Crosschq 360 Reference Survey: End User Resource Guide

This resource document compiles key information from the Crosschq online knowledge
base to serve as a quick reference and support tool. This guide provides a structured
summary and workflow extracted from the knowledge base articles. Users are still
encouraged to refer to the original articles for additional resources and to access the
included links for the most current and detailed information to support further individual
training. This document is designed as a supplemental resource, allowing you to quickly
access key information without needing to navigate through each individual knowledge
base article, while still providing the option to explore the full resources as needed.
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Getting Started

Creating An Account
How to create an organization account
Follow these steps to create an organization account with Crosschq:

1. Asthe administrator for the organization, you'll receive an email message containing a link
to create a new organization account with Crosschq.

2. Clickthatlink to access the Create your account page (see the figure below). On that page,
enter your first and last name, company hame, phone number, email address, and
password.

Create your Account

You will be the primary administrator for this account.

4

3. Click the Submit button, and look for a Crosschq email message that confirms the creation
of your account. Click the link in that email message to access the login page.
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crosschq

Organization Login.

Please login here to access your organization account.

Email *

Password *

Forgot your password?

© 2020 Crosschaq, All rights reserved. Privacy - Terms of Service - Feedback

4. Enter the Email address and Password for your account. If at any point you forget your
password, click here for directions on how to recover.

Log into Crosschq Organizations
How to log in to your Crosschq Organization

To login, go to www.crosschg.com and click the Sign in button in the upper-right corner, as shown
in the figure below. In the drop-down panel—beneath Organizations—click the Log In button. (If
you don't already have an account, visit this page for directions on how to create an account.)
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https://support.crosschq.com/knowledge/forgot-your-password
https://www.crosschq.com/
https://support.crosschq.com/knowledge/creating-an-account

On the login page, enter your Email address and Password, then click the Login button.

crosschq

Organization Login.

Email *

Password "

Forgot your password?

@ 2020 Crosschaq, All rights reserved.

Please login here to access your organization account.

Privacy - Terms of Service

Feedback

When you log in to Crosschq you will be taken to your organization's homepage. Here you will see

the modules your organization has access to. If your organization has only one active module within
Crosschq, you will be taken to that module upon login. (You can see modules that are coming soon
in gray.) To access a module, select the module you want to access. You can access the main menu

using the top menu.
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User Settings

How to Manage User Settings

=

® Recruit

':J Weice

To access your user settings, click your name in the upper-left corner, then click User Settings.

m Micole Garelick w

B Snyder

Micole Garelick
nicole+122@crosscha.com
0 User Settings

& LogOut

Your user settings include:
e Profile
e Security — Change your password

¢ Email Preferences
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https://support.crosschq.com/knowledge/managing-user-settings#profile
https://support.crosschq.com/knowledge/managing-user-settings#Security
https://support.crosschq.com/knowledge/managing-user-settings#preferences

Profile

Click the Profile menu item to edit your name, email, and phone number. Remember to click
to Save Changes button.

GENERAL User Settings
Profile

Profile
0 sec

I Information First name *

ds to change your name, email. and mobile phone.
Nicole

Last name *

Garelick

Save Changes

Security — Change your password

Click the Security menu item, then enter your New Password. Carefully enter the same password in
the Verify Password field, and then click the Save Changes button.

GENERAL User Settings
Profile
Security
© Security
& Email Preferences Manage Your Password Current Password *

Passwords must

New Password * Verify New Password *

Save Changes

Email Preferences

To optinto the Crosschg Weekly Summary email distribution, click Preferences and enable the
green slider. Click again to opt out.

GENERAL User Settings
Profile
Email Preferences
O Security
& Email Preferences Crosschq Weekly Summary Email [ @)

Control whether or not you will receive our weekly update on what's going on with your organization's Crosschq account.
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Getting Started with Crosschq 360
Managing Crosschq 360 Settings

How to manage Crosschq 360 settings

Users with administrative permissions can edit Crosschq 360 settings. To edit these settings, click
the Organization Settings item in the top-right menu using the settings wheel.

. Todd Lg-plus
#/erossera | ot

Welcome, Todd

[E' Insights E| 3607

o ' IEeIny TED ami Fiainat
Crosscha’s Voice, 360 ; o

The Crosschq 360 Settings menu contains a number of items for you to explore and edit:
e Request Settings
o Notifications Sent to Candidate

o Notification to Team Members

o Request Conclusion

o Request auto cancel

o Private candidates

e Surveys

o Survey Library
o Diversity/Bias Modules

o Custom Questions

o Optional Questions

o Language Settings
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https://support.crosschq.com/knowledge/managing-crosschq-360-settings#ReferenceRequestSettings
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#ReferenceRequestSettings
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#TeamMemberNotif
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#RequestConclusion
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#autocancel
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#private-candidates
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#Surveys
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#Surveys
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#DiversityBiasModules
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#CustomandOptionalQ
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#CustomandOptionalQ
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#LanguageSettings

¢ Templates

e 360 Report Settings

Reference Request Settings
Notifications Sent to Candidate

Hatifications Sent to Candidate

Hotify Candidates via SM5 [ ®)

Li ]

Fast Due Reminder Scheduls

Notify Candidates via SMS - you can enable/disable Candidate SMS messages

Past Due Reminder Schedule - you can customize the cadence at which due date reminders are
sent to candidates.

o Mark allrequests past due after... : Select after how many hours the request will be
considered past due (you can choose between 24h, 48h, and 72h);

e How many reminders: Select the number of times candidates will be reminded to complete
their surveys;

e Frequency: Select how often candidates will be reminded;
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https://support.crosschq.com/knowledge/managing-crosschq-360-settings#Templates
https://support.crosschq.com/knowledge/managing-crosschq-360-settings#ReportSettings

Notifications to Team Members

Email notifications can be sent to team members when a reference request changes its status. In
this section, you can check/uncheck the boxes to enable/disable team member notifications for

the requestor and/or Hiring Manager.

If you have enabled the Slack integration with Crosschq, you can also assign specific Slack
channels to receive these notifications. Read this article to learn more about the Slack integration.

Motifications to Team Members

} - PSS I 'y " R AT o
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Request Status

K

3Ck, go to Organization Settings > Connectors » Slack

N e tha same email addrass in their Crossehq account will recenve DMs
ROTIFICATION REQUESTOR HIRING MANAGER(S)

Regquest Created

Reguest Accepted/Rejected by Candidate

Raguest Past Due

SLACK CHANMELS
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https://support.crosschq.com/knowledge/crosschq-slack-integration

Request Conclusion

Here you can enable the auto-conclude feature for Crosschq requests. Click HERE to learn more
about this settings.

Request Conclusion and Cancelation

Auta=conchnle Rguasts ()

i all of the follow N Gondetians

Complatod Relerenses
1+ | AnyRelationship  « nplet i
+ ddd Relationsl
-7+ y

Request auto cancel

Use this setting to have Crosschq automatically cancel unaccepted reference requests. A request
is unaccepted when the candidate does not access the Crosschq system.

Enable the toggle switch and select the days that must have elapsed for the requests to auto-
cancel. Check the box to notify candidates when the request is canceled.

Auto-cancel Requests (D

Use this setting to have Crosschg automatically cancel unaccepted reference requests. A request will be canceled when the following condition is reached.

4 days

Notify candidates when requests are being canceled.

Private Candidates

Set candidates as "Private" by default. This setting will set candidates as "private" whenever a new
request is created. Private candidates are only accessible to the requestor and hiring managers
who are assigned to the request, and super admins.
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https://support.crosschq.com/knowledge/report-auto-conclude

Private Candidates

Set Candidates as "Private" by Default

Use this setting to set candidates as "private” whenever a new request is created. Note:
private candidates and their 340 Reports can only be v d by the
requestor/recruiter/hiring manager on the request, or by Super Admins.

If another user wants to view a private candidate's report and does not meet one of these
conditions, use the secure sharing feature to share the report. Click HERE to see how to share
private candidate reports.

Surveys
Survey Library

We have 3 survey libraries: 1) Corporate, 2) Education, and 3) Healthcare Provider. We've
automatically assigned each library the list of surveys that would most likely be used by a company
in that industry sector (note: a survey can appear in multiple libraries or in a single library). The
default library for new accounts is Corporate. You can change the libraries on an account by
contacting support@crosschg.com.

To preview a survey click the reference or self buttons to preview each survey and review the
questions. To mark a survey as inactive, click the trash can on the far right-hand side, this way it will
not be available for team members to use when creating new reference requests. To re-add inactive
surveys, click the add more surveys button. As Crosschq releases new surveys, you will be able to
add them to your account by clicking the Add More Surveys button and selecting from there. You
can search for relevant surveys by using the search feature within the Surveys section. NOTE: You
must select at least one survey to be active.

Crosschq 360
Surveys

Job Competency Surveys Custom Modules Optional Modules Diversity / Bias Modules Language Settings

Job Competency Surveys
Select the job competency surveys that your team members can use when creating new reference requests. At least one survey must be selected.

I oWl Addsurveys (5)

JOB COMPETENCY SURVEY LANGUAGES ASSIGNED MODULES PREVIEW

Adult Caregiver - Team Member English Spanish =5 References Self W
Biostatistician - Manager English Spanish  Chinese e References Self W
Biostatistician - Team Member English Spanish Chinese e References Self i
Brand Marketer - Manager English Spanish - References Self W
Brand Marketer - Team Member English Spanish S References Self [ 1
Business Development Representative - Manager English Spanish Chinese = References Self ]
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https://support.crosschq.com/knowledge/secure-report-sharing

Custom Modules are also available to be built by our support team, to inquire reach out to
support@crosschqg.com.

Optional Modules include the Workplace safety module, the Remote Work module (which was
designed for remote work environments during COVID), and the Culture module which can be
enabled by selecting the slider within your settings and toggling on.

Surveys

Job Competency Surveys Custom Modules Optional Modules Diversity / Bias Modules Language Settings

Optional Modules
The modules below can be turned on/off for your account. Modules turned “on” will be used in all reference requests.
To learn more about these modules please contact us at support@crosschq.com

MODULE LANGUAGES PREVIEW

Workplace Safety English Spanish Chinese References Self
These optional survey questions ask each reference

potentially sensitive questions about the Candidate’s

behavior in the workplace.

Remote Work English Spanish Chinese References Self Q
These optional survey questions ask the candidate and
reference about the candidate's ability to work remotely.

Culture English Spanish Chinese References
This optional survey question asks each reference about
the impact the candidate had on company culture.

Diversity/Bias Modules

Crosschq offers an optional diversity survey module that collects gender, age, and ethnicity from
candidates and references. The responses received to these optional questions allow Crosschq to
analyze whether bias has an impact on reference responses and proactively make changes to
surveys and reports if needed. This information is then shared with Crosschq customers as it is
available.

It is important to note that diversity responses received from candidates and references will not be
included in the Crosschq 360 report and are not available to recruiting or hiring managers during
the hiring decision process. Whether or not to include the diversity module in surveys is a setting
that Crosschq users control within the organization settings tab.

To enable this feature click on the Diversity/Bias Modules and select the preferred setting for your
organization. There are two options:

Full - Demographic information is collected and stored by name for candidates and anonymously
from references. This option must be selected when using Crosschq’s Insights Diversity & Inclusion
product.

Anonymous - Demographic information collected anonymously from candidates and references.

The default setting for all accounts is FULL. Select the setting that is preferred for your organization
and it will automatically be updated for your account.
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Surveys

Job Competency Surveys Custom Modules Optional Modules Diversity / Bias Modules Language Settings

Diversity/Bias Modules (:)

The questions in this module are used to 1) validate that Crosschq's referencing collection process does not introduce unintended bias into your hiring process; and
2) to provide Diversity and Inclusion reporting in Crosschqg's New Hire Analytics product. The responses to these questions are not shared with your organization
during the hiring process, and providing this information is optional for both the candidate and reference.

MODE LANGUAGES PREVIEW

@ Full English  Spanish  Chinese References Self
Demographic information is collected and stored by name for
candidates and anonymously from references. This option must be
selected when using Crosschg's New Hire Analytics Diversity &
Inclusion product.

Anonymous English Spanish Chinese References Self
Demographic information collected anonymously from candidates and
references.

Custom and Optional questions
Access the following articles to learn more about how to:
e Create your Custom Questions and add them to the Crosschq surveys;

e Enable Crosschq predefined Optional Questions.

Language Settings

Crosschqoffers English, Arabic, Mandarin, French, German, Italian, Japanese, Korean, Portuguese,
and Spanish surveys within our reference-checking module, allowing candidates and references to
choose their preferred language when completing their reference surveys.

Your reports will continue to be provided in English except for open-text answers, which can be
automatically translated at the click of a button. You can control what languages to enable within
your settings. Additional languages will be added to our survey library in 2022-2023.

To enable surveys in other languages, click Language Settings within the Survey section, and select
the checkbox next to the language you want to enable.

Crosschqg 360 » Survey
Surveys

Survey Library Custom Questions m Optional Questions Diversity / Bias Questions Language Settings

Multi-Language Survey Support
Use this setting to select the languages that can (optionally) be used by candidates and references when completing their surveys. Note that English will always be available and
cannot be unselected.

@ Arabic a @ Chinese {) French a & German n () ltalian ® Japanese @ Korean
& Portuguese (Portugués) © Spanish
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https://support.crosschq.com/knowledge/custom-questions
https://support.crosschq.com/knowledge/optional-questions

You will be able to view which surveys are available in that language in your survey library.
Crosschq 360 » Survey

Surveys

Survey Library Custom Questions m Optional Questions Diversity / Bias Questions Language Settings

Survey Library

Select the job competency surveys that your team members can use when creating new reference requests. At least one survey must be selected.

JOB COMPETENCY SURVEY + LANGUAGES CUSTOM QUESTIONS PREVIEW
Customer Success - Manager Spanish German English Italian French 7 References [ 1
Korean Japanese Chinese et
Customer Success - Team Member Spanish German English Italian French kel References [ 1
Korean Japanese Chinese Self
Data Scientist - Manager English Spanish Chinese = References 1
Self

Candidates and references will then be able to adjust the language within the survey.

@ -

English

[l

Arabic
Chinese

Franch L~
Ay

Garman

II Italian wE]cDme Silas

® Japanese A few notes before we get started

W, Korean
( L\I Take your time: your feedback will help

determing if this job is a good fit for you

Be honest: employers understand that no

( ) one is perfect, Giving yourself max scores

is often viewed as a red flag.

B’EThl.‘ll.lghtfl.ll: your insights
O used to help adjust to your new role, team
and company culture.

will likely b
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If you access the report within the Crosschq app, you will see that the open-text answers show up in
the language they were entered. However, you can translate the answers into English by simply
clicking the translate button.

Templates

Templates are utilized to manage Crosschqg within an ATS connector or when you want to quickly
select a Crosschq template when creating a reference request in the platform. To create a
Crosschq template, select Create New Template. Enter the required information such as template
name, ATS Tag if required, and create a description of the template.

Within the Request Settings section, add in the position, select the appropriate survey, configure
the number, and type of references you want to be associated with this request. Please note, the
relationship type can either be specified or you can select any relationship type and let the
candidate determine the type of reference.

From there, add in optional hiring manager information. Finally, you can create custom emails or
text messages associated with each template by filling out the custom notifications section. When
you are done, select Create Template and this will automatically be linked to your ATS.

Additionally, you can add customized notes to each specific reference-request i.e. "Please provide
a manager reference from X company."

You can also enable auto-conclude for specific templates rather than setting an overall rule for all
requests. Go to Organization Settings, Templates, and then select the template that you want to set
up an auto-conclude rule for. From here, click edit. Then you can set the specific auto-conclude
rule for this template.

Edit Tamplats
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At any point, if you need to edit or delete a template select the three dots next to the template and
you can manage from there. Here you will be able to review the list of active templates you have
available for usage.

Templates

360 Report Settings

On this settings page, you can enable or disable various alerts by clicking the toggle for each
alert. Any alerts that you enable will appear in the Crosschq Candidate report.

For the Reference Average Threshold, enter a number in the field that represents the threshold for
the number of candidate references. An alert will appear in the report if the calculated Reference
Average from one or more of a candidate’s references falls below this threshold.

ey 301

Report Abarts
i
Refeveinse duvragee Thrifels Len
" a
Termination Aert [ &
-]
- Code of Dihica Alert
Declned Reguett Akt [
Rahire, Racrufing Alert -
e @
Patsnbial Warkplece Safaby aues Alert [ &)
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360 Report Reference Anonymization

You can also choose to anonymize reference information, which you can adjust so only certain
users see PII.

360 Report Reference Anonymization

Use this setting if you would like to remove the reference’s name, email, and phone number from Crosschq 360 Reports
Anonymize Reference's Name, Email, and Phone Number ()
uill remove reference Pll (name, email, phone) from Crosschq 360 reports. Reference Pl will also be removed from the

anagement and Candidate Profile screens

All Users

Note: This will only affect PDF reports of those requests created after enabling this feature.
PDF Download
Enable this setting to allow completed/concluded 360 reports to be downloaded as a pdf.

PDF Download

Enable PDF Generation ()
Use this setting to enable the creation of a PDF Crosschq 360 report when requests are completed or concluded.
PDF reports are convenient for sharing but are not secured with an account login.

Al Summary {A feature soon to be added}

Enable this setting to enhance Crosschq 360 reports with an Al summary. This feature provides an
easily digestible summary of a candidate's Crosschq report.

340 Report Al

e s T «©
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Below is a preview of the summary. This feature is off by default for all customers and needs to be
enabled to be utilized.
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PDF strategy and User Permissions

Overview on Report Sharing and User Permissions
Sharing Reports

Within Crosschq, there are two ways to share reports with others in your organization. The first is
Securing Sharing.

Securing Sharing allows users to securely share Crosschq reports within the platform, while also
allowing the ability to track who has accessed and reviewed the report. Additionally, users can add
notes to a report in order to provide comments or additional information.

To share a report within Crosschq, users select the share button and enter the email address of the
person they want to share the report with. If the person they are sharing the report with doesn’t
have a Crosschq account, they are invited to create a Viewer account upon receiving the report.
When a report has been shared, they'll be able to see who the report has been shared with and who
has viewed the report.
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crosschq 360 v k‘ Nicole Garelick

W RequestManagement Candidates » Daniel Jones » Crosschq Report
O candidates

® How to read this report & Notes| @ Share |& Download @ Accesslog = ViewRawData &+ RequestAddtlReferences
I~ Reporting

Daniel Jones

Software Developer

5 Survey B Hiring Manager A Requestor [ Request Date
Software Developer - Team Member Tobias Garcia Chiesa Tobias Chiesa 01/17/2022

Completion Date
01/17/2022

Share 360 X

Crosschqg Report for Daniel Jones

Enter names and/or email addresses of people you'd like to share
this report with.

Include a note

The second method of sharing is utilizing the download PDF feature. This feature is automatically
enabled for your account and allows users to share reports with others by downloading the
candidate’s report and sharing via pdf.

To download a PDF report, select the candidate in question, click the View Report button, and
select download report. There are two types of reports available, a summary report and a full report
thatincludes all of the raw data.
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crosschq ) &‘ Nicole Garelick «

B Request Management Request Management LastWeek | LastMonth | LastYear

O Candidates

MNew Reference
Requests

33 8 4.21 s 3.89 cuters 43 e

A | open(@) | Camploteatn) | cancaloa @) hars

Average Average Avg Time from

= Reportin, i
1= Reporting Reference Self Reference Request to Completion

REQUESTED » COMPLETION DATE CANDIDATE SURVEY REQUESTOR / HIRING MANAGE..  STATUS
Jan. 18. 2022 Jan. 19. 2022 g) Harris, Daniel Software Developer - Team Member Tobias Chiesa P—
Software developer 4 Requested / 0 In Process / 4 Completed Tobias Garcia Chiesa SARe i~
Request Detail Completion Time: < 1day References Requested
3 Reference Status Avg
(]
T Gollecting Daniel Harris (Candidate) 394
William Davis ( er/Peer) 472
Harris, Daniel Position & Survey Hiring Manager Requestor John Rodriguez (Coworker/ Peer 4.06
jtoisccliess oo/ Software developer Tabias Garcia Chiesa Tobias Chiesa Miatthew Harms (Manager) 461
(612) 777-7771 Software Developer - Team tobias.chiesa@crosschq.com  Jan. 18. 2022 T = =
Sabrina Taylor (Manager) an
Member
Averages
Self 394 Ref.4.38 1
B ViewReport | e Share | & ArchiveRequest | &+ RequestAddtlReferences
7] Nicole Garelick
crosschq 360 v k‘ i

B Request Management Candidates » Daniel Harris » Crosschqg Report

O Candidates

® How to read this report # Notes 1 @ Share Download |@ Accesslog = ViewRawData &+ Request Addtl References
L2 Reporting

Daniel Harris

Software Developer

B Survey A Hiring Manager B Requestor Request Date
Software Developer - Team Member Tobias Garcia Chiesa Tobias Chiesa 01/18/2022
Completion Date
01/19/2022

This way of sharing reports does come with a security risk, as users are unable to track how PDFs
are distributed. It is for this reason that we recommend organizations utilize our secure sharing
feature.

If your organization does decide to use secure sharing, we recommend turning off the PDF
generation feature to reduce security/sharing issues and security risks for your organization. In
order to turn off PDF generation, select Security with the Organization Settings, then disable the
toggle next to the PDF generation section.
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crosschq £ Organization Settings ~ a

GENERAL General
B Organization Profile

Security
28 Team

PDF Download
© security

¥ Connectors Enable PDF Generation
are completed or concluded. PDF reports are

c

ring but are n

¢ Customization

o
= Eventlog
Authentication

GROSSCHQ 360 Single Sign-0n
ntegrate your sing

Begin Configuration

= Request Settings

User ID Permissions

Crosschq offers four different types of user permissions within the platform: Super Administrators,
Administrators, Team Members, and Viewers.

o Super Administrators: complete access to all settings, reports, and modules.

o Administrators: can invite/manage other users, can grant users access to other modules,
can manage account settings, can make requests to candidates, and can view reports that
they have permission to view.

o Team Members: can invite Viewer users, can make requests to candidates, can view all
non-private reports. Team members can also access all modules they have permission to
access such as 360, NHA, and/or Recruit.

e Viewers: canview all reports that are shared with them. Viewers can only view reports that
have their name associated with the request, meaning they are a hiring manager or the
report has been shared with them.

To review how to invite team members to your organization, refer to this article.

Making Candidates Private

For those organizations that want to ensure certain team members can only see reports they have
access to, itis important to utilize the privacy setting on the candidate page.

By marking a candidate private, users make sure that only admins and the owner of the candidate
and hiring manager can access the candidate’s report. Additionally, when a report is marked as
private the secure sharing feature is disabled to make sure the information is shared only with those
who have access to the report.

To mark a candidate as private, select the candidate in question. Select the three vertical dots next
to the candidate’s name, and click Mark Private.
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https://support.crosschq.com/knowledge/user-types-and-permissions

crosschq

B Request Management
O Candidates

&2 Reporting

Candidates > Daniel Harris

£

Daniel Harris

tobias.chiesa+danielharris@crosschg.com
(612) 777-7777
Self3.94 Ref. 4.38 1

REFERENCE REQUESTS

Software Developer — Completed

Software Developer - Team Member

Jan. 18, 2022

Last Activity:
01/19/2022

2 months elapsed

Added by: Added on: Hire Status: Crosschq Report:
Tobias Chiesa 01/18/2022 Pending - Report is available
References Requested Requestor

4 requested
0 In Process / 4 Completed

Overview on what account types can access/view:

Tobias Chiesa
tobias.chiesa+122@crosschg.com

Nicole Garelick

Edit Hiring Status
Make Private

Candidate Access List

Call Candidate

Delete Candidate

Hiring Manager
Tobias Garcia Chiesa
tobias.chiesa@crosscha.com

Requestor

Super Admin

Admin/Team Members

Viewers

Private Candidates

Access 1o theirs®

Access 1o all

By invitation or if listed on

requestireguis

By invitation or if listed
on request/requisition

Non-private Candidates

Access o all

Access 1o all

Access o all

By invitation

Change Candidate

Mon-private candidates or

MNon-private candidates

theirs

Private shared withem

Driva theirs All candidates OR MNone
ivac eirs
Y Private shared w/them
Mon-private candidates
Revoke Candidate Mon-private candidates or
P thei All candidates OR Mone
ALCEEE vire
e e Private shared w/ithem
N vt didate Mon-private candidates
on-private candidates or
Archive (Request) P theirs All candidates OR MNone
wars Private shared w/fithem
Mon-private candidates
Mon-private candidates or ) P
Share (Report) All candidates ORr None
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Requesting References from a Candidate

Requesting References from a Candidate
How to Request References from a Candidate
e Creating arequest

¢ Requesting additional references

There are a few different ways to request references from a candidate within Crosschq. You can do
so from the Create Request button on the Reference Management screen, directly from the
candidate profile, or via the Candidate Directory. Below we will overview the most common way
users request references from the Reference Management screen. Follow these steps to Create a
Request from the Request Management screen.

1. Inthe upperright corner of the Request Management page, click the Create
Request button.

Request Management LastWeek | LastMonth | LastYear
New Reference Completed Refarance Avorage Avarage fovg Time from
Requests Requests Reference Seif Reference Request to Completion
252 83 35.22 ot 35.355 outers <1 oy
AN(4) | Open(4) | Completed(0) = Canceled (D) Pete Goettner %
Reguested = Candidate Survey Requestor / Hiring Manager Status
May. 12. 2020 @ Octavia, Sammy General/Universal - Team Member Pete Goettner i =
Apr. 14, 2020 o Banderas. Antonio Engineer - Team Member Pete Goettner =
£Y days elapsed 1 1 . ¥st
Request Detail lapsed References Requested
C) ) Raference Status Avg
Prittal Paneer Completed 394
< Direct Report Unass ad ==
Banderas, Antonio Position & Survey Hiring Manager Requestor rect Repo nassigne
pete+antonio@codefiant.c.. Senior RF Engineer Pete Goettner Pete Goettner
A
er.ages # Edit # Cancel r* Romind
f417 Ref 394 4
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https://support.crosschq.com/knowledge/creating-a-candidate-request#CreatingRequest
https://support.crosschq.com/knowledge/creating-a-candidate-request#AdditionalReferences

2. Inthe popup window, enter the First name, Last Name, Email address, and Phone number
for the candidate. Then click the Continue button.

New Reference Request x
m Setup Request Motifications Summary
t name Last name "

ma Mobile Phone *
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3. Nextinthe Setup Request screen either select the preset reference template (To
understand how to use templates click here.) or enter the position the candidate is applying
for. In the Survey drop-down, choose the job function survey that corresponds to the role
for which the candidate is applying.

New Reference Request for Jhone Harris ®

Setup Request Notifications Summary

Start With a Template

Selecting a template will override your current request and notification settings. To edit your account templates click here.

Position Survey

This is the job title the candidate will likely receive if hired. Select a survey that best matches the job opportunity.
CECQ|
CEO

Account Manager & CEO
Acting CEQ/ Cheief Engineer erences you'd like to receive from the candidate.

Acting CEO then DIRECTOR

Start by selecting the survey to use for this request above.
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https://support.crosschq.com/knowledge/managing-an-organizations-settings

4. Inthe References to Request section, click the - and + buttons to specify how many
references you want for this candidate, then utilize the drop-down menu to specify the type
of relationship for that reference. Please note you can select any relationship or indicate a
specific type of relationship. Via the Add note button, you can add an optional note to
indicate an additional specification for that reference. Be sure that the total number of
requests is at least 1. Select continue.

New Reference Request for Jhone Harris x

Setup Request Notifications Summary

Position Survey
This is the job title the candidate will likely receive if hired. Select a survey that best matches the job opportunity.
Sales Sales Account Executive - Manager

References to Request
Configure your request by selecting the number and type of references you'd like to receive from the candidate.
A minimum of 1 reference must be selected

1 + Managers Please add a manager from Acme. 1
1 + Any Relationship # Add note [
- 2 + Coworkers/Peers # Add note [ ]
<+ Add Reference Total references requested: 4
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5. Onthe notifications page, you can enter the name of the candidate's hiring manager, they
will receive a notification when the report is complete. You can also customize the
email/SMS messages that are sent to the candidate to provide additional information about
the Crosschq process. Check to ensure that the notifications checkboxes are set correctly.

Click the Continue button.

New Reference Request for Jason Smith x
Candidate Setup Request Motifications Summary
Hiring Manager(s)

Provide the name and email of the hiring manager(s) respensible for this hire. Hiring managers can automatically be notified
via email when this request is completed by the candidate,

+ Add Hiring Manager

Candidate Notifications

MNotify candidate via email ¥ Remove note
Hi Jhone, "
Please complete this reference as soon as possible, g @

MNotify candidate via SMS # Add note

Notifications to Team Members
Email notifications can be sent to team members when this reference request changes its status.
Use the table below to select who should receive these emails.

MOTIFICATION REQUESTOR HIRING MANAGER(S)
=
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See below the email message the candidate will receive once the request is sent.
Default message:

Request for References

Dear Manuel,

Crosschq Bueller is requesting your work references. They have
partnered with Crosschq to help make the process of collecting your
references faster and easier. Use the button below to get started.

Begin Providing References

You are receiving this email because a company or individual is requesting references from you. If you do mot
want to receive requests like this going forward, you can unsubscribe at anytime.
Privacy Policy
Crozschq * 145 E Prospect Suite 200 * Danville, CA 94526

& 2022 Croszchg, All rights reserved
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Message with a note:

Request for References

Dear Manuel,

Crosschq Bueller is requesting your work references. They have
partnered with Crosschq to help make the process of collecting your
references faster and easier. Use the button below to get started.

Note from Crosschq Bueller:
*This is the customized message*

Begin Providing References

You are receiving this email because a company or individual is requesting references from you. If you do not
want to receive requests like this going forward, you can unsubscribe at anytime.
Privacy Policy
Crosschg * 145 E Prospect Suite 200 * Danville, CA 94526

e )
LS P

Crosschg, All rights reserved
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6. Review the information, then click Confirm and Send Request. The candidate will receive an
email message with information about the reference request process.

New Reference Request for Jhone Harris X
Candidate

Jhone Harris
tobias.chiesa+JH@crosschg.com
(612) 777-1777

Setup Request

Position References
Sales 1Manager

1 Any Relationship
Survey 2 Coworkers/Peers

Sales Account Executive - Manager

Auto-conclude Settings
Elapsed time References Required
7 days 3 Any Relationship

Hiring Manager(s)

Notifications
Candidate Notifications

+ MNotify candidate via email
Motify candidate via SMS

Back Confirm and Send Request
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7. The reference request will appear on the Requests page. Click the downward arrow to
expand the request detail. Here you can further understand the status of the request, what
references are completed or outstanding, and view information about the candidate, hiring
manager, position, averages, and contact information. To learn more about what candidate
statuses mean click here.

Request Management LastWeek | LastMonth | LastYear
New Referance Completed Referance Avorage Avarage Avg Tima from
Requests Requests Reference Seif Reference Request to Completion

252 83 3.22 ouors 3.55 outors <1 o

Al (4) Open [4) Completed (0) Canceled (0) Pete Goettner x 3

Requested « Candidate Survey Requestor / Hiring Manager Status
May. 12. 2020 @ Octavia, Sammy General/Universal - Team Member Pete Goettner
Y 2 A trative Assistant g nplat _ = Accepted v
Apr, 14, 2020 o Banderas. Antonio Engineer - Team Member Pete Goettner =
29 days elapsed fEng 2 Request w55 [ 1 Cor . Pete Got
Request Detail 29 days elapsed References Requested
) ) > Reference Status Avg
; : : i ! Prittal Paneer Completed 394
& Direct Report Unassigned e
Banderas, Antonio Position & Survey Hiring Manager Requestor rect Repo nassigne
pete+antonio@codefiant.c.. Senier RF Engineer Pete Goettner Pete Goettner
A
c ver.ages # Edit ¥ Cancel * Remind
f417 Ref 394 4

Requesting Additional References
If arequest has been completed and you want to request additional references from the candidate:

1. Select the Request Additional References button:

Arganst Drtal Hefreprsc ey Hepares
i st i e i il
&J I
5
En

Reginen, Chiis [T — Tee— [yva—

e W Vbt | o Sare || B Archies Begusit | B¢ Regesst Addt] Betsreces
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https://support.crosschq.com/knowledge/request-management

2. Then confirm the number and type of references you want to select from the candidate.
Select confirm and send.

Request Additional References

e

G
H
ii

[

Dear Chris,

We would like to add one or more references to your request. Please complete this as
soon as possible. Thank youl!

References to Request
Configure your request by selecting the number and type of references you'd like to receive

from the candidate.

1 + Any Relationship # Add note

4+ Add Reference Total references requested: 1

Confirm and send
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The candidate will receive an email asking for additional reference(s) and will be prompted
to fill out the information within their account. The additional references will then be
merged with their Crosschq report and will appear complete within the Crosschq account,
no need to re-open the request all will be easily compiled together.

ant

Request for Additional Reference(s)

Dear Hal Cap,
Crosschq is requesting additional references.

Note from Crosschq:
Dear Hal,

We would like to add one or more references to your request.
Please complete this as soon as possible. Thank you!

Provide Additional Reference(s)

Candidate Did Not Receive Reference Request

If a Candidate Did Not Receive a Request/a Request is in Spam

We sporadically have spam issues with emails we send to Gmail accounts (we rarely see a spam
issue with Yahoo, Outlook, or other email providers). Google uses Al for spam detection, and its
algorithm constantly changes and is often wrong. This is frustrating, as Crosschq's emails are
transactional in nature and are very important to the recipient. We never send spam. We're working
on this issue with consultants and email experts to optimize our email server settings and email
formats to reduce the Gmail spam issue, and we plan to keep investing in improving our
deliverability. In the meantime, please note that we also send SMS notifications to every candidate
and reference. Candidates/references will receive these messages 100% of the time, regardless of
the spam issue. We recommend directing candidates/references to their SMS messages if they
didn't receive the email from Crosschq.
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Managing a Reference Request

Manage a Reference Request

How to Manage a Reference Request

1. To manage the request, click request detail. Here you can manage, edit, or cancel a

request.

an. 12, 0022 e‘ Banderas. Antonio

Eequest Detail

Banderas, Artonio Pasition & Survey Hirirg Managir
bobias.chsesa+ antonioBer Real astale
# Edit ¥ Cancel

Reference Reguest

Reference requested by Antonio Banderas

LZalf Referance

References Regquested

Mamager (/1)

Regquastar

Hicole Garelick

References Requested

Sales Account Executive =
Team Member
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2. To editthe request, click the edit button. Here you can edit the request structure.

Edit Reference Request for Antonio Banderas X

Position
This is the job title the candidate will likely receive if hired.

Real Estate

Hiring Manager(s)
Provide the name and email of the hiring manager(s) responsible for this hire. Hiring managers can automatically be notified via
email when this request is completed by the candidate.

<+ Add Hiring Manager

References to Request
Configure your request by selecting the number and type of references you'd like to receive from the candidate.
A minimum of 1 reference must be selected

1 + Managers # Add note

+ Add Reference Total references requested: 1

Auto-conclude Reference Requests
This reference request will be auto-concluded when 1 Any Relationship complete(s) their survey(s) AND > 1
day(s) have elapsed. You can override this auto-conclude rule by clicking here.

[ @)
Cancel “
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3. Requests are automatically marked as "Past Due" after 72 hours at which point candidates
will automatically get reminders to complete the request. Additionally, to send another
reminder to the candidate, click the send reminder button.

Reference Request

Reference requested by Antonio Banderas Sales Account Exscutive -
Team Member
Sulf Reference Completed ()
References Requested
Manager [0/1)
Foit Requasst

Cancal Regust

*note: the image shows the "send reminder" button which cannot be clicked within 24
hours because a reminder was sent recently

4. To cancelthe request, click the cancel button. The following alert will prompt:

Cancel this reference request

Candidate and references won't be able to add more information related to this
request. This cannot be undone

Notify candidate that this request has been cancelled.

No, Go Back Yes, I'm Sure

Within the candidate or reference details, we will expose an Email Opened label if the respective
user opened the Crosschq request:
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Candidates » Aaron Tarcen » Reference Request
Reference requested Aaron Tarcen

Self Reference In Progress Email opened

It is possible that some browsers and mail servers prevent tracking of opened emails, though this
will represent only a small fraction of instances.

Bulk Actions from the Request Management Screen

In addition to being able to remind, conclude and archive requests individually, users also have the
option to conduct bulk actions.

To conduct a bulk action, select the candidates you would like to conduct an action on by selecting
the checkmark. Then select the desired action from the toolbar underneath the search bar. Here
you have four options for bulk actions, archive, send a reminder, conclude, and delete. Select the
desired action and confirm you want to conduct via the confirmation screen. This will complete the
bulk action.

& T4 28 L. W = Q- .20 i 23 ..

B Shmeiitecs @ 4 & B

a

=]

u [ ]
ﬁ -
g [ ]
@ ]
e ]
e "
o . . e — .

If a Candidate Did Not Receive a Request/a Request is in Spam — We sporadically have spam
issues with emails we send to Gmail accounts (we rarely see a spam issue with Yahoo, Outlook, or
other email providers). Google uses Al for spam detection, and its algorithm constantly changes
and is often wrong. This is frustrating, as Crosschq's emails are transactional in nature and are very
important to the recipient. We never send spam. We're working on this issue with consultants and
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email experts to optimize our email server settings and email formats to reduce the Gmail spam
issue, and we plan to keep investing in improving our deliverability. In the meantime, please note
that we also send SMS notifications to every candidate and reference. Candidates/references will
receive these messages 100% of the time, regardless of the spam issue. We recommend directing
candidates/references to their SMS messages if they didn't receive the email from Crosschq. If
candidates or references no longer want to receive SMS messages from Crosschq, they can reply
STOP to the SMS and messages will no longer be sent. This process works for all numbers based in
the US, however, if an international number replies STOP to the SMS this will not be processed. This
is due to Twilio's (our SMS provider) policy. If you want to stop receiving SMS messages and have an
international number, reach out to support@crosschqg.com for assistance.

If a Candidate Request is Accidentally Canceled — if a Candidate request is accidentally
canceled, Crosschqg can't reverse the cancelation. However, the Candidate owner should create a
new request for the candidate which will then allow the candidate to assign their old references to
the new request without having to re-take the self-reference or have references re-take the
reference surveys.

Candidate Communication Events

Within the Request Detail section, you can also review the "Candidate Communication Events"
table. This feature provides a comprehensive overview of all communication channels utilized in
candidate interactions.

The "Candidate Communication Events" table tracks every email and SMS dispatched to
candidates. It captures vital information such as whether the communication was successfully
sent, opened, or encountered any failures. Additionally, it logs details regarding the sender and
timestamps of each communication event.

Candidate Communication Events

ATE SENT & COMMUNICATION TYPE ACTION BY
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Should an email or SMS encounter an issue during transmission, we've implemented a proactive
solution. Recruiters will now receive instant notifications via the notification bell, elucidating the
precise reason behind any communication failure.

Olivia Rhyeenn
o & o [

MNotifications Markallasread  4yweek | LastMonth | LastYear
Uniread (4) Read QO
Avg Time from
£ There was an error sending the request to : Request to Completion
{candidate _name} via Email. Please verify the 65
email address provided days
===l

Edit Candidate Information
How to Edit Candidate Information

1. To editthe candidate's contact information. Navigate to the Request Management screen.

Requests Last Week Last Month Last Year
New Reference Completed Reference Average Average Avg Time from
Requests Roquests Roference Solf Referance Roquost to Complation
252 83 3.22 wrors 3.35 autors <1 ay
AN(Z83)  Open(221) | Completed (128)  Canceled (34) earch ! Q
Requested « Candidate Survey Reguester f Hiring Manager Status
May. 12. 2020 Pelosi, Nancy Brand Marketer - Manager Nicole Garelick -
Ao A P - Concluded -]
May. 12. 2020 @ Octavia, Sammy General/Universal - Team Member Pete Goettner I
1day elapsed Se Administrative As % Requested g -t ks b -
May. 12. 2020 Pelosi, Nancy Brand Marketer - Manager Nicole Garelick <
May. 11. 2020 Eve, Nicole Engineer - Manager Nicole Garelick — 7
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Select the candidate that you want to edit. Click on their name.

Request Detail Y References Requested
° Refarence
- Manager
Eve, Nicole Position & Survey Hiring Manager Requestor DD
nicoleeve@gmail.com Head of Everything Nicole Garelick Nicole Garelick Direct Report
. S ianager ' : " Coworker/Peer
f\efrag.es _ @ Manage # Edit W Cancel Mentor

Status Avg
Unassigned -
Unassigned .
Unassigned -
Unassigned -

Unassigned -

Select edit candidate information in the far right corner.

Candidates / Nicole Eve

Nicole Eve
nicoleeve@gmail.com Last Activity: Added by: Added on:

Requests

Reference Requests

# Edit Candidate Information

- Enginaer - Manager Requested 5 Request Date Status Manage

Enter the corrected information and click save. The candidate's information will
automatically update.

Edit Candidate Contact Information
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Concluding a Crosschq Request
How to conclude a Crosschq Request
e Manually Conclude request

e Request Auto-Conclude

Manually Conclude request

When at least one reference has submitted their Crosschq reference survey, and the candidate has
completed the self-reference survey, a button will appear allowing the request conclusion. This
button will only be available after the requirements above have been met but does allow the
company to control the completion time of a request.

To conclude a request, click into the candidate's profile by selecting the downward arrow on the
request management screen and select the Conclude button. The completed report will be
generated.

Jan. 11. 2023 - Mcguire, Elena General/Universal - Team Member Tobias Chiesa Assigning
Assignin A
13 days elapsed Software 6 Requested / 0 In Process / 1 Compl... —_ Assigning
Request Detail 13 days elapsed References Requested View Completed Responses
() ) [5) Reference Status Avg
Sent Accepted Assigning Collecting Completed Elena Mcguire (Candidate) Completed 4m
Elen Mcguire Ref2 (Manager) Completed 3.56
Mcguire, Elena Position & Survey Hiring Managers Requestar Elen Mcguire Refl (Manager) Requested _
tobias.chiesa+elenamcgui.. Software == Tobias Chiesa :
(612) 777-7777 SEnebra\/Umversa\ - Team Jan. 11. 2023 Coworker/Peer Unassigned =
ember Coworker/Peer Unassigned -
Averages Direct Revort v ;
. irec: epor nassigne -
Self411 Ref 356 ¢ @ Conclude 4" Edit <4 Remind W Cancel b g

Direct Report Unassigned --

Once the request has been concluded, all outstanding references will be added to the Crosschq
report along with the following note: "Request concluded before reference was completed.”.

REFERENCE COMPANY/TITLE DURATION CONTACT INFORMATION NOTES AVERAGE
Martin Smith - - (612) 777-7777 - e
Mentor tobias.chiesa+msmith... ’
Martin Glass - - - Request concluded before reference was

Mentor tobias.chiesa+mglass.. completed.

Samuel Nim - - (612) 777-7777 -

Self 4.61

tobias.chiesa+samlim2..

Outstanding references will remain open for one week to allow references to fill our their surveys
after the request is manually concluded.

If, during this one week period, an outstanding reference is completed, Crosschq will update the
candidate's report icon within the Request Management portal to request that you regenerate the
candidate's reference report:
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Y7 crosscHa |36

B Request Management
O candidates

l22 Reporting

=] 360 v

Request Management

New Reference Completed Reference Average
Requests Requests Reference

23 12 3.28 autors

All(8) Open (3) Completed (5) Canceled (0) Archived (0)

Average
Self Reference

3.29 autors

REQUESTED + COMPLETION DATE CANDIDATE SURVEY REQUESTOR / H|
Sep. 13.2023 Sep. 13. 2023 g Johansen, Mar.. General - Condensed Tobias Chiesa
¥ Software dev 2 Requested / 0 In Process / 2 Co... =

. Tobias Chiesa v

LastWeek LastMonth | LastYear

Avg Time from
Request to Completion

<1day

Concluded P v

You can regenerate the report by navigating to the candidate's report and clicking Regenerate

Report.
Y/ crosscHa |30
] Request Management

O candidates

2 Reporting

=] 360 v

Candidates » Martin Johansen > Crosschqg Report

® How to read this report # Notes @ Share

. Tobias Chiesa v

X Download @ Accesslog = ViewRawData &+ RequestAdd’l References

@ One or more pending references have completed the survey. Re-generate the report if you wish to see their responses

Martin Johansen

Software Dev

B Survey B Hiring Manager
General - Condensed -

B Requestor
Tobias Chiesa

Request Date
Sep 13, 2023
Completion Date
Sep 13, 2023

o Reference Averages

Reference Avg @ Self-Reference Avg ®

Elapsed Time ®

View Crosschg's 1-5 scale @
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After one week of manually concluding the request, the following message will be displayed to
outstanding references while attempting to access the survey:

X

Request Concluded

This reference request was concluded by the employer. Your
response is no longer needed.

Request auto-conclude

Read this article to learn more about request auto-conclude
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Viewing a Completed Crosschq Report

How to View a Completed Report

NOTE: To learn about all of the information in the report, see the extensive help article on Reading a
Crosschq Report.

Once a candidate profile is complete, you'll get an email message notifying you that the report is
ready for viewing.

Follow these steps to view a completed report:

1. Click on a candidate listing that indicates Completed in the Status column. Click the
downward arrow to expand the request view. Click on the View Report button oricon to
access the completed report.

Jan. 17. 2022 Jan.17. 2022 Jones, Dan.. Software Developer - Team.. Tobias Chiesa
B B Completed i A
Software dev... 4 Requested / 0 In Process /..  Tobias Garcia Ch...
Request Detail Completion Time: < 1 day References Requested
Reference Status Av
(. () @ () ) J
Sent Accepted Assigning Collecting  Completed Daniel Jones (Candidate) Completed  3.94

John Rodriguez (Coworker/Peer) Completed  4.61

Jones, Daniel Position & Survey Hiring Manager Requestor William Davis (Coworker/Peer) Completed 4.56
tobias.chiesa+danieljones.. Software developer Tobias Garcia Chiesa  Tobias Chiesa Sabrina Taylor (Manager) Pl A

(612) 777-7777 Software Developer -  tobias.chiesa@cross.. Jan. 17. 2022 i
Matthew Harris (Manager) Completed 4.00

Team Member
Averages

Self 394 Ref 4.44 »

H View Report  Share B Archive Request

2+ Request Addt'l References

2. Scrolldown to see all the sections of the report.
If you have enabled the PDF generation feature, click the Download button to get a PDF
edition of the report—or a PDF of both the report and all of the raw data.
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Otherwise, see HERE how to utilize secure report sharing within Crosschq users.

Candidates > Daniel Jones

@ How to read this report

Crosschqg Report

# Notes

@ share & Download @ AccessLlog

£ View Raw Data

&+ Request Addt'| References

Daniel Jones

Software Developer

B Survey
Software Developer - Team Member

Reference Averages

Reference Avg @

4.44 .

B Hiring Manager

Reference

John Rodriguez @
Coworker/Peer

William Davis @
Cowarker/Peer

Sabrina Taylor @
Manager

Tobias Garcia Chiesa

Self-Reference Avg @

394 .

B Requestor

ment Avg for all Fox Corporation cai

Request Date

Tobias Chiesa 01/17/2022

Completion Date
01/17/2022

Elapsed Time &

<M

) Avg completion 4

Company/Title Contact Information Notes Average
Technoloy (&12) 777-7777 John is one of my best colleagues at Delta Tech. We have 4.61
re Developer tobias.chiesatjohnrodriguez@c worked together on every project since | started working
here
Skill Distillery (©12) 777-7777 William and | worked together on a team for our final project. ~ 4.56
Stud tobias.chiesa+williamdavis@crosscha.com
Skill Distillery (612) 777-T7 Sabrina was a lead instructor for the Full Stack boot camp |~ 4.61

Lead Instruc!

tobias.chiesa+sabrinatayl

attended Skill

performance in t

y. and has a good under:

course and skills as a developer.

nding of my

3. Clickthe View Raw Data to see all of the answers to all of the survey questions. Note: the
raw data is live as soon as any information is submitted by references or the candidate.

Candidates » Daniel Jones

® How to read this report

Crosschq Report

& Notes

@ share & Download @ Accesslog

= Crosschq Report

&+ Request Addt'| References

Daniel Jones

Software Developer

B Survey
Software Developer - Team Member

Reference Contact Information

B Hiring Manager

Tobias Garcia Chiesa

B Requestor

Request Date
01/17/2022
Completion Date
01/17/2022

Tobias Chiesa

The following table lists contact information for each of the references provided by the Candidate along with their average reference calculation.

Reference

John Rodriguez @
Coworker/Peer

William Davis @
Coworker/Peer

Sabrina Taylor @
Manager

Matthew Harris @
Manager

Daniel Jones
Self

Survey Responses

Company/Title

Delta Technoloy

Skill Distillery
Student

Skill Distillery
Lead Instructor

Best Buy
Store Manager

Contact Information
(612) 777-7777
tobias.chiesa+johnrodriguez@crosschg.com

(612) 777-7777
tobias.chiesa-+williamdavis@erosseha.com

(612) 777-7777
tobias.chiesa+sabrinataylor@crosscha.com

(612) 777-7777
tobias.chiesa+matthewharris@crosschq.com

(612) 777-7777
tobias.chiesa+danieljons

rosschg.com

Notes

John is one of my best colleagues at Tech. We have worked together on

every project since | started working here

William and | worked together on a team for our final project.

Sabrina was a lead instructor for the Full Stack boot camp | attended Skill Distillery.

and has a good understanding of my performance in the course and skills as a
developer.

Matthew was the manager of the Best Buy Store | worked at. He has taught me
many things.

Note: If for some reason an alert is enabled that you would like to disable, at any time your
administrator can customize report alerts by enabling or disabling from the report alerts section in
the organization settings. To enable turn the slider green, to disable turn the slider gray. Then click
into the Crosschq report for the candidate in question and refresh.

Average  Select @

4.61

4.61

Collapse
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Secure Report Sharing
How to Securely Share a Report within Crosschq

To share a completed report with someone who does not have a Crosschq account, you can do so
by following the steps below.

Click on the Share button

Tobias Chiesa

Jan.18.2022 Jan.19.2022 Harris, Daniel Software Developer - Team Member Completed
Software developer 4 Requested / 0 In Process / 4 Completed Tobias Garcia Chiesa L=k B ~
Request Detail Completion Time: <1 day References Requested
Reference Status Avi
(] [] [] [] [D :
Sent Accepted Assigning Collecting Completed Daniel Harris (Candidate) Completed 394
William Davis (Coworker/Peer) Completed 472
Harris. Daniel Position & Survey Hiring Manager Requestor John Rodriguez (Coworker/Peer) Completed 4,06
tobias.chiesa+danielharris... i i
et Software developer Tobias Garcia Chiesa Tobias Chiesa Matthew Harris (Manager) Completed 461
(612) - Software Developer - Team tobias.chiesa@crosschg.com Jan. 18. 2022
Sabrina Taylor (Manager) Completed 4m

Member
Averages

Self 394 Ref. 438 4

@ View Report e Share & Archive Request 2+ Request Addt'| References

Enter the email of the person with whom you would like to share the report and select

the Share button. If the user shares a report with a person that does not have a Viewer account yet,
they are automatically invited to join the team as a Viewer.
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Share 360 %

Crosschq Report for Daniel Harris

Enter names and/or email addresses of people you'd like to share
this report with.

nicole@crosschg.com

Invite New Team Member
nicole@crosschg.com

a~
Share Report

Already shared with

Email Account Type Status

tobias.chiesa+122share@crossch... Viewer Sent

The person you shared the report with will then receive an email to access the report, they will click
the view button, create a password, and then will be able to access the Live and PDF versions of the
report.
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Nicole Garelick from Snyder is
inviting you to view a Crosschq
Report

Nicole Garelick is inviting you to view Lucas Di Mattia’s completed
Crosschq Report.

Click on the button below for secure access.

View Lucas Di Mattia's Crosschq Report

The report is now available for the user to view by clicking either the Live or PDF versions of the

report.

crosschq 360 v B Tobias 122share +

Candidate Report Viewer

Q
REQUESTED COMPLETION DATE CANDIDATE SURVEY REQUESTOR / HIRING MANAGER REPORTS AVAILABLE
Jan. 18,2022 Jan 19,2022 Harris, Daniel Software Developer - Team Me..  Tobias Chiesa P
Software developer 4 Requested / Assigned / 4 Gompl..  Tobias Garcia Chiesa
Jan 17,2022 Jan 172022 Jones. Daniel Software Developer - Team Me..  Tobias Chiesa P
Software developer 4 Requested / Assigned / 4 Compl..  Tobias Garcia Chiesa
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Archiving/Deleting a Candidate

How to Archive/Delete a Candidate
If you need to archive or delete a candidate for any reason, please take the following steps.

To archive a request select the Archive Request button.

tA, 2023 lan, 19, 2023 Hiariy, Durkal Softwans Davologs Taar Mernbor Tobias Chintas
. Bhee : i, ki Gits A

Heguext Detail It e < 1 Auferences Raquestod

Hatris. Danisl Position & Survry Hiring Manager
toblas chiosssdaniolarr Tot ;

Softwarne dovelopoy

ag4 . 438 ¢
B VewReport /* Share| I Archive Reguest | (Br Reguest AdSt] Referonces

If you need to search for them later their profile will be available within the Candidate's page.

B Request Management Candidate Directory

O candidates
AI[1)  Hired (@) Not Hired (0) harrig (] 15 LastActivity

Harris, Daniel #l View Report
o +danielharris@crosschg.com

Position: Software

l2 Reporting

Survey:
Req. Date

Status: Completed

1

Additionally, if you need to unarchive them select the three dots on their profile and
select unarchive request.

Candidates > Daniel Harris

Daniel Harris
tobias.chiesa+danielharris@crosschq.com  Last Activity: Added by: Added on: Hire Status: Crosschg Report:
(612) 777-7777 01/19/2022 Tobias Chiesa 01/18/2022 Pending + Report is available

Self 3.94 Ref.4.38 ¢

REFERENCE REQUESTS Request References

Software Developer  Completed

Share (1) =
Software Developer - Team Member
References Requested Requestor Hiring Manager
Jan. 18, 2022 3 months elapsed 4 requested Tobias Chiesa Tobias Garcia Chiesa
S O 0 Process / 4 Completed tobias.chiesa+122@crosscha.com  tobias.chiesa@crosschq.com View Report
Share

Unarchive Request
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To delete a candidate select the three dots on their profile and select delete candidate.

Candidates » Daniel Harris

Daniel Harris
tobias.chiesa+danielharris@crosschg.com  Last Activity: Added by: Added on: Hire Status: Crosschq Report:
(612) 777-7777 01/19/2022 Tobias Chiesa 01/18/2022 Pending « Report is available Edit Hiring Status

Self3.94 Ref.4.38 +

Call Candidate
REFERENCE REQUESTS

Delete Candidate

Completed
Software Developer Complete Share() @
Software Developer - Team Member
References Requested Requestor Hiring Manager
Jan. 18, 2022 3 months elapsed 4 requested Tobias Chiesa Tobias Garcia Chiesa
] 0In Process / 4 Completed tobias.chiesa+122@crosschq.com tobias.chiesa@crosschg.com

If the request is not completed yet you first have to cancel or conclude it and then you will be able
to delete the candidate's profile.

Candidates » Jennifer Gooding

Jennifer Gooding

ryantjenn@crosschq.com  LastActivity:  Added by: Added on Hire Status:
(925) 262-3505 04/08/2020  RyanCollins ~ 04/08/2020  Pending
Selff —— Ref —— Candidate cannot be deleted

when there is an active request

for references. To delete this
candidate, conclude or cancel all
requests.

REFERENCE REQUESTS

Sr. Product Engineer
Software Developer - Manager

References Requested Requestor Hiring Manager
Apr. 08, 2020 2 years elapsed 6 requested Ryan Collins Ryan Drake
Pr 0In Process / 0 Completed ryan+snyder@crosschg.com ryant+drakel@crosschq.com

You can cancel a request by selecting the Cancel button.

Apr. 08. 2020 = Gooding, Jennifer Software Developer - Manager Ryan Collins .

729 days elapsed Sr. product engineer 6 Requested / 0 In Process / 0 Completed Ryan Drake Assigning AR
Request Detail 729 days elapsed References Requested
Reference Status Avi
:
Accepted Assigning Collecting Completed Jennifer Gooding (Candidate) Requested -
Manager Unassigned -
Gooding, Jennifer Position & Survey Hiring Manager Requestor Manager Unassigned -
ryan+jenn@crosschg.com Sr. product engineer Ryan Drake Ryan Collins .
925) 262-3505 Direct Report Unassigned -
( Software Developer - Manager  ryan+drakel@crosschg.com Apr. 08. 2020
Coworker/Peer Unassigned -
Averages Coworker/Peer Unassigned
e . = Wi -
Self—— Ref —— # Edit | < Remind||| W Cancel
Coworker/Peer Unassigned -
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Reading a Crosschq Report and Updating Hiring Status

Reading a Crosschq Report
How to read a Crosschq report
To access a report for a candidate, follow these steps:

1. Inthe menu on the left, click "Request management", and then click the name of the
candidate. This will take you to the candidate's profile.

2. Click "Reportis available", as shown in the figure below.

Daniel Harris

Daniel Harris
toblas chiesa+danieihammisScrosscha.com  Last Activity Addad by Added or Hire Stotus Crosschg Report

438

The contents of a Crosschq report

A Crosschq report contains:

e A summary of the scoring averages, a list of survey respondents, and answers to the
keystone questions.

o Next, the report presents a set of ranked key attributes, strengths, weaknesses, and
answers to the short answer questions.

o Lastly, you'll find all of the individual responses to all of the surveys—from the candidate

and each of the references. This raw data is especially helpful when you want to dig a little
deeper.

As you can see in the figure below, the report exhibits a format that is easy to review and navigate.
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Crosschq Report for Daniel Harris

Reference Averages

4.38 . 3.94. <1

Read the sections below to learn more about the contents of a Crosschq report:

Candidate performance rating scale
Reference averages

Individual References

Alerts
Candidate Attributes
Key Strengths and Areas for Improvement

Job function assessment summary

Other report sections
The raw data report
Report Notes

Access Log

Candidate performance rating scale

All candidates and references answer a series of scaling questions about overall performance —
comparing the performance of the candidate to their coworkers and colleagues. Each question
presents a range of values that correspond to the numbers 1 - 5. The survey also asks the
references and the candidates to choose a number for the performance on each of the key
attributes, and also for overall performance. This numerical scoring scheme provides a quantitative
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assessment in the form of a convenient, concise set of candidate performance indicators in
specific areas.

Reference averages
These are the three metrics at the top of the report:

o Reference Average — the reference average is calculated from the first two keystone
questions. The first keystone is a single 1-5 rating. The second keystone question are the
nine attributes 1-5 ratings. We average these nine ratings into a single number and then
calculate the average of keystones 1 and 2.

o Self-Reference Average — the self-reference average is calculated from the first two
keystone questions. The first keystone is a single 1-5 rating. The second keystone question
are the nine attributes 1-5 ratings. We average these nine ratings into a single number and
then calculate the average of keystones 1 and 2.

¢ Completion time — given in minutes or hours, this is the time that has elapsed from the
point of the initial request until the time at which the last reference completes their survey.
Lower completion times may suggest more engagement and interest from the candidate.

Roferonce Averages

4,38 . 3.94 . <1

We can see that the scores from the references for this candidate average out to 4.38 and the
candidate's self-reference score is 3.94.

Individual References

Look closely at each of the individual reference scores, especially any that are significantly lower
than the others.

Reforence Avernges

4.58 . 3.94 . <
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Alerts

Report alerts identify potential concerns that came through during the reference evaluation
process. These alerts appear immediately below the reference name list, near the top of the report,
because the alerts may contain very important information.

At any time, you can adjust your notification settings within the Organization settings of your
Crosschqg account to enable or disable specific notifications, and adjust your low-average
threshold number. Crosschq provides these alerts to give you the opportunity to look more closely
at the candidate.

Below are the alerts that may appear on a candidate's report:

Reference Average Threshold Alert
The candidate’s Crosschq 360 Report will display an alert if the calculated Reference Average from
one or more of a Candidate’s references falls below this threshold.

Termination Alert
The candidate’s Crosschq 360 Report will display an alert if one or more references indicate that a
Candidate's employment was terminated.

Code of Ethics Alert
The candidate’s Crosschq 360 Report will display an alert if one or more references do not select
Strongly Agree when asked if the Candidate has a strong code of ethics.

Declined Request Alert
The candidate’s Crosschq 360 Report will display an alert if one or more people declined the
Candidate's request for a reference.

Rehire/Recruiting Alert
The candidate’s Crosschq 360 Report will display an alert if one or more references state that they
would not recommend the candidate if their company were recruiting.

Fraud Alert/Fraud Warning

The candidate’s Crosschq 360 Report will display a warning if the candidate and/or any reference
either uses the same IP address OR an alert if they are using the same PC or mobile device to
complete a survey.

There are many valid reasons for the candidate/reference to share the same IP address (for
example, if they are working in the same office) which is why we call it a warning. However, same PC
or mobile device alerts are usually more concerning which is why we refer to it as an alert. If the
hiring manager has concerns, we highly recommend they reach out to the reference in question to
verify authenticity.

For these reasons, same IP warnings are yellow as they are less concerning and same device
alerts are red as they are more concerning. Below is an example of what the same device alert
would look like:
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Above you can see the device used, IP address, survey date, and duration. The items that are
highlighted in red indicate information that is concerning such as the same device used, same IP
used, consecutive dates completed, and short survey duration.

Additionally, Crosschq often receives emails and SMS messages directly from candidates and
references. If Crosschq receives a message containing information that indicates the reference's
relationship to the candidate is different from the requested reference, Crosschq will share this
information with the customer so they can confirm the relationship.

Potential Workplace Safety Issues Alert
The candidate’s Crosschq 360 Report will display an alert if one or more references indicate that
the Candidate has previously engaged in activities that could affect workplace safety.

Recommendations

Below the alerts, you'll find a table that lists candidate responses to the question "If your company
was recruiting, would you recommend [this candidate]?

Candidate Attributes

Here, the key attributes of the candidate are ranked from highest to lowest, together with the self-
reference scores. Click the link above the table to view specific survey responses.

Key Strengths and Areas for Improvement

This section lists both the most frequently selected strengths and areas for improvement. Click the
link above the table to view specific survey responses.

Job function assessment summary

Here, you'll find a comparison of the candidate self-scoring with reference scoring on various
attributes of the role for which the candidate is applying. This helps in evaluating the fit of the
candidate for this role.

Other report sections

Near the bottom of the report, you'll find more details such as comments on candidate strengths
and areas for improvement, personal feedback from references, and ratings that indicate how the
candidate compares with coworkers and colleagues.

The raw data report

To look more closely at reference feedback or isolate specific data sets, have a look at the raw data
report. The raw data includes the answer to every question from the references and the candidate.
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Click the View Raw Data button to toggle the page to the Reference Raw Data Report.

Scroll down to view contact information and answers to each of the questions. Back at the top of
the page, click the Crosschq Report button to toggle back to the main report.

Report Notes

To leave a note about a Candidate's report, you can do so easily by utilizing the Notes feature within

Crosschq.

Select the Notes button.

Candidates » Daniel Harris » Crosschqg Report

@ How to read this report

# Notes 1 |e® Share & Download @ Accesslog =

View Raw Data &+ Request Addt'l References

Daniel Harris

Software Developer

B Survey 2]

Software Developer - Team Member

Hiring Manager
Tobias Garcia Chiesa

B Requestor
Tobias Chiesa

Request Date
01/18/2022

Completion Date

01/19/2022

o Reference Averages

Reference Avg @

4.380 124.07
This Reference Avg is higher than most FINN partners
candidates.
REFERENCE COMPANY/TITLE
William Davis Skill Distillery
Coworker/Peer Student

Tnhn Dadricnas ¥ Nalta Tarhnalm

Self-Reference Avg @

3.94¢

Thi
candidates,

DURATION

From 2016-2020
4 years

Purrant

If-Reference

View Crosschq's 1-5 scale ®

Elapsed Time @

<1day @

This elapsed time is

2 417

Avg is lower than most FINN partners

CONTACT INFORMATION NOTES
7 William and | worked together on a team for our final
ycrosschq.c. project.

(PN 7777777

Tnhn ic ana af mur hact enllasanas ot Nalta Tach W

1= 3.8 days

ower than most FINN partners candidates

AVERAGE/TIME

4.7
<1day

a4

Add in the desired note and select submit. If the send notification box is checked, the requestor
and the hiring managers will receive an email notification.
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Candidates » Daniel Harris > Crosschq Report

@ How to read this report

& Notes 1 e Share & Download @ Ac
Software Developer
B Survey B Hiring Manager B Requestor
Software Developer - Team Member Tobias Garcia Chiesa Tobias Chiesa
o Reference Averages
Reference Avg @ Self-Reference Avg @ Elaps
4.380 12 4.07 3940 w417 <1d
This Reference Avg is higher than most FINN partners This Self-Reference Avg is lower than most FINN partners This e
candidates. candidates.
REFERENCE COMPANY/TITLE DURATION CONTACT INFORMATION NOTES
William Davis Skill Distillery From 2016-2020 (612) 777-7777 William and I wol
Coworker/Peer Student 4 years

amber.west@crosschaq.c... project.

Your note will be saved for others to see and comment on.

360 v
Candidates > Daniel Harris > Crosschg Report

® How to read this report

& Notes 2 @ Share & Download @ Ac
Software Developer
B Survey B Hiring Manager B Requestor
Software Developer - Team Member Tobias Garcia Chiesa Tobias Chiesa
o Reference Averages
Reference Avg @ Self-Reference Avg @ Elaps!
4.380 12 4.07 3.940 L2 417 <14
This Reference Avg is higher than most FINN partners This Self-Reference Avg is lower than most FINN partners This e
candidates candidates.
REFERENCE COMPANY/TITLE DURATION CONTACT INFORMATION NOTES
William Davis Skill Distillery From 2016-2020 (612) 777-7777 William and | wot
Coworker/Peer Student 4 years

amber.west@crosschg.c.. project.

360 Notes x

Kelsey Peterson

Particularly interested in his manager input here - flagging
for team.

Add a note

@nicole take a look at Martin's reference from Mike Fitz.
Interesting feedback especially around his strengths

Send notification

360 Notes x

You

@nicole take a look at Martin's reference from Mike Fitz.
Interesting feedback especially around his strengths
Kelsey Peterson .
Particularly interested in his manager input here - flagging
for team
Add a note

Send notification
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Access Log

Additionally, you can see if others have accessed the report by viewing the access log. Select the

Access Log button to review.

Candidates » Daniel Harris » Crosschq Report

@ How to read this report

& Notes 2 ¢ Share L Download | @ Accesslog | = View RawData &+ Request Addt'l References

Daniel Harris

Software Developer

B Survey B Hiring Manager
Software Developer - Team Member Tobias Garcia Chiesa

B Reguestor
Tobias Chiesa

Request Date
01/18/2022
Completion Date
01/19/2022

o Reference Averages

View Crosschq's 1-5 scale @

Reference Avg @ Self-Reference Avg @ Elapsed Time ®

4.380 1= 4.07 3.940 L= 417 <1day @ 12 3.8 days

This Reference Avg is higher than most FINN partners This Self-Reference Avg is lower than most FINN partners This elapsed time is lower than most FINN partners candidates.
candidates. candidates.

REFERENCE COMPANY/TITLE DURATION
William Davis Skill Distillery From 2016-2020
Coworker/Peer Student 4 years
EN EE P

CONTACT INFORMATION

(612) 777-7777
amber.west@crosschq.c..

NOTES

William and | worked together on a team for our final
project.

Candidates » Daniel Harris > Crosschq Report

® How to read this report

# Notes 2 @ Share & Download @ Ac

Tobias Chiesa

Suzanne Aiello

Daniel Harris

Software Developer

B Survey E Hiring Manager
Software Developer - Team Member Tobias Garcia Chiesa

B Requestor
Tobias Chiesa

Suzanne Aiello

Madeline Schiess

Nicole G

Nicole G

Nicole G

o Reference Averages

Nicole G

Suzanne Aiello

Reference Avg (3 Self-Reference Avg (3 Elapse
Amber West
4.380 1 4.07 3.940 12 417 <1ai
This Reference Avg is higher than most FINN partners This Self-Reference Avg is lower than most FINN partners This eld
Suzanne Aiello
candidates. candidates.
Ari Goodstein
Peter Sitov
REFERENCE COMPANY/TITLE DURATION CONTACT INFORMATION NOTES
William Davis Skill Distillery From 2016-2020 (612) 777-7777 William and I worl  Tobias 122share
Cowaorker/Peer Student 4 years amberwest@crosschg.co... project.
Tnhn Badrinnay d Nalta Tanhnala Furcant (A1 TT7TTTT Tnhnic anaafrm  Tnhiac 122chara

AVERAGE/TIME

4.7
< 1day

Live Report

Live Report

Live Report

Live Report

Live Report

Live Report
Live Report
Live Report
Live Report
Live Report
Live Report

liva Rennrt
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Updating Hiring Status
How to Update the Hiring Status for a Candidate

Updating the Hiring Status of a Candidate

Once a candidate has been completed within Crosscha, users can update the hiring status by

taking the following steps.

1. Click on the candidate profile.

Aritonia Banderas

@.‘ Antonio Banderas

Real Estate

2. Select the drop-down menu on the far right-hand side next to the "Pending" status. Then

select the correct option based on the candidate's hiring status.

Antonko Bandaras

ﬁi Antonio Banderas

Real Estate

Added on: Hire Status:
01/12/2022 Pending -

Candidate was hired

Candidate was not hired
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3.

If the candidate was hired, the status will look like this in the candidate's profile:

Candidate Antonio Banderas

Antonio Banderas

tobias.chiosa+antonoEcr

osschg.com  Last Activity Added by Added on Hiro Status
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Reporting Screen
Reporting
How to Utilize Crosschq's Reporting Feature

The reporting screen allows users to view and interact with a range of graphs, including
candidate averages, completion times, prospect opt-in rates, and more for deeper understand
of Crosschq's data.

To access the reporting screen, click the Reporting tab within your Crosschq homepage.

crosschq”

Anference Averages Summnary Geography

Below, we explain the information in each graph and how to adjust the settings/information.
Reference Averages

The reference average graph displays the average reference data for your organization within a
given time period and offers a comparison to other Crosschq organizations.

Additionally, you can sort the data by date range, survey type, and team member. The graph is
dynamic so it will automatically update based on your selections from the drop-down menus.

If you would like to see only your organization's information, click My Org (the circle beside
this label should turn purple). The same action can be repeated to see other organizations'
data (in blue).
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Reference Averages ]

44 am 443 432 AN 4m 444 40p
1]
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0
03-2022 Q4-2022 01-2023 02-2023

® dMyorg @ All Organizations

ek

Request KPIs

The Request KPIs snapshot provides users with an overview of total request activity within a
specific time period. By clicking the calendar icon at the bottom of the page, users can adjust
the time frame and the data will automatically update.

Request KPls &

Requests sent (in period) 1464
Open 315
Completed 987
Canceled 153
Declined g
Declined references T
# of fraud alerts 59

=
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Location by Country

This graph shows users where candidates, references, and prospects are based
geographically. This information can be further sorted by adjusting the time frame, survey
type, and team member via the filter icons.

Location by Country L]

Candidates + Prospects B References

Prospect-Opt-in Rates

Within the Prospect Opt-in Rate graph, users can see opt-in information within a given time
period and as compared to other organizations. To sort the data further, click on the specific
percentages to view one organization at a time and use the drop-down menus to further filter
by time and survey type.

To solely view your organization's information, click My Org Opt-In Percentage. The same
action can be repeated to see other organizations' opt-in data.
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@ My Org Opt-in Percentage
All Orges Opt-in Percentage

Average Completion Times

The Average Completion time graph allows users to get a sense of the average completion
time for a Crosschq request as compared to other organizations. Users can filter via the icons

at the bottom of the graph, or by clicking the legend to isolate the data sets.

Average Completion Time [!

15

10.5

10

Days

03-2022 Q4-2022 01-2023 0Q2-2023

® MyOrg @ All Organizations
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Cost Savings Analysis

The cost savings analysis graph is designed to illustrate the cost of a Crosschq request versus
the cost of a traditional reference check. To customize the settings, click on the settings wheel

in the far right corner.

Cost Savings Analysis I
S5200.000 179282
159,148
111,005
:: SAM0 O
9 $100.000
&7,500
51,375 51562
3,280 4590 2,420 1,740 -

50

03-2022 o4-2022 01-2023 02-2023

Curnulative Cost Savings

@ Crosschg @ Traditional

From there, enter the information in the form below to customize the analysis to your
organization. Then you will be able to further sort by time period via the calendar icon at the

bottom of the graph.
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Cost Savings and Efficiency Settings X

Crosschq uses the following formula to calculate the cost of collecting traditional references (all times are converted to hours):
# of References Collected per Candidate x # of Candidates in the Period x ((Scheduling Time + Phone Interview Time + Documenting
Results Time) x Employee Hourly Cost)

The following formula is used to calculate the cost of collecting references via Crosschq (all times are converted to hourly):
# of Candidates in the Period x (Create Request Time + Manage Request Time) x Employee Hourly Cost

Traditional referencing inputs:

Scheduling (min) Phone interview (min) Documenting results

10 30 10

Crosschq referencing inputs:

Create request (min) Manage request (min)

3 5

Employee cost:

Cost per hour $§

75

Value of generating job prospects:
Cost of sourcing a new hire $ Conversion of prospects to hires %

4000 1.5

Reference Requests

The Reference Request graph displays information as it relates to all reference requests in
your organization and their various statues. Here you can see the total number of requests
requested, this is further segmented by request status so you can get a better sense of your
internal progress. Finally, you can further sort the data via the icons at the bottom of the
screen.
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Reference Requests ]

Total Requested [1.464)

_ Rtz

Assigred (1.201)

__ Fepart ampletes 987

@ Total Requested W@ Accepted fssigned @ Report Complated

Report KPIs

The Report KPIs snapshot provides users with an overview of completed reference report
metrics within a specific time period. By clicking the calendar icon at the bottom of the page,
users can adjust the time frame and the data will automatically update.

Report KPls [
Self avg rating 41
Awg # of refs per candidate 5.6
fwg time to complete 5.3 days
fwg views per report 1.3
forg notes per report i)
fwg PDOF downloads per report a
# of fraud alerts 59
=

Language Usage

This chart tracks the number of surveys that have been filled out by language. Click the legend
labels to select and/or deselect which languages to include in the chart. Survey time frame
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can be updated by clicking the calendar icon at the bottom.

Language Usage L]

Partuguess
[Portuguésk12.8%

Spanish: 4.2%

Arabie: 5.0% ——— h

" English: 75.0%

@ English @ Arabic Spanish @ Portuguese (Portugués)
ke
B

Device Usage

This chart tracks the percentage of surveys completed via desktop versus mobile device. Click the
legend labels to select and/or deselect which device to include in the chart. Survey time frame can
be updated by clicking the calendar icon at the bottom.

Device Usage [

Desklop: 2B9% -

T Mabile: 701

@ Mobile @ Desktop

Reference Relationship to Candidate

This chart tracks the percentage of surveys created broken down by candidate relationship. Use the
filter icons at the bottom to update the chart to a specific date range or survey.
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Reference’s Relationship to Candidate [

Manager G624
Comorkier) Pear
Derect Report oe
o 0% 20% 0% 40% S0% a0%  T0%

Fraud Alerts

This chart allows organizations to keep track of their fraud alerts over time and compare them with
the percentage of alerts across all Crosschq customers. Please note this chart only keeps track of
same device alerts and doesn't include "Fraud Warnings" also known as same ip address alerts.
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Hired Prospects (Estimated)

This chart tracks the candidates who opted in as a prospect and Crosschq has inferred have been
hired by the organization. Users can choose what columns to appear in the chart by clicking the
vertical ellipsis at the top right corner and selecting Customize Report. The ellipsis also provides an
option to download the report as a CSV file. The calendar icon at the bottom allows users to filter by

a specific date range.

Hired Prospects - Estimated
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This chart tracks all reference requests that were created. Users can choose what columns to
appear in the chart by clicking the vertical ellipsis at the top right corner and selecting Customize
Report. The ellipsis also provides an option to download the report as a CSV file. The icons at the
bottom allow users to filter by date range, job position, survey, requestor, and request status.

360 Request Report
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360 Reference Report

This chart tracks all references that have gone through a 360 request. Users can choose what
columns to appear in the chart by clicking the vertical ellipsis at the top right corner and selecting
Customize Report. The ellipsis also provides an option to download the report as a CSV file. The
icons at the bottom allow users to filter by date range, job position, survey, and requestor.

360 Reference Report LI
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Within the reporting section, you'll discover a comprehensive array of analytical tools comprising
two tables and four graphs. These visualizations center around delivery, bounce, and open rates, for
candidate and reference surveys.

To help you interpret these metrics effectively, here are some key definitions:

Email/SMS Delivered: Indicates a successful delivery when the recipient server accepts the
message. Please note, that this doesn't guarantee the recipient has opened the message.

Email/SMS Bounced: This occurs when a message is rejected by the recipient server, often due to
reasons like an invalid email address or a full inbox.

Email Opened: Recorded each time a recipient accesses the message.

Fraud Warnings

Presenting the "Fraud Warnings" chart, meticulously crafted to swiftly flag potential fraudulent
activities for our users' attention. These alerts encompass instances such as when two or more
references, or a candidate and a reference, share the same IP address while completing a reference
survey. It's crucial to note that while these activities may raise suspicion, they don't inherently imply
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fraudulent behavior. Nonetheless, we strongly advise recruiters to verify the authenticity of surveys,
ensuring they originate from the intended reference or candidate themselves.

Finally, for those with Insights, these updates are readily available within the "Reporting 360"
template.
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	Crosschq 360 Reference Survey: End User Resource Guide 
	This resource document compiles key information from the Crosschq online knowledge base to serve as a quick reference and support tool. This guide provides a structured summary and workﬂow extracted from the knowledge base articles. Users are still encouraged to refer to the original articles for additional resources and to access the included links for the most current and detailed information to support further individual training. This document is designed as a supplemental resource, allowing you to quic
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	Getting Started 
	Creating An Account 
	How to create an organization account 
	Follow these steps to create an organization account with Crosschq: 
	1. As the administrator for the organization, you'll receive an email message containing a link to create a new organization account with Crosschq. 
	1. As the administrator for the organization, you'll receive an email message containing a link to create a new organization account with Crosschq. 
	1. As the administrator for the organization, you'll receive an email message containing a link to create a new organization account with Crosschq. 

	2. Click that link to access the Create your account page (see the ﬁgure below). On that page, enter your ﬁrst and last name, company name, phone number, email address, and password.  
	2. Click that link to access the Create your account page (see the ﬁgure below). On that page, enter your ﬁrst and last name, company name, phone number, email address, and password.  

	  
	  

	3. Click the Submit button, and look for a Crosschq email message that conﬁrms the creation of your account. Click the link in that email message to access the login page. 
	3. Click the Submit button, and look for a Crosschq email message that conﬁrms the creation of your account. Click the link in that email message to access the login page. 


	Figure
	4. Enter the Email address and Password for your account. If at any point you forget your password, click  for directions on how to recover.   
	4. Enter the Email address and Password for your account. If at any point you forget your password, click  for directions on how to recover.   
	4. Enter the Email address and Password for your account. If at any point you forget your password, click  for directions on how to recover.   
	here
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	Log into Crosschq Organizations 
	How to log in to your Crosschq Organization 
	To log in, go to  and click the Sign in button in the upper-right corner, as shown in the ﬁgure below. In the drop-down panel—beneath Organizations—click the Log In button. (If you don't already have an account, visit  for directions on how to create an account.) 
	www.crosschq.com
	this page

	Figure
	   
	On the login page, enter your Email address and Password, then click the Login button. 
	 
	Figure
	 
	When you log in to Crosschq you will be taken to your organization's homepage. Here you will see the modules your organization has access to. If your organization has only one active module within Crosschq, you will be taken to that module upon login. (You can see modules that are coming soon in gray.) To access a module, select the module you want to access. You can access the main menu using the top menu.  
	 
	Figure
	User Settings 
	How to Manage User Settings 
	To access your user settings, click your name in the upper-left corner, then click User Settings. 
	 
	Figure
	Your user settings include: 
	 
	 
	 
	• Proﬁle


	 
	 
	• Security — Change your password


	 
	 
	• Email Preferences



	 
	 
	Proﬁle 
	Click the Proﬁle menu item to edit your name, email, and phone number. Remember to click to Save Changes button. 
	 
	Figure
	Security — Change your password 
	Click the Security menu item, then enter your New Password. Carefully enter the same password in the Verify Password ﬁeld, and then click the Save Changes button. 
	 
	Figure
	Email Preferences 
	To opt into the Crosschq Weekly Summary email distribution, click Preferences and enable the green slider. Click again to opt out. 
	 
	Figure
	 
	 
	 
	 
	 
	 
	Getting Started with Crosschq 360 
	Managing Crosschq 360 Settings 
	How to manage Crosschq 360 settings 
	Users with administrative permissions can edit Crosschq 360 settings. To edit these settings, click the Organization Settings item in the top-right menu using the settings wheel. 
	 
	Figure
	The Crosschq 360 Settings menu contains a number of items for you to explore and edit: 
	 
	 
	 
	• Request Settings
	 
	 
	 
	o Notiﬁcations Sent to Candidate 


	 
	 
	o Notiﬁcation to Team Members


	 
	 
	o Request Conclusion


	 
	 
	o Request auto cancel


	 
	 
	o Private candidates





	 
	 
	• Surveys
	 
	 
	 
	o Survey Library


	 
	 
	o Diversity/Bias Modules


	 
	 
	o Custom Questions


	 
	 
	o Optional Questions


	 
	 
	o Language Settings






	 
	 
	 
	• Templates


	 
	 
	• 360 Report Settings



	 
	Reference Request Settings 
	Notiﬁcations Sent to Candidate 
	 
	Figure
	Notify Candidates via SMS - you can enable/disable Candidate SMS messages 
	Past Due Reminder Schedule - you can customize the cadence at which due date reminders are sent to candidates. 
	• Mark all requests past due after... : Select after how many hours the request will be considered past due (you can choose between 24h, 48h, and 72h); 
	• Mark all requests past due after... : Select after how many hours the request will be considered past due (you can choose between 24h, 48h, and 72h); 
	• Mark all requests past due after... : Select after how many hours the request will be considered past due (you can choose between 24h, 48h, and 72h); 

	• How many reminders: Select the number of times candidates will be reminded to complete their surveys; 
	• How many reminders: Select the number of times candidates will be reminded to complete their surveys; 

	• Frequency: Select how often candidates will be reminded; 
	• Frequency: Select how often candidates will be reminded; 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Notiﬁcations to Team Members 
	Email notiﬁcations can be sent to team members when a reference request changes its status. In this section, you can check/uncheck the boxes to enable/disable team member notiﬁcations for the requestor and/or Hiring Manager. 
	If you have enabled the Slack integration with Crosschq, you can also assign speciﬁc Slack channels to receive these notiﬁcations. Read  to learn more about the Slack integration. 
	this article

	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Request Conclusion 
	Here you can enable the auto-conclude feature for Crosschq requests. Click  to learn more about this settings.  
	HERE

	 
	Figure
	Request auto cancel 
	Use this setting to have Crosschq automatically cancel unaccepted reference requests. A request is unaccepted when the candidate does not access the Crosschq system. 
	Enable the toggle switch and select the days that must have elapsed for the requests to auto-cancel. Check the box to notify candidates when the request is canceled. 
	 
	Figure
	Private Candidates 
	Set candidates as "Private" by default. This setting will set candidates as "private" whenever a new request is created. Private candidates are only accessible to the requestor and hiring managers who are assigned to the request, and super admins. 
	 
	Figure
	If another user wants to view a private candidate's report and does not meet one of these conditions, use the secure sharing feature to share the report. Click  to see how to share private candidate reports. 
	HERE

	Surveys 
	Survey Library 
	We have 3 survey libraries: 1) Corporate, 2) Education, and 3) Healthcare Provider. We've automatically assigned each library the list of surveys that would most likely be used by a company in that industry sector (note: a survey can appear in multiple libraries or in a single library). The default library for new accounts is Corporate. You can change the libraries on an account by contacting support@crosschq.com. 
	To preview a survey click the reference or self buttons to preview each survey and review the questions. To mark a survey as inactive, click the trash can on the far right-hand side, this way it will not be available for team members to use when creating new reference requests. To re-add inactive surveys, click the add more surveys button. As Crosschq releases new surveys, you will be able to add them to your account by clicking the Add More Surveys button and selecting from there. You can search for releva
	 
	Figure
	Custom Modules are also available to be built by our support team, to inquire reach out to support@crosschq.com. 
	Optional Modules include the Workplace safety module, the Remote Work module (which was designed for remote work environments during COVID), and the Culture module which can be enabled by selecting the slider within your settings and toggling on.  
	 
	Figure
	Diversity/Bias Modules 
	Crosschq offers an optional diversity survey module that collects gender, age, and ethnicity from candidates and references. The responses received to these optional questions allow Crosschq to analyze whether bias has an impact on reference responses and proactively make changes to surveys and reports if needed. This information is then shared with Crosschq customers as it is available.  It is important to note that diversity responses received from candidates and references will not be included in the Cro
	Full - Demographic information is collected and stored by name for candidates and anonymously from references. This option must be selected when using Crosschq’s Insights Diversity & Inclusion product. 
	Anonymous - Demographic information collected anonymously from candidates and references. 
	The default setting for all accounts is FULL. Select the setting that is preferred for your organization and it will automatically be updated for your account. 
	 
	Figure
	Custom and Optional questions 
	Access the following articles to learn more about how to: 
	• Create your  and add them to the Crosschq surveys; 
	• Create your  and add them to the Crosschq surveys; 
	• Create your  and add them to the Crosschq surveys; 
	Custom Questions


	• Enable Crosschq predeﬁned . 
	• Enable Crosschq predeﬁned . 
	Optional Questions



	Language Settings 
	Crosschqoffers English, Arabic, Mandarin, French, German, Italian, Japanese, Korean, Portuguese, and Spanish surveys within our reference-checking module, allowing candidates and references to choose their preferred language when completing their reference surveys.  
	Your reports will continue to be provided in English except for open-text answers, which can be automatically translated at the click of a button. You can control what languages to enable within your settings. Additional languages will be added to our survey library in 2022-2023. 
	To enable surveys in other languages, click Language Settings within the Survey section, and select the checkbox next to the language you want to enable. 
	 
	Figure
	 
	You will be able to view which surveys are available in that language in your survey library. 
	 
	Figure
	Candidates and references will then be able to adjust the language within the survey. 
	 
	Figure
	If you access the report within the Crosschq app, you will see that the open-text answers show up in the language they were entered. However, you can translate the answers into English by simply clicking the translate button. 
	Templates 
	Templates are utilized to manage Crosschq within an ATS connector or when you want to quickly select a Crosschq template when creating a reference request in the platform. To create a Crosschq template, select Create New Template. Enter the required information such as template name,  ATS Tag if required, and create a description of the template.  
	Within the Request Settings section, add in the position, select the appropriate survey, conﬁgure the number, and type of references you want to be associated with this request. Please note, the relationship type can either be speciﬁed or you can select any relationship type and let the candidate determine the type of reference. 
	From there, add in optional hiring manager information. Finally, you can create custom emails or text messages associated with each template by ﬁlling out the custom notiﬁcations section. When you are done, select Create Template and this will automatically be linked to your ATS.  
	Additionally, you can add customized notes to each speciﬁc reference-request i.e. "Please provide a manager reference from X company." 
	You can also enable auto-conclude for speciﬁc templates rather than setting an overall rule for all requests. Go to Organization Settings, Templates, and then select the template that you want to set up an auto-conclude rule for. From here, click edit. Then you can set the speciﬁc auto-conclude rule for this template. 
	 
	Figure
	At any point, if you need to edit or delete a template select the three dots next to the template and you can manage from there. Here you will be able to review the list of active templates you have available for usage.  
	Figure
	 
	Figure
	360 Report Settings 
	On this settings page, you can enable or disable various alerts by clicking the toggle for each alert.  Any alerts that you enable will appear in the Crosschq Candidate report. 
	For the Reference Average Threshold, enter a number in the ﬁeld that represents the threshold for the number of candidate references. An alert will appear in the report if the calculated Reference Average from one or more of a candidate’s references falls below this threshold. 
	 
	Figure
	 
	 
	 
	360 Report Reference Anonymization 
	You can also choose to anonymize reference information, which you can adjust so only certain users see PII. 
	 
	Figure
	Note: This will only affect PDF reports of those requests created after enabling this feature. 
	PDF Download 
	Enable this setting to allow completed/concluded 360 reports to be downloaded as a pdf. 
	 
	Figure
	AI Summary {A feature soon to be added} 
	Enable this setting to enhance Crosschq 360 reports with an AI summary. This feature provides an easily digestible summary of a candidate's Crosschq report.  
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	Below is a preview of the summary. This feature is off by default for all customers and needs to be enabled to be utilized.  
	 
	Figure
	PDF strategy and User Permissions 
	Overview on Report Sharing and User Permissions 
	Sharing Reports 
	Within Crosschq, there are two ways to share reports with others in your organization. The ﬁrst is Securing Sharing. 
	Securing Sharing allows users to securely share Crosschq reports within the platform, while also allowing the ability to track who has accessed and reviewed the report. Additionally, users can add notes to a report in order to provide comments or additional information.  
	To share a report within Crosschq, users select the share button and enter the email address of the person they want to share the report with. If the person they are sharing the report with doesn’t have a Crosschq account, they are invited to create a Viewer account upon receiving the report. When a report has been shared, they'll be able to see who the report has been shared with and who has viewed the report.  
	 
	Figure
	 
	Figure
	The second method of sharing is utilizing the download PDF feature. This feature is automatically enabled for your account and allows users to share reports with others by downloading the candidate’s report and sharing via pdf. 
	To download a PDF report, select the candidate in question, click the View Report button, and select download report. There are two types of reports available, a summary report and a full report that includes all of the raw data.  
	 
	Figure
	  
	 
	Figure
	  
	This way of sharing reports does come with a security risk, as users are unable to track how PDFs are distributed. It is for this reason that we recommend organizations utilize our secure sharing feature. 
	If your organization does decide to use secure sharing, we recommend turning off the PDF generation feature to reduce security/sharing issues and security risks for your organization. In order to turn off PDF generation, select Security with the Organization Settings, then disable the toggle next to the PDF generation section.  
	 
	Figure
	 
	User ID Permissions 
	Crosschq offers four different types of user permissions within the platform: Super Administrators, Administrators, Team Members, and Viewers. 
	• Super Administrators: complete access to all settings, reports, and modules. 
	• Super Administrators: complete access to all settings, reports, and modules. 
	• Super Administrators: complete access to all settings, reports, and modules. 

	• Administrators: can invite/manage other users, can grant users access to other modules, can manage account settings, can make requests to candidates, and can view reports that they have permission to view.  
	• Administrators: can invite/manage other users, can grant users access to other modules, can manage account settings, can make requests to candidates, and can view reports that they have permission to view.  

	• Team Members: can invite Viewer users, can make requests to candidates, can view all non-private reports. Team members can also access all modules they have permission to access such as 360, NHA, and/or Recruit. 
	• Team Members: can invite Viewer users, can make requests to candidates, can view all non-private reports. Team members can also access all modules they have permission to access such as 360, NHA, and/or Recruit. 

	• Viewers: can view all reports that are shared with them. Viewers can only view reports that have their name associated with the request, meaning they are a hiring manager or the report has been shared with them. 
	• Viewers: can view all reports that are shared with them. Viewers can only view reports that have their name associated with the request, meaning they are a hiring manager or the report has been shared with them. 


	To review how to invite team members to your organization, refer to this .   
	article

	Making Candidates Private 
	For those organizations that want to ensure certain team members can only see reports they have access to, it is important to utilize the privacy setting on the candidate page.  
	By marking a candidate private, users make sure that only admins and the owner of the candidate and hiring manager can access the candidate’s report. Additionally, when a report is marked as private the secure sharing feature is disabled to make sure the information is shared only with those who have access to the report.  
	To mark a candidate as private, select the candidate in question. Select the three vertical dots next to the candidate’s name, and click Mark Private.  
	 
	Figure
	 
	 
	 
	Overview on what account types can access/view: 
	 
	Figure
	  
	 
	 
	 
	 
	 
	 
	Requesting References from a Candidate 
	 
	Requesting References from a Candidate 
	How to Request References from a Candidate 
	 
	 
	 
	• Creating a request


	 
	 
	• Requesting additional references



	 
	  
	There are a few different ways to request references from a candidate within Crosschq. You can do so from the Create Request button on the Reference Management screen, directly from the candidate proﬁle, or via the Candidate Directory. Below we will overview the most common way users request references from the Reference Management screen. Follow these steps to Create a Request from the Request Management screen. 
	1. In the upper right corner of the Request Management page, click the Create Request button.  
	1. In the upper right corner of the Request Management page, click the Create Request button.  
	1. In the upper right corner of the Request Management page, click the Create Request button.  

	   
	   


	Figure
	 
	 
	2. In the popup window, enter the First name, Last Name, Email address, and Phone number for the candidate. Then click the Continue button.  
	2. In the popup window, enter the First name, Last Name, Email address, and Phone number for the candidate. Then click the Continue button.  
	2. In the popup window, enter the First name, Last Name, Email address, and Phone number for the candidate. Then click the Continue button.  
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	3. Next in the Setup Request screen either select the preset reference template (To understand how to use templates click .) or enter the position the candidate is applying for.  In the Survey drop-down, choose the job function survey that corresponds to the role for which the candidate is applying.  
	3. Next in the Setup Request screen either select the preset reference template (To understand how to use templates click .) or enter the position the candidate is applying for.  In the Survey drop-down, choose the job function survey that corresponds to the role for which the candidate is applying.  
	3. Next in the Setup Request screen either select the preset reference template (To understand how to use templates click .) or enter the position the candidate is applying for.  In the Survey drop-down, choose the job function survey that corresponds to the role for which the candidate is applying.  
	here
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	4. In the References to Request section, click the - and + buttons to specify how many references you want for this candidate, then utilize the drop-down menu to specify the type of relationship for that reference. Please note you can select any relationship or indicate a speciﬁc type of relationship. Via the Add note button, you can add an optional note to indicate an additional speciﬁcation for that reference. Be sure that the total number of requests is at least 1. Select continue.  
	4. In the References to Request section, click the - and + buttons to specify how many references you want for this candidate, then utilize the drop-down menu to specify the type of relationship for that reference. Please note you can select any relationship or indicate a speciﬁc type of relationship. Via the Add note button, you can add an optional note to indicate an additional speciﬁcation for that reference. Be sure that the total number of requests is at least 1. Select continue.  
	4. In the References to Request section, click the - and + buttons to specify how many references you want for this candidate, then utilize the drop-down menu to specify the type of relationship for that reference. Please note you can select any relationship or indicate a speciﬁc type of relationship. Via the Add note button, you can add an optional note to indicate an additional speciﬁcation for that reference. Be sure that the total number of requests is at least 1. Select continue.  
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	5. On the notiﬁcations page, you can enter the name of the candidate's hiring manager, they will receive a notiﬁcation when the report is complete. You can also customize the email/SMS messages that are sent to the candidate to provide additional information about the Crosschq process. Check to ensure that the notiﬁcations checkboxes are set correctly.  
	5. On the notiﬁcations page, you can enter the name of the candidate's hiring manager, they will receive a notiﬁcation when the report is complete. You can also customize the email/SMS messages that are sent to the candidate to provide additional information about the Crosschq process. Check to ensure that the notiﬁcations checkboxes are set correctly.  
	5. On the notiﬁcations page, you can enter the name of the candidate's hiring manager, they will receive a notiﬁcation when the report is complete. You can also customize the email/SMS messages that are sent to the candidate to provide additional information about the Crosschq process. Check to ensure that the notiﬁcations checkboxes are set correctly.  


	Figure
	Click the Continue button.  
	 
	 
	 
	 
	   See below the email message the candidate will receive once the request is sent. Default message:  
	Message with a note:  
	Figure
	 
	 
	 
	 
	6. Review the information, then click Conﬁrm and Send Request. The candidate will receive an email message with information about the reference request process.  
	6. Review the information, then click Conﬁrm and Send Request. The candidate will receive an email message with information about the reference request process.  
	6. Review the information, then click Conﬁrm and Send Request. The candidate will receive an email message with information about the reference request process.  
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	7. The reference request will appear on the Requests page. Click the downward arrow to expand the request detail.  Here you can further understand the status of the request, what references are completed or outstanding, and view information about the candidate, hiring manager, position, averages, and contact information. To learn more about what candidate statuses mean click .   
	7. The reference request will appear on the Requests page. Click the downward arrow to expand the request detail.  Here you can further understand the status of the request, what references are completed or outstanding, and view information about the candidate, hiring manager, position, averages, and contact information. To learn more about what candidate statuses mean click .   
	7. The reference request will appear on the Requests page. Click the downward arrow to expand the request detail.  Here you can further understand the status of the request, what references are completed or outstanding, and view information about the candidate, hiring manager, position, averages, and contact information. To learn more about what candidate statuses mean click .   
	here
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	Requesting Additional References 
	If a request has been completed and you want to request additional references from the candidate: 
	1. Select the Request Additional References button:  
	1. Select the Request Additional References button:  
	1. Select the Request Additional References button:  


	Figure
	2. Then conﬁrm the number and type of references you want to select from the candidate. Select conﬁrm and send. 
	2. Then conﬁrm the number and type of references you want to select from the candidate. Select conﬁrm and send. 
	2. Then conﬁrm the number and type of references you want to select from the candidate. Select conﬁrm and send. 
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	3. The candidate will receive an email asking for additional reference(s) and will be prompted to ﬁll out the information within their account. The additional references will then be merged with their Crosschq report and will appear complete within the Crosschq account, no need to re-open the request all will be easily compiled together.  
	3. The candidate will receive an email asking for additional reference(s) and will be prompted to ﬁll out the information within their account. The additional references will then be merged with their Crosschq report and will appear complete within the Crosschq account, no need to re-open the request all will be easily compiled together.  
	3. The candidate will receive an email asking for additional reference(s) and will be prompted to ﬁll out the information within their account. The additional references will then be merged with their Crosschq report and will appear complete within the Crosschq account, no need to re-open the request all will be easily compiled together.  
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	Candidate Did Not Receive Reference Request 
	If a Candidate Did Not Receive a Request/a Request is in Spam 
	We sporadically have spam issues with emails we send to Gmail accounts (we rarely see a spam issue with Yahoo, Outlook, or other email providers). Google uses AI for spam detection, and its algorithm constantly changes and is often wrong. This is frustrating, as Crosschq's emails are transactional in nature and are very important to the recipient. We never send spam. We're working on this issue with consultants and email experts to optimize our email server settings and email formats to reduce the Gmail spa
	Manage a Reference Request 
	 
	How to Manage a Reference Request 
	1. To manage the request, click request detail. Here you can manage, edit, or cancel a request. 
	1. To manage the request, click request detail. Here you can manage, edit, or cancel a request. 
	1. To manage the request, click request detail. Here you can manage, edit, or cancel a request. 

	 
	 

	  
	  


	Figure
	Figure
	2. To edit the request, click the edit button. Here you can edit the request structure.   
	2. To edit the request, click the edit button. Here you can edit the request structure.   
	2. To edit the request, click the edit button. Here you can edit the request structure.   
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	3. Requests are automatically marked as "Past Due" after 72 hours at which point candidates will automatically get reminders to complete the request. Additionally, to send another reminder to the candidate, click the send reminder button.   *note: the image shows the "send reminder" button which cannot be clicked within 24 hours because a reminder was sent recently 
	3. Requests are automatically marked as "Past Due" after 72 hours at which point candidates will automatically get reminders to complete the request. Additionally, to send another reminder to the candidate, click the send reminder button.   *note: the image shows the "send reminder" button which cannot be clicked within 24 hours because a reminder was sent recently 
	3. Requests are automatically marked as "Past Due" after 72 hours at which point candidates will automatically get reminders to complete the request. Additionally, to send another reminder to the candidate, click the send reminder button.   *note: the image shows the "send reminder" button which cannot be clicked within 24 hours because a reminder was sent recently 

	4. To cancel the request, click the cancel button. The following alert will prompt:   
	4. To cancel the request, click the cancel button. The following alert will prompt:   


	Figure
	Figure
	Within the candidate or reference details, we will expose an Email Opened label if the respective user opened the Crosschq request:  
	Figure
	It is possible that some browsers and mail servers prevent tracking of opened emails, though this will represent only a small fraction of instances. 
	Bulk Actions from the Request Management Screen 
	In addition to being able to remind, conclude and archive requests individually, users also have the option to conduct bulk actions. 
	To conduct a bulk action, select the candidates you would like to conduct an action on by selecting the checkmark. Then select the desired action from the toolbar underneath the search bar. Here you have four options for bulk actions, archive, send a reminder, conclude, and delete. Select the desired action and conﬁrm you want to conduct via the conﬁrmation screen. This will complete the bulk action. 
	 
	 
	Figure
	If a Candidate Did Not Receive a Request/a Request is in Spam — We sporadically have spam issues with emails we send to Gmail accounts (we rarely see a spam issue with Yahoo, Outlook, or other email providers). Google uses AI for spam detection, and its algorithm constantly changes and is often wrong. This is frustrating, as Crosschq's emails are transactional in nature and are very important to the recipient. We never send spam. We're working on this issue with consultants and email experts to optimize our
	If a Candidate Request is Accidentally Canceled — if a Candidate request is accidentally canceled, Crosschq can't reverse the cancelation. However, the Candidate owner should create a new request for the candidate which will then allow the candidate to assign their old references to the new request without having to re-take the self-reference or have references re-take the reference surveys.  
	Candidate Communication Events 
	Within the Request Detail section, you can also review the "Candidate Communication Events" table. This feature provides a comprehensive overview of all communication channels utilized in candidate interactions. 
	 The "Candidate Communication Events" table tracks every email and SMS dispatched to candidates. It captures vital information such as whether the communication was successfully sent, opened, or encountered any failures. Additionally, it logs details regarding the sender and timestamps of each communication event.  
	Figure
	 
	 
	  Should an email or SMS encounter an issue during transmission, we've implemented a proactive solution. Recruiters will now receive instant notiﬁcations via the notiﬁcation bell, elucidating the precise reason behind any communication failure. 
	  
	Figure
	 
	Edit Candidate Information 
	How to Edit Candidate Information 
	1. To edit the candidate's contact information. Navigate to the Request Management screen.   
	1. To edit the candidate's contact information. Navigate to the Request Management screen.   
	1. To edit the candidate's contact information. Navigate to the Request Management screen.   


	Figure
	2. Select the candidate that you want to edit. Click on their name.   
	2. Select the candidate that you want to edit. Click on their name.   
	2. Select the candidate that you want to edit. Click on their name.   

	3. Select edit candidate information in the far right corner.   
	3. Select edit candidate information in the far right corner.   

	4. Enter the corrected information and click save. The candidate's information will automatically update.   
	4. Enter the corrected information and click save. The candidate's information will automatically update.   
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	 Concluding a Crosschq Request 
	How to conclude a Crosschq Request 
	 
	 
	 
	• Manually Conclude request


	 
	 
	• Request Auto-Conclude



	Manually Conclude request 
	When at least one reference has submitted their Crosschq reference survey, and the candidate has completed the self-reference survey, a button will appear allowing the request conclusion. This button will only be available after the requirements above have been met but does allow the company to control the completion time of a request.  
	To conclude a request, click into the candidate's proﬁle by selecting the downward arrow on the request management screen and select the Conclude button. The completed report will be generated.  
	 
	Figure
	Once the request has been concluded, all outstanding references will be added to the Crosschq report along with the following note: "Request concluded before reference was completed.". 
	 
	Figure
	Outstanding references will remain open for one week to allow references to ﬁll our their surveys after the request is manually concluded.  
	If, during this one week period, an outstanding reference is completed, Crosschq will update the candidate's report icon within the Request Management portal to request that you regenerate the candidate's reference report:  
	Figure
	You can regenerate the report by navigating to the candidate's report and clicking Regenerate Report. 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 After one week of manually concluding the request, the following message will be displayed to outstanding references while attempting to access the survey: 
	 
	Figure
	Request auto-conclude 
	 
	Read this article to learn more about request auto-conclude

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 Viewing a Completed Crosschq Report 
	How to View a Completed Report 
	NOTE: To learn about all of the information in the report, see the extensive help article on . 
	Reading a Crosschq Report

	Once a candidate proﬁle is complete, you'll get an email message notifying you that the report is ready for viewing. 
	Follow these steps to view a completed report: 
	1. Click on a candidate listing that indicates Completed in the Status column. Click the downward arrow to expand the request view. Click on the View Report button or icon to access the completed report.    
	1. Click on a candidate listing that indicates Completed in the Status column. Click the downward arrow to expand the request view. Click on the View Report button or icon to access the completed report.    
	1. Click on a candidate listing that indicates Completed in the Status column. Click the downward arrow to expand the request view. Click on the View Report button or icon to access the completed report.    

	2. Scroll down to see all the sections of the report. If you have enabled the PDF generation feature, click the Download button to get a PDF edition of the report—or a PDF of both the report and all of the raw data. 
	2. Scroll down to see all the sections of the report. If you have enabled the PDF generation feature, click the Download button to get a PDF edition of the report—or a PDF of both the report and all of the raw data. 


	Figure
	Otherwise, see  how to utilize secure report sharing within Crosschq users.  
	Otherwise, see  how to utilize secure report sharing within Crosschq users.  
	Otherwise, see  how to utilize secure report sharing within Crosschq users.  
	HERE


	3. Click the View Raw Data to see all of the answers to all of the survey questions. Note: the raw data is live as soon as any information is submitted by references or the candidate.   
	3. Click the View Raw Data to see all of the answers to all of the survey questions. Note: the raw data is live as soon as any information is submitted by references or the candidate.   
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	Figure
	Note: If for some reason an alert is enabled that you would like to disable, at any time your administrator can customize report alerts by enabling or disabling from the report alerts section in the organization settings. To enable turn the slider green, to disable turn the slider gray. Then click into the Crosschq report for the candidate in question and refresh. 
	  Secure Report Sharing 
	How to Securely Share a Report within Crosschq 
	To share a completed report with someone who does not have a Crosschq account, you can do so by following the steps below.  
	Click on the Share button 
	 
	Figure
	Enter the email of the person with whom you would like to share the report and select the Share button.  If the user shares a report with a person that does not have a Viewer account yet, they are automatically invited to join the team as a Viewer.  
	Figure
	The person you shared the report with will then receive an email to access the report, they will click the view button, create a password, and then will be able to access the Live and PDF versions of the report.  
	 
	Figure
	The report is now available for the user to view by clicking either the Live or PDF versions of the report.  
	 
	Figure
	  
	  
	 
	 
	 
	 
	 
	 
	Archiving/Deleting a Candidate 
	 
	How to Archive/Delete a Candidate 
	If you need to archive or delete a candidate for any reason, please take the following steps.  
	To archive a request select the Archive Request button.  
	 
	Figure
	If you need to search for them later their proﬁle will be available within the Candidate's page. 
	Additionally, if you need to unarchive them select the three dots on their proﬁle and select unarchive request. 
	Figure
	 
	Figure
	To delete a candidate select the three dots on their proﬁle and select delete candidate. 
	 
	Figure
	If the request is not completed yet you ﬁrst have to cancel or conclude it and then you will be able to delete the candidate's proﬁle. 
	 
	Figure
	You can cancel a request by selecting the Cancel button. 
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	Reading a Crosschq Report and Updating Hiring Status 
	 
	Reading a Crosschq Report 
	How to read a Crosschq report 
	To , follow these steps: 
	access a report for a candidate

	1. In the menu on the left, click "Request management", and then click the name of the candidate. This will take you to the candidate's proﬁle. 
	1. In the menu on the left, click "Request management", and then click the name of the candidate. This will take you to the candidate's proﬁle. 
	1. In the menu on the left, click "Request management", and then click the name of the candidate. This will take you to the candidate's proﬁle. 

	2. Click "Report is available", as shown in the ﬁgure below.  
	2. Click "Report is available", as shown in the ﬁgure below.  


	Figure
	The contents of a Crosschq report 
	A Crosschq report contains: 
	• A summary of the scoring averages, a list of survey respondents, and answers to the keystone questions. 
	• A summary of the scoring averages, a list of survey respondents, and answers to the keystone questions. 
	• A summary of the scoring averages, a list of survey respondents, and answers to the keystone questions. 

	• Next, the report presents a set of ranked key attributes, strengths, weaknesses, and answers to the short answer questions. 
	• Next, the report presents a set of ranked key attributes, strengths, weaknesses, and answers to the short answer questions. 

	• Lastly, you'll ﬁnd all of the individual responses to all of the surveys—from the candidate and each of the references. This raw data is especially helpful when you want to dig a little deeper. 
	• Lastly, you'll ﬁnd all of the individual responses to all of the surveys—from the candidate and each of the references. This raw data is especially helpful when you want to dig a little deeper. 


	As you can see in the ﬁgure below, the report exhibits a format that is easy to review and navigate. 
	 
	Figure
	Read the sections below to learn more about the contents of a Crosschq report: 
	 
	 
	 
	• Candidate performance rating scale


	 
	 
	• Reference averages


	 
	 
	• Individual References


	 
	 
	• Alerts


	 
	 
	• Candidate Attributes


	 
	 
	• Key Strengths and Areas for Improvement


	 
	 
	• Job function assessment summary


	 
	 
	• Other report sections


	 
	 
	• The raw data report


	 
	 
	• Report Notes


	 
	 
	• Access Log



	 
	Candidate performance rating scale  
	All candidates and references answer a series of scaling questions about overall performance —comparing the performance of the candidate to their coworkers and colleagues. Each question presents a range of values that correspond to the numbers 1 - 5. The survey also asks the references and the candidates to choose a number for the performance on each of the key attributes, and also for overall performance. This numerical scoring scheme provides a quantitative assessment in the form of a convenient, concise 
	Reference averages 
	These are the three metrics at the top of the report: 
	• Reference Average — the reference average is calculated from the ﬁrst two keystone questions. The ﬁrst keystone is a single 1-5 rating. The second keystone question are the nine attributes 1-5 ratings. We average these nine ratings into a single number and then calculate the average of keystones 1 and 2.  
	• Reference Average — the reference average is calculated from the ﬁrst two keystone questions. The ﬁrst keystone is a single 1-5 rating. The second keystone question are the nine attributes 1-5 ratings. We average these nine ratings into a single number and then calculate the average of keystones 1 and 2.  
	• Reference Average — the reference average is calculated from the ﬁrst two keystone questions. The ﬁrst keystone is a single 1-5 rating. The second keystone question are the nine attributes 1-5 ratings. We average these nine ratings into a single number and then calculate the average of keystones 1 and 2.  

	• Self-Reference Average — the self-reference average is calculated from the ﬁrst two keystone questions. The ﬁrst keystone is a single 1-5 rating. The second keystone question are the nine attributes 1-5 ratings. We average these nine ratings into a single number and then calculate the average of keystones 1 and 2.  
	• Self-Reference Average — the self-reference average is calculated from the ﬁrst two keystone questions. The ﬁrst keystone is a single 1-5 rating. The second keystone question are the nine attributes 1-5 ratings. We average these nine ratings into a single number and then calculate the average of keystones 1 and 2.  

	• Completion time — given in minutes or hours, this is the time that has elapsed from the point of the initial request until the time at which the last reference completes their survey. Lower completion times may suggest more engagement and interest from the candidate.  
	• Completion time — given in minutes or hours, this is the time that has elapsed from the point of the initial request until the time at which the last reference completes their survey. Lower completion times may suggest more engagement and interest from the candidate.  


	 
	Figure
	We can see that the scores from the references for this candidate average out to 4.38 and the candidate's self-reference score is 3.94. 
	Individual References 
	Look closely at each of the individual reference scores, especially any that are signiﬁcantly lower than the others. 
	 
	Figure
	Alerts 
	Report alerts identify potential concerns that came through during the reference evaluation process. These alerts appear immediately below the reference name list, near the top of the report, because the alerts may contain very important information. 
	At any time, you can  within the Organization settings of your Crosschq account to enable or disable speciﬁc notiﬁcations, and adjust your low-average threshold number. Crosschq provides these alerts to give you the opportunity to look more closely at the candidate. 
	adjust your notiﬁcation settings

	Below are the alerts that may appear on a candidate's report: 
	Reference Average Threshold Alert The candidate’s Crosschq 360 Report will display an alert if the calculated Reference Average from one or more of a Candidate’s references falls below this threshold.  Termination Alert The candidate’s Crosschq 360 Report will display an alert if one or more references indicate that a Candidate's employment was terminated.  Code of Ethics Alert The candidate’s Crosschq 360 Report will display an alert if one or more references do not select Strongly Agree when asked if the 
	For these reasons, same IP warnings are yellow as they are less concerning and same device alerts are red as they are more concerning. Below is an example of what the same device alert would look like: 
	 Above you can see the device used, IP address, survey date, and duration. The items that are highlighted in red indicate information that is concerning such as the same device used, same IP used, consecutive dates completed, and short survey duration. 
	Figure
	Additionally, Crosschq often receives emails and SMS messages directly from candidates and references. If Crosschq receives a message containing information that indicates the reference's relationship to the candidate is different from the requested reference, Crosschq will share this information with the customer so they can conﬁrm the relationship. 
	Potential Workplace Safety Issues Alert The candidate’s Crosschq 360 Report will display an alert if one or more references indicate that the Candidate has previously engaged in activities that could affect workplace safety. 
	Recommendations 
	Below the alerts, you'll ﬁnd a table that lists candidate responses to the question "If your company was recruiting, would you recommend [this candidate]? 
	Candidate Attributes 
	Here, the key attributes of the candidate are ranked from highest to lowest, together with the self-reference scores. Click the link above the table to view speciﬁc survey responses. 
	Key Strengths and Areas for Improvement 
	This section lists both the most frequently selected strengths and areas for improvement. Click the link above the table to view speciﬁc survey responses. 
	Job function assessment summary 
	Here, you'll ﬁnd a comparison of the candidate self-scoring with reference scoring on various attributes of the role for which the candidate is applying. This helps in evaluating the ﬁt of the candidate for this role. 
	Other report sections 
	Near the bottom of the report, you'll ﬁnd more details such as comments on candidate strengths and areas for improvement, personal feedback from references, and ratings that indicate how the candidate compares with coworkers and colleagues.  
	The raw data report 
	To look more closely at reference feedback or isolate speciﬁc data sets, have a look at the raw data report. The raw data includes the answer to every question from the references and the candidate. 
	Click the View Raw Data button to toggle the page to the Reference Raw Data Report. 
	Scroll down to view contact information and answers to each of the questions. Back at the top of the page, click the Crosschq Report button to toggle back to the main report. 
	Report Notes 
	To leave a note about a Candidate's report, you can do so easily by utilizing the Notes feature within Crosschq.  
	Select the Notes button. 
	 
	Figure
	 
	Add in the desired note and select submit. If the send notiﬁcation box is checked, the requestor and the hiring managers will receive an email notiﬁcation. 
	 
	Figure
	Your note will be saved for others to see and comment on.  
	 
	Figure
	 
	 
	 
	 
	Access Log 
	Additionally, you can see if others have accessed the report by viewing the access log. Select the Access Log button to review. 
	 
	Figure
	 
	Figure
	  
	 
	 
	Updating Hiring Status 
	How to Update the Hiring Status for a Candidate 
	Updating the Hiring Status of a Candidate 
	Once a , users can update the hiring status by taking the following steps. 
	candidate has been completed within Crosschq

	1. Click on the candidate proﬁle.  
	1. Click on the candidate proﬁle.  
	1. Click on the candidate proﬁle.  

	2. Select the drop-down menu on the far right-hand side next to the "Pending" status. Then select the correct option based on the candidate's hiring status.    
	2. Select the drop-down menu on the far right-hand side next to the "Pending" status. Then select the correct option based on the candidate's hiring status.    


	Figure
	Figure
	Figure
	3. If the candidate was hired, the status will look like this in the candidate's proﬁle: 
	3. If the candidate was hired, the status will look like this in the candidate's proﬁle: 
	3. If the candidate was hired, the status will look like this in the candidate's proﬁle: 
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	Reporting Screen 
	Reporting 
	How to Utilize Crosschq's Reporting Feature 
	The reporting screen allows users to view and interact with a range of graphs, including candidate averages, completion times, prospect opt-in rates, and more for deeper understand of Crosschq's data. 
	To access the reporting screen, click the Reporting tab within your Crosschq homepage. 
	 
	Figure
	Below, we explain the information in each graph and how to adjust the settings/information. 
	Reference Averages 
	The reference average graph displays the average reference data for your organization within a given time period and offers a comparison to other Crosschq organizations. 
	Additionally, you can sort the data by date range, survey type, and team member. The graph is dynamic so it will automatically update based on your selections from the drop-down menus. 
	If you would like to see only your organization's information, click My Org (the circle beside this label should turn purple). The same action can be repeated to see other organizations' data (in blue). 
	 
	Figure
	Request KPIs 
	The Request KPIs snapshot provides users with an overview of total request activity within a speciﬁc time period. By clicking the calendar icon at the bottom of the page, users can adjust the time frame and the data will automatically update.  
	 
	Figure
	 
	Location by Country 
	This graph shows users where candidates, references, and prospects are based geographically. This information can be further sorted by adjusting the time frame, survey type, and team member via the ﬁlter icons. 
	 
	Figure
	Prospect-Opt-in Rates 
	Within the Prospect Opt-in Rate graph, users can see opt-in information within a given time period and as compared to other organizations. To sort the data further, click on the speciﬁc percentages to view one organization at a time and use the drop-down menus to further ﬁlter by time and survey type. 
	To solely view your organization's information, click My Org Opt-In Percentage. The same action can be repeated to see other organizations' opt-in data. 
	 
	Figure
	Average Completion Times 
	The Average Completion time graph allows users to get a sense of the average completion time for a Crosschq request as compared to other organizations. Users can ﬁlter via the icons at the bottom of the graph, or by clicking the legend to isolate the data sets.  
	 
	Figure
	 
	Cost Savings Analysis  
	The cost savings analysis graph is designed to illustrate the cost of a Crosschq request versus the cost of a traditional reference check. To customize the settings, click on the settings wheel in the far right corner. 
	 
	Figure
	From there, enter the information in the form below to customize the analysis to your organization. Then you will be able to further sort by time period via the calendar icon at the bottom of the graph. 
	 
	Figure
	Reference Requests 
	The Reference Request graph displays information as it relates to all reference requests in your organization and their various statues. Here you can see the total number of requests requested,  this is further segmented by request status so you can get a better sense of your internal progress. Finally, you can further sort the data via the icons at the bottom of the screen. 
	 
	Figure
	Report KPIs 
	The Report KPIs snapshot provides users with an overview of completed reference report metrics within a speciﬁc time period. By clicking the calendar icon at the bottom of the page, users can adjust the time frame and the data will automatically update.  
	 
	Figure
	Language Usage 
	This chart tracks the number of surveys that have been ﬁlled out by language. Click the legend labels to select and/or deselect which languages to include in the chart. Survey time frame can be updated by clicking the calendar icon at the bottom. 
	Figure
	Device Usage 
	This chart tracks the percentage of surveys completed via desktop versus mobile device. Click the legend labels to select and/or deselect which device to include in the chart. Survey time frame can be updated by clicking the calendar icon at the bottom. 
	 
	Figure
	Reference Relationship to Candidate 
	This chart tracks the percentage of surveys created broken down by candidate relationship. Use the ﬁlter icons at the bottom to update the chart to a speciﬁc date range or survey. 
	 
	Figure
	Fraud Alerts 
	This chart allows organizations to keep track of their fraud alerts over time and compare them with the percentage of alerts across all Crosschq customers. Please note this chart only keeps track of same device alerts and doesn't include "Fraud Warnings" also known as same ip address alerts.   
	Figure
	  
	 
	Hired Prospects (Estimated) 
	This chart tracks the candidates who opted in as a prospect and Crosschq has inferred have been hired by the organization. Users can choose what columns to appear in the chart by clicking the vertical ellipsis at the top right corner and selecting Customize Report. The ellipsis also provides an option to download the report as a CSV ﬁle. The calendar icon at the bottom allows users to ﬁlter by a speciﬁc date range. 
	 
	Figure
	360 Request Report 
	This chart tracks all reference requests that were created. Users can choose what columns to appear in the chart by clicking the vertical ellipsis at the top right corner and selecting Customize Report. The ellipsis also provides an option to download the report as a CSV ﬁle. The icons at the bottom allow users to ﬁlter by date range, job position, survey, requestor, and request status. 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	360 Reference Report 
	This chart tracks all references that have gone through a 360 request. Users can choose what columns to appear in the chart by clicking the vertical ellipsis at the top right corner and selecting Customize Report. The ellipsis also provides an option to download the report as a CSV ﬁle. The icons at the bottom allow users to ﬁlter by date range, job position, survey, and requestor. 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Within the reporting section, you'll discover a comprehensive array of analytical tools comprising two tables and four graphs. These visualizations center around delivery, bounce, and open rates, for candidate and reference surveys.   To help you interpret these metrics effectively, here are some key deﬁnitions: 
	Figure
	 Email/SMS Delivered: Indicates a successful delivery when the recipient server accepts the message. Please note, that this doesn't guarantee the recipient has opened the message. 
	 Email/SMS Bounced: This occurs when a message is rejected by the recipient server, often due to reasons like an invalid email address or a full inbox. 
	Email Opened: Recorded each time a recipient accesses the message. 
	 Fraud Warnings Presenting the "Fraud Warnings" chart, meticulously crafted to swiftly ﬂag potential fraudulent activities for our users' attention. These alerts encompass instances such as when two or more references, or a candidate and a reference, share the same IP address while completing a reference survey. It's crucial to note that while these activities may raise suspicion, they don't inherently imply fraudulent behavior. Nonetheless, we strongly advise recruiters to verify the authenticity of survey
	Finally, for those with Insights, these updates are readily available within the "Reporting 360" template.  
	 
	 



