
Employee Referral Program
Applicant & Employee



Hot Jobs

Jobs that have been flagged with the Referral Program ID field are referral 
eligible and will show as a Hot Job with the fire symbol for applicants.  Jobs 
with the Hot Job symbol will show at the top of the list of job openings.



Application Process

During step 8 of the application process, the applicants identify the source, 

or employee, that led them to the job opening.  To start an employee 

referral, the applicants select the ‘Employee- Current’ option.  Retirees and 

former employees may be 

entered but are not eligible 

for the incentive.



Provide referral details
The applicant must provide the referring employee’s name and an email 
address (work or personal) for the referring employee.  Once the application 
is submitted, the system automatically  triggers an email to the referring 
employee.



Referring employee receives email

The employee that referred the applicant receives an email.  The 

employee must log into myHR and enter the Tracking ID and 

Password.  This step is necessary to align the referral to the 

employee ID for award tracking.



Confirming Referral
The employee logs in to myHR, then clicks on the Employee Actions tile

The Confirm Referral page displays.



Confirming Referral

Enter the Referral Track ID and Password from the email, then click Submit. 
When prompted, confirm the referral by clicking Refer This Applicant. 



Check Referral Status

Review the status of the Referral to see that it has been submitted.  You will 
see when the job is still Open or Filled/Closed, but you will not see the 
candidate that was chosen.  This is for reference to see you submitted the 
applicant.




