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Web Referencing User Guide

If configured by IQX Users can send reference requests and receive references from within
IQX via the web. Referees will be able to log onto a temporary website to complete the
reference which will automatically update the IQX database. This functionality requires
System Administrator set up in addition to the existence of IQXWeb/Hub.

Using Web Referencing

Open the record of the candidate whom you need a reference for. Select Web Reference —
New Reference.
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Complete the reference details in the next window. Branding can be applied to the emails
sent to the referee and once set up can be selected using the drop down menu shown. If the
full Branding has not been set up the WEBREFERENCE Brand will fulfil the needs of this
feature. Once the reference request details are complete Save and Close.

ﬁ“% Online Reference Request x

Position Details

Department™ Industrial - Brand * TEST BRAMND -
Joh Title ™ HGY Driver

Job Title Notes* Class1 driver required with 5 years experience

Referee Details

Feferee Mame™  hvan Baldwin Address

Salutation hwan

Organisation * IMB Logistics

Feferee Job Title® Cwhner Town

Home Phaone County

Work Phane Country

taobile Fhone Postcode

Fax E-rnail * e baldwin @iox.co.uk|

Sawe/Close Close




On returning to the Person Record the new reference will be recorded with a green font.
This indicates the reference has been created but not sent yet.
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Dafaranra
Perm |> Industrial HGW Driver Class1 driver required with 5 years... lvan Baldwin IMB Logistics JBLOGGS 16/ |
Accounts

Expanding the record will show the current status of the reference request and indicate any
branding selected.

% Reference Request for Steven Smith from Ivan Baldwin at IMB Logistics

Report Exit
Department Industrial
Referee Name Ivan Baldwin (hvan)
Organisation IMB Logistics
Referee Job Title Owner
Address
Contact Details Email: ivan.baldwin@ip:. co.uk
Job Title: HGV Driver

Class1 driver required with 5 years experience

Job Title Notes

Consultant JBLOGGS
Created 18/02/2018 12:02
Sent to Referee

Completed by Refe

Process Complete

| Brand TEST BRAND |

Reference requests to referees will be sent out periodically, as set up by your System
Administrator. Once the reference has been despatched to the referee the date and time
will be recorded on the Web Reference record and the record will change colour to black.
The record font will remain black until the record is processed
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Below is an example of the email a referee will receive.

To complete the reference they will need to click ‘Click here to access your reference’. The
text of the letter can be set up using Boiler Plate text and is accessed through our Branding
feature.
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Dt bvon Baden
Ve have been given yoor delsls 8 o reference contiact fof Steven Smith

Pl 1080w INE K DSow 10 Sccess Be secws 00-ane reference

i you canmol Open e ik, pleass right chek and copy fiyperSink and then pissle the 30K info your web browser

Aty information peovided wil De Tremed in the strictest confdence
Pl 00 not hesiate (o coofact me should you have ay queties regadng this request
¥ind regards

Joe Boggs

On clicking this button they will be taken to a temporary website containing the reference
guestions. The temporary website is only available for 7 days after which another request
will have to be sent out

Referees can complete the reference in one sitting then click Save and Send or they can
Save Only the reference and return to complete it at a later date. If the referee requires a
summary of their reference they can click the email copy tick box. An automatic summary
email job is available to send out summaries.

Reminder reference requests can be sent out if set up by your System Administrator. If a
reminder is sent out the Sent to Referee column in the web reference record will be
updated.
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Once the referee has completed the reference the Web Reference record will be
automatically updated. Double clicking on the Web Reference record will show the referee’s
response along with some audit information.

@% Reference Request for Steven Smith from Ivan Baldwin at IMB Logistics - 0 x
Report Exit
Department Industrial -
Referee Name Ivan Baldwin (hvan)
Organization IMB Logistics
Referee Job Title Owner
Address
Contact Details Email: ivan.baldwin@ig=.co.uk
Job Title HGW Driver

Class 1 driver with S years experience

Job Title Notes

Consuftant JBLOGGS
Created 16/02/2016 12:20
Sent to Referee  16/02/2016 12:22
Completed by Refi 16/02/2016 12:43
Process Complete:

Aptitude and attitw Steven iz a very competent driver with nearhy 500,000 miles of driving experience. He is respectful and curteous to u:lt'e -

A summary of the referee’s response can be sent to the referee if set up by your System
Administrator.

Below is an example of the email the referee will receive.

Dew han Baawn
TRara you S5 L e T %0 DIOVISO & Hderonce 1O Smven Semes

Preme g below 3 semmary of your Compketd feforence 10r yOur records

Steven Smith

Cueston Answer
What is your relationship to the candidate Manaper
Ploase confiem the candidate’s last job Ut during employment with you ALCounian! wilh soacial fesponubaty 10 iaud swisioadons
Ploase confirm start date of employment with you 2 7
Please confirm date employment snded 06112015
What was the reason the smpioyment ended Redundancy
Wousd you re-hire this person? Yeos
Ploase tick arvy of the below qual you feel are o this Trustwortyy, Punciual, Hardworkng
Please provide asy further information you feel may be relevant An acelion] workor wih the Senacity 10 succeod
¥ you are happy for us to follow up this reference by telephone please provide & contact number 1835570311
On & scale of 1(poor) 1o Siexceliant) pleasa rate the candidate’s subject knowledge Azcountng 4

im0 reganas

Mren Jetealons

Once the reference has been reviewed and a summary sent (if required) click ‘Process
Reference’ to indicate you have reviewed the referee’s response.. This will turn the Web
Reference record blue.
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The date and time the reference was processed will be added to the web reference. See
below.

% Reference Request for Steven Smith from Ivan Baldwin at IMB Logistics - 0 x
Report Exit
Department Industrial
Referee Name han Baldwin (han}
Organisation IMB Logistics
Referee Job Title Qwner
Address
Contact Details Email: ivan.baldwini@ig=. co.uk
Job Title: HGV Driver
Class 1 driver with 5 years experience
Job Title Notes
Consultant JBLOGGS
Created 160272016 12:20

Sent to Referee  18/02/2016 12:22

I Process Complete 16/02/2016 12:46 I

Aptitude and aftitu Steven iz a very competent driver with nearly 500,000 miles of driving experience. He is respectful and curteous to other rg




