
Send out E-References
This guide outlines how to send out E-References. E-References allow for a much more 
streamlined process for requesting and receiving references for top candidates. Candidates 
are required to enter at least three references on the application. NeoEd then allows hiring 
managers to send out references requests via email. The references can then complete these 
electronically - no need for coordinating phone calls to gather this information!

20 Steps View most recent version 

Created by

HR Law

Creation Date

Nov 18, 2025

Last Updated

Nov 19, 2025

Created with 1 of 13

https://app.tango.us/app/workflow/04d24243-d08f-43e4-9e28-56706dc6e4c2?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


NeoEd Dashboard 20 Steps

Access the NeoEd Dashboard at unified.neoed.com

STEP 1

Start by navigating to the Candidates page for your open position. Refer to the 
OHC Guide for more information on how to navigate to this page.
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STEP 2

After interviews have been completed and ratings have been collected, you 
can now determine which candidates you would like to move to the Reference 
Checks stage. Check the box for each candidate from the list that you would 
like to move to this stage.

STEP 3

Click the Actions button, and then select Move to Reference Checks.
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STEP 4

A pop-up will appear to confirm this Action. Click Ok.

STEP 5

Navigate to the candidates moved to the Reference Checks stage by selecting
 that section of the pie chart or selecting it from the drop down.
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STEP 6

To view the reference information submitted by each candidate, start by 
clicking on the candidate's name to go to their profile.

STEP 7

Click on the E-References tab
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STEP 8

Here you will be able to see the References the candidate entered (on the 
application, they were required to submit a minimum of 3). This information 
includes their name, contact information, and whether this is a Professional 
or Personal reference.

STEP 9

If you would not like to reach out to certain references, such as a Personal
 reference if you only want Professional references, click the toggle on the
 right to Off to Inactivate them. Then, when you send out the e-references,
 the notices will not be sent to them.
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STEP 10

Now, you are ready to send out the E-References. Whether you are on the
 Candidates page or within the candidate's profile, you will make sure the
 correct candidate is selected, and then click the Actions button, then select
 Send E-Reference Notification.
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STEP 11

The first tab shows who the candidate provided as references. You can check
 or unselect which references you would like to reach out to.
The ones you inactivated previously will be unchecked here.

STEP 12

Click Next
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STEP 13

The second tab allows you to preview the questionnaire that is sent to the
 references. This is a standard questionnaire that cannot be edited. 

STEP 14

Click Next
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STEP 15

The third tab shows the email notification that is sent to each reference along 
with the questionnaire. This is also standard and does not need to be edited. 

STEP 16

Click Send E-Reference
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STEP 17

The references will now be getting the email and questionnaire to complete 
for the candidate. You can track the progress of these on the Candidates 
page. 

For the example below, no references have been completed yet out of the three that were 
requested. As these are completed, the number will update. At least two references are 
required to be completed.
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STEP 18

Once the E-References have been completed, you can access these via the 
Candidates page by clicking on the number in the E-References column.

STEP 19

Or, if you are in the candidate's profile, you can go to the E-References tab.
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STEP 20

From here, you can review the information submitted by each reference.
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