
 

To Submit a Reference Letter: 

 

 

Please click on the link in the e-mail. It will take you to the following page: 

 

 
 

 

Please enter your first and last name, as indicated. If you do intend to provide a reference letter 

for the candidate, leave the box unchecked and simply click the grey "Next" button at the bottom, 

and follow the rest of these instructions. 

 

 

**If you do not wish to provide a reference letter, please check the box and click the grey "Next" 

button at the bottom. On the following page, click "Finalize," and you may close out of your 

browser. Thank you for your time.** 

 

 

  



If you do submit a letter of reference, clicking "Next" will bring you here: 

 

 
 

Click on the blue link "Add Reference Letter." It will take you to the upload page: 

 

 
 

Click the "Browse" button.  

 

It will open a pop-up file select screen for you to select a document, as though you were 

attaching a file to an e-mail. Choose the reference letter and click "open;" the pop-up screen will 

disappear and the name of your file will appear in the "File to Upload" box. 

 

Click the grey "Submit" button at the bottom. 



 

You will be returned to the previous screen, but the document you uploaded will be converted to 

a .pdf document: 

 

 
 

Click the "Next" button. You will be taken to the summary page: 

 

 



 

Click the grey "Finalize" button. 

 

You will be returned to the Careers@Smith site with a green banner confirming that your 

recommendation was submitted: 

 

 
 

 

Thank you! 


