
 
 

  
 
 
    

 

REFCHEX INSTRUCTIONS  
 

1. Open the email titled “Employment Reference Check” and click on the link provided to access 
the reference check system.  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Read the Welcome instructions and click the button “Let’s Begin” to move forward in the 
process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

  
 
 
    

3. Sign the release form by clicking on the grey box titled “please click here to sign the 
document” and then press “Sign & Continue.”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

  
 
 
    

4. Once on the “References” page, click the button “Add a Reference.”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. To add a reference, fill in the fields presented to you then click the button “Add Reference.”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

  
 
 
    

6. Repeat step 4-5 until you have added the necessary references. Then, press the “Continue” 
button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. To finalize your reference check, review your references and then click the button “Send 
Invitations & Continue.”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


