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Step by Step Instruction Manual

Welcome to ProRezOnline.com. 

This is a step by step manual on completing your P.R.O. resume as well as providing some additional information on why the benefits are so powerful.

We’re going to assume you’ve gone through the website and are now looking for assistance on completing your own P.R.O. resume. While it is not necessary to proceed, it will be very helpful for you to have a paper resume (even if it’s a draft) to refer to as you enter the information on the P.R.O. form for your webpage.
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To create your P.R.O. resume, you’ll click on the Purchase link. The template will open in a new window on your screen. You’ll see a series of text boxes each representing the various typical components of a standard resume as well as the special input boxes which make your resume so powerful. We will list each in order of appearance along with the respective information regarding each one. 

As you go through the form you’ll see a specific button on the bottom that states “Preview My WebSite”. You can click on that at any time during your session to see exactly what the prospective employer will see and serve as a replica of what your ProRezOnline resume will be. When you do click this button and your “preview’ pops up, you’ll be able to go through the flash resume completely. Once you have reviewed everything, you can click on the buttons at the top of the page to either proceed to checkout or return to the form for further editing. You are able to completely edit and monitor the entire process from beginning to end. It’s really that easy!

Ready? Let’s begin

Preparation - The first step is to grab a copy of your paper resume like we talked about earlier. Review it well and make sure it is written exactly as you want it. We are going to replicate the information here and later on, we’re going to save it as a word file and upload it to your site. We want to do that because there will some people that will want a printed paper resume along with your P.R.O. version. Your new webpage will allow anyone looking at your site to print this same resume document.

Username - Let’s proceed on to the template. The first step is to select a user name. This will be YOUR name as you want it to appear on your resume. This remains editable ONLY when you are working in your P.R.O. resume for the first session. Once you have proceeded to the checkout, the username becomes established and is un-editable from that point forward. Be certain that your username selection is exactly as you want it.   

Internet Search Data - The next box is called “Internet Search Data”. This is the first box which will make your P.R.O.  resume such a valuable resource for you. For this box, assume you're the employer doing an internet search for a candidate (just like you) to fill a vacancy. As the employer, what would you type in on Google or Yahoo for example to find someone with your credentials? That's exactly what you type here. 
A simple example might be; 'Design Engineer, Central Florida, CAD expert, recent graduate, well versed in 3D software, testing and project processes, prototype development and modeling'
Type up to twenty-five or so keywords in order of importance from higher significance to lower. This information will not be visible on your resume but will be placed in the code to allow for companies like Google and Yahoo for example to find you. You may well receive calls from companies you didn’t even know existed looking to hire someone exactly like you – all because these ‘keywords’ allowed them the opportunity to find you! How cool is that?!

Contact Information - Next up is your basic contact information; Name, address, phone(s) and email. Make sure the email address you list here is one you want to be contacted at going forward. In other words, don’t use an email address provided by an existing employer.

The next box is called the Position Title. This will appear as the title you either currently hold or are striving for and will appear directly under your name. You can leave this blank if you don’t want anything to appear here.

Opening Page Information - The Opening Page Information is the next section. This essentially is a brief introduction to you, your work ethic, your approach to business, etc. It provides a way to present an opening statement which is powerful and eye-catching and should go directly to the attributes you feel the employer wants in the candidate they are looking to hire. In short, this is where you tell them what they want to hear – but be able to stand behind what you say

Slogan - One of the supporting elements to the information above is that of the slogan, the next text box. Currently, “Attitude Is Everything; is the default. You see it actually is already typed in the box. Here, as well as several boxes coming up, we have default text already present. If you wish to change any of that in any way, simply highlight the text you wish to edit. You may change the text, the color, the format, create links or even remove the text altogether. Simply edit the box section to your preference using any of the text formatting options at the top of every text box.

Cover Content - Every quality resume includes some kind of resume cover letter. Usually the positions that you may run across which do not allow for a cover letter are only opportunities to place your resume into a database with perhaps tens of thousands of others. Generally, those resumes are not seen by people unless pulled up specifically based on filing criteria. It’s our position based on all the professionals and employers we consulted with that a Cover letter, even if somewhat vague, is critical to your success. This section applies to just that – your Cover.  While it may be somewhat generic here, this is your opportunity to talk about why you would be a good fit for any organization looking for someone with your skill set. The more specific your skill set, the more specific your cover may be. Keep in mind many employers often use this as a primary filter to weed out candidates. As you write your cover, concentrate on the value you bring and the accomplishments and solutions you have brought previously. Write from your perspective but evaluate it afterword from the perspective of your potential employer. That’s critical.

Objective Content - Your objective needs to encompass the body of employment you are seeking as well as incorporate the attributes presented within your resume. In other words, state what type of position you want and substantiate that position with the experience, education and credentials presented in your resume. The closer this objective matches up with the vacancy job description you are applying for, the better your chances are for an interview.   

Experience Content - This is the heart of your resume. It typically is read quickly and unless it stands apart from all the others being reviewed, it runs the very real risk of being quickly forgotten. That in part is why a P.R.O. is so effective. This will keep the reviewers attention simply because it’s animated, colorful and requires some interaction. That translates to more time reading YOUR resume, interacting with it and ultimately creating a much more memorable experience. Accordingly, list your experience with powerful bulleted accomplishments. Do NOT just list job titles, dates and job responsibilities. Imply what you can do for them by virtue of what you have done in the past.   

Education Content - Your education can cover a fairly broad area. Obviously indicate academic dates, locations and diplomas but make sure you also list things like awards, licenses, related credentials, scholarships, honors, titles, designations and anything else that helps define the image you want to present. Community service and volunteer work is always looked upon favorably.

References Content - The typical response is to indicate that references are available upon request. However, if you prefer to list names, titles and contact information of your references, we recommend you obtain approval for doing so before going live online with your resume. You don’t want to place someone else into a public arena without full disclosure. Nevertheless, if you feel strongly about including this information, it may be presented with a little less exposure by including the information in the resume file you will upload for those who want a printed copy.  

Contact Content - Your contact information is the standard information you want presented on your resume; Name, address, phone number(s) and email addresses. You will notice there is an “Email me” indicator at the bottom right of your P.R.O. resume. That link will be live and will allow anyone the opportunity to email you at the email address you entered previously. 

Upload Your Own Picture or Graphic - We know that many of you would like the opportunity to present your own photo or graphic and this is where you may do exactly that. The button with the blue dot is the default and when checked, the default ProRezOnline graphic will be used. The second button needs to be checked if you’d like to use your own image. If that is what you want to do, click on the second button to activate it. When you do, you will see a Browse button pop up. Simple locate the graphic on your computer using that browse function and click on the file when you find it. That’s all there is to it. 
(To upload your own photo or graphic, scan or otherwise save a picture into your computer. Open it up with a graphics program. If necessary, adjust the graphic by cropping it or adjusting it for size. Save the file as a gif or jpg, measuring 200x200 at a 72 dpi. Your graphic program will walk you through this. Contact us if you still have difficulty and we’ll help you do it).
When you click on the preview, your graphic will be visible on the contact page.  
Upload Your Original Resume for Printing - There are always people who prefer the old way of doing things. We know that and respect it. Accordingly, we want to allow those who prefer to have a printed paper resume the opportunity to have that. Your P.R.O. resume has a link on the top right to do just that. However, you do need to upload your word resume (or pdf) to have that file available for printing. Just like uploading a photo, simply locate the doc or pdf resume file on your computer using the associated browse function and click on the file when you find it.
Promotional Code - If you are fortunate enough to have a current promotional code, please enter it in this box. This will reduce the cost of your ProRezOnline resume to whatever the promotion allows. It’s typically only available for community services.

That’s it!

We sincerely thank you for placing your trust in
ProRezOnline and wish you the very best in your career.
[image: image2.jpg]



