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Reference Check Overview 
 

ApplicantPool provides users with ability to complete reference checks via email or phone and storing 
the completed reference check form on the candidate’s application. Similar to job screening questions, 
you create a survey or reference check questionnaire. Questions can be created in various forms 
(yes/no, drop-down, large text box, etc.). 
 
Once the survey/questionnaire has been created (by user, account rep, or support), you are ready to 
begin your reference checks via ApplicantPool. 
 
*All screenshots below reflect the New Applicant Viewer 
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REFERENCE CHECK BY EMAIL 
To use the “Request by Email” reference check, you need to ensure your reference section, on the 
application, requires the email address. If an email address is not provided, this option will not be 
available for use. 
 
If an email address is provided, you can request the reference check by email. Simply select the 
“Request by Email” button next to the reference. A new window will appear allowing you to select the 
proper questionnaire and then allowing you to review the questions asked on the form. 
 

 
 
Once the email has been sent, a notation will be made on the reference. 
 

 
 
  



 

 
www.applicantpool.com    |    support@applicantpool.com                                3 | P a g e  

The reference will receive an email as follows. 
 

 
 
Note that the reference questionnaire is password protected, refers to the candidate by name and takes 
them directly in to the ApplicantPool software. Once the link is selected they are taken to the login page: 
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Once logged in, they can complete the questionnaire form. 
 

 
 
 
Once submitted, in the ApplicantPool admin, you can view the date completed, type of verification 
completed (email or phone), if any answers were flagged, and view all the answers provided. 
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Viewing the results will provide you with the question, the corresponding answer and what question 
was flagged (what answer will be “flagged” is determined when creating the questionnaire, much like 
marking a disqualifier on a job screening question. 
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REFERENCE CHECK BY PHONE 
 
By selecting the “Phone Verification”, the reference questionnaire will appear on the screen allowing the 
manager or admin completing the reference check to fill in the answers as given by the reference over 
the phone. 
 

 
 


