Beyond - How to Upload Resumes in
Bulk

Last Modified on 05/29/2024 8:00 am CDT

Bulk Uploading Resumes

Within Beyond, you have the ability to upload resumes in bulk. This functionality allows for employees to be
created more quickly and efficiently when uploading resumes.
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Getting Started

Begin by navigating to the B Menu > Resume Management > Resume Upload.
*Note* There are no specific security permissions required to access this functionality.

Within the 'Resume Upload' window, by default, you will see all of the uploaded resumes that are under your
Service Rep name:

Resume Upload Parse Interest Codes? + ADD FILES
Resumes Uploaded By
O Nicole Neville - -
_
[] Aaron Boryan Ready (&}
Brown, Marcy Resume.pdf .
Resolve Issue :
O Missing Firse Name, Last Name esolve Issues (D
[J natalie Brewer Ready (& 1
[] Abby Gustov Ready & 1
O Eenjamin Earnes Resolve Issues (0)  §

Missing State.

*Note* To change this view to be of a different Service Rep, select the 'Resumes Uploaded By' dropdown and
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select the Service Rep to view the list of resumes uploaded by them. To view all resumes that have been
uploaded by all Service Reps, select 'Show All' within the dropdown:

Resume Upload Parse Interest Codes? + ADDFLES

Resumes Uploaded By

O ~

Show all

Blank.pdf
(] P

Missing First Name, Last Name, State.

Resolve Issues (D) §

Upon the initial viewing of the 'Resume Upload' window, you will be shown a tooltip stating that you are able to
simply drag and drop a resume, group of resumes, or folder containing resumes within the window at any time:

D Aaron Boryan Ready @
D Brown, Marcy Resume.pdf Resolve Issues @
Missing First Name, Last Name. LEARN MORE  GOT IT i Y
[] natalie Brewer Ready @

*Note* By selecting 'Got It' within the tooltip, the tooltip will be dismissed forever. By selecting the 'X' at the
top right corner of the tooltip, the tooltip will be dismissed for your login session. Once you log into Beyond
again and navigate to the Upload Resume window, the tooltip will reappear until dismissed.

Uploading Resumes In Bulk

Resumes are able to be uploaded in bulk via three methods.

*Note* When uploading resumes en masse, it is recommended to stay within the threshold of 1000 resumes
within a single upload.

*Note* Resumes must be one of the following supported formats and can have a maximum file size of 2MB:

e pdf
e .doc
e .docx
® .txt
o rtf

*Note* When uploading resumes, you have the ability to parse interest codes. To do this, select the checkbox



that states 'Parse Interest Codes' before uploading the resume(s):

< Resume Upload

Bookmarks A
Parse Interest Codes?

Resume Upload
N ELCELLEL]
Al v joshuakramer

Recent History
@ Resume U

Resumes Uploade:

First Upload Method

When you navigate to the Upload Resume window for the very first time, or if you do not have any uploaded

resumes, you will be shown the following:

< Resume Upload

Parse Interest Codes?

Bookmarks ~
Resume Upload
No bookmarks added.
Status Resumes Uploaded By
Recent History ~ Al ~  joshuakramer  ~

@ ResumeUpl..

B-+0O
Drag & drop Files and Folders here

or click to select afile.

Files should be .pd, .doc, .doc, .txt, .rtf. Maximum size per file is 2MB.

To upload aresume, or group of resumes, either drag and drop from your file destination to the 'Resume Upload'
window, or select the option that states 'or click here to select a file' to open a File Explorer window where you can
navigate to your file destination and upload from there into the 'Resume Upload' window:

< Resume Upload
Bookmarks
Parse Interest Codes?

Resume Upload
imarks added.
Stes

All v

Recent History

@ ResumeUpl.. W

B+
Drag & drop Files and Folders here
or click to select a file.

Files should be .pdf, .doc, .docx, .txt, .rtf. Maximum size per file is 2MB.

> v 4 M Documents » TempWorks > Resumes




Drag and Drop Method

This method is able to be done regardless if you have already uploaded resumes.

To upload aresume, or group of resumes, drag and drop from your file destination to the 'Resume Upload' window:

< Resume Upload

Bookmarks
Parse Interest Codes?

Resume Upload

Recent History

@ ResumeUpl.. W

B+0
Drag & drop Files and Folders here

or dlick to select a file.

d be pdf, .doc, .docx, .oxt, rtf. Maxi

Add Files Method

This method is made available once you have resumes uploaded within the 'Resume Upload' window.

*Note* It is not recommended to attempt to upload a folder of resumes using this method. When uploading a
folder of resumes, it is recommended to use the Drag and Drop method.

To upload a resume using this method, select the 'Add Files' button at the top right. This will open a File Explorer
window where you can navigate to your file destination and upload from there into the 'Resume Upload' window:



EmpLOVE

Recent History ~

@@ Resume Upl.. W
[J  John Oliver Ready

Resume Upload Duplicate Checking

Once resumes have been uploaded within Beyond, duplicate records are identified via two methods, resumes
within the Upload Resume screen, and potential duplicate employees within your system.

*Note* Duplicate checking does not take into account the event where multiple users are uploading the same
resumes, at the same time.

Identifying Duplicate Resumes

When uploading resumes in bulk, either being a multi-select or by folder, there is a possibility that the same resume
is attempted to be uploaded more than once within the "Resume Upload" screen.

*Note* When uploading resumes in bulk, either by multi-select or by folder, there is a possibility that the same
person might already exist as an employee within your system.

To identify the potential duplicates, the following is done:

1. We first match on the employee’s first and last name.

o The first and last name must match exactly with the name on the employee record.

2. Next, we check that the Email Address of the resume being uploaded exists amongst the same group
matched by first and last name. If a match is found, the resume (staged employee) is considered a
duplicate.

3. Lastly, we check that the Street Address, and the Zip Code of the resume being uploaded exists amongst

the very same collection of employees that were found within the first step. If a match is present, the



resume (staged employee) is considered a duplicate.

*Note* For points 2 and 3 above, the duplicate will be flagged only once the Email Address and Street Address
match exactly with the corresponding information on the employee record.

*Note* TempWorks supports address standardization throughout Beyond, but in the instance of resume
upload, the address is not standardized during the upload process:

e |f aresume or an employee was previously added to the system and was standardized, but the resume, at
the time of upload, is not standardized, the system will not recognize it as a duplicate on address.

e Some common issues tend to be that the last 4 digits of the zip code are missing on the resume, or that
the standardization added/removed special characters. Both scenarios in this case would result in no

duplicates found.

For example, 5 resumes are uploaded within Beyond.

Resume Upload Parse Interest Codes? + ADDFILES
Status Resumes Uploaded By
D All ~  joshua.kramer -

Scott Ealy.docx e e
] Missing Firsc Name, Last Name, State. Resolve tssues ()
Sara Dale.docx ecolve lcclee
(m] Missing First Name, Last Name, State. Resolve Issues ()
Justin Cabe.docx e s
O Missing First Name, Last Name, State. Resolve tssues ()
Alexzander Abbott.docx P
O Missing Firsc Name, Last Name, State. Resclve tssues ()
Jeff Baca.docx e olve [cclpe
0 Missing First Name, Last Name, State. Resolve tssues (O
Those same resumes are then attempted to be uploaded once more; this time located within a folder with
additional resumes:
Resume Upload Parse Interest Codes? + ADDHLES
Status Resumes Uploaded By
[m] Al ~  joshuakramer -
Scott Ealy.docx ecolve [ssUps
0O Missing First Name, Last Name, State. Resolve ssves (D
> ThisPC > Desktop
Sara Dale.docx e e
O Missing First Name, Last Name, State. Organize « Resolve ssues (D
Justin Cabe.docx e olve [cetipe
O Missing First Name, Last Name, State, resalve ssves
Alexzander Abbott.docx = N
0O Missing First Name, Last Name, State. Resolve ssves (D
[ JeffBacadocx Resolve Issues ()

Missing First Name, Last Name, State.

A validation message will appear at the top of the "Resume Upload" screen, showing the number of resumes within
your current instance that were not uploaded due to being duplicates, along with a link tothe others if there are
more than 5 duplicates found:



Resume Upload Parse Interest Codes?

(i) The following files are already uploaded and were not uploaded again:
Alexzander Abbortdocx

Jeff Baca.dacx

Justin Cabe. docx pismIss
Sara Dale.docx
Scorr Ealy.docx
Status Resumes Uploaded By
[m] All ~  joshuakramer -

Brad Fahy.docx
O Y.

! Resolve Issues (1)
Missing First Name, Last Name, State.
0 Scott Ealy.docx

- Resolve Issues (1)
Missing Firs Name, Last Name, State.

[m] Sara Dale.docx

. Resolve Issues ()
Missing First Name, Last Name, State

O Justin Cabe.docx

N Resolve Issues ()
Missing First Name, Last Name, State.

D Alexzander Abbott.docx

n Resolve Issues (1)
Missing First Name, Last Name, State.

[ Jeffacadocx

. Resolve Issues (1)
Missing First Name, Last Name, State.

Identifying Duplicate Employees

When uploading resumes in bulk, either being a multi-select or by folder, there is a possibility that the information
within the resume matches information present within an existing Employee record within your system. If this
happens, Beyond flags the resume within the "Upload Resumes" screen to show that it might be a duplicate record.

For example, a resume for Abbigail Jones is uploaded into Beyond and an Employee record is created for Abbigail
based off the resume information:

(@ Avbigailjones (4205038470) = g @ ® B O 8
o ssN:111-223333 - Q) Green Bay, W1 54229 Acive WebUser Assignments Oboarding ACA DNASimhs Backsround Reporis EPay EVeriy Intenvews CresteResume  Add to Hotls
Bookmarks o VISFILE DETAILS DOCUMENTS MESSAGES JOBMATCHING ASSIGNMENTS ~STORY ~REFERENCES PAYSETUP v  ONBOARDING PAYHISTORY v  CUSTOM DATA =
N
v snapshot
Recent History ~

<

Contact Information .
Al ones  ;
Visifile 9! .

v Resume

@ ResumeUpl...

-
<

Later on, a new resume for Abbigail Jones has been uploaded into Beyond and the Staged Employee record is
flagged as being a potential duplicate based on the information provided within the newly uploaded resume:

Resume Upload Parse Interest Codes? + ADDFILES
Status Resumes Uploaded By
1 selected + B Al «  joshuakramer -
~  Abbigail Jones [T Ready (&
DUPLICATE MATCHED BY: NAME EMPLOYEE ID
Email and Address Abbigail Jones 4295038470 )'_

*Note* When uploading resumes in bulk, either by multi-select or by folder, there is a possibility that the same
person might already exist as an employee within your system.

To identify the potential duplicates, the following is done:

1. We first match on the employee’s first and last name.



o Thefirst and last name must match exactly with the name on the employee record.

2. Next, we check that the Email Address of the resume being uploaded exists amongst the same group
matched by first and last name. If a match is found, the resume (staged employee) is considered a
duplicate.

3. Lastly, we check that the Street Address, and the Zip Code of the resume being uploaded exists amongst
the very same collection of employees that were found within the first step. If a match is present, the

resume (staged employee) is considered a duplicate.

*Note* For points 2 and 3 above, the duplicate will be flagged only once the Email Address and Street Address
match exactly with the corresponding information on the employee record.

*Note* TempWorks supports address standardization throughout Beyond, but in the instance of resume
upload, the address is not standardized during the upload process:

e |f aresume or an employee was previously added to the system and was standardized, but the resume, at
the time of upload, is not standardized, the system will not recognize it as a duplicate on address.

e Some common issues tend to be that the last 4 digits of the zip code are missing on the resume, or that
the standardization added/removed special characters. Both scenarios in this case would result in no

duplicates found.

*Note* Even if Beyond flags a record as being a potential duplicate, you will still have the option to create an
Employee record from the resume, delete the Staged Employee record, or merge the Staged Employee record
with the existing Employee record. Instructions for these items can be found later within this article.

Resolving Resume Issues and Editing
Resume Information

Once you have uploaded your resume(s), they will appear within the 'Resume Upload' window along with a status
as to whether they were successful or if issues need to be resolved:

Resume Upload Parse Interest Codes? + ADDFILES

Resumes Uploaded By

D e joshua.kramer -
O ]’a‘sn::(l:;h Resolve Issues ()
O '[e:;efuﬂe;ffg S Resolve Issues (@)
[0 John Oliver Ready &

*Note* In order for a resume to be considered 'Ready’ for an employee to be created, it must contain a First

Name, Last Name, and State.



For resumes that have issues that need to be resolved, select one of the resumes via the checkbox on the left, select
the i iconontheright of the resume, and select 'Edit Result":

Resume Upload Parse Interest Codes? + ADDFILES

Resumes Uploaded By
v

joshua.kramer -

Jason Smith
Missing State

Resolve Issues (D)

D Test Resume 2.pdf
Missing First Name, Last Name, State.

Delete
[0  John oliver

Within the 'Edit Result' window, you will see a preview of the resume that has been uploaded and you will have the
ability to update the following information:

e Details: First Name, Middle Name, Last Name, Street 1, Street 2, City, State, Zip Code, Country

Contact Information: Method Type, Contact Information

o Inthe event the resume parser finds a phone number for the employee, this will be listed as a Cell

Phone at default.

Education: Institution, Date Started, Date Ended, Degree Type, GPA, Other Information

Interest Codes: Interest Code, Years of Experience

Work History: Job Title, Employer, Supervisor, Phone Number, Date Started, Date Ended, Pay, Street 1,

Street 2, City, State, Postal Code, Reason for Leaving, Duties, and checkboxes for Full Time, Part Time,

Temporary, and Permission to Contact

*Note* You can click and drag information from the resume preview into the respective field within the 'Edit
Results' window.

Enter the information you would like added along with the required fields that had missing information (First
Name, Last Name, and/or State) and select 'Save' to update your changes:



@ Resolve Issues

Details

Contact Information
Education

Interest Codes
Work History

Review Issues

Test

First Name

John

Street

Middle Name

MARK AS PROOFED (J X

Street 2

Last Name
Wayne

City

State

Minnesota

Zip Code

Country

RESET SAVE

*Note* When adding information within each section (Details, Contact Information, Education, Interest
Codes, and Work History), these sections will need to be saved individually before being able to move on:

Details

Contact Information

Education
Interest Codes
Work History

Review Issues

* Method Type * Phone Format * Phone Number
Cell Phone - us.+ M1 (234) 567-890

CANCELI SAVE I

In the event you do not save your changes within one section before moving to another section, those unsaved
changes will be removed.

Once the updates to the resume have been saved, select the 'X' at the top right of the window to return to the
Upload Resumes window. You will see that as long as all issues have been resolved, the resume will have a 'Ready'
status with a green checkmark, signifying that an employee is able to be created from the resume:




Resume Upload

Parse Interest Codes? + ADDFILES
v

Resumes Uploaded By

joshua.kramer -
D Jason Smith

Missing State.

Resolve Issues ® H
John Wayne Ready & [}
[J Johnoliver Ready & §

*Note* You can mark the resume as 'Proofed' by selecting the 'Mark as Proofed' checkbox at the top right of
the 'Edit Result' window:

@ Resolve Issues

PROOFED x

Marking a resume as 'Proofed' is only a visual indicator and does not signify whether or not an employee is able
to be created from that resume.

This process can be completed for all other resumes that have issues to be resolved.

Creating Employees from Uploaded
Resumes

Once the status of the resume(s) show 'Ready’ with the green checkmark, an employee is able to be created. This
can be done via two methods.

*Note* Employees can be created from resumes with the status of 'Proofed' as long as all issues have been
resolved. This includes the required fields of First Name, Last Name, and State.

Creating Employees Individually

Select one of the resumes with the 'Ready' or 'Proofed' (with all issues resolved) status via the checkbox on the left,
select the icon on the right of the resume, and select 'Create Employee":

Resume Upload

Parse Interest Codes? + ADDFILES
v

Resumes Uploaded By
joshua.kramer -
O Jason Smith

Missing State.

Resolve Issues (D) §
John Wayne Ready (& }
[ John Oliver Edit Result

Delete

Within the 'Create Employee' window, you will have the following options to review and update as necessary:



e Job Order Type

e Branch

e Category

e Hire Status

e Washed Status

e How Heard Of

e How Heard Of Detail

Additionally, you can add a message to post to the employee file upon creation by using the Message Action and
Log Message fields.

Create Employee

Review employee default settings and update if necessary.

Job Order Type Branch
Temp ~ High Tech NW =
Category Hire Status
All i -
How Heard Of Washed Status

d Unfamiliar ~

How Heard of Detail

Mess

e

[sT}

Message Action

Log Message

Employee Active

CAMCEL CREATE EMPLOYEE

Add/update the information, check the box for whether the employee should be active upon creation, and select
'Create Employee' at the bottom right of the window for the employee file to be created:



P EEEEEEEEEE—
Create Employee

Review employee default settings and update if necessary.

Job Order Type Branch

Temp ~ High Tech NW =
Category Hire Status

Fndustrial v Eligible and Active -
How Heard Of Washed Status

Employee Referral v Familiar -

How Heard of Detail

Employee referred by Jason Smith.

Message

Message Action

For testing purposes hd

Log Message
This is a test message.

Employee Active

CANCEL jj CREATE EMPLOYEE

Once the employee has been created successfully from the resume, that employees resume will be removed from

the 'Resume Upload' window.

This process can be completed for all other resumes that are to have employees created from them individually.

Creating Employees In Bulk

Select multiple resumes with the 'Ready’ or 'Proofed' (with all issues resolved) status via the checkbox on the left,

W

select the icon, and select 'Create Employees':



Resume Upload Parse Interest Codes? + ADDFILES

Resumes Uploaded By
v/
. Create Employees joshua.kramer -
Delete

“Johnstamos Ready (&
Jeff Goldbloum Ready (&

Jason smith :
O Missing State Resolve Issues @ H

John Oliver Ready (&

Within the 'Create Employees' window, you will have the following options to review and update as necessary:

e Job Order Type

e Branch

e Category

e Hire Status

e Washed Status

e How Heard Of

e How Heard Of Detail

Additionally, you can add a message to post to the employee files upon creation by using the Message Action and
Log Message fields.



Create Employees

Review employee default settings and update if necessary.

Job Crder Type Branch
Temp ~ High Tech NW ~
Category Hire Status
All ~ =
How Heard Of Washed Siatus

~ Unfamiliar ~

How Heard of Detail

Message

Message Action

Log Message

Employee Active

CANCEL CREATE EMPLOYEES

Add/update the information, check the box for whether the employees should be active upon creation, and select
'Create Employees' at the bottom right of the window for the employee files to be created:



Create Employees

Review employee default settings and update if necessary.

Job Crder Type Branch

Temp ~ High Tech NW ~
Category Hire Status

Clerical v Eligible and Active b
How Heard Of Washed Siatus

Job Fair ~ Unfamiliar ~

How Heard of Detail

All employees submitted resumes via the job fair conducted last week. 8
Message

Message Action

Telephone Prospect Qualify -

Log Message
This is a test message.

Employee Active

CANCEL jj CREATE EMPLOYEES

Once the employees have been created successfully from the resumes, the employee resumes will be removed

from the 'Resume Upload' window.

Merging Employees from Uploaded
Resumes

Staged Employee records that are flagged as potential duplicates from uploading resumes in Beyond are able to be
merged into the respective existing Employee record.

Begin by selecting the record that has been flagged as a duplicate:



Resume Upload Parse Interest Codes? + ADDFILES

Status Resumes Uploaded By

1 selected + 0

Al «  joshuakramer -
A Abbigail jones Ready
DUPLICATE MATCHED BY: NAME EMPLOYEE ID
Email and Address Abbigail Jones 4295038470 J‘

Select either the pA iconorthe ¢ iconand select "Merge Resume". This will open the "Merge Record" window:

Merge Record

o Profile Information o

Verify information. Changes that you make will be applied after the merge is complete.

This record will be deleted This record will be updated

Employee Id: 4295038470

First Name Last Name E—) First Name Last Name
Abbigail Jones Abbigail Jones
Street Street
=
16th Ave S 16Th Ave S
Street 2 Street 2
=
Cit Cit
ity |: N ity
Green Bay City
State Zip Code State Zip Code
) . = ) )
Wisconsin v 54229 Wisconsin v 11223
High Tech NE ~ Eligible for Hire -

CANCEL  NEXT =

Within the "Merge Record" window, you will see the Staged Employee information on the left and the existing
Employee information on the right.

Select the B icon to bring over the information to be updated from the Staged Employee to the existing
Employee record:



Merge Record

€@ Profile Information (2]

Verify information. Changes that you make will be applied after the merge is complete.

This record will be deleted This record will be updated

Employee Id: 4295038470

First Name Last Name E—) First Name Last Name
Abbigail Jones Abbigail Jones
Street E_) Street
16th Ave S 16Th Ave S
Street 2 Street 2

=
City E" City
Green Bay Green Bay
State Zip Code E—) State Zip Code
Wisconsin v 54229 Wisconsin v 54229

High Tech NE ~ Eligible for Hire -

CANCEL  NEXT =

Once the information has been transferred within the "Merge Record" window, select "Next" to continue with the
merging process:

*Note* The existing Employee record will be updated with the information chosen to be brought over from the
Staged Employee record. The Staged Employee record will then be deleted once the merge has been
completed.

On the final step of the merge, you will have the option to include Education, Work History, Interest Codes, and
Contact Methods from the uploaded resume to be added to the existing Employee record:



Merge Record

@& Profile Information ©) Merge Options

Select items you want to include in the merge. If checked, they will be added to the primary record (Abbigail Jones).

ork History
nterest Codes

Contact Methods

Duplicate contact methods will be logged as a message for manual review

CANCEL <PREVIOUS MERGE

*Note* Boxes within this window will only be able to be selected/deselected if relative information exists
within the uploaded resume.

Once all of the information has been verified, select "Merge" to complete the merging of the Staged Employee
information to the existing Employee record.

Deleting Staged Resumes

Staged resumes are able to be deleted at any time viatwo methods.

*Note* Staged resumes can be deleted regardless of status.

Deleting Staged Resumes Individually

Select one of the resumes via the checkbox on the left, select the :

icon on the right of the resume, and select
'Delete":

Resume Upload Parse Interest Codes? + ADDFILES

% -

Resumes Uploaded By

joshua.kramer -

Jason Smith
Missing State

<]

Resolve Issues (D) }

Edit Result
Jeff Goldblum

John Oliver

John Stamos

O 0o O

Ready (& §

You will receive a prompt to confirm the deletion of the staged resume. Select 'Yes' to confirm or 'No' to return to
the 'Resume Upload' window:



Confirm Delete

Are you sure you would like to delete Jason Smith?

NO YES

Once the resume has been deleted, the resume will no longer appear within the 'Resume Upload' window.

Deleting Staged Resumes In Bulk

Select multiple resumes via the checkbox on the left, select the ™ icon, and select 'Delete":

Resume Upload

Parse Interest Codes?
Create Employees

+ ADDFILES

Resumes Uploaded By
joshua.kramer
Delete

Ready (& }
John Oliver

Ready (& }
John stamos

Ready (& }

You will receive a prompt to confirm the deletion of the staged resumes. Select 'Yes' to confirm or 'No' to return to
the 'Resume Upload' window:

Confirm Delete

Are you sure you would like to delete 3 selected items?

Once the resumes have been deleted, the resumes will no longer appear within the 'Resume Upload' window.
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