RESUMate 17

Getting Started Guide

This document is intended to help people who are new to RESUMate get off to a good
start. It covers four main topics:

I. How to convert text resumes into RESUMate database records

Il. How to customize your database so it meets your specific information needs
lll. How to search your database to find candidates suitable for any position

IV. How to track send outs and candidate progress through the hiring process
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Basic Controls and Screenmap

The top of the RESUMate screen is divided into six “navigation” tabs. RESUMate will switch between tabs
automatically when appropriate, but you can also switch manually by clicking a tab:

[ 0 Candidate I r'| Client T g Job Order T E Active Jobs [ ﬂ Calendar I 52 Groups
| ] 0 ]

Database Records Recruiting Tools

The three tabs on the left (Candidate, Client, and Job Order) display your database records. Click those to view,
edit, add, or delete records of each type.

The three tabs on the right (Active Jobs, Calendar, and Groups) are recruiting tools that organize and display
information from the database records.

Underneath the navigation tabs is a stack of colored icons running down the left side of the screen, this is the
database toolbar. Tools are grouped by color and function: Record Creation, Searching, and Recruiting. Please
note that since screens change depending on the selected tab (Candidates, Calendar, etc) some icons will be
grayed out depending on which tab is currently active.

Candidates ::] Clients Job Orders Active Jobs Calendar Groups
) | m | B | © | B | =8 ]
lz‘ @ John Q Candidate E_‘. > n E o

ﬂ ® New Record (manual entry)

Record Creation

@® New Automated Record (Word/clipboard/PDF)

)

=
=
t 3

@® New Web Record (e.g. Linkedln profile)

@ Import Express (bulk resume import)

@ Quick Search (find by name)

Searching
@ Full Search (click and type full boolean)
® Bulk Job Assign (link candidates to a job) ]
® Copy Emall Addresses (for quick mailing) ag =
Recruiting

® Bulk Assign Dates (organize deadlines)

@ Bulk Assign Groups (organize records)

CPHOP B O ¢

RESUMate contains a lot of screens and tools, but the basic navigation is always very simple: 1) change screens
with the tabs at the top, and 2) modify and search your database with the icon stack on the left.

ADDITIONAL DOCUMENTATION: The built in RESUMate Help System contains
guides to every screen and icon in the program.

Push the F1 key on your keyboard (or click Help or ? buttons) for an illustrated guide to
any screen or tool in the program.




Part I: Converting Resumes Into Database Records

Text resumes can be converted into database records with just a few clicks. The complete process usually takes
10 seconds from start to finish. Resumes can be in any text format:

This includes: (1) Word [.doc or .docx] files (4) LinkedIn profiles
(2) Adobe [.pdf] files (5) Any other text that can

(3) E-mail messages be copied and pasted
{10 RESUMate 16 - Sample.rdb - o x
File Record Edit Memo Search Groups Jools History Window Help
© Candidates I I Clents I B JobOrders T FE) Daily Planner I [ Calendar T 83 Groups ]
E @ Adding - (No Name) E-'o 5% 0 E ° ‘
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L @ Last: 10: [u] ‘ @ oe @ &0 @ @
. . 5 Addr 1: ate Fiel 1y Cal ar Items o] P = T Notes
This is the first screen —a Tl ]—w:‘ EAlE [0 stsassosmert| (1wt > I
. WWW Addr 2: Entered: - Last Uy ukd:.- Fa\\nwl}u(a\l" K DE zﬂbﬁ K @ .z:llﬁ u Q
you will see when the program N | s | : / Ll Rl e B
. gl C = | oy = | =il
starts. It is currently empty and & |2 Jcouty: s
. Description | Tel No/E-Mail Ext. [+|aaq]||Employer:
contains no records. (o]l B
— [Der ||| Title: .
=y R A
. . . . School/Degree: I:’
Clicking the highlighted = 1 e ———
Automated Data Entry (ADE) @ Key Candidate Info | i Education Years in Workforce | Current [Reasons For [Relo ssues
icon will use a text resume to @
create a new database record. o I
ov e ‘g | » &
dll Active Job Orders Activity (0) | abll All Job Orders Activity
Job Title o/ b | Res. Sent| Current Issues Next Step Notes Offer | Accepted | 3rd |
- | R
 Automated Data Entry - . - - _X_‘
Select source for new record:
2. ] word Document | B8, Clipboard | @ Eile on Disk | 1 E-Mai Message

The ADE WindOW will open. Copy the curently open Word document:
The tabs along the top allow you to vl el
choose the source resume for the

new record. Help

In this example we’re using a .docx
file that is currently open in Word.
Once you've selected a resume,
click the OK button.

¥ Save the document az an attachment to the new record

3 | {1 Save Attachment X
Ld
. . € A » ThisPC > Documents » RESUMate » Attachments - (@) Search Attachments
If your source is a file (.docx,
rganize - ew folder =- ©

.pdf, etc.), a Save Attachment | e : T T - -
window will open. e ) ClorDuRusdoos ° YRR K

‘ > & Downloads €] Gretchen Rice Resume.docx @ Mic 178
Click Save to store a copy of the > €@ M E“““‘“""“’“““”‘"““ Z . -

.. . wre > i Kristin Harbaugh.docx Mic 17 KB
original file for later e-mailing and | / z:.:m 8 Ko lexander docx ° r‘ 16
reference. i ocauicy | B LewsCratesdon o "

b o ST 3 STowers.docx @ 5/2022 850 AM Microsoft Word D... 17KB
> wm F-Data (\CHW
File name: | John Q. Adams Resume.docx ~

Save astype: All Formats ()

~ Hide Folders Cancel




CONVERTING RESUMES INTO DATABASE RECORDS (CONTINUED...)
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Fle Record Edt Memo Search Groups Tooks Hstory Window Help
@ Candidates T h Cllents. I 8 Job Orders I B Dally Planner T B colendar T B3 Groups ]
@ @ Adding - John Q. Adams EX0=@
ﬂ No records in thisview 4 » M |5 [ (2 [ | b [[SetRecruiter: Groups: |
Eirst:  [John viddle: [q Linked Clients: ErE e () F;
4. Bl = Joe: ] o @ 8 © & B9
[141 Frankiin st =L e Lol ) Resume | [ sklsAssessment | ) Pe 4| > | J[ 1 niotes |
Once the resume has been & o e poeat b o Zeeiee M® 2OE B A
H L ] e Le#t Compan ate 6 =ik =%
selected, RESUMate will return to | ¢+ r— | (e T S | L
] — = oo [ - mrJﬁSQ- A‘d-asiimm
the main record screen. | e —T e
—— Objective: Keep that no good
. y .‘! iccungrel Ol;rgglew .Iaucl;sofn| :nd
The candidate’s name, address, Whio House O
and contact information will be g e Carme i = Eovton ];a;',s:nfmm]éﬁ;:'rme TComent Tmeser]| FresentPosition: Nstions!
. . Guide, Braintree, MA
automatically extracted into P
the fields on the left. E * Unied Sites St
our L : : :
. @l Active Job Orders Activity (0) | 4l All Job Orders Activity
The text of the resume WII/ be Ciient [robTie [ b Res. Sent| Current Tssues Next Step [otes
New
displayed on the right side. < L
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ﬂ No records in this view M4 b M | [ @ [[Setrecruiter: || Groups: |
Fsti  Dohn Mddie: [g, ]| inked Chiens: EmE 123 ) P,
ndams [ a @ oe @ &> % @
@ [ Date Fields ] 10 Calendar Items Outlook Items | =20 2 |‘ Fro— ] 3] [R] NBB‘
@ Oy Yy |upeleeE @e WG 2DE B Q
. T Scmmy:  mme =-a =20
é‘ 2 : 01159 5| | | | WE Ll John Q. Adams
141 Franklin St, Quincy, MA 02169
@ e o whashoree v @A i
5 S
is cadre of thieves out of the
. ‘White House.
- Text6i /—
H S [Key Candidate Info | :- Education | Years in Workforce | - Job Title T Current Treasons for Present Pasition: National
Automatically matched Keywords & v e | = Parks Senice Hisoric Tour
President Guide, Braintree, MA
are displayed in columns (box at i Ky Qualifcatons
. . St i
right). o i llll |
oy # i 1803-1808 v
@l Active Job Orders Activity (0) | @l All Job Orders Activity
. . Clent [iob Tale [ b Ras: Sant] Current asues Next Step Notas
The list of keywords is fully o=
customizable and explained in the
next section of this document.
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Optlonally, yOU can hlghllght teXt Del [ 1| objective: Keepinaino good
. . Send| scoundrel Andrew Jackson and
from the resume and click a field Hiscadre o ieves out o the

to populate it. In this example,
“National Parks Service Tour
Guide” has been highlighted in the

Key Candidate Info [ &= Education
|Advanced Degree

Vears in Workforce | = Job Tile
Director
o

TCument

esident
Operations Manager
ggggggggg

[Reasons For

Present Position:

Braintree, MA

* United States Senator

cHBBEO ®

from Massachusetts, 0
) | 1803-1808 v
resume. o[
&l Active Job Orders Activity (0) | éill All Job Orders Activity
Gt [iob Taie o7 b Ras. Sant] Curent Tasies et Step otez ] [o5en)
New |
. 5

Clicking the circled Employer field

will automatically paste that information into the field.




CONVERTING RESUMES INTO DATABASE RECORDS (CONTINUED...)

[\ RESUMate 16 - Sample.rdi - [a] x
7 F:le Record  Edit Mpemn Search Groups Jook Hitory Window Help
° @ Condidates T i clents T B8 JobOrders T &) Daily Planner T Calendar T 83 Groups ]
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Once }./OU are S.atISerd that all ﬂ Record 1 of 1 o Q‘ Set Recruiter. Groups: [
First:  [ohn Middle: [ UnkedClients: [ | £
of the /nformat/on appears B- [Com— ) - E— IS NG
correctly, click the Save Icon [t Goromamst || CLowarieks & Coloaricens | o Ouookitens |y [ o 10 et |10 e |
i i i AN || 2: Ereared: Last Upaated: | Follow up cai:__ || = b5 -
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as you C/ICk tO SaVe, the record e E°_=:;T’“”" ;":r":‘ngi'::;wmm = B ] [National parks Service Historic Tour ¢ johng@w hitehouse.gov
. .. — [ [— jective:
will be visible to any other users. |[& el 7| Sonaeianewiaasmand
S SchoovDearee: [ ] cbiﬁgdﬁzgéhleves out of the
: Key Candidate Info | i Education Years in Workforce | i Job Tile Reasons For Present Fosition: National
By default, two dates will be & e e oree [E- T TR J || FansSecenc o
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right). Entered will store the datelg " mMeeneen, B
i eyl ] 18021808 v
this record was created. Last T e
Up da te will store tha ¢ las ¢ da te Client 500 Titie 5 Tob Res. Sent | Current Issues Next Step Notes J

any changes were made.

Converting LinkedIn Profiles to Database Records

1. B (99+) Kurt Schaldenbrand | L x + - - - i

First, open someone’s profile on in e ® 0 s ) = 31
LinkedIn in Chrome or Edge.
Then, CIICk the b/ue ,R, ICOI? Sell anywhere online. - And make it easy to check out ¢ A
(circled at right). You will see a Profile Copied
confirmation message reading
“Profile Copied”.

2

2.

€

Once the profile is copied, switch back to RESUMate and click the “WWW?” icon. That’s it. The profile will be
automatically loaded and is ready to be saved.

Note: If your copy of Google Chrome or Microsoft Edge does not have a RESUMate ‘R’ icon, please see the
RESUMate 16 Installation Guide for instructions on installing the RESUMate Web Profile extension.

ADDITIONAL DOCUMENTATION: When the Automated Data Entry window is open
on your screen, simply push the F1 key on your keyboard for a complete discussion of
what each tab (Word, File on Disk, Clipboard, E-Mail) does.




Part II: Customizing Your Database

With a few clicks, RESUMate will look as though it was custom-developed just for you. There are two basic steps
to customizing your database: (1) re-naming the date and text fields to reflect your preferences, and (2) 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.

Fle Record Edit

[.] RESUMate 16 - Samplerdb
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@ candicates W Cients B8 JobOrders T &l Daily Pranner T B Calendar T 83 Groups ]
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the boxed area at right. In this i — » i 8 © & B @
. @ Addr 1: —— 5 Date Fields IKQI Calendar I!Ems] Outlook Items & Resume — «» 1 Notes
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=) = g21e9 |l = Nlank.I.inSl.;alinq', MA 02160
F, t le ['he Customize e :;‘:"m"’" ;‘h‘:‘;:::‘mkgm Ext. | “)[agd ||[fEmployer: [National parks Service Historic Tour johng@whitehouse.gov
irst, cli : 3| it —
’ o —..‘ Del | |fTitle Objecg vtle A ngp me rLo goodd
icon in the upper right e ——— \i;s:&?uéiof?m@wesiﬁi‘%”‘ﬁe”
ite House.
(circled at right) and select T e ————— e e
3 @ g St il Guide, Brainiree, MA
Customize the Database. persions o R
ﬁ « United States Senator
[ ] J’ from Massachusetts, a
oY 2‘_1 oy 1803-1808 v,

ll Active Job Orders Activity (0) | all All Job Orders Activity

et Toch Te Database Settings X
e ] &Cendidstes | Clents | E5Job Drders | iglob Drcers Activty “ Gieneral Settiﬁs|
2 Window Name [Candidates Labels save |
. ikt 0 [ o]
. i i W AutoMumber new records [ Lock Field 82::: E:IDJN%:CB&
The Database Settings window will open. The date and | wewvsuwe[i@r — llDas  Let Company Help
Dateh ae b
. . . . Fomat  [oooo
text fields are listed in the Labels box. Double click the | "™ % b
RS Test3 Tite
. . _ ‘ I : +| [ Lock Field T 2]
field you with to re-name (“Text6’ in this example). Eniered ockPeld JiTetd Moy ovee
Last Update TestE  TewtE
3 Last Updatad =| T LockField
L]
g e
. . Enter Label for Test6 data feld: Shandard e
An Edit Label window  |[res WelmportMema:[Linkedin Sl Resssamont | e
. . ] o | ¥ Auto-Classify automatically Personal Notes Di
will open. Type ‘Current | —2—1 _ cr= | | Inervew Notes
Add| Edit| Del
Status’ into the box and click the OK button. Then click
the Save button on the Database Settings window.
{1l RESUMate 16 - Sample.rdb - [u}] x
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CUSTOMIZING YOUR DATABASE, STEP 2: SETTING UP A LIST OF KEYWORDS AND PHRASES

RESUMate keeps a list of keywords and phrases called the Valid Table. The table is divided into columns for easy
organization. Keywords in Automatic columns will be automatically matched and highlighted on all new records.
Keywords in Manual columns act as checklists, allowing you to manually select items as they apply to individual
candidates (e.g. “Willing to Relocate”, “Ready to Hire”).

1 {11 RESUMate 16 - Sample.db - a X
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© candidates I W clients T B JobOrders T [ Dally Planner T B Calendar T 83 Groups ]
) X TOX)
Both Automatic and Manual s e — —
columns are displayed in the g = b= = " il @ % © & @ ¢
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and Education at right) are I 3 i
—.“!' Del ]| Tite: [ Objective: Keep that no good
;. H H H nd] || Money: [ || scoundrel Andrew Jackson and
marked with this blue list icon. = e, | Howded havesou e
. = S Wiits House
Manual columns (Key Candidate = T T T o e Fresent oston: Natona
@ Advanced Degree Director Gz"d: ;’;"’I‘E;e;s;‘;;‘\c oul:
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Wotkepolis B85 Electionic Eng Facilly Superviser 2003 MorthEast
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BS Industiial Design  Giroup Manager 2001 DE
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Canada BS Info Technology Maint Mar 1993 Ma
Mexico BS EngManagement VP Maint 1997 NH
Authorzed to work BS Marine Eng Mfg Director 19% NJ
B BS Materials Eng Mfg Manager 19% NY
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Under 100K BS MechEng RED Manager 1993 Rl
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Under 2006 BSMET Operations Manager 1991 Southiwest
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T 56 Min Con \1B e 1000 " I:]
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Column Edit |_
3. olumn Editor [ = |

Column_gliem Help
aa(n) teln
Calumn Ti

The Column Editor will open. This window allows you to add new keywords as well as | 5

edit or remove existing keywords. | e |

R
CFO
If the “Include this column when Auto-Classifying records” checkbox is checked Dimetr

(highlighted at right), the column is Automatic. If un-checked, the column is Manual. peanel
Dwner
President

To edit an existing keyword, double click it. To create a new keyword, click the New b it o
icon (circled at right).




CUSTOMIZING, STEP 2: SETTING UP A LIST OF KEYWORDS AND PHRASES (CONTINUED...)

.|t!m Editor n
4. Mew Walid Table jiem: | Save I
[Tour Guds -
, . . Synarnyms: ﬂ
When you click to create a new keyword, an Iltem Editor window Hep
will open. You can type in any keyword you want, in this example
we've entered “Tour Guide”.
5. (Optional) i | |

If you are adding keywords to an Automatic column, you may
also add synonyms to match acronyms, abbreviations, and different phrasings (e.g. “BA” or “B.A.” for “Bachelor of
Arts”). For more on synonyms, open the Help System from the Item Editor window by pushing F1 or clicking Help.

Item Editor n
Mew ¥alid Table jem: | Save |
6. [Tour Guade Cancel
Synarpms:
Help
Once you have added
your keyword, click the
Save button on the Item i DE HEp
. & #h
Edltor' fuamn Tikles
[Job Title
Add | [ Inchude this column when Auto-Classifying records
. E Tow Guide -
Once the Item Editor 0 j
. . CFOD
closes, you will see the new keyword in the o0
Director

column. Click the Save icon on the Column
Editor to close it and return to the Valid Table
Editor window.

Finally, click the Save button on the Valid Table
Editor to finish adding your keyword.

Executive Vice President

General Counzel
M anager Director
Owaner

- Valid Table Editor

Table Column Hel

p

‘Em [ Add | [# Edit | ¢ Find #, Next & Print ~

F.ey Candidate Info | == Education ‘ = Job Title | “Years n Workforce | Relo |ssues | Reasons Faor Leaving
--------------------- High Schoal Tour Guide 2022 Wil need help Bad Chemstry
RANKING GED. CED 20 Does not need help Bored

rrrrrrrrrrrrrrrrrr Associates Degres CFO 2020 B e Broken Promises

4 evel Candidate Bachedors Degree coo 209 Mo Relo Comrnission Cut
B-Level Candidate Advanced Degres Director 2ma Opento Relo Downszed

Clevel Candidate |- Executive Vice Presider 2017 | s - Fired

Good to Hire BS Engineering General Counsel 2018 SouthEast Growth limsted
Qusstionable Manager Dirsctor 2015 AL Heavy Tiavel

Do Mot Use BS Assospace Eng Ot 204 AR Many Changes

7.

If the keyword(s) you added were in A

an Automatic column, RESUMate will
ask to “Auto-Classify” the new keyword.

RESUMate 16

You have added/edited 1 item that can be AutoClassified.
Would you like to AutoClassify it now?

No

Click Yes and RESUMate will look through all of the resumes in
your database, match instances of the new keyword(s), and insert
them automatically. This keeps all of your records up to date after

changes are made to an Automatic column.

[ RESUMate 16

| ¥,
! window?

i\ Would you like to AutoClassify records in the Candidates

Yes




CUSTOMIZING, STEP 2: SETTING UP A LIST OF KEYWORDS AND PHRASES (CONTINUED...)

8 AutoClassify x
a All 47 records In the current window will be AutoClassified.
The AutoClassify window will open. By default only the
R // b d If i h t Select Memos to AutoClassify:
“Resume” memo will be scanned. If you wish to scan Candidate Highlights -
other memos (LinkedIn profiles, notes, efc.) select them | | | rersonal notes
B 3 ; . . . L4l esume
here before clicking Begin (highlighted at right). Short Form Interview
Once you click Begin, RESUMate will scan the memo
y g ) Help
text on all records for instances of your new keyword
and insert them on any records that match.
RESUMate 16 X |
9.
! AutoClassify complete.
The process typically takes only a few seconds. After " Time to complete: 1second
AutoClassify completes, click OK to close the Valid
Table Editor and return to the main record screen. "
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on the resume (highlighted at far | x> e poami] [ 20 = e ia
. . . g B BN 5 T B5 B s Adams T
right), it now also appears in the N e e e ey T O e
. [E-pail johng@whitehouse.gov iy [ -
Job Title column on the record =1 e E— )
(bOX at near nght) C:Iii:dl-rliﬂemlevesouw“hg
S Key Candidate Info | = Education Years in Woridor or_| P""“‘P““ﬁ“ Sea
All records added to the database |& [Ersisgeraniee.
. . . Qualifications
from this point forward will be & + United States Senator
. .J’ . . from Massachusetts, :
checked for the Tour Guide ou i A
keyWOfd. C\'\em [3ob Tile [ Job Res. Sent| Current Issues Next Step Notes
| Ll _'I,IM

ADDITIONAL DOCUMENTATION: Step 1: Naming Date and Text Fields

Several other database customizations and “housekeeping” functions are stored on the
Database Settings window (see page 4 of this document). When the Database Settings
window is open on your screen, simply push the F1 key on your keyboard for illustrated
articles about all the available options.

ADDITIONAL DOCUMENTATION: Step 2: Setting Up a List of Keywords and Phrases

When the Valid Table Editor is open on your screen, push F1 for a complete breakdown of
all the different ways you can customize and use your keyword list.




Part III: Searching Your Database

Any item of data in your RESUMate database can be used for searching, either alone or in combination with other
data. This makes it easy to find all records in your database that match any profile you can think of. For example,
you can find all of the people with a common job title in a given salary range, living in one or more locations. Any
criteria that is stored in the database can be used for searching.

{t] RESUMate 16 - Sample.rdb - o 0
File Recod Edt Memo Search Groups Tools History Window Help

Candidates i Clients Job Orders Dally Planner Calendar 83 Groups
- o8

@ @ Editing - John Q. Adams B xli =9
Record 7 of 47 Hd4rn E & [[Set Recruiter: Groups: |

R AR L L) = ‘
Last: [Adams i ?930 el UN@‘ @ gg @ {-?9 @ @
@ T |y [51 Date Fields T:Ar Calendirl(ems] (= Outlook Items 1 & Resume | 0 san 10 el | |[@ votss |
| P Ertered: Los Updated: _ Follow Up Cal
1 6] MN{: Torlismnl] (o] |1 8D® BB Q B 260 E e
cty:  [oome Simte fan Hired: Left Company:  Date 6 =3 =-30
- g z1p: Cmmuy‘ E ] g (WE =il 5| Johg Q Adams
Click the Main Search icon O = E T e | e
. . . /- = e Obijective: Keep thatno good
(highlighted at right) fo open the Scouny i cison na
Search SCreen. E C TR Houss Friday, July 22, 2022, 8:49:12 AM
Key Candidate Info | i- Education Years in Workfore Present Position: M5
(2] s Tour Gute Sramtes WA
Note: To better demonstrate the A
search function, additional .ﬁi - Unted S St
records have been added to this oY ?'j : -~ s T o
all Active Job Orders Activity (0) | 4l All Job Orders Activity
database. et Toob Tile 5 o R [CiiTarE Toae Next Siep Notes
|l jilll,
4~ Search Candidates [m] X
2. Search Options Help
P Begin | ] New | 7 Open [l Savishowin: [Newwindow  ~] Sortby: [Name | Descending
The SearCh Candidates WindOW will Open. There E’? Easy Search o Full Search I[\? Don'tinclude Contact records ™ Has active Job Orders Activity
B % Groups
are tWO Optlons’ Easy SearCh and Fu” SearCh Last N ame: First: Middle: 1D: Recruiter Phore/E-Mail:
fi I i I |___ &l
Easy Search (shown at right) is for searching only |paes
, . . i -| |is E ’/ ~|and | /4 -
a few (or just one) criteria. Full Search allows you Jock o ool =l <t | !
. A Teut Fields:
to search as many criteria in as many AND/OR [ciktosso =] [Begie vt = el
combinations as you want. For this example, we’re|arekemads): use conmz: o separste miple kepwords
. . [ Arw kepword matches
going to search for the Tour Guide keyword we e s
added to the Job Title column. Key Candidate Info | Education | Yeas inWorkiorce Job Title untent Compensation | R
Double click the Job Title column (highlighted at
right) to display its list of keywords
<] | i
3 + Classify *
: = =

A Classify window will open. _ _ Carcel |

CFO
coo
Director

Click the Tour Guide keyword once and it will

highlight.

Then click the OK button to return to the
search window.

E xeculive Vice President

Gieneral Counsel

Help

Manager Director

Due

I Any ltem Matches

Fresident
Sr¥ice President
“Wice President

Business Unit Mor
Dept Manager
E ng Manager

P of Eng

[T Y ——




SEARCHING YOUR DATABASE (CONTINUED.. . .)

4.

Back on the main search screen, the selected
keywords will now appear (box at lower right).

Click the Begin button (highlighted) to run the
search.

#~ Search Candidates [m] x .
Search Options Help

J New | 25 Open [ SawShowin INew ‘window LI Sort by | Name j [~ Descending ‘
%t Easy Search ;| Full Search | [ Don't include Contact records [ Has active Job Orders Activity
% Groups

Last Name: First: Middle: ID: Recruiter Fhone/E-Mail:

| I | I | =il

Dates:

I[clid& to select] LI || j | 4 x| and l {7 |.'f

Text Fields:

ichick to select) j | Begins with =l and |

Mermo kepword(s] - uze commas to separate mulbiple kewwords:

] [T Arw keyward matches

Clazsification |tems [double-click to select)

KeyCandidate Info | Edueation [ e in\Walkfoice
K1
{11 RESUMate 16 - Sample.rdb - a %
File Recod Edit Memo Search Groups Tools History Window Help
© candidates T i crents [ JobOrders T & Dsily Pranner I B calendar T 83 Groups ]
5 3| © Jemes A Garfield | Q (Unsaved Search Results) - John Q. Adams|[ @ (Unsaved Search Results) - John Q. Adams BEXQ8=0
o

| resutiors

| KD »@x

B et —

A= bobn e o] [rked e D:IE@‘ @ % 0 & 3 9

. Fak Adams = 1930 e

In this example, 3 records were B = Ty —— [ 5 Dot i 60 Cotetrems | @ Otk tems | G e e
. . AN || addr 2: 1 : Lest Updated: Fallow Up Call: . & 2 &
found to contain the Tour Guide |- | —————| ] [ty (77 ) [9IDB L4 BIB @ L8£4018 8
& || city: luncy  |swe A | Hired: Left Company: Date 6: =Rk =R
keyword. &= el B LB 7 H Jobn Q. Adams
141 Franklin St, cy, MA 02169
o e i &x. [+]['add | employer: [National Parks Service Tour Guide | ishna@whitchouse.gon

The total number of records will = (o] o — ()

. . [Send]|| Money: |:| scoundrel Andrew Jackson an
be dlSp/ayed n the Uppel’ /eft, - sceolDegress [ || Nocaded thievesoutofthe

[ Wi o= Friday, July 22, 2022, 2:39:41 PM
3 . . . - cumenesaws: [ | iday, July 22, 2022, 2:39:41 P\

highlighted in red. The matching |B o o 20— e || &5
keywords will also be highlighted| & Toe Gt B, WA
) . Qualifications
in red (the boxed areas at right). B i S S

_ ] v o Rt
To view a complete list of the e e e e O [ O

. - . Client [30b Title: 1o Job | Res. Sent | Current Next Step Notes:
results, click the List icon J
(highlighted at right).
{20 Cendidates List (Search Results) - o x

6.

3 Records Listed

n |
List (Search Rest - City

B candid

Last Name Employer State 1D

This customizable list window will open. It will display

all records in the search and allow you to see
telephone numbers and email addresses for each
record.

You can drag and drop different fields into view, print
this list, create a call sheet, or jump to any record by

double clicking.

Moreland Hills | OH
epublican Kinderhook NY

James
Martin

Garfield

van Buren

1931
1923

FindWhere |First Name -
Begins With

Record Contact Info
7 Link

Nurmb

ADDITIONAL DOCUMENTATION: When the Search window is open on your screen,
push the F1 key on your keyboard for a complete illustrated guide to Easy Search and Full
Search. Please note that Easy Search and Full Search work identically and will return the
same results. Full Search simply allows you more search options.



Tracking Send Outs

Once you have identified candidates that match a profile, you can link those candidates to a job opening, set
reminders, and track individual candidates as they progress through the hiring process. First, though, you need to
enter your first Client and Job Order records.

1 © Candidates I i clients I ] JobOrders T &l Daily Planner I B Colendar I 88 Groups ]
4

R e EXO=Q

Click the Client tab (boxed at &= "5 | Tty r— ‘ @ ac @ 9

right) at the top of the Po—m—m= = ¢ /'7”' o — {'& Qm

RESUMate screen. —_—— 7 wowep@as-i [P 2EBes-20
%-L ciy: Stote: .|: == Saturday, July 23, 2022, 8:00:54
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other hiring entity_ @ Yox Condiiote o | ESedustion | veurs w Workiores [ Currert [ s v

On the Client tab, click the new S - ) o

record icon (highlighted) and  |®Y (o5 enn on e Y —

enter “SeatMate”. Then click D Tt ot Name Widdie Nome | Country % Ciient 5o Tite [0 30 Date|_30b_[ReportsTo [ 1o] %}

the Save icon (circled). =0l — -

© Candidates T B clients { B8 JobOrders T & Daily Planner T [ Calendar I 89 Grous ]
@ M - seatMate EX0=@

2. ﬂ Record 23 of 23 Hd4rH 2 % | i | [Set Recruiter:s] | Groups: |
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records. (©) N [
o
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at right) link to Job Order

Key Candidate Info [ & Education

records. To create a new Job 5 " ) H
Order record, click the New ﬁ 6 0w o0 s oo e | e
. . wr 1D [First Name [ Last Name. [ Middle Name: Country [open]ff client [Job Title. 10 ).0.Date] Job [ReportsTo  |LollOpen
button in the lower right o = =
(highlighted).
AT » « | »
© Candidates T i Clients ) JobOrders &l Daily Planner I B Colendar I 88 Groups ]
3 E]m BEX0=0
° ﬂ No records in this view 4 4 b M B[ [ & [[Setrecuiter Groups: |
mwﬁ': (5 Date Fields TD casenaarlzems] gmnooumms @ .E{ @
A new Job Order record will | B i ) —
open. Note that the Job Order e i s sl e | (e L
tab (box at top) is now active. |& - E | ey R
. = ] |
The originating Client record is - : !
automatically linked (box at 2 e I — e —
right). Enter “Factory Tour I
Guide” in the Job Title field and|& = - :
i i il Active Job Orders Activity | [ 7al All Job Orders Activity (0) | @ Active Candidates | @ All Candidates
Cl/Ck the Save icon. Last Name [First Name [iddie Name [ 1D [30b Title [ 36 [curentissues |Nextstes Phone Inter Res. Sant [ 3rd Interview.

[ew]
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TRACKING SEND OUTS (CONTINUED. . .)

4. [ 9o ]

b
E @ James A Garfield | @ (Unsaved Search Results) - John Q. Adams |[ @, (Unsaved Search Results) - John Q. Adams

1 Clients I

B Job Orders I

& Dally Planner

|

B calendar T

83 Grows |

EX0=0

Result 1 of 3

K rn B X

| et Resier

Groves |

|

First:

Now that the Client and Job

Last:

Adams L
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) @

Order records have been

£3
=
E:

Addr 2:
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59 Date Fields | @0 Calendar tems | (= Outiook ltems |
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07/15/2022|~ 07/23/2022~ i -
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Edit || | Prev/ Emplyr:
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. 1

|
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|Advanced Degree

[vears in Workforce [ £ Job Tile
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President
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QA Manager
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141 Franklin St. Quincy. MA 02169
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== )
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button (highlighted) to choose the Job ]
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FindWhere [Clent <]
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A List window will open, Record Contactnfo
displaying all active Job Order
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EXO0=@

'D:IE@‘@ % @ B«

< feme |

ﬂ Result 10f 3 Har v E X | (SetRecniter Groups: |
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TRACKING SEND OUTS (CONTINUED. . .)

8.

) RESUMate 17 Data.rdb

Once you have a job record
and some linked candidates,
click the Active Jobs tab
(boxed at right) at the top of
the screen.

Active Jobs is a “live report”
of all of your currently in
process job openings. It
contains two sections:

Job Orders by Client lists all
currently open job records,
divided up by client.

Candidates by Job Order
lists all currently active
candidates, divided up by
client and job.

File Search Groups Tools History Window Help

Recruiter Filter:
vl Configure

Client Filter:

Active Clients

2

Active Job Orders

I}

Active Candidates

=De
Do
w

Res. Sent

Phone Inter

1st Inter,

2ndInter.

Offer

-]
o o o KN B W

Accepted

<

@ Candidates 1 i Clients W B Job Orders ] #ill Job Order Activity Active Jobs B calendar ] 83 Groups
BExX0=6@
Jan 24,2024 Work In Process: Active Job Orders & Candidates

E Job Orders by Client

Client: SeatMate ~ Recruiter:

01/15/2024
J.0.Date

01/23/2024
1st Submit

# 3ACTIVE Candidates
3Total

.)'||] Candidates by Job Order

Client: SeatMate  Job Order: Factory Tour Guide ~ Recruiter:

THIS WEEK
Res. Sent... 01/24/2024
1stlnter, .. 01/26/2024

B Martinvan Buren

i FUTURE

B James Garfield

e PAST THISWEEK FUTURE
Acthity Res. Sent .. 01/23/2024 Phonelnter..  02/01/2024

Dates from active records are displayed automatically. You can jump to any linked record by clicking the name.

There are three controls on the Active Jobs tab:

1) Recruiter Filter — Use this pulldown menu to select a recruiter’s initials and only Job Order records belonging
to that recruiter will be displayed.

2) Client Filter — Use this pulldown menu to select a Client record and only Job Order records linked to that

Client record will be displayed. Please note that only Client records with active linked Job Order records are listed.

3) “Configure Dates” allows you to select the date fields from the Job Order and Job Order Activity records that
will be displayed by the Active Jobs tab.

Data saved in one record flows automatically to other screens. For example, when candidates are linked to

jobs (as in the example above), that information populates to the candidate’s record, the client’s record, the job

record, and the Active Jobs screen.

ADDITIONAL DOCUMENTATION: Push F1 from the Client, Job Order, Job Order
Activity, or Active Jobs screens for a complete illustrated guide to those screens.

Every screen, icon, and menu in RESUMate is documented in the Help System, click the Help icon or push F1 from any

screen for additional documentation. If you have further questions, please let us know at techsupport@resumate.com
or call us at 1-800-530-9310. We've helped tens of thousands of people learn to use RESUMate over the years. If
you've got a question, we've got an answer. Thanks!
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