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Introduction 
This is a step-by-step guide for Adding, Updating, Resending, & Archiving References within the CHRS 
Recruiting system. 
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Adding, Updating, Resending, & Archiving References 
This will show you how an applicant or an administrator can update or archive an applicant’s referee. It will 
also show how to resend an invitation to a referee if using the “Letter of Recommendation Initiated 
(automatic)” status. 

Note: Applicants can only update references if they are in the “Incomplete” or “New Application” statuses. 
During any other status, only administrators can make updates. 

Applicant Process to Update Referee List 
 

Update References 
1. Applicant logs into the 

Careers website 
(Applicant Portal) 

2. Applicant clicks the 
“Update references” 
button (A) 

3. Applicant can update 
any reference 
information (B)  

4. Applicant can click on 
“Add more” to add 
more referees (C) 

5. Applicant clicks 
“Submit” to save their 
changes (D) 
 

Note: Applicants can only 
update references if they 
are in the “Incomplete” or 
“New Application” 
statuses. 
 

 

 
 
 

 
 

 

 

https://secure.dc4.pageuppeople.com/apply/873/sj/applicationForm/default.asp
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Administrator Process to Update Referee List 
 

Adding a reference 
1. Open the applicant 

card and click the box 
with three dots (A) 
where the job 
information displays 

2. Click “View 
references” (B) 

3. Click “New” (C) when 
the page displays 

4. The referee page 
displays (D). Add new 
referee details 

5. Click “Submit” to save 
changes 
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Editing a reference 
1. Open applicant card 

and click the box with 
three dots (A) where 
the job information 
displays 

2. Click “View 
references” (B) 

3. Click “Edit” (C) when 
the page displays 

4. The referee page 
displays (D) 

5. Update referee details 
6. Click “Submit” to save 

changes 
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Resending an invitation 
to a reference 
1. Open applicant card 

and click the box with 
three dots (A) where 
the job information 
displays 

2. Click “View 
references” (B) 

3. Click “Resend” (C) 
when the page 
displays 

4. The send page 
displays. Select the 
Online reference check 
form titled “SJ-Faculty 
Letter of 
Recommendation 
Form” (D) 

5. Enter the number of 
expiry days (E).  This 
must be a number, 
not a date 

6. Do not change the “E-
mail from” value (F). 

7. Do not change the 
body of the email (G). 
All details in the {} 
will automatically 
populate with 
information upon 
send. 

8. Click “Send” 
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Administrator update to 
Archiving a reference 
1. Open applicant card 

and click on the box 
with three dots (A) 
where the job 
information displays 

2. Click “View 
references” (B) 

3. Click “Archive” (C) 
when the page 
displays. The archived 
referee will no longer 
be viewable on the 
page 

4. To unarchive a 
referee, in the status 
box, select “Archived” 
(D) from dropdown list 
then “Search” (E) 

5. Click “Unarchive” (F) if 
needed 
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Viewing References from the applicant card 
This will show you how to view references and letters of recommendation from the applicant card.  

There are two ways to collect letters of recommendation: 

1. Collecting references/letters of recommendation outside of CHRS Recruiting. 
a. If you collect reference information or letters of recommendation outside of CHRS recruiting 

using the step “Letter of Recommendation Initiated (Manual)”, you can use the reference list to 
contact your applicant’s referees. 

 
2. Collecting references/letters of recommendation within of CHRS Recruiting  

a. If you use CHRS recruiting step “Letter of Recommendation Initiated (automatic)”, you will be 
able to view referee answers to Reference Check details as well as an uploaded letters of 
recommendation. The Reference Check details can also be used in lieu of a missing signature 
for a letter of recommendation as long as it is selected during the bulk compile process. 
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Viewing References: 
1. Open applicant card 

and click the box with 
three dots (A) where 
the job information 
displays 

2. Click “View 
references” (B). A 
pop-up box will 
display with reference 
information. You use 
this reference if 
collecting references 
or letter outside of the 
system. 

3. If using the “Letter of 
Recommendation 
status (automatic)” 
step, you will be able 
to view the status (C). 
If status shows 
“Completed”, click 
“View answers” (D). 

4. You will be able to see 
the Reference Check 
Details collected from 
the referees (E) along 
with their letters of 
recommendation (F).  

 
Note: During the bulk 
compile process, if you use 
the “Letter of 
Recommendation status 
(automatic)” step, you can 
bulk compile the Reference 
Check details and it will 
count as a signature if the 
signature on the letter of 
recommendation is 
missing. This is done by 
selecting the checkbox 
“Completed online 
reference check form” 
during the bulk compile 
process. 
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