Navigation Bar Menu

Appendix C

This appendix provides a more in-depth look at Resumix and some of the functionality available

within the application.

Create a new requisition.

Select an existing requisition from
alist.

Search for an existing requisition.

Requisition
R equizition
g NEW
A PT
g SELECT
Select
S SEARCH
Search
Resume
Rezume
i NEW
= SUMMARY

Create a new resume summary.

Mew Surmmary

Create a new resume search.

Select an existing resume search
from alist.

NEW
S SEARCH
Mew Search
w...‘ SELECT
SEARCH
Select Search
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Navigation Bar Menu Icons (Cont’'d)

Personal

Perzaonal

)

by Folders

ty Open Requisitions

Vg

ty Open Regs with Hew
Matches

by Pending Bequizsitions

&

by Options

£

Change Pazsward

&0
#H

Current Configuration
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MY FOLDERS Create foldersto personalize the
organization of your work.

MY OPEN Access your open requisitions.
REQUSITIONS

MY OPEN REQS  Search for an existing
WITH NEW requisition.

MATCHES

MY PENDING  Displaysthose requisitions
REQUISITIONS with astatus of pending for the
user logaed into Resumix.

MY OPTIONS Customizing the appearance of
Recruiter’ s Desktop.

CHANGE Change your password.
PASSWORD
CURRENT Access information about

CONFIGURATION the configuration of your
Resumix System.
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Navigation Bar Menu Icons (Cont’'d)

Help
Help I
:'i‘i ABOUT Access information about the
Recruiter’ s Desktop
About
Q FREQUENTLY Access Frequently Asked
A ASKED Questions.
Frequently Azked QUESTIONS
Lluestions
i;; HELP Access Recruiter’s Desktop Help
. topics.
Help

Host Menu Bar

You can also access all of the navigation bar options from the menu bar.

EREtruiter's Desktop (0] x]
Fle Edt Requstion Resume Personal Help Resumi
Exiting Recruiter’s Desktop

You can exit the Recruiter's Desktop in either of two ways:

1. From Menu Bar, choose File > Exit.

E 2. Click the Close button in the upper right corner of the Title Bar. Click OK in the
Confirmation box.

ﬂﬁl Note: Each tab has a Close button next to the menu button. This button closes
only that particular tab.
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Changing the Resumix Password

From the menu bar or navigation bar, choose Personal > Change Password

EREEI‘U“:EI"S Desktop

File Edit Requisition Resume | Persomal Help Resumix

R equizition

Resume

Perzonal

=3

by Folders

by Open Requisitions

by Open Regs with Mew
b atches

ky Pending Requisitiohs

B

by Optionz

=0

Change Pazswaord

&N
$H

Current Configuration

My Eolders

My Open Requisitions

My Open Reqs with Mew Matches
My Pending R equisitions

My Opkions

Change Pa
Current Configuration

The Change Password dialog box appears.

~Change Pazswiord

2ld Password I

zancel

Mew Passwiord I

Re-enter Password I

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

C-4



Using Personal Options

Perzonal |

B~

by Folders

The options in the Personal menu enable the user to customize their

My Open Requisitions workflow and the appearance of Recruiter’'s Desktop.

el
VS

by Open Regs with Mew
M atches

by Pending R equizsitions

B

My Options

=

Change Pazsword

-1 |
#H

Current Configuration

E

MyFelders - Organizing My Folders

My folders is used to quickly organize and access the user’s requisitions and resumes.
You can customize your workflow by creating an unlimited number of folders and sub-folders,
which can be moved, renamed, or deleted. It works the same way the folder system works in
Microsoft Windows Explorer and Microsoft Outlook.

Dragging and dropping a requisition or resume into a folder, a shortcut to the database is
created. Click on the linked item in My Folders to open a requisition or resume. Deleting a linked
item in a folder removes only the link created to the database. It does not delete the resume or
requisition from the database.

Tip: My Folders can be set up to work the way you do. To make the folders appear in a
specific order, begin the folder name with 01, 02, 03, etc. Otherwise, the folder names will
display in alphabetical order. Also, you can delete requisitions or resumes from My Folders after
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they have been worked and are no longer needed; thereby, showing only open requisitions or
resumes.

STEP 1: To create a folder, click My Folders. Click the menu icon ¥|. select File > New >
Folder. Type a name for the folder.
Be Edt Requsiion Personal el Resym
Fietpamsiiy s |
Flswms
Purstrul | x|
| I D T
e 2 S J
Wy Fobdei — . Rename
Dose
bty e R it
B
Hp O Flesgs sath bles
Hatches
iy Peruing Flagsstion:
(3
Ky (I phiors
-
Craarsm Fanzonnd
[ |
[
Cigrerst Confguisbon
Fls [ PFespsition Feseses Fenone e Resgmo
Paganion My Fokdara |
Firtorms
I- I Coriaris of "ees Fuokdss'
: e | Topes | Ausicied |
My el
"@ L Tvpe a name for the folder.
Fi= [k Hequshion Fssane Personsl  Help  Respno
| Pegusiion || My Foidens |
Fleuume
Farzonal :Iﬁl
] s FED) Conbants of “MAFCS RED'
- Harse o= [t ]
Wy Faldaer
EXAMPLE
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B O b e T M
& s e T AT T
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= LRI N0
% LREATE S TSN NED
= (LARTES 1 THEESI 1H
£2 DUANTESINT) 73291080
s STt 1

TRARING T CHHICIAH

HOLISIRKG PLAHALT UERT ASTIE TARIT
HBAL RESOURCES OFTICER (HAF|
RECREATION SPECIRLIST (DuTEd
Lo TRLCT i34 REPRESENTATIVE
LOCEEMTH CARFENTER]
HATERIALE HAMDLER
ECCTIPHTENT

FECRET.H™

W TEFRALE HARDLER

SETFE TAT

STEP 2: Locate the requisition or resume. Highlight and then left click, drag and hold to My
Folder.

Opens My Folders

[ishTae

B
Tl
— | |
l._||I :M
i | = EIFR T T T
| ax AT TH S T D
T CRJLSET D8 T A
ks A S R TE,

o (o [ [T

TR HING TR RN

HOLSHE WARATERTNT A ETANT
HLUMAH AESOUREES PG P
RECREAR I SPECALST puin

INagr Samety ke |

%:%ﬂm—mm
] . RE

Idiied

| T

£ MUANTESINTIZE . Pt

(TS

I EERT [ B0
R ERT [0 ey
Bl BT PRa- 1R
Jalbe b TR 1Y
| & PlEHTE5 iRt
| P BALLANTE ) P | B
| £ BALSHTESINT TITTEE

CORSTRULTIIN FEFRE SERTATVE
LOCKSMITH [CARPEMTER)
HATERLE S HaH[LEF
SCTTRTAMT

SECHE TEF

FATTALS HEHTLER

& R Ty

Liskact
% |
Pt |

P
ap gt

e You now have the file to work in My

Folders. Remember, deleting a linked
item in a folder removes only the link
created to the database. It does not
delete the resume or requisition from
the database.
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NOTE: This example utilizes the “My Options” button and shows the layout of the Requisition
Matches tab located on top of the Requisition Search tab.
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=3

by Options

Customizing Layout with My Options

You can customize the way Recruiter’'s Desktop displays by personalizing the My Options

feature.

To open, click My Options. Three tabs appear: General, Color Coded Tabs, and Resume Match

List.
Eﬂecruiter's Desktop
Eile Edit Reqguisition Resume Pirsunal ﬂel:l RLesumiz I
Requizition My Dp!on \ 4
Hrzsure General | Color Coded Tabs I Fesume Matches List I
Perzonal
Start with thiz screen I LI
My Folders katch hst alignment ITDp LI

My Open Requizitions

e
VEE

My Open Regs with Hew
Matches

Iy Pending Requizitions

E.

by Options

Adminizstration

Help

Hotlobs. com

Interactive Rezource Center

Cancel

d

Personal > My Options > General

—kyp O ption:

General I Color Coded T abs I Fesume Matches List I

Start with thiz screen

kA Folders - I

b4 atch list alignment

Mo Startup Form =7

Search for Requisitions -
ky Open Feqgs

by Open Regs Mew kMatches

MHew Reszume Summary

MHews Fesume Search

Select Besume Search

A
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Select the form
you want to see
when you log
on.




~kdyp Option
General I Color Coded T abs I Reszume Matches List I

Start with thiz zcreen IM_-,- Folders LI
b atch list alignment ITDp LI This diSp|ayS
> where your
Resume and
Requisition

match lists and
the Knowledge
Base window
will appear.

ak. Cancel

Click OK.

EXAMPLE SCREEN SHOT: LOGGING IN WITH SETTINGS FOR “START WITH THIS SCREEN”

Fis [t Espuidtion Assume FPesoral Help Aeegme

s isbie: My Folcees |
azaiares
Pascral :Jﬁi
[ ) MeFTE AED Cortmniz o SMARS RED

- Hame [T [ Aaded I
M Fakbais is TESTRICIENZIS  Pegesson . SAILAT0N 21352 P

=

A (] pees s dwina

Hy D Fagz wath Mees
gtche:
o Parchng Flegaamioes

[—3

iy O plicr ‘:J

Aajwerashislion
Hel
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EXAMPLE SCREEN SHOT: REQUISITION MATCHES WITH SETTINGS FOR “MATCH LIST

ALIGNMENT” SET AS “TOP”

B Ed Aoqusiion Resuse Fersonad Help Rosmgni

Fiequasiion Waihes |
Flequision

R injuiileen
Asmgra

| duos Vi

| Marage:

| hasm Hatohes |

T |

Fuaznal £= TESTREC12E1235

Parehreg

~|x

Fiipsiion Susrvalp - DALAKTESIMT12Z531000 iy Foser:

HAR™S AEQ
Ty (0 sy Pl s vl M e -
M ke

&

Wy Pending Flegueon;
(<3

MyOptos
Amunzidiin |
- |

Contents of “HARTS REQ

Mz

I Tops

| Eeided

£% TESTRECIMIZE

Personal > My Options> Color Coded Tabs

Finspamnon

TR0 213032 Py

You can set up and customize the color for groups of Requisition, Resume, and Administration
tabs. Your choices of different colors will make each group of tabs look distinctive.

STEP 1: Click the Requisition, Resume, or Admin Tab.

“bdy Option
General Color Coded Tabs | Resume katches List I

Requisition | Flesume' Bdmin |

Background |:| ﬁ'l
Active Text - IiF"“'l

—h aiu:ur Tab—é

Major Tab: The Requisition,
Resume, or Administration tab
at the very top of your screen.

Background: Background of
the currently selected Major
Tab including the tool bar.

TMinor Tab——————

Active Blg - Iill'|‘
Active Text I:l IiF"“'l

Minor Tab: Any subtab
under a Major Tab.

T~

Active Bkg: Background of the

\currently selected Minor Tab.
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Active Text: Text on the Major
or Minor Tab when the tab is
selected.




STEP 2: In the Major Tab area, click the Open g button to the right of Background.

STEP 3: Select the color for the background of the Major Tab.

frwes  Coion Colend T uien |Fn.l1l|l'|-d|.'|ln.:r||

ﬂlﬂlﬂlﬁmhhkm|
Wl a Viadr _I
F
T

o Bl

1
:
0

3 ) b

.

]

NEREAT
mTELL
AR BRERRET]
THRERT

ERREN
BEREAT
AEEATT

5
3
b

oK | Co HH

Bl HEEEET

STEP 4: Click OK.

STEP 5: Repeat Steps 1-4 for the Major Tab Active Text, Minor Tab Active Bkg, and Minor Tab
Active Text.

by O piicner —
Genmial Dol Conted Tatst | Fimsume Maichas List |
| Fiequisiion | Fesme | Adwi |
felzgonn T sy
Backgound [ ] g
I O~ | ——
Pelinioa Tabr
.
aciive Taxt [ il
(C ™ )| conce
v
STEP 6: Click OK.
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EXAMPLE SCREEN SHOT: HOW A REQUISITION WOULD APPEAR.

| eamon Sy - DRANTES 12345625105 | ot |

TR0 open
AN HH0d  Filled

Personal > My Options > Resume Matches List

| x| S|=z(8lo|of - @
- Ciatall | Tracking | l:mlnm] Mmau| Resume Seanh | Inaresiad Resumes |
Track Candidate || earin | gon | Tracsng |
04 JAMTES 123456358 1093
R athee
Recrufer  Smilh, Mary
Stafus: Filled
Fleaded By
HR Rep
Budgeted:
Ehit 158 Shaft
Fost Yeg
Locatione  OFFUTT AF B/ BARFY | MEBRAS
Status History
VTRA008 10019:37 A Panding

~ky Optio:
Generall Color Coded Tabs  Resume Matches List |

Select the information you want to display in the Resume Matches List.

[+ Last Mame
¥ First Mame

a

™ Middle Mame

¥ Received

¥ Scaors

¥ Tiacked Reqs

[~ Last Tracked Req 1D
[~ Last Tracking Activity
[~ Last Tracking Status

Select the information you want
to display on the Resume
Matches List.

Click OK.

Cancel
A
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EXAMPLE OF SCREEN SHOT: RESUME MATCH LIST

Rezume Matches |

Last Mame | First Mame | Received

| Score | Tracked Reqgs |

02
2001
2001
2001
m
2001
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