Tips for PDF Document Processing

Overview

PDF documents are designed to not be as editable as Word documents. Thus, bringing
them into WinSearch requires a few more steps. When working with PDF documents,
there are two questions that must be addressed first for each PDF document:

e Does the document contain text or pictures?
e How protected is the document?

With the first question, it may be that the PDF document contains no text whatsoever
but instead contains a picture of the text. It is just as if you photographed those pages
with your phone's camera and then put the pictures into a document. Scanners often
save scans this way. To process these PDFs as a resume, you need to use OCR software
to convert the picture of the text into the letter.

How can you tell if the PDF is a picture or text? Try to select the text. If you can select
the text, the PDF document has text. If you select the entire page, it is likely a picture. If
you cannot select anything, it is likely protected.

With protection, PDFs can be locked down by the creator. How much is allowed and
what is selectable is set when the PDF is created. As an example, the dialog box show
shows one set of

options for how much
the document is locked
down. The specific

Encryption Level : High [128-bit RC4] - Compatible with Acrobat 5.0 and above

options fOI' locking Select. Document Companents to En_crypt
% Encrypt all document contents
down a PDF depend
upon Wthh Software = Encrpt all document contents except metadata [Serobat B and later compatible]
is used to create the 0 All contents of the documnent will Be encrypted and search engines will not be able to access
PDF the document's metadata.

[~ Bequire a password to open the document

Documents that have
more protection are
harder to do stuff to.

Locument Open Pazsword:

0 Wwhen set, this pazsword is required to open the document,

With ones that are [ Pemnissions » _ L
Bestrict editing and printing of the document. A pazsword will be reguired in order to change theze
really locked dOWIl, permizsion settings
the best solution is Change Permissions Password: |
asking the candidate to -
g ] Frinting AIInwed:IHigh Resolution j
re-send their resume.
Changes Allowed: IAny except extracting pages j

[¥| Enable copying of text, images, andlother content

¥ | Enable test access for sereen reader devices for the visually impaired

Help ok Cancel
_ Hb | I |
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Processing non-Resume PDFs

The simplest PDFs to process are the non-resume documents. Why? You don't need the
text to be selectable. These documents don't even have to belong to a candidate. They
can be for managers and companies too.

How to Process a non-Resume PDF in Outlook

Highlight the email containing the |[EEEIEIEIUIE

document then click the Aob To DB i

Recorp toolbar button (@ ) to show @ person Records ¢ Company Records

a dialog box like the one shown B [ tooke |

here. ID | LastMame | First Mame | Middle | Addrl -

E h ' ' 1087 Smith Anthony 3511 South Dan
nter the person’s or company's 794 Smith Brian K. 5207 5. Inglesid—

name and SeleCt LOOKUP 937 amith Brian K. 5207 5. Inglesid
o . ; 312 Smith Charlie

Highlight them in the list. 1274 smith Christop... B, 27401 WEStDiILI

Fix the Document Description < | 4

entry to matCh. the document S rDocument Description — | 1 Processing Opkions

purpose. The final document [Resume E £idd WSResume Recard

.. . v Process Key Words
descrlptlon Wlll also W Include Filename in Description ™ Primary Document

parenthetically include the
document's filename if the check

Create Mew Person | Add Document | Skip Document

box below the description is
checked.
Clear Add WSResume Record and Process Key Words check boxes.

Highlight the intended person or company then choose Abb DocumeNT.

At this point, the document is added as an imported document.

Processing a PDF Resume to Just WSResume

You may decide that you do not want to add a Word document but you do want to add
the text of the resume to the person. Use this approach when you assume that you will
get a more useful resume later in the recruitment process.

The steps are different when the person that the PDF resume belongs to is already in
the database.

To process the unformatted text from a PDF file for a new person:

Open the PDF document.
Select the text in the document and copy it to the Clipboard:
e Press(cu)+a)
e Use the EpIT = Copy FiLE TO CLIPBOARD command.
e Drag the mouse to highlight the text then right-click and choose Copy

Note: If this command and the Epit = Copy command are unavailable, the
document may be so locked down that you cannot use this approach.
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Switch to WinSearch then click on the New Person From Clipboard toolbar
button (E&).

Note: If you get a message like the one below, you cannot use these steps for this
document.

winsearch E3

'E Saorry, WinSearch was unable to translate the ClipBoard contents to Plain Text,
L

Try pasting inka Micrasoft \Word (or another application) and processing fram there,

Make any necessary changes to the person’s record.

Select the FiLE = SAVE CHANGES command or click the Save Changes toolbar
button (H).

If you want to attach the original PDF to the candidate's record, follow the steps
under adding a non-resume PDF document.

The person’s initial entries for staff rep, category, and status are the entries used for any
new person created from within WinSearch. WinSearch does check for possible
duplicates so you may see the standard Potential Duplicate Record Found message.

To process the unformatted text from a PDF file for an existing person:

Open the PDF document.
Select the text in the document and copy it to the Clipboard:
o Press(cu)+(a)
e Use the EpIT = Copy FiLE TO CLIPBOARD command.
e Drag the mouse to highlight the text then right-click and choose Copy

Note: If this command and the Epit = Copy command are unavailable, the
document may be so locked down that you cannot use this approach.

Switch to WinSearch then click the Lookup Any Person toolbar button (&%).
Enter the person’s name and click OK.

Choose the ViEw = WSResuME command or click the WSResume toolbar button (
D).

Select the FiLe © NEw command or click the New toolbar button (13).

Select the EpiIT = Copy command or right-click the empty area and choose Paste
from the popup menu. If nothing pastes into the document, then the text cannot
be copied from the PDF file and you cannot use this approach.

Select the PROCESS = PROCESS REsuME/DocuMENT command or click the
Process/Reprocess toolbar button (& ).

Select the FiLe | SAVE To DATABASE command or click the Save to DB toolbar button
(™))

If you want to attach the original PDF to the candidate's record, use the steps for
processing a non-resume document to add that PDF to the candidate.
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Processing a PDF Resume via Word

Often, you can try this option as a first step. This approach works best when copying the
contents of the PDF document includes the document's formatting.

To process a PDF resume via Word:

Open the PDF document.
Select the text in the document and copy it to the Clipboard:

o Press(cul+(a)

e Use the EpiT = Copy FiLE TO CLIPBOARD command.

¢ Drag the mouse to highlight the text then right-click and choose Copy
Open a new Word document then use the Eoir | PAsTE command to paste the PDF
document's contents into the Word document. If you do not like how the PDF's
contents appear in Word, then use a different method for importing the resume.
Click the Process Resume toolbar button (¥ ) or the Aob To DB Recorp toolbar
button (@ ).
Select Yes to the prompt to save the file.
Continue processing the document as you would for other Word resumes.
If you want to attach the original PDF to the candidate's record, use the steps for
processing a non-resume document to add that PDF to the candidate.

Using Word 2013 or 2016
These two versions of Word can open PDFs, so you have another method of getting your
document to Word.

However, if you open the resume and then process it directly, you will find that the file gets
saved in a not quite DOCX and not quite a PDF file so that it can only be opened by that
version of Word and not by Adobe. Therefore, you want to copy the document's contents to
a new document and process that new document.

To process a PDF document in Word

2013 /2016:
gl\_)v c| = Libraries = Documents -
e Open your Documents folder. Fle Edt Vew Tooks Help
i nghhght a PDF file. Organize ~ n Open with Adobe Acrobat Reader DC
e C(lick the down arrow at the end of Open  BModobe Acrobat Reader DC
with ... ..-;a;:;;::c: EGnngle Chrome
Choose Word 2013/2016. B Downi % L”::;::; Explorer
Press Ctrl+A then Ctrl+C 5 Recen! [ lord 2016 I

Switch to a new document
Press Ctrl+V
Click the Process Resume toolbar button (# ) or the Aob To DB Recorb toolbar

button (@ ).

. Libraries Choose default program. ..
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Using 3rd Party Tools to Convert a PDF

Third party utilities can also convert your PDF documents to Word documents. These third
party utilities can be installed software such as Adobe or deskUNPDF or something on-line
such as PDFOnline.com.

To use Adobe Export PDF Tool:

Open the PDF in Adobe

Log in to your pre-existing Adobe account that includes the Adobe Export PDF
online service, if you have not already done so.

Expand the Convert PDF tool if needed by clicking the B corvertPDF -
V arrow if needed.

Click the blue Convert button to start the conversion. [5 corvertPoF A

] Adobe Export PDF
EXPORTED FILES
Convert PDF Files to Word

resume (2).pdf Converting,.. or Excel Online
Select POF File

resume (2).pdf

Convert to

Click Save As once it becomes available. e ] i

Document Language:
English {U.5) Change

i
EXPORTED FILES

resurme (Z.doct Save As

Remove History

Save the PDF to any location that you can find
later.

Select the new DOCX file that you just createdto . I
open that folder location to that file.

Press Enter or double-click the file that you just ﬁ
converted and it opens in Word.

Click the Process Resume toolbar button (# ) or the Apbb To DB Recorb toolbar

button (0 ).

i
EXPORTED FILES

Rermove History

To Use PDFOnline.com:

Save the PDF to any location that you can find later.
Open your browser and go to PDFOnline.com.
Click Upload a File to Convert.
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English

PDF SDK PDF Cloud PDF Desktop Services Trials & Evaluations How to Buy Support About Us
. T
*PDF Online search Searh
FRee! PDF to Word Online U FRee! Word to PDE ‘ PDF Reader | PDFto HTML | Webto PDF | JPG 1o PDF

Convert PDF to Word (Free!) ED Free PDF-to-Word iPhone/iPad App

Convert PDF-to-Word
FOR YOUR PC

o = L}

e Pick the PDF file that you saved and PDFOnLine starts the conversion.
e (lick Download when done.

££Your Document is Ready - Internet Explorer H= E
@: = [ & o jwonn. hemlpuislish.comjcanvertpaf to-himjsucczss. asmizp=l 0O ] | 44| @ Your bocument s keady ¢ |1 PNEAN L
~
@PDF Online  Yeur document is ready @ Downoad R ——
e C(lick Download Word file in the Downloading Downloading
converted files section. converted files...
° Clle Open tO Open the document. You may see a short survey, and then your

converted document will be ready to download.
The survey is optional: we ask that you take a
Internet Explorer moment to answer at least one question. Or,
click Skip survey 1o go directly to your download.

What do you want to do with

e it e i RS Please click on the appropriate links to

download the required formats. Once you click

Size: 143 KE on the link, the file will be downloaded to the
From: wwen, htrnlpublish.com aeeDownloadsaE folder

f Download Word file

i <% Open

The file won't be saved automatically. Dawnload PDF file
Download HTML file
<» Save
<» Save as

Cancel

Now, you are ready to process the resume from within Word.

Using 3rd Party Tools to Perform OCR on a PDF

Besides using third party utilities to convert PDF text to Word documents, OCR utilities can
convert a picture of text into the text it represents. Some of them combine the OCR abilities
with PDF/Word conversion. Here is an example of one that can do both.

To Use Free-Online-OCR.com:

e Save the PDF to any location that you can find later.
e Open your browser and go to Free-Online-OCR.com.
e Click Browse under Select your image or PDF File and pick the file you saved.
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.:/:'Free Online DCR - Internet Explorer M= B3

@ ® IL\, REEp: e, free-onling-oce, com| Dj @ [ Create POF,Convert POF by, | é, Free Online OCR x |_- A

~

5857 2 .7 people ke this.

Free o“““e OCR Convert |Features |FAQ |Support

Select your image or PDF file

Select your output format @

] Word Document (DOC) | =

e C(lick Convert and Free Online OCR starts the conversion.
e C(lick Download and Open to open the downloaded file in Word so you are ready
to process the resume.
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