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eMploy Facts
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Printing multiple resumes is now improved!

And a new way found around the Pop Up Blocker when viewing resumes.

Have you ever experienced the need to print multiple resumes from a job requisition, but dreaded the task because you needed to open
each one individually, override the pop up blocker and then finally print? If that sounds like you, then you are going to love this helpful tip
for mass printing of resumes. And it just happens to disable the pop up blocker software that comes up each time you need to view a
resume as well. NOTE: This work around does not apply to Office 2007 users. See note below for Office 2007 results.

Below are the steps to follow to get you going:

STEP ONE: Open your job requisition, click on JOB BIDS. Click on VIEW next to any candidate name to display the resume.

STEP TWO: Click on the alert bar for the pop up blocker and select Download File and then Retry. In the new window that appears it asks if you would
like to open or save this file. Below the Open, Save and Cancel buttons is a radio box that is checked that says “Always ask before opening this type of
file”. UNCHECK this box and then click on the Open Button. Close the resume view window. This will return you to the JOB BIDS panel.

STEP THREE: On the JOB BIDS panel, place a check mark in the box next to the candidates whose resume you would like to print. Then from the Mass
Action drop down menu next to the ADD button select the PRINT RESUME option. In the dialog box that appears, click on the PRINT button.

STEP FOUR: From the Print dialog box that appears, click on the TAB marked “Options” at the top of the box.

STEP FIVE: Place a check mark in the radio box labeled “Print all linked documents” and then click on the PRINT button.

VOILA! All of the documents selected will now print out for you! And BONUS, this also will disable the pop up blocker when viewing any
other resumes as well. NOTE for Office 2007 users: Resumes created in eMploy will print automatically, but the uploaded resumes will
open individually on your desktop where you will need to select PRINT and then close each resume.

Please note that once you complete Steps One and Two, this changes some settings in your Internet Options security for this program and you will not have
to repeat these steps again to print resumes for other job requisitions. Steps three, four and five will need to be repeated each time you want to mass print
resumes.

NOTE: Some computing environments throughout the campus may perform automated re-imaging of desktops on a regular basis that might cause the
settings to default back to the original settings. If this happens you will need to complete all five steps again.

To reset your computer to the default security options, from your browser window, select Tools, then Internet Options. From the dialog box, click on the
Security tab and then click on the “Reset all zones to default level” option. And click on OK.

Who can | thank for this you might ask? To whom can | send my expression of deep gratitude? The credit for this tasty tidbit goes to our
MAIS partners! A huge thank you to all, for your dogged determination in resolving this issue and making the eMploy application a little bit
more user friendly.
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