
Configure Employee 
Referrals

Access the Core tab of 

Page Options
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Click the Referrals Edit icon

2

Select Account Creation Form 

Management fields

3

Create National Identifier 

rules

4

Create Duplication rules and 

click Submit

5

View your settings on the 

Refer a Friend screen

6

In this click-thru, you will configure Employee 

Referrals and view your new configuration settings 

on the Refer a Friend screen.

Click or tap each step on the screen to advance.
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Scroll to the Global Settings, 

System Administration area 

and click Page Options
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Click the Edit icon for the 

Referrals account type
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rules
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click Submit

5
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Check the box in the DISPLAY 

column for each field you want to 

show on the Account Creation 

forms, like the Refer a Friend 

screen
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5

Check the box in the MARK 

REQUIRED column for each 

field you want to  require 
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Follow the steps on the next few slides to create rules 

for how you collect National Identifiers from users

Click the drop-down 

for a list of countries

4



Configure Employee 
Referrals

Access the Core tab of 

Page Options

1

Click the Referrals Edit icon

2

Select Account Creation Form 

Management fields

3

Create rules for collecting 

National Identifier

4

Create Duplication Rules and 

click Submit

5

View your settings on the 

Refer a Friend screen

6
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Select the Basis for Display:

• Always

• Country of residence – National identity asked only 

if the applicant resides in the selected country

• Requisition primary location – National identity 

asked only if the primary location of the requisition is 

in the selected country

• Either residence or req. location  – National 

identity asked if either of the above are true
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Select whether the National identifier 

input field will display on the screen, or 

whether it will display and be marked as 

a required field
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The new rule is added to the grid on the right. To remove 

a rule, click the Delete icon in the Action column 

Click the arrow to scroll down to 

the Duplication Rules section

4



Configure Employee 
Referrals

Access the Core tab of 

Page Options

1

Click the Referrals Edit icon

2

Select Account Creation Form 

Management fields

3

Create rules for collecting 

National Identifier

4

Create Duplication Rules and 

click Submit

5

View your settings on the 

Refer a Friend screen

6

Continue

To select the data to use to 

determine duplication, select 

fields from the Available Fields 

area and drag them to the 

Selected Fields area. 

5

A Duplication Rule allows you to:

• Specify the data to use to determine if a referral is added 

as a duplicate

• Determine whether to display:

• a warning, but allow the creation of the duplicate

• an error message and block the creation of the 

duplicate
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Select what happens when a 

duplicate referral is added. See 

the top of the screen for field 

descriptions
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The new rule is added to the grid. 

Click Submit to save your 

Referrals Page Options 

settings
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Open the Refer a Friend 

screen to see your changes. 

Click Career Center
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Fields selected in Step 3 display on the screen

All rules you created in steps 4 and 5 will apply to 

referrals

Click to scroll down and 

view additional fields

6



Configure Employee 
Referrals

Access the Core tab of 

Page Options

1

Click the Referrals Edit icon

2

Select Account Creation Form 

Management fields

3

Create rules for collecting 

National Identifier

4

Create Duplication Rules and 

click Submit

5

View your settings on the 

Refer a Friend screen

6

This concludes the 

Configure an Employee Referral click-thru


