Beyond - References

Last Modified on 09/18/2025 9:43 pm CDT

Overview

References are able to be documented on the employee record to refer back to when you are ready to assign the
employee.
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John Smith (Former Employer)

Smithings - Sent September 4th 2024 () - Completed September 5th 2024 (5
@ (555)555-5555 - john.smith@smithings.com

123 Smith Street, St. Paul, MN 55121 United States of America

John smith spoke very highly of Christopher Robin.

"

What makes the candidate a good fit for this job?

Reliable, hardworking, respectful, confident. Vd

*Note* References created within Enterprise after September 6th, 2024, will not be automatically migrated to
Beyond.

Please contact your TempWorks Account Manager if you have any questions or concerns.

This article covers the following:

1. Managing Reference Questions

2. Managing References

Managing Reference Questions

Reference questions are managed by navigating to B Menu > System Settings > Reference Questions:


http://kb.tempworks.com/#question
http://kb.tempworks.com/#reference

Q

uestion Status

Reference Questions

Position Question Hierarchy Active Created By Created Last Modified
1 Please confl System - 1 @ Default Default 9/10/2024b...
2 Whatwould ..  High Tech St... @ slexanders..  9/10/2024 9/10/2024b...
3 Howlong ha...  HighTech St.. @ slexanders..  9/10/2024 9/10/2024 b...
4 Whatisyour.. HighTech St... @ alexanders..  9/10/2024 9/10/2024b...
5 Doyourecal..  HighTech St.. ® shawnabradt  9/10/2024 9/12/2024b...
5 How long di System -1 @ RachelLang..  9/12/2024 9/12/2024b...
6 Wouldyour..  High Tech St... © shawnabract  9/10/2024 9/10/2024 b...
7 What is the System -1 @ Matt Schwal. /1042024 9/10/2024 b...
8 How long di System -1 (2] RachelLang..  9/12/2024 9/12/2024b...
] How did the System -1 @ Rachel Lang..  0/12/2024 9/12/2024b...
10 Whatwasth..  System-1 © RachelLang..  9/12/2024 9/12/2024b...
1 What years? System -1 © Rachellang..  9/12/2024 9/12/2024 b...
12 Howdoyou.. System-1 @ RachelLang..  9/12/2024 9/12/2024b...

Rows perpage: 20 = 113013 o

*Note* If you utilize custom Security Groups with Advanced Permissions, you will need to add the Access to
the "Reference Questions" page and "addEditReferenceQuestion" form within Settings > System Settings to
the Security Groups that require the functionality:

BY PAGE BYFIELD Selecting a parent selects children

Q. reference questions <

# Serings
A System Settings Access
A Reference Questions m AcCcess
addEditReferenceQuestion Access

For more information on created custom Security Groups with Advanced Permissions, please see the
following article titled "Beyond - Creating Security Groups with Advanced Permissions".

Adding Questions

To add areference question, select the "+ Add Reference Question" button at the top right of the page:


https://kb.tempworks.com/help/beyond-creating-security-groups-with-advanced-permissions

Question

Status

Reference Questions

Position

1

2

Question

Please confi,

What would ..

How long ha
Whatis your.
Do you recal
How long di.

Would your.

What isthe .

How lang di
How did the
What was th.
What years?

How do you

Hierarchy
System -
High Tech St...
High Tech St.

High Tech St.

High Tech St.

System -
High Tech St..
System -
System -
System -
System -
System -

System -

1

1

1

1

1

1

Active

[ONCHGHOHORCHONCHONCIGHONG]

Created By
Defauit
alexander.s.
alexander.s.
alexander.s.
shawna.bradt
Rachel Lang.
shawna.bradt
Matt Schwal.
Rachel Lang.
Rachel Lang.
Rachel Lang.
Rachel Lang.

Rachel Lang.

Created

Default

9/10/2024

9/10/2024

9/10/2024

9/10/2024

9/12/2024

9/10/2024

9/10/2024

9/12/2024

9/12/2024

9/12/2024

9/12/2024

9/12/2024

Last Modified
9/10/2024b...
9/10/2024b...
9/10/2024 b...
9/10/2024 b...
9/12/2024 b..
9/12/2024 b..
9/10/2024 b..
9/10/2024b...
9/12/2024 b...
9/12/2024 b...
9/12/2024 b...
9/12/2024 b..

9/12/2024 b..
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Within the "Add Reference Question" window, enter a question and select the appropriate position the question

should appear when completing the reference form on the employee record:

Add Reference Question

* Question

What makes the candidate a good fit for this job?

Position

1

CANCEL sSUBMIT

Once complete, select "Submit" to create the question:

Add Reference Question

* Question

What makes the candidate a good fit for this job?

Position

1

Editing Questions

To edit areference question, select the

CANCEL j SUBMIT

+ icontotheright of the question and select "Edit":



Question

Status

Reference Questions

Position Question

1 Please confi

2 What would
3 How long ha.
4 What s your.

5 Do you recal.

Hierarchy

System - 1

High Tech St..
High Tech St..
High Tech St..

High Tech St..

Active Created By

Defaul

slexanders..

alexander.s..

slexanders..

shawna.bradt

MONCHCHONG

Created

Defaulc

9/10/2024

9/10/2024

9/10/2024

9/10/2024

Last Modified
9110/2024 b...

9/10/2024 b...

911072024 b... N
/' Edit

9/10/2024 b... B Deacivae
9/12/2024 b...

Update the question and/or position and, once complete, select "Submit":

Edit Reference Question

* Question

What makes the candidate a good fit for this job?

Position

5

CANCEL |suBMIT

*Note* In the event you are editing a reference question that has already been added and answered within
employee records, you will see a prompt that states that historical answers will be updated with the new
question text:

Edit Reference Question

* Question

Can you comment on the reliability of the candidate?

Paosition

20

This question has been answered by 38 references. If you change
the question text, the new text will appear with those historical

answers.

CANCEL

Deactivating & Reactivating Questions

To deactivate a reference question, selectthe = icon to the right of the question and select "Deactivate":



Question Status

RE e Qe _

Position Question Hierarchy Active Created By Created Last Modified
1 Please confi System -1 @ Defaul Defaulc 9110/2024 b...
2 What would High Tech 5. @ slexanders..  9/10/2024 9/10/2024 b...
3 Howlongha..  High Tech St. @ alexanders..  9/10/2024 9110/2024 b...
4 Whatisyour..  High Tech St. @ slexanders..  9/10/2024 9/10/2024 b...
5 Doyourecal..  High Tech St. ® shawna.bradt  9/10/2024 9/12/2024 b...

Within the prompt, select "Confirm" to deactivate the reference question:

Are you sure you want to deactivate this question?

It will no longer be displayed on the employee reference page

CANCEL JCONFIRM

*Note* Reference questions cannot be deleted, they can only bedeactivated.

Deactivated reference questions are able to be found by selecting "Inactive" or "Any" within the "Status"
dropdown:

Question Status
CLEARFILTERS X
Inactive v

To reactivate a deactivated reference question, select the * iconto the right of the question and select
"Reactivate":

R e Qs _

Position Question Hierarchy Active Created By Created Last Modified
5 Doyourecal..  High TechSt.. ® shawnabradt  9/10/2024 9/12/2024 b...

/' Edn

+/ Reactvate

Within the prompt, select "Confirm" to reactivate the reference question:

Are you sure you want to reactivate this question?

It will be displayed on the employee reference page

CAMCEL JCONFIRM

Managing References



References are managed via the employee records, within the "References" tab.
Adding References

References can be added to the employee by navigating to Beyond > Employee > "References" tab > "+ Add
Reference":
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No References

*Note* If you utilize custom Security Groups with Advanced Permissions, you will need to add the Access to
the "References" page along with all other applicable Read/Write access within Employee > References to the
Security Groups that require the functionality:

BYPAGE BYFIELD Selecting a parent selects children
Q. references X

A Employee Access
A References [EE9 Access
Add or Edit Employee Reference Access

Last Name Read Write

Reference Type Read Write

Include In Background Checks? Read Write

Permission to Contact? Read Write

Campany Name Read Write

Rafaranca Camnlarad TEEER M poxd M wwits

For more information on created custom Security Groups with Advanced Permissions, please see the
following article titled "Beyond - Creating Security Groups with Advanced Permissions".

Within the "Add Reference" window, enter the appropriate information:


https://kb.tempworks.com/help/beyond-creating-security-groups-with-advanced-permissions

Add Reference

First Name Last Name

John Smith

Relationship to Christopher Robin Reference Type

Former Employer Professional hd

Company Name

Smithings

Permission to Contact?

* Phone Format Phone Mumber Email Address
U.S./CA +1 b (555) 555-5555 john.smith@smithings.com
Reference Sent Reference Completed
9/4/2024 X

MNotes

John Smith spoke very highly of Christopher Robin.

Include In Background Checks?

Company Address

SAVE AS DRAFT CANCEL  SUBMIT

*Note* Selecting "Professional” or "Other" within the "Reference Type" dropdown will show the "Company
Address" information at the bottom of the reference window:

Reference Type

Professiona X oA

Personal

Professional

Other




Company Address

Street

123 smith Street

City State

St. Paul Minnesota v
Zip Code Country

55121 United States of America v

Once complete, select "Submit":

Add Reference

First Name

John

Last Name

Smith

Relationship to Christopher Robin

Former Employer

Reference Type

Professional

Company Mame

Smithings

Permission to Contact?

* Phone Format

U.S./CA+1 hd

Reference Sent

9/4/2024

Phone Number

(555) 555-5555

Email Address

john.smith@smithings.com

Reference Completed

Notes

Company Address

SAVE AS DRAFT

John Smith spoke very highly of Christopher Robin.

Include In Background Checks?

CANCEL

SUBMITI

Once added, the reference questions are able to be answered by selectingthe

reference and then selecting the pencil icon to the right of the individual questions:

icon to the right of the



John Smith (Former Employer)

Smithings - Sent September 4th 2024 E - No Completed Date E
@ (555) 555-5555 - john.smith@smithings.com

123 Smith Street, St. Paul, MN 55121 United States of America
John Smith spoke very highly of Christopher Robin.

What makes the candidate a good fit for this job?

Once the answer has been entered, select "Save":

John Smith (Former Employer)

Smithings - Sent September 4th 2024 B o Completed Date 5|
@ (555) 555-5555 - john.smith@smithings.com

123 Smith Street, St. Paul, MN 55121 United States of America
John Smith spoke very highly of Christopher Robin.

What makes the candidate a good fit for this job?

Reliable, hardworking, respectful, confident.

Editing References

To edit areference, select the :

icon to the right of the reference and select "Edit":

John Smith (Former Employer)
Smithings - Sent September 4th 2024 E - No Completed Date E
@ (555) 555-5555 - john.smith@smithings.com

123 Smith Street, St. Paul, MN 55121 United States of America
John smith spoke very highly of Christopher Robin.

CAMNCEL

S Edit

i' Delete

Within the "Edit Reference" window, update any of the information and select "Submit" once complete:




Edit Reference

First Name

John

Last Name

Smith

Relationship to Christopher Robin

Reference Type

Include In Background Checks?

Company Address

SAVE AS DRAFT

Former Employer Professional v

Company Name

Smithings

[] Permission to Contact?

* Phone Format Phone Number Email Address

US./CA+1 v (555) 555-5555 john.smith@smithings.com

Reference Sent Reference Completed

9/4/2024 X 9/5/2024 X
Notes

John Smith spoke very highly of Christopher Robin.

CANCEL gSUBMIT

Deleting References

To delete areference, selectthe =

John Smith (Former Employer)

icon to the right of the reference and select "Delete":

Smithings - Sent September 4th 2024 E - No Completed Date E

@ (555) 555-5555 - john.smith@smithings.com

123 Smith Street, St. Paul, MN 55121 United States of America
John Smith spoke very highly of Christopher Robin.

v
g Edit

Within the prompt, select "Yes" to confirm the deletion of the reference:

Confirm Delete

Are you sure you would like to delete John Smith?




Related Articles



