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RESUMATE TRAINING SEMINARS: | THE ADVANCED SERIES: | TOPIC 5 OF 1¢:

5. |

IMPORTING AND EXPORTING IN
RESUMATE

ESUMate is the best investment I have

made in the nine years 1've been recruiting.

(St. Louis, Missouri)

INTRODUCTION:

It’s easy to create records in RESUMate
starting from a spreadsheet file, such as an
Excel file, or any other “industry standard”
file format.

RESUMate’s Import Wizard allows you to
“map” the column titles in a spreadsheet ei-
ther to specific field locations, or to a Memo
attachment in the database record.

It’s also easy to create a spreadsheet file,
starting from records in RESUMate.

When creating a spreadsheet from RESUMate,
the date and text field labels in the database
record, and also the column titles from the
Classification Table, can be designated to
become column titles in the Excel file.

(You can also create a Microsoft Access file
or another RESUMate database file starting
from records in your current database).
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Importing Records: A spreadsheet
is the most common starting point.

The Import Wizard “maps” column
titles from the spreadsheet into field
locations in the record.

Every row in the spreadsheet becomes
one record (person, company, or job)
in RESUMate.

Exporting Records: RESUMate field
names and Classification titles can
become columns in a spreadsheet.

The Export Wizard “maps” RESUMate
fields into Excel, Access, Outlook’s
Contacts, or another RESUMate data-
base file.

Every record in RESUMate (person,
company, or job) becomes one row
in the spreadsheet.
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tip #1

It’s safe to ignore Excel’s
warning message:

When you do the File|Save As
function in Excel to change the
file format from Xls to either .esv
or ASCll tab-delimited, you'll see
a warning message that says
these file types do not support
multiple sheets. You can say OK
to this message because all of
the records in a directory type
spreadsheet are contained on a
single sheet. Just click OK and

continue.

5.1 | IMPORTING RECORDS: A SPREADSHEET IS THE MOST COMMON
STARTING POINT.

Any industry standard file format can be used to create database records in RESU-
Mate. Acceptable file formats are Microsoft Access files, dBase files, and FoxPro
files, but the most common starting point for an Import process is a Microsoft Excel
file. If you can open a file in Excel, it can easily be imported into RESUMate.

The “native” file format for an Excel file has the file extension .xlIs. Files in this
format can have multiple sheets, which makes them unsuitable for importing.

Before a spreadsheet file can be imported, it must first be converted to either a comma
delimited or a tab delimited format. With the file open in Excel, click File | Save As
(FIGURE 5.1, @). At the bottom of the dialog box, change the file type to either the
Text (tab delimited) or CSV (comma delimited) file format (FIGURE 5.1, @). If the
data inside any of the cells in the spreadsheet might contain commas, then choose
the tab delimited format.

FIGURE 5.1 TYPICAL DIRECTORY SPREADSHEET IN EXCEL
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Typically, each row in the spreadsheet will become one record in the RESUMate
database (FIGURE 5.1, ©).

A recent feature added to RESUMate 11, however, offers an important exception to
this rule. For directory listings such as the one shown above, a single import will
create both a Company record as well as one linked Contact person record for each
row in the spreadsheet. Even though the same company name may appear in mul-
tiple rows, only one record will be created for the company, and a linked contact
person record will be created for each row in which this company name appears.
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‘5, 5 7 tip #2

Take Your time with the
dialog box shown here:

Importing records takes very
little time—you can complete all
of the screens in the Wizard in 5
minutes or less, and the actual
time to import will rarely take
more than a few minutes. But the
dialog box shown on this page is
the key step in the process. This is
the “heavy-lifting” step in the
process, in which you determine
where each spreadsheet column
belongs in the RESUMate record.

00PS!
tip #3

Don't worry if you make
a mistake:

It is easy to delete the records you
have just imported and start over
again.

First, before you start the import
process, make sure you have the
automatic record date function
turned on in File | Database | Tools |
Seftings. If you want to delete all
the records you've imported and
start over, do a search for records
added today. With this search
result on your screen, click File|
Database | Tools | Block Delete.

5.2 | THE IMPORT WIZARD “MAPS” COLUMN TITLES FROM THE SPREAD-
SHEET INTO FIELD LOCATIONS IN THE RECORD.

The Import Wizard includes a series of dialog boxes, each of which has on-screen
instructions. Simply read and follow the instructions for each step. Start the im-
port process by clicking File | Database | Tools | Import Wizard (FIGURE 5.2 A, ©).

Dialog Boxes 1-3: Click the Select File button on the first screen to point to the file
that is to be imported. On the next screen, indicate whether the field delimiter is a
comma or tab. Also on this screen indicate if the incoming file has a header line.
On the third screen, indicate which type of record is to be created. If the incoming
file is in the format of the Hoovers file shown previously, choose Company Window
and check the box Also import linked Contact Window records.

Dialog Box 4: The Incoming information column (FIGURE 5.2 A, @) lists all of the
column titles in the incoming spreadsheet. Sample data from each selected column
is shown in a box below in case the column title is ambiguous.

FIGURE 5.2 A IMPORT WIZARD: DIALOG BOX 4
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%/ || Donot copy " Do not copy

Cancel

Use the Destination sections (FIGURE 5.2 A, ©) to the right of the Sample Data box
to select the exact location in the RESUMate record for the selected column from
the spreadsheet. Select from 8 general categories: Field, Phone/E-mail, Memo, or
you can also choose Do not copy if the selected column in the spreadsheet is not to
be imported. If either Field, Phone/E-mail, or Memo has been selected for either
record type, then a detailed list will appear from which the exact location in the
RESUMate record can be selected. The selection made here will then appear in the
Destination in RESUMate column (FIGURE 5.2 A, @) corresponding to the field high-
lighted in the Incoming information (FIGURE 5.2 A, @) column.
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Auto—clﬂssi@ing recoras;

Dialog box &.

Any text that has been assigned
to a Memo attachment in the map-
ping screen (Figure 5.2 A, shown
on the previous page) can be used
to select items from your custom-
ized Classification Table in the
resulting records.

This may be useful, for example,
if text in the Memo contains text
describing products or services.
Causing this data to appear in
the Classification section may make
your new records more consistent
with records already in your data-
base for searching purposes. It
will also take advantage of any
synonyms you have pre-loaded in
your Classification table.

5.2 | (CONTINUED...)

Dialog Box 5: This next screen raises the important question of how duplicate records
should be handled.

Three choices are presented for any record type that is being imported. Choosing
either of the top two radio button choices will eliminate the possibility of creating
duplicate records for either companies or linked contact people (FIGURE 5.2 B, ©).
Choosing the third radio button will allow duplicate records to be created.

In the Hoovers directory example being used for illustration purposes here, it will
be best to eliminate or prevent duplicate Company records, but to allow all of the
linked Contact records to be imported (FIGURE 5.2 B, ®). The incoming directory
file will not contain any duplicated names, and if a person record already exists in
your database, the record coming in from the Hoovers file will not overwrite your
pre-existing record.

FIGURE 5.2 B IMPORT WIZARD: DIALOG BOX 5
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Dialog Box 6: This screen in the Wizard deals with two final issues. Checking the
top box Auto-Classify incoming records will cause any incoming data that has been
directed to a Memo section to be matched against the Classification Table in this
database. Checking the bottom box Mark Contact window records as ‘Contact Only’
marks all of the attached Contact person records with the Contact Only attribute.
(For a complete explanation see Seminar 3).

Dialog Box 7: Click Begin on this final screen to start the import process. A pro-

gress bar will appear. Once the import is complete, click Close to return to your
main database view, and the imported records will now be included in your file.
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6)

Y did you know?

RESUMate puts directories
to good use:

The company record shown here
contains all of the data needed
to integrate this record into a
marketing campaign. All of the
contacts at this company have
become linked contact person
records to the main company
screen. Starting from this screen,
you can easily assemble a call list
or a bulk e-mail address list for
all of the contacts at all of the
companies that have been found
in a search result.

tip #5

In seconds, seareh online
for more company info:

The company data imported from
the directory can also be used by
RESUMate’s Web Link function to
learn even more about this com-
pany than was contained in the
original Hoovers listing. Links to
10 web sites are provided.

Click the Web Links icon in the
main tool bar to visit sites such as
Google Maps, Indeed, LinkedIn,
Hoovers, and others.

5.3 | EVERY ROW IN THE SPREADSHEET BECOMES ONE RECORD (PERSON,
COMPANY, OR JOB) IN RESUMATE.

For simplicity sake, we have been using the example of a purchased directory prod-
uct, (in this case a Hoovers directory), which is a tab-delimited file that can be viewed
in Excel. Remember that other types of files, such as a Microsoft Access file or a
dBase file will also work as a starting point for the import process.

Typically, regardless of file type, one record in the incoming file creates one record
in the RESUMate database. If the incoming file contains candidate records, then one
candidate record is created in RESUMate corresponding to each record in the source
file. If the incoming file contains client or job order information, then one client or
job order record is created for each record in the source file (FIGURE 5.3, ©@).

FIGURE 5.3 THE CLIENT SCREEN (WITH THIRTEEN LINKED CONTACT RECORDS)

| 1T mEsumate 11 - by RESUMate Data.rdb
[ wl Bt Memn Semch Took Hetory wedow hep

) Chert/Miegt, - Advarced Diorace. LLE
&_uu Fleca 16 i rH S DE LN s & Flecnsie: et
S P rewe T Dioke Pk | (5 Calanda lams | - ook arms | B Hoowm Dnta | G bicans |
El-'— L Ll Mcoued  [EzEn [x] MakdngCa [7mvan 2|00 (MY (oo () F-|B-R-
" | Add 112740 Sn Fenands Fosd = -
B s Mailing Country United States
P p— T D-T-N-S Misnber S03906382
B |ox Few St [OA |Piod/Swes  [Madca Deviess Coapey "“'2' g
PowplCode [51342  Courty [USS Owet [ fcutniey e
] Lacatien Type Bingle Lacation
= | [Coseipon TaboEMa =] agq| PEUP [P Fiseal Year-End Decemb er
| || bsin P | B1-3621500 Ee| |SobmVot | Macket Value (5 mal) -
= 11O Man Phoce | 561-362-1400 “pel | . [ Y 9
O TcbForm Phorm | BRI 2505 :‘: ARSI ) RED (8 mil) -
ﬁ b Aader g 3 | reateme | Adventising ($ mil)
| . YouEat [ Year Of Founding 2008
| ; - - - - Primary Industry Medical Devices
@  Job T ¥ S ¥ Educ/Cat/Langusges 1T Thber % Duvslopment Took Brinn 10 Code: 3841
All TS SIC Codes: 384238413845 -
w 5 >
% 1l | N rid
(J’J & Contact - 13Recerds | £ Activo Conddator | B2 A Condidotes | 0 Al job Onder I3 Active Job Drder - 0 Reconds | 1) Inactive Job Order |
= |[Feikame  [taubane [ Tie Ertras [ Jack Taie [io= Tickctive [ Fen| pmei
i S, |V Sabes. P Hanagermend Products | 8422720003 Y|
Slewn [ Slaler VP S, Auablony |z .
Tom [Sorkogrean | VP Mardachang | arzarom|
Mona Paiel VP b sting. Pan Managemere | arz2/2009
Mishasl Oriaichach | Prasidert. Piin Marugiment Products | /22/2009 =
| o A | »
— E—
[Fnmty

The specific example used here illustrates an important and highly useful exception
to this rule. Beginning in RESUMate 11, when importing files such as a typical di-
rectory, in which each row in the spreadsheet describes one person, and one column
in the spreadsheet identifies this person’s employer, then RESUMate’s Import Wizard
can be instructed to create two records. One record is a company record, and the
other is a contact person record, which is automatically linked to this Company.

Since directories often list multiple people with different job titles at the same com-

pany, this new function allows the creation of a single company record with multiple
contact person records attached to this one company screen (FIGURE 5.3, ®).
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tip #6

When to export, when not
to export.

Use the export function if...
...you want to create some type
of report in Excel.

...you want to export records to
Outlook’s Contacts database. This
will allow you to move data from
RESUMate, including the resume
itself, to your hand held PC.

...you want to create another
RESUMate database file, either
for internal use, or to e-mail as an
attachment to another RESUMate

user.

Don’t use the export function if...

...you want to copy your entire
RESUMate database from one PC
to another. The common scenario
here is recovering from a hard
drive crash, or simply replacing
an old PC with a new one.

In this case simply copy the entire
RESUMate database file onto an
external (USB) drive, commonly
called a “flash drive” or “memory
stick,” and then copy the file from
the external drive to the new PC.

5.4 | EXPORTING RECORDS: RESUMATE FIELD NAMES AND CLASSIFICATION
TITLES CAN BECOME COLUMNS IN A SPREADSHEET.

We've already seen how a row in a Excel spreadsheet can become an individual
record in RESUMate. The reverse is also true. Using the Export Wizard, column
titles in the spreadsheet can come from these locations in the RESUMate record:

= Contact Info—Name, Address, Phones, and E-mails (FIGURE 5.4, @);

= Date and Text field labels (FIGURE 5.4, ®);

= Classification Table column titles (FIGURE 5.4, ©)

Rows in the spreadsheet reflect individual records in your RESUMate database.

By far the most common use of RESUMate’s export function is to create a file that
can be opened in Excel. In addition to Excel files, records in RESUMate can also
be exported to other file formats such as Microsoft Access or Outlook’s Contacts

database.

FIGURE 5.4 THE CANDIDATE SCREEN
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To begin a discussion of RESUMate’s Export Wizard, it's important to point out at
the beginning that the exported records will come from the open, active window
currently occupying your RESUMate screen. This can be:

= A window displaying your entire database file of candidates, companies, or

Jjob orders

= A window displaying a search result of candidates, companies, or job orders

= A window displaying the candidates who have been linked to a job order

= A window displaying the contact people linked to a company record

When the window of your choice is displayed on your screen, you're ready to begin

the export process.
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‘)

Y did you know?

Exporting records is fast
and easy:

Most export functions, from start
to finish, take just a few minutes.
Exporting to an Excel spreadsheet
will almost always take less than
one minute, and often just a few
seconds. Even the process of using
the Export Wizard itself, i.e. mak-
ing decisions about what data to
export, and in what format, will
take just a minute or two. This is
a simple process to learn, and a
very fast process for doing a vari-
ety of useful things with your data.

5.5 | THE EXPORT WIZARD “MAPS” RESUMATE FIELDS INTO EXCEL, ACCESS,
OUTLOOK’S CONTACTS, OR ANOTHER RESUMATE DATABASE FILE.

The Export Wizard includes a series of dialog boxes, each of which has on-screen
instructions. Simply read and follow the instructions for each step. To begin the
export process, click File | Database | Tools | Export Wizard (FIGURE 5.5 A, ©).

Dialog Box 1: On the first screen, choose from one of three export file formats:

= ASCIl Delimited /Microsoft Excel. Exporting to an Excel file allows you to cre-

ate call lists and a variety of management reports. This is the most frequently

used export choice.

FIGURE 5.5 A EXPORT WIZARD: DIALOG BOX 1
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Introduction

The ExportWizard will export all 459 records in the current window, titled
"ClientDept."

ASCI Delimited / Microsoft Excel. This format is useful for creating
* mailing labels or form letters in yourword processor, or for further
analysis in Excel.

BESUkate RDB / Microsoft Access. This format is useful far
" archiving or sharing records with other RESUMate users, ar exporting
to applications which can read Microsoft Access MDE files.

Microsoft Outlook. This will export records directly into Outlook as
"Contacts" in that program.

Help Cancel

= RESUMate RDB/Microsoft Access. Exporting to another RESUMate database file
allows you to e-mail records from your database to another RESUMate user.
Exporting to an Access file allows you to move content from your RESUMate

database to this widely used file format for creating custom reports, or simply
moving your data to other application software.

= Microsoft Outlook. Exporting data to Outlook’s Contact file allows data from
your RESUMate file to be seen on your hand-held computer.

In this example we've chosen to illustrate an export to an Excel spreadsheet because
Excel is the most commonly chosen export format (FIGURE 5.5 A, @). Click Next
to move on to the next Wizard dialog box.
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6)

Y did you know?

Covmima Adelimited vs. tab
Aelimited files:

Comma delimited files use the file
extension .csv, and can be opened
immediately in Excel. If you cre-
ate such a file and e-mail it, the
recipient can simply double click
the file to open it in Excel. Tab
delimited files use the file extension
Jdxt, and can also be opened in
Excel, but only after a short, 3-
step Wizard function has been
performed in Excel itself.

If the data you are exporting does
not contain any commas, choose the
csv format as the export file type.
If the data may contain commas,
(such as a last name followed by
a comma and then a certification
such as MD, or PhD) then choose
the tab delimited format.

5.5 | (CONTINUED...)

Dialog Box 2: On this screen, we've chosen Direct to Microsoft Excel. Choosing this
option will automatically and immediately open an Excel spreadsheet file as soon
as the Import Wizard function is complete.

If you do not want to see the data immediately in Excel, choose either CSV File or
Tab-delimited File to create a file that can be used later in Excel, or attached to an
e-mail message so that your spreadsheet file can be shared with others.

Dialog Box 3: On this screen, select the data items that you want to become columns
in the spreadsheet itself. Place a checkmark in the box to the left of any text and
date field names (FIGURE 5.5 B, @), or phone number/e-mail designations (FIGURE
5.5 B, @) that you wish to move to Excel.

FIGURE 5.5 B EXPORT WIZARD: DIALOG BOX 3
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Dialog Box 4: On this screen, place a checkmark to the immediate left of any Clas-
sification column title that you wish to become a column in the spreadsheet. This
is the function that you will need to use if you are creating an EEO compliance
report, but using Classification table data in a spreadsheet can serve other purposes
as well.

Dialog Boxes 5-6: On these next two screens, choose the default options, which will
put a header line at the top of the spreadsheet, using your customized field labels
from RESU Mate as the individual column titles.

Dialog Box 7: On the final screen, click Begin, and in just a few seconds, the spread-
sheet you have designed will be opened in Excel.
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R
] Y tip #7

Include Classification Table
columns in the export file :

For EEOC compliance reporting,
the Classification table is almost
certainly the best place to record
race, gender, ethnicity, veteran’s
status and other data needed for
these reports. Beginning in RESU-
Mate 11, Classification Table data
can be selected in the Export Wiz-
ard, making EEOC reporting very
fast and easy.

Even creating simple call lists in
Excel can take advantage of this
new function. In addition to listing
names and phone numbers, it's now
easy to include job titles, skills, and
education as spreadsheet columns
in the call list, which can make for
better, more informed phone calls.

Y tip #8
“Links dont travel”

If you export candidate records,
any links of the candidate records to
job order records are NOT included
in the export. If we included the
linked job orders in the export,
then we’d have to include the com-
panies and hiring managers linked
to these job orders, and then the
other records linked to these com-
panies and hiring managers, and
so forth. For this simple, logical
reason, links don’t travel.

5.6 | EVERY RECORD IN RESUMATE (PERSON, COMPANY, OR JOB) BECOMES
ONE ROW IN THE SPREADSHEET.

Each of the column headings that you see in the spreadsheet below were all taken
from one of these four locations in the RESUMate Candidate record: (1) Name and
Address section; (2) Phone and E-mail section; (3) Date and Text fields; and (4) the
Classification Table. (FIGURE 5.6, @). Each row in the spreadsheet reflects an
individual record in RESUMate (FIGURE 5.6, @).

FIGURE 5.6 CALL LIST OF CANDIDATES IN EXCEL
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1 Fist Mame  Last Hame  State Thie Home Job Func Thle Educ/ CertLanguages

3 Gregory Abbey MA  Astenna Eng [I0ESIBE51  Test Eng ESEE

3 _|Michas! Babat PA  DSPEng [E4EET-1263  Dasign Eng, Dew Eng, DSP Eng, Test Eng B3 EE, M5, M5 EE, PhD

7B Dethie MD  Hardware Eng (410)551-1174  Design Eng, Hardwars Eng, Test Eng BS EE

5 R Beyery FL  Fight Test Prog Eng  [ES0j3020530  Pregect Ersg, Systerns Eng, Test Eng ES Asrospece Eng, M3 ME

6 1 Baylor L SysSofware Test Eng 307831316 Test Eng BS

T Brown UT  SiDesign Eng o0 2962 Design Eng, Dev Eng, Test Eng BS Asrospace Eng

8 2FO ES, BS EE, Master Mgt, CERT, CPA

] Eng, Praduct Eng, Project Eng, Test Eng BS EE

Programmer, Test Eng, Facility bar IMCB, BS Electronic Eng, Spanssh
Systems Eng, Test Eng ES Asrospsce Eng, M5 ME_ French

12 Bl PA_ &1 Teal Eng Toat Eng, Enginasnng Tnch, Auator MCW, 55, 55 Malnemanes, CERT

13 John Comell CA  TestTesign Eng Test Eng, Field Serece, Comtrolier BSEE

14 Edwarnd Criddle FL  SrEng [O7ESEE01E  Praduct Eng, Sftware Erg, Test Eng BS EET

15 |Gooms Cruming  FL  SrSys Tost Eng {BO4361.6270 | Dosign Eng, Projoct Eng, Test Eng BS EE, PE

16 Lai Dai NC mar Intem (TOA549-0265  Tast Eng BSEE, M5

17 | Alired Dsughety ™ Cusl EngMan [E1227 33871 | Guality Eng, Apphcation Eng, Programmer, Test Eng 55, BS MET, M5, CERT, COE

18 Danny Deshchidn | TX  SrSys Test Eng Do Eng, Test Eng, Fisld Serico Associates Degren, CERT

198 Diahl €O  TestEng Programmar, Test Eng, Test Tach BSEC
{20 | Donald Dexon Ml Prod Dev (245} Test Eng, Mkl Research MCE, 85 EE, Chinese, Korean

(21 Laneems Dianato TH  TestEng (127250127 Dnsign Eng, Electrical Eng, Mig Eng, Test Eng BS EE, M5 EE, Spanish

| 32 Jonathan Dryer FL  Network Eng (ADT)724-B328  Metwork Eng, RF Eng, Telecom Eng, Test Eng Assocites Degres

23 |Robert Ebwell MA Work (78)368-1104  Test Eng BS EE, MA

24 |Sobln Ethiopia L ctrical Dngign Eng  BA7.7358302  Design Eng, Electnical Eng, Mig Eng, Programmer  BS EE

| 25 |Bent Farsbaugh WD  Sofware Design Eng  (M10J751-6204 | Dasign Eng, ical Eng, Test Eng, Cortrofer BS EE
2 windy Famsworlh  NYW St Design Eng (516} B899 Design Eng, Dev Eng, Test Eng ES Asrospace Eng
W37 cuskson  Ferguacsn X TestEng (B72M623156  Dosign Eng, Electranics Eng, Systems Eng BS EET

28 | James Furiesi UT _ Prin Eng 8018255168 Hardware Eng, Systems Eng, Test Eng Associstes Degres, BS, BBA, CERT |
U 4 v i shenrt (Shoats [ohents [ |« 2l
Lo

Spreadsheets created from RESUMate records serve a wide variety of uses, and
take just a minute or less to create.

To create a daily call list, do a search in RESUMate based on the Next Call date
field, and then export names, addresses, phone numbers, and e-mail addresses into
a spreadsheet format.

To create a report, such as a report of the average number of days required to fill
Jobs, do a search of job orders entered in a given time period. Export selected fields
to Excel, including the job creation date and the closed date. Use Excel to compute
the number of days required for each job, as well as the average number of days for
all jobs, or selected classifications of jobs in the list.

To create an EEO Compliance report, put any job on your screen, and open the list
of all candidates linked to that job. Create an Excel spreadsheet that lists names
and other reference data for each candidate who has applied for that position, along
with columns from the Classification table, indicating race, gender, EEO job classi-
fication code, disposition code, etc.
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