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Introduction 1

This document provides information about the new features in Resumix 
6.4. If you wish to know about the resolved issues and known issues for 
Resumix 6.4, refer to Resumix 6.4 Release Notes. To access the release notes, 
go to https://supportweb.resumix.com/ and log on to the Interactive Resource 
Center (IRC). Under Solutions, select Documentation > Resumix 6.x.

For information on installing and upgrading system and client software, 
refer to these documents:

• Installing Resumix 6.4 System Software

• Upgrading to Resumix 6.4 System Software

• Installing/Upgrading to Resumix 6.4 Client Software

These documents are located on the Resumix 6.4 CD-ROM and can also be 
accessed from the IRC.

The new features are divided into four chapters:

• New Features in Recruiter’s Desktop

• New Features in Operator’s Desktop

• New Features in System Administration

• New Resumix Utilities

Important: The new features are also included in the Resumix 6.4 online 
Help.
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New Features in Recruiter’s 
Desktop 2

This section covers all of the new features in Recruiter’s Desktop for 
Resumix 6.4. 

The new features in this chapter are:

• Viewing multiple source codes for merged resumes

• Printing and emailing resume folder attachments

• Counting resumes and requisitions

• Adding requisition interests to a resume summary

• Maintaining job code information when editing requisitions

• Managing a department list

• Creating search templates for Hiring Recruiter Gateway
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Viewing multiple source codes for merged resumes
In the resume folder, a recruiter can now view both the main source code 
of a resume, and the individual source codes for documents associated 
with that resume. 

The Current Source is the main source code associated with the main 
resume or collection of documents. The Doc Source is the individual 
source code associated with the individual document. 

In the example above, an individual document is displayed in the Resume 
Folder window. The main resume source code is displayed in the Current 
Source field, and the individual document source code is displayed in the 
Doc Source field.

Source code for the individual document being displayedSource code for the main resume

SAMPLE!!!!!!

Individual
document



Viewing multiple source codes for merged resumes

What’s New in Resumix 6.4 2-3 

By clicking the Next button, a second document within the resume will be 
displayed in the resume folder description field, and the individual source 
code associated with that second document will be displayed in the Doc 
Source field. 

If the individual documents are part of the same resume, the Current 
Source field will retain the main source code.

Note: The Current Source of a resume can be modified or changed during a 
duplicate merge or in Recruiter’s Desktop, but the Doc Source codes 
associated with individual documents cannot be changed or modified.

Next button Source code for the individual document being displayedSource code for the main resume
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Printing and emailing resume folder attachments
A recruiter can now print or email resume attachments when working 
with records in the resume folder.

Printing resume folder attachments

To print attachments:

1 Select a resume folder.

2 Click Print.

3 Select the Folder option in the Type area of the Resume Send window.

4 Select the Include Attachments check box.

5 Click OK.

Include Attachments check box
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Emailing resume folder attachments

To email attachments:

1 Select a resume folder.

2 Click Email.

3 Select the Folder option in the Type area of the Resume Send window.

4 Select the Include Attachments check box.

5 Select the appropriate option button in the Email Image area.

6 Click OK.

Include Attachments check box
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Counting resumes and requisitions
In previous versions of Recruiter’s Desktop, an accurate count was 
returned for a resume or requisition search only if the count did not exceed 
1000 records. If the search result exceeded 1000 records, the recruiter 
would have to redefine the search. 

The Count Matching button now allows the recruiter the ability to search 
the entire database for all resume and requisition records. A search count 
will yield results above 1000 records if needed.

Count Matching button
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Searching for resumes

To search for a number count of resumes:

1 Click New Search in the Resume navigation bar.

2 Enter the search criteria in the appropriate fields.

3 Click Count Matching Resumes.

The search results appear in the Information window.

Information window
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Searching for requisitions

To search for a number count of requisitions:

1 Click New Search in the Requisition navigation bar.

2 Enter search criteria in the appropriate fields.

3 Click Count Matching Requisitions.

The search results appear in the Information window.

Information window
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Adding requisition interests to a resume summary
If an applicant expresses an interest in a requisition, the recruiter can 
choose to associate the requisition with the applicant’s resume by clicking 
Add New Interest in the Resume Summary window.

To add a requisition interest:

1 Select a resume.

2 Click the New Summary button.

3 Click the Requisitions Interest tab in the Resume Summary window.

4 Click Add New Interest.

5 Select the desired requisition in the Choose Requisition window.

The requisition appears in the Requisition Interest text area.

Click Add New Interest
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Maintaining job code information when editing requisitions

A new confirmation window has been added to ensure that recruiters do 
not lose job code data when editing and saving a job code in a requisition. 

After selecting a requisition, the recruiter can select a different job code in 
the Detail>Job tab. The recruiter can also edit the job code information to 
better suit the requisition.

Changing job codes

To change a job code on a requisition:

1 Select a requisition.

2 Click Job Code in the Detail>Job tab.

3 Select a different code in the Select Job window.

Job Code button
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4 Click Yes in the Confirmation window.

Note: By clicking Yes, the recruiter is acknowledging the reassignment 
of a different job code to the requisition and all of the associated field 
selections and description information contained within that job code.

Confirmation window
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Editing job code details

To make changes to job code details:

1 Select a requisition.

2 Click Job Code in the Detail>Job tab.

3 Make the necessary edits.

4 Click Save.

5 Click Yes in the Confirmation window.

Note: By clicking Yes, the recruiter is acknowledging the changes made 
to the job code details associated with the requisition.

Class arrowJob Code button
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Managing a department list
In previous versions of Recruiter’s Desktop, a recruiter could associate a 
manager with a department in a requisition. The recruiter can now select a 
department manager and a hiring manager with a department in a 
requisition. This function pertains to users who wish to include two 
manager names on a job requisition.

Note: To learn about creating and editing department lists, see “Creating 
and editing manager information” on page 4-2.

Modifying department information

To modify a department assigned to a requisition:

1 Select a requisition summary.

2 Go to the Detail>Department tab.

Hiring Manager informationDepartment Manager information
Select Department button

Select Hiring Manager button
Select Dept. Manager button
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3 Click Select Department.

4 Select a department from the list in the Select Department window.

5 If you wish to select a different department manager, click Select 
Department Manager.

6 Select a manager from the list in the Department Manager window.

7 If you wish to select a different hiring manager, click Select Hiring 
Manager.

Select Department Manager window
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8 Select a manager from the list in the Hiring Manager window.

9 Click Save.

Important: Manager names associated with a department in a 
requisition before the release of Resumix 6.4 will be displayed in both 
the Department Manager and Hiring Manager fields.

Select Hiring Manager window
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Creating search templates for Hiring Recruiter Gateway
When performing a requisition search on the Resume Search>General tab, 
a recruiter can save that search as a template for Hiring Recruiter Gateway, 
a Web-based recruiter software product. The saved template can then be 
utilized within the Hiring Recruiter Gateway application.

Note: If your company does not utilize Hiring Recruiter Gateway, the 
Search Template check box will not be visible.

Saving a Hiring Recruiter Gateway search template

To do this:

1 From the Resume menu, choose New Search.

2 Click the General tab and enter your search criteria.

3 Select the Search Template check box.

4 Click Save.

Search Template
check box
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New Features in Operator’s 
Desktop 3

This section covers all of the new features for Operator’s Desktop in 
Resumix 6.4.

The new features in this chapter are:

• Processing PDF files received from email

• Merging and replacing multiple duplicates

• Scanning for existing duplicates



3-2 What’s New in Resumix 6.4

 3  New Features in Operator’s Desktop

Processing PDF files received from email
A user can now extract text from PDF files received from email. Once the 
file opens in Acrobat Reader, the user can copy text from the file and paste 
it into the Email window. In order to utilize this function, it will be 
necessary to have Acrobat Reader 5.0 installed on your desktop. 

Note: If your company utilizes Hiring Recruiter Gateway, a Web-based 
recruiter software product, PDF files can be stored and displayed as image 
files for both Operator’s Desktop and Recruiter’s Desktop.

Extracting text from a PDF file

To extract text from a PDF file received by email:

1 In Operator’s Desktop, click Email.

2 Click Log On.

Note: If Operator’s Desktop detects a new email with a PDF file 
attachment, the file name will appear in the Attachments area and the 
PDF option button will be selected by default.

Submit button

PDF option

Open

Paste button
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3 Click Open in the Attachments Editor area.

Note: Adobe Acrobat Reader will launch on your desktop and the PDF 
file will appear in the Acrobat window.

4 Copy the text on the PDF file by holding down the Ctrl key and 
pressing “A” on your keyboard.

5 Paste the text into the Email window by clicking Paste or holding down 
the Ctrl key and pressing “V” on your keyboard.

Storing a PDF file as an attachment

To attach a PDF file received by email:

1 Select the PDF file check box in the Attachment area.

2 Click Open in the Source Code field.

3 Select a source code to assign to the resume and click Select.

4 Click Submit.

PDF file check boxSubmit button

Source Code
Open



3-4 What’s New in Resumix 6.4

 3  New Features in Operator’s Desktop

Merging and replacing multiple duplicates

Operators can now merge multiple resumes at one time in the Duplicate 
Processing window by holding down the Ctrl key and clicking on the 
duplicates in the Match list. If one or more duplicates contain older sets of 
historical and tracking information, the operator can choose to merge the 
information together or replace the pre-existing information with the 
incoming information.

Merging multiple duplicates

To merge multiple duplicates: 

1 Click Duplicate.

2 Click Start in the Duplicate Processing window.

3 Select the duplicates to merge by holding down the Ctrl key and 
clicking on the records in the match list.

Selected multiple duplicates
Existing Resume Match list
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4 Click Merge.

5 Click Yes in the Confirmation dialog box.
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Replacing multiple duplicates 

To replace multiple duplicates: 

1 Select the duplicates to merge by holding down the Ctrl key and 
clicking on the records in the match list.

Selected multiple duplicates
Existing Resume Match list
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2 Click Replace.

3 Click Yes in the Confirmation dialog box.
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Scanning for existing duplicates
In Operator’s Desktop, duplicate processing provides the operator with 
the ability to compare incoming resumes with previously-processed 
resumes. Resumix now has Duplicate Scanner: a utility that compares all 
processed resumes in the system with other processed resumes. The 
purpose of this feature is to remove extraneous data from the database so 
that Resumix software can operate at its maximum speed and efficiency.

Note: In order to take advantage of this new feature, Duplicate Scanner will 
need to be installed on your system. To learn more about the Duplicate 
Scanner utility, see “Checking for existing duplicates” on page 5-2.

Reviewing identified duplicates

To compare processed duplicates:

1 In Operator’s Desktop, click Duplicate.

2 Select the Review option in the Mode area and click Start.

Review option button
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New Features in System 
Administration 4

This chapter covers the new features for System Administration in 
Resumix 6.4.

The new features in this chapter are:

• Creating and editing manager information

• Adding a Yahoo! ID on the user administration tab 
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Creating and editing manager information
In Recruiter’s Desktop, the Database Administrator can now create, save, 
and edit default hiring manager and department manager information. 

Note: To learn about managing departments in Recruiter’s Desktop, see 
“Managing a department list” on page 2-13.

Creating manager information

To create manager information:

1 From the Sys Admin menu, choose DB Admin.

2 Click New on the Department tab.

3 Enter the appropriate information in the Number and Name fields.

4 Click the Department Manager arrow and select the appropriate 
manager.

Hiring Manager fieldDepartment Manager field New button
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5 Click the Hiring Manager arrow and select the appropriate manager.

6 Click Save.

Tip: To save manager information without making it available to 
recruiters, deselect the Active check box.

Editing manager information

To edit manager information:

1 Click Open on the Department tab and select a department.

2 Click the Department Manager arrow and select the appropriate 
manager.

3 Click the Hiring Manager arrow and select the appropriate manager.

Hiring Manager arrow

Department Manager arrowOpen button
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4 Edit the template.

5 Click Save.

Tip: To save manager information without making it available to 
recruiters, deselect the Active check box.

Adding a Yahoo! ID on the user administration tab
A Yahoo! ID field has been added to the User Admin>Users>Detail tab. 
This optional field allows you to specify the Yahoo ID of a user.

Yahoo ID field
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New Resumix Utilities 5

This section covers all of the new features for Utilities in Resumix 6.4.

The new features in this chapter are:

• Checking for existing duplicates

• Importing files into the system

• Selecting the automatic batch option

• Automatically move files after import

• Automatically import files into the system
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Checking for existing duplicates
In Operator’s Desktop, duplicate processing provides the operator with 
the ability to compare new resumes that have been introduced into the 
system with previously-processed resumes already in the system.

Resumix now has Duplicate Scanner, a utility that compares all processed 
resumes in the system against each other. The purpose of this utility is to 
remove extraneous data from the database so that Resumix software can 
operate at it’s maximum speed and efficiency.

Note: To learn more about reviewing existing duplicates in Operator’s 
Desktop, see “Scanning for existing duplicates” on page 3-8.

Running Duplicate Scanner

To check for duplicates:

1 Choose Start>Programs>Resumix>Duplicate Scanner.

2 In the Resumix Logon window, enter your user name and password 
and then click Ok.
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3 Click Start.

Note: Duplicate Scanner utilizes the duplicate rules defined on the 
Recruiter’s Desktop, DB Administration>Configuration tab. Duplicate 
Scanner will, however, disregard selections made in the Rules Action area 
and place all existing duplicates in the duplicate scanner queue for manual 
review.

4 To interrupt the Duplicate Scanner, click Stop.

5 To exit the Duplicate Scanner, click Close.

Note: You can minimize the Duplicate Checker while it is running. To learn 
more about reviewing existing duplicates in Operator’s Desktop, see: 
“Scanning for existing duplicates” on page 3-8.
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Importing files into the system
With previous Resumix utilities, you could import a scanned resume into 
the database with Image Importer, or you could import an electronic 
resume into the database using Text Importer. 

Resumix now has File Importer, a new utility that combines Image 
Importer and Text Importer into one utility. You can now import scanned 
and electronic resumes into your database with only one utility.

Importing a file

To import a resume file:

1 Choose Start>Programs>Resumix>File Importer.

2 In the Resumix Logon window, enter your user name and password 
and then click Ok.

3 Click Lookup Source and select the appropriate source code.

4 Click Pick Files to select the resume file you wish to process.

5 Click Log File Open and select the location of the log file, if you wish to 
record the activity of this utility.

Lookup Source

Pick Files

Log File Open
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6 Click Start.

The resume file is displayed in the Importer File Review window.

7 Click Save.

The resume file is deposited into the extractor queue.

Save

Discard
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Importing multiple files

To import multiple files:

1 Click Pick Files in the File Importer window.

2 Choose multiple resumes by holding down the Ctrl key and 
clicking the files you wish to process.

Pick Files
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3 Click Open.

4 Click Start.

The first resume file is displayed in the Importer File Review window.

You can navigate through the files one at a time by clicking the Next 
file and Last file buttons. You can delete a resume by selecting it for 
viewing on the Importer File Review window and clicking Discard. By 
clicking Save, the resume files will be deposited into the extractor 
queue.

Save

Discard

First file

Last file

Next file

Last file
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Selecting the automatic batch option
When you log on to File Importer, the default is set to Manual Review in 
the Mode area. You can select the Automatic Batch option to process 
multiple resumes at one time.

• Select the Exit After Processing option to automatically close out of 
File Importer when the batch process is completed.

• Select the Non-Standard format option to automatically process file 
formats that are not standard TIFF or text files.

Automatic 
Batch
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Automatically move files after import
By selecting the Move Files... check box, File Importer will automatically 
deposit the resume files on your desktop into the folder of your choosing, 
after the files have been processed.

Setting up the move files option

1 Select the Move Files... check box.

2 Click the On Success button and select a folder for resumes that have 
been successfully processed.

3 Click the On Failure button and select a folder for resumes that have 
not been successfully processed.

Move
Files...

On Success

On Failure
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Automatically import files into the system
By selecting the Monitor Directory option in the Mode area, File Importer 
will automatically check for resume files in the folder of your choosing, 
and automatically import those files into the system. 

Note: The Monitor Directory option will not operate unless the Move 
Files... check box has been selected and the On Success and On Failure 
folders are designated.

Importing files automatically

To enable the monitor directory feature:

1 Click Monitor Directory. 

Note: When Monitor Directory is selected, the Move Files... check box is 
automatically selected and made inactive.

2 Click Directory and select the folder you wish to monitor.

3 Click the On Success button and select a folder for resumes that have 
been successfully processed.

Directory

Monitor Directory

On Success

On Failure

Move Files...
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4 Click the On Failure button and select a folder for resumes that have 
not been successfully processed.

Note: The Monitor Directory option will not operate if the On Success 
and On Failure folders are designated to the folder that is monitored.
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