
Overview of Reference Check in iCIMS
This guide demonstrates how to initiate and complete a reference check using both 
the iCIMS and SkillSurvey platforms. Views of the AU unit, applicant, and reference 
are included. 

Hiring Unit's Steps to Select the Reference Check Survey

1 Units will select the Reference Check Survey in the Job Details.



2 In the "Screenings" section, select the desired Reference Check Survey and move
the selected item(s) from 'Available' to 'Selected' boxes. 

3 Select the appropriate Billing Code and move the selected item(s) from 'Available'
to 'Selected' boxes. The Billing Code for Skill Survey will begin with "SS". 
NOTE: The "Billing Code" will not charge your department's FOAP. Rather, it will 
connect the desired survey with your employment type (Faculty or Non-Faculty) 
and unit. 



Preview Survey Questions

4 Inside iCIMS, click the "Other" tab in the menu bar and Click "SkillSurvey"



5 From Skill Survey, Click "Settings", Click "Surveys", Click "Pre-Hire 360®", Click
"Survey Library". 

6 There are more than 50 delivered surveys that can be reviewed using the "Next"
or "Prev" buttons. 



7 Delivered surveys are searchable by keywords.

8 Click the title of the survey to preview details of the survey.



9 Click "Survey" to see the questions.

Hiring Unit's Instructions to Initiate the Reference Check

Tip! The reference check is initiated for non-faculty applicants when they are
"Selected for Hire". Non-faculty applicants should skip to Step 13 below.



10 FACULTY APPLICANTS ONLY: Navigate to the applicant.

11 FACULTY APPLICANTS ONLY: Click "Advance"



12 FACULTY APPLICANTS ONLY: Click "Reference Check Initiated"

13 The applicant will receive an email with instructions to enter their references.

Applicant's Steps (for illustration only)



14 Applicant will click "Auburn University Reference Checking Process" from their
inbox. 

15 Applicant will click "Enter References Here"



16 Applicant will click "Continue"

17 Applicant will click the Add Reference button. This step is repeated for the number
of reference required. 



18 Applicant will enter the required information for each reference and click
"Submit". 

19 Applicant can preview the survey that their references will receive by clicking
"Sample Survey" 



20 Applicant can preview the email that their references will receive by clicking
"Sample Email" 

21 Applicant will click "Send Link" button when they have provided all the required
information. 



22 Applicant can monitor the process from their Skill Survey dashboard. (Login from
the original email.) 

23 Each reference will receive an email with instructions to complete their survey.

Reference's Steps (for illustration only)



24 Reference will click "Reference Request" email from their inbox.

25 Reference will click "Complete Reference Here"



26 Reference will complete the reference form.

27 Reference will receive a Thank You email once their reference has been submitted.



Hiring Unit's Steps to Monitor Reference Check

28 In iCIMS, the Applicant List will reflect the status of the Reference Request.

29 To monitor a specific applicant's reference status, click the applicant's name.



30 Inside the applicant profile, click the "Screen" tab.

31 Click the "Assessments" tab.




