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Preface

Preface

This guide explains in detail about the features of ResumeGrabber Standard. It offers step-by-

step instructions to work with the software.

Refer to the Quick Start Guide to install and register the software.

Follow the conventions used in this guide for better understanding of the features.

What is on the CD?

The ResumeGrabber Standard CD contains the following:

ltem Description

ResumeGrabber Installation Files

Files required to install ResumeGrabber Standard.

Quick Start Guide

Quick Start Guide provides a short tour of the software.

ReadMe.Txt

Text file that provides technical information.

Sample Resumes

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

Conventions

The following conventions are used in the guide:

Figures

[llustrations with numerical representations and text are
provided as examples in the guide.

Cross-reference

Cross-references are provided as a hyperlink in the
guide.

(£

Indicates important or supplemental information.

Footnotes

Represents definitions for new terms used in the guide.

¥

Indicates suggestions that may be helpful.

A

Indicates a warning message.

Example

Represents examples that may help you to understand a
feature in the guide.
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1. About ResumeGrabber Standard

ResumeGrabber Standard is the best cost-effective solution for the recruiting industry and a
“must-have” tool for every recruiter.

ResumeGrabber Standard automates and streamlines resume processing, and thus eliminates
the pain of manually entering the relevant candidate details into the applicant tracking system. It
saves a lot of time for the recruiters, hiring managers, and human resource managers.
ResumeGrabber prevents data entry errors and duplicate entries. ResumeGrabber can process
resumes from Job Boards, E-mails, Web Forms and other sources.

1.1. Features

Auto Data Entry Feature: ResumeGrabber is a powerful software that extracts relevant
candidate details from resumes received from different sources [Job Boards, E-mails, Web
Forms] and processes it automatically to your applicant tracking systems such as ACT!™,
GoldMine®, and Outlook. For other applicant tracking systems, you can use the Data Export
feature. According to the new Data Export feature, resumes are transferred to a CSV file, which
can be later imported into other applicant tracking systems.

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 set up to identify duplicate resumes
and so you can transfer accurate data to your applicant tracking system.

Auto Highlight Skills Feature: ~ ResumeGrabber can identify the candidate’s skill set information
in resumes, automatically highlight and display all matching skills found in a resume. Refer
Search Setup for more details.

Auto Save Feature: With ResumeGrabber, you can build a central database of resumes. The

resume text / attachment is also captured along with the candidate details and is saved
automatically into your applicant tracking system. Refer Document Setup for more details.

Auto Format Feature: ResumeGrabber can automatically format incoming resume data and can
remove data irregularities before transferring it to your applicant tracking systems. Example: You
can format telephone numbers, Fax numbers etc. Refer Format Options for more details.

Customize Toolbar: You can add or hide the destination options displayed in the dropdown
menu of the ResumeGrabber toolbar. Refer Add / Remove Destination Options for more details.

Miscellaneous Options: Besides the above features, ResumeGrabber also has miscellaneous
options that enable you to customize ResumeGrabber to suit your specific needs. Refer
Miscellaneous Setup for more details.
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Quick Setup Wizard

1.2. Supported Applications

ResumeGrabber supports the following applicant tracking systems.
ACT! 2010/ 2009 / 2008 / 2007 / 2006 / 2005 / 6.0 / 2000
Goldmine 6.x / 5.x
Microsoft Outlook 2007 / 2003 / 2002 / 2000
Zoho People
Online Applicant Tracking System.

Others: Transfer candidate’s information using Data Export feature as Comma Separated
or Tab Separated Files that can be later imported into applications that supports these
formats.

2. Quick Setup Wizard

After installation, a Quick Setup Wizard is launched that helps you to set up your destination
application (Applicant Tracking System) in simple steps.

ResumeGrabber, Standard - Quick Setup Wizard

Welcome to ResumeGrabber Quick Setup Wizard!

The Quick Setup Wizard wil help you to setup and configure ResumeGrabber
Standard by guiding you through the bazic setup process. This will allow you
to zelect your destination application and configure the basic functionality

of ResumeGrabber.

Click here to lean more about ResumeGrabber Quick S etup 'Wizard,

Click the "Next® button to proceed.

Figure 1: ResumeGrabber Quick Setup Wizard

Click the Next button to proceed.

& Click the “Click here to learn more about ResumeGrabber Quick Setup Wizard” link to open the Quick
Setup Wizard help file.

2.1. Select Destination

The Select Destination window is displayed.

Click the dropdown box arrow to view the list of destination applications.



ResumeGrabber, Standard - Quick Setup Wizard .

Select Destination

Select your destination application to which you want to transfer resumes from the below list:

|§ GoldMine® 6.7/6.6/6.5/6.0

Ly ACT! 2008
%AETE
ACTI 2005

GBACT) 2006

a0 ACT) 2007

L] Data Export

(& GoldMine® 5.7/5.5

2l Goldine® 5.7/5.6/6.5¢6.0

5] Outlook, 2007/2003/2002/2000

Lﬁﬂnline Applicant Tracking System [Add Candidate Form)

j Note

w'ant Resume Transferred To

Quick Setup Wizard

Cf

* If the zelected application iz not

runhing, it will be launched
automatically when pou click "Mext''.

“You will need ta lagin ko t.hn.a i

application if necezzary, minimize it
and then proceed with this Wizard.

Cancel

Figure 2: Select Destination

Select the destination application to which you want to transfer resumes and click the Next

button.

@ If the selected destination application is not running, it is launched automatically when you click the

Next button.

You need to login to the application if necessary, minimize it and proceed with the wizard.

Once you have chosen and set up your destination application using the Quick Setup Wizard,
ResumeGrabber is launched again. You can now start transferring resumes to your applicant

tracking system.

" If you want to change the destination application, you can do it by using the Quick Setup Wizard.

2.2. Setup for ACT! Database

ResumeGrabber supports ACT! 2010 / 2009 / 2008 / 2007 / 2006 / 2005 / 6.

2.2.1. Select Destination

Click the dropdown box arrow in the Select Destination window.
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ResumeGrabber Standard - Quick Setup Wizard &l

Select Destination @

Select pour destination application to which wou want to tranzfer rezumes from the below list:

Mote ; -
* |f the selected application is not
unning. it will be launched
autarmatically when you click "Hest".

“ou will need to login to the
application if neceszary, minimize it
and then proceed with thiz *Wizard.

< Back Cancel

Figure 3: Select Destination — ACT!

Select the version of ACT! from the dropdown list and click the Next button.

2.2.2. Login to ACT!
You need to login to the ACT! database to set up ACT! as your destination application.

ResumeGrabber Standard - Quick Setup Wizard &l

Database Information @

Select the database and provide the login information for the databasze

[ atabaze File :

ACTWACT For 'Win

JadeemA T pa

Uzermame :
Pazzword :

Result:

Login

Cancel

Figure 4: Login to ACT!

Enter the following details in the Data Information dialog box.

Database File: Displays the path of the currently opened ACT! database.

Username : Enter the login name of the ACT! database.
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Password : Enter the password.

Click the Login button.

Result : Displays the result of the login activity. On successful login, “Login Success” message is
displayed.

Click the Next button to proceed.

2.2.3. Set Default Values

The Set Default Values window enables you to set default values for eight user-defined fields in
your contact manager database.

ResumeGrabber Standard - Quick Setup Wizard &l

Set Default Values @

'ou can define default values for eight uzer defined fields in pour contact manager databasze.
You will have a chance to modify these values just before they are transferred into your databaze.

Enter default values for user fields

Enter Default Y alue

-Click To Map Field-- -
--Click. To Map Field-- -
--Click. To Map Field-- -
--Click. To Map Field-- -
--Click. To Map Field-- -
--Click. To Map Field-- -
--Click. To Map Field-- -

< Back | Nest » Cancel

Figure 5: Set Default Values

Under Select Field , click the dropdown arrow to view the fields.
Select a field from the dropdown list.
Under Enter Default Value , enter the values for the selected fields.

Click the Next button to proceed.

@While transferring resumes, ResumeGrabber assigns the default values. You can change the values in
the ResumeGrabber Confirmation Window.

2.2.4. Set Duplicate Check
ResumeGrabber provides various options to handle duplicates while transferring contacts into
your ACT! database.

You can create a new contact or update an existing contact in your database with the attached
resume. You also have the option of canceling the transfer of duplicate resume to your database.
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ResumeGrabber Standard - Quick Setup Wizard &l

Transfer mode @

Select the databage update mode and Duplicate check oriteria

Select transfer mode

Check. for duplicates in Contact bazed on
[w|Contact

[ Compary

[w] Contact ; E-bail

[1Contact : Phone

[IContact : Zip

v Bring ACT! to forefront after transfer
v Prompt if contact record has restricted fields.

< Back Cancel

Figure 6: Duplicate Check

Under Select transfer mode,
Select Add as new to add the duplicate as a new contact to your application.

Select Update if only one contact exists  to update the existing contact in your application. It
enables you to update the contact when only one duplicate contact is available in your database.
If more than one duplicate record is found, the transfer process is cancelled.

Select Always update first duplicate record  to update the existing contact in your application. It
enables you to update the first found existing record when more than one duplicate record is
found.

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 Validate Duplicates dialog box appears.

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

The fields under Check for duplicates in Contact based on is disabled when you select Add as
new option.

Contact : Check first and last name of the contact.
Company : Check the value of the company field.
Contact: E-mail : Check the e-mail address.

Contact: Phone : Check the phone number of the contact.
Contact: Zip : Check the zipcode of the contact.

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

Click the Next button to proceed.
2.2.5. Attach Activities

You can set up to automatically attach and schedule activities for the transferred contacts in your
ACT! database.

ResumeGrabber Standard - Quick Setup Wizard gl
Attach Activity @
Save this template in thiz name template
Aftach zelected activities while transferring to ACT!
Save Activit... | Type Start D ate Start Time Hew
cold call Call 4 2 |
s . Edit
Delete
Refrazh
<l |
Open ACT's native window
< Back Nest » Cancel

Figure 7: Attach Activity

Click the New button to create a new activity.
The Activity Settings dialog box opens.
Set up the following options in the Activity Settings dialog box.

Activity Settings fg|
Achivity bape: Mo of Days: Time : Cruration [minutes) ;
m - I 12:41PM - 0

Scheduled Wwith:

Contact being transfered...

Regarding:
Pricrity: Ring Alarm; Schedule thiz activity for:
Law - Mo Alarm - Madeem -

Save activity az

Confirm before transfer Cancel

Figure 8: Activity Settings
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Activity Type : Select activity (Call, Meeting or To-do) from the list.

No of Days : Enter the number of days, starting from the present day, when you want to perform
the activity. If you enter 30 days, then it executes the activity only on the 30th day starting from
the present day.

Time: Enter the time when you want to perform the activity. The current system time is displayed
by default. Click the dropdown arrow to select time. The time slots are available with a difference
of 30 minutes between each slot.

Duration : Enter the duration of the activity. Example: If your call lasts 45 minutes, then type 45 in
the Duration field.

Scheduled With : The name of the contact with whom you have scheduled the activity is
displayed when you transfer records to ACT!

Regarding : Select from the list or type a description of the activity.
Priority : Select High, Medium or Low from the list to prioritize the activity.

Ring Alarm : Set an alarm to remind you of the scheduled activity. Select a time from the list.
Example: If you select 5 minutes, the alarm rings 5 minutes before the start time of the scheduled
activity.

Schedule this activity for : This option is available for ACT! 2010 / 2009 / 2008 / 2007 only. The
existing database usernames are displayed in this dropdown list. You can select the username
from the list. The activity is attached to the selected username.

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 while transferring contact details.

Click Refresh to update the changes made to activities.

To Edit Activity,

Select the activity displayed under Attach selected activities while transferring to ACT!
Click Edit and make the required changes in the Activity Settings dialog box.

Click OK.

To Delete Activity,
Select the activity displayed under Attach selected activities while transferring to ACT!
Click Delete.

After creating the required activities, click the Next button to proceed.
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The next step is to set up keywords. Refer Set up Keywords for details.

After setting up keywords, click the Next button to proceed.

You can save a copy of the resume in your local hard drive or a folder in your server.

Refer Save Resume Attachments for details.

After setting up the save options, click Finish to complete the destination setup for ACT! using
Quick Setup Wizard.

2.3. Setup for Data Export

2.3.1. Select Destination
Click the dropdown box arrow in the Select Destination window.

X

ResumeGrabber, Standard - Quick Setup Wizard

Select Destination

Select your destination application to which you want to transfer resumes from the below list:

Maote : -
* If the zelected application iz not
runhing, it will be launched
automatically when pou click "Mext''.

“ou will need ta lagin to the
application if necezzary, minimize it
and then proceed with this Wizard.

< Back Cancel

Figure 9: Select Destination — Data Export

Select Data Export option and click Next.

2.3.2. Set Default Values
The Set Default Values window enables you to set default values for eight user-defined fields in
your contact manager database.
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ResumeGrabber Standard - Quick Setup Wizard El

Set Default Yalues

rou can define default values for eight uzer defined fields in pour contact manager databasze.
r'ou will have a chance to modify these walues just before they are transferred into pour databasze.

Enter default values for user fields
Select Field Enter Default Yalue

Address2 ﬂ

--LClick To bap Field-- -
-LClick Ta Map Field-- -
-LClick Ta Map Field-- -
-LClick Ta Map Field-- -
-Click To Map Field-- -

< Back Cancel

Figure 10: Set Default Values — Data Export

Under Select Field , click the dropdown box arrow to view the fields.
Select a field from the dropdown list.
Under Enter Default Value , enter the values for the selected fields.

Click the Next button to proceed.

@While transferring resumes, ResumeGrabber assigns the default values. You can change the values in
the ResumeGrabber Confirmation Window.

The next step is to set up keywords. Refer Set up Keywords for details.

After setting up keywords, click the Next button to proceed.

You can save a copy of the resume in your local hard drive or a folder in your server. Refer Save
Resume Attachments for details.

After setting up the save options, click the Next button to proceed.

You can save the resumes with customized filenames. Refer Customize Filenames for details.

After selecting the desired options, click Finish to complete the destination setup for Data Export
using Quick Setup Wizard.
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2.4. Setup for GoldMine Database

2.4.1. Select Destination
Click the dropdown box arrow in the Select Destination window.

Figure 11: Select Destination - GoldMine
Select GoldMine 6.7 /6.6 / 6.5/ 6.0 option and click Next to proceed.

2.4.2. Login GoldMine Database
You need to login to the GoldMine database to set up GoldMine as your destination application.

Launch GoldMine Business Contact Manager and select the database.

@ If GoldMine database is not running, the Quick Setup Wizard automatically launches the application
and opens the default contact database.
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Figure 12: Login Screen - GoldMine
Click Get GoldMine details button.

The currently opened GoldMine database details are displayed automatically in the respective
fields.

System Directory : Displays the installation path of GoldMine and location of the license
database file.

Goldmine Directory : Displays the location path of the calendar database file that contains a
record for each scheduled activity.

Common Directory : Displays the location path of the contact database file that contains the
main fields of contact records.

Username : Displays the login name of your database.
Password: Enter the password for your database.
Click the Login button.

On successful login, the Status field displays “Logged in successfully.”

To login to your GoldMine database, you must have specific access rights to contact records granted
by the administrator.

A user must posses the following Contact Record Rights (Add New, Edit Fields and Schedule
Process) in GoldMine granted by the administrator.
2.4.3. Set Default Values

The Set Default Values window enables you to set default values for eight user-defined fields in
your contact manager database.
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Figure 13: Set Default Values - GoldMine

Under Select Field , click the dropdown box arrow to view the fields.
Select a field from the dropdown list.
Under Enter Default Value , enter the values for the selected fields.

Click the Next button to proceed.

While transferring resumes, ResumeGrabber assigns the default values. You can change the values in
the ResumeGrabber Confirmation Window.

2.4.4. Set Duplicate Check
ResumeGrabber provides various options to handle duplicates while transferring contacts into
your GoldMine database.

You can create a new contact or update an existing contact in your database with the attached
resume. You also have the option of canceling the transfer of duplicate resume to your database.
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Figure 14: Duplicate Check — GoldMine

Under Select Transfer Mode , click the dropdown box arrow to view the duplicate check options.

Select Always add as new contact to add a duplicate contact as a hew contact to your
database.

ResumeGrabber does not check for duplicates and the Select Fields To Duplicate Check field

is disabled.
Example:
Incoming Candidate Existing Candidate Transfer Mechanism

Address Address
William Stevenson William Stevenson A new contact “William
14471, Big Basin Way, 14471, Big Basin Way, | Stevenson”is created in
Saratoga, CA 95070, Saratoga, CA 95070, | CCldMine® database.
USA USA

Select Warn if duplicate contact exists  to receive a warning message when you transfer a
duplicate contact to your database. During transfer, a Contact Linker dialog box appears with
the following options.
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Figure 15: Contact Linker — GoldMine

Add the duplicate record as a new record in your
Add as New Contact
database.

- Update an existing record with the new incoming
Update existing contact o
details in your database.

i Cancel transferring the duplicate resume to your
Skip contact
database.

If more than one contact exists in the database that match the incoming record, then the update option
is disabled in the above dialog box. In this case, you can choose to add the duplicate record as a new
record or cancel transferring the record to your database.

Select Update if contact exists to update an existing contact or add a new contact in your
database. If your database already contains more than one instance of the contact, then a
Contact Linker dialog box appears that displays different options to handle the duplicate contact.

Example

Incoming Candidate Existing Candidate Transfer Mechanism
Address Address

William Stevenson William Stevenson | The existing contact is
14473, Big Basin Way, = 14471, Big Basin Way, updated in your database.
Saratoga, CA 95070, Saratoga, CA 95070,

USA USA

Select Cancel if duplicate exists to cancel transferring the duplicate contact to your database.
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Under Select Fields to Duplicate Check , you can select a single field or multiple fields as
duplicate check criteria. The values of the selected fields are checked for duplicates at the time of
transfer.

Name: Check the first name and last name of the transferred contact.
Company: Check the value of the company field in the transferred resume.
E-mail: Check the e-mail address of the transferred contact.

Phone: Check the phone number of the transferred contact.

Zip: Check the Zip code of the transferred contact.

Examples of Duplicate Check:

Select the option “Warn if Contact Exists” and select the fields “Name” & “E-mail.”

Incoming Candidate Existing Candidate Transfer Mechanism

Address Address

William Stevenson William Stevenson A new contact is created in your

14471, Big Basin Way, | 14471, Big Basin Way, database. It is because only the name

Saratoga, CA Saratoga, CA of the incoming contact matched the

existing contact in your database.
USA 95070 USA 95070

Sales@egrabber.com Support@egrabber.com

Robin Williams Robin Williams In this case, the name and e-mail of

14471, Big Basin Way, | 14871, Big Basin Way, | the existing contact matches the

Saratoga, CA Saratoga, CA incoming contact. A Contact Linker

dialog box appears displaying the
USA 95070 USA 95070 . .
different options. You can choose to

Sales@egrabber.com Sales@egrabber.com update the existing contact or add it as
a new contact or cancel transferring

the duplicate contact to your database.

Select the Bring GoldMine® to the forefront after transfer checkbox to display the contact
details after transfer.

Click the Next button to proceed.

2.4.5. Attach Processes

You can attach automated processes to the Tracks tab of the contacts that are transferred to your
GoldMine database.
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To trigger the process, go to GoldMine Tools->Automated Process Center

Figure 16: Attach Processes — GoldMine
Select the Attach Process after transferring records to GoldMi ne® checkbox.
All the automated processes that are created in your GoldMine® database are displayed.
Select the respective checkbox to attach a process to the contact.

You cannot attach the process if you have not selected the Attach Process after transferring
records to GoldMine® checkbox.

Example:
To attach the “New Suspect Leads” process, select it and when you transfer resumes, this

process is attached to the Tracks tab of the inserted contact in your database.

Click the Next button to proceed.

The dialog box shows no process if you have not created any automated processes in your GoldMine
database. During transfer, if you are in the Scan Continuously mode, the process gets executed
automatically and is attached to the Pending tab of the contact.

2.4.6. Attach Activities

You can set up to automatically attach and schedule activities for the transferred contacts in your
GoldMine database.
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Figure 17: Attach Activities - GoldMine

You can view the list of attached activities in the Pending tab of the transferred contacts in
GoldMine database.

To Add Activity,
Click New and select an activity from the menu.
Call
Next Action
Appointment
Literature Request
Forecasted Sale
Other Action
Event
To-do
Setup to Schedule Call, Next Action, Appointment, O  ther Action, Event
The setup procedure 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 has 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 set up the following options:

Figure 18: Schedule a Call - Detail

Contact : During transfer, the name of the contact is automatically displayed here.
Code: Enter the job code or other identifier to categorize the activity.

Reference : Enter a brief description about the activity.

Notes : Enter any additional information related to the activity.

Opportunity /Project : This option is currently not available.

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

Days: Enter the number of days starting from the present day to perform the activity. Example: If
you enter 30 days, then the activity is executed on the 30" day from the date of schedule.

Time: Click the arrow to select time. The time slots are available with a difference of 30 minutes.
Duration : Enter the duration of the activity. Example: If your call lasts 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.
Example: If you select 5 minutes, the alarm rings 5 minutes before the start time of the scheduled
activity.

Private : Select this option to make your activity private. 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 the 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 19: Schedule a Call - Users

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 username. The
username 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.
Schedule Forecasted Sale

A forecasted sale is an estimate to record the anticipated close date of a pending sale with a
contact. It is different from other activities. You can enter the sale amount, probability of the sales
etc., in this activity.
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In the Schedule a Forecasted Sale dialog box, you can set up the following options.

Figure 20: Schedule a Forecasted Sale

Contact : During transfer, the name of the contact 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 the 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 starting from the present day to perform the activity. Example: If
you type 30 days, then the activity is executed on the 30" day from the date of schedule.

Notes : Enter any additional information 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. Example:
If you select 5 minutes, the alarm rings 5 minutes before the start time of the scheduled activity.

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.
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Schedule Literature Request

If your company has brochures, pricelists, 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 cover
letters to contacts.

Figure 21: Schedule a Literature Request

Contact : During transfer, the name of the contact 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 username to view the corresponding document templates in the Cover Letter list.

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

Assigned to : Select the username to assign the activity.
Code: Enter the job code or other identifier to categorize the activity

Days: Enter the number of days starting from the present day to perform the activity. Example: If
you type 30 days, then the activity is executed on the 30" day from the date of schedule.

Alarm : Set an alarm to remind you of the scheduled activity. Select a time from the list. Example:
If you select 5 minutes, the alarm rings 5 minutes before the start time of the scheduled activity.

RSVP: Select this option to notify when the assigned user completes the scheduled activity.
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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 the Pending tab of the transferred contact.

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 set up the following options:

Figure 22: Schedule To-do List

To-do: Enter a brief description of the To-do activity.

Notes : Enter any additional information related to the activity.

Priority : Enter a number from 1-9 to set up priority level for the activity.
Code: Enter the job code or other identifier to categorize the activity.

User: Select the primary user whose calendar is updated after scheduling the To-do list. To view
the list of available GoldMine users, click on the dropdown arrow. 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.

Private : Select this option to make your activity private. 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.

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.

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.

After creating the required activities, click the Next button to proceed.

The next step is to set up keywords. Refer Set up Keywords for details. After setting up keywords,
click Next to proceed.

You can save a copy of the resume in your local hard drive or a folder in your server. Refer Save
Resume Attachments for details.

After setting up the save options, click the Next button to proceed.

You can save the resumes with customized filenames. Refer Customize Filenames for details.

After selecting the desired options, click Finish to complete the destination setup for GoldMine
using Quick Setup Wizard.

2.5. Setup for Microsoft Outlook

2.5.1. Select Destination
Click the dropdown box arrow in the Select Destination window
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Figure 23: Select Destination — Microsoft Outlook

Select Outlook 2007 / 2003 / 2002 / 2000 option and click Next to proceed.

2.5.2. Select Folder
You need to select the Contact folder to transfer the information.

Select the folder that contains the contact records.
Selected Contact Folder : Displays the default contact folder that contains contact information.

Always transfer to selected contact folder : Select the folder where you want to transfer the
contact information from email forms.

After transfer, contacts are created in the selected folder.

Figure 24: Select Folder — Microsoft Outlook
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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. The
customized form is used 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 used them for creating contacts in Outlook.

After selecting relevant options, click Next to proceed.

2.5.3. Set Default Values
The Set Default Values window enables you to set default values for eight user-defined fields in
your contact manager database.

Figure 25: Set Default Values — Microsoft Outlook

Under Select Field , click the dropdown arrow to view the fields.
Select a field from the dropdown list.
Under Enter Default Value , enter the values for the selected fields.

Click the Next button to proceed.

While transferring resumes, ResumeGrabber assigns the default values. You can change the values in
the ResumeGrabber Confirmation Window.
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2.5.4. Set Duplicate Check
ResumeGrabber provides various options to handle duplicates while transferring contacts into
Outlook.

You can create a new contact or update an existing contact in your database with the attached
resume. You also have the option of canceling the transfer of duplicate resume to your database.

Figure 26: Duplicate Check — Microsoft Outlook

Under Select Transfer Mode

Select Always add as a new contact to add the duplicate record as a new contact to your
application.

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

Select Warn if contact exists to get a warning message when you transfer a duplicate contact to
Outlook. During the transfer of a duplicate contact, a Validate Duplicates dialog box appears.

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

The fields under Select Fields for Duplicate Check is disabled when you select Always add as
a new contact option.

Select the Bring Contact to the Forefront after the Transfer checkbox to display the contact
details after transfer.

After selecting relevant options, click the Next button to proceed.

2.5.5. Attach Activities
You can attach and schedule activities to the transferred contact records.
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Figure 27: Attach Activities — Microsoft Outlook

Schedule Appointments, Tasks and Journals

You can attach and schedule Appointments, Tasks and Journal entries for the contacts
transferred to Outlook. The activity created and scheduled for the transferred contact is displayed
in the Activity tab of the contact in Outlook. You can attach activities for single or multiple
contacts.

Under New, click Appointment , Task and Journal to create new activities.
To Attach an Appointment:
Under New, click Appointment tab.

Enter the following details in the Appointment Item dialog box.

Figure 28: Appointment Item
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Name: Enter the Appointment name related to your contact.
Subject : Enter a short description about the Appointment.
Location : Enter the location.

Start time after Days : Enter the number of days starting from the present day when you want to
perform this particular activity. Example: If you enter 30 days, then it executes the activity only on
the 30th day starting from the present day.

End time after Days : Enter the duration time when you want the appointment to end for that
contact. Example: If you enter 40 days, then it ends the activity only on the 40th day starting 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 /
Out of Office. It 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
Under New, click Task tab.

Enter the following details in the Task Item dialog box.

Figure 29: Task Item
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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 when you want the task to end for that contact. Example:
If you enter 40 days, then it ends the activity only on the 40th day starting from the present day.

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

Status : Select the status as Completed / In Progress / Not Started / Waiting for Someone 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 in the space provided.

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. The Owner’s
name is displayed under Owner in the Task Item dialog box.

To Attach a Journal
Under New, click Journal tab.

Enter the following details in the Journal Entry dialog box.

Figure 30: Journal Entry
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Name: Enter a name for your Journal Entry.
Subject : Enter a 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 starting from the present day when you want to
perform this particular activity. Example: If you enter 30 days, then it executes the activity only on
the 30th day starting from the present day.

Duration : Select the time duration required to execute the activity.
Enter a detailed description of 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 you can enter a new category specific to the activity.

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 Company name is extracted from the email and is
displayed under Company in the Journal Entry dialog box.

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 contact details.

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.
After scheduling appropriate activities, click Next to proceed.

The next step is to set up keywords. Refer Set up Keywords for details.

After setting up keywords, click Next to proceed.

You can save a copy of the resume in your local hard drive or a folder in your server. Refer Save
Resume Attachments for details.

After setting up the save options, click Next to proceed.

You can save the resumes with customized filenames. Refer Customize Filenames for details.

After selecting the desired options, click Finish to complete the destination setup for Microsoft
Outlook using Quick Setup Wizard.
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2.6. Setup for Zoho People

2.6.1. Select Destination
Click the drop-down arrow in the Select Destination window.

Figure 31: Select Destination — Zoho People

Select Zoho People option and click Next.

2.6.2. Set Default Values
The Set Default Values window enables you to set default values for eight user-defined fields in

your contact manager database.

Figure 32: Set Default Values — Zoho People
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Under Select Field , click the drop-down arrow to view the fields.
Select a field from the drop-down list.
Under Enter Default Value , enter the values for the selected fields.

Click the Next button to proceed.

While transferring resumes, ResumeGrabber assigns the default values. You can change the values in
the ResumeGrabber Confirmation Window.

The next step is to set up keywords. Refer Set up Keywords for details.

After setting up keywords, click the Next button to proceed.

You can save a copy of the resume in your local hard drive or a folder in your server. Refer Save
Resume Attachments for details.

After setting up the save options, click the Next button to proceed.

You can save the resumes with customized filenames. Refer Customize Filenames for details.

After selecting the desired options, click Finish to complete the destination setup for Zoho People
using Quick Setup Wizard.

2.7. Setup for Online Applicant Tracking System

2.7.1. Select Destination
Click the dropdown box arrow in the Select Destination window

Figure 33: Select Destination — Online Applicant Tracking System
Select Online Applicant Tracking System (Add Candidate Form) option and click the Next button
to proceed.
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2.7.2. Enter Web Address
Enter the homepage URL of your Applicant Tracking System.

Entering the URL is optional. Use new line to enter multiple addresses for search

Figure 34: Enter Web Address

ResumeGrabber checks and downloads the mapping for your Applicant Tracking System, if
available.

If mapping is not available on our server, you can still create the map by yourself during the first
transfer.

Click the Next button to proceed.

The next step is to set up keywords. Refer Set up Keywords for details.

After setting up keywords, click the Next button to proceed.

You can save a copy of the resume in your local hard drive or a folder in your server. Refer Save
Resume Attachments for details.

After setting up the save options, click the Next button to proceed.

You can save the resumes with customized filenames. Refer Customize Filenames for details.

After selecting the desired options, click Finish to complete the destination setup for Online
Applicant Tracking System using Quick Setup Wizard.

2.8. Set up Keywords

Using keywords, you can search for specific skills in the resumes to identify the right candidate.
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Figure 35: Set up Keywords
Enter the keywords in the space provided under Keyword Set-1

Select the Highlight keywords in resume checkbox.

Select a color from the color palette to highlight the keywords.

Click the Next button to proceed.

During transfer, if the keywords are found in the resume, they are highlighted in the Resume
Viewer.

2.9. Save Resume Attachments

You can set up ResumeGrabber to save a copy of the resume in your local hard drive or a folder
on your server. The saved resumes are linked to the candidate’s contact in the destination
application.

Figure 36: Save Resume Attachments
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Select the Do not Save Resume checkbox if you do not want to save the resume.
By default, the resumes are saved in the folder specified in the Default Resume Location.

If you want to change the Default Resume Location, click on the Browse button to map to the
folder where you want to save the resume.

Click the Next button to proceed.
2.10. Customize Filenames

You can set up ResumeGrabber to save resumes with customized filenames.

Figure 37: Customize Filenames

Select the Use ResumeGrabber generated filename checkbox to generate customized
filenames.

Under Filename, click the dropdown box arrow to view the list of filenames.

Figure 38: Filename Options

Select a filename from the list.
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An example is displayed for the selected filename in the Example field.

If you want to save the resume with the original filename, uncheck the Use ResumeGrabber
generated filename checkbox.

Click the Finish button.

3. ResumeGrabber Toolbar

Once you set up your destination application using Quick Setup Wizard, ResumeGrabber is
relaunched.

Right-click the icon on the system tray and select Show Toolbar.

The ResumeGrabber toolbar is displayed.

ResumeGrabber Standard has a floating toolbar that can be dragged to any part of the screen.

Figure 39: ResumeGrabber Toolbar

The toolbar contains the following elements.

Source: The application from which the resume information is transferred.

Option Function

Selected Text Select this option to transfer resumes from emails, job boards,
websites and other sources.

Text in Clipboard Select this option to transfer resume content that has been copied to
a clipboard.

Destination: The application to which the resume information is transferred.
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Menu Options: Click here to view the menu options.

Option Function

Options

Opens ResumeGrabber Options dialog box where you can customize the
settings like destination, attach resume to destination, set up keywords,
etc. The settings are explained in detail in the following chapters.

Run Application

Opens the selected destination application. Example - If you have selected
Goldmine as the destination application, clicking this option opens the
Goldmine application.

Quick Setup Wizard

Launches the Quick Setup Wizard that helps you to select and set up the
destination application.

Show Toolbar/Minimize
Toolbar

Displays / Hides the ResumeGrabber Toolbar.

Toolbar always in front

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

Show Small/Large

Toolbar

Displays small / large toolbar

Show Confirmation

\Window

Select this option to verify the details before transferring it to the
destination application.

Export/Import Wizard

Launches the Export/Import Wizard

Sample

IAccess the list of sample resumes to test the transfer of resumes to your
destination application.

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.

Help Topics

Opens the help file.

ResumeGrabber Demo

Launches the demo of the product.

Info and Support

Access the Product and Support FAQs and Online User Guide.

Unregister Select this option to unregister, and install and register in a different
system or in the same system when upgraded.
Live Update It enables you to instantly update ResumeGrabber Standard with the latest

files and service packs.
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Exit ResumeGrabber  |Quits ResumeGrabber

Options: Click here to view the setup options.

GO: Click here to transfer the resumes.

When the ResumeGrabber toolbar is minimized, it is displayed as a System Tray Icon. You can right-
click on the icon to access the above Menu Options.

4. ResumeGrabber Options

To launch the ResumeGrabber Options dialog box,

Click or on the ResumeGrabber toolbar and select Options .
[OR]

Click on the ResumeGrabber toolbar.
[OR]

Right-click on the ResumeGrabber Tray Icon and select Options.

The ResumeGrabber Options window contains the following:

Option Function

Destination Setup Destination Setup enables you to customize the selected destination application.
You can enter the login details, set up duplicate check criteria, attach processes
and activities, and set up default values. By default, the ResumeGrabber
Options dialog box displays this window.

Document Setup Document Setup allows you to specify the resume saving options, file format,
file naming conventions and attachment location.

Search Setup You can define a list of keywords to qualify a resume, highlight the keywords in
the resume, save the keywords in the destination field and

display the number of keyword occurrences in a resume.

Source Options You can choose the source application from which the resume information is
transferred.
Add / Remove You can add or remove the destination links in the right dropdown menu of the

Destination Options ~[ReésumeGrabber toolbar.
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Format Options Format Options enables you to change the format of the incoming resume
before transferring it to the destination application. You can format the contact,
phone, fax and email fields.

Miscellaneous Setup |You can set up the miscellaneous settings, select the left mouse click on Tray
icon options, and view / delete / report transfer log.

4.1. Destination Setup

When the ResumeGrabber Options dialog box is launched, the Destination Setup window opens
by default.

The destination application that was configured using Quick Setup Wizard is displayed under
Selected destination application .

The Destination Setup window enables you to set default values for eight user-defined fields in
your contact manager database. Refer ACT!, Data Export, GoldMine, Microsoft Qutlook for
details.

Link Options:

Link Options enables you to modify or edit the destination settings that you have made using
Quick Setup Wizard. The options might differ according to the destination applications.

4.1.1. Link Options for ACT!
Click the Link Options button.

The ACT! Link Options window opens.
Login

Figure 40: Login — ACT! Link Options
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By default, it displays the Login tab.

Enter the details in the following fields.

Database File: Displays the path of the currently opened ACT! database.

Username : Enter the login name of the ACT! database.

Password : Enter the password.

Click the Login button.

Result : Displays the result of the login activity. On successful login, “Login Success” message is
displayed.

Duplicate Check

Duplicate Check options enable you to handle duplicates while transferring contacts into your
ACT! database.

Click Duplicate Check tab in the ACT! Link Options window.

Figure 41: Duplicate Check — ACT! Link Options

Refer Set Duplicate Check for more details.

After setting the duplicate check options, click Apply to save the settings.

Activity

You can set up to automatically attach and schedule activities for the transferred contacts in your
ACT! database.

Click Activity tab in the ACT! Link Options window.
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Figure 42: Attach Activity — ACT! Link Options
Refer Attach Activities for more details.
After setting up the activities, click Apply to save the settings.
The About tab displays the version number and copyright information.

After setting the appropriate options, click OK to close the ACT! Link Options window.

4.1.2. Link Options for Data Export
Click the Link Options button.

The Data Export Link Options dialog box opens.

Figure 43: Data Export — Link Options
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Under Transfer Options ,

Export field names: Select this option to export field names such as Resume Contact, Address,
Title, City, State and Zip etc. These names are assigned as field headers. You can uncheck this
option if you do not want to have headers while transferring resume information.

Send date and time: Select this option to transfer the date and time of transfer. The data is
transferred in a comma separated or tab separated format.

Under Select field separator ,

Comma option is selected by default. It enables you to transfer resumes in a comma separated
file format.

Select Tab option to transfer resumes in a tab separated file format.
Select Other Separator option and specify it under Separator.

File name and location: By default, the file is saved in the location where ResumeGrabber is
installed.

Example:
C:\Program Files\eGrabber\ResumeGrabber Standard\test.csv — Comma separated format.

C:\Program Files\eGrabber\ResumeGrabber Standard\test.txt — Tab separated format.

You can also save the file in a different location by clicking the button.
Click View to open the exported file.
Click Clear the file to delete the contents of the file.

Show list after transfer:  Select this option to automatically open the file after the resume is
transferred to the exported file.

Click Apply to save the changes and then click OK.
User Fields

You can transfer candidate information to a particular field of your destination application.

Figure 44: Data Export — User Fields
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To add user-defined fields,

Click User Fields tab in the Data Export Link Options dialog box.

Enter the name of the user field in the textbox provided near the Add button.
Click Add .

The user fields that are added are displayed under UserFields text area.
Click Apply to save and then OK to close.

To remove user-defined fields,

Select the user field from the UserFields text area.

Click Remove.

Click Apply to save and then OK to close.

4.1.3. Link Options for GoldMine
Click the Link Options button.

The GoldMine Login dialog box opens.
Login

Figure 45: Login — GoldMine Link Options
Click Get GoldMine details button.

The currently opened GoldMine database details are displayed automatically in the respective
fields.

System Directory : Displays the installation path of GoldMine and location of the license
database file.
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Goldmine Directory : Displays the location path of the calendar database file that contains a
record for each scheduled activity.

Common Directory : Displays the location path of the contact database file that contains the
main fields of contact records.

Username : Displays the login name of your database.
Password: Enter the password for your database.
Click the Login button.

On successful login, the Status field displays “Logged in successfully.”

To login to your GoldMine database, the database should be open and you must have specific access
rights to contact records.

A user must posses the following Contact Record Rights (Add New, Edit Fields and Schedule
Process) in GoldMine granted by the administrator.

Click Cancel to close the Destination Setup process.

Click Help to launch the help file.

Click About to view the filename, size, version, compatibility, copyright and patent details.
The Back button is disabled in this screen.

Click Next to proceed.

Transfer Setup

ResumeGrabber provides various options to handle duplicates while transferring contacts into
your GoldMine database.

Refer Set Duplicate Check for more details.

Click Cancel to close the Destination Setup process.

Click Help to launch the help file.

Click About to view the filename, size, version, compatibility, copyright and patent details.
Click Back button to go to the previous option.

After setting up the transfer settings, click Next to proceed.

Processes

You can attach automated processes to the Tracks tab of the contacts that are transferred to your
GoldMine database.

Refer Attach Processes for more details.

Click Cancel to close the Destination Setup process.

Click Help to launch the help file.

Click About to view the filename, size, version, compatibility, copyright and patent details.
Click Back button to go to the previous option.

After selecting the appropriate processes, click the Next button to proceed.
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Activities

You can set up to automatically attach and schedule activities for the transferred contacts in your
GoldMine database.

Refer Attach Activities for more details.

Click Cancel to close the Destination Setup process.

Click Help to launch the help file.

Click About to view the filename, size, version, compatibility, copyright and patent details.

Click Back button to go to the previous option.

Click Finish to complete the Destination Setup process

4.1.4. Link Options for Microsoft Outlook
Click the Link Options button.

The Outlook 2007 / 2003 / 2002 / 2000 Transfer Options dialog box opens.

Folder Selection

Figure 46: Select Folder — Outlook Link Options

By default, the Outlook Transfer Options window displays the Folder Selection tab.
Refer Select Folder for more details.

After selecting relevant options, click Apply to save the settings.

Duplicate Check

ResumeGrabber provides various options to handle duplicates while transferring contacts into
Outlook.
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Figure 47: Duplicate Check — Outlook Link Options

Refer Set Duplicate Check for more details.

After selecting relevant options, click Apply to save the settings.

Activity

You can attach and schedule activities while transferring contacts to Microsoft Outlook.

Figure 48: Attach Activity — Outlook Link Options
Refer Attach Activities for more details.

After selecting relevant options, click Apply and OK to save the settings.
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4.1.5. Link Options for Zoho People
Click the Link Options button.

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.

Login to Zoho People

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

Figure 49: Login to Zoho People
In the Login window, enter the following details:
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.
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Set up Duplicate Check

You can set up the duplicate check to avoid transferring duplicate contacts to Zoho People.
ResumeGrabber 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.

Figure 50: Duplicate Check Setup — Zoho People

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.

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.

4.1.6. Destination Setup for Online ATS
To set up destination options for Online ATS, launch the ResumeGrabber Options dialog box.

Click or on the ResumeGrabber toolbar and select Options .
[OR]

Click on the ResumeGrabber toolbar.
[OR]

Right-click on the ResumeGrabber Tray Icon and select Options.

The Destination Setup window opens. It displays all the maps that were created during the
transfer of resumes into the online applicant tracking system.
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Figure 51: Destination Setup — Online ATS

Select Maps: This option enables you to search for maps on the server. You can search for a
map that you had created for an online candidate form.

Enter the web address of the online candidate form and click Search button.

If the searched map is available in the server, then it is displayed in the Map Updates Available
Online dialog box.

Figure 52: Download Maps
You can download the map and list it in the Options window.

Select the appropriate map and click the Download button.

Once the download is completed, the Transfer Status displays the message “Finished.”

Click Close to close the window.

The downloaded map is now available in the Options window.
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Click the Browse button to search for a particular map saved in your system folder. By default,
maps created during transfer are saved in C:\Documents and Settings\Administrator\My
Documents\ResumeGrabber Standard\MAP with a .Map extension. Once you locate a Map,
select it and click the Open button to include it in the list of maps displayed here in this window.
Always show selected map: Select this option to display the selected map name in the
dropdown menu of the toolbar.

About: Select a map and click the About button. The About Map File window opens that
displays the details about the map file. This information is same as what you had given in the
Advanced option of the Save As window during transfer.

Figure 53: About Map File
Click the URL Match Options button to edit the way the URL address is displayed in the About
Map File window.

Figure 54: URL Match Options
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Under URL Options ,

Use only the domain name alone: Select this option to display only the website name.
Example: www.egrabber.com

Use match upto the form path:  Select this option to display the web form path in the website.
Example: http://www.egrabber.com/company/application_tech.htm

Use the complete url for match:  Select this option to display the full path of the URL address of
the candidate form.

Example: http://www.egrabber.com/company/application_tech.htm/pagel
Under Custom (Type or Paste and Test URL)
Enter the full URL address of the candidate form in the text box.

Click the Test URL button to test if ResumeGrabber launches the web form correctly.

Internet connection is required to launch the candidate form on the website.

Click OK to save and close the window.
Click Close to close the About Map File window.

Delete: Select a map name that you do not require and click the Delete button to remove the
map.

Check Update: Click this button to check whether you have installed the latest drivers that
supports the map file. If the driver has not been updated, ResumeGrabber installs the latest
drivers.

To import the map files, click the Import button and select the map file. You can now transfer
resumes to online candidate forms using the map file.

Click Export if you want to export the map file to another folder. The exported map file can be
later imported when ResumeGrabber is installed in another system.

Figure 55: Export Maps
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Under Select Map(s) to Export , select the map file you want to export.

Click the button to select the folder.
Click the Export now! button to export the map file.
Click the Try later button to cancel exporting map file. You can export the map file later.

Highlight the field with data transferred: Select this option to highlight the form field after
transfer. Choose a color from the color palette to highlight the field.

Always check for online maps: Select this option to set ResumeGrabber to check for online
maps and prompt you if any new map has been added to the server.

Certain default maps provided by eGrabber for particular candidate forms and the maps created during
transfer are available online on our server.

Always prompt to Save Map if changed: = Whenever you change a map in the confirmation
window, ResumeGrabber prompts you to save the modified map.

Click Apply and OK to save the settings.

4.2. Document Setup

You can set ResumeGrabber to automatically copy the resume text to your database. You can
save the transferred resume to a specific location and link it to the contact in your applicant
tracking system. ResumeGrabber extracts the candidate information, creates a new contact
record in your database and attaches the resume document / text for your reference.

To open the ResumeGrabber Document Setup window,

Click the Document Setup tab in the ResumeGrabber Options dialog box.

Figure 56: Document Setup
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Paste Resume into Notes: Select this option to paste the transferred resume text in the Notes
tab of your applicant tracking system (ACT!™/ GoldMine®).

For Microsoft Outlook, the resume text is pasted in the text area that is available in the Contact
Window.

Under Resume Saving Options , the following options are available.
Save resume and Link
Link to existing resume
Don't Link Resume

Save resume and Link: By default, this option is selected. Select this option to copy the resume
and link to your applicant tracking system in its original format. The resume is saved in the default
location where ResumeGrabber is installed.

C:\ProgramFiles\eGrabber\ResumeGrabberStandard\Saved_Resume1\.

You can however specify a different path under Specify attachment location in the
ResumeGrabber Document Setup window.

Select Location 1 or Location 2 and specify the folder where you want to save the resume. You
can also create a new folder and save the resume.

The resume is transferred to your applicant tracking system and the source of the resume is
linked to your applicant tracking system that can be accessed at any point in time.

The fields where the resume is linked for different applicant tracking systems are listed below.
ACT!™ — Notes tab

GoldMine® — Links tab

Microsoft Outlook — Text area in the Contact Window

Online Candidate Form — Form Field

When you select Save resume and Link option, the following options are enabled.

Convert all resumes into word documents (RTF): By default, this option is selected. It enables
you to convert and transfer the incoming word or HTML formatted resume into a RTF word
document. The transferred resume is saved in the default folder and a hyperlink is provided in the
respective tab of your applicant tracking system.

Uncheck this option to save the resume in its original format.

Generate new filename as shown below and save:  Select this option to save the resumes with
customized filenames.

You can add prefix and suffix to the filename.

Enter the prefix in the first text box. Enter the suffix in the third text box.
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Example

In the above example, Resume is the prefix, Candidate is the flename and 001 is the suffix.
Filename Options:

File_Name

File_Name — Last_Name First._ Name

First. Name Last_ Name

First. Name Last_ Name — Date

Last Name First Name

Last Name First_ Name - Date

Specify Attachment Location

By default, the transferred resume is saved in “C:\Document and Settings\<current user>\My
Documents\ResumeGraber Standard\Saved_Resumel\” in XP.

You can save the transferred resumes in different locations by selecting Location 1 or Location
2 in the ResumeGrabber Standard — Document Setup window.

Location 1: By default, the transferred resumes are saved in ResumeGrabber Standard -
>Saved_resumel folder in My Documents on the desktop. You can change the location and
specify a new location to save the resumes.

Click and select a folder to save the transferred resumes in a new location.

Location 2: You can also save the transferred resumes in another default location,
ResumeGrabber Standard ->Saved_resume?2 folder in My Documents on the desktop. You can
change the location and specify a new location to save the resumes.

Click and select a folder to save the transferred resumes in a new location.

For easy identification, the default locations are named as Location 1 and Location 2 in the
ResumeGrabber Confirmation window. You can also change the names of the locations in addition to
changing the path of the location.

Link to existing resume: Select this option if you do not want to save a copy of every transferred
resume in the default folder. The contact created is however linked to the resume available in the
original folder from where the resume is transferred to the database. It enables you to save a lot
of disk space in your system.
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Example:

You transfer a resume saved in C:\My Documents folder of your system. A new contact is created
in your database. The contact created is linked to the resume existing in the C:\My Documents
folder of your system. A copy of the transferred resume is not saved in the default folder.

The fields where the resume is linked for different applicant tracking systems are listed below.
ACT!™ — Notes tab

GoldMine® — Links tab

Microsoft Outlook — Text area in the Contact Window

Online Candidate Form — Form Field

Don'’t Link Resume :

Select this option if you do not want to link the resume to the contact. ResumeGrabber transfers
resumes and creates contacts in your destination application; however, a copy of the resume is
not saved in the default folder and a hyperlink to the contact is not created.

Click Apply and OK to save the above settings.

After every transfer, resume documents are saved as attachments in the selected folder of your
system and are provided as a hyperlink in the respective tabs of your applicant tracking system.

4.3. Search Setup

Search Setup helps you to define keywords to qualify a resume. You can also set up
ResumeGrabber to highlight the keywords in the resume. You can select a color from the color
palette to highlight the keywords. You can enter the matching keywords into a particular field in
your destination application and also set ResumeGrabber to include the number of keyword
occurrences.

To open the ResumeGrabber Search Setup window,

Click Search Setup in the ResumeGrabber Options dialog box.

Figure 57: Search Setup
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Under Keyword Setup , enter the list of keywords to qualify a resume.
Select the Highlight Keywords in resume  checkbox to highlight keywords in the resume.

Select a color from the color palette to highlight the keywords. You can view the highlighted
keywords in the Resume Viewer at the time of transfer.

Select the Enter matching keywords into  checkbox to save the keywords in the destination
field.

Click the dropdown arrow to view the list of destination fields.

Select the Include number of occurrences  checkbox to view the number of keyword
occurrences.

After selecting appropriate options, click Apply and OK to save.
4.4. Source Options

Source Options helps you to select the source application from which the resume information is
transferred.
To open the ResumeGrabber - Source Options window,

Click the Source Options tab in the ResumeGrabber Options dialog box.

Figure 58: Source Options

You can view the source applications that are available in the left dropdown menu of
ResumeGrabber toolbar.

Selected Text: When you select the contact information in the resume and select this option, it
transfers the resumes from emails, job boards, websites and other sources. By default, this option
is selected.
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By default, the Automatic Source Selection option is selected that helps you to detect the
source applications automatically.

Text in Clipboard: This option helps you to transfer resume contents that have been copied to a
clipboard. To use this option, you have to first uncheck the Automatic Source Selection
checkbox and then select Text in Clipboard option.

Select the Show Source Selection On Toolbar checkbox to view the source options on the
ResumeGrabber toolbar.

Figure 59: ResumeGrabber Toolbar — Source Options

You can make the selected source as a default source by clicking the Make Default Source
button. The Automatic Source Selection checkbox should be unchecked to enable this option.

After selecting the appropriate source, you can start transferring the resume to your destination
application by clicking the Go button.

ResumeGrabber Standard enables you to transfer only one resume at a time.

4.5. Add / Remove Destination Options

You can add or remove the destination options in the right dropdown menu of ResumeGrabber
toolbar.
To open the Add / Remove Destination Options window,

Click the Add / Remove Destination Options  tab in the ResumeGrabber Options dialog box.

Figure 60: Add/Remove Destination
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The destination options differ based on the destination application / applicant tracking system.
Add Destination

To add a destination option,

Select an option from the list under Available Destination Options.

Click Add>> button to add the selected option to the list under Selected Destination Options.
Click Apply and OK to save and close the window.

You can view the added destination option in the dropdown menu of the ResumeGrabber toolbar.
Remove Destination

To remove a destination option,

Select an option from the list under Selected Destination Options.

Click <<Remove button to remove the selected option from the list under Selected Destination
Options.

Click Apply and OK to save and close the window.

The selected destination option is removed from the dropdown menu of the ResumeGrabber
toolbar and you can now view the removed destination option in the list under Available
Destination Options.

4.6. Format Options

Format Options enables you to change the format of the incoming resume before transferring it to
your applicant tracking system.

Format Contact Values

You can set up ResumeGrabber to change the format of the contact field values before
transferring the resumes to your database.

To open the ResumeGrabber Format window,
Click the Format Options tab in the ResumeGrabber Options dialog box.

By default, the ResumeGrabber Format window displays the Contact tab.
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Figure 61: Format Options - Contact

You can set up ResumeGrabber to format the following contact fields:

Address, Addressl, City, Company, Country, Department, First Name, Job Title, Last Name,
State, Title and Web Site.

You can change the case of the contact field values by selecting the options under Case.

You can also change the mode of the contact field values by selecting the options under Mode.
Example:

Select Company as the contact field.

Company Name: eGrabber Inc.

Using the Case option,

Select Output

None Transfers the value as it appears in the incoming resume. By default,
this option is selected.

Upper Case Transfers the value in upper case — EGRABBER INC.
Lower Case Transfers the value in lower case — egrabber inc.
Sentence Case Transfers the value in sentence format — Egrabber inc.
Title Case Transfers the value in the title format — Egrabber Inc.

The Preview pane displays the formatted value for the selected option. You can select multiple fields by
pressing Shift + Down Arrow and select a format. The format is applied to all the selected fields.
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Using Mode option,

Select Output

None Transfers the value as it appears in the incoming resume. By default,
this option is selected.

Expand Transfers the value in the expanded format — eGrabber Incorporate.

Abbreviate Transfers the value in the abbreviated format — eGrabber Inc.

The Preview pane displays the formatted value for the selected option.

Assign Default Values to Company Field

You can assign default values if the company field in the incoming resume is empty.

Click the dropdown arrow under If company is empty assign  to view the options.

Leave Blank: Select this option to leave the company name blank and transfer the resume.
Last Name, First Name: Assign the contact’s Last Name and First Name as company name.

Example: If the contact’'s name is William Stevenson, the company name is assigned as
Stevenson William.

First Name, Last Name: Assign the contact’s First Name and Last Name as company name.

Example: If the contact’s First Name is William and the Last Name is Stevenson, the company
name is assigned as William Stevenson.

After selecting the appropriate formatting options, click Apply and OK to save.
Format Phone / Fax Values

You can set up ResumeGrabber to change the format of the Fax, Phone, Mobile and Pager
numbers before transferring the resumes into your database.

Click the Phone tab in the ResumeGrabber Format window.
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Figure 62: Format Options - Phone
Select a field from the list under Phone tab.
Select the format to be applied for the field under Phone/Fax Format.

Click Apply and OK to save.

The Preview pane displays the formatted value for the selected option.

Format E-mail Values

You can set up ResumeGrabber to change the format of the incoming email address and transfer
the formatted value into your database.

Click the E-mail tab in the ResumeGrabber Format window.

You can set up format options for two e-mail fields in a resume.
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Figure 63: Format Options - Email

Select a field under E-mail tab.

Select the format to be applied for the field under E-mail Format.

Select Output

None

Transfers the value as it appears in the incoming resume.

Last Name, First Name

Assigns the contact’s Last Name and First Name along with the e-mail
address.

First Name, Last Name

Assigns the contact’s First Name and Last Name along with the e-mail
address.

E-mail

Transfers only the e-mail address to your database.

Click Apply and OK to save.

The Preview pane displays the formatted value for the selected option.
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4.7. Miscellaneous Setup

You can set up miscellaneous options before transferring the resumes to your database.

Figure 64: Miscellaneous Setup

Show “Confirmation Window™: Select this option to view the ResumeGrabber Confirmation

Window that enables you to verify the contact details before transferring the resume to your
database. You can uncheck this option if you do not want to view or verify the contact details at
the time of transfer.

Show “Resume Viewer”: While transferring a resume, a Resume Viewer window is launched
that displays the content of the resume with candidate skills and keywords highlighted in a
different color. You can uncheck this option if you do not want to view the resume during transfer.

Bring Transfer Dialog to front: Select this option to bring the Transfer Window to the front while
transferring resumes to your applicant tracking system. You can uncheck this option if you do not
want to view the Transfer Window.

Bring “Confirmation Window” and “Resume Viewer” to front: Select this option to bring the
ResumeGrabber Confirmation Window and Resume Viewer to the front while transferring
resumes to your applicant tracking system.

Verify Contact during “Add Links/Notes To Current Ca ndidate™: Select this option to display
the ResumeGrabber Add Link/Notes dialog box when you transfer and attach resume text and
attachments to a current candidate existing in your database.

Do not Show Splash Screen at Startup:  Select this option if you do not want to view the splash
screen when you launch ResumeGrabber.
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Left mouse click on Tray icon should: This option enables you to transfer the resume to your
database using system tray icon. You can set the destination option and just left mouse-click on
the system tray icon to transfer resumes.

Click the dropdown arrow under this option to view the available destination options.

The destination options may vary according to the applicant tracking system

Toggle Toolbar between Show and Minimize:  Select this option to toggle the toolbar between
Show and Minimize options. Clicking the Tray icon minimizes and maximizes the toolbar.

Select an option and click Apply and OK.
Transfer Log

The log file contains the details of the transfer process. When a resume is transferred, the
information related to the transfer process is recorded in the log file.

Log files are saved as .txt file in “C:\Document and Settings \<current user>\My
Documents\ResumeGrabber Standard\” in XP systems.

To view the log file,
Click the View button.
To delete the log file,
Click the Delete button.

The deleted log file cannot be retrieved.

The Report option under Transfer Log is disabled in ResumeGrabber Standard.

5. ResumeGrabber Confirmation Window

The ResumeGrabber Confirmation Window appears when you transfer resumes to your applicant
tracking system. It displays the details extracted from the resume and it allows you to verify the
details before transferring the resume to your applicant tracking system. It also has all the setup
options that enable you to modify the settings during transfer.

To enable ResumeGrabber Confirmation Window,

Click on the ResumeGrabber toolbar.
Select Show Confirmation Window from the menu.

Enabling this option displays a Confirmation Window every time you transfer a resume.
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5.1. ResumeGrabber Confirmation Window — Summary

Figure 65: ResumeGrabber Confirmation Window - Summary

By default, the Summary tab of the Confirmation Window is displayed.
You can verify and edit the following details in the Summary tab.
Contact’'s Name and Address Details

You can verify the First Name, Last Name and address information. You can also add a title to
the contact’'s name — Mr./Mrs./Ms./Dr.

Values of User Fields

The default values that you have added during the destination setup are displayed here. If you
have not set any default values during destination setup, you can add/edit the values for the
fields.

Figure 66: User Fields

Click the dropdown arrow to select a field.

Enter the value for the selected field in the corresponding textbox.
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Setup to extract keywords/skills from the resume

If you have not set keywords during the destination setup, you can do it in the ResumeGrabber
Confirmation Window.

Click Search Setup to set up keywords.
Refer Search Setup for more details.

View the keywords/skills found in the resume

The keywords that you have added in the Search Setup are displayed under Keywords
Matched . The number of keyword occurrence is also displayed alongside each keyword. The
keywords are displayed in the descending order based on the number of occurrences.

Show/Hide Resume Viewer

When you transfer a resume, a Resume Viewer window is also displayed along with the
Confirmation Window. You can hide or view the Resume Viewer.

Click Hide Resume to hide the Resume Viewer.

Click View Resume to view the Resume Viewer.

Paste resume into notes

Select Paste Resume Into Notes option to attach the text of the transferred resume in the Notes
tab of your applicant tracking system.

ACT!™ — Notes tab
GoldMine® — Links tab
Microsoft Outlook — Text area in the Contact Window

Uncheck this option if you do not want to paste the resume text in your applicant tracking system.

Select locations to save resumes

By default, resume attachments are saved in the default folder specified in the Document Setup
window and are provided as a hyperlink in the respective tabs of your applicant tracking system.

ACT!™ — Notes tab
GoldMine® — Links tab
Microsoft Outlook — Text area in the Contact Window

However, you can select the path of saving the attachments in the ResumeGrabber Confirmation
Window during the transfer process. The change is applicable only for that particular transfer.

Click the dropdown arrow.
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Select any one of the options from the menu.

Save attachmentin :

Refer Document Setup for more details.

Customize activities for the transferred contact

Click the button to attach activities to the transferred contacts.

If you had already set up an activity/automated process specific to your destination, then you can
click this button to change the previous settings. The settings changed here are reflected only for
that particular transfer.

Click ACT, GoldMine, Microsoft Outlook for more details.

Set up ResumeGrabber during runtime

Click the button to set up ResumeGrabber during runtime or you can change the
settings that you had already set up in the ResumeGrabber Options dialog box.

The settings that are changed in the Confirmation Window are reflected in all the transfers.

Click Link Options to launch the Link Options dialog box specific to your applicant tracking
system. You can change the existing settings in the Link Options dialog box.

Click Format Options to launch the Format Options dialog box, where you can set up to format
the e-mail, contact and phone field values in the resume. The settings changed here are reflected
only for that particular transfer.

Uncheck the Display Confirmation Window  option if you do not want to view the
ResumeGrabber Confirmation Window during the transfer process. When you transfer the next
resume, the ResumeGrabber Confirmation Window and the Resume Viewer window are not
displayed.

When you make any changes to Search Setup, Link Options, Document Setup in ResumeGrabber
Confirmation Window, then you need to click the Parse Again button to process the resume again with the
modified settings. Then click Transfer to transfer the contact’s details and resume to your database.
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5.2. ResumeGrabber Confirmation Window — Contact In  fo

You can add or edit the contact’'s name and address details in this window.

Click the Contact Info tab in the ResumeGrabber Confirmation Window.

Figure 67: ResumeGrabber Confirmation Window — Contact Info

ResumeGrabber enables you to verify the contact address at the time of transfer. It ensures that
the contact address transferred to your database is a valid address.

Click the Verify Address button.

ResumeGrabber checks with USPS website and verifies if the transferred address details are
accurate. Address verification can be done only if the transferred address contains values for the
following fields:

Addressl

Company Name (Optional)
City

State

Address verification does not happen if there are no values for the above fields (Company is Optional)

Internet connection is required to verify an address with the USPS website.
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Example:

The address you are transferring using ResumeGrabber
Michael Godfrey

84 Peachtree St Suite 104

Atlanta, GA 30303

Click the Verify Address button.

The address is verified with the USPS website.

If there is one match for the transferred address, then the matched Official Postal Address Format
is displayed in this window.

Figure 68: Address Verification
Click Yes if you want to replace the original address with the official address.

Click the Transfer button in the ResumeGrabber Confirmation Window to transfer the verified
address to your address book.

If more than one match is found for the transferred address, then all the matching addresses are

displayed in this window.

In the above example, as compared to the Official Postal Address Format, the transferred
address does not contain the company name.
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From the list of addresses, click and select an address that matches your transferred address.

Apply USPS format (UPPER CASE): By default, this option is selected. In USPS format,
addresses are formatted in UPPER CASE.

Uncheck this option if you want to transfer the address in the format you had set up in Format
window.

If you had selected “NONE” option in the Format window, then ResumeGrabber by default

formats the address and sends it to your destination application. Address is sent in Title case
format and abbreviated state names and company names are formatted in UPPER CASE.

Editing the contact information in the ResumeGrabber Confirmation Window affects only that particular

transfer.

5.3. ResumeGrabber Confirmation Window — User Field s

The User Fields tab displays the default values that were assigned to your database fields in the
Destination Setup window. You can edit the existing default values displayed in the
ResumeGrabber Confirmation window.

Click the User Fields tab in the ResumeGrabber Confirmation Window.

Figure 69: ResumeGrabber Confirmation Window — User Fields
After making appropriate changes, click the Transfer button to transfer the contact details and
resume to your database.
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Editing User Fields in the ResumeGrabber Confirmation Window affects only that particular transfer. To

enable the changes to take effect for all transfers, you need to update the values of the user fields in the
Destination Setup window.

5.4. ResumeGrabber Confirmation Window — Comments

You can type comments about the candidate in this window.

Click the Comments tab in the ResumeGrabber Confirmation Window.

Figure 70: ResumeGrabber Confirmation Window — Comments

The comments entered in this window are displayed as a separate entry in the respective tabs of
your applicant tracking system.

ACT!™ — Notes tab
GoldMine® — Links tab
Microsoft Outlook — Text area in the Contact Window

Online Candidate Form — Form Field

If the resume text is attached to the Notes tab, then the comments are displayed above the resume
text.
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5.5. ResumeGrabber Confirmation Window — Form Info

The Form Info tab is displayed when you transfer resumes to an online candidate form on your
website.

Figure 71: ResumeGrabber Confirmation Window — Form Info

If your website address is not displayed, click the dropdown arrow under Select web form and
select your web form.

The existing mapping between the form fields and the ResumeGrabber fields is shown in this
window. You can modify the mapping here in this window.

The values extracted from the candidate's resume, which are filled into the form fields, are shown
under Values to Enter .

You can, however, change the mapping or settings done here in the Form Info tab.

Example:
Field Name on Form Mapped Fields Default Value

Email Email abc@xx.com

City City Saratoga
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Field Name on Form: The names of the fields in the candidate form to which you want to
transfer resume are displayed in this column.

Example: Email.

To view the internal tags used by ResumeGrabber for the form field, select the Show Internal
Tags option. Example: Email [Email]. Here [Email] is the internal tag used by ResumeGrabber for
that form field.

Mapped Fields: The fields provided internally by ResumeGrabber are displayed in this column.
To disable viewing the mapped fields, uncheck the Show Mapped Options .

The Form Contact fields and ResumeGrabber Mapped fields are mapped automatically in the
table.

Example: Email form field is mapped to Email field provided by ResumeGrabber i.e. the E-mail
address from the candidate resume gets transferred to the E-mail field in the candidate form.

You can click the Map Automatically button to map the form fields automatically to the
ResumeGrabber fields.

You can assign a default value for a field in the candidate form. In the Default Values To Enter
column, enter the value for the corresponding field. These values are substituted if there is no
original value present in the resume to fill in the form field.

Example: Email form field is mapped to Email field provided by ResumeGrabber. Enter the default
value "mark@abc.com."” During transfer, if there is no value present in the resume for the e-mail
address form field, then by default "'mark@abc.com” is transferred to the Email form field.
ResumeGrabber does not map some fields automatically. In this case, click on the row that
shows "click to map" to find a dropdown list. Select a ResumeGrabber field from the dropdown list
and map it to the form field.

Example:

Field Name on Form Mapped Fields

Copy and Paste your Resume here:|Click to map

Click on “Click to map.”

A dropdown list appears.

Select a field from the dropdown list.
Example: Resume [Paste Resume].

So now, when you transfer a resume, the resume text is pasted in the "Copy and Paste your
Resume here:" field in the candidate form.

Save Map: Clicking this button saves the settings for that particular web address. You can click
the Advanced button and provide more information about the map.

Click Delete Map to delete the saved maps.
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Click Clear to clear the mapping.
Show Map Options: Uncheck this option if you do not wish to view the mapping options.
After making the relevant changes, click the Transfer button.

It automatically fills the form with new values. All you need to do is just click the Submit/Add
Record button on the candidate form. You can then transfer the next resume and thereby fill your
candidate forms with ease.

6. Resume Viewer

When you transfer a resume, a Resume Viewer window opens along with the Confirmation
Window displaying the processed resume. The Resume Viewer window is displayed only if the
View Resume Viewer option in Miscellaneous Setup in ResumeGrabber Options dialog box is
selected.

Figure 72: Resume Viewer

The Resume Viewer window provides options to edit the resume, change the font and case,
highlight the text, etc.

If the transferred resume contains keywords, then they are highlighted in the Resume Viewer
window. Refer Search Setup for more details.

Click Search Setup on the Resume Viewer toolbar to launch the Search Setup window.
You can add new keywords or edit existing keywords.

After making necessary changes, click Parse Again on the Resume Viewer toolbar to reprocess
the resume. The Resume Viewer now reflects the changes made in the Search Setup window.

You can map any text in the Resume Viewer window to the user fields that are displayed in the
User Fields tab of the ResumeGrabber Confirmation Window.
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Select any text in the Resume Viewer window.

Right-click and select a field from the User Fields menu.

When you select a field, the selected text is transferred automatically to that particular field in the
Summary and User Fields tabs of the ResumeGrabber Confirmation Window.

When a text value already exists in the ResumeGrabber Confirmation Window, the transferred
value is concatenated to the existing value separated by a semicolon.

If there are no fields mapped in the User Fields tab of the ResumeGrabber Confirmation Window, then
you cannot map and transfer data from the Resume Viewer window.

You can add comments to the Comments tab of the ResumeGrabber Confirmation Window.
Select any text in the Resume Viewer window.
Right-click and select Add to Comments .

The selected text is transferred to the Comments tab of the ResumeGrabber Confirmation
Window as comments.

You can drag and drop text from the Resume Viewer to the ResumeGrabber Confirmation
Window and vice versa.

Select any text from the Resume Viewer window.
Drag and drop the selected text to any field in the ResumeGrabber Confirmation Window.

The selected text is cut from the Resume Viewer window and pasted into the field in
ResumeGrabber Confirmation Window.
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7. Transfer Resumes

Once you have configured the settings in ResumeGrabber, you can start transferring resumes
from e-mails, job boards and documents into your applicant tracking system.

7.1. Transfer Resumes into ACT! ™

1. Open the resume you want to transfer.
2. Open your database in ACT! ™,
3. Select the address in the resume.
4. Launch the ResumeGrabber floating toolbar.
(If the toolbar is minimized, click the tray icon to launch the toolbar.)

5. Select the destination link from the dropdown destination options list.

(Refer Destination Options for more details)

6. Click the Go button on the ResumeGrabber toolbar.
A ResumeGrabber — Transfer window appears displaying the transfer processing status
of the resume.

During transfer, a ResumeGrabber Confirmation Window appears that displays the

candidate’s contact details for the purpose of verification.

7. Verify the contact details and click the Transfer button in the ResumeGrabber
Confirmation Window.

Your candidate address information is processed and a new contact is created in your ACT! ™
database. The candidate’s resume document and resume text are copied to the Notes/History
tabs of your ACT! ™ database.

7.1.1. Destination Options for ACT! ™
The various destination options available in the dropdown list of ResumeGrabber toolbar are
given below.

Select

Create a new contact in the Business section of ACT! ™,

Attach resume document as an attachment and provide a
hyperlink in the Notes/History tab of the transferred contact.

Add Contact + Resume

[Business]
Attach resume text to Notes/History tab of the transferred

contact.




Transfer Resumes

Add Contact + Resume
[Home]

Create a new contact in the Home section of ACT! ™,

Attach resume document as an attachment and provide a
hyperlink in the Notes/History tab of the transferred contact.

Attach resume text to Notes/History tabs of the transferred
contact.

Add Contact [Business]

Create a new contact in the Business section of ACT! ™,

Add Contact [Home]

Create a new contact in the Home section of ACT! ™,

Add Notes

Attach resume text to Notes/History tabs of a contact that is
currently open in your ACT! ™ database.

A ResumeGrabber — Add Link/Notes dialog box is displayed during
transfer that enables you to verify the contact existing in your database
to which the resume text and document are attached.

Add Links

Attach resume document as an attachment and provide a
hyperlink in the Notes/History tab of a contact that is currently
open in your ACT! ™ database.

A ResumeGrabber -Add Link/Notes dialog box is displayed during
transfer that enables you to verify the contact existing in your database
to which the resume text and document are attached.

You can add/remove the destination options to/from the dropdown list in the ResumeGrabber toolbar.

Refer Add / Remove Destination Options for more details.

7.2. Transfer Resumes into GoldMine®

Open the resume you want to transfer.

Open your database in GoldMine®.

1
2
3. Select the address in the resume.
4

Launch the ResumeGrabber floating toolbar.

(If the toolbar is minimized, click the tray icon to launch the toolbar.)

5. Select the destination link from the dropdown destination options list.

(Refer Destination Options for more details)

6. Click the Go button on the ResumeGrabber toolbar.

A ResumeGrabber — Transfer window appears displaying the transfer processing status

of the resume.
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Figure 73: Transfer Window

During transfer, a ResumeGrabber Confirmation Window appears that displays the

candidate’s contact details for the purpose of verification.

7. Verify the contact details and click the Transfer button in the ResumeGrabber

Confirmation Window.

Your candidate address information is processed and a new contact is created in your

GoldMine® database. The candidate’s resume text is copied to Notes Tab of your GoldMine®

database. The candidate’s resume document is copied to Links Tab of your GoldMine®

database.

7.2.1. Destination Options for GoldMine®
The various destination options available in the dropdown list of ResumeGrabber toolbar are

given below.

Select

Add Contact + Resume

To

Create a new contact in GoldMine®.

Attach resume document link to the Links tab of the
transferred contact.

Attach resume text to Notes tab of the transferred contact.

Add Contact

Create a new contact in GoldMine®.

Add Links/Notes

Attach resume text to Notes tab.

Attach resume document as an attachment and provide a
hyperlink in the Links tab of a contact that is currently open
in your GoldMine® database.

A ResumeGrabber — Add Link/Notes dialog box appears during
transfer that displays the name of the contact open in GoldMine®, to
which the resume text and document are attached.
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Add Notes Attach resume text to Notes tab of a contact that is currently
open in your GoldMine® database.

A ResumeGrabber — Add Link/Notes dialog box is displayed during
transfer that enables you to verify the contact existing in your
database to which the resume text and document are attached.

Add Links Attach resume document as an attachment and provide a
hyperlink in the Links tab of a contact that is currently open
in your GoldMine® database.

A ResumeGrabber — Add Link/Notes dialog box is displayed during
transfer that enables you to verify the contact existing in your
database to which the resume text and document are attached.

You can add/remove the destination options to/from the dropdown list in the ResumeGrabber toolbar. Refer
Add / Remove Destination Options for more details.

7.3. Transfer Resumes into Microsoft Outlook

1. Open the resume you want to transfer.
2. Open your address book in Microsoft Outlook®.
3. Select the address in the resume.
4. Launch the ResumeGrabber floating toolbar.
(If the toolbar is minimized, click the tray icon to launch the toolbar.)
5. Select the destination link from the dropdown destination options list.

(Refer Destination Options for more details)

6. Click the Go button on the ResumeGrabber toolbar.
A ResumeGrabber — Transfer window appears displaying the transfer processing status

of the resume.

During transfer, a ResumeGrabber Confirmation Window appears that displays the

candidate’s contact details for the purpose of verification.

7. Verify the contact details and click the Transfer button in the ResumeGrabber
Confirmation Window.
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Your candidate address information is processed and a new contact is created in your Microsoft

Outlook address book. The candidate’s resume text and document link are copied to the Contact

window.

7.3.1. Destination Options for Microsoft Outlook
The various destination options available in the dropdown list of ResumeGrabber toolbar are

given below.

Select

Add Contact + Resume

[Business]

To

Create a new contact in the Contacts folder in Outlook. The
mailing address is set as business for the contact in the
contact window.

Attach resume document as an attachment and provide a
hyperlink in the text area below the Contact and Address
fields of the contact window.

Attach and display the resume text in the text area below the
Contact and Address fields of the contact window.

Add Contact[Bus]

Create a new contact in the Contacts folder in Outlook. The
mailing address is set as business for the contact in the
contact window.

Add Contact + Resume
[Home]

Create a new contact in the Contacts folder in Outlook. The
mailing address is set as home for the contact in the contact
window.

Attach resume document as an attachment and provide a
hyperlink in the text area below the Contact and Address
fields of the contact window.

Attach and display the resume text in the text area below the
Contact and Address fields of the contact window.

Add Contact [Home]

Create a new contact in the Contacts folder in Outlook. The
mailing address is set as home for the contact in the contact
window.
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Add Links / Notes

Attach resume text and document to Links tab of a contact
that is currently open in your Microsoft Outlook address
book.

A ResumeGrabber — Add Link/Notes dialog box appears during
transfer that displays the name of the contact open in Outlook, to
which the resume text and document are attached.

Add Links

Attach resume document as an attachment and provide a
hyperlink in the text area below the Contact and Address

fields of a contact that is currently open in your Microsoft

Outlook address book.

A ResumeGrabber — Add Link/Notes dialog box is displayed during
transfer that enables you to verify the contact existing in your
database to which the resume text and document are attached.

Add Notes

Attach resume text in the text area below the Contact and
Address fields of a contact that is currently open in your
Microsoft Outlook address book.

A ResumeGrabber — Add Link/Notes dialog box is displayed during
transfer that enables you to verify the contact existing in your
database to which the resume text and document are attached.

You can add/remove the destination options to/from the dropdown list in the ResumeGrabber toolbar. Refer

Add / Remove Destination Options for more details.

7.4. Transfer Resumes as a CSV File

You can export resumes from E-mails, documents and job boards as a CSV file.

1. Open the resume you want to transfer.

2. Select the address in the resume.

3. Launch the ResumeGrabber floating toolbar.

(If the toolbar is minimized, click the tray icon to launch the toolbar.)

4. Select the destination link from the dropdown destination options list.

(Refer Destination Options for more details)

5. Click the Go button on the ResumeGrabber toolbar.

A ResumeGrabber — Transfer window appears displaying the transfer processing status

of the resume.
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During transfer, a ResumeGrabber Confirmation Window appears that displays the

candidate’s contact details for the purpose of verification.

Verify the contact details and click the Transfer button in the ResumeGrabber
Confirmation Window.

All the candidate information including the resume text is exported to a text file.

7.4.1. Destination Options for Data Export

Select To
Add Contact + Resume Export the contact’s address information and resume text to
a text file.
Add Contact Export the contact’s address information alone to a text file.

7.5. Transfer Resumes from Clipboard

1
2
3.
4

Open the resume you want to transfer.

Open your applicant tracking system (ACT! ™ / GoldMine® / Microsoft Outlook).
Select and copy (Press Ctrl + C) the entire resume content.

Launch the ResumeGrabber floating toolbar.

(If the toolbar is minimized, click the tray icon to launch the toolbar.)

Select the destination link from the dropdown destination options list.

(Refer ACT! / GoldMine / Microsoft Outlook / Data Export to know more about

destination options.)

Click the Go button on the ResumeGrabber toolbar.

A ResumeGrabber — Transfer window appears displaying the transfer processing status
of the resume.

During transfer, a ResumeGrabber Confirmation Window appears that displays the

candidate’s contact details for the purpose of verification.
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Verify the contact details and click the Transfer button in the ResumeGrabber
Confirmation Window.

Your candidate address information is processed and a new contact is created in your applicant

tracking system. The candidate’s resume document is inked to the contact and the resume text is

copied to your database.

7.6. Transfer Resumes into an Online ATS

You can transfer resumes and other contact information into an online applicant tracking system

(candidate form).

1.

2
3.
4

Open the resume you want to transfer.

Open the online resume form.

Select the contact address in the resume.

Launch the ResumeGrabber floating toolbar.

(If the toolbar is minimized, click the tray icon to launch the toolbar.)

Click the Go button on the ResumeGrabber toolbar.

A ResumeGrabber — Transfer window appears displaying the transfer processing status

of the resume.

During transfer, a ResumeGrabber Confirmation Window appears that displays the

candidate’s contact details for the purpose of verification.

Verify the contact details and click the Transfer button in the ResumeGrabber
Confirmation Window.

A Map Save Options window appears.

Enter the name of the map and click the Save button.

The saved map can be used to transfer any resume into this online resume form.
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ResumeGrabber extracts the information from the resume and intelligently fills the details
in the online resume form.

Click here to know more about the form fields supported by ResumeGrabber.

7. Click the Submit button to add the resume to your online ATS.

7.6.1. Fields Supported by ResumeGrabber
ResumeGrabber can automatically map the following fields and enter their values in the web
form.

Full Name

First Name

Last Name

Email Address

Phone Number

Address

City

State/Province

Zip/Postal Code

Country
ResumeGrabber also supports some special fields.
Address [Line - 1] : First line in an address.

Address [Line - 2] : Second line in an address.
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Address Block [Contact Details] : Consists of fields such as Salutation, First Name, Last Name
and Company.

Address Block [Postal + Contact Details]  : Consists of fields such as Salutation, First Name,
Last Name, Job Title, Company, Address1, Address2, Address3, City, State, Zip and Country.

Address Block [Postal Details] : Consists of fields such as Address1, Address2, Address3, City,
State, Zip and Country.

Address Block [Title + Contact Details] : Consists of fields such as Salutation, First Name, Last
Name, Job Title and Company.

Comments [Recruiter Comments] : Comments you enter in the Comments tab of the
confirmation window.

Keywords : The matched keywords (skill) displayed in the Summary tab of the Confirmation
window.

Keywords with Occurrences : The matched keywords (skill) along with its number of
occurrences displayed in the Summary tab of the Confirmation window.

Resume [Paste Pathname / URL] : The path of the resume or the website address of the
resume.

Resume [Paste Resume] : The text of the resume.

User fields

You can map these fields when you set up the applicant tracking system.

8. Import / Export Wizard

You can export the existing settings of your ResumeGrabber to any folder of your system or
attach it and send it as e-mail. Then you can import these settings into a different system/path
where you have installed ResumeGrabber.

Export Existing ResumeGrabber Settings

If you have setup ResumeGrabber according to your requirements, then you can export all the
settings to another folder of your system or you can attach it as a zip file and send it as e-mail.
The purpose here is to enable you to use the same settings for ResumeGrabber software
installed in a different system.

To launch the ResumeGrabber Export Setup Wizard,
Click on the toolbar.
Select Export/Import Wizard and click Export Setup from the menu.

ResumeGrabber toolbar is closed and the Export Setup Wizard is launched.
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Figure 74: Export Setup

You can export ResumeGrabber settings provided in the:

Keyword setup of Search Setup window.

All the settings specified in the ResumeGrabber Options dialog box.
Under Export Settings ,
Select the appropriate option to export the settings.

Attach to a new email: By default, this option is selected. Clicking the Export button creates a
new message in your default e-mail system. All the ResumeGrabber setting files are attached as
a zip file (ResumeGrabber Settings.zip) to the e-mail message. You can send this e-mail to the
person who requires your settings.

In case of any problem, you can send these settings to eGrabber support —
support@egrabber.com

Export to the following folder:  Select this option to export the settings to a particular folder of
your system.

Click the button.

Select the folder to save your files. You can also save the files across a network.
After selecting the folder, click the Export button.

Under Export Map Files

Yes, | like to export existing map files  is selected by default.

ResumeGrabber can also export the map files created for your online candidate forms. By
default, maps created during transfer are saved in C:\Documents and Settings\Administrator\My
Documents\ResumeGrabber Standard\MAP with a .Map extension. Uncheck this option if you do
not want to export the map files.
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Click the button to choose specific map files and export the selected files.

All the ResumeGrabber setting files are zipped (ResumeGrabber Settings.zip ) and exported to
the selected folder of your system.

After export, the ResumeGrabber toolbar is launched again.

Import New ResumeGrabber Settings

If you have exported ResumeGrabber Settings to a folder in your system or you have received a
zipped attachment (ResumeGrabber Settings.zip ) by e-mail, you can use the Import Setup
Wizard to import the new settings and overwrite the existing settings in your ResumeGrabber
software.

To launch the ResumeGrabber Import Setup Wizard,

Click on the toolbar.
Select Export/Import Wizard and click Import Setup from the menu.

ResumeGrabber toolbar is closed and the Import Setup Wizard is launched.

Figure 75: Import Setup

Under Select the ResumeGrabber import file

Click the button and select the ResumeGrabber Settings.zip file from your system.

Select the ResumeGrabber settings that you want to import from the ResumeGrabber
Settings.zip file.

Under Typical ,

All settings in Options dialog: By default, this option is selected. It imports all the settings
provided in the ResumeGrabber options, keyword setup tab of the Search Setup window.
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Uncheck this option if you do not require these settings to be imported.
When this option is unchecked, the options under Custom are enabled.
The options under Custom enable you to import only particular settings.

Keyword Setup: By default, this option is selected. It is the settings provided in the Keyword
Setup of Search Setup window. The Keyword Setup file has a .ctg extension.

Refer Search Setup for more details.

Import Form Map Files: Select this option to import map files created for online candidate forms.
The map file has a .map extension.

Click Download Online Maps button to download all the maps for online candidate forms
available on the server.

The downloaded maps replaces the matching maps listed in the Options window.
After selecting relevant options, click the Import button.

The new ResumeGrabber setting files are imported to the default installation path of
ResumeGrabber Standard and these files overwrite the existing settings of your software.

After import, ResumeGrabber toolbar is launched again.



License Agreement

9. License Agreement

I & & = > #$" 4
&! | &
!
1 2 @
! = > #$
! !
I % A ?7 @ "A % =
> #$B C
I 1o
& ! %
!
(-# <@ #L*= > #$ I & & 11 *
! Al A"
! 1 & &

+ CH#-1= <1<C-*= >#$

D
[ .$-1- #1* ! ! ? 3
! ! ! ! ! = &
1% ! ! % $ %
(. !
04E? =11<C-* 1%$2--1#14@ $ S H#H # 4E? L%
< =11<C- ##=- .-# 28&<.-71 #=F# <
1-= @.111?=1=-221E -1=.-@.11. <$?-C.-E# # #%
=
1& = > #$ % /68
I = > #$G1 I
&! &
!
8 -#l<--1- #1* 1&g ! !
& & & * = > # $
$ 11 % ¥ ! &
! ! &
& & #2
6 2> -#HC@ #2 ># #H<@ # *
& ! & &
1 "& & ! !
ll I @ I
= > #$ | ! ! ?
&! ! !
1 21@ >-<C--#%*= > #$
! D & ! ! I &
& I I

1 !



License Agreement

c-F-1 ##-#*% 1| ! &
& ! ! ! !
) - @71 * ! &
= > #$
(?-2* I
< &1 1 |
| | *
(2?2 1* 1 D !
C B $
?2 L), 20 = &$
" ), 2!
& ! @
2

(+-1-F #<-=1*= > #3$ I I

/@ #1L E$*$ ! ! 3 ! %! $
% I = > #$ [ !
! ! % !
0@ #1 E$- 1- #* 1
1 $ = > #$ !
! 1 ! ! !
1 1 !
D % ! 2 F
% ! D
%
B8=1#*$ | H#O$ # ! Lo
% % &
& & & & H !
= > #%
(6 #1# .?1 <2 983 = > #$ |
1 & 1& ! I =
D> HE ! ! 3
! !
G-1- #1#?21*$ | &
1& ! & & [ !
! %
I |
I @ I *
! 11
%! B
I @ I ! !

¢ -#<2 1-=42*1 !
% &
!
! &



= > #$ ! !
! ' %
1 &
0 $=# #H240@# * !
!
* = > #$ ! !
& ! ! ! <
*D
O ## $># #2 ># #*= > #$
! P
+ 21@ >-*= > #$
& & & &
> #$ !
! @ !
= > #$ !
2.# 7?21 = 1<C- ##% 1 C=-1 #<
SLHI& - -$ 4?1 #11>F5= # < # -
117> @@ -1E<.-1?=71
=1<C- #2 > #$# C- #> - @1 -
C=?C-#3$<#SE#2 = > #52.1#.

~->E #%--1# #1- 2# =?1&.-
=1<C- .-C- #> - @1 # ->1.< .--
-@ 4@ P& ?--##11.-.=-C1 $.? 117>
-1?7@ 1837 @ $ #2 <># <=1<C-
C- #> - @1 -2< F&$? 117> = #
# 11-$1-F # .-- -.- - #

= >HSSE1I# C--# 1 < #SE#2& |-1
H@2# 4?2 #. @> 2 .= >@ 2C--# 1
< #11<- - ?2@-7?-1&C=-1 .
C- ##<.> #.-2F F#4% = > #%&

21-4? -1& #1.->@%$11=QO@ - C
#-1 =1. <=1C--#3%$& #23$.7>3%#.

#<.-> #.- 2F

=-= > HSH- HEHE @L C=.=14 # #
- H& -2? #&-2@F-$.<=1-2? 1
2- &#2- & #1I?H#H @.-#2# @2>
<-@.11 <4?1#11 -< 1&471#11 # -7 #
#<.-> H#&#2 = @E" -1# 72 <=71.

2?7 & F# <= >#$=14 #2F12.< =
2> 1
1
D &
P & ! !
+ @> #.#1? *$ !
! >?1 !

“$ - I

License Agreement

#2> .- #7?7-$ .
-, ?2-1&%$7 1-11@%

-F22A1 1A
C--#& ?-# &
=-1?7@ < =?1&.<
#11& 7?- $&

= #--1E1. =
<=1<C- .-
-1 < @@

11.->@ 2&
<>-=H 4@ $ #2
=1-2? # .-@ .-
12 @ -1&
—-#$.-# #5CS$
-@% # #$ 1?2 =

F@F2 # =
—@@4 @ 4@ <-- #$
1 #@?72# 2>
& @.11 <4?1#11
<-#4@ $ .71 =1
114@ $.<1?=



License Agreement

+H( @> #<@4@ $*## F# CO@ = S>#H$ .- 11?7 @ -14
@ 4@ .$72<-#%2> 1& @ >1&.- .11C= 1.F-.-#3%
HLI?#H Q& #2- & #2# @2> 1&.- #% @1 -<1.-@.1
1F#1& F# < > #$--1# F=14 # 2F12 < =
A14@ $<1?7=@.11&2> 1& @ >1.- .11 ~<-#5 @ >4% #$
=2 -%$ =<.-.#H#O@> #1#2 1@?1. #1 @% .= | #
> 24% @ 4@ @C #%$.2-7?-12 # = > #$B1 -
@4@ $#2= < 11?7 @ -1?2#2-.- # # # #C ==
-SH1I=@@4 @> 2. = > 2<.- =1<C-
++ F-## @C #2<.-7>* & &
! 1 1& &7?1
+ >@ ->#* I
= > #$& & &
I I
& |
! 'D & ! = ># |

(0,12 34 &1 5(6
17 & )8(+)
21



	1 About ResumeGrabber Standard
	1.1 Features
	1.2 Supported Applications

	2 Quick Setup Wizard
	2.1 Select Destination
	2.2 Setup for ACT! Database
	2.2.1 Select Destination
	2.2.2 Login to ACT!
	2.2.3 Set Default Values
	2.2.4 Set Duplicate Check
	2.2.5 Attach Activities

	2.3 Setup for Data Export
	2.3.1 Select Destination
	2.3.2 Set Default Values

	2.4 Setup for GoldMine Database
	2.4.1 Select Destination
	2.4.2 Login GoldMine Database
	2.4.3 Set Default Values
	2.4.4 Set Duplicate Check
	2.4.5 Attach Processes
	2.4.6 Attach Activities

	2.5 Setup for Microsoft Outlook
	2.5.1 Select Destination
	2.5.2 Select Folder
	2.5.3 Set Default Values
	2.5.4 Set Duplicate Check
	2.5.5 Attach Activities

	2.6 Setup for Zoho People
	2.6.1 Select Destination
	2.6.2 Set Default Values

	2.7 Setup for Online Applicant Tracking System
	2.7.1 Select Destination
	2.7.2 Enter Web Address

	2.8 Set up Keywords
	2.9 Save Resume Attachments
	2.10 Customize Filenames

	3 ResumeGrabber Toolbar
	4 ResumeGrabber Options
	4.1 Destination Setup
	4.1.1 Link Options for ACT!
	4.1.2 Link Options for Data Export
	4.1.3 Link Options for GoldMine
	4.1.4 Link Options for Microsoft Outlook
	4.1.5 Link Options for Zoho People
	4.1.6 Destination Setup for Online ATS

	4.2 Document Setup
	4.3 Search Setup
	4.4 Source Options
	4.5 Add / Remove Destination Options
	4.6 Format Options
	4.7 Miscellaneous Setup

	5 ResumeGrabber Confirmation Window
	5.1 ResumeGrabber Confirmation Window – Summary
	5.2 ResumeGrabber Confirmation Window – Contact Info
	5.3 ResumeGrabber Confirmation Window – User Fields
	5.4 ResumeGrabber Confirmation Window – Comments
	5.5 ResumeGrabber Confirmation Window – Form Info

	6 Resume Viewer
	7 Transfer Resumes
	7.1 Transfer Resumes into ACT! ™
	7.1.1 Destination Options for ACT! ™

	7.2 Transfer Resumes into GoldMine®
	7.2.1 Destination Options for GoldMine®

	7.3 Transfer Resumes into Microsoft Outlook
	7.3.1 Destination Options for Microsoft Outlook

	7.4 Transfer Resumes as a CSV File
	7.4.1 Destination Options for Data Export

	7.5 Transfer Resumes from Clipboard
	7.6 Transfer Resumes into an Online ATS
	7.6.1 Fields Supported by ResumeGrabber


	8 Import / Export Wizard

