Utilizing Resume Books
Each school can give you access to their specific online resume books.  Resume books allow you to search for qualified candidates and invite them to apply to your current positions.  Below are some instructions and tips for utilizing Resume Books in eRecruiting.

Searching Resume Books:

1. From the Home Page, select a school name under Your Linked Schools

2. Go to your Resume Books section

3. To view all the resumes in a particular book, select the numeric link next to the resume book name.

4. To narrow your search, enter keywords and select a book from the drop-down menu or use the “More Search Options” link for more advanced searching.

5. On the More Search Options page, you can select specific criteria to search on, such as Major, GPA, etc.  To multi-select in any field, hold down your Ctrl button.

6. On the More Search Options page, you can also select to save the search as a saved search and receive email notifications when new students who meet your saved criteria enter the resume books.
Working with your Search Results:

· Once you have some resume book search results, you can click on the student name to review his/her profile or click on the resume icon to view his/her resume. You can also review a group of resumes in one batch by check marking the students and using the “choose an action menu” to select “Print/Download Documents”.
If you find some students you would like to communicate out to:
1. Select the students by placing a checkmark next to their name
2. Use the “choose an action” menu to select “Invite to Apply”
3. Select the job you would like them to apply to from the drop-down menu and click “Next”
4. Review the standard email that will be sent out and, if you choose, add an additional custom message to the bottom of the email.
5. Click “Send” to complete the process.
**Additional Resume Book Tips:

· If you don’t see any resume books listed, either the school may not be using this section of eRecruiting or you don’t currently have access to any books.  Contact the career center for more information. 

· Resume Book Searching - Keep in mind that the Advanced Search fields search off of the student profile and some students may not have completely filled out their profiles.  It is best to keep your searches basic to start. Try searching using one to three search fields first to see how many results you get.

Invite to Apply – You can only invite a student to apply if you have a current job posted with the school.
