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Preface

Preface

This guide is in the form of a case study. Various problems faced by a typical Recruiter / Hiring Manager /

Human Resource Manager and how ResumeGrabber can solve these problems are discussed in this guide.

Empower Inc. is one of the leading providers of recruiting services for different Professionals. Entering

details manually from resume submitted by a candidate into their application is one of their major problems.

This guide describes how ResumeGrabber Pro can be used to automate the complete process of entering

data from resumes into different applications.

What is on the CD?

The ResumeGrabber Pro CD contains the following:

Iltem

Description

ResumeGrabber Installation File

Files required to install ResumeGrabber Pro.

Quick Start Guide

Quick Start Guide provides a short tour about the Software.

Read me (Readme.Txt)

Text file that provides technical information.

Sample resumes

Sample resumes enable you to test the transfer of information into
your application.

Conventions

The following conventions are used in this guide:

Convention

Description

Note: Important or supplemental information.

Tip: Suggestion that is supportive.

Warning: A caution message.

Page No: 1



Recruitment: Business Needs and eGrabber Solutions

Recruitment: Business Needs and eGrabber Solutions

Kevin Bacon, President, Empower Inc., states that the recruiters in his company receive at least 500
resumes a day from various sources — Job Boards, E-mail, Web forms etc. He says “Processing all these
resumes in a day, even with sufficient manpower, creates numerous problems and sometimes results in
losing clients.”

Problems faced by Empower Recruiters

Manually enter relevant candidate details from the resumes into their existing Applicant Tracking System.
This process is time consuming and results in data entry errors and duplicate entries.

Another tedious process faced by the Recruiters is to manually examine each resume and identify the core
skills of the candidate. They have to manually study every resume and shortlist candidates with right skills.

When they receive Job Orders, they have to again manually check resumes and match candidates for
various job requirements.

The above procedure occupies major part of their working hours and they have very little time to follow up
with the candidate. The delay in processing resumes results in either losing a good candidate or a client’s
job order. Kevin Bacon preferred to opt for a system that would remove these major hurdles and automate
the tedious method of processing resumes.

eGrabber Solution

ResumeGrabber Pro from eGrabber, the most efficient solution for the Recruiting Industry, streamlines the
tedious process of screening and managing resumes. The benefits of using ResumeGrabber are:

Auto data entry feature: ResumeGrabber is a powerful system that extracts the relevant contact details
from resumes and transfers the same automatically into your Applicant Tracking System. Applicant Tracking
System can include Contact Managers like ACT!, GoldMine or Outlook, Excel, or folders on your system.
ResumeGrabber Pro is independent of any application and works with your existing Applicant Tracking
System.

Auto Schedule Activities: ResumeGrabber can automatically schedule activities and reminders, which
enables easy follow-up with the candidates.

Auto check duplicate resumes:  ResumeGrabber can be setup to identify duplicate resumes and so you
can transfer exact data to your Applicant Tracking System.

Various methods to transfer resumes:  You can select the method of transferring the resumes into your
selected destination.

Auto Save Feature: With ResumeGrabber, you can build a central database of resumes. The resume text
is also captured along with the contact details and is saved automatically into your Applicant Tracking
System.
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Figure 1: How ResumeGrabber works

Auto Format Feature: ResumeGrabber enables formatting of incoming resume data and removes any data
irregularities before transferring into your Applicant Tracking System.

Auto Highlight Skills: ResumeGrabber can identify candidate’s skill set information in resumes,
automatically highlight, and display the matching skills found in a resume.

Screen & Sort Resumes: You can screen, filter, and sort the resumes by using the ResumeGrabber Grid
before transferring to your application. This enables you to transfer only the relevant resumes with required

skill sets.
Filter Candidates based on Location: ~ You can find out candidates from a specific location.

Mark Hot Resumes: You can mark resumes containing hot keywords to filter candidates with specific skills.
You can also use this option to blacklist the candidates.

Setup Recruitment Status: You can specify the recruitment status of the candidate by ranking them as
“Selected “ or “Rejected”.

Setup Job Category: You can specify the Job Category to match with the skill sets of a candidate.

Send Email to Candidates and Clients:  You can instantly send email to selected candidates and forward

the selected resumes to your clients using the templates.
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Miscellaneous functions: Besides the above benefits, ResumeGrabber also provides miscellaneous
options to customize ResumeGrabber settings to suit your specific requirements.

After using ResumeGrabber, Kevin Bacon, President, Empower Inc., states “Now | have more time to
concentrate on Business and make it harvest using ResumeGrabber.”

Mark Stevenson, one of the recruiters working at Empower Inc. receives about 200 resumes a day from
various sources. He has to manually scan every resume and enter the candidate’s contact details in their
Applicant Tracking System. To scan a single resume and enter candidate’s contact details, it takes at least
15 minutes. This also results in data entry errors.

Using ResumeGrabber, Mark can automatically extract the required details from a resume and transfer them
into his Applicant Tracking System in few seconds. ResumeGrabber potentially saves 15 minutes on each
resume.

1. ResumeGrabber Toolbar

ResumeGrabber is displayed as a floating toolbar that can be dragged to any part of the screen.

Figure 2 : ResumeGrabber Toolbar
The toolbar contains the following elements:

From list: Select your source application from which you can transfer the resume information.

Options Function
Selected Text Selected contact information in a resume.
Select All The entire resume is selected automatically. Use this option

when the resume is in tabular format.

Selected Resume File Search for resumes from a range of selected files.
Selected Folder Search for resumes saved in a selected folder.
Microsoft Outlook Email Search email stored in MS Outlook.

Microsoft Outlook Folder Search a specific folder in MS Outlook.
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Alltheweb.com

Search Alltheweb.com search results for resumes.

AltaVista

Search AltaVista search results for resumes.

eGrabber Demo Portal

Scans the demo portal with sample resumes. Click Menu >
Sample > eGrabber Demo Portal to open the demo portal.
You can test the transfer of resumes using this portal.

Google Desktop

Search Google Desktop results page for resumes.

Google Search

Search Google search results page for resumes.

Bing Search

Search bing.com search results for resumes.

Yahoo! Search

Search Yahoo! search results for resumes.

If you have entered search terms in the Keywords box, then ResumeGrabber searches for resumes

containing the keywords.

To list: Select your destination option method in which you can transfer and save the resume information.

You can select the destination application from the ResumeGrabber Options dialog box. The method of

transferring the resume differs according to the selected destination. Refer to Setup Destination. By default,

the option Show in Grid is selected, which opens the ResumeGrabber Grid.

Grab: Click here to transfer the selected resumes.

Keywords: Type the relevant words or talents you are looking for in a candidate’'s Resume (Example: Sales,

Marketing, Engineering and so on). ResumeGrabber searches for these keywords in resume and if found,

highlights the words.

Switch to compact toolbar:

Click here to display the toolbar in compact mode.

Menu: Click here to display the menu options.

Menu Options

Function

Options

Opens ResumeGrabber Options dialog box where you can customize the
settings like select destination, attach resume to destination, setup Hot
keywords, location, job category etc. The settings are discussed in detail in the
following chapters.

Open Destination

Opens the selected destination application. For Example, if you have setup
Microsoft Outlook as your destination, click this option to open your Outlook
application.

Show Grid/Hide Grid

Displays / Hides the ResumeGrabber Grid.

Toolbar always in front

Select this option to ensure that the toolbar is always displayed in front of all
the open windows.

Sample

Access the list of sample resumes. You can use the sample resumes to test the
transfer of resumes to your destination.
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Settings Export or Import custom settings made using ResumeGrabber Options. Refer
to Import/Export Settings for more details
Unregister Unregister the product. Use this option when you want to install & register the

product in another system or in the same system when upgraded.

Report as Bug

You can report an issue or send a suggestion as an email to our Product
Support Team. This option opens your default email program automatically.

Help

Opens the Help file.

ResumeGrabber Demo

Launches a demo of the product.

Live Update

Live Update service is used to instantly update ResumeGrabber Pro with the
latest files and the service packs.

About ResumeGrabber

Displays information about ResumeGrabber version number, copyright and
contact information. Click the System tab to view your system configuration
details. Click the License tab to view your license information. To register click
the Register button that appears in this tab.

Exit ResumeGrabber

Quits ResumeGrabber.

As you minimize the Toolbar, ResumeGrabber is displayed as a System Tray Icon. You can right click on

this Icon to access the above menu options.

2. Setup your Destination

ResumeGrabber supports the following destination applications:

ACT! 2010/2009/2008/2007/2006/2005/6.0/2000

GoldMine 8.x/7.x/6.x/5.x

Microsoft Outlook 2007/2003/2002/2000

Microsoft Excel 2007/2003/2002/2000

Data Export

PC Recruiter for Web

Big Biller
HR-XML

Zoho People

System Folders

To setup your destination, Click Menu > Options in the ResumeGrabber Toolbar.

Click Destination Setup under Options.
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Figure 3: Setup Destination

Now, select your destination application.

2.1. Setup for ACT!
Select the appropriate version of ACT! as your destination.
Click Transfer Options to modify the settings.

The Link Options dialog box appears where you can setup to login, check for duplicates and schedule
activities.

2.1.1. Database Login
When you select ACT! 2010/ 2009 / 2008 / 2007 / 2006 / 2005 as destination, you need to login to the
database to ensure accurate transfer of data.

Click the Login tab and enter the following details:
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Figure 4: Login to ACT!

Database File: The Database name and path of the opened ACT! 2005 database is automatically
displayed.

UserName : Enter the login name of ACT! 2005.
Password : Enter the password to access your database.
Click Login to get access to database.

The message Login Successful appears in the Result area. If the correct details are not provided, then the
message Login Failed is displayed.

Click Apply to save the settings.

In ACT! 2010/ 2009 / 2008 / 2007, Transfer of resumes is not possible in the following cases.
If the security level for the user in ACT! 2010 / 2009 / 2008 / 2007 have been set as Browse .
If the login access for the user has been set as Inactive .

If you have upgraded from previous version of ACT! And not converted the database from previous version
to latest version of ACT!
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2.1.2. Setup Duplicate Check
Click the Duplicate Check tab in the Link Options dialog box to handle duplicate contact while transferring
to ACT!

Figure 5: Duplicate Check for ACT!

Under Select transfer mode,

Select Add as new to add the duplicate as a new contact.

Example:

Incoming Address Existing Address Transfer Mechanism

William Stevenson William Stevenson A new contact “William
14471, Big Basin Way, 14471, Big Basin Way, Stevenson”is created in ACT!
Saratoga, CA 95070, USA Saratoga, CA 95070, USA

Select Update if contact exists to update existing contact in your application.

Example:

Incoming Address Existing Address Transfer Mechanism

William Stevenson William Stevenson The existing contact is updated

14470, Big Basin Way, 14471, Big Basin Way, in your application as the
address has changed for the

Saratoga, CA 95070, USA Saratoga, CA 95071, USA

incoming contact.
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Select Warn if contact exists  to get a warning message when you transfer a duplicate contact to ACT!.
During the transfer of a duplicate contact, a Contact Linker dialog box (refer to
Figure 80) appears with the following options:

Add as New contact Adds the duplicate record as a new record.
Update existing contact Updates an existing record with the new incoming details.
Skip contact Cancel transferring the duplicate contact.

If more than one contact exists in the application that matches the incoming record, then the Update option
appears disabled.

Select Cancel if contact exists  to cancel transferring the duplicate contact.

When you select any of the above options except Add as new , the fields under Check for duplicates in
Contact based on are made available. Select a single field or multiple fields to check for duplicate values.

Name: Check first and last name of the Contact in the transferred resume.
Company: Check the value of the company field in the resume.

Contact: E-mail: Check the e-mail address in the transferred resume.
Contact: Phone: Check the phone number of the contact.

Contact: Zip: Check the Zip Code of the contact.

Bring ACT! to forefront after transfer: Select this option to display the contact record created by
ResumeGrabber after the transfer process.

In ACT! 2010/ 2009 / 2008 / 2007, you can find an additional option:

Prompt if contact record has restricted fields: Select this option to get a warning message if ACT!
2010/2009/2008/2007 database contains any user-restricted fields.

In the warning message that appeatrs, click Yes to transfer the record. The information is transferred to
all the fields except the restricted fields. The restricted fields are left blank for the transferred record.

Click No to cancel the transfer of record.

Click Apply to save.
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fields “Name” & “E-mail”.
Incoming Address
William Stevenson
14471, Big Basin Way,
Saratoga, CA

USA 95070

sales@egrabber.com

Example for Duplicate Check : Set the Option “Warn if Contact Exists “ and select the

Existing Address

William Stevenson

14471, Big Basin Way,
Saratoga, CA
USA 95070

support@egrabber.com

. Transfer Mechanism

. Although name of the incoming

contact matches the existing
contact, the email is different.
Therefore, a new contact is
created.

Robin Williams

14471, Big Basin Way,
Saratoga, CA

USA 95070

sales@egrabber.com

Robin Williams

14871, Big Basin Way,
Saratoga, CA

USA 95070

sales@egrabber.com

In this case, the name and e-mail
of the existing contact match the
incoming contact. A Contact Linker
dialog box appears displaying
different options. You can add as a
new contact, update the existing
contact or cancel transferring the
duplicate contact.

Next, you can setup to schedule activities like “Meetings, Calls” etc for the transferred contacts.

2.1.3. Setup to Schedule Activities in ACT!
You can attach, schedule and prioritize activities like "Calls, Meetings, Appointments" for the contacts
transferred to ACT!. The activity created and scheduled for the transferred contact is displayed in the

Activity tab of the contact in ACT!. You can attach activities for a single or multiple contact(s).

Click Activity tab in the Link Options dialog box to schedule the activities.

Figure 6: Activity Setup for ACT!
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To create a new activity:

Click New. In the Activity Settings window, enter the following settings:

Figure 7: Create a New Activity in ACT!
Activity type: Select an activity "Call", "Meeting ", or "To-do" from the list.

No of Days : Enter the number of days counting from the present day when you want to perform the activity.
For Example, if you type 30 days then it executes the activity only on the 30th day counting from the present
day.

Time: Enter the time to perform the activity. The current system time is displayed by default. Enter a time or
click the arrow to select time. The Time selector shows the time slots with a difference of 30 minutes.

Duration : Enter the time duration you want the activity to last. For Example, if your calls last for 45 minutes,
then type 45 in the Duration box.

Scheduled With : The name of the contact to which you have attached and scheduled the activity is
displayed when you transfer records to ACT!.

Regarding: Select a description for the activity from this list.
Priority : Select High, Medium or Low from the list to prioritize your activity.

Ring alarm : Set an alarm to remind you of a scheduled activity. Select a time from the list. For Example: If
you select 5 minutes from this list, the alarm will pop up 5 minutes before the time at which the activity has
been scheduled.

Save activity as : Enter a name to save the activity.

Confirm before transfer:  Select this option to view the scheduled activity when the contact information is
transferred to ACT!

Click OK to save the settings.

The name of the activity is displayed under Attach selected activities while transferring to AC T!. You can
create more activities by repeating the above steps. You can select/clear the activity names to
activate/deactivate the process during transfer of resumes.

Page No: 9



Setup your Destination

To edit an activity:
Select the activity displayed under Attach selected activities while transferring to AC T!
Click Edit and make changes in the Activity Settings .

Click OK.

To delete an activity:
Select the activity displayed in the area under Attach selected activities while transferring to AC T!
Click Delete.
Click OK.

Click Refresh to reflect any changes made in activity schedule.

Open ACT's native window : Select this option to display Schedule Activity window when the resume
information is transferred to ACT!

Last transferred activity: ~ Select this option to view Schedule Activity window with the activity you
have setup in the Activity tab. You can modify the settings before transferring to the application.

Create a new activity : Select this option to schedule a new activity in the Schedule Activity window.

Click OK to save the settings.
2.1.4. Add Default Values to ACT!

You can assign default values to user fields in ACT! . ResumeGrabber enables you to add default values to
8 user-defined fields in ACT!

Figure 8: Add default values to ACT!
The Select Fields displays all the user fields in ACT!

Under Enter Default Value, type the value for the field or click and select a value to assign to a particular
user field. For Example, next to Referred By field, enter the value as Website.

Click OK to save the settings.

When you transfer resumes, ResumeGrabber assigns the default value Website to the Referred By field in
ACT!
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2.2. Setup for GoldMine

You can select any one of the following as your destination:
GoldMine 8.x/7.x/6.x/ 5.x

Click Transfer Options to modify the settings.

The Link Options wizard appears where you can login, setup duplicate check, attach process and
schedule activities. Follow the wizard prompts and enter the details to complete the setup.

2.2.1. Database Login

Ensure that you have already opened GoldMine in your system. You have to again login from
ResumeGrabber to transfer the contacts and resumes more accurately.

In the Login window, enter the following details:

Figure 9: GoldMine - Login
Click Get GoldMine Details button.
The following login details are automatically retrieved from GoldMine database and displayed.

System Directory: Installation path of the GoldMine and the location of the License database
file.

GoldMine Directory: Location of the Calendar database file that contains a record for each
scheduled activity.

Common Directory: Location of the Contact database file that contains the main fields of
contact records.

UserName: Login name of your GoldMine database.
Password: Enter the password to access your database.
Click Login to get access to database.

The message “Logged in Successfully” is displayed.
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Click Next.
In the next step, you can setup the duplicate check.

2.2.2. Setup Duplicate Check

In the Transfer Setup window, you can specify the criteria for checking the duplicates.

Figure 10: Setup Duplicate Check — GoldMine
Under Select Transfer Mode |, select the required method to transfer duplicate contacts.

Under Select Fields To Duplicate Check , select the fields for which the values to be checked for
duplicates. The values of the fields selected here are checked for duplicates during the transfer

process.

Refer to the Duplicate Check for ACT! for more details about the above options.

Bring GoldMine® to the Forefront after the Transfer  : Select this option to view the contact record

created in GoldMine after the transfer process.
Click Next.
In the next step, you can attach process to the transferred contact.

2.2.3. Attach Process to Contact
You can attach processes to the contact being transferred.

In the Processes window, select Attach Process after transferring records to GoldMi ne.
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Figure 11: Attach Process - GoldMine

All the automated processes created in your database are displayed. Select the checkbox that appears

next to the automated processes.

If you have not created any automated processes in your database, then no process is displayed in this

window.

For Example: Select New Suspect leads process. Now when you transfer resumes, this process is
attached to the Tracks tab of the inserted contact in your database.

Click Next.

During transfer, if you are in the Scan Continuously mode, then the process gets executed automatically
and is attached to the Pending Tab of the transferred Contact.

In the next step, you can setup to schedule activities for the transferred contacts in your GoldMine database.

2.2.4. Setup to Schedule Activities in GoldMine
In the Activities window, you can create new activities, edit or remove the activities, and schedule the
activities to the transferred contact.
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Figure 12: Schedule Activities in GoldMine

Click New and select an activity to be scheduled from the menu:

Schedule Call, Next Action, Appointment, Other Action, Event

Schedule Forecasted Sale

Schedule Literature

Schedule To-Do List

Setup to Schedule Call, Next Action, Appointment, O  ther Action, Event
The process is similar for the following activities:

Call

Next action

Appointment

Other action

Event

When you select any of the above activities, a Schedule window is displayed. The Schedule window
consists of Detail and Users tabs, and you can set up the following parameters:
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Detail Tab

When scheduling a Call, Next Action, Appointment, Event, or Other Action, the Schedule window displays
the Detail tab by default.

In the Detail tab, you can setup the following options:

Figure 13: Schedule a Call in GoldMine - Detail tab
Contact: While transferring, name of the contact being transferred is automatically displayed here.
Code: Enter the Job code, or other identifier, to categorize the activity.
Reference : Enter brief description about the activity.
Notes : Enter any additional text related to the activity.
Opportunity/Project:  This option is currently not available.

Primary User: After transfer, the GoldMine user name to which activity is to be scheduled is displayed
here. The user name is displayed based on the settings in the Users tab.

Days: Enter the number of days counting from the present day to perform the activity. For example if
you type 30 days then the activity is executed on the 30th day counting from the present day.

Time: Enter a time or click the arrow to select time. The Time selector shows the time slots with a
difference of 30 minutes.

Duration: Enter the time duration of the activity. For example, if your calls last for 45 minutes, then
type 45 in the Duration box.

Ring Alarm: Set an alarm to remind you of the scheduled activity. Select a time from the list. For
Example: If you select 5 minutes from this list, the alarm pops up 5 minutes before the time at which
the activity has been scheduled.

Private: Select this option to make your activity private. Now the activity is available only to the
selected user.
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After transfer, other users can view information about the activity type, date, and user in the Pending tab of
the contact records. The Reference column indicates that the user designated to the activity is private. In the
Calendar, other users can view the activity, but cannot view the other details.

RSVP: Select this option to notify when the assigned user completes the scheduled activity.
Link: Select this option to attach the activity to the contact record.

Notify: Select this option to send an e-mail message to user for whom the activity is scheduled, or
when a scheduled activity is changed.

Click Schedule to create the activity.

After transfer, activities are automatically scheduled for the contacts transferred to your database. You can
view the newly scheduled activity in the Pending tab of the transferred contact.

Users tab

In the Users tab, you can assign the scheduled activity to the selected users or user groups.

Figure 14: Schedule a Call in GoldMine - Users tab

Primary User: Select the primary user from the list.

User List: Displays the list of all the users. To select a user, double-click the user name. The user
name is moved to the list under the selected distribution list.

User Group List: Displays all the user groups.

Click Schedule to assign the scheduled activity to the selected users.
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Setup to Schedule Forecasted Sale

A forecasted sale is an estimate to record the anticipated close date of a pending sale with a contact. This is
different from other activities. You can enter the sale amount, probability of the sales etc., in this activity.

In the Schedule a Forecasted Sale dialog box, you can setup the following options:

Figure 15: Schedule Forecasted Sale in GoldMine
Contact: While transferring, name of the contact being transferred is automatically displayed here.
Opportunity/Project:  This option is currently not available.
Product: Enter the name of the product or service that the prospect is expected to purchase.
Code: Enter the Job code, or other identifier, to categorize the activity.
User: Select the user to assign the activity.
Units: Enter the number of units of product that the prospect is expected to purchase.
Price: Enter the cost of each unit.
Amount: The total cost is automatically calculated (Units * Price) and displayed.
Probability: Enter the percentage of likelihood of the contact making this purchase.

Days: Enter the number of days counting from the present day to perform the activity. For example, if
you type 30 days then the activity is executed on the 30th day counting from the present day.

Notes: Enter any additional text related to the activity.
Link: Select this option to attach the activity to the contact record.
RSVP: Select this option to notify when the assigned user completes the scheduled activity.

Alarm: Set an alarm to remind you of the scheduled activity. Select a time from the list. For Example: If
you select 5 minutes from this list, the alarm pops up 5 minutes before the time at which the activity
has been scheduled.
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Click Schedule to create the activity.
After transfer, activities are automatically scheduled for the contacts transferred to your database. You can
view the newly scheduled activity in Pending tab of the transferred contact.
Setup to Schedule Literature Request

If your company has brochures, price lists, and other types of mass-printed documentation, you can
schedule an activity to send this literature to one or more contacts in your GoldMine database.

You can schedule a literature request to a user, reminding them to send literature and a cover letters to
contacts.

Figure 16: Schedule Literature Request in GoldMine
Contact: While transferring, name of the contact being transferred is automatically displayed here.
Routing: Select the mode of delivery from the following:
Printer
FAX

Cover Letter: Select a form letter to be sent as a cover letter along with the literature. The templates
displayed in this list are based on the selected user.

User: Select the user name to view the corresponding document templates in the Cover Letter list.

Literature List: Select from the list of literature options created in the Literature Fulfilment Center. The
items included in the list are displayed in the text window below.

Assigned to: Select the user name to whom the activity is to be assigned.
Code: Enter the Job code, or other identifier, to categorize the activity.

Days: Enter the number of days counting from the present day to perform the activity. For example, if
you type 30 days then the activity is executed on the 30th day counting from the present day.
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Alarm: Set an alarm to remind you of the scheduled activity. Select a time from the list. For Example: If

you select 5 minutes from this list, the alarm pops up 5 minutes before the time at which the activity
has been scheduled.

RSVP: Select this option to notify when the assigned user completes the scheduled activity.

Special Instructions:  Enter special instructions required to fulfill the request, such as packing or
shipping instructions.

Opportunity/Project: ~ This option is currently not available.
Click Schedule to create the activity.

After transfer, activities are automatically scheduled for the contacts transferred to your database. You can
view the newly scheduled activity in Pending tab of the transferred contact.

Setup to Schedule To-Do list
You can schedule activities without specific deadline in a To-Do list.

In the Schedule a To-do dialog box, you can setup the following options:

Figure 17: Schedule To-Do in GoldMine

To-do: Enter a brief description for the to-do activity.

Notes: Enter any additional text related to the activity.

Priority: Enter a number from 1-9 to setup priority level for the activity.
Code: Enter the Job code, or other identifier, to categorize the activity.

User: Select the primary user whose calendar will be updated after scheduling the To-Do list. To
display a list of available GoldMine users, click on the arrow to the right of the field. . Only those users
available in your database are displayed here.

RSVP: Select this option to notify when the assigned user completes the scheduled activity.

Link: Select this option to attach the activity to the contact record.
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Private: Select this option to make your activity private. Now the activity is available only to the
selected user.

After transfer, other users can view information about the activity type, date, and user in the Pending tab of
the contact records. The Reference column indicates that the user designated to the activity is private. In the
Calendar, other users can view the activity, but cannot view the other details.

Click Schedule to create the activity.

After transfer, activities are automatically scheduled for the contacts transferred to your database. You can
view the newly scheduled activity in Pending tab of the transferred contact.

The created activities are displayed under Schedule activities while transferring to GoldMine.
To Edit Activity,
Select the Activity displayed and click Edit.
Make the required changes in the Activity Settings and click OK.
To Delete Activity,
Select the Activity displayed and click Delete.
Click OK.

Click Finish to complete the wizard.

2.2.5. Add default values to GoldMine

You can assign default values to User Fields and Contact Fields in GoldMine. ResumeGrabber enables you
to add default values to 8 user defined fields in GoldMine.

Setup GoldMine as your destination.

Figure 18: Add default values to GoldMine
The Select Fields displays all the user fields in GoldMine address book.

Under Enter Default Value, type the value for the field or click and select a value to assign to a particular
user field. For example, next to Source field, enter the value as Email .

Click OK to save the settings.

When you transfer resumes, ResumeGrabber assigns the default value Email to the Source field in
GoldMine.
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2.3. Setup for Microsoft Outlook 2007/2003/2002/200 0
Select Outlook 2007/2003/2002/2000 as your destination.
Click Transfer Options to modify the settings.

The Link Options dialog box appears where you can select the Contact Folder, setup duplicate check and
schedule appointments, journals & task to follow up with the candidate.

2.3.1. Select Contact Folder and Form

In the Folder Selection tab, select the Contact folder where you want to create contacts while transferring
the resumes.

Figure 19: Select Contact Folder in Outlook

Selected Contact Folder: This option displays the Contact Folder that stores your contact information by
default.

Always transfer to selected contact folder: Under this list select the folder where you want to transfer the
contact information from resumes.

After transfer, contacts are created in the selected folder.

The selected folder must contain contact items and must be your default address book in Outlook

Select Contact Form: Every contact folder in Outlook is associated with a form. The form could be your
customized form or the default contact form provided by Outlook.

When Posting to this folder, use this form: Select your customized form from this list to create
contacts in Outlook.

Always use default contact form shipped with Micros oft Outlook: Select this option to use the
default contact form to create contacts in Outlook.

Customized forms are listed only when you have already used them for creating contacts in Outlook

Click Apply to save the settings.
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2.3.2. Setup Duplicate Check
You can setup the duplicate check to avoid transferring duplicate contact to Outlook. ResumeGrabber
provides various options to handle the duplicate contacts.

In the Duplicate Check tab, you can specify the following settings.

Figure 20: Setup Duplicate Check

Under Select Transfer Mode , select the required method to transfer duplicate contacts. Example:
Select the method “Warn if contact exists”. A warning message appears when a duplicate contact is
transferred.

Under Select Fields for Duplicate Check , select the fields for which the values to be checked for
duplicates. The values of the fields selected here are checked during the transfer process.

Refer to Duplicate Check for ACT! for more details on the above options.

Bring Contact to the Forefront after the Transfer  : Select this option to view the contact record
created in Outlook after the transfer process. Click Apply to save your settings.

2.3.3. Schedule Appointments, Journals and Tasks

You can attach and schedule Appointments, Tasks, and Journal Entries for the contacts transferred to your

application. The activity created and scheduled for the transferred contact is displayed in the Activity tab of
the contact in Outlook.
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In the Activity tab, you can create or edit the activities.

Figure 21: Schedule Activities in Outlook

Click the Appointment , Task, or the Journal buttons to create new activities.

To attach an Appointment:
Click Appointment in the Activity tab.

Enter the following details:

Figure 22: Attach Appointment in Outlook
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Name: Enter the Appointment name related to your contact.
Subject : Enter a short description.
Location: Enter the location.

Start Time after days: Enter the number of days counting from the present day when you want to perform
this particular activity. For Example, if you enter 30 days then it executes the activity only on the 30th day
counting from the present day.

End Time after days: Enter the duration time when you want the appointment to end for that contact. For
Example, if you enter 40 days then it ends the activity only on the 40th day counting from the present day.

Reminder: Select this option and set the time duration you want the reminder to occur before the
appointment.

Show Time as: Select from the list to view your appointment time as Busy/ Free/ Tentative or Out of Office.
This enables others to view your appointment time as specified, when transferred to Outlook.

Enter a detailed description of your activity in the space provided.

Categories : Specify a category related to your Appointment. You can specify an item from the Master
Category List supplied by Outlook or you can enter a new category specific to the activity.

Private: Select this option to make your Appointment private.

Click OK to save the Appointment.

After transfer, this activity is attached and scheduled displaying the name of the transferred contact under
Contacts.

To attach a Task:

Click Task in the Activity tab. Enter the following details:

Figure 23: Attach Task in Outlook
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Name: Enter the name of the Task Item.
Subject : Enter a short description of the Task.

Due after days : Enter the duration time you want the task to end for that contact. For Example, if you
enter 40 days then it ends the activity only on the 40th day counting from the present day.

Start after days : Enter the number of days counting from the present day when you want to perform
this particular activity. For Example if you enter 30 days then it executes the activity only on the 30th
day counting from the present day.

Status: Select the status as Completed/In Progress/Not Started/Waiting for Someo ne
else/Deferred related to your task.

Priority : Select the priority as High/Low/Normal relevant to the task.
%Complete : Specify the percentage of progress related to the task.

Reminder : Select this option and set the date and time when you want Outlook to remind you about
the task.

Enter a detailed description of your task.

Categories : Specify a category related to your Task. You can specify an item from the Master
Category List supplied by Outlook or you can enter a new category specific to the activity.

Private : Select to make your task entry private.
Click OK to save the Task.

As you transfer records to Outlook, this Task is attached to the transferred contact.

To Attach a Journal:
Click Journal in the Activity tab.

Enter the following details:

Figure 24: Attach Journal in Outlook
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Name: Enter a name for your Journal entry.
Subject: Enter short description related to your Journal entry.
Entry Type : Select the entry that is related to your contact from this list.

Start Time after days: Enter the number of days counting from the present day when you want to perform
this particular activity. For Example, if you enter 30 days then it executes the activity only on the 30th day
counting from the present day.

Duration : Select the time duration required to execute the activity.
Enter a detailed description for the journal entry in the space provided below Duration.

Categories : Specify a category related to your Journal Entry. You can specify an item from the Master
Category List supplied by Outlook or enter a new category.

Private : Select to make your journal entry private.
Click OK to save the Journal.

As you transfer records to Outlook, this activity is attached and is scheduled displaying the name of the
transferred contact under Contacts.

The name of the activity is displayed under Attach selected activities while transferring to Ou tlook
2007/2003/2002/2000. You can create more activities by repeating the above steps. You can select/clear the
activity names to activate/deactivate the process during transfer of resumes.

To edit an activity:

Select the activity displayed under Attach selected activities while transferring to Ou tlook
2007/2003/2002/2000.

Click Edit and make changes in the Settings.

Click OK.

To delete an activity:

Select the activity displayed in the area under Attach selected activities while transferring to
Outlook 2007/2003/2002/2000.

Click Delete.
Click OK.
2.3.4. Add default values to Outlook fields

You can add default values to user fields and other fields in Microsoft Outlook. ResumeGrabber enables you
to add default values to 8 fields in Microsoft Outlook.
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Figure 25 : Add default values to Outlook
The Select Fields displays all the user fields in Outlook address book.

Under Enter Default Value , type the value for the field or click and select a value to assign to a particular
user field. For Example, next to Referred By field, enter the value as Email .

Click OK to save the settings.

When you transfer resumes, ResumeGrabber assigns the default value Email to the Referred By field in
Outlook.

2.4. Setup for Microsoft Excel 2007/2003/2002/2000
Select Excel 2007/2003/2002/2000 as your destination.
Click Transfer Options to modify the settings.

The Link Options dialog box appears where you can select an existing file or create a new Excel file.

Figure 26: Select / Create Excel File
2.4.1. Select an Excel File

Transfer to an existing Excel Workbook:  Select this option to transfer resumes to an existing Excel file.

Select the Excel Workbook:  Click next to this option to open an existing Excel file.
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Browse and locate your Excel file.

Figure 27: Select Excel File
Select the file and click Open.
Click Next to Select Fields in the existing Excel File.

2.4.2. Select Fields in Excel

When you select an existing Excel file and click Next, the Select Fields dialog box appears where you can
select the sheet and column headings.

The left pane displays all the sheets in the file and the right pane displays the column headings present in
the selected sheet.

Figure 28: Select Excel Fields

From the left pane, select the sheet(s) to which you want to transfer your records. The first sheet is selected
by default.

The column headings present in the first row of the sheet are displayed by default in the right pane.

Select the fields to which you want to transfer data from the resume.
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You can select multiple sheets from your Excel File. Example: Select Sheetl and select the fields of this
sheet in the right panel. To select the next sheet click on Sheet2 and select fields from this sheet. When you
select Sheet2, the already selected Sheetl appears in blue color.

Select the row containing the column header: Select the row number that holds the column headings, if
no fields are displayed under Select Column(s).

Select the starting row for entering new informatio n: Select the row number from where you want to
insert the transferred records.

The values of the row numbers can be different for each sheet.

Example: For Sheetl row numbers can be 3,4 and for Sheet 2 the row numbers can be 2,3.

A sample excel file is shown in  Figure 29 that illustrates the row numbers and column headin gs.

Figure 29: Sample Excel File
Select All: Click here to select all the column hea  dings.
Clear: Click here to remove the selection of all the column headings.
Turn off the warnings while transferring: Select this option to hide the warning messages during transfer.
Click Next.
To continue with next step refer to Map Fields.

2.4.3. Create an Excel File

Create a new Excel Workbook: Select this option to transfer resumes to a new Excel file.

Click next to this option.

Enter the name of your Excel file.
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Figure 30: Create Excel File
Click Save. A new Excel file is created with the specified name.
Click Next to Create Excel Fields.
2.4.4. Create Excel Fields

After creating a new Excel File, you have to create column headings.

By default, three sheets of the new Excel file are displayed in the left pane.

Figure 31: Create Excel Fields
Select a sheet from the list to which you want to transfer your records. The first sheet is selected by default.
Click Add/Edit Fields to create column headings for the selected sheet.

Enter your field names in the Edit Fields window. Click OK to save.
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Figure 32: Add / Edit Excel Fields
The field names are displayed under Fields .
By default, all the column headings are selected. You can select/clear the fields.
Select All : Click here to select all the column headings.
Clear All: Click here to remove the selection of all the column headings.
Click Next to map the fields.
2.4.5. Map Excel Fields

After selecting the excel fields, you can map the fields of your Excel Sheet to the internal fields used by
ResumeGrabber.

If you have provided the field names in the Excel file, the same as the internal fields used by
ResumeGrabber, then the contact field names are automatically mapped with the Excel column headers.

Figure 33: Map Excel Fields
Excel Column Headers: Select column heading that you want to map to the contact field.
Example: Map "Sheetl.City" field to "City".
Click Auto-Map to automatically map the fields.

Click Clear-Map to clear all the mappings.
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Click Next to Setup Miscellaneous Options.

2.4.6. Setup Miscellaneous Options for Excel Sheet

You can save the transferred resume in a folder and link the same to a field of your Excel sheet.

Figure 34: Miscellaneous Setup for Excel

Select the column header under which you wantto st ore links to attachments:  Select any field where
you want to save the resume as a link. The resume document transferred is saved in the default folder and
is provided as a hyperlink under the column heading selected here.

Select the column header under which you wantto st ore the notes: Select any field where you want to
save the link for the notes. The resume document transferred is pasted in the selected field.

Bring Excel to forefront after transfer: Click here to display the Excel file with the inserted contact
information after transfer. Ensure that your Excel file is open before transferring the resumes.

Refer to Figure 35 that illustrates an Excel File with transferred data.

Figure 35: Excel File with transferred data

Click Finish.
2.4.7. Add Default Values to Excel

You can assign default values to the fields in your Excel sheet.

The Select Fields displays all the fields in Excel. The fields you have mapped to the contact fields are
displayed.
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Figure 36: Add Default Values to Excel
Select a field from the list. Example: Sheetl.Userl.
Under Enter Default Value , enter the value for the field. Example: Marketing.
Click OK.

When you transfer resumes, ResumeGrabber assigns the default value Marketing to the Sheetl.Userl
field in Excel Sheet.

2.5. Setup for Data Export

Using the Data Export feature, you can transfer resumes to any Contact Manager. This feature transfers
resumes to a CSV (Comma separated Values) file and allows you to import them to any application.

Setup Data Export as your destination.

To Modify Settings, click Transfer Options . In the Data Export - Link Options  dialog box, you can setup
resumes to be exported as Comma separated or Tab separated values to a text file and create user fields.

2.5.1. Setup Data Export Options
You can setup to export resumes as Comma Separated or Tab Separated values to a text file. This data can
be imported to any application that supports these formats.
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In the Link Options dialog box, Click Data Export Link Options  tab.

Figure 37: Data Export Options

Under Transfer Options , you can select the fields to be exported along with the data.

Export field names : Select this option to export the field names (Name, Address, City and so on) that
are saved as headers for the fields in the destination file. If you do not want to have headers, then clear
this option.

Send date and time : Select this option to export the date and time of transfer.

Under Select field separator , you can select the format in which the resumes to be transferred.
Tab: The data is separated by a Tab space and exported.
Comma: The data is separated by a comma and exported.

Other Separato r: You can specify any other symbol as separator and the data is exported separated
by this symbol.

Under File name and location, you can select the file name and path to save the exported file.

Click and select the location. Enter the filename and click Save.

View: Click to view the file that contains the resume data. The file displays data only after transfer.
Clear: Click to delete the contents of the file.

Show list after transfe r: Select this option to open the file after transferring the resume data.

Click Apply to save the settings.
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The Export field names option is enabled only when the destination file is not containing any data. Click
Clear to delete the contents of the file so that this option is enabled.

2.5.2. Add or Remove User Fields

ResumeGrabber enables you to create user fields in the CSV file. You can map the user field to fields in

your resume and export values to your CSV file.

Example: If the Resume contains the field Title, the field can be mapped to Userl in the CSV file. During
the transfer, the value of the Title field is transferred to User1l field in your CSV file.

Click UserFields tab in the Data Export - Link Options dialog box to add or remove user-defined fields.

Figure 38: Add or Remove UserFields in Data Export

To Add User Field:
Enter the name of the field in the text box provided before the Add button. Example: Resume Age.

Click Add. The field entered is displayed under UserFields. Click Apply to save.

To Delete User Field:
Select the user field name displayed under UserFields.
Click Remove. The user field name is removed from UserFields.

Click Apply to delete.

You can add or delete the user fields only when the destination file is not containing any data. Click Clear in
the Data Export Link Options tab , to delete the contents of the file.
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2.5.3. Add Default Values to Data Export Fields

You can assign default values to user fields while transferring resumes to a CSV file. ResumeGrabber
enables you to add default values for 8 user-defined fields.

Figure 39: Add Default Values to Data Export

The Select Fields displays all the user fields.

Under Enter Default Value type the value for the field or click and select a value to assign to a particular
user field. For Example, next to Referred By field, enter the value as Website.

Click OK to save the settings.

When you transfer resumes, ResumeGrabber assigns the default value Website to the Referred By field in
your application.

2.6. Setup for PC Recruiter for Web

Before transferring resumes into PC Recruiter, you need to setup the following:

Download grabber.exe from

http://www.egrabbersupport.com/submissions/PCR/grabber.exe

[OR]

http://office.pcrecruiter.com/grabber.exe

Save grabber.exe in your PCR server in the following path:

\\inetpub\wwwroot\pcrbin
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2.6.1. Login to PCR
In the PCR Transfer Options dialog box, enter the following details in the Login tab:

Figure 40: Login to PCR
Listener URL: The URL must be entered according to the server hosted by you.

For database hosted on Main Sequence Technologies (  MST):

If you have hosted your database on Main Sequence Technologies (MST), then your URL
appears as follows:

URL for MST Server: https://pcrecruiter.net/pcrbin/grabber.exe

If your system is protected with security settings, the above URL may not function properly. In such cases,
change the URL as http://pcrecruiter.net/pcrbin/grabber.exe

For database hosted on your server:
If you have hosted your database on your own server, then your URL appears as shown in
the following example:
Example URL for your server: http://yourservername.com/pcrbin/grabber.exe

In the above example, replace yourservername.com with your server name.
User Name: Enter your PCR database user name.
Password: Enter your PCR database password.

Database.Accountname (Profile):  Enter the account name based on the server hosted.
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For database hosted on Main Sequence Technologies ( MST):

If you have hosted your database on MST, the account name is your PCR id that appears in
the PCR URL.

For example, if the PCR URL is as follows,

http://www.pcrecruiter.net/pcerbin/default.asp?uid=i mport109.merwingroup , your database is
‘import109’ and your account name is ‘merwingroup’.

Hence, in the above example, the Database.Accountname is import109.merwingroup.

For database hosted on your server

If you have hosted your database on your own server, enter the Database.Accountname
as database.txt , where database is the database name that appears on the PCR Login
screen.

Rollup List:
Click the Get Rollup lists for this database  button.
The Rollup Lists are displayed.

Select your Rollup List from the list.

The selected Rollup List is displayed under Rolluplist Selected field found above the Get Rollup
lists for this database button.

Click Next.

The message 'Login Successful ’is displayed in the Status area and the dialog box moves to the Dupe
Check Options .

Once you have associated ResumeGrabber with an account name, you can transfer resumes to the
selected account name only. If you want to transfer to another PCR account name, you need to purchase a new
License Key.

2.6.2. Check for Duplicates in PCR

You can customize ResumeGrabber to check for duplicates while transferring resumes to PCR.
ResumeGrabber offers various options to handle the duplicate records.

In the PCR Transfer Options dialog box, click Dupe Check Options tab to define the duplicate check
criteria.
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Figure 41: PCR - Duplicate Check Setup

Under Destination Setup, select the type of records from the following options:

Company Records The contact transferred is saved as a Company Record.
Name Records The contact transferred is saved as Individual Record.
Company and Name Contact is saved as both Company and Individual Record.
Records

Under Select transfer mode , select the required method to transfer duplicate contacts.

Add as new Adds the duplicate contact as a new contact to your
database.

Update if contact exists  |Updates the existing contact in your database.

Warn if contact exists Displays Contact Linker dialog box that provides different
options to handle the duplicate contact. This method is
selected by default.

Skip if contact exists Cancels transferring the duplicate contact to your database.
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Under Check for duplicates in Contact based on, select the fields for which the values to be checked for
duplicates. The values of the fields selected here are checked during the transfer process.

The above options are enabled when you select any option except Add as new in the Select Transfer
Mode.

For Company records, duplicate check is performed based on the Company Name only. The Company
Names are linked or created based on the following scenario:

Company Duplicate Check |Based on Company Name only.

Criteria

Company already exists Link the incoming record to the existing
Company Name.

Company not found Create a Company with empty address
details and link the incoming record to the
newly created Company Name.

Two or more companies Link the incoming record to the first

exist with the same name. detected Company.

The duplicate check setup works based on the combination of selected fields. That is, if you have selected
the Name and Email fields to check for duplicates, then the check is performed using AND condition. Hence,

even if one field is not matching the existing data, it is not considered as duplicate and transferred to PCR
database as a new record.

In addition, if the incoming field is empty, then the duplicate check is performed based on the other fields
excluding the empty field. However, if the existing record has an empty field and the incoming record

contains value for that field, then the incoming data is not considered as duplicate and transferred as new
record.
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Consider the following example: (Assume that Name and Email are selected to be checked for duplicates).

Incoming Record

Existing Record

Transfer Process

William Stevenson

william@egrabber.com

William Stevenson

william@egrabber.com

Here the incoming values exactly match
the existing values and hence the
incoming record is considered as
duplicate.

W. Stevenson
william@egrabber.com

William Stevenson
william@egrabber.com

Here, although the email ID matches, the
name seems to be different. Hence, the
incoming record is not considered as
duplicate and transferred to PCR as a
new record.

William Stevenson

William Stevenson

william@egrabber.com

Here, the incoming email ID is empty.
Hence, the email field is not considered
for the duplicate check process. The
check is performed only for the Name.
Since the name matches, this record is
considered as duplicate.

William Stevenson

william@egrabber.com

William Stevenson

Here the existing email ID is empty.
However, the incoming record contains
both name and email ID. This is not
considered as duplicate and added as a
new record.

If you have selected Name and Phone as the fields to be checked for duplicates, the Work Phone, Home
Phone and the mobile numbers are checked for duplicates. In this case, the Phone numbers are checked
using the OR condition. That is out of the three phone numbers available for a contact, even if one number
matches exactly, it is considered for the overall duplicate check.

Consider the following example: (Assume that Name and Phone are selected to be checked for duplicates).

Incoming Record Existing Record Transfer Process

William Stevenson William Stevenson The incoming Name and Work

Phone match exactly. Although the

Work: (408) 826-7777 Work: (408) 826-7777

Home Phone is different, the

Home: (408) 735-1234 Home: (408) 735-2244

record is considered as duplicate.

(Within the phone numbers, even if
one number matches, it is
considered for duplicate check.)
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After selecting the appropriate options, click Next to save the settings and the dialog box moves to add
default values.

2.6.3. Add Default Values

You can assign default values to the Company Name field and Names contact details (email, phone and
address fields ), and set default Profile Transfer options in PC Recruiter.

In the PCR Transfer Options dialog box, click the Default Values tab to assign the pre-defined values.

Figure 42: Add Default Values

Under Company Name , enter a value in the Default Company Name field. Whenever a record is
transferred, the default value is saved in the company field based on the following options:

Only when Company name is empty:  Select this option to transfer the default value when
the Company field is empty in the incoming record. This option is selected by default.

For all incoming records:  Select this option to transfer the default value whenever a record
is transferred. Here even if the incoming record contains value for Company field, the default
value is transferred to PCR database.

If the Name contact details like email, phone and address are empty in the incoming record, you can set
the company email, phone and address as default values. Under Names contact details , select the contact
fields to set company contact details as default values.

Under Profile Transfers , select the format as HTML or Text or Link from Transfer profile as field.
Whenever a profile is transferred, it is transferred in the selected format. By default HTML is selected. When
you select the Link option, the profile is transferred as a hyperlink.
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If the incoming profile is in the Text format, the profile is transferred and saved in the Text format even if the
default profile transfer is selected as HTML.

Transfer profile to following folders in PCR: Select the default folder to save the profiles in PC Recruiter.
By default Resume folder is selected.

Resume - Select this option to save the profiles in the Resume Folder.
Attachment - Select this option to save the profiles in the Attachment folder.

Resume if empty/Attachment - When you select this option, the profiles will be saved in the
Resume folder only if it is empty. If the Resume folder already has some profiles, the
incoming profile will be saved in the Attachment folder.

Click OK to save the settings.

2.7. Setup for Big Biller

You can transfer your resumes into Big Biller - online Applicant Tracking System.
Setup Big Biller as your destination. Click Transfer Options to modify the settings.

In the Big Biller Link Options  dialog box, enter the following details in the Login tab:

You can click Transfer Options to login, setup the duplicate check process and to add default values.
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2.7.1. Login to Big Biller
In the Big Biller Link Options  dialog box, enter the following details in the Login tab:

Figure 43: Login to Big Biller
Email Address : Enter the email ID used to login to Big Biller.
Password : Enter the Big Biller account password.
Click Login and wait till the "Login successful" message appears in the Status area.

Remember Password: Select this checkbox to save the password in your system so that you need not
provide the details each time you are transferring to Big Biller.

The Remember Password option is enabled only when your login is successful.

Click OK to save the settings.

2.7.2. Setup Duplicate Check

You can setup the duplicate check to avoid transferring duplicate contacts to Big Biller. ResumeGrabber
provides various options to handle the duplicate contacts.

In the Big Biller Link Options  dialog box, click the Duplicate Check tab to define the duplicate check
criteria.
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Figure 44: Duplicate Check for Big Biller

Under Select transfer mode , select the required method to transfer duplicate contacts.

Add as New Adds the duplicate contact as a new contact.

Update if contact exists  |Updates the existing contact.

Warn if contact exists Shows a Contact Linker dialog box that displays different

options to handle the duplicate contact. This method is
selected by default.

Cancel if contact exists Cancels transferring the duplicate contact.

Refer to Duplicate Check for ACT! for more details on above options.

Under Check for Duplicates based on, select the fields for which the values to be checked for duplicates.
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The values of the fields selected here are checked during the transfer process.

Select field... To check for...

Contact Values of the first name and last name fields in the transferred resume.
This option is selected by default.

Company Value of the company field in the transferred resume. This option is
selected by default.

Email Email address of the contact in the transferred resume. This option is
selected by default.

Phone Phone number of the contact in the transferred resume.
Zip Zip code of the contact in the transferred resume.
Bring Contact to Forefront after the Transfer: Select this checkbox to view the transferred contact.

Show transferred records in Edit View:  Select this option to view the transferred contact in the
Edit mode of Big Biller. This option is selected by default.

Show transferred records in Edit View:  Select this option to view the transferred contact in the
Resume data Sheet view of Big Biller.

Prompt if a contact has different company: Select this checkbox to get a message when the incoming
contact has a different company with other details remaining the same. A Contact Linker dialog box appears
with different options to handle the duplicate contact.

Check duplicates only for current user records: Select this checkbox to search for duplicates only in the
current user database. If this option is not selected, the duplicate check is performed for all the user
database.

The above option is applicable only if the current user has the permission to view other users' database.
Otherwise, irrespective of the above option being selected or not, duplicate check is performed for the current
user only.

Click OK to save the settings.
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Contact Linker for Big Biller

While transferring to Big Biller, if the incoming contact is already found in the database, but with a different
company name, the following dialog box is displayed.

Figure 45: Contact Linker — Big Biller
You are prompted to select between two options:
Change Company to "Incoming Company Name" : The contact is linked to the incoming Company Name.

Leave Company as "Existing Company Name" : The existing Company Name is retained. (That is the
existing record is not modified).

Select the appropriate option and click OK to proceed.

Do not show this again:  Select this checkbox to disable the dialog box being displayed. When this option
is selected, the contact is automatically linked to the incoming Company Name without displaying the above
message.

The above option can be enabled again by selecting the Prompt if a contact has different company
checkbox in the duplicate check setup.

2.7.3. Assign Default Values

You can assign default values to the Company field in Big Biller database.

In the Big Biller Link Options  dialog box, click Default Values tab to assign the pre-defined values.
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Figure 46: Big Biller - Assign default values

In the Default Values tab, enter a value for the Company Name . Whenever a record is transferred, the
default value is saved in the company field based on the following options:

Enable default value when Company name is empty: Select this option to transfer the default value when
the Company field is empty in the incoming record. This option is selected by default.

Enable default value for all incoming records: Select this option to transfer the default value whenever a
record is transferred. Here even if the incoming record contains value for Company field, the default value is
transferred to Big Biller database.

Click OK to save the settings.

Now you can start transferring resumes to Big Biller.

2.8. Setup for HR-XML

Using the HR-XML feature, you can export the resume data to an XML file. You can import the data from the
XML file to any database that supports the XML format.

Setup HR-XML as your destination.

Click Transfer Options to modify the settings. The Link Options dialog box appears where select the
location to save the XML file and define the filename of the output file.

2.8.1. Select Folder

In the Transfer Options dialog box, you can setup the following:

Under Folder Name and Location , click to select the folder where you want to save the output file.
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Figure 47: HR-XML Transfer Options

Transfer to Single File: Select this checkbox to transfer the resume data in a single file. The file is
saved in XML format with the name 'Candidate.xml’. By default, this option is not selected and the
resumes are transferred to individual files.

Show file after transfer:  Select this checkbox to display the file after the resume data is transferred.
When you are transferring to individual files, the last file to which data is transferred is launched.

Under File Name Convention, you can setup a file name for the XML file. Select the file name format
from the drop-down list. Enter a prefix to the file name in the first box and suffix in the last box. Now the
data is transferred to the specific file name. This option works only when you have not selected the
Transfer to Single File checkbox.

Click OK to save the settings.

When you transfer resumes to the single file, i.e. candidate.xml, the resumes are added to the existing
information. When you transfer as individual files, the resumes are saved in file names according the option you
have setup. During transfer, if the file name already exists, you get a message prompting you whether to
overwrite the existing file. Click OK to save the file in a different name or Cancel to overwrite the existing file.

2.9. Setup for Zoho People
Select Zoho People as your destination.
Click Transfer Options to modify the settings.

The Zoho People Link Options wizard appears where you can login and set up duplicate check criteria.
Follow the wizard prompts and enter the details to complete the setup.

2.9.1. Login to Zoho People

You need to login to Zoho People from ResumeGrabber Pro to transfer the contacts and resumes.

In the Login window, enter the following details:

Page No: 49



Setup your Destination

Figure 48: Login to Zoho People
User Name: Enter your Zoho People user name.
Password: Enter your Zoho People password.
Click Login to get access to Zoho People.
Result : Displays the result of the login activity. On successful login, “Login Success” message is displayed.

Remember Password: Select this checkbox to save the password in your system so that you need not
provide the details each time you are transferring to Zoho People.

The Remember Password option is enabled only when your login is successful.

Click Apply to save the settings.
2.9.2. Setup Duplicate Check

You can set up the duplicate check to avoid transferring duplicate contacts to Zoho People. ResumeGrabber
Pro provides various options to handle the duplicate contacts.

In the Zoho People Link Options dialog box, click the Duplicate Check tab to define the duplicate check
criteria.
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Figure 49: Duplicate Check for Zoho People

Under Select Transfer Mode |, select the required method to transfer duplicate contacts.

Figure 50: Transfer Modes for Zoho People

Add as New Adds the duplicate contact as a new contact.
Update if contact exists  |Updates the existing contact.

Warn if contact exists Shows a Contact Linker dialog box that displays different
options to handle the duplicate contact. This method is
selected by default.

Cancel if contact exists Cancels transferring the duplicate contact.

Refer to Duplicate Check for ACT! for more details on the above options.

Under Check for Duplicates based on, select the fields for which the values are to be checked for
duplicates.
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The values of the fields selected here are checked during the transfer process.

Select field... To check for...

FirstName Value of the first name field in the transferred resume. This option is
selected by default.

LastName Value of the last name field in the transferred resume. This option is
selected by default.

Company Value of the company field in the transferred resume.

Email Email address of the contact in the transferred resume. This option is
selected by default.

Phone Phone number of the contact in the transferred resume.

Click Apply and OK to save the settings.
2.9.3. Add Default Values

You can add default values to the user fields in Zoho People. ResumeGrabber enables you to assign default
values to the user fields in Zoho People.

Set up Zoho People as your destination.

Figure 51: Add Default Values — Zoho People

The Select Fields displays all the user fields in Zoho People.

Select a user field and type the default value or click and select a value for that field under Enter Default
Value.

Click OK to save the settings.
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When you transfer resumes, ResumeGrabber assigns the default value to that particular user field in Zoho
People.

You can add or remove user fields in Zoho People. The user fields that are added or removed gets reflected
under Select Fields .

2.10. Setup for System Folders

When you setup System Folders as your destination, the resume file is just copied to your system folder.
You cannot do any further customization like other destination applications.

The System Folders option transfers selected resumes to the default folder. The folder where you have
installed ResumeGrabber is the default folder.

You can transfer resumes to your custom folder. Add the folder name by using Transfer Options

2.10.1. Add Custom Folders

Click Transfer Options to open the ResumeGrabber Pro - Destination Selection  dialog box.

Figure 52: Custom Folder Setup

To add a folder:

Click Add and select a custom folder. This folder is displayed under Folder Selected and the path is
displayed under Complete Path. Click Save.

To delete a folder

Select a folder name and click Delete. Click Save.

After setting up your destination, you can select the destination option, the method of transferring resumes
to the selected destination.
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3. Destination Options for applications

Destination option is the method in which you can transfer and save the resume information. The method of
transferring the resume differs according to the selected destination.

3.1. Destination Options for ACT! 2010 /2009 /200 8 /2007 /2006 /2005/6.0

The following options are displayed in the To list of ResumeGrabber toolbar when you select ACT! as your
destination application.

Add Contact + Resume [Biz] Creates a new contact or updates an existing contact in the Business section
of ACT!.

Saves resume in default folder and links it in the Notes/History tab of ACT!
6.0 and Documents tab of ACT! 2010/2009/2008/2007/2006/2005 of the
transferred contact.

Copies resume text in the Notes/History tab in ACT! 6.0 (Notes tab in ACT!
2010/2009/2008/2007/2006/2005).

Add Contact + Resume [Home] Creates a new contact or updates an existing contact in the Home section of
ACT!

Saves resume in default folder and links it in the Notes/History tab of ACT!
6.0 and Documents tab for ACT! 2010/2009/2008/2007/2006/2005 of the
transferred contact.

Copies resume text in the Notes/History tab in ACT! 6.0 (Notes tab in ACT!
2010/2009/2008/2007/2006/2005).

Add Contact [Biz] Creates a new contact or updates an existing contact in the Business section
of ACT!

Add Contact [Home] Creates a new contact or updates an existing contact in the Home section of
ACT!

Add Links + Note Saves resume in default folder and links it to the Notes/History tab of ACT!

6.0 and Documents tabin ACT! 2010/2009/2008/2007/2006/2005 of the
currently open contact in ACT!

Copies resume text in the Notes/History tab in ACT! 6.0 and Notes tabin
ACT! 2010/2009/2008/2007/2006/2005 of the currently open contact in ACT!

Add Notes Copies resume text in the Notes/History tab in ACT! 6.0 and Notes tabin
ACT! 2010/2009/2008/2007/2006/2005 to a currently open contact in ACT!

Add Links Saves resume in a folder and links it to the Notes/History tab of ACT! 6.0
and Documents tab in ACT! 2010/2009/2008/2007/2006/2005 of the
currently open contact in ACT!
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3.2. Destination Options for GoldMine 8.x/7.x/6.x/5  .x

The following options are displayed in the To list of ResumeGrabber toolbar when you select GoldMine as
your destination application.

Add Contact + Resume [Biz] Creates a new contact or updates an existing contact in GoldMine.
Saves resume in default folder and links it in the Links tab.

Copies resume text in the Notes tab.

Add Contact [Biz] Creates a new contact or updates an existing contact in GoldMine.
Add Notes Copies resume text in the Notes tab.

Add Links Saves resume in a folder and links it to the Links tab.

Add Links + Notes Saves resume in default folder and links it to the Links tab.

Copies resume text in the Notes tab

3.3. Destination Options for Outlook 2007/2003/2002 /2000

The following options are displayed in the To list of ResumeGrabber toolbar when you select Outlook as
your destination.

Add Contact + Resume [Biz] Creates a new contact or updates an existing contact in the
Contacts folder in Outlook. The mailing address is set as business
for the contact in the contact window.

Saves resume in default folder and links it to the contact. *
Copies the resume text in the contact window. **
Add Contact [Biz] Creates a new contact or updates an existing contact in the

Contacts folder in Outlook. The mailing address is set as business
for the contact.

Add Contact + Resume [Home] Creates a new contact or updates an existing contact in the
Contacts folder in Outlook. The mailing address is set as home for
the contact in the contact window.

Saves resume in default folder and links it to the contact. *
Copies the resume text in the contact window. **
Add Contact [Home] Creates a new contact or updates an existing contact in the

Contacts folder in Outlook. The mailing address is set as home for
the contact
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Add Notes *** Copies resume text in the text area provided in the window of an
open contact. **

Add Links *** Saves resume in default folder and links it to the contact open in
Outlook. *

Add Links + Notes *** Saves resume in default folder and links it to the contact open in
Outlook. *

Copies the resume text in the window of the contact open in
Outlook. **

* The resume is saved or linked according to the settings made in Document Setup. By default the resume
is saved in ResumeGrabber Pro\Saved_Resumel folder in My Documents folder. You can however change the
path in the Document Setup.

** The resume text is copied provided you have selected the Paste Resume into Notes option in the Document
Setup.

***\When you select these options, the resume information is transferred to the currently opened contact in ACT!.
Ensure that you have opened the corresponding contact before transfer. During transfer, ResumeGrabber -Add
Link + Notes dialog box is displayed that enables you to verify that the appropriate contact is open in your
application.

Refer to Document Setup for more details.

3.4. Destination Options for Excel 2007/2003/2002/2 000

The following options are displayed in the To list of ResumeGrabber toolbar when you select Excel as your

destination.

Add Contact + Resume (Biz) Creates a new record in your Excel spreadsheet in the Business section
Attaches resume document as a link under the column heading.

Add Contact (Biz) Creates a new record in your Excel spreadsheet in the Business section.

Add Contact + Resume (Home) | Creates a new record in your Excel spreadsheet in the Home section

Attaches resume document as a link under the column heading.

Add Contact (Home) Creates a new record in your Excel spreadsheet in the Home section.
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3.5. Destination Options for Data Export

The following options are displayed in the To list of ResumeGrabber toolbar when you select Data Export
as your destination application.

Add Contact + Resume [Biz] The extracted contact information from the resume is transferred to the
Business contact fields along with the resume path in the CSV file.

Add Contact [Biz] The extracted contact information from the resume is transferred to the
Business contact fields in the CSV file.

Add Contact + Resume [Home] The extracted contact information from the resume is transferred to the
Home contact fields along with the resume path in the CSV file.

Add Contact [Home] The extracted contact information from the resume is transferred to the
Home contact fields in the CSV file.

3.6. Destination Options for PC Recruiter

The following options are displayed in the To list of ResumeGrabber toolbar when you select PC Recruiter
as your destination application.

Add Contact + Resume [Biz] Creates a new contact or updates an existing contact in the PC
Recruiter .

Copies the resume text to the database

Add Contact [Biz] Creates a new contact or updates an existing contact in the PC
Recruiter .

3.7. Destination Options for Big Biller

Creates a new contact or updates an existing contact in the Work
Add Contact + Resume [Biz] section of Big Biller.

Copies the resume text and saves the resume file as attachment.

Add Contact [Biz] Creates a new contact or updates an existing contact in the Work
ontact [Biz
section of Big Biller.

Creates a new contact or updates an existing contact in the Home
Add Contact + Resume [Home] section of Big Biller.

Copies the resume text and saves the resume file as attachment.
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Creates a new contact or updates an existing contact in the Home
Add Contact [Home] ) o
section of Big Biller.

3.8. Destination Options for HR-XML

The following options are displayed in the To list of ResumeGrabber toolbar when you select HR-XML as
your destination application.

Add Contact + Resume The extracted contact information from the resume is transferred to the XML

[Biz] file along with the resume information.

Add Contact [Biz] The extracted contact information from the resume is transferred to the XML
file.

3.9. Destination Options for Zoho People

The following options are displayed in the To list of ResumeGrabber toolbar when you select Zoho People
as your destination application.

Add Contact + Resume - Creates a new contact or updates an existing contact in Zoho People.

Biz .
[Biz] Copies the resume text to the database.

Add Contact [Biz] - Creates a new contact or updates an existing contact in Zoho People.

3.10. Destination Options for System Folders

The following options are displayed in the To list of ResumeGrabber toolbar when you select System
Folders as your destination application.

Default Folder Transfers selected resumes to the default folder. The folder where you
have installed ResumeGrabber is the default folder

You can transfer resumes to your custom folder. Add the folder name
using Transfer Options . The added folder names are displayed in the
To list in addition to the Default Folder option.

3.11. Add or Hide Destination Options
You can add or remove a destination option displayed in the To list of the ResumeGrabber toolbar.
Click Menu > Options in ResumeGrabber toolbar.

Click Add/Remove Destination options  in the Options tab.
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Refer to Figure 53 that illustrates the Add/Remove Destination Options  for ACT! 6.0.

Figure 53: Add / Remove Destination Options

Add an Option

To add a destination option, select an option from the list of Available Destination Option s:
Click Add>>. The option is displayed under Selected Destination Options

Click OK.

Remove an Option

To remove a destination link, select an option from the list of Selected Destination Option:
Click <<Remove. The option is displayed under Available Destination Option:

Click OK.

The options you add are displayed under the To: list of ResumeGrabber Toolbar.
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4. Attach Resume to Destination

You can customize the format in which the selected resume to be saved in your destination. You can also
setup the location to save the resume and link the same to your destination.

Click Menu > Options in ResumeGrabber toolbar.
Click Document Setup in the Options tab.

Now, setup the following options:

Figure 54: Document Setup to attach resumes

Paste Resume into Notes: This option is selected by default. Select this option to paste the resume text in
your destination application.

Under Resume Saving Options,

Save resume and link: A copy of the selected resume is saved in the ResumeGrabber default folder
and is linked to the destination application. This option is recommended when you are searching for
resumes using search engines.

Link to existing resume : The existing resume is linked to the destination application. This option is
recommended when the resume already exists in your hard disk.

Don't link Resume : The contact information alone is transferred to the destination and no link is
created.

When you select Save resume and link , the following options are enabled:
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Convert all resumes into word document (RTF): The copy of the transferred resume is saved as a
word document in the ResumeGrabber default folder. The saved file is then linked to the contact in
your destination in word format. Clear this option to save the resume in the original format.

Generate new filename as shown below and save:  You can save a copy of the transferred resumes
with customized filenames under default folders provided by ResumeGrabber and link it to the contact.
Refer the below table to know about the file naming conventions. Enter a prefix in the first box and a

suffix for the resume name in the last box.

Specify Attachment Location : By default a copy of the transferred resume is saved in ResumeGrabber

Pro > Saved_Resumel in My Documents on your Desktop. You can however change the location.

Location-1: This option is selected by default. This location is in ResumeGrabber Pro >

Saved_Resumel in My Documents folder.

Location-2: You can select another path for saving the transferred resumes. Resumes transferred can

be ResumeGrabber Pro > Saved_Resume?2 in My Documents folder.
You can change the location by selecting any other folder.
Click OK to save the settings.

After transfer, the resume is saved in the selected folder and is linked to the respective tabs of your
destination application as follows:

Destination ‘ Resume is linked to

ACT! 2010/2009/2008/2007/2006/2005 | Notes tab

ACT! 6.0/2000 Notes/History tab

GoldMine Links tab

Microsoft Outlook Text Area in the Contact Window

Microsoft Excel User defined column

Data Export Displays path name where the resume is saved

5. Format Resume

You can setup to change the format of the contact information in the resume before transferring to your
application.

Click Menu > Options in ResumeGrabber toolbar.
Click Format Options in the Options tab.

Now, setup to format the following options:

5.1. Format contact fields

In the Contact tab, all the contact fields are displayed.
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Figure 55: Format Contact Fields
Select any field to format. Example: Company.

Under Case, select a format to change the case of the text. Assume that the value for Company is
eGrabber Inc . The text is formatted as shown in the table.

Case Output

None eGrabber Inc. (Value is not formatted)
Upper Case EGRABBER INC.

Lower Case egrabber inc.

Sentence Case | Egrabber inc.

Title Case Egrabber Inc.

You can select multiple fields by pressing Shift + Down arrow and select a format. The selected format is
applied for all the selected fields. The option None is selected by default.

Under Mode, select a format to display the text in expanded or abbreviated mode. Assume that the value for
Company is eGrabber Inc .
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The text is formatted as shown in the following table:
Mode Output
None eGrabber Inc. (Value is not changed)
Expand EGRABBER INCORPORATE (value is expanded)

Abbreviate | EGRABBER INC. (Value in an abbreviated)

Click OK to save settings.

5.2. Format Phone/Fax fields

Click the Phone tab.

Figure 56: Format Phone/Fax fields
Select a field to format. Example: Work Phone.
Select a format for the field under the Phone/Fax Format.

Click OK.

5.3. Format E-mail field
Click the E-mail tab.
You can setup a format option for two e-mail fields. Select a field under the E-mail Tab. Example: E-mail.

Select a format for the e-mail field under the E-mail Format.
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Figure 57: Format Email fields
None: This option is selected by default. Select this option to transfer the value as it appears in the resume.

First Name Last Name: Assign the Contact's First Name and Last Name along with e-mail address.
Example: If the contact's first name is “William” and last name is “Stevenson” then the e-mail address is
assigned as “William Stevenson <wsteve@ hotmail.com>".

Last Name, First Name: Assign the Contact's Last Name and First Name along with e-mail address.
Example: If the transferred contact's name is “William Stevenson” then the e-mail address is assigned as
“Stevenson William <wsteve@ hotmail.com>".

E-mail: Transfers only the e-mail address value to your application. Example: “<wsteve@hotmail.com>".

Click OK. The contact information is transferred to your application in the formatted mode.

6. ResumeGrabber Grid

ResumeGrabber Grid is a powerful tool included in ResumeGrabber Pro. This Grid enables you to:

View the resume information without opening the original resume.
Search for relevant resumes with required skill sets.

Display resumes highlighted with searched keywords as snippets.
Filter the resumes according to the Location (State, City or Zip).
Blacklist the ineffective resumes and reject them.

Mark the Recruitment Status for each resume.

Mark the Job Category suitable for each resume.

Sort the resumes according to name, experience, recruitment status etc.
Send Email to selected candidates using templates.

Forward the selected resumes to clients.

Transfer only the selected resumes to your destination.

The ResumeGrabber Grid is divided into two panels, the Grid View and the Snip View .
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The top panel is the Grid View and displays the extracted contact information along with other parameters.

Figure 58: ResumeGrabber Grid
The bottom panel is the Snip View and displays preview of the resume selected in the Grid View .
The Grid also consists Menu bar and Toolbar that enables you to manipulate with the data available in the
ResumeGrabber Grid.

6.1. Grid View

The Grid View displays the extracted contact information from the resumes along with other parameters like
experience, resume age, keywords, recruitment status etc.

The other parameters apart from contact information like Name, Address, Phone, Fax and Email are listed in
the following table:

Option ‘ Function

Resumes already transferred to destination are marked with this icon.

Select/Clear this box to accept/reject a candidate.

Resumes that contain comments are marked with this icon.

Resumes that are unread are marked with this icon.
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Resumes containing city, state, and postal codes specified in ResumeGrabber
options are marked with icon.

Resumes containing the hot keywords as setup in ResumeGrabber options are
marked with this icon.

Resumes sent as email to candidate or clients are marked with this icon. Refer
Send Email Template for more details.

Under this column the file format of the resume is indicated by icons as follows:

Text Files

RTF / Doc Files

HTML Files

%

This column shows the percentage of relevance of the keywords used for
search. This column is hidden when you have not provided any keyword for
search.

Recruitment Status

Select the Recruitment status of the candidate from the available list. You can
also customize this list. Refer Setup Recruitment Status for more details.

Experience The approximate experience of the candidate is extracted automatically from
the resume and displayed in years.
Resume Age The number of days from the modified date of the resume to current date is

calculated and displayed as years & months. This provides you an idea of when
you received the resume.

Modified Date

The last modified date of the resume is displayed.

Job Category

You can select the job category suitable for a candidate. Refer Setup Job
Category for more details.

Skills The skill sets of the candidate are extracted and displayed.

Education The educational qualification of the candidate is extracted and displayed.

Distance The distance between your location and the candidate's location is calculated
and displayed in km. Refer to Field Settings to specify your location to calculate
the distance.

Source The source name from which the resumes have been captured is displayed.
For example, if you have captured the resumes from Google Search Results,
then this column is displayed as "Google Search”. You can customize to
display a default value in this column. Refer to Field Settings for more details.

Source URL The location or link to the original resume file is displayed.
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-Click here to map-

This column can be used to display the mapped user fields. Right click on the
heading to select the user field, which you have already defined in your
selected destination. The column heading displays the selected field name. The
value of the user field is displayed under the mapped field.

Example : If you have assigned the value Website for the user field Referred
By, then in the ResumeGrabber Grid, you can map to display this value as
shown in Figure 59.

Figure 59: User field mapped in Grid

You can map 8 user fields in the ResumeGrabber Grid

You can also make use of the Shortcut menu that appears when you right click on the Grid View. You can

add comments, select or reject multiple resumes, send email to selected candidate and other manipulations.

Figure 60 illustrates the Shortcut menu.

Figure 60: Grid View - Shortcut menu
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Refer to the following table for details about the options available in the Shortcut menu.

Option Function

View Resume

Opens the selected resume file.

Add Comments

Adds comments to the selected resume.

Delete Selected Resumes

Removes selected resumes from the grid.

Reject Selected Resumes

Removes selected resumes marking the recruitment status as
Rejected.

Never Show Selected Resumes

Removes selected resumes marking the recruitment status as Never
Show.

Send Email to Candidates

You can send email to the selected candidate using a template.

The templates you have already created are displayed in this submenu.
Select the method by which you want to send email to the selected
candidates in the grid.

Send Email without template:  Select this option to send email to
selected candidates without using the templates. Your default emalil
client is opened and you can send email.

Click Create / Modify Template to add or edit the template settings.

Select a template from the list to send email using the template.

Forward Resumes

Opens your default email client with the selected resumes attached to
email. You can attach the selected resumes and send them to your
client.

Attach to Email:  Select this option to send email without using the
template. Your default email client is opened with the selected resumes
attached to a new message.

Click Create / Modify Template to add or edit the template settings.

Select the template from the list to send email to clients with the
attached resumes.

Copy Email IDs

Copies the email IDs available in the selected resumes to the
clipboard.

Toggle Email Status

Shows / hides the Email Status () Icon in the grid view.

Dupe Check Checks for duplicates in the Grid records.

Verify Address Verifies with the USPS website and checks the address details.
Transfer Transfers selected resume to destination.

Check All Selects all the resumes in the Grid.

UnCheck All Clears the selection of all the resumes.
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Check Selected Resumes

Marks the highlighted resumes as Selected.

UnCheck Selected Resumes

Clears the selection of highlighted resumes.

Find in Grid

Searches for a keyword in the Grid.

Report as Bug

You can report an issue or send a suggestion as an email to our
Product Support Team. This option opens your default email program
automatically.

Copy

Copies the data in the selected resume to the clipboard.

For multiple selection: To highlight consecutive resumes, drag the mouse or press the SHIFT key and click

on the resumes. To highlight non consecutive resumes, press the CTRL key and click on the appropriate

resumes.

6.2. Snip View

The Snip View displays preview of selected resume in the Grid view. If you have searched for a particular

keyword, then a snippet is displayed with sentences containing the searched keywords with the highlighted

keywords. You can change the snippet view to text or original view to display the resume in a text format or

in original format. You can also select or reject a resume in the Snip View after screening the resume

information.

Option ‘ Function

Displays the part of search engine page from where the information has been
extracted.

Extracts and displays contact information and total experience of the
candidate. A snippet of relevant sentences is also displayed highlighted with
the searched keywords.

Displays the resume in plain text.

Displays the resume in original format.

Opens the original resume file. (The Icon displayed varies according to the
original format of the resume).

Add/Edit your comments.

Deletes the resume from the grid.

Removes and never shows the currently selected resume even during next
search.

Transfers to the selected destination application.

View Previous/Next resume in the grid.

Select/clear this box to accept / reject the candidate.

Hide / Show the grid view.

Page No: 69




ResumeGrabber Grid

Type the keyword to search in the resume displayed in the snip view.

Searches for the next occurrence of the keyword.

Highlights all the searched keywords.

You can right click in the Snip View to make use of a shortcut menu.

Figure 61: Snip View - Shortcut menu

The following options are available in the Shortcut menu:

Option Function

Copy Copies the selected text to clipboard

Select All Selects all the contents in the Snip View

Report as Bug This option opens your default email program
automatically, with the resume file attached to the
email. You can report an issue or send a
suggestion as an email to our Product Support
Team.

Job Category Mark the job category of the candidate

Recruitment Status Mark the recruitment status of the candidate

Replace Field Replace the selected field value with the selected
text. Refer to Replace Field for more details.

Add to Field Add the selected text to the selected field. Refer to
Add to Field for more details.

Add / Replace Repeat the last action of adding or replacing the
field values. This command displays the last
performed action — Add or Replace.

6.2.1. Replace Field

In the ResumeGrabber Grid, the contact details, job title, experience and other details are automatically
extracted from resumes and displayed. The preview of the contents of selected resume is displayed in the
Snip View.
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In the resume contents, if you find a data that is not extracted and displayed in the Grid Column, you can
manually replace the value of the field.

For example, you find a job title as "Marketing Executive" in the resume, but an invalid value is displayed in
the Grid. You can replace the value with "Marketing Executive".

Select the text, right-click to get the shortcut menu and point to Replace Field . The fields available in the
Grid are displayed. Select the relevant field (in this example, select Job Title). The value in the selected field
is replaced with the selected text.

In the above example, the value in Job Title is replaced with Marketing Executive.

6.2.2. Add to Field

In the ResumeGrabber Grid, the company name and job title of the candidate are extracted and displayed.

In the resume contents, if you find a data that is not extracted and displayed in the Grid Column, you can
manually add the value to the field.

For example, you find an additional job title "Marketing Executive" in the resume, but it is displayed as
"Sales" in the Grid. You can add "Marketing Executive" to the existing value.

Select the text, right-click to get the shortcut menu and point to Add to Field . Select the relevant field (in this
example, select Job Title). The value in the selected field is added to the existing value separated by a
comma.

In the above example, the value in Job Title is displayed as Sales, Marketing Executive .

6.3. ResumeGrabber Grid - Menu bar

The ResumeGrabber Grid menu is used to manipulate the resumes displayed in the ResumeGrabber Grid.
You can save the data in the Grid in a file name, which can be later opened for verification and further
manipulation. The saved data can be transferred to your Contact manager at any point of time. This saves
your time when you are capturing thousands of resumes from Google Search or any other website.

File Menu: This menu contains the following options:

File Menu options Function

New Opens a New ResumeGrabber Grid.
Open Opens an already saved data.

Save Saves data in the grid.

Save As Saves data in the grid in a different name

(used to have a copy of the results).
Delete saved result(s) Deletes saved data.

Exit ResumeGrabber Quits ResumeGrabber Pro.

View Menu: This menu is used to view the ResumeGrabber Grid in different formats.
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View Menu options Function

) ) ) Shows / Hides the preview panel at the
Hide Snip / Show Snip bottom of the screen

. . . Shows / Hides the grid panel at the top of the
Hide Grid / Show Grid
screen.

. . Toggles the view of two panels - either
Vertical / Horizontal ) .
vertically or horizontally.

Select the relevant text size, to display the

Grid Text Size . .
text in the Grid larger or smaller.

Vertical / Horizontal View: Normally, ResumeGrabber Grid opens with the panels being arranged
horizontally as shown in Figure 58. Refer to Figure 62 that illustrates the vertically arranged panels.

Figure 62: Vertically arranged panels
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Tools Menu: This menu is used to setup Options.
Tools Menu options Function

Rescan Rescans the data in the grid and refresh the data with the
updated criteria you have defined in the advanced setup.

Options Opens ResumeGrabber Options dialog box to modify the
settings.
Unregister Unregister the product. Use this option when you want to install

& register the product in another system or in the same system
when upgraded.

Help Menu: This menu is used to get further information about the product.

Help Menu options Function
Help Opens the Help topics.
Live Update Live Update service is used to instantly update ResumeGrabber

Pro with the latest files and the service packs.

ResumeGrabber Demo Launches a demo of the product.

About ResumeGrabber Displays information about ResumeGrabber version number,
copyright and contact information.

6.4. ResumeGrabber - Grid Toolbar

The ResumeGrabber Grid contains a toolbar, which enables you to further filter, save, and transfer the short

listed resumes.

The toolbar contains the following options:

Option Function

Saves data in the grid.

Hides / Shows the grid panel at the top of the screen.

Hides / Shows the preview panel at the bottom of the screen.

Toggles the view of two panels - either vertically or horizontally.

Select the destination options from this list.
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Transfers selected contacts from grid to selected destination.

Displays Link Options dialog box where you can modify the
settings for your destination application.

Click to return to the previously short listed results.

Click to go to the next list of short listed results.

Stops the current short-listing process.

Type the keywords to search in the grid.

Searches resume in the grid for specific keywords.

Rescans the data in the grid and refresh the data with the
updated criteria you have defined in the advanced setup.

7. Advanced Setup in ResumeGrabber Grid

In the ResumeGrabber Grid, you can mark the resumes that contain specific location, specific hot keywords
and also rank the resumes with recruitment status and job categories. You can screen and shortlist the
resumes by using the advanced settings. Click Menu>Options in the ResumeGrabber Toolbar.

In the ResumeGrabber Options dialog box, you can setup the advanced filter and other settings under the

Preferences tab.

7.1. Setup Location Filter

You can mark the resumes containing specific State, City, or Zip code in the ResumeGrabber Grid. This
advanced filter enables you to shortlist candidate from a preferred location. Click Preferred Location under
the Preferences tab in the ResumeGrabber Options dialog box to setup the following options:

Select one or more preferred State. Click Select All to select all the States. If you clear the Select All
checkbox, then all the selected checkboxes under the State are cleared.

Type one or more city names, separated by commas in the City box.
Type one or more postal codes, separated by commas in the Postal Code box.

Click OK.
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Figure 63: Location Filter - Setup

In the ResumeGrabber Grid , the resumes containing the State/City/Postal code specified in preferences

are marked with icon.

You can also edit the Location Preferences from the ResumeGrabber Grid. Right-Click the header Icon
and click Edit Location Preferences. The changes made in the Location Filter are not reflected in the Grid
immediately. Click Rescan to refresh the Grid with the updated changes.

7.2. Setup Hot Resumes

You can mark a resume that contains specific hot keywords. This helps you to identify the resumes with
relevant skill sets. Click Hot Keywords under the Preferences tab in the ResumeGrabber Options dialog
box to setup the following options:

Click Add to setup the keywords.
You can add any number of keywords. Select the required keywords to be searched.

Clear the checkbox before a keyword to prevent being searched temporarily. To delete a keyword
permanently, select the word and click Remove.

Click Select All to select all the keywords. If you clear this option, then all the checkboxes are cleared.

Click OK to save the settings.
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Figure 64: Hot Resumes - Keywords Setup

In the ResumeGrabber Grid, the resumes containing the specified keywords are marked with  icon.

You can use this option not only to mark relevant resumes, but also to blacklist the resumes. For example,
set the keywords you do not prefer in the Resumes (like Candidate holding a particular degree that may not
match your job requirement). The resumes containing these words can be identified and rejected.

You can also edit the Hot Keywords from the ResumeGrabber Grid. Right-Click the header Icon and click
Edit Hot word preferences. The changes made in the Hot Keywords are not reflected in the Grid immediately.
Click Rescan to refresh the Grid with the updated changes.

7.3. Setup Recruitment Status

You can setup recruitment status for the resumes displayed in the Grid.

By Default, the Recruitment Status list in the Grid contains the following options.
Interested
Rejected
Never Show

You can add your own keywords to this list.
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To setup the recruitment status, Click Setup Status/Job Categories under the Preferences tab in the
ResumeGrabber Options dialog box.

Under the option Recruitment Status , click Add to setup different keywords for recruitment status.

Figure 65: Recruitment Status and Job Categories - Setup
Select the required keywords to be displayed under the list in the ResumeGrabber Grid.

Clear a keyword to remove the same temporarily from the Recruitment Status list in the Grid. To delete a
keyword permanently, click Remove.

Click OK to save the settings.

The selected keywords are included in the Recruitment Status list when the ResumeGrabber Grid is
displayed. You can select the relevant status according to the candidate’s skill sets.

You can also add the status by selecting the Edit List... option from the Recruitment Status list in the
ResumeGrabber Grid.

7.4. Setup Job Category
You can setup job categories suitable for the resumes displayed in the Grid.
By Default, the Job Category list in the Grid is empty. You can add your own keywords to this list.

To setup the Job Category Keywords, Click Setup Status/Job Categories under the Preferences tab in the
ResumeGrabber Options dialog box.

Under the option Job Categories , click Add to create keywords for Job categories. (Refer to Figure 65).
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Select the required keywords to be displayed under the list in the ResumeGrabber Grid.

Clear the checkbox before a keyword to remove the same temporarily from the Job Categories list in the
Grid. To delete a keyword permanently, click Remove.

The selected keywords are included in the Job Category list when the ResumeGrabber Grid is displayed.
You can select the relevant job category according to the resume.

You can also add the job category by selecting the Edit List... option from the Job Category list in the
ResumeGrabber Grid .

Sort the Resumes

In the ResumeGrabber Grid, you can sort the resumes by name, experience, keywords, location,
recruitment status etc.

In the Grid, just click the column heading according to which you want to arrange the resumes. The resumes
are arranged in ascending order by default. Click the column heading once again to arrange the resumes in
descending order.

For Example, if you click on the column heading Experience , you can find out the resume with candidate
having the least experience appearing on the first row. Again, click the heading to have the resume of the
most experienced candidate in the first row. This enables you to select the candidate with appropriate
experience.

After filtering and sorting the right candidate, select the relevant resumes in the Grid and start transferring
the relevant resumes to your destination.

8. Setup Miscellaneous Options

You can setup miscellaneous options before transferring the resumes to your application.
Click Menu>Options in the ResumeGrabber Toolbar.

Click Miscellaneous under Preferences .

Under Settings , the following options are displayed:

Do not show splash screen at startup : Select this option to hide the splash screen that appears
when you launch ResumeGrabber.

Show "Never Show" status resumes while short listin g: Select this option to view the resumes with
status "Never Show". By default, the resumes with status "Never Show” are not displayed in the
ResumeGrabber Grid.

Turn On "Resume Validator":  This option is selected by default. Select this option to validate
resumes. This option checks for valid resumes in a folder or in a Google search page.

Auto select "Source Option":  This option is selected by default. Select this option so that the source
is automatically detected by ResumeGrabber. For Example when you open a resume File, the option
Selected Text in the Source is automatically selected.

Don’t warn before "Delete / Reject / Never show": Select this option to turn off the warning message
that appears when you delete, reject or mark a resume as Never Show.
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,&. Select this option when you are sure that you are rejecting only ineffective resumes. It is recommended to
have a warning message to avoid erroneous deletion of relevant resumes.

Figure 66 : Miscellaneous Setup

Under Transfer Options:

Copy Resumes: Select this option to have a copy of the resume when transferring to destination. This
option is selected by default.

Move Resumes: Select this option to move the resume from the source to destination application.

Under Filters Criteria:

Select the file formats of the resume files to make the search faster. The available formats are Doc,
RTF, Text, and HTML. By default, all the formats are selected.

Under Select the date range criteria:
All Files: Select this option to search all the files. This option is selected by default.

During the last X month(s):  Select this option to search for files that are X months old. You can enter
the values from 1 to 12.

During the last X day(s):  Select this option to search for files that are X days old. You can enter the
values from 1 to 31.

Between: Select this option to search for files that range between two particular dates. Select the
From and To dates in the boxes next to this option.
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9. Check for duplicates in ResumeGrabber Grid

You can check for duplicate records in the Grid and if found, the duplicates can be removed from the Grid.

You need to setup the duplicate check before checking for the duplicates.

9.1. Setup Duplicate Check
Click Menu > Options in the ResumeGrabber toolbar and click Preferences.
Click Duplicate Check to setup the criteria.

In the window that appears, you can setup the following options:

Figure 67: Setup to check for duplicates in the ResumeGrabber Grid
Under Basic Settings,

Always "Check For Duplicates" after Grabbing is com plete: Select this checkbox to check for
duplicates automatically whenever you capture resumes from any source.

"Match case" while checking for duplicate: Select this checkbox to check for duplicates that

match the uppercase and lowercase characters exactly.

Warn before "Check For Duplicate(s)": ~ When you check for duplicates, the data that has been
already marked as duplicate will be again unmarked. Select this checkbox to get a warning
message that prompts you. If this option is not selected,

Warn before "Delete Duplicate(s)":  Select this checkbox to get a warning message when you

delete the duplicates.
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It is recommended to have the warning message to avoid erroneous deletion of data. If you are sure that you
are removing unwanted data, then you can clear the last two checkbox to hide the warning messages.

Under Check for duplicates based on, select the fields to be checked for duplicates. By default, First
Name, Last Name and Email fields are selected.

After selecting the required options, click OK to save the settings.

Now you can check for duplicates in the Grid.

9.2. Check for Duplicates in the Grid

Click the drop-down arrow next to the Dupe Check Icon in the ResumeGrabber Grid.
[OR]

Right-click the Grid and point to Dupe Check .

The following options are displayed.

Figure 68: Duplicate Check Options

Click Check For Duplicate(s) and the duplicate records are highlighted in the Grid. The duplicates are
detected based on the settings made in the Duplicate Check Setup.

Figure 69: Duplicate Records highlighted
To remove the duplicate records, click Delete Duplicate(s).

If you find a duplicate record that is not detected by the duplicate record, you can mark the record as
duplicate. Click Mark As Duplicate and the selected records in the Grid are highlighted as duplicate
records.

If you find a record being marked as duplicate, but you need to have the data, then you can click Mark As
NOT Duplicate to remove the mark.

Page No: 81



Send Email

10. Send Emall

You can send email to the selected candidate and to your client using the ResumeGrabber Grid. You can

create templates for the candidate and the client so that you can send email using these templates.

For example, to call the selected candidates for an interview you can create a template with the appropriate

cover letter.

Similarly, to forward resumes related to a specific job category to your client, you can create a template with

appropriate content.

10.1. Create Email Templates
Click Menu>Options in the ResumeGrabber toolbar and click Preferences.
Click Send Email Template to create or edit templates.

In the Window that appears, you can setup the following options:

Figure 70: Send Email Template

Under Send Email Template, the existing template names to send email to selected candidates are

displayed.

Under Forward resumes to client, the existing template names to send emails to client are displayed.

To create templates:

Create Send email TPL: Click here to create a new template to send email to candidate.
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Refer to Create Template for more details.
Create FWD: email TPL: Click here to create a new template to send email to client.

Refer to Create Forward Resume for more details.

To edit a template:

Select the template from the displayed list and click Edit to modify the template.

To delete a template:

Select the template from the displayed list and click Delete.

Under Email Settings, provide the settings to confi gure the outgoing email.

Show preview before sending email: Select this option to preview the email messages you send to the
candidates.

When you select this option, your default email client is opened for each and every selected candidate with
the contents appropriate to the selected template. You can check the contents and send the email messages
individually to the candidates.

Use default email client for sending email: Select this option to use your default email client and send the
email messages.

Profile Name: Enter your email client profile name.

Password: Enter your password.

When you select this option, the email messages are sent automatically without opening your email client.
The copy of the messages sent is save in the Sent Items folder of your email client.

Use SMTP: Select this option to use your outgoing mail server to send email.
SMTP: Enter your SMTP server for outgoing messages.

Port: Enter your Port number to connect the outgoing server.

Contact your System Administrator to get the SMTP and Port details.

My Outgoing server (SMTP) requires authentication: Select this option to log on using your user name
and password. As you select this option, the following options are enabled.

User Name: Enter your email account name.

Password: Enter your email account password.

Test Connection: Click here to test the connection with the settings you have entered.
From Email ID: Enter the email ID from which you want to send email messages.

Mark Copy of the email to candidates to the above e  mail ID: Select this option if you want to receive the
copy of email messages you send to the candidates.

When you select this option, the messages are sent automatically without opening your default email client.
In this option, the messages are not saved in the Sent Items folder. If you select the option Mark Copy of the
email to candidates to the above email ID, you can receive a copy of the email you send to candidates.
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Click OK to save the settings.

10.1.1. Create Template to send Email to Candidate

Click Create Send email TPL to create a new template.

In the window that appears, enter the following:

Figure 71: Create Template to send Email
Template subject line:  Enter your subject line for the email to be sent.

Insert Field: Click here and select the field names to be displayed in the email. You can insert these
fields anywhere in the body of the template. The field names include name of the candidate, address,
phone, and experience details. While sending email, the corresponding data for the inserted fields is
extracted from the selected resumes and used in the email.

Type your contents in the space provided. Insert the fields in appropriate places.
Click Save. Enter a filename to save the template.
Click Close.

The template name is displayed under Send Email Template.

10.1.2. Create Forward Resume Template to send Emai | to Client

Click Create FWD email TPL to create a new template.

In the window that appears, enter the following:
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Figure 72: Create Template top forward resumes
Template subject line:  Enter your subject line for the email to be sent.

Insert Field: Click here and select the field names to be displayed in the email. You have two options
here.

List Candidate Names: The names of candidates from the resumes selected in the
ResumeGrabber Grid are inserted.

List Candidate Name, Phone, Email:  The name, phone and email details from the resumes
selected in the ResumeGrabber Grid are inserted.

Type your contents in the space provided. Insert the fields in appropriate places.
Click Save. Enter a filename to save the template.
Click Close.

The template name is displayed under Forward Resumes to client.

10.2. Send Email using Templates

After creating templates, you can send email using the templates from the ResumeGrabber Grid.
Select your Source Application that contains the resumes to be transferred.

Select Show in Grid from the To list in ResumeGrabber toolbar.

Click Grab.

The ResumeGrabber Grid opens with the information extracted from the resume.

To select the relevant resumes, click the checkbox that appears in the first column of the Grid.

To select multiple resumes, highlight them, right-click and select Check Selected Resumes . To select all
the resumes, right-click and select Check All .

To highlight a resume, click on the resume. To highlight consecutive resumes, click and drag the mouse or
press the SHIFT key and click on the resumes. To highlight non-consecutive resumes, press the CTRL key and
click on the resumes.
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Right-Click the Grid and select the following options to send email.

Click

To do...

Send Email to
Candidate(s)

Send email to selected candidates. You can select from the following
options:

Send Email without Template: Opens your default email client to send
email to the selected candidate. In this method, you can send email to only
one candidate at a time.

To send email to multiple candidates, select the relevant resumes on the grid
and select the appropriate template from the list. The email messages are
sent according to the settings you have made in the Send Email Template
option.

A Progress bar appears when you send email to multiple candidates.
You can click Abort in this progress bar to cancel the process.

Click Create / Modify Template to add or edit the templates.

Forward resume(s)

Opens your default email client with the selected resumes attached to email.
You can attach the selected resumes and send them to your client.

Attach to Email:  Select this option to send email without using the template.
Your default email client is opened with the selected resumes attached to a
new message.

Select the template from the list to send email to clients with the attached
resumes.

Click Create / Modify Template to add or edit the template settings.

11. Driver Settings

You can setup the options while capturing resumes from job portals.

Click Menu > Options in the ResumeGrabber toolbar and click Preferences.

Click Driver / Parser Setting

to setup the options.
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Select the first checkbox and enter the time in seconds to delay the capture of resumes.

Capture only selected resumes from portals: Select this checkbox to capture the selected resumes alone
from any job portal. Refer to Resume Selection for more details.

Alert Me for Custom Driver:  Select this checkbox to get an alert message when you try to capture
resumes from a website that has a 'Custom Driver'. Some websites may not have the information on the
same page but one level down with a hyperlink. A Custom Driver is required to retrieve such information.

When you capture data from such websites, ResumeGrabber prompts you that a ‘Custom Driver' is available
to retrieve and save all the information from the website.

Figure 73: Alert Message for Custom Driver

To turn off the message alert, click the Do not show this dialog again for this Web Site checkbox. When
you capture from the same website again, the alert message is not displayed.
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'Do not alert' list : Click here to open the List of DO NOT ALERT site. The website names for which the alert
message has been turned off are listed in this window. To remove a web site from this list, click Remove
from the list .

Figure 74: Do Not Alert List
When you remove a website name from this list, the alert message is displayed again for the website.

Click OK to save the settings.

11.1. Resume Selection

When you capture resumes from job portals, you can select to transfer only selected resumes from the
portal to ResumeGrabber Grid.

You need to enable the option to select the resumes in the Driver Settings .

Now as you capture resumes from any job portal, the Resume Select Option dialog box is displayed.

Figure 75:Resume Selection
This dialog box displays the title of the URLs from the job portal.
You can select the checkbox that is displayed prior to the title to transfer the corresponding resume.
To transfer all the resumes, select the Select All Resume checkbox.

Now click OK to transfer the selected resumes alone to the ResumeGrabber Grid.
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12. Field Settings

You can setup the options while adding values to the fields in ResumeGrabber Grid.

Click Menu>Options in the ResumeGrabber toolbar and click Preferences.
Click Field Setting to setup the options.

In the window that appears, you can setup the following options:

Figure 76: Field Settings

Under General Settings , enter the separator to be used while adding values to fields using the Snip

Shortcut Menu.

Under Default Source Field, select the Always use this field for the source field checkbox and enter a

custom Source Name.

The above default source value can be used when you are capturing resumes though a particular channel.
For example, assume that you have received resumes through email in response to a particular advertisement.
Then you can provide the source value as "Job Ad on website" . Now the resumes received through the
advertisement can be identified from the Grid easily.

Under Distance Calculation Settings,

Enable Distance Calculation:  Select this checkbox to display the distance filed in the
ResumeGrabber Grid.

Show distance in: Select the unit of distance as miles or km.
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Click From Location to specify the source location. The From Location Settings dialog box
appears and you can setup your location from which the distance is to be calculated.

Ask me for "From Location" on click of grab: Select this checkbox so that whenever you capture
resumes using the Grab button, you are prompted to specify the "From Location"

The changes made in the distance calculation settings are not reflected in the Grid immediately. Click Rescan
to refresh the Grid with the updated changes.

Click OK to save the settings.

12.1. From Location Settings

In the From Location Setting dialog box that appears, the fields are displayed, based on which the
distance between locations is calculated. The fields are City/State, Zip code and Phone number.

Figure 77:From Location Settings
Select the field and click the Move Up or Move Down buttons to change the order of priority.

Under Configure your location and time zone |, select your State, City, Zip Code and Time Zone. The
location specified here is taken as the "From Location" and distance is calculated from this location to the
candidate's location.

Currently, the "From Location" can be setup for locations in United States only.

Click OK to save the settings.
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13. ResumeGrabber on Internet Explorer

If you are using Internet Explorer v6.0 or higher, you can find ResumeGrabber available as a button on the
browser window. If the ResumeGrabber button is not visible, right-click on the Internet Explorer Toolbar and
select eGrabber to display the button.

Figure 78: ResumeGrabber button on Internet Explorer

Whenever you use Google Search for short-listing resumes, you can click on this button to capture the
resumes.

If ResumeGrabber is not opened when you click on this button, the application is automatically launched.
And the process of capturing resumes, found on the current Internet Explorer page, also starts automatically.

14. Transfer Resumes to Destination

After filtering and sorting your resumes in the ResumeGrabber Grid, you can transfer them to your
application. You can select different transfer options by setting up the Destination Options and attaching
resumes to different locations.

You can also transfer the resumes directly to your application without opening the ResumeGrabber Grid.
Select the appropriate destination option from the To list of the toolbar and click Grab to transfer the resumes to
the selected destination

14.1. Transfer to ACT!
Simple steps to transfer resumes to ACT!
Setup ACT! as your destination.
Select your Source Application that contains the resumes to be transferred.
Select Show in Grid from the To list in ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.
Open ACT!

Click Transfer to save the selected resumes in ACT!.
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Figure 79: Contact Information transferred to ACT! 6.0

When you transfer a duplicate contact, if you have setup the duplicate check as Warn if contact exists ,
then a Contact Linker dialog box appears with different options to handle the duplicate contact.

Figure 80: Contact Linker — ACT!
Select the relevant option to handle the duplicate contact.

If you have selected Add Notes / Add Links / Add Link + Notes  as destination option, ensure that you
already have the corresponding contact open. When transferring, ResumeGrabber - Add Link + Notes
dialog box appears displaying the name of the contact.

Figure 81: Add Links + Notes — ACT!

You can verify that you are transferring information to the right contact.
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14.2. Transfer to GoldMine
Simple steps to transfer resumes to GoldMine
Setup GoldMine as your destination.
Select your Source Application that contains the resumes to be transferred.
Select Show in Grid from the To list in ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.
Open GoldMine.

Click Transfer to save the selected resumes in GoldMine.

Figure 82: Contact Information Transferred to GoldMine

When you transfer a duplicate Contact, if you have setup the duplicate check as Warn If Contact Exists
then a Contact Linker dialog box appears with different options to handle the duplicate contact.

Figure 83: Contact Linker — GoldMine

Select the relevant option to handle your duplicate Contact.
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If you have selected Add Notes / Add Links / Add Link + Notes  as the destination option, ensure that you
already have the corresponding contact open. When transferring, ResumeGrabber - Add Link + Notes
window appears displaying the name of the contact as shown in Figure 81.

You can verify that you are transferring information to the right contact.

14.3. Transfer to Outlook
Steps to transfer to Outlook:
Setup Outlook 2007/2003/2002/2000 as your destination.
Select your Source Application that contains the resumes to be transferred.
Select Show in Grid from the To list in ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.
Open Outlook address book.

Click Transfer to save the selected resumes in your Outlook Address Book.

Figure 84: Contact Information transferred to Outlook

When you transfer a duplicate contact, If you have setup the duplicate check as Warn If Contact Exists
then a Contact Linker dialog box appears with different options to handle the duplicate contact.
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Figure 85: Contact Linker - Outlook
Select the relevant option to handle the duplicate contact.

If you have selected Add Notes / Add Links / Add Link + Notes as the destination option, ensure that you
already have the corresponding contact open. While transferring, ResumeGrabber - Add Link + Notes dialog
box appears displaying the name of the contact.

Figure 86: Add Links + Notes - Outlook

You can verify that you are transferring information to the right contact.

14.4. Transfer to Excel
Steps to transfer to Excel:
Setup Excel 2007/2003/2002/2000 as your destination.
Select your Source Application that contains the resumes to be transferred.
Select Show in Grid from the To list in ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.
Open the corresponding Excel File.

Click Transfer to save the selected resumes in your Excel Sheet.

Figure 87: Contact Information Transferred to Excel

Page No: 95



Transfer Resumes to Destination

14.5. Transfer to Data Export

Steps to transfer to CSV File:
Setup Data Export as your destination.
Select your Source Application that contains the resumes to be transferred.
Select Show in Grid from the To list in ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.

Click Transfer to save the selected resumes as CSV file in the folder specified in Export Options
Setup.

Figure 88: Data Transferred as CSV file using Data Export

The transferred file contains the following:
Extracted Contact Information.
User defined fields mapped with default values.

Searched Keywords along with number of occurrences and other parameters mapped to respective
user defined fields.

Link to the Original resume copy.

The data in the CSV file can be imported into any application that supports these formats.
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14.6. Transfer to PC Recruiter

Setup PC Recruiter as your destination.
Select your Source Application that contains the resumes to be transferred.
Select Show in Grid from the To list in ResumeGrabber toolbar.
Click Grab.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.
Select the destination option as Add Contact + Resume (Biz).
Click Transfer to save the selected resumes in PC Recruiter.
In PC Recruiter, the resumes are saved in the RESUME tab.

To view the transferred resumes, login to your PC Recruiter URL. Click the NAME tab in PC Recruiter.
Select the name from the contact details displayed and click the RESUME tab. The resume is displayed in
the lower panel in the original format.

Figure 89: Resumes transfered to PC Recruiter

Select the destination option as Add Contact + Resume (Biz) to ensure accurate transfer of resumes.
In the Document Setup , ensure that you have selected the Paste Resumes into Notes checkbox.

Under Resume Saving Options , do not select the Don't Link Resume option  as this option prevents the
transfer of resumes into PC Recruiter.

You can transfer the resumes directly to your destination, without opening the ResumeGrabber Grid, by
selecting the appropriate destination option in the ResumeGrabber Toolbar. If you have setup the duplicate
criteria as Warn if contact exists , when you transfer a duplicate contact, the Contact Linker dialog box
appears with different options to handle the duplicate contact.
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14.7. Transfer to Big Biller

Steps to transfer to Big Biller:
Select your Source Application that contains the resumes to be transferred.
Select Show in Grid from the To list in ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.

Click Transfer to transfer the selected resumes to Big Biller database.

Figure 90: Resumes transferred to Big Biller.

While transferring, if more than one Company is found in the database with different contact details, then the
incoming contact is not linked to any of the companies.

You can transfer the resumes directly to Big Biller, without opening the ResumeGrabber Grid, by selecting
the appropriate destination option in the ResumeGrabber Toolbar. If you have setup the duplicate criteria as
Warn if contact exists , when you transfer a duplicate contact, the Contact Linker dialog box appears with
different options to handle the duplicate contact.
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14.8. Transfer to HR-XML
Steps to transfer to HR-XML:
Select your Source Application that contains the resumes to be transferred.
Select the destination option as Show in Grid from the To list in the ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.

Click Transfer to save the selected resumes as XML file.

Figure 91: Resumes transferred as XML files

You can transfer the resumes directly to your destination, without opening the ResumeGrabber Grid, by
selecting the appropriate destination option.

14.9. Transfer to Zoho People
Steps to transfer to Zoho People:
Select your Source Application that contains the resumes to be transferred.
Select the destination option as Show in Grid from the To list in the ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.
Select the Destination Option from the Transfer To list in the ResumeGrabber toolbar.

Click Transfer to transfer the selected resumes to Zoho People.
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Figure 92: Resumes transferred to Zoho People

When you transfer a duplicate contact, if you have set up the duplicate check as Warn if contact exists , a
Contact Linker dialog box appears with different options to handle the duplicate contact.

Figure 93: Contact Linker — Zoho People

Select the relevant option to handle the duplicate contact.

Notes:

You need to login to your Zoho People account to view the transferred resumes. You can view the transferred
resumes under Recruitment > Resume > List. The recently transferred resume is displayed on top.

You can transfer the resumes directly to your destination, without opening the ResumeGrabber Grid, by selecting

the appropriate destination option.
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14.10. Transfer to System Folders

Steps to transfer to System Folders:
Setup System Folders as your destination.
Select your Source Application that contains the resumes to be transferred.
Select Show in Grid from the To list in ResumeGrabber toolbar.
Click the Grab button in the ResumeGrabber toolbar.
The ResumeGrabber Grid opens with the information extracted from the resume.
You can verify the details and select the relevant resumes from the grid.

Click Transfer to save the selected resumes in your System Folder.

Figure 94: Resume Files transferred to System Folder

Use this option when your resumes are not in the hard disk and you are searching for resumes using
Google Search. You can just save the files in a folder and you cannot do any setup options as in other

destination application.

14.11. Transfer from Google Search Pages

When you use Google search for short-listing resumes, click Grab to transfer the resumes found in the
Google Search Page. A window appears where you can select the range of pages to be looked up for

resumes.

Figure 95: Google Search - Options

Click Advanced in this window. You can set the Filter options to optimize the Google search.

Click OK to continue.
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ResumeGrabber analyses the resumes found in the search pages. When the search results in less number
of resumes or no resumes, a message window appears prompting that only few resumes are found.

Figure 96: When a few / no resumes are found
In this window,
Click Yes to continue transferring the found resumes.
[OR]
Click No to cancel the process and continue the search with new keywords.
In the similar method, you can also capture resumes from the search results of the following search engines:
Yahoo!
AltaVista
Alltheweb.com
bing.com

While capturing resumes, you can setup the filter options accordingly to optimize the search results.

15. Import / Export Settings

You can save the custom settings you have made using ResumeGrabber Options . Use the Export option
to save the settings in your system or send the settings as email.

You can use the Import option to make use the saved settings, either from email or from your system folder.

15.1. Export the Settings
Click Menu > Settings and select Export . You can export the following settings:

Destination settings
Document Setup
Format Options
Miscellaneous Setup
Hot Keywords Setup
Location Setup

Recruitment Status and Job Category setup
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In the Export Settings window that appears, setup the following options.

Figure 97: Export Settings

Add to a new Email: Opens your default email client with the settings attached as a zip file. You can send
the settings as email.

Export to the following:  Click to select the folder where you want to save the settings.

Export Saved Resume(s): Select this option to export the files that contain the results you have saved in
the ResumeGrabber Grid.

Click Export . Your settings are exported to the specified folder as a zip file.

15.2. Import the Settings
Click Menu > Settings and select Import.

In the Import Settings dialog box that appears, setup the following options.

Figure 98: Import Setings

Import from the following:  Click to select the folder and the zip file where you have saved your
settings. Click Import . The saved settings are imported overwriting the existing settings in ResumeGrabber.

Ensure that you already have the settings as zip file in your system folder or received by email before using
the Import option.

The Export / Import options enable you to use the same settings in another system using ResumeGrabber
or in the same system when you upgrade the hardware or software.
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