REFERENCE PORTAL

Reference for a job application are professional and personal contacts who can verify your character, skills,
and experience. And this part of NSG CRM software is used to add the reference details of the job applicant.
User can access the Reference page using following steps.

1. First click on the menu button seen on the top left of the page. This will expand and user can see a set of
items listed in the menu.
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2. Then click on the HR tab, this will slide down and appear sub menu items. Here you need to click on the
Applicant tab, this will redirect user to Applicants page.
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3. Now click the RFR button for manage the reference details of the applicant. This will redirect user to
Reference page. And RFR button seen in Applicants page was colour coded according to the amount of
data entered.

m If the reference details are fully filled, then the button will be appeared in green colour.
If the reference details are partially filled, then the button will be appeared in orange

colour.
m If the reference details are not filled, then the button will be appeared in red colour.
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4. In this page you have options to add, edit, delete the reference, and can view the details of reference

added.

5. Click on the Add Reference button seen on the top right corner of the page. A pop-up screen appears
which contains options to add both work & character reference of the applicant.

a) Work Reference

e Default pop-up screen will be for Work Reference.

ADD REFERENCE X

Work Reference

Name of Referee

Work Address

Email

Mobile No

Position of Applicant in the company

Reason for leaving

Character Reference

Designation
Telephone Number
Fax

Website

Start date End date
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e Here user can add the details of work reference of the applicant in the following fields,
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Name of the Referee
Designation

Work Address
Telephone Number
Email

Fax

Mobile No.

Website

Position of Applicant
in the company
Start/End Date

Reason for leaving

Field to enter the name of the referred person.

Field to enter the designation of the referred person.

Field to enter the office address of the referred person.
Field to enter the telephone number of the referred person.
Field to enter the email id of the referred person.

Field to enter the fax number of the referred person.

Field to enter the mobile number of the referred person.
Field to enter the company website address.

Field to enter the position of applicant in the company.

User can select the start and end date of employment using
the available date pickers
Field is used to mention the reason for leaving the company.

e Fill the above explained fields the click on the Save button, this will save the entered details and
redirect us to Reference page. Where user can view the details of reference added.

e You can close the pop-up screen by click on the Close button.



6.

b) Character Reference

Click on the Character Reference tab in the pop-up screen to add the reference details of the
person who can explain the character of the applicant.

ADD REFERENCE x
Work Reference Character Reference

Name of Referee Relation to Applicant

Referees Address Telephone Number

Email Fax

Mobile How long have you known the referee

User can enter the details in the available fields.
Then click on the Save button, will save the details and redirect user to Reference page.

In Reference page user can view list of both character and work reference already added with options to

send emails and to download the email response.
Details include the following,

a) Name of referee.

b) Relation/designation of referee with the applicant.
c) Reference type — Character/Work reference.

d) Log— details of who added the reference details.
Functions in this page are explained below,

a) Draft Preview button

Click the Draft Preview button, a pop-up screen appears where user can send the email regarding
reference of the applicant to referred person for verification of reference details given by the
applicant.

Draft Preview

Dear Manager_Name,

ELENA CHITESCU (Mid=836541) has applied to work for Nurses Group in our Yeovil branch and has given your name as a referee
Please complete the reference online by visiting our secure referencing site here: LINK

We have been providing exceptional healthcare services since 1996 and we pride ourselves on our track record for recruiting, training
and supporting the very best nurses and healthcare staff.

Our staff are all carefully selected, permanent employees who are placed on a temporary basis in a wide range of care environments.
Nurses Group help to make a positive difference in the nursing homes, residential homes, surgeries, clinics and within the homes of
service users.

ELENA CHITESCU will be asked to work on various assignments. They will be providing care appropriate to thier grade and experience

They will be expected to behave in a professional manner at all times, be able to work as a member of a team and be adaptable in
different environments.

Alternatively, we can accept verbal references on 0117 446 0151

We would appreciate it if you could respond at your earliest convenience.
Thank you for your input on this matter.

Kind regards,

HR
Nurses Group




e Inthis pop-up screen user can view a predefined message which is editable. And you can edit the
message by click on the Edit button seen on the bottom of the pop-up screen.

e Email content include a link which helps to connect with the reference portal of Nurses Group to
fill the form regarding applicant’s reference verification.

e Click on the Send button which will send the email content to the referred person’s email and
close the pop-up screen and direct user back to Reference page. This will reflect the colour of the
Email Sent icon to green.

b) Edit button 4
e Click on the Edit button, a pop-up screen appears which is editable. Here user can edit all the
previously entered reference details related to the applicant.

EDIT REFERENCE X

Name of Referee Relation to Applicant

Referees Address Telephone Number

Email Fax

Mabile How long have you known the referee

e Then click on the Save button to store the details.

c) Delete button O
e This button helps user to delete the created/added reference. Click on this button, a pop-up
screen appears.

Are you sure want to delete it ?

e Click on Yes button to delete else click Cancel button.
d) Status
e Here user can view two statuses.
e Email Senticon
If you sent email to the referred person, then the icon colour changes from grey to green colour
with a tick mark on the icon.
e Respondicon
If you get the response back from the referred person, this will automatically reflect on the NSG
CRM software by changing with colour of icon from grey to green colour with a tick mark on the
icon.
e) Download button
e Click this button to download the response about the applicant given by the referred person.



