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2. |

CUSTOMIZING RESUMATE FOR
MAXIMUM PRODUCTIVITY

e LOVE this product. It does
exactly what we were hoping for and more...and

we have barely scratched the surface.

(Londonderry, New Hampshire)

INTRODUCTION:

RESUMate is an “off-the-shelf” program, but
it is easily customized to look and feel like
custom software developed just for you.

How well you've customized your program
determines many things: what kinds of re-
ports you can create; the speed and quality of
searches; even how much information is at
your fingertips during phone conversations
with hiring managers and candidates.

The pre-customized database file that opens
automatically when you first install RESUMate
may in fact require very little customization.
Nevertheless, it's a good idea to spend some
time dealing with the topics covered in this
document. Customizing your database is easy,
and will reward you year after year as you
use your RESUMate program.

Lancl ¥ Learsn Seminana:

O

Online seminars are offered daily
at Noon, Eastern time, USA. Twelve
topics are offered in three series:

the Basic Series.....mmnrenenns 1-4
the Advanced Series.....enn 5-8
the Recruiter’s Tool Kit......ccooovees 9-12

Topic Liat for Seminan 2:

2.1

2.2

2.3

2.4

2.5

2.6

RESUMate comes ready to use with
common sense, pre-loaded field
names and keywords.

Start your customization process
by choosing from 20 pre-loaded,
industry-specific keyword lists.

Make the keyword list your own:
add, edit, and delete items; Add
entire columns of your own.

Why bother with synonyms2 They
make searches faster and better.

Custom name all of the date and
text fields. Automatically number
and “date stamp” records too.

Templates of interview questions
and job order questions are pre-
loaded. Add others of your own.
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tip #1

Help from the RESUMate
website:

This topic is also covered in video
form on the Training page at
our website (www.resumate.com/
training.asp).

Click on the link titled “Training
Videos Page” in the box labeled
“In Depth Tutorials” and play the
videos titled Database Settings and
Valid Table Editor.

2.1 | RESUMATE COMES READY TO USE WITH COMMON SENSE, PRE-
LOADED FIELD NAMES AND KEYWORDS.

You can start using RESUMate right away, using the default field names, keyword
lists, and templates that we have already set up for you. The date and text field
names (FIGURE 2.1, @) that you see when you first open the program are “generic,”
and should make sense regardless of your recruiting specialty or type of business.

RESUMate’s Candidate screen also includes a Classification section, (FIGURE 2.1,
@) located at the bottom of the screen. Words and phrases appearing in this sec-
tion were extracted from a pre-set, customized keyword list called the Valid Table.
There’s a “starter set” of keywords and phrases that have been pre-loaded in the
program. Here, too, you can build on this starting point, by deleting words and
phrases of no value to you, and then adding words and phrases that are truly im-
portant to you.

FIGURE 2.1 PRE-LOADED FIELD NAMES AND KEYWORDS

[Huw'xmﬂ My RESUMate Dot 1 dbs =E8

| Fie Record £l Menw Sewch ook Helory  Widos  Help
3 Pocpie Jorn 0 Adems | 53 Cheri/Degt. N amsed | £23 ok Dnes (s e | o
-p;,u_u;_. Fecod 1of 1 M4k M A OB EHE S ek ]
L2 P wiste: [0 Lk aoe [& & 5 & Flocuren 21
E‘ Last Lo 1 » R
o feaenimeakeae | Do P | € Csrdatema | Ousook e | L
f‘f) o Lo L = 1234 fhley Ave dgt £ Phone [928) 1234567
| [ Lowlpdue [TZ00200 |=] Folwllx [77  [=] Flugstast, AZ £8001 Sl jGgRmiLLn
| o Foi e 2
2P Code: = Courmy: U158 -
[l 3 Jolin Q. Adams
[Dascrgtion TTalNeTital [En =] Addifrg
| L:‘I ] |paEgedesn | | Eatl]
Viome | {10 1234567 et P Otective:
peer| T cttain 8 projest engiveer purilian with a frm wurking on waer, w
| ﬁ € ducpbions and GENEN prajacts With Inbemationsl career oppomumities.
|z ™ sl Prafessional Registrution
I é - v i T - registared in Arizona 2001
i [ [imT 1 Ties Sane] Phane ini | Tk ebervem] ipery Frofessional Cxperierne.
e Hew| PL Nasling Co. - Lananbur §/Dracut, MA. £ct 2003 - Jan 2009 (Coc
Q ®  Qualty Control, Qu ity Assutanae Ergred for B (2] aspha
4 | »
| )
o — P Davber and Assocl tes - Plrosni, AZ. Oct 2002 - Jn 2003
ok Funcions ' skAse T Functins 1T Skl St Educaion, & ® Soutn Istand WNTE Upgrade (5 MED]: Hydrauny ivssstion
QA tng etmnaterd [ (MuasCAD kel Dngros ‘setandary larifier mogifications 40d Equipment repacemen
Fromcitrg Propsct Maragemert oM BS Chiting « Luke View WWIF Upgrade (0.5 MGO) USDA- Bursl Dewelc
Dnafter Winstewste Compatre Sparwh Included an Emonmental Repon, FER, and KD Engneenng [w
el M|« )
—— | i)
| Py

Finally, your database also comes pre-loaded with templates of interview questions,
reference check questions, and work history questions. These “standard” memo
attachments (FIGURE 2.1, @) can be modified to suit your own information prefer-
ences. You can also add completely new templates of your own.

You don’t need to customize your database perfectly on day one. You can get

started right away, and then continue to improve the customization of your data-
base as you gain more experience using it.
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6)

~ did you know?

Our pre-loaded lists are a
good place to start.

We've tried to collect good ideas
from past customers over a period
of several years, but we're cer-
tainly not experts in every field.
We offer these 20 lists as start-
ing points, not the last word.

You can always delete columns
later, even if you select them here.
Then add columns of your own,
or add and delete items within a
column until it’s tailored exactly
for you.

2.2 | START YOUR CUSTOMIZATION PROCESS BY CHOOSING FROM 20
PRE-LOADED, INDUSTRY-SPECIFIC KEYWORD LISTS.

Starting from any screen, click File | Database | Tools | Edit Valid Table. You'll see
the Valid Table Editor (FIGURE 2.3, ON THE FOLLOWING PAGE).

A small number of columns will appear right away. Depending on the kinds of
candidates you recruit, a good first step will be to select some additional columns
containing industry specific keywords and phrases.

In the Menu line at the top of the Valid Table Editor, click Column|Import, to see the

screen illustrated below. Here you can choose the industry of most interest to you
(FIGURE 2.2, ©).

FIGURE 2.2 PRE-LOADED INDUSTRY KEYWORDS
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Once you have selected an industry, you'll see a list of column titles. Select as
many column titles that seem relevant to you. In this example, we've chosen to
import three columns from the Bio Tech keyword list (FIGURE 2.2, ®).

The columns you select will instantly appear at the far right side of the Valid Table
Editor screen (FIGURE 2.3, ON THE FOLLOWING PAGE).

Now you have a good starting point from which to create a final keyword list that
will work well for you.
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Help from the RESUMate
program.:

Use the Help system: When the
Valid Table Editor is open on your
screen, simply TOUCH on your
keyboard for a complete, illus-
trated discussion of this function.

Alphabetizing keywords:

You can easily alphabetize an
entire column or a section within

a column.

With the Column Editor open,
single click the top item in the
range of items to be alphabet-
ized. Next, scroll down to the
bottom item in the range. Hold-
ing down the shift key, click the
bottom item. All the items in the
range will become highlighted.

Click the A to Z icon at the
top of the Column Editor tool
bar, and the selected range
will be alphabetized.

2.3 | MAKE THE KEYWORD LIST YOUR OWN: ADD, EDIT, AND DELETE ITEMS;
ADD ENTIRE COLUMNS OF YOUR OWN.

RESUMate’s keyword list is an important search tool. It allows you to assign a
consistent set of attributes to records so that they can be more easily and quickly
collected into a search result. It’s important therefore to edit the starting point file
to make sure your list contains those words and phrases of most interest to you.

To edit an existing column, double click anywhere in the column to open the Column
Editor. In this example, we've double clicked the BioTechField /Funct column (FIGURE
2.3, 0).

To add a new keyword, place your cursor anywhere in the column and click the Add
New ltem icon (FIGURE 2.3, ®). Type in your new keyword in the ltem Editor.
In this example, we've added the term Regulatory Affairs (FIGURE 2.3, ©).

FIGURE 2.3 CUSTOMIZING YOUR KEYWORD LIST
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Note: You can also add synonyms to your new item by clicking the Add button at
the bottom of the Item Editor (FIGURE 2.3, @). Once you have saved the item and
it's synonyms, click Save (FIGURE 2.3, ©). The item will appear immediately above
the starting cursor position.

To add a completely new column of your own, click the Add button at the top
of the main Editor screen (FIGURE 2.3, ).
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6)

~ did you know?

Make your /653 word List
“Good” not perfect.

You don’t need to make your
keyword list perfect on day
one. You can get started right
away, and then continue to add
keywords and synonyms as you
gain more experience using your
program.

When you add new items to
your table, all pre-existing re-
cords in your database will be
updated automatically.

2.4 | WHY BOTHER WITH SYNONYMS2 THEY MAKE SEARCHES FASTER AND
BETTER.

Synonyms are really pre-loaded OR conditions for searches. They solve the problem
that job titles and skills are often expressed in different ways, and we have no way

of knowing in advance what word choices the candidate has made when composing
a resume.

When words and phrases are being automatically extracted from incoming resumes,

synonyms assure complete and accurate assignment of attributes to the incoming
record.

FIGURE 2.4 KEYWORD SYNONYMS
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The example shown above illustrates synonyms for the keyword R and D located in
the BioTechField /Funct column of the Valid Table (FIGURE 2.4, @).

There are five pre-loaded synonyms for this item (FIGURE 2.4, @). When any one of
these six words or phrases is found in an incoming resume, the classification section
of the candidate’s record is automatically marked with the expression R and D.

When adding new items of your own, choose one expression as the Valid Table

item, and include as synonyms any other words or phrases that mean the same
thing.
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pate fleld suggestions:

There are three date field labels
that will probably work for every-
one: (1) Entered; (2) Last update;
and (3) Hired (or Placed).

The other three default candi-
date date fields are: (1) Market-
ing call; (2) Recruiting call; and
(3) Follow up call.

These make sense for a contin-
gency search firm, but if your
organization is a corporate HR
department, other date labels
may work better for you.

C]
]
Y tip #5
Data smun’tg:

Checking anyone of the Lock Field
boxes causes the corresponding
field names to be “grayed out” on
the main database record. This
means these fields cannot be
changed by other database users.

2.5 | CUSTOM NAME ALL OF THE DATE AND TEXT FIELDS. AUTOMATICALLY
NUMBER AND “DATE STAMP” RECORDS TOO.

There are six customizable date fields and six customizable text fields on the main
RESUMate screen. Choose your date and text field names with an eye to creating
reports automatically from your database. For example, all of the field names that
you see on the screen (name, address, phone and e-mail descriptions, date fields,
and text fields) can become column titles in an Excel spreadsheet.

To begin, click the File menu in the upper left corner of the main RESUMate screen,

(FIGURE 2.5, @) then select Database | Tools | Settings. The Database Settings Window
will open.

FIGURE 2.5 NAMING THE DATE AND TEXT FIELDS
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The date and text fields are listed at right in the Labels box. Double clicking one of
the fields will open it for editing. Here we've selected Text 6 (FIGURE 2.5, ®). In
the Edit Label box we've typed Spouse replacing the previous label, Open, for this
field (FIGURE 2.5, ©). Rename as many fields as you like.

Note: In the Professional version, the Client and Job Order screens also have date
and text fields that you can custom name.

New database records can be numbered automatically when they are first saved
into the database. Checking the box labeled AutoNumber new records (FIGURE 2.5,
O) activates this automatic numbering system.

Records in the database can be automatically marked with today’s date (FIGURE
2.5, ©®) whenever a new record is added to the database or an existing record is
edited (FIGURE 2.5, ®). Simply select the appropriately named date fields in the
boxes provided for this purpose.
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tip #6

Help from the RESUMate
program.:

Use the Help system: When the
Database Settings dialog box is
open on your screen, simply TOUCH
on your keyboard for a com-
plete, illustrated discussion of this
function.

6)

Y did you know?

Templates encourage “best
practices”:

Pre-loaded templates add the
quality of consistency to your da-
tabase records. No matter which
person in your organization con-
ducts an interview, for example,
the same set of topics will be
covered and documented.

Like any other Memo, these tem-
plates can be searched. For ex-
ample, the candidate’s answers
to interview questions can be used
in setting up searches.

For more information on searching,
see Seminar 3: The best RESUMate
searching practices.

2.6 | TEMPLATES OF INTERVIEW QUESTIONS AND JOB ORDER QUESTIONS
ARE PRE-LOADED. ADD OTHERS OF YOUR OWN.

Four templates come pre-loaded in your RESUMate database. The Candidate record
includes templates for interview questions, reference check questions, and detailed
work history questions. In the Professional version, the Job Order record includes
a template for job order qualifying questions.

Templates can be seen on the right side of the RESUMate record. To view any tem-

plate, select the template name from the tabs at the top of the Memo section (FIGURE
2.6, ©).

Standard Memos can be added and/or edited from the Database Settings dialog
box. To open the dialog box, click File | Database | Tools | Settings.

FIGURE 2.6 STANDARD MEMOS
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To edit a pre-loaded template, highlight the template name and click Edit (FIGURE
2.6, ®). The template will be displayed in a full screen text editor (not shown here).
Make any changes you wish, and then click the Save icon in the upper left corner.
You can also add new templates of your own, by clicking the Add button, next to
Edit.

When you've finished making changes in the Database Settings dialog box, click

the SAVE button (FIGURE 2.6, ©). All of your changes will now appear in all the
records in your database.
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