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Chapter 5 – Resume Searches 
 
After the announcement closes, it’s time to search for applicants that have self-nominated. 
 
To search for applicants - Open Resumix. 
 

                 
 
 
One of the following methods can be used to create the Resume Search: 
 
Open the Requisition (Chapter 3) that is being worked and click Resume Search tab. Select 
<Create New Search>  
 
OR 
 
Select Resume from the Navigator Bar, then select “New Search” Or from the Main Menu Bar 
select Resume > New Search. 

 

DO NOT USE AT 
THIS TIME. 

Menu Bar 

Menus 

Navigation 
Bar 
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Reviewing the Resume Search Window 
 
Let’s review the Title Tab, Tool Bar, and Tabs that appear in a Resume Search window. 
 

 
 
Title Tab:   Display the name of the Resume Search currently open. 
 
Tool Bar:   
 
 
 
 
 

 
 
    
 
 
 
 
 

Menu New Email 

Count 
Matching 
Resumes

Knowledge 
Base 

Close Open Print Clear
Search 
for 
Matching 
Resumes

Save 

Resume 
Matches 
List
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Tool Bar:     
      

 
 
Menu Button….. Enables user to….. Or Use Button on 

Tool Bar……. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
New:  Create a new resume 
search. 
 
Open:  Open an existing 
resume search.  
 
Close:  Close the window 
currently open. 
 
 
Clear:  Clear the current search 
criteria. 
 
Save:  Save the 
search and results. 
 
Save As:  The ability to copy an 
existing resume search and save 
under a different name.   
 
Rename:  Rename the resume 
search.   
 
Delete:  Delete the resume 
search.  
  
Print:  Print. 
 
 
Email:  Send email.  

 
 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 
Knowledge Base:  View 
the Knowledge Base. 
(EXT/DEU ONLY) 
 
Resume Matches 
List:  View the 
Resume Matches List. 
 

 
 

 

 

 

 
For Matching 
Resumes:  Search for 
matching resumes.  
Use for new searches. 
 
Count Matching 
Resumes:  Count the 
matching resumes. 
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Renaming and Creating the Resume Search 
 
Once the Resume Search window is open, the resume search should be renamed to match the 
Requisition that is being worked. 
 
Select File > Rename 
 

 
Rename the Resume Search to have the same name as the requisition number.  Click OK.  

 

 
 

 
 
 
Once the Resume Search has been renamed, the information needed to search for applicants 
that have self-nominated must be completed.



RESUMIX/CPDSS User’s Guide to Filling Jobs 
AFPC/DPCXT, Revised June 2004 
 

5-5

LOCATING SKILLS:  
 

 
 
Specialists can “locate” skills by utilizing “Get Job Description” area: 
 

FROM REQ - job description would be imported from the resumix requisition. 
 
FROM JOB  (NOT USED - job descriptions for Occupational Series are not available in 
resumix).   
 

LOCATE TYPE;  Allows HR specialists to either choose grammar base from a listing of  Skills, 
Titles, Companies, Schools, Degrees, or Majors  
 
 

After completion of the job description area, review for content, grammatical and spelling errors.  
To check for spelling errors, place the cursor at the beginning of the text for the Job Description, 

Click    to spell check the information and make any necessary corrections. 
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Once the appropriate skills are located, HR specialists can identify them as either “DESIRED” or 
“REQUIRED” by highlighting the skill and clicking the appropriate button.   
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1 - Select the General tab.   
 
 

 
Note:  Select All Resumes and Any every time you search for Resumes. 
 
 
2. Select the Custom tab. 

 
 
3.  In the Group field select Self Nomination from the drop down menu. 
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4.  Select Self-Nomination in the Field area.   In the Text window Enter the 20 characters of 
the Self-Nomination number.  You can either copy and paste the number into this area or type it 
manually. 
 

                                    
Warning:  The Self Nomination information typed in the Text field, MUST match the requisition 
EXACTLY. This area is case sensitive.  If the information is typed incorrectly it will not pull the 
applicants.  
 
After all the information has been completed for the Resume search, the user should click on the 
Overview tab to verify that all the information is accurate. If all the information is accurate, this is a 
good time to save the Resume Search. 
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5.  To determine the number of applicants that self-nominated click the  icon. 
 

 
 
6.  To pull the actual list of applicants that match your resume search criterIa select the 

“Magnifying glass”  icon 
 
 
 
 
 
 
 
 
 
 
. 
 

NOTE:  Some fields may be 
truncated (cut-off).  For 
example, Self-Nomination is 
20 characters, but only 15 
characters appear.     
 
System is displaying as 
designed.    Will also print 
truncated.
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If the resume search contains more than 1000 matches, the following notice will appear: 
 

 
 
 
For instructions on how to complete a search for more than 1000 matches refer to Appendix B. 
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