
 
 

APPLICANT TRACKING SYSTEM TIPS 
  Uploading a Confidential Reference Letter  
The following information can be used when uploading a confidential reference letter for an applicant 
in the Applicant Tracking System. 

 

1. Click on the applicant name to open the Applicant Card 
2. Click on the Actions drop-down menu next to the appropriate application 
3. Click the Add document link

 
4. Click on the Upload file button to upload the document. 
5. Select Reference Letter from the drop-down menu 
6. Enter a title (Note: be sure to include the name of the referee in the title) 
7. Click the Save and add another button to upload another reference letter or Save and 

Close to close the window. 
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