GREENHOUSE 101: SUBMIT TING REFERRALS

Submitting Referrals

Click “+ Add a Referral”
Once you log into Greenhouse, you can
submit a referral by clicking either the
+ Add a Referral or + New Referral
buttons your Dashboard.
Note: You can also review your
company’s referral program by clicking
the link “Company’s Referral Program.”

Add Referral to a Job
Once you click + Add a Referral, you will
be taken to the referral form, where you
will be asked to add your referral to a job.
Since referrals are added as candidates
(and not prospects), you must select a
job for each referral you are adding to
Greenhouse. Speak to your recruiting
team for instructions on how to submit
general referrals for candidates that
are not tied to jobs.
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Complete Referral Form
When submitting a referral, be sure
to complete all required fields to give
the recruiting team as much useful
information on the referral as possible.
Leave any additional notes in the
“Referral Notes” section.
If your company allows, you can follow
your referral by checking the box
“Follow referral” so that you are notified
whenever he or she is moved to a new
stage, hired, or rejected. You can also
track your referral from your dashboard,
which we will cover in Step 5.

Add your Referral
Once you are done completing the form,
add your referral by clicking “Add this
Referral”.
Please note that after submitting a
referral, you cannot go back and make
changes so make sure you have attached
the correct resume and have included
any notes you want to be considered.

Track Referral in “My Referrals”
Once you’ve submitted your referral,
you will be able to keep track of the
candidate’s status and current interview
stage right on your dashboard under
“My Referrals.”
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