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Quick Usage Guide Resume Manager Module

This guide will go through important user and admin functionalities in no particular order.
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Resume Managed Main page

— ALL Categories —

¥ 25mies

@ Subscription

Featured Resumes
Cindy Franklin

Carl Franklin

David Smith

Scoft Brown

John Smith

Colin Powell

Kala Smith

Ben Smith

Pamela Smith

TI23/2008 |Scoft Brown

City, Region Keywords
rﬁ'Home
ﬁ Business (12) ﬁ Computers (6)
v Accounting — (1) + DBA — (0)
+ Finance — (2} + E-Commerce — (3}
b more... b more...
ksl Engineering (5) kal Healthcare @)
v Civil Engineering — (1} + Doctor — (0)
+ Electrical Engineering — (2} * Nurge — (1)
b more... b more...
fad HR (1) had Psychology ()
1 Mew Resume Listings in last 1200 days.

Posted Hame Education Years Exp. Current Career Level
282011 |\Viay Masters Degree 5 Student (UndergradiGrad)
2128/2011 |Mike L Bachelors Degree [ Mid Level Management
22672011 |Jim K Bachelors Degree 2 Mid Career (more than 2 Yrs experience)
10/18/2010 |Cindy Franklin @ Masters Degree [ Mid Career {more than 2 ¥'rs experience)
T/23/2009 |Carl Franklin Masters Degree 2 Wid Career (more than 2 s experience)
7/23/2009 |David Smith Masters Degree 4 Mid Career (more than 2 ¥'rs experience)

£

Bachelors Degree

Entry Level (less than 2 ¥rs experience)
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Quick Links for Administrator

Administrator can easily accesdnainistrationtasks through theuick linkson top section of right column of
theMain page We will go through these Quick Links for Administrator below.

s_[Z] t:gSubscrigﬁon

& Post New Resume

Manage Picklists
Manage Sort Options
(8) @ Manage Categories
@' Manage Listings
Manage Reviews
Attribute Template

(34
«

(2)] - -
Email Nofification

My Listings - (5)

My Saved List -- (0)

[ Q| My Saved Search —(1). . ..
=d Listings —(0)
Unapproved Listings — (2)
Expires in 7 days -- (1)
Expires in 30 days - (1)
rent Career Level Featured Resumes - (10)

:nt (Undergrad/Grad)

Level Management

more than 2 Yrs experience)
more than 2 Yrs experience) Fl Featured Resumes
more than 2 Yrs experience) « | Cindy Franklin

more than 2 Yrs expenence)

Most Viewed Listings
Least Viewed Listings

« | Carl Franklin

Summary of accessible roles

Host/ | Registered *Role that can *Role that can | *Role that can *Role that can
Admin Users manage category | manage listing add listing manage review

Subscription X

Post New Resume X

Manage Picklists

Manage Sort Options

Manage Categories

Manage Listings

Manage Reviews

XXX XXX X [ X

Attribute Template

*Role that can be set dadit Options page
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ADD/UPDATE/DELETE Listing

Users will beable to se®ost NewResumdink if they are inRoles that can add listinggsetin Role and

Security Settingson Edit Options pagg. This page has several sub sectiahsch we will go through each

one of them in the moment. Mostly, more granular permissions can be specifically assigrasth particular
section. This can be configured in conjunction with different subscription plans to allow different privileges.

1. Listing Home This is the main information of the listing. If you want, your Photo can be added here on
this section. Tha section has to be completed first for the ItemID to be automatically generated before
proceeding to the next sectioghenUser Notification Options, in Email and Notification Settings
section orkdit Options page,is set to béNotify category subscrilsbusersNotify applicable users
CheckBox will be shown at the bottom of thisting Homepage When you add/update the listing and
want thoseCategory Subscribedddrsto be notified, please check tNetify applicable users
CheckBoxbefore process toick Update

(Screenshot shown on the next page)



Back to Previous Page View item Page
) Listing Home [ aco Attrivutes [By Aga images & 200 Fues &% YouTube Vidsos ¥ Review Admin
Category: [Business > Finance >
Full Name: Cindy Frankiin
O Street: 4455 Main St. B
@ unit =:
© City: i
R— . ity: Velocity
@ Country: United States
© Region: Texas
© Postal Code: 43333

Your photo: (Optionar)

Objective:

Oeslired LocationiArea:

Work Status:

Current Egucation Level
Years of Expernience:
Are you willing 10 Relocate:

Deslred Salary Range:
Current Career Level
Skills:

Enter your resume:

Resume Fle:(Optional)

Contact Info:

To find 3 Job In the Accounting or Finance focusing on investments, -~
banking, and estate planning.

Ba Or O Bne Box Bvr

Bax Hea Oue Bnv Bor Bva

Oaz O Owo Ose Oea Dwa

Bar Oio Owa Oxs Br Bww

Beca O Ew Baw Bsc Bw

Bco Oiw Bux Bny Eso Owy

Ber Bia Bus Bnc v Banywneremmeus.
Eoc Eks Elmo Elno Elvx [l anywnere outsise e u.s.
Bos Bxy Our Mox Dur

& | am authorzed to work In the US

@ 1 can work In the US for my present employer only

© | require sponsorship 10 work in the US

]
® ves © nNo

$80,000 - $90,000
[mia Career (more than 2 Yrs expenience) []

[ microson wora @ visio @ vancows 2000
¥ microson excer Intermet Explorer (Y] Windows XP
Microson PowerPoint (] Lotus Notes [ vancows vista

P microsonAccess [ microson outoox [ wancows 53
Microson Project Datbase [ wncows NT
Microsoft FrontPage
@ Eanor:

© Basic Text Box ® Rich Text Eanor

Module Home
(&5 Atso st unger

SAMPLE A. RESUME
1000 NE Campus Parkway
Box 353445
City, State Zip-Code
(555) 555-5555
E-Mail: sample resume@demo.com

Web Address: http://www.sample.com/~sample/

Resume e (e )

emial me at sampie. resume@demo.com -~

sampie.resumeGodemo.com
BLM&MKWMCM
@ avmorze misrem.  [Flmake s tem a reaturea msung. (] Nowty appiicable users

Update Cancel Delete
Created by hoston 10/1372010
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2. AddAttribute:tUser s can use this section for 1temds s
particular item if they canét find any other
number of per item attributes. To allow access to this section to only certain roles, go to aRthlesze
that can add item attributesin Roles and Security Settingsectionon Edit Option s page.

Back to Previous Page View Item Page Module Home
[ Listing Home [E] Add Attributes [BYf Add Images (&) add Files {# YouTube Videos Y Review Admin & Also list under
Aftribute Description
Specialize New business Setup. Budget Planning. Cashflow Statement Analysis. ﬂm
Team Development Through on the job training, mentoring, and training opportunities. rlim
ADD: Success

3. AddImages This section can be used to add adddiamages to the listind.o set Number of Images
can be added here, goNtax Limit in Image/File/Video Settingssection orEdit Option s page. Also,
if Require individual item authorization? (can be sein Image/File/Video Settingssection orEdit
Options page) is enabled fdtelated Images each Image added here can be individually
authorized/unauthorized by Administrative role users. To allow access to this section to only certain
roles, go to authorizBoles that can add additional images Roles andSecurity Settingssectionon

Edit Option s page.
Back to Previous Page View Item Page Module Home
[ Listing Home [E] Add Attributes [BYf Add Images [E) Add Files it YouTube Videos ~ 7.f Review Admin (= Also list under
View .
Order Description Image(s) Auth
0 About Related Image 1 Unauthorize t:im
10 About Related Image 2 Unauthurizeﬁm
20 About Related Image 3 Unauthorize mm
0 (Browse... ] o

Image has been updated.
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4. AddFiles: This section can be used to add related files to the lisimget Number of Files can be

added here, go tdax Limit in Image/File/Video Settingssection orEdit Option spage. Also, if
Require individual item authorization? (can be seh Image/File/Video Settingssection orEdit
Options page) is enabled fdRelated Files each file added here can be individually
authorized/unauthorized by Administrative role us€osallow access to thsection to only certain
roles, go to authorizBoles that can add filesn Roles and Security Settingsectionon Edit Options

page

Module Home

Back to Previous Page View ltem Page

lu 4 Listing Home Add Attributes @Add Images Add Files [E’éYouTube Videos 'ﬁ'_k Review Admin @Also list under
g;s‘:r Description File(s) Auth
0 About Resume Related File 1 RelatedFile 1.docx Unauthorize r:im
10 About Resume Related File 2 RelatedFile 2.docx Unﬁuthurizemm
20 About Resume Related File 3 RelatedFile 3.docx Unauthorize mﬂ
30 About Resume Related File 4 RelatedFile 4 docx Unauthurizemm
0 ( Browse... J* ot

File has been updated.

. YouTube VideosUser can use this section to add YouTube Videos to his/her listing. To set Number of
Videos can be atkd here, go tdax Limit in Image/File/Video Settingssection orEdit Options

page. Also, ifRequire individual item authorization? (can be sein Image/File/Video Settings

section ordit Option spage) is enabled fofouTube Videos each video added hetan be

individually authorized/unauthorized by Administrative role users. To allow access to this section to
only certain roles, go to authorigoles that can add videoi Roles and Security Settingsectionon

Edit Option s page.

Module Home

Back to Previous Page View ltem Page

[ Listing Home [E] Add Attributes [BYf Add Images (&) add Files i YouTube Videos Y47 Review Admin (&= Also list under
Py View YouTube Embeded src URL for iframe Frorre Auth
Order Format: httpahwewnw.youtube.comiembed/\VIDED_ID P
0 hitp: /v ww youtube. com/embed/DAgdZ 2 Q92VA Answers to 5 toughest job interview questions Unauthorize ﬂm
0 CH

Video has been added.

Note:You Tube Vide Link is Value of src and will be in the form of

http://www.youtube.com/embed/Xyy4Zcc¢@an be found from You Tube Embed code

For example:

U From You Tube Website, You Tube Embed code is:
<iframe widh="560" height="345" src="http://www.youtube.com/embed/UdI6rP5shs0"
frameborder="0" allowfullscreen></iframe>

0 To input into modul ebs
http://www.youtubecom/embed/UdI6rP5shs0

You Tube Videos setti



http://www.youtube.com/embed/Xyy4Zccc0
http://www.youtube.com/embed/Udl6rP5shs0
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6. Review Admin This section will be visible only to Users with Administration Role. This section allow

7.

review administrator to authorize/delete review. An admin, however, will not be able to change the
rating and review contenif. you do not wish to administer this process then you can bypass this on the
Edit Options page under Review Settings by setting review to not require authorization. You can also
disable the review feature all together if it does not apply to your busidesslo allow access to this
section to only certain roles, go to authofizaes that can manage reviewn Review Settingssection

on Edit Options page

Back to Previous Page View [tem Page Module Home
" Listing Home Add Attributes [Bf Add Images Add Files i YouTube Videos ~ Tf Review Admin (2 Also list under
Reviewer Info Rating Review Date/Comment Auth
Name: Andi Lawrence Review Date: 11/2%2010
Emaik: andil@email. com A Comment:
alaltot Cindi iz very good to work with. She is hardworking and work well with everyone. She is very dedicated to the m
success of the company. Highly recommend her?

Name: Anne Saunder Review Date: 10M8/2010

Emaik: annes@email. com iy Comment: m
Great to work with. Highly recommended.

Name: SuperUser Account Review Date: 1082010

Email: dotnetjedi@dotnetiedi com| Wy Comment: %)
Recommended.

Also list under This section will allow this particular listing to be listed under multiptegaries.
Search functionality, however, will not return duplicate listirigsallow access to this section to only
certain roles, go to authori®oles that can assign multiple categoriegs Roles and Security Settings
sectionon Edit Option page.

Back to Previous Page View Iltem Page Module Home
[0 Listing Home Add Attributes [Bf Add Images Add Files 4 YouTube Videos ~ Jf Review Admin & Also list under

Also list under

Business = Accounting (17} Ei
Business = Marketing (18) Ei
Business - (&3

This item will also be listed under: Business > Marketing {(18)
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Manage Picklists

Manage Picklistss a central location for you to ADD/UPDATE/DELETE picklist items used on post listing
page. They are mostly used to popelapplicable list controls used on #ed itempage. One thing to

remember is that if the picklist value is deleted or updated after original value has already been posted then t
list control will not be able to find matched item on the edit mode.

Work Status Desired Location Skill Current Education Level
N vl e R e e
I am authorized to work in 1 &4 Edit AL 1 4 Edit| Microsaft Word 1 &4 Edit | Some High Schoal 1 &4 Edit
= , AK 2 &4 Edit| Microsoft Excel 2 24 Edit| Finished High Schoal 2 Bd Edit
Lean workin the US for &3 Edit| 57 3 B4 Edit| Microsaft PowerPoint 3 4 Edit | Trade School 3 &4 Edit
my present employer only
IreqL_lirE sponsorship to 3 m Edit AR 4 ﬂ Edit| Microsoft Access 4 ﬂ Edit Associates Degree 4 ﬂ Edit
work in the US CcA 5 B4 Edit| Microsoft Project 5 B4 Edit| Bachelors Degree 5 £ Edit
=0 ot co 6 &4 Edit| Microsoft FrontPage 3 4 Edit| Masters Degree 3 4 Edit
cT 7 B4 Edit | visio 7 4 Edit| Doctorate 7 4 Edit
DC 3 &4 Edit| Internet Explorer 3 4 Edit| Professional 3 4 Edit
DE 9 B4 Edit | Lotus MNotes 9 4 Edit| Others 9 4 Edit
FL 10 B4 Edit| Microsoft Outlook 10 &4 Edit «[g &
GA 11 B4 Edit| Database 11 &4 Edit
HI 12 B3 Edit| Windows 2000 12 4 Edit Current Career Level
D 13 B4 Edit| Windaws XP 13 &4 Edit e View
L 14 B4 Edit| windows vista 14 B4 Edit _ i
N 15 B4 Edit| Windows 98 15 &4 Edit Student (Undergrad/Grad) 1 & it
Entry Level (less than 2 )
1A 16 B3 Edit| Windows NT 16 B8 Edit| yrs experience) E e Edit
K5 17 &9 Edit - | Mid Career (mqre than 2 3 3 Edit
Ky 13 m Edlt rs EXperience)
R = 4 Edit Mid Level Management 4 &4 Edit
= = 4 Edit Executive 5 &4 Edit
= = 4 Edit Senior Executive [ ﬂ Edit
MA 22 B Edt |0 -
MI 23 &4 Edit
M 24 A Edit
M 25 &4 Edit
MO % &4 Edit
MT 27 A Edit
ME 2 &4 Edit
MY 29 &4 Edit
NH 30 &4 Edit
NI 31 &4 Edit
MM 32 &4 Edit
NY 33 &4 Edit
NC 34 B4 Edit
ND 35 B4 Edit
OH 3% &4 Edit
oK 37 B4 Edit
OR 33 &4 Edit
PA 3 &4 Edit
RI 40 &4 Edit
sc 4 &4 Edit
5D 42 &d Edit
™ 43 &d Edit
T 44 g4 Edit
T 45 &4 Edit

T 45 &4 Edit
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Manage Sort Options

This section is used to ADD/UPDATE/DELETE sort optiohextcan be arbitrary set bimtalueis required to
be identical to the name of the sort column. The first item on the list will be treated as a default sort column. I
nothing ha been added to this section then listings will be sortedrbgteDate Desc

Sort Option(s)
m The first tem on the list below will be set as default sort column. If there is none then listings will be sorted by CreatedDate
m The value must be identical the name of the sort column.
Text Value View Order
Date Posted CreatedDate 1 m Edit
“ears of Experience rm_fearExp 2 ﬂ Edit
Willing to Relecate rm_WilingToRelocate 3 m Edit
Most Viewed WiewCount 4 m Edit
Rating Avg_CustReview g B4 Edit
: o
Sort Option has been updated.
g Resume Directory “—'ALLicalegon'es - El 25 miles E] 6 Subscription
=) o Business (1_2) City, Region Keywords et e
- Accounting (1) + | Cindy Frankiin
R Finance (2) (itiome » Business » Marketing
N : ’ « | Carl Frankiin
R Marketing (4) Sort By: | Date Posted v Sort Type: | Descending[v] o
[)-fad Computers (6) Date Posted Date Posted, most recent first. ¢ | David Smith
ears of Experience z
\ DBA (0) Cindy Franklin Willing to Relocate H| FEATURED neiw: | « | Lindsey Focus
--vv%E-Commerce &) Objective: To find a job| Most Viewed nce focusing on investments, Llstjng.#: 28 + |John Smith
R Networking (2) banking, and estate planlRafing Posted:  10/18/2010 I e
54y Engineering (4) I Y. Education Level: Masters Desired Salary: $80.000- View: 451 a—
2% v / ) Degree $90,000 Expires in: Never expire + | Kala Smith
‘"’\C'V" Engineering (1) Years of Experiences: 6 Willing to relocate: Yes  Avg. ik -
‘ Electrical Engineering (2) Review:  (3) « | Ben Smith
Ea) \ Mechanical Engineering (1) TG Frane H| FEATURED + | Pamela Smith

Note: To make this Sorting feature visible in y@ataGrid View, you have to enable Sorting, can be set on
Edit Options page.
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Manage Categories

Users will be able to manage categories if they aRoies that can manage categorigset inRole and
Security Settingson Edit Options pagg. Clicking on theManage Categoriesn theMain page will gé them
to Category Administration page shown at the bottom of this section.

Authorized users will be able to ADD/UPDATE/DELETE category. Nested categories can be created by
assigning appropriate parent category. Please take an extra step to doublbathesath category does not
direct or indirectly reference itself as a parent to cause infinite loops.

When you seledtisting Fee Methodto bePer Category Fegcan be set ilfaymentsSettingson Edit
Options pagg, Payment RequiredandPrice columns wil be visible. You may set whether you want to
charge and how much for any user to post a listing in each category.

You can disable user to post listings to certain categories (such as pass through categories) by uncheck the
checkboxEnable Listing®

Also, you may customize an icon for any category. After &idit button for any category, browse to choose
your own preferred Category Icon and then ch@gkrwrite Iconand clickUpdate You have an option to
activate/inactivate your customized categaognis; to do so please sekow Custom Category lcon?n
Image/File/Video Settingsin Edit Option Instruction . (Samples of customized Icons used in this
documentation are frommttp://www.ahasoft.com T h eoyinzluded in the module).

Note: Each listing has to be assignedatoategory. At least one category has to be created before listing can be
added.


http://www.aha-soft.com/

