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Introduction

Welcome to RESUMate 10, the fast and easy way to build a searchable database of candidate records
directly from resumes.

There are two versions of RESUMate, called Lite and Professional.

RESUMate Lite uses the name, address, phone numbers, e-mail addresses, and user-specified keywords
that occur in the text of the resume to build an easy-to-search database record. Complete search func-
tionality is also included in the program. Every piece of information in the candidate record can be
used, in combination with any other information in the record, to search your database and find any
profile you can think of. Most searches of a database take just a few seconds to complete.

The Professional version includes this same candidate record-building and searching functionality, but
adds to it the ability to track a candidate through the hiring process. It does this by integrating records
of companies (or departments or locations) and job openings with the candidate records. This Profes-
sional version is intended for recruiting professionals who need a comprehensive record keeping sys-
tem that completely integrates records of candidates with job openings, companies/locations, and hit-
ing managers.

An integrated calendar is also included in both versions. In the Professional version, a 1-click Daily
Planner finds just those records that require attention today, and gathers them into an easy-to-read
Daily Planner format, which is opened automatically when the RESUMate program is started.

Registration Information

If you’ve already purchased the RESUMate program, you received, via e-mail, a unique registration
name and code. When you first start the program, you will be asked to type in this information. Once
the registration information has been entered, you will not need to type this information again.

If you are still evaluating RESUMate, when asked for your registration information, simply choose
“Use in Demo Mode”. This will allow you access to the entire program, but will limit the size of the
RESUMate database to 20 records. Entering a valid registration code will remove the record limit.

You can always see your unique registration name and code by clicking the Help menu and selecting
About.

Help/About will also display the exact configuration (Lite or Professional version; the number of network user
licenses, and any special features, such as Import Express) authorized by your registration code.

Installing RESUMate 10

RESUMate is most often installed as a download from www.resumate.com; you can download the
program as many times as you like from the Support page. A CD version is also available.

If you downloaded the program from our website, simply double click the downloaded file and follow
the on-screen instructions. 1f you have the RESUMate CD, insert it into your computer and follow the
on-screen instructions. There is no difference between the download and CD versions.
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If you will be using RESUMate as a single user, select the Single-User installation option in the installa-
tion program.

If you will be using RESUMate on a local area network, please read the instructions below.

Network Installation

If you are installing RESUMate on a network, first you’ll need to decide which PC in your office will
act as the file server. You can have a dedicated file server or you can have one of your user’s PCs act as
the file server. If you have a dedicated file server (a PC where the data is stored but is not used by any-
one to run RESUMate) run the RESUMate install file and select the Network Fileserver installation.
That will create a RESUMate folder which will contain the database file. If you do not have a dedi-
cated file server, run the RESUMate install file on the PC which will act as the server on your peer-to-
peer network and select the Single User installation option.

Once the install has finished you’ll need to share the new RESUMate folder on your network and allow
network users full access to change the files. By default the RESUMate folder is located in the My
Documents (XP) or Documents (Vista) folder; if you wish you can choose another location during in-
stallation. If you are un-sure how to share the folder, consult your I'T department or IT consultant.

Once you have the folder shatred, you can run the RESUMate install file on the other PCs where RE-
SUMate will be used. When installing, select the Network Workstation option. You’ll be prompted to
navigate to your shared folder, once you’ve pointed RESUMate to the shared folder the installation can
proceed.

If you have any questions about installing RESUMate, please contact technical support:

E-mail: techsupport@tresumate.com
Toll Free: 800-530-9310 ext. 203
Outside North America: +1-734-477-9402 ext. 203

Tools for learning about RESUMate 10

There are two sources of excellent, easy-to-use tools that will help you learn how to use RESUMate.

. Training videos at our website
. On-line help text, built right into the RESUMate program itself

Training videos at our website

There are several training videos at our website that will help you as you start using RESUMate. The
topics covered include creating database records from resumes, searching the database, modifying RE-
SUMate’s list of keywords and phrases and customizing the database.

The videos are interactive and show you exactly how to perform many common and not so common
tasks in RESUMate. You can view them any time.
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On-line help text in the program itself

A comprehensive reference manual has been built into the RESUMate program. It contains illustrated
help for every single screen in RESUMate. The manual is “context sensitive,” which means that press-
ing F1 on your keyboard will automatically open the manual to an illustrated article for the screen
which you are using.

If you’re ever wondering what something on a RESUMate screen is or what it does, the answer can
usually be found by pressing F1.

Using Web resources

Visit our website (www.resumate.com) to access additional resources for learning how to get the most
out of RESUMate. These resoutces are updated frequently, so it’s a good idea to visit the site on a
regular basis.

Customer support

Registered users can call anytime (9:00 a.m. to 6:00 p.m. Eastern time U.S.) for answers to specific
technical or operational questions. Questions can also be e-mailed to techsupport@resumate.com.

Add a few records to your new database

One way to get started quickly is to put a few new records into your database, using the automatic re-
cord creation function that is an important part of RESUMate. Here’s all you need to do.

With the RESUMate program running on your PC, open a resume document in Microsoft Word.
Jump back to RESUMate, and click on the icon at the top of the stack of icons on the left side of the
screen. This will open a dialog box with the title “Start Automated Data Entry.” The Word doc tab is
already in the foreground, and you’ll see the file name of the open Word doc resume already on this
tab. Click the Start button on the tab.

You’ll see a split screen, with the content of the resume shown on the left, and a preview column on
the right, showing how the automatic extraction of the name, address, phone numbers, e-mail address,
and key words has taken place.

If the extractions were all done correctly, close this window, and click the Save icon (the fourth icon
from the right in the horizontal tool bar at the top of the screen).

If the extractions were not all done correctly, you can fix any incorrect data using your mouse to high-
light the correct data, and then clicking on one of the four buttons labeled Name, Addtess, Phones,
and Other fields that appear just above the resume text.

To see a complete discussion of this Automated Data Entry feature, click the icon at the top of the
stack of icons on the left side of the screen (“Click to create a new candidate record”). This will open a
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The Person Window (the Lite and the Professional Versions)

B D
[ Candidates - Kurt S Alexander g@
[i=) Record 1of 15 M4 » M OB H | v | & Recuiter| CM5 ~ Set——-f—— K
First: |Kurt Middle: IS Uinked EIienta’Dept:| = Calendar Iterns |
Last: [alexander D: | y—l A 5/24/2007 [ Folow Up Call £
AddresslApartment 17 Acquired: 03M19/2005 || Mest Call: 03/27/2006 |=!
#ddress 1749 Broadway Last Update:  [10/12/2006 || Last Change: |04/20/2006 |+|
Addres] Test Results:  [11/01/2006 [ =] Hired: 09/30/2006 =] [« »
City: JAnn Arbor State: Ml Ermplaoyer: |PassGo Technalogizs 1998 ta present — Memos —hede - J
e 0 County: JUSA ¢ yront Tite:  [REGIONAL MANAGER/SALES EXECUTIVE ]'f LES‘ Results <] Edit]
= = Tl v Motes

Description | Tel Mo/E-tail | Ext. | A4 Prey. Eompany:|Security Dynamics Technologies, Inc. = p Cel |

E-ma!l kurti@resumate, _Edit A 1ABC Group Tl Fesume Fepl] F
E -mail kurt. alexander@ el || ™ Cover Letter

Hame 7344256510 Send| FAE: |$50,000 P work History

- |Source: |University of Michigan 1976 u— ™ Candidate Info -

Industry | V Job Func/Title | V Skills | V Processes ] V Froduct Experience/Compensat | -

Automotive [nd | Quality Examiner Audit Compliance High Precision Cooling System INDUSTRY

Capital Equip Ind Lead Aszesor Flow Charting Job Shop Fasteners 94

Eo]mnlosites Ind G4 Eng | Fault Tree Analysis Diocument ation Auto Materials SALARY 'j

4 3

% Active Job Order Activity - 3 Records l % AllJob Order Activity

Res Sent | Client Job Title Phonelntery. | 1st Interv. | 2nd Intery. | Bes Sent To Flacement | Phone Fres. Open
Milaw Corporation WP of OC [ New

8/14/2006 | 448 Insurance HR Manager 8/18/2006 | 8/23/2006 | 9/27/2006 ™

01142006 | A48 Insurance Office Manager I

A »

A. Name and address information goes here. Addresses can be formatted for U.S., Canadian, or International
formats. B. A unique Identification number for this person’s record can be inserted into this field automatically,
when the record is first created. C. Phone numbers, e-mail addresses, and web addresses go here. E-mail mes-
sages can be launched from here, and web addresses can be opened. D. These six date fields can be custom-
named, if you wish. E. People records can be directly linked to company records here. Usually this is used to
link records of hiring managers to company or location records. Most often, it is left blank on a candidate screen.
F. These six text fields can also be custom-named. They usually contain information about major data items,
such as cutrent employet, or compensation, ot title. G.  This section lists any words ot phrases that have been
selected from a customized master list of keywords that identify job titles, skills, products, or other attributes that
describe this person. This keyword assignment can be done completely automatically when a record is added to
the database, or attributes can be manually selected as well. H. In the Professional vetsion only, this section lists
any job orders on which this person has been submitted. The purpose of this section is to show “at-a-glance,”
detailed information about all jobs for which this person has been considered. This section of the record is omit-
ted from people records in the Lite version. I.  This section can be used to enter items into a calendar that is
linked to records in the database. In a network environment, each user of RESUMate can have a private calen-
dar, but a shated, office-wide calendar can also be accessed from each PC on the network. J.  The purpose of
this Memo section is to provide space for open-ended text, such as the full resume, or notes made after phone
calls, or questionnaires, ot scripts for different types of phone calls. K. To assign tesponsibility for this record to
a specific person, click the Set button to select a recruiter’s initials from a drop down list displaying all recruiters
in an office.
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The Company Window (the Professional Version only)

B D
I Client/Dept - AAA Insurance g@
1] Record 1 of 4 M4 » M L OB EHE| v | & Recuiter| Cl5  Sset——H1——— K
Client : [444 Insurance |Acquired: 08/15/2005 [ Mext Cal: [08/08/2006 [+ | Calendar ltems Dpor |
1D |— Last Call [ | Last Update:  [02/22/2005 | Mew]
fddress|555 E. Tower Lane I'warking hours:[Home Office =
Addressi |Days off: |Public E
Addess |Prod Descr: |Insurance-- all lines LL_| bl
City:  |Jacksonvile State: FL e Al J
SIC Codefs) | - ]
ZIF Code: ISDDSB-SDB? Country: iUSA ¥ Beneifts Summarny | Edit
|5ales Range: |$250MM M Motes i
Description | Tel Mo/E-Mail | Ext. | add| Bl - [si0 _Del}
Fax (904444 5555 ] oyment: Repl
Might Switch | (904]555-EE6E6 Dél { |Relo: |Direct moving expense anly
Phaone (904)333-4444 - : —]
TeE wooess oo + | Dial | 'Year Establishe] 1938 =
Industry | V Job Func/Title | V Skills | V Processes | v Praduct E sperience/Compensation | v Educ/Cert/Languag |ﬂ
Distribution Ind | | | | |

Electro Mech Ind

Glass Ind

Machirery Ind |1

am >

[ Contact - 4 Records ]ﬁ! Active Eandidates] I3 &l Candidates I Al Job Orders 5 Active Job Orders - 4 Records ]ﬁ Inactive Job A1 M| =
First Marne Last Name Curent Title « | Bpent ||| Joh Title Client D +| Dpen

Jozeph Alexander Contraller New! || [ Benefits Manager S84 Insurance New H
F.rigten Harbaugh Regulatory Affairs Manage |« HF Manager Add [nzurance -

4 » 4 J »] —

A. Company name and address information goes here. Addresses can be formatted for U.S., Canadian, or Intet-
national formats. B. A unique Identification number for this company recotd can be inserted into this field
automatically, when the record is first created. C. Phone numbers, e-mail addresses, and web addresses go here.
E-mail messages can be launched from here, and web addresses can be opened. D.  These four date fields can
be custom-named, if you wish. E. These eight text fields can also be custom-named. They usually contain in-
formation about major data items, such as major products or services, SIC codes, relocation policy, whether the
company is public or private, etc. F. This section lists any words or phrases that have been selected from a cus-
tomized master list of keywords called the Valid Table. On company records, this section is often unused, but
can be used to contain such information as benefits summaries, or annual sales, or employee counts. G. This
section displays lists of people who are associated with this company or location. One tab displays contact peo-
ple, (usually hiring managers) at this location, while the other two tabs display either all candidates who have ever
been referred to this location, or only candidates who ate curtrently being referred on open jobs. H. This section
displays job orders (or requisitions) that have come from this company or location. Tabs allow the list to display
all jobs, only active jobs, or only closed jobs. I.  This section can be used to enter items into a calendar that is
linked to records in the database. In a network environment, each user of RESUMate can have a private calen-
dar, but a shated, office-wide calendar can also be accessed from each PC on the network. J.  The purpose of
this Memo section is to provide space for open-ended text, such as notes made after phone calls, or question-
naires, ot scripts for different types of phone calls. K. To assign responsibility for this record to a specific per-
son, click the Set button to select a recruiter’s initials from a drop down list displaying all recruiters in an office.
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The Job Order Window (the Professional Version only)
B C
I3 Job Orfders - HR Manager (AAA Insurjance ) g@
1] Record 2 of 14 4 > PO RN v | & Recriter: | CLS St M
Job Title: |HR Manages Prod/Sve: |insurance Regional Office — Calendar ltems St K
| @e— " Inactive )Job Location: |Tampa FL Mew|
EIient.-"Dep|A.M Insurance ] S alary/Bonus: |$BDK
Contact: |Joseph Alexander (=il W alue: |M0ving cost only
Description | Tel Mo/E-ail | Ext. | a| Add | MustHaves: |Insuranc:e industry experience Ll_l ] H
Should Haves: |5+ Y1z in HR Memos e+ L
= MNotes: |F|ea| urgency I Motes « | _Edit]
e : ™ Paosition D escription
Job Date:  |05/01/2006 | +| Hire Date: | / / | |Duratior: 3 [T Job Ordes Info Diel
LastUpdate] # 7 [=] Filled: i ¥ | Rate |20% Repl|
Nest Call: il ¥ | Closed: ].-".-"—IT Recruiter: |CMS — -
Irdustoy | V Job Func/Title 1V Skills | V Processes | V Praduct Experience!tompensation | Q/ E duc/Cert/Language |

04 Eng

|

i@ Active Job Order Activi - 2 Records | iy 4lldob Order Activiy | € Active Candidates | £ ANl Candidates |

First Mame Last Mame Job Title Res Sent Phonelntery. 13t Intery. 2nd Interv. | Open
Kurt Alewander HR Manager 8/14/2006 8/18/2006 8/23/2006 9/27/2006 | Hew
Douglas Baker HR Manager 8/16/2006 84222006 9/8/2006

Ki i

A. This line displays the job title. B. A unique Identification number for this job order record can be inserted
into this field automatically, when the record is first created. C. Jobs can be marked as active or inactive. Inac-
tive jobs still contain valuable historical information, but can be “hidden” from view so as to reduce clutter in
certain screens. D.  The linked customer (o location) recotd is displayed here. Clicking the foldet icon jumps to
this tecord. E. The linked contact person record is displayed here. Clicking the folder icon jumps to this re-
cord. F. This telephone area is usually not used on Job Order screens. G.  These six date fields can be custom-
named, if you wish. H. These ten text fields can also be custom-named. They usually contain information
about major data items, such as the job location, compensation, “must have” qualifications, “should have” quali-
fications, compensation, etc. I.  This section lists any wotds ot phrases that have been selected from a custom-
ized master list of keywords that identify the key requirements of this job. J. This section lists any candidate
records for individuals who have been forwarded to a hiring manager for consideration for this job. The purpose
of this section is to show “at-a-glance,” all candidates who have ever been considered for this position. K. This
section can be used to enter items into a calendar that is linked to records in the database. In a network environ-
ment, each user of RESUMate can have a private calendar, but a shared, office-wide calendar can also be accessed
from each PC on the netwotk. L. The putpose of this Memo section is to provide space for open-ended text,
such as the full job description, or notes made after phone calls, or questionnaires, or scripts for different types of
phone calls. M. To assign responsibility for this tecotd to a specific person, click the Set button to select a re-
cruiter’s initials from a drop down list displaying all recruiters in an office.
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The Job Order ACtIVIty Window (the Professional Version only)
G C
E: Job Order Activity - HR Manage{ (AAA Insurgnce) for Kurt S Alexander g@
1] Record 1 of 3 > M | =) Recruter:| ESM  Set |
Candidates: Stat{s: ™ Active © Inactive JRes Sent: 103;1 472005 |v St e 10932?;’2005 |v' Calendar lbems S E
— =] . Hew
iz S b nelnter[ 0571572005 [ =] Offer Date: [ 7 7 =
i livers Stalus: Jactive 1st Interv.: [08/23/2006 [=| Acceptance] / / [~
|HH Manager (A& Insurance] i .
FesSentTor | Go $'s: [ | 7 ] ] o
Phore Fres.: | ClientConcems: | r T o, F
Riesults of Ph ity Start D ate: [ | Cligrt Hates « | _Edit}
Result 1st Intre.: | Resig. Date: | ™ Candidate Motes )
Result 2nd Intry.: | CounterQffer?: |
Repl!

Reference Check| st 1 Comp: |
Bill Fate: | Fee(%orgl |
Pay rate: [ Mokes: [ T

A. The linked candidate’s name is displayed here. Clicking on the blue folder jumps to the full candidate record.
B. The linked job otrder is displayed here. Clicking on the green file folder jumps to the full job otder record.

C. 'These six date fields can be custom named, if you wish. The usually contain major milestone dates, such as
the date the resume was forwarded to the hiring manger, the date of a phone interview, a first face-to-face inter-

view, etc. D. These sixteen text fields can also be custom named, if you wish. They usually contain summary

information about the candidate’s progress through the hiring process. E. Calendar items specifically relating to
this activity screen can be entered here. F. Open-ended text, for example summarizing either the candidate’s or
the hiring managet’s comments during the hiring process, can be entered here. G. When a Job Order Activity
record is first created, the record is marked “Active.” If a candidate is later disqualified from further considera-
tion on this job, you can switch the status to “Inactive.”
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The Calendar (e Lite and the Professional Versions)

<% Calendar - Sample - Monday, March 13, 2006 8= =)
O &
March ~|d4lp |2006 4 p Schedule C
| | Begin | End | Type | Dretail | Links -
Sun | Mon | Tue WEd_ Thu | Fri | Sat | E:00F | E30F | Call Feminder | Evening call bo go over new resume. | Kurt 5 Alesander
1 (2 3 s |
5 &6 |7 |8 |8 [0 [11 | D -
12 115 E H 18 | ToDo E
| P Date Tupe Detail Links -
14 2 |23 |24 |35 2 313/2006 | Follow Up Call Review comments from Patrick Roberts after | | Charlie Mclntosh
B | | | E 3A13/2006 | Call Reminder Interview iz today at Milax. Douglas Baker
26 |27 22 23 30 A B 332006 |Follow Up Call Interview is today at Ak, Ken A, Baker
F

D ate Fields

in | Date Mame =

Phonelrtery. | Ken A Baker For Office
st Intery. Stephanie Towers For

W
1zt Intery. Douglas Baker For Se:
13t Intery. Charlie Mclntosh For B
1t Intery, Douglas Baker For Acc
£

A. This section displays 2 month view for the cutrent month. Dates for which entries exist will be displayed in
bold type, and underscored. Use the arrows at the top to move to a different month, or a different year. B.
This section can be filled in automatically with the names of records where date fields in the records themselves
match the highlighted date in the month view section above. It is most often used to display interview dates
from the job order activity window. C. This section is used to display scheduled items that include a reference
to a specific time of day, such as an interview, or a promised phone call that has been scheduled for a specific
time. Schedule entries are normally created directly from the Calendar Items section in the upper right hand cor-
ner of a database record. D. FEach of the column titles is a button, which can be used to sort the entries into a
time or alphabetical sequence, either ascending or descending. E. This section is used to display To Do items
that do not have a specific time reference. To Do items automatically roll forward into the future until they are
marked as “Done.” To Do entries are normally created directly from the Calendar Items section in the upper
right hand corner of a database tecord. F. Each of the column titles is a button, which can be used to sort the
entries into a time or alphabetical sequence, either ascending or descending,.
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