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Parse Resumes by file select
This is probably the most typical path you will take. Simply click on “Upload Files” and 
you will be directed to your files directory. Then, select one or multiple files and click 
open. Boom! The resumes start processing instantly.

Parse Resume by Drag-and-drop 
Navigate to your files via directory and select one or many files, then drag those files 
onto the “Upload Files” button area on the parser (this works the same whether you 
are using the utility bar, home page, or contact page).

Pro Tip: In Chrome, you can drag and drop downloaded files from the bar on the 
bottom of the page. This is especially useful when you download a LinkedIn profile or 
any other web-based resume/profile source.

Parse Resumes by Copy/Paste
Simply copy the resume text and click the Paste Resume Text button. Paste the text 
into the modal window and click parse. 
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We want to be really clear about this, because it can be confusing! 

There are two steps Parsli runs through to handle duplicates:

First, Parsli checks if the email matches with a current Candidate. 
If there is a single matching Candidate it updates that Candidate 
record and adds the resume to the record. Simple. Automatic. 

Second, Parsli uses existing duplicate rules to id potential duplicates. 
In this case, we tell you who the duplicate rule identified, but then we 
let you investigate the duplicate to determine which person should be 
updated.
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How to investigate those duplicates found:

First, Use your cursor to hover over a name 
In the list of names use your cursor to hover over, you will see a 
preview panel with details about the person. 
These are configurable fields, so you can choose what fields will give 
you the details you need to make the best decision.

Second, If you want to update information on a duplicate. 
In the list of names click the radio button next to the one you want to 
update and click save.

Third,If you want to Create a New record. 
In the list of names click the radio button next to None of the Above - 
Create New and click save.
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After you parse in resumes (regardless of the method) you can review the 
resume parse results by going to the “Resume Parse Results” tab, or you 
can click on the “Candidate successfully created!” link in the parser 
dialogue box after the parsing completes. 



Viewer 
Resume Access and Selection
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Select the resume you want to show up in the 
viewer by clicking the dropdown menu and 
selecting the file.

Select “Set as Primary” if you want the currently 
viewed resume to show up every time you visit the 
candidate’s page. 

Note: By default the viewer will show the most recent created date.



Viewer 
Keyword Search on Resume
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All resumes are fully text searchable.

Click on the magnifying glass button to reveal 
the search menu. 

Enter Keyword to highlight keywords on the 
resumes. By default it will highlight one 
keyword result at a time and you can click the 
      button to scroll through the results.

Select “Highlight All” to highlight all keywords 
simultaneously.

Select “Match Case” to match based on exact 
lower and upper case. 

Select “Whole Words” to search only on whole 
words. This is especially useful when 
searching for acronyms. 



Viewer 
Additional Tools and Options
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Zoom
● Automatic zoom is the default. This will automatically adjust the size of the 

resume to conform to the width of your browser window. 
● The rest of the settings are self explanatory. The only thing to be aware of is 

that any setting you choose will be applied to all resumes you view, 
regardless of which record you use to set the zoom level.

Printing: Click the button that looks like a printer to print. I know. It’s confusing.

Downloading Resume: Click the button that looks like a download button to download. 

Click the hamburger button to access additional edit tools: Go to Last Page, Rotate 
Clockwise, Rotate Counterclockwise, Text Selection Tool, Hand Tool, Horizontal and 
Wrapped Scrolling, and Odd/Even Spreads.
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We have designed Parsli to make it easy to search and filter 
Candidates using native Listviews and the universal search. 
Here are some suggested best practices.

Universal Search 
The search bar at the top of Salesforce is great for quick 
searches where you are looking for a specific record. It’s not 
ideal for running Candidate searches where you want to work 
through a list of candidates and take action on them in mass. 

Contact Listview Search and Filtering
If you want to create a curated list of candidates to call, email, 
or review, use Contact listview search and filtering. This will 
allow you to save the list after you enter your search and filter 
terms, and it will allow you to take mass actions like adding 
people to Campaigns, sending List Emails, and any other 
custom mass action that is set up in your organization.  

IMPORTANT! Listviews must have less than 2000 records in 
them to be fully searchable. If you listview has more than 2000 
records, use filtering to reduce the total record count. 


