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This document outlines the steps you can take to refer a candidate to HMH. To refer a candidate through 

our Applicant Tracking System, you’ll need to access the system by following these 4 easy steps: 

1. Visit MyWay-PeopleSoft and login. 

 

2. Click on “Quick Links for Team Members”. 

ACCESSING THE APPLICANT 
TRACKING SYSTEM
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3. Click on “MyCareer” on the menu on the left side of the screen.

 

4. Login to iCIMS with your corporate login.

 

Once you’ve completed these steps, you can make a general referral or a referral for a specific job:

• For instructions on how to make a general referral, please go to page 3.

• For Instructions on how to refer for a specific job listing, please go to page 4.
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Make a General Referral
A general referral is when you refer a friend to HMH without a specific job in mind. When you create a 

general referral, it will remain in the Talent Selection System for 6 months, during which time, the referred 

candidate can apply to jobs in the HMH system. After the six (6) month period, if the referred candidate 

has not applied to any jobs it will be removed from the databank thereafter.

To make a general referral: 

1. Follow Steps 1-4 at the beginning of this document.

2. On the iCIMS dashboard, locate and click on “Make a referral”. 

 

3. Fill out the “General Referral” information and press submit.
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Referring to a Specific Opening
To refer a friend to a specific job opening at HMH, follow these easy steps:

1. Follow steps 1-4 at the beginning of this document.

2. On the iCIMS dashboard, locate and click on “View current job opportunities”. Here you can view a list 

of current job openings.

 

3. Search for and click on the job you’d like to refer someone for.
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4. On the right hand side of the job listing, select “Email this job to a friend” 

 

Once the application has been filled out and submitted, the referrer and referred friend will receive a 

thank you email for their participation. Please note: As a reminder, a series of invitations will be sent to the 

referred friend inviting them to apply to the specific HMH position.


