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Click 'Me.'
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Click 'Current Staff Jobs.' On the

Current Staff Jobs page, search for

and select any internal jobs that may

be of interest to your colleague.
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Click 'More Actions' (i.e., the '...').
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Select 'Refer Candidate' from the

menu that appears.
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Enter colleague's email address in

the Who would you like to refer?

field.

5/11



Click 'Continue.'
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Enter all necessary information in the

Candidate details fields.

When you are finished, click 'Next' to

continue.
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If desired, enter an endorsement for

the candidate in the Provide an

endorsement field.

If you would prefer to skip this step, click

'Next' to continue.
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If desired, choose a rating for the

candidate in the Select

a rating field.

If you would prefer to skip this step, click

'Next' to continue.
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Enter a private message for the

candidate notifying them of the

referral.
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Click 'Submit' to complete the

candidate referral.

Alternatively, you may click

'Cancel' to discard your changes.
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Congratulations! You have successfully referred a colleague

for an internal job.
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