FORUM RESUME FORMATTING

1.To login, go to the website https://forumgroup.optira.ai/auth/ , then enter your email and
password. Follow the steps shown in the screenshot below.
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2.Click on “Resume Format” as shown below

Resume Format N
Conversions

Optira deploys a versatile document format conversion
functionality that allows for seamless transformation of
documents into different formats. A hands-free mode

ensures complete automation without the need for any
human intervention.

3.Now, you can navigate to view both processed and unprocessed resumes.


https://forumgroup.optira.ai/auth/

e Click on "Unprocessed Resumes" to access the unprocessed ones. Likewise, click on
"Processed Resumes" to view the processed ones
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4.In the processed resumes section, select the "Validate" option.
e This will allow you to examine the processed resume and compare it with your original
input resume and the forum-formatted resume.
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e After comparing and checking the resume, you can download the PDF version of the
resume as shown in the screenshot below.



e To return to the previous page, simply click on the "Back to Resumes Library View"

option, as indicated in the image below.
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Caitlin A. Zaslaw
16 Henchman Street — Boston, MA 02113

EDUCATION
New England Law | Boston Boston. MA
Juris Doctor Expected May 2025
Evening Program
Current GPA: 3.71; Class Rank: 6 out of 75
® Recipient of Sandr: O’Connor Merit Scholarship, 202/-2025
®  Recipient of Trustee Academic Scho
Awarded to individu
© Recipient of New England
Awarded to top | 2
®  Recipient of CALI Awards (Property I, Torts), Fall 2022, Fall 2021
Awarded to individual with highest grade in class
®  Recipient of Dean’s List, Fall 2021-Prese
New England Law Review
tssociate Member, Fall 20,
Article Editor; Fall 2024-Spring

demic standing within their class

d, Fall 2021-Present
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EXPERIENCE:

McGovern & Ganem, P.C. August 2018 - Present
Legal Assistant/Paralegal
« Assists managing partner and 3+ attorneys with day-to-day tasks as well as all steps of

litigation, including drafting correspondence and pleadings as well as discovery
requ p , research, responsible for filing papers in all Courts throughout MA
Has attended trials in the Superior and District Courts with managing partner, assisting with
voluminous exhibits and trial preparation
Manages schedules and all deadlines for 3+ attorneys, maintains positive relationship with all
clients (10+ insurance companies), keeping clients updated and informed through all steps of
litigation and insurance claims/investigagig

©  Case Comment completed Fall 2023, Note completed Spring 2024; Both Comment and Note awarded Publishable
Quality

©  Exempt from competing in write-on competition due to academic performance

o Responsible for 4+ hours of office hours a week in addition to writing requirements

5.Click on “Analytics” option as shown below screenshot
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6.0nce you're in the Analytics section, choose the "Resume" option. Then, specify the date
range by adding dates from and to in the date range selector. After doing so, you'll receive the
following details:

1. Total Documents Uploaded

2. Total Documents Pending Approval

3. Total Documents Rejected

4. Total Documents Downloaded



5. Total Documents Accepted
6. Average Process Time

7. Unprocessed Documents
8. Processed Documents.

Analytics Dashboard

1

7.You can now review the Datewise File Analytics and Team Member Analytics by referring to the
screenshot below
(@)

Team Member Analytics

Datewise File Analytics

8.The superadmin indeed has the authority to add new team members, edit their information,
and check their analytics.
To access "My Team," follow these steps:

1. Click on the logo icon, as indicated in the screenshot.

2. Next, click on "My Team."



The Forum Group Team Member's Folders

+ Assign

@ Unprocessed Resumes - KB Processed Resumes - KB kbuchwalter@forumgrp.com Template1

@ Unprocessed Resumes - TR Processed Resumes - TR trigole@forumgrp.com Template1

8.a)Once you've entered "My Team," you'll see the screen depicted in the screenshot. Follow
these steps to add a new member:
1. Click on "Add Members."
2. Fillin all the required details for the new member.
3. Click "Save" to finalize the addition.

The Forum Group Team Members

. Create Team Member for The Forum Group

Member Email

Member Name

Password

8.b)1.To edit existing team member details:
e C(Click on "Edit Member."
e Make the necessary changes to the team member's details.
2.Click on "Analytics" to view the analytics of your team.
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9.To access "Azure Analytics" follow these steps:
3. Click on the logo icon, as indicated in the screenshot.
4. Next, click on "Azure Analytics."

The Forum Group Team Member's Folders

+ Assign

@ Unprocessed Resumes - KB - kbuchwalter@forumgrp.com Template1
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9.a) Click on "Assign Folders and Template to Team Member" as shown in the screenshot.
e Fill in all the details, including Assigned Member, Source Folder, Destination Folder,
Template.
e Save the configuration.



The Forum Group Team Member’s Folders

Assign Folders and Template to Team Member

Please provide the folder name

Destination Folder

Please provide the folder name

Template

9.b)You have three options: Authenticate, Edit, and View Analytics.
1. Click on "Authenticate" to authenticate your OneDrive folders.
2. Select "Edit" to modify the information provided.
3. For analytics, click on "View Analytics." Once clicked, you'll be able to access analytics
data.
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