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Collect New Hire Information: HOW TO

https://app.chequed.com/


Collect New Hire Information

1. Go to the ‘Candidates’ 
tab

2. Use the filter to speed up 
your search
• Search by name or email



Collect New Hire Information

Click the Hire Indicator for the appropriate candidate record



Collect New Hire Information

• New Hire First Name*
• New Hire Last Name*
• New Hire Email*

• Update this to their 
company email address

• Hire Date*
• Start Date*
• New Hire’s Manager*

• First Name
• Last Name
• Email Address

• Source
• Recruiter

• First Name
• Last Name

• Requisition Number
• Compensation Details

*Required Fields



Mark Hired
Collect Hire Info

System Waits 
Until 90-180 

Days Post-Hire

System Send 
Out Surveys

That’s it! The system takes it from there


