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HOW TO ADMINISTER REFERENCE CHECKS

WorkPro’s enhanced reference check technology allows you to seamlessly request and manage candidate
references within the platform, offering a faster and more streamlined experience.

There is two options to send a reference request:

1. Send asingle reference request
2. Send a bulk reference request

OPTION 1: Sending a request to one candidate

Step 1: Log in to WorkPro as an Administrator and select ‘New Request’ from the Home dashboard.

Step 2: Choose the most suitable option, and ‘Continue’

New Request

What would you like to do?

Step 3: Select ‘Background Checks’ and ‘Reference Check’ from the list and answer the questions regarding the
number of referees the candidate should provide, the relevant job role and select the questionnaire template:

Background Checks Download the catalog Request Y ks

Background Checks P Citizenship & Work Rights Check J

M Reference Check
Credit Check

elearning

Directorship Check

ice ets Employment History Check
Financial Regulatory Check
Global Sanctions Check
O Ministry of Justice Check
Qualification Check

@® Reference Check

Y i ide? (required)

What is the job title the candidate is applying for? *

* Can provide later if not yet determined.
Social Media Check

Working with Children/Vulnerable People Check
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OPTION 2: Sending a Bulk Request

Step 1: To send a request in ‘Bulk’, a Package will need to be established. This can be done by selecting
‘Actions’ and ‘Packages’. For information relating to Packages, refer to the ‘Creating and Managing Packages’
User Guide.

Step 2: Once a package is established, select ‘New Request’, and ‘Send a bulk request’.

New Request

What would you like to do?

Send a request toa new

Theind

Step 3: Choose whether to ‘Use a CSV File’ or to ‘Enter Details Manually’ and complete the action.

Bulk Request

Bulk Request

Email and thira ¢

Important Notes

ECTFILE

No files selected

The candidate will receive a request to submit the reference check application:

WorkPro Demo Site AU invites you to complete employment-related tasks online. We use a program called WorkPro to deliver this
service.

Your WorkPro username is: S «@gmail.com
When you are ready:

1. Click here om.auvi
2. Enter your WorkPro usemnanme s «@gmail.com and password
3.0nce you are signed in, enter this Single Use Token:

RBTXUN30S7

One of the tasks you need to complete is a Reference Check. Please ensure you have contacted your referees first before you start the
check.

The preferred browsers for using WorkPro are Google Chrome or Microsoft Edge.
If you have any questions about completing these tasks, please contact WorkPro Demo Site AU.
If you need technical support using Workero, ‘Help' s available on the website and once you are logged in

The WorkPro Team

info@workprocomau

Get solutions from WorkPro's

This is an automated email. Please do not reply to the sender.
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They will then either sign up or login to the platform and complete the requirements:

e Referee Name/s

e Referee Type (work/personal)

o Ifitis a work reference, Company Name is necessary
o Referee Email Address

e  Phone Number

Submitting the Reference Checks to a Referee

Once the candidate has completed their task, depending on your account configuration, you will either receive
an email alert advising that the referee/s information is ready to be viewed by you and sent to the referees, or
you will receive an email advising that the candidate has sent their invitation to the referee/s, and the
dashboard status will update to ‘In Progress’.

Reference Check

The referee/s will receive an email invitation to complete the reference, as per the below:

@ Weorlk”ro

Hi Tania Evans,

Sally Moore has given your nameto complete a reference as part of their engagement with WorkPro
Demo Site AU.

WorkPro Demo Site AU uses WorkPro to complete this request.

To start the reference, click on the link below.

You can decline to complete the reference by clicking on the link below, and providing a reason. The
candidate will not see the decline reason, and WorkPro Demo Site AU can request the candidate
to provide an alternative referee.
https://reference.workpro.com.au/referee?num=1377&unique id=8cf910fa-694d-4fcS-a54b-
8ac565bf98da

If you have any questions about completing the reference, please contact WorkPro, using the
details included in this email.

The WorkPro Team
AUSTRALIA

Auto-reminders are sent to the referee/s at 48 and 72 hours if the reference remains outstanding.

Once a referee has completed their reference, you will receive an automated email advising that a reference
has been completed.

Please note that referees do have the option to decline the reference check. Below is an example of the
notification you will receive if they do decide to decline:
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@ Workero

Tania Evans has declined to give a reference for Sally Moore.
They left the following comment as a reason for declining the reference:

« | haven't worked with Sally for close to 10 years, so feel that | would not be able to provide an accurate reference.

Sally has not been notified that their referee has declined.
If you'd like Sally to provide an additional referee:

« Please login to WorkPro here,

» Search for Sally Moore,

+ Open the Reference Check, and

« 'Request another referee to replace’ the declined referee.

Alternatively, you can elect to ‘finalise’ the check.

The WorkPro Team
AUSTRALIA

If a Referee declines the reference, or the email address provided for the referee bounces, an email alert will
be sent, and you can decide to send the candidate a request to upload an alternative referee’s details.

Additionally, you have the option to ‘Finalise this Reference Check’.

©

In progress.

Referse’s Name Status Date

Once the reference is completed, the check status will be updated to ‘Finalised’ and the report/s are able to be
viewed and/or downloaded.
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