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Requesting Reference Letters 
PageUp can automatically request and collect reference letters for faculty. Letters can be requested for one candidate or a group 
of candidates. 

If the recruitment process for the posting is set to automatically request letters, this process is not needed. 
 

Individual requests 
Open the Applicant List for the posting. From the applicant list, click on the application status. 

 

 

  

Click on current 
applicant status 
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On the side screen pop up, select the status “Reference Check” to initiate the request. 

 

 

 

  

mailto:FacultyAffairs@uh.edu


PageUp  

 
If you have questions or need assistance navigating the system, please contact the Office of Faculty Affairs at 
FacultyAffairs@uh.edu or 713-743-9168.   
 

 

3 

On the next screen are the Communication options. You can select to notify the candidate that the reference letters are being 
requested. A notification can also be sent to the requisition users. The email notifications are set to “no.” Change to “yes’ if 
notifications should be sent. 

Click Move Now button to update the status. 
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The next screen will show the list of letter writers & the reference status. Click Done to return to the list of applicants. 
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Bulk Moving Applicants 
To move multiple candidates, click on the green diamond to select the applicants. If only selected applicants need to be noticed, 
you can click on the green diamond next to their name.  

 

 

 

 

 

Click Green diamond to select all 
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At the bottom of the screen, click on Green Diamond to Change status on the selected applicants. 

 

 

 

Click Green diamond to Change status 
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On the Change Status pop up screen, select Reference Check 
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Click Next button to transition the selected applications to Reference Check & send the automated notices. 
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On the next screen are the Communication options. You can select to notify the candidate that the reference letters are being 
requested. A notification can also be sent to the requisition users. The email notifications are set to “no.” Change to “yes’ if 
notifications should be sent. 
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Once the reference has been requested, the Application Status will be updated to Reference Check. Submitted Reference letters 
can be viewed by clicking on Form and scrolling to the reference letter section on the application.  
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Review Reference Status 
 

Open the Applicant List, click on the Filters button to expand filtering options to check on the reference status. 

 

 

 

Scroll down to select Reference Check Status on the Filter menu. 
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Select the status to filter by 
reference check. If checks are 
expired & click Apply to filter 

Click Apply. The applicant list 
will filter based on selected 

status 

Reference Check Statuses 
At least one reference check complete 
Applicant is returned from the search if the applicant's 1st  or 2nd Referee has a reference check record with a completed status, an expiry 
date greater than or equal to the current date and a score. 
 

Reference checks invited or in progress 
An applicant is returned from the search if the applicant's 1st or 2nd referee has a reference check record with an in progress or invited status. 
 

Incomplete reference checks 
An applicant is returned from the search if the applicant's 1st or 2nd referee has a reference check record with an incomplete status. 
 

Reference checks expired 
An applicant is returned from the search if the applicant's 1st or 2nd referee has a reference check record with a completed status and an 
expiry date less than the current date. 
 

Reference checks not performed 
An applicant is returned from the search if the applicant doesn't have a 1st or 2nd referee or if the applicant's 1st or 2nd referee doesn't meet 
all the other reference check filter types above 
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Reference Check Notes 
 

1. Reference Request allow for 14 days to respond. 
2. Resending a reference request before the invitation is expired will inactivate the first request and a new link will be sent. 

Do not resend unless expired or the reference writer requests a new link.  
3. Reference Letters appear on the Application Form and also on the Offer grid under Applicant Documents. They are not 

viewable to the candidates. 
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