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Email auto-recognition: Create candidate records and upload CV’s in bulk
Email auto-recognition searches CVs for personal details using known patterns and numbers.  CVs emailed to Chameleon-i 
are read by the system which automatically creates a candidate record populated with the details found in the CV.
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Set auto-recognition options

1 Firstly, ensure your email address is stored 
in the Users section.  The email MUST be 
sent from your named email address, this is 
displayed in the Admin  panel under the 
Users  tab.

2 From the Admin panel, Company tab you 
can set your preferences for CV 
auto-recognition.  Select the terms that 
must be searched for, CVs will be rejected 
if the terms aren't then found in CVs 
uploaded by auto-rec.
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1 To upload multiple CVs please ensure you 
zip them (we recommend no more than 
100 at a time) before sending as an 
attachment to cvs@chameleoni.com .
The CVs must be saved in a Word format 
as a .doc or .docx file.  Ensure any 
important information is removed from the
header or footer and inserted into the main 
body of the document.

2 From your email software, open a new 
email message and attach the zip file.  
The subject of the email is unimportant, 
however ensure the email is NOT in a rich 
text format (RTF).
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Multiple CV upload

To zip/compress a file:
1. From your local PC, right-click on the 
icon for the file you want to zip.
2. Select ‘send to’.
3. Select ‘compressed (zipped) folder’.
4. This will create the zipped folder that 
will include and be labelled with the 
original file you selected. Drag and drop 
the CV’s you wish to upload into the folder
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Email the CVs as an attachment to cvs@chameleoni.com .

3 Once Chameleon-i receives the CVs they 
are queued for upload and may not appear
immediately as the auto-recognition runs 
on a 7 minute upload cycle.

You will be alerted of any errors with the 
upload by return email stating why we 
couldn’t process the CVs. You will be 
alerted to any duplicates via the alerts 
system.

The auto-recognition tool is effective 
however if your CVs contain rarer name 
and number combinations it can 
occasionally misinterpret the information.  
If auto-recognition can’t identify the correct 
candidate name it will either assign an 
alternative name or it won’t upload the CV.

Tip: To check the format of the email from 
Outlook, open the email message and 
select Format.  
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The auto-recognition queue
Once uploaded the CVs are stored in the autorecognition queue. This is to help with your administration, and allows you to 
double-check the success of the auto-recognition tool.

1 Select the Candidates tab from the smart 
navigation.

2 From the drop down box in the quick 
search, select ‘show my auto recognition 
queue’ and press Go.

3 To open and check the records select the 
surname link.
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Check and remove records from the 
auto-recognition queue.

1 Open a candidate record from the 
auto-recognition queue . 

2 The record will open in the rich text CV 
view, so you can easily check the details 
are correct.  Edit or add information to the 
record as necessary.

Tip: The Show details  and Rich text view 
icons allow you to toggle the screen 
display between the contact details and 
plain text CV view.

3 Once the record has been checked.  To 
remove it from the list uncheck the tick box 
marked ‘requires data check’.

4 Ensure you save the record once any 
changes have been made.

5 To review the next contact record in the 
auto-recognition queue select the load 
next record in your list  button. 

Access the auto-recognition queue
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Troubleshooting
f you’re having problems uploading your CVs please check the following for troubleshooting information.

1 The format of the CV(s) is either .doc, .docx 
or .rtf and the CV doesn’t exceed 4MB in 
size.

2 The filename of the CV(s) doesn’t contain 
any special characters or spaces between 
words.  For example apostrophes, hypens, 
brackets etc...

3 The filename of the CV(s) doesn’t exceed 
18 characters.


