
ESS – Referring Applicants to Jobs

1. Select Me to display your 
employee functions

2. Click Current Jobs
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3. Using any keywords or search 
filters, search for the desired job 
opening
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4. Click the ellipsis for the desired 
job and select either Refer a 
Candidate or Refer an Employee
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5. To refer an external candidate, 
enter the candidate’s email 
address

6. Click Continue
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7. Enter the desired Referral Info

8. Click Continue
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9. Upload or drag the candidate’s 
resume

10. Click Submit
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11. To refer an employee, begin 
typing the employee’s name then 
select it from the list

12. Click Continue
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13. Enter the desired Referral Info 
and click Submit

The employee and recruiter will 
be notified they were referred to a 
job
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14. Click the back arrow < to return 
to the Current Jobs page
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15. Click the Referrals tile
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16. View the candidates you referred

End of Procedure


