
company’s Passive Candidate network. 

a. This allows a company to source Candidates by introducing their References to job 
openings and capturing their information for future opportunities. 
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