TALENT’ LINK

How to Use the Reference Check Tool
This job aid provides guidance on using the Reference Check tool within TalentLink.

The TalentLink Reference Check tool is enabled through the recruitment process. We have created forms with specific
guestions for various roles that you can deploy to a candidate’s references concurrent with other steps of the
recruitment process. While this is an optional tool, it is highly recommended, as we are mandated to have completed
reference checks for all finalists.

e You can check references for your finalist concurrently with the Education and Employment Verification.
e You can also request references for multiple candidates simultaneously.

All references must be completed and reviewed before extending a verbal or written offer of employment

Initiating reference checks for one applicant

Log in to my.columbia.edu; under the HR Manager Resources tab, select “TalentLink.

From your dashboard, select the requisition.

Click on the applicant process board to view all applicant tiles.
You can initiate a reference check for one or multiple applicants.
Select the green button on one, or more applicant cards.
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In the Bulk actions bar at the bottom of the page, select “Bulk Reference Check”.
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7. Enter the due date you expect the references to be complete by.
8. Select the appropriate reference form.

Request reference check

Please fill in all mandatory fields marked with an asterisk (*).
Bulk action status: @ 3 Applicants = Complete
You have requested to perform reference checks for 3 applicants.

Please select the expiry date for invitation:

Invitation expiry dat

Please select the form you would like the reference to complete:

Reference check form:* Select v,

Academic Affairs

Administrative Dean

Administrative Professionals

Communications / PR

Event Management

Executive Assistant

Finance Professionals (Sr. Level/People Manager)
Finance Roles (Jr. Level / Individual Contributor)
Fundraising / Development

General form: Open-ended questions

Grant Management

Human Resources

IT Professionals

Letter of Recommendation

Project Management

Support Staff Roles (Admin)

9. The reference template will be generated.

Request reference check a8

Bulk action status: @ 1Applicant ~ Complete

You are able to request reference checks from 3 references, on behalf of 1 applicants
Preview the references who will be invited to provide reference checks
Emails will only be sent to references with a valid email address.

You can communicate using the methods below:

E-mail: References: O Yes @ No

From:® noreply@columbia.edu

5, *

bject: Reference Check Invitation from Columbia University
Message:*

B 7 US55 E-i=- = = Fomats- A - & L |- I o

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Dear {REFEREEFIRSTNAME},

Recently {FIRSTNAME} {LASTNAME} ({PREFNAME]}) applied for the {JOBTITLE} position in {JOBDEPARTMENT} at Columbi

Plaase rlick nn the link halaw tn ramnleta the refarance nuestinnnaire Tt shauld take van na mare than 10 minutes tn ramre

10. Click Finish. The email will be sent to the references listed in the candidate’s application.
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Viewing the status of requested references

11. Navigate to the applicant card, and click on the ellipsis (...) to the right of the requisition details.
12. Scroll down, and click on “View References”.

Test-DW Test (Test DW) @ = Actions

View profile View references Add flags

Original source Careers website Linked Employee Demi Willlams

dw2486atc.columbia.edu | Modify

e-Zines comms hold () Yes

Applications History Scheduled emails CRM Resume

@ 520005 - TEST CASUAL

Date submitted Applied via Status changed Jul 7, 2022 ong  Complle and send

i .
Dec 15, 2021 Careers website Interview Offt  Now booking to an existing event
Resume Application Add flags New booking to a new event
View View

New task/reminder
MNew form
New referral

Send application

- o

Undisclose application

13. From the Manage References dashboard you can view, resend and check the status of the references.
a. The status and expiration date of the link is under “Status” and “Expiry” respectively.
b. To resend an invitation, click on “Resend”
c. Toview the responses, click on “View Answers”

Manage references a

MNew | Send invitations

@ Reference check successfully reopened

Job: TEST CASUAL (520005)

Status: Active " Clear Search
First name Last name Type of reference Status Expiry  Score Organization Reference Title Phone Number = E-mail Length of Tenure
Liz Braden Professional Invitation Julo, Columbia emb2004@columbia.edu Edit | Control Archive
Expired 2022
Test Test Invitation Jul13, dw2486@columbia.edu View answers | Edit | Control | Resend | Archive
Expired 2022
Gina DAlessio Invitation Jul 1, gd2597@columbia.edu View answers | Edit | Control | Resend | Archive
Expired 2022
Chris Lea Professional Invitation Jul 11, Columbia University Sr. HR Business clag@columbia.edu View answers | Edit | Control | Resend | Archive
Expired 2022 Partner
Harold Rodriguez Invitation Julig, hr2338@columbia.edu View answers | Edit | Control | Resend | Archive
Expired 2022
Brandan  Feifer Invitation Jul 10, bf2272@columbia.edu View answers | Edit | Control | Resend | Archive
xpirad 2022
Ursula Bollini Personal Invitation Jul 11, Columbia University Human Director, Human ub2@columbia.edu View answers | Edit | Control | Resend | Archive
Expired 2022 Resources Resouces
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Send applicants a request to submit the contact information of their professional references.

14. You can confirm that an applicant has entered the contact information of their references by reviewing their
application. If they are incomplete, you can send a request directly from Talentlink.

15. Select the green button on one, or more applicant cards.

16. In the Bulk actions bar at the bottom of the page, select “Bulk Communicate”.
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17. Select “Reference Check Request”, and click next.
18. A request will be sent to the candidate to complete the references on their application form.

Bulk action status: & 1 Applicant ~ Complete

Select a communication template:

Position Filled
Position On Hold
Reference Contact Request
Reguesting Candidate Contact
Search CormmitteaRauie

= Preview

@ COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Dear {FIRSTNAME},

Last update 07.18.2022 Page 4 of 6



TALENT’ LINK

Compiling Responses
19. You can export and save the completed reference forms and share them with members of the hiring committee.

20. Navigate to the applicant card, and click on the ellipsis (...) to the right of the requisition details.
21. Scroll down, and click on “Compile and Send”.

A oo ) A 8 e o e 1 e @ o 25 % o ke e e e e eS| A 8 ek e 2 e s s i i
Test-DW Test (Test DW) @ = Actions v
View profile View references Add flags
Address 615 West 131 Street, 4th Floor Phone +16466406798

New York, New York
10027, United States

E-mail dw2486atc.columbia.edu Number 268529
Employment Status Never Employed / Contracted Applicant ID 25297813
Original source Careers website Linked Employee Demi Willlams

dw2486atc.columbla.edu | Modify

e-Zines comms hold (D Yes

Applications History Scheduled emails CRM Resume

@ 520005 - TEST CASUAL

Date submitted Applied via Status changed Jul 7. 2022 Offe
Dec 15, 2021 Careers website Interview offe  Compile and send
New booking to an existing event
Resume Application Add flags
View View New booking to a new event

New task/reminder
New form

New referral

Send application

Send application and change status

\tmus rafaransae

22. On the bulk action Status menu select “completed online reference check form” and click on “create PDF”.

Bulk compile

Bulk action status: @ 1 Applicant ~ Complete

You have selected one applicant to compile documents for, please select the documents you would
like to include.

Job Summary

Applicant personal details
Application form
Additional form

Mew hire form
Application notes
Onboarding Form

Completed internal reference check forms

O 00 o00o0a0oad

Completed phone screening forms

a

Completed online reference check form
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23. You can either download and save the .pdf, or send them via email.

Download or send document

Bulk action status: @ 1Applicant ~ Complete

© To download the document, right click on the link below and select 'Save Target As'.
Mote: To send the document it is not necessary to download the document below.
The document will be sent as an attachment with the communication below.

Your document is ready to download:
Download document (34.5 kb)

Send document: O Yes @ No

User: '0. Y 4

No user selected.

Other e-mail:
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