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Walk up to the kiosk OR Log on to the 
Hub and access 

Employee Central 
from HubApps

Employee Referral Instructions

OR Log on to Employee 
Central directly (T-ID and 

password):

https://fca.fyi/EmployeeCentral
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Employee Referral Instructions

Please follow the instructions below in order to submit your referral in Employee Central. All 
information provided regarding your candidate should be accurate and up to date.

Step 1: Log in to Employee Central and select My Human Resources.

Step 2: Select Non-Skilled Hourly Referral Submission
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Step 3: You will be directed to the following screen to begin your submission.  Review eligibility and 
then select Submit New Referral.

Employee Referral Instructions
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Step 4: Carefully fill in ALL information. Any field left blank will result in an ERROR and your referral 
will not be entered. Once you have filled in all fields, ensure you check the acknowledge box, then 
select Submit New Referral.

Employee Referral Instructions
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Step 5: You will see the following message if your request is successfully submitted.  Select Go 
Home to go back to the main menu, and View Previous Requests to see all of your submitted 
Employee Central requests.

Employee Referral Instructions


