GETTING STARTED IN RESUMATE 11

... Everything you need to get started with RESUMate

Introduction:

Thanks for taking a look at RESUMate. This guide is intended
to help people who have never used RESUMate get off to a
good start.

This booklet covers three topics:

1. How to convert text resumes into database records.

2. How to customize your database so it meets your exact
information needs.

3. How to search your database to find candidates suitable
for any position.

800.530.9310 (US,/Canada) =* sales@resumate.com
734.477.9402 (International) = www.resumate.com

© 2009 RESUMate, Inc.
2500 Packard Street, Suite 200, Ann Arbor, Ml 48104 USA

NOTE:

This document mirrors three short video guides avail-
able at www.resumate.comy/getting_started.asp.

The videos give more precise step-by-step instructions
but this document is better suited for following along as
you use RESUMate on your PC.



PART 1: CONVERTING RESUMES INTO DATABASE RECORDS
Converting text resumes into a database record is ineredibly easy, and takes just a few seconds.

The complete process of creating a database record from a resume usually takes about ten seconds from start to finish. Resumes
can be in any text format. This includes:

(1) Word .docand .docx files
(2) Adobe .pdffiles
(3) E-mail messages

(4) Web pages

(5) Any other text that can be copied and pasted
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Converting text resumes into database records (continued...)
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Once the sonrve has been
selected, RESUMate will
retum to the nain record screen.

The candidate’s nanse, address
and contact information will be
antomatically extracted into the
Jieldds highlighted in the example.

The texct of the resume will be
diisplayed on the right side of the

Screen.
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User-defined keywords are
displayed bere.

The list of keywords to be idents-
fled is fully customizable and
explained in detail in the second
section of this docunsent.
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i Code

Optionally, you can highlight
and dlick text from the resumse
and use it fo populate other fields
in the database record.

In this example, “Kitohen Table
Software” has been highlighted
in the resume at right.

Clicking the cirled “Employer”
fleld will automatically paste
that information.
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Converting text resumes into database records (continued...)
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ADDITIONAL DOCUMENTATION:

your screen, simply touch F1 on your keyboard for a complete discussion of exactly how to use this

important RESUMate feature.

You can also see a video on this same topic at the Training page at the RESUMate website,

which is www.resumate.com/getting started.asp.

When the Start Automated Data Entry dialog box is open on
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PART 2: CUSTOMIZING YOUR DATABASE
With a few simple steps, RESUMate will look as though it was custon-developed just for you.

There are two basic steps to customizing your database. The first is renaming the date and text fields to reflect your preferences.
The second is setting up a list of keywords and phrases that will be automatically extracted from incoming resumes.

Customizing Your Database, Step 1: Naming date and text fields

1.

The date and text frelds are
shown in the shaded area at
right. In this excample we're

going 1o renamse the feelds
currently labeled “Date 6 and
“Text 6.

First, click the File menu in the

upper lefl, then select
Database | Tools | Settings.

2.

This Database Settings window
will gpen.

The date and text fields are
listed at right in the ‘T abels”
box. Double dlicking one of the
foelds will gpen it for editing,
In this example we've selected
“Date 6"
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Type the new label into the
“Edit Label” box and dlick
OK. Now, repeat the process
with the “Lext 6 field.

The new labels will be instantly
updated in the “Labels” box.

Once you have renaned both
Jfoelds click the Save button in
the upper right to return to the
RESUMate candidate screen.

4.

Enter Label for Datef data field
|Nest Call

Cancel
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The ‘Date 6 and “Lext 6
Jleldls have now both been
renane.
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Customizing Your Database, Step 2: Setting up a list of keywords and phrases
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Customizing Your Database, Step 2: Setting up a list of keywords and phrases (continued...)

5.

To make your keyword searches
maore accurate, you can also enter
synonyms. Lhis allows you fo
account for acronyns, abbrevia-
tions and different phrasings.

Click the “Add” button to
create a synonym for “Regional
Manager”.

6.

Item Editor

&

Mew Y alid Table jtem:

Save I

]Hegional M anager

[~ Sypnonyms:

Cancel

Help

0| Valid Table Item Synonym

Enter new synonym for Regional Manager:

A Valid Table Item Synonym
window will gpen.

For this excample we've entered
the synonym “Area Manager”.
Once you click “OK” the
synonym will be added. Y on
can ype in as many synomyis

].-’-‘«rea Man

[

Item Editor

Edit Walid Table jtern:

Save

: Rancel {

Help

Jfor each keyword as you like. [Piccinstnster
7. I~ Sunonyme:
Area Manager

Your synonyms will be listed on

the Item Editor Window.

Once all of your synonyms have

been entered, dlick the ‘Save”

sl |

button to close the Item: Editor.

8.

Delste | Column Editor ]

Column  Item Help

You'll see your new keyword
displayed on the Columm Editor
window. (Only the keyword
itself is displayed, the synonyms
are bidden.)

Onee you've added the keywords
you want, cick the Save icon fo
close the column.

9.

n Title:
Jdab Titles

? ¥ Include this column when Auto-Classifying records

\iRegional Manager

[Mew ltem)

| valid Table Editor

Back on the Edit 1 alid Table
window you can cick. the Save
dcon 1o finish adding your feey-
words.

Once you do, RESUMate will
ask to “Auto-Classify”.
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Customizing Your Database, Step 2: Setting up a list of keywords and phrases (continued...)

10.

RESUMate 11

o
k8

Ifyou diick “Yes” RESUMate

will look through all of your

resuees for instances of the new

keyword(s) and highlight them

antomatically. RESUMate

will then ask which windows
you want to Auto-Classify.

Note: For Pro users onby, dick
No to AutoClassify Clients
and Job Order records.

11.

es

w |

\

Il

!\ ‘fau have addedfedited 1 item that can be AutaClassified. Would you like ko AutaClassify it now?
. }

RESUMate 11

=
>

¥es

Mo

om

AutoClassify

The record in the current window will be AutoClassified.

Select which Menzo Attach-
ments are fo be searched for the
new keyword. “Resume” is

Select Memos to AutoClazzify:

.
\lj) Would wou like to AutoClassify records in the People window?

vl Hesume

N

AutoClassify complete,

Time ko complete: less than 1 second

Selected by defanlt.
Click Begin.
RESUMate 11
Progress: \ij)
Questionable
12. Do Mot Use
AutoClassification is nsnally EMPLOYMENT SOUGH|

completed in just a few seconds.

Click “OK” to complete the
process.

13.

When the AutoClassify process
1s complete, close the 1 alid
Table Editor to retum to the
rmain Candidate view.

You can add additional
items to the Valid Table at
any time. Even if you
already have hundreds or
thousands of records in_your
database, when you add
more items to your table, yon
will have the option of anto-
matically applying your
newest changes to all of the
records in your database.
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Customizing Your Database, Step 2: Setting up a list of keywords and phrases (continued...)
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ADDITIONAL DOCUMENTATION: (STEP 1: NAMING DATE & TEXT FIELDS)
Several other database “housekeeping” functions are also managed from the Database Settings dialog
box (discussed on page 5 of this document). The Help System in the program itself explains these in more

detail. When the Database Settings dialog box is open on your screen, just touch F1 to see a complete

description of all of the customizing functions that you can do here.

ADDITIONAL DOCUMENTATION: (STEP 2: SETTING UP A LIST OF KEYWORDS & PHRASES)

When the Valid Table Editor is open on your screen, simply touch F1 on your keyboard for a complete

discussion of exactly how to use this important RESUMate feature.

You can also see a video on both these topics at the Training page at the RESUMate website,

which is www.resumate.com/getting started.asp.

\wlodking emo Hode:
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PART 3: SEARCHING YOUR DATABASE
Easily find all records in your database that match any profile that you can think of.

Any item of data in your RESUMate database can be used for search purposes alone or in combination with other data. For exam-
ple, you can find all of the people with a common job title or titles in a given salary range, living in one or more locations. Any criteria
you can think of can be easily expressed as a search in RESUMate.
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gpen. This “Easy Search”
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,)Begin | d Mew | @Open H Save | Show in:INew Window vl | Sort by: !Name 'i [~ Descending

|*Easy Search ; Full Search | ¥ Don'tinclude Contact recards ! I Has active Job Order Activity
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4. Fiegional Manags Cancel |
Inn this excample, the list contains L | -
only the “Regional Manager”
keyword, but if you have added
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Help |

well.

Click the “Regional Manager”
keyword once, it 1ill bighlight.
Then click the “OK” button to
return to the search window.
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Searching Your Database (continued...)
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The keywords you have selected
will be listed on the search
window.

Click “Begin” fo run the search.
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In this example, 2 records were
found to contain the term

“Regional Manager”.

The total number of records will
be displayed in the upper lef,
highlighted in red. "The
matehing keyword will also be
lighlighted in red. (The shaded
boxes at right.)

To view a complete list of the
results, dick the 1 Zst icon circled
at right.
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This custonizable list window
will open. You can drag and
drop different fields into view,
print this list as it appears, or
use it 1o jumip 1o specific records.

To jump 1o a specific recor,
simply double click it.

In this example we're going to
gpen the second record, “Kristen
Harbaugh”
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Searching Your Database (continued...)
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Manager” and placed it on the
record. "Thus, when we searched
Jfor the keyword ‘Regional
Manager” any candidates whose
resumees contained the ferm
“Area Manager” would be
inclded as well.

ADDITIONAL DOCUMENTATION: When the Search screen dialog box is open on your screen, simply

touch F1 on your keyboard for a complete discussion of exactly how to use this important RESUMate

feature.

You can also see a video on this same topic at the Training page at the RESUMate website,
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which is www.resumate.com/getting started.asp.
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