RESUMate 16

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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Part I: Converting Resumes Into Database Records

Converting text resumes into database records takes 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.

This is the first screen

you will see when the program
starts. It is currently empty and
contains no records.

Clicking the highlighted
Automated Data Entry (ADE)
icon will automatically create a
new record from a resume.

(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
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2.

The ADE window will open.

The tabs along the top allow you to
choose the source resume for the
new record.

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.

3.

Automated Data Entry

Select source for new record:

Copy the curently open Ward documant:

o)) ohin O Adarn: Resume. dock

[¥ Sawve the document as an attachment to the nes record

] Word Document | B2 Cipboard ] @ File on Disk | [E] E Mal Message

If your source is a file (.docx,
.pdf, etc.), a Save Attachment
window will open.

Click Save to store a copy of the
original file for later e-mailing and
reference.

[ [ Save Attachment

< - » ThisPC > Documents > RESUMate > Attachments
| Organize »  Newfolder
> (@l Desktop Name ’ Status
> [ Documents ) Clare DuRussel.docx e}
‘ b i I3 Gretehen Rice Resume.docx °
> @ Music 3] Julie Candella Resume.docx <)
[ > B Picures 3] Kristin Harbaugh.docx <)
> [ Videos ] Kurt Alexander.docx <)
>t Local Disk (C:) 3 Lewi Charles.docx @
) STowers.docx @

> e OlcServer (D)

> mm F-Data (\CHUC

File name: | John Q. Adams Resume.docx

Saveastype Al Formats (")

 Hide Folders

Search Attachments

Cancel




CONVERTING RESUMES INTO DATABASE RECORDS (CONTINUED...)

4.

Once the resume has been
selected, RESUMate will return to
the main record screen.

The candidate’s name, address,
and contact information will be
automatically extracted into

the fields on the left.

The text of the resume will be
displayed on the right side.

S.
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johng@whitehouse.gor

Objective: Keep that no good
scoundrel Andrew Jackson and
his cadre of thieves out of the
White House

e Cancate | - Educaton
avances Dsoree

CEHOB EO ¢

@l Active Job Orders Activity (0)

al a

[¥ears in Workforce |2 30b Tt
Sirector

pre.

Il Job Orders Activity

[Curren

[Reasons for

Present Position: National
Parks Service Historic Tour
Guide, Braintree, MA

Qualifications

* United States Senator
from Massachusetts,

<

Automatically matched Keywords
are displayed in columns (box at
right).

The list of keywords is fully

customizable and explained in the
next section of this document.

6.

Optionally, you can highlight text
from the resume and click a field
to populate it. In this example,
“National Parks Service Tour
Guide” has been highlighted in the
resume.

Clicking the circled Employer field
will automatically paste that
information.

Client [30b Title [0 Job | Res. Sent| Current Issues Next Step [notes | [open]
| [New
k] 2l
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CONVERTING RESUMES INTO DATABASE RECORDS (CONTINUED...)

7.

[\ RESUMate 16 - Sample.rdi

Fle Record Edit Memo Search Groups Jools History Window Help

Once you are satisfied that all
of the information appears
correctly, click the Save Icon
(circled at right) to write the
record to the database. As soon
as you click to save, the record
will be visible to other users on
your network (if any).

By default, two dates will be
automatically recorded (in the
box at right). Entered will store
the date this record was created.
Last Update will store that last

date any changes were made to |

this record.
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Converting LinkedIn Profiles to Database Records

1.

First, open someone’s profile on
LinkedIn. Then, click the blue ‘R’
icon (circled at right). You will
see a confirmation message
reading “Profile Copied”.

A K‘.!

Profile Copied

)

-3
X

2 "

L

B 199+) Kurt Schaldenbrand | L
L Cc

mQ »

| linkedin.com/in/kurt

x +

v - [} x
i :;zﬁs o@ :
= @ = , B3 Ty Premiumd :

H 4

Sell anywhere online. - And make it easy to check out on marketplaces like Instagram and |

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
lon 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
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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”).
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W save | [ Add | [Zp Edit | #4 Find #, Next ZhPrint ~

The Valid Table Editor window will open. From this
screen you can add new columns as well as edit or

remove existing columns.

Double click the Job Title column to open it.

3.

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

edit or remove existing keywords.

If the “Include this column when Auto-Classifying records” checkbox is checked
(highlighted at right), the column is Automatic. If un-checked, the column is Manual.

To edit an existing keyword, double click it. To create a new keyword, click the New

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

Itern Editor
4. News Valid Table item: [ save T
[Tour Guds Cancel
When you click to create a new keyword, an Iltem Editor window || "™ o
will open. You can type in any keyword you want, in this example
we’ve entered “Tour Guide”.
5. (Optional)
| | |

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.

.It!m Editor n
New Vaiid Table ftem: | Save |
[Tour Guide Cancel
6. Synanyms:
Help
Once you have added
your keyword, click the , [
Save button on the ltem | Column Hem Help
Editor. O & #4
| Column Title:
add | [Jab Title
v Inchude this column when Auwto-Classifying records

Once the Item Editor

closes, you will see the new keyword in the
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.

Touw Guide
CEO
CFD
Coo

Director

Executive Vice President

Genera Counsel
M anager Directar
Ovaner

-
_J

President
- Valid Table Editor o
Table Column Help
[ Add | [® Edit @& Find ®, Next & Print ~
F.ey Candidate Info | i- Education | 5= Job Title |YearshWn|klnrce | Relo lssues ‘ Fieasons For Leaving
High Schoal Tour Guide 2022 ‘Wil need help Bad Chemsty
G.E.D. CEO 2021 Does not need help Bored

Adlevel Candidate

Agsociates Degres

CFQ 2020 Broken Promises

RESUMate 16

7.

If the keyword(s) you added L
were in an Automatic column,
RESUMate will ask to “Auto-

Classify” the new keyword.

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.

Bachedors Degree coo 2m3 Mo Relo Comrission Cut
B-Level Candidate Advanced Degres Director 2ma Open to Relo Downsized
Cilevel Candidate | -roeer Executive Vice Presider 2017 e Fired
Good to Hre BS Enginesring General Counsel 2Me SouthE ast Growth limted
Questionable | e Managei Director 2015 AL Heavy Travel
DoMotUse BS Astospace Erg Owner 2014 AR Many Changes
You have added/edited 1 item that can be AutoClassified.
Would you like to AutoClassify it now?
! Yes No
RESUMate 16

| Would you like to AutoClassify records in the Candidates
' window?

Yes




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

8 AutoClassify
Ld

. . . a All 47 records In the current window will be AutoClassified.
The AutoClassify window will open. By default only the

“Resume” memo will be scanned. If you wish to scan
other memos (LinkedIn profiles, notes, etc.) select them | | I notes

Select Memos to AutoClassify:

Personal Notes
here before clicking Begin (highlighted at right). v

Short Form Interview

Once you click Begin, RESUMate will scan the memo

text on all records for instances of your new keyword Help

and insert them on any records that match.

RESUMte 16 x |
9.
) AutoClassify complete.
The process typically takes only a few seconds. After = Time to complete: 1 secand
AutoClassify completes, click OK to close the Valid
Table Editor and return to the main record screen.
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Client [3ob Tile [ Job Res. Sent| Current Issues Next Step Notes
KIM | _'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

@ Candicates T B clients T B8 JobOrders T [E) aily Pranner ]’ B catendar T 85 Groups ]

@ @ Editing - John Q. Adams B XO0=0
ﬂ Record 7 of 47 Hd4rn E & [[Set Recruiter: Groups: |
Fisti [yohn viddie: [q. Linked Clients: =n =
: ] C ERE o 9 o
@ Last:  [Adams 1D: 1930 oe z
T |y [ Date Fields T:& Calendar I(ems] (2 Outlook Items 1 % Remme | ] sl 100 rea 2| |[@ voes |
AN || addr 2: [ || eoteres: Last Updated: Follow Up Cal:
Wi [ o7/15/20227] [o7/is/2022]<] [/ / 808 25 @ Q HB20R EQ
I 3:
v ey e || e Left Company:  Date 6 =~ 2 =-30
LIS 2 R I A 2 ) 7 A John Q. Ad
z1p: e | country: [ysa ohn Q. Adams
141 Franklin St, Quincy, M4 02169
Description | Tel No/E-Mail Ext. [~[agq || [emplover: [National Parks Service Tour Guide | johng@whitehouse.gov
EMail_|johna@whitehouse.gov

1.

Click the Main Search icon
(highlighted at right) to open the
search screen.

Objective: Keep that na good
scoundrel Andrew Jackson and
his cadre of thieves out of the
White House:

Friday, July 22, 2022, 8:49:12 AM
CMS:

Present Position:
National Parks Service Historic
Tour Guide, Braintree, MA

Key Candidate Info | i Education Years in Workfore
Advanced Degree

Qualifications

o United States Senator

REDDBEO ¢

Note: To better demonstrate the 4 - | fomMamacmcat,

search function, additional e

recor dS have been a d de d to thIS Cliert [3ob Title B I Res. Sent [ Currert Iesuss Next Step Notes

database. — =
#~ Search Candidates [m] X
Search Options Help

2. ) Begin | ] New | 27 0pen [ SavShowin: [NewWindow  v| Sortby: [Mame =] Descending

t:( Easy Search ;‘ Full Search I[\? Don't include Contact records [ Has active Job Orders Activity
The Search Candidates window will open. There | % Groups

are two options, Easy Search and Full Search. e e e 2 IRME_J e
H H H Dates:
Easy Search (shown at right) is for searching only e I o m o [T

a few (or just one) criteria. Full Search allows you |
to search as many criteria in as many AND/OR  |[cikwossea =] [Feom vin () and
combinations as you want. For this example, we'’re|Mare kemors) - use cona: to separate mulipls kepwords:
going to search for the Tour Guide keyword we - _
. Clagsification |tems (double-click to select)
added to the JOb Tltle COlumn ey Candidate Info ]Educahnn |Yeas in ‘Workiorce Job Title ument Compensation |He

Double click the Job Title column (highlighted at
right) to display its list of keywords

[ & keyword matches

4] | i

+f Classify X

3. 4] [Jeb Tite = » m

A Classify window will open.

CFO
coo

Click the Tour Guide keyword once and it will T
highlight. Gonl ol _ e |
Manager Director

Then click the OK button to return to the Owner L/ iembiane

, Fresident
search window. St Vice Presidnt
“ice President

Businezs Unit Mo
Dept Manager

E ng Manager

P of Eng

E weilibis b ney mevsr




SEARCHING YOUR DATABASE (CONTINUED. . .)

4. #~ Search Candidates [m] x .
Search Options Help
. d New | 27 Open [ SaviShowin [Newwindow  ~|  Sotby: [Name | Descending ‘
Back on the main search screen, the selected o Easy Search 31 Full Search | ¥ Don' incude Cortactrscards | [~ Has active Job Orders Actviy
keywords will now appear (box at lower right). % Groups
Last Name: First: Middle: ID: Recruiter Fhone/E-Mail:
Click the Begin button (highlighted) to run the I | I | [
Dates:
SearCh. I[clic'k to select] LI || j | 4 x| and i {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
<] |

{1 RESUMate 16 - Sample.rdb - a %
File Record Edit Memo Search Groups Tools History Window Help

© Candidates I i Clients T B8 JobOrders T B Daiy Pranner T B celendar T 83 Groups ]
5 m © James A Garfield | Q (Unsaved Search Resuts) - John Q. Adams |[ @ (Unsaved Search Resuits) - John Q. Adams EXG0=0
L4

ﬂ | Resutiors | KD u@x & [SetRecuien] Groups: |
O —— ] :IE@‘ 0y 0 :
. Lest:  [adams o [1930 o @ oe @ &S @ @
In thIS examp/e, 3 reCOde were @ Addr1: [141 Frankin St (5 DateFields | v Calendar Items | &3 Outlook Items |~ Resume | (1 satsAssesment| O pealr ||| @ otes |
AN || addr 2

Entered Lost Updated Follow Up Call

£3
X
!

found to contain the Tour Guide

WL | | 07/15/2022[7] [07/22/2022]%] [/ / |2 DB LR E Q W BZPR E Q
e — =2 a = . a
keyword. o — e e om0 % oSl
2 02169 | Country: [Usa John Q. Adams
141 Franklin St, Quincy, M4 02169
Description | Tel No/E-Mail Bxt. |2 1["add ||| Employer: [National Parks Service Tour Gude | iehng@whitchouse.gov

The total number of records will
be displayed in the upper left,
highlighted in red. The matching

EMal__|johnq@whitehouse.gov e
o £ it ||| rev/ Emplyes

D || T [ ]| objective: Keep thatno good
Send|| | Money: scoundrel Andrew Jackson and
|| school/Degree: ] his cadre of thieves out of the

— White House.

cHOBEO M

: natc B - Frday, Ty 22,2022, 23941 PM
keywords will also be highlighted| e ——— e ———n A A cus
. . Tour Guide, Braintree, MA
in red (the boxed areas at right). B
To view a complete list of the ' ?gé&j%‘é;:&fi"&éﬁ” H
resu,ts! Clle the LISt Icon all Active Job Orders Activity (0) | 4l All Job Orders Activity | B Active Job Orders | B8 All Job Orders | @ Active Candidates | @ All Candidates.

I I I [3ob Tile [ b Res. Sent| Current lssues Next Ste Notes [Gpen]
(highlighted at right). = =

Lt 2
{10 Candidates List (Search Resuits) - o x

6 Candid List (Search R"J First Name Last Name Employer L Lis::y State D

hd i) James (‘;arﬁeld w'\H.i;m's Cr;“ege g ‘More\and Hills. o»; 1931

7 1923

This customizable list window will open. It will display | vl |

all records in the search and allow you to see =]
telephone numbers and email addresses for each N

record.

You can drag and drop different fields into view, print .
this list, create a call sheet, or jump to any record by |8 === & = \
double clicking.

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.




Part IV: 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.

© Candidates I i clients I ] JobOrders T &l Daily Planner I B Colendar I 88 Groups ]
(][ €] [ Raing v e BEX0=0

1 ﬁ Adding new record B = = |[Set recruter:| Groupe: |
(]
Client: () Date Fiel i€ Calendar Items | (= Outlook Items £
Bl ‘ ;w;‘.” e g © &b @ e
Click the Client tab (boxed at = — LN - 10 o L [ O v |

rlght) atthe t0,00fthe o | [/ [-] [77 [~] BB LR B QA 5-3 (Db LRBaS5-20

RESUMate screen. i _{cw ‘:m :’;’s:* E Semdy. oly 5, 2027 0054

Description | Tel No/E-Mail Ext. |a) SIC/NAICS: [ |

Client records store information
about a source of jobs. This
can be a company, a specific
location or department, or any
other hiring entity.

B ® ™

Key Candidate Info | & Education Years in Workforce | Current [Relo tssues [ Products

e [l Ko

On the Client tab, click the new |8}, .. g B

H H H Contacts (0) | @ Active | @ all Al ) | B Active | B mnactive
record icon (hlghllghted) and lu. = [First Name [ Last Name Middle Name: Country [open] Clit - [30b Title [1o 3.0.Date| Job_|ReportsTo__|Lo| [open]
enter “SeatMate”. Then click N JE =

the Save icon (circled). —

© Candidates T T ciients ( B8 JobOrders T (&l Daiy Pranner T B Calendar T 83 Groups ]
@ i - SeatMate EXO0=@

2. ﬁ Record 23 of 23 Mar B # | i | [SetRecruter:] | Groups: |
= }m—‘ £3 Oue ik | Goerems | ok s | %= @ LB e

The bottom section of every  |B oo [Gamr]  [PEEEE | Do ]D sl O ]

Client record contains links to Sl Mm% upeecemaz-: [Dwepmas-:o

either Job Order or Candidate |& & b=z e et i B0 B LA

records. @ Description 7ol No/E-Mai Be [ = = }:1

The tabs on the right side (box s —

at right) link to Job Order O

records. To create a new Job ey Candidate info | &= Education | Vears in Workforcs | Current [Relo issues Ti products

Order record, click the New & ” »

button in the lower right .ﬁi Ti ——— mfm e R

(h/gh//ghted) ov|® [First Name [Last Name Viddie Name Country ‘y%ﬁ Client [30b Title o) 7.0.Date| ob_|Reports T u%
|l L | I e R M e S e

@ Cogsies | B Clents B JobOrders B oaivramer | B Gl | 88 Groups ]

3. R = BX0=@
P e O e e e o5 5

A new Job Order record will By L e, @D:'] ?{j =T

open. Note that the Job Order L p— conome weecw | WDBZE @A E-3 |u0cEE QLD

tab (box at top) is now active. | 4 : NN NINEm WP e
= = e AMCMS:

The originating Client record is | @) = i i E i

automatically linked (box at = {] [l |

right). Enter “Factory Tour e

Guide” in the Job Title field and !

click the Save icon. il= = =

il Active Job Orders Activity | [ gl All Job Orders Activity (0) | @ Active Candidates | @ All Candidates

Lot Hame Trirst vamme [viddie Nome |10 [ieb Tl [ 3b [Correttesues  [Nextsien Phone Inter| e, Sane] 3rd interview

[New]

e B Ko




TRACKING SEND OUTS (CONTINUED. . .)

4.

Candidates

1 Clients

[

B Job Orders I & Dally Planner T B Calendar

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

[

83 Grows |

EX0=0

Now that the Client and Job
Order records have been
created, return to your search
result by clicking the Candidates
tab at the top of the screen
(boxed at right).

Click the Bulk Job Assign icon
(highlighted at right) to link all 3
records in the search to your
new Job Order record.

3.

The Bulk Job Orders Assign window

will open. Click the Select Job Orders

button (highlighted) to choose the Job | = )

Order record to which these

Candidates will be linked.
6.

A List window will open,
displaying all active Job Order
records. Double click the Factory
Tour Guide record to select it.

You will be taken back to the
Bulk Job Order Assign window.
Click the Begin button (circled

above).

7.

ﬂ Result 1 of 3 Harm B X & |[SetRecruiter; Groups: | |
First: Mdde: [ |[tnkedClents: [ |[i=| @) T ) @
@ Lasti [adams o [1930 o oo &a
T AT 59 Date Fields | @0 Calendar tems | (= Outlook ltems |5 e 10 D[ o]
AN || e 2 Entered: Last Updated Follow Up Call:
w\yww adar3: [ [07/1572022[=]  [07723/2022] = 7 7B DB 2eE @ a M B L20E @ Q
oY fumy s | _ Lek Compeny: Date 6: = |5-am
= L7/ -] [77 -] [77 =] John O. Ad
21p: 2165 ] Country: [Gsa ohn Q. Adams _—
141 Franklin St, Quincy, M 02169 Friday, July 22, 2022, 2:39:41 PM
e Description [ Tel No/E-Mail Ext. [~] g ||| Employer: [National Parks Service Tour Guide iohng@vhitchouse.gor QU5
E-Mail Johng@whitehouse.gov _
Eai|[PreviEmpy: [ ]
= Del ||| Title: Objective: Keep that no good
.“ Send] || Money: scoundrel Andrew Jackson and
e — el
= Current Status:
= T Present Position:
Key Candidate Info [ i Education | Years in Workforce | = Job Tile [current [Reasons For
Alvanced Dogios Tour Cuide National Parks Service Historic
slrmciior: Tour Guide, Braintree, MA
President
Operations Manager| Qualifications
| « United States Senator
el q O
“ v
ouv ”J Bulk Job Orders Assign x
%l Acth ates
Client 3 Notes.
All 3 candidates records in the search results window will be assign —
: 2
Select Job Orders | |
idates records to this Job Orders record:
O Remove any linked Candidates records from this Job Orders record
* The actual Candidates record itself will not be deleted, only the link
[ set Last Updated to today
Cancel
L
{1 Select a Job Orders to link - o X
= 1 Record Listed
Select a Record Client Job Title =cruiter|ID Job [Business. Location of Job [
[Search————————————— _ _
Find Where |Client -
Begins With |
Find
Record Contact Info
Type Number / Email / Link et~
B Collshent ‘ lg Print ‘
Select
KT ﬁ
@ Candidates I i crenes I B8 JobOrders I (& Daiy Pianner T B Colendar T 22 Groups ]
@ @ James A Garfield | Q, (Unsaved Search Resuits) - John Q. Adams [[Q_ (Unsaved Search Resuits) - John Q. Adams BEX0=@0
Result 10f 3 HKar v BEX & | (et Recruiter Groups: |

All 3 Candidate records are now
linked to the Factory Tour Guide
Job Order record. The link is
displayed at the bottom of the
screen (box at right). Double
click the link to open the Job
Order Activity record and track
this candidate’s progress on this
job.

D:IE@‘@ % @ B G

RN

from Massachusetts,
03-1808

oo

Friday, July 22,2022, 2:39:41 PM

B B0 B Q

Job Title

10 Job Res. Sent| Current Issues

Next Step

Notes

Last: [adams Jo:  [130
. o £ Date Fields Iq;\- Calendar I{em;] = Dmlmkltzm;} e, 10 rale | o]
B I Last updated: Follow Up Call: || .
& | s | | (Gnsomy] (ool (17 7|2/ P8I LEB B @
e 9 . . R | =, &
gb || funey  Jeme ] e 1 ‘Leit?mmv" 1 ‘Ds;e,ﬁ' = i ol
= o = oo s NlI-‘rJnﬁer Qﬁ?\ ujmm
Dsesiption| Tal Ho/E-Hall &xt. [+ (aga ||| Emalover: [National Parks Service Tour Guide | johnq@vhitehouse.gor Qs
EMail_|johna@whishouse.gov
. [[Det ]) | Tite: Objective: Keep thatno gaod
Send|| | Money: :l scoundrel Andrew Jackson and
shoalosgress [ ||\ cadiect ihevesautofthe
S [
e e e (D e e | [TeNPoon:
Advanced Degree Tour Guide: ational barks Seivice Historic
Oirmcier Tour Guide, Braintree, MA
President
Operations Manager Qualifications
QA Manager
* United States Senator
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RESUMate 16 Screenmap

RESUMate is designed to make everyday tasks as easy as possible while keeping important information right on
your screen.

|Tabs across the top of the screen navigate to different sections of RESUMate. |

Ny

@ Candigates | iy crens | B owoues | @ oaweemer | [ ol | 83 Grow: ] _[The Utility Toolbar|
][] [@ Adding - (o vame) |& x & =@ |contains database
7 tools and options.

The four yellow icons at 1 9 @ I ‘
@ the top of the Database @ L] Q &5 @ 3
— Toolbar allow you to add
R4 new records to The Record Toolbar .e
RESUMate. allows you to research

and organize the
currently open record.

The two green icons in the
middle open search tools.

The four purple icons
at the bottom perform
bulk actions for
searches and groups.

22 B 0 (BB O ¢

0 Candidat The Candidate, Client, and Job Order tabs contain
— = individual records for people, companies, and job
- openings. Records can be linked together to display
iz] Clients ; L
: _ shared information instantly.
Job Orders .
| s _ The Daily Planner, Calendar and
l @ Daily Planner ] Groups tabs au_tomat/_cally '
= organize and display information
] ﬁ Calendar } from people, company, and job
records.
[ [m]
] gg Groups L
Help System (click or push F1 from any screen)
Personal Options
Database Options
Datab. Tools
Import & Export
@ camdaares | 1 Clients | B Joboders | ] DaiyPlamer | BB Colencar | 82 Grous |
[4][3] [@ Aading ~ (o vame) EXO=@
ﬂ ® New Record ‘ == 5
@ ® New Automated Record ‘ @ Lo @ “”:& @ @ |
= L outiook
‘;‘:’;} ® New Web Profile (e.g. Linkedln) Record Contacts
g ® Import Express (bulk resume import) E-Mail Log
e ® Quick Search (find by name) Commute
— Check
(X]| ® Full Search
Web-Links
B8 e Bulk job Assign
@ ® Copy Email Addresses — Groups
ﬁ ® Bulk Assign Dates | Attachiments
zﬁr ® Bulk Assign Groups

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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