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Getting Started

Logging Into Illinois workNet

1. Go to www.illinoisworknet.com and click “Login” in the header.

) G

Login Sign Up

2. Login with your username and password. Using the My Dashboard menu select “Resumes” or click
on My Dashboard and then select the “Resume Builder” option.
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lllinois workNet®

Resume Builder
Login with your lllinois workNet account

Don't have one?
Learn about account benefits. Create, save, and share your resumes.
. Use these tools:
* Resume Templates
=+ Cover Letter Templates
Bookmarks + Portfolio Builder
« Interview Tools

User name:

Password:

Forgot Password?

Remember me?: [

Sign In Resumes
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Creating a New Letter

To begin a new Letter:

1. Click the Create New Letter button in your Document Center.

% LETTERS

L

—o |Create New Letter

Manage Your Letters

FOllowUp il Delete

2. Enter a name for your Letter (names can include any combination of letters, numbers, and
spaces) and click Start Letter.

E NAME LETTER

Name this letter

Hiring Manager

"] upload 1etter

If you already have a letter. you can upload it here. Note that you can't edit an uploaded
letter, but you can submit it to the Review Center.

0 diS =8 br Cancel

3. Select how you would like to build your Letter.

Three Ways to Build a Letter
There are three options you can use to build a Letter.

Note: Depending upon your institution's settings you may or may not see all three options. Some
institutions may have disabled certain options.

I. Start from Scratch

This method will essentially load a blank page (with the exception of the header information being pulled
from your profile and automatically pre-loaded) and the user will have to insert section titles and content.
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To Start from Scratch:

1. Click the Continue Button on the Start from Scratch box.

“ Start From Scratch

Start adding secfions and create
your resume from scratch.

| CONTINUE |

2. Your document will open in a default style. Since the program is not copying a sample, it
will need to know what font to use, how to format the header, margins, spacing, etc. Your
institution will have designated a default style. You will be free to change these settings and
we will discuss this in the Styling Your Letter section on page 13.

S Rensme . cwn | S Rewewcems | 4 Dowiosa (3 snae Oy pompreiew [ Do | 4 owtonisasns

arwg EC

] [Last Hame]

[Ovg:
[Addr
A
[CityliState] [Postal Code]
[Country]

Campary Narme]

[Greeting]

3. Click the Recipient/Salutation section to open it for editing. It is not necessary to enter

information into every field. The program will adjust spacing accordingly. Click Save to exit
the editor.

uce Wayrie:
Wayne Manor Drive
. NY 21234

October 23, 2015

Recipient e [Recipient frstname. Recipient last name. |

Kecipient position

Recipient city [Recipient state Recipient postal code |

Recipient country

Greeting
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4. Click the Add Content button located in the SECTIONS 3 S
box on the right side of the screen.

a/Add Content

A TOOLS

LETIER TPS

5. Enter your content and format the text using the ribbon and click Save when finished.

Format text using the ribbon [

- B J U she| U--iT: sz:kH-9 f = Examples | A Action Verbs | & Infobytes
Enter content here

SAVE or Cancel

6. Click the closing and edit, if desired, and click Save when finished.

Closing
Sincerely,
Signature @@

Bruce Wayne
Enclosures: 0 F|

SAVE or Cancel

II. Browse Letter Types

This method shows descriptions of different letter types and allows you to view a database of
sample paragraphs appropriate to the letter type selected.

To Browse Letter Types:

1. Click the Continue Button on the Browse Section Sets box.

“ Browse Letter Types

View descriptions of different letter
types with paragraph examples

h * Networking
+ Thank You
W Followap
* Application Letter
b * Decline Job Offer

+Accept Job Offer

CONTINUE
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2. Select a Letter Type to see its description. Once you have decided which letter type is
best for you, click the Select button.

@ BROWSE LETTER TYP
.Letter Types .Descrlptlon

M U B SUYHLIL, HIL SRL I [UR Pe a0 13 U W

Broadcast Letter
express interest in a particular position. It is more personal

Employer Inquiry and focused than a broadcast letter or employer inguiry —
 Siecific’ Job RESpoisE because you already know the details of the job and the

Networking qualities the employer is seeking Therefore, a specific job

Reminder response should outline how you meet or exceed the

Thank You requirements for the position. Draw upon your past

Followap experiences and achievements to demonsirate how you E
can contribute and thrive at the organization Make it clear

Acceptance why your skills, interests, and experience make you a

References perfect fit for that particular opportunity.

SELECT |

3. Your document will open in a default style with the aforementioned sections pre-loaded
for you. Since the program is not copying a sample, it will need to know what font to
use, how to format the header, margins, spacing, etc. Your institution will have
designated a default style.

Click on your letter to begin editing. Use the right sidebar to format your letter and find content assistance. Click here to download pdf help.
Rl Ea e S i aSlBe Oy Print Preview II To Do Switch Letters
e S et SO0S o O T D L W - A———
07 g S0
& DOCUMENT

. STYLE LETTER
075 "7 EORMAT HEADER
Bruce Wayne % SPELLCHECK

12 Wayne Manor Drive .
Gotham, NY 21234 SHOW HISTORY

Oclober 23, 2015 * TOOLS

LETTER TIPS
[Title] [First Name] [Last Name] LETTER SAMPLES
tlobjiel LETTER VIDED TUTORIAL
[Organization or Company Name] e
[Address Line 1] PARAGRAPH EXAMPLES
[Address Line 2] ACTION VERES
[City)[State] [Postal Code]
[Country] EXPLORE CAREERS %,
[Greeting]

[You have selected the letter type: Specific Job Response. Click here to get started with your letter. After
he editor appears, click on the "Examples” button to see examples associated with the letter type that
ou have selected))

Sincerely,

Bruce Wayne
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4. Click the Recipient/Salutation section to open it for editing. It is not necessary to enter
information into every field. The program will adjust spacing accordingly. Click Save to

exit the editor.

Bruce Wayne
12 Wayne Manor Drive
Gotham, NY 21234

October 23, 2015

Recipient title

" Recipient first name

" Recipient last name |

Recipient state

Recipient postal code |

Recipient city ||
|

Recipient country
{Greeting

SAVE Remove or Cancel

5. Click the Body section to open it for editing. Remove the instructions after reading
them. You will see an Examples button on the editor ribbon. Click this to see
appropriate example introductory, body and closing paragraphs for each letter type.
When you find one you like, click the Add button and close out of the Examples window.

(B 7 U she| A-iiSjee lalin

=mmme» A Action varbs | & infobytes
——— |

\ TOOLS
Please accept this letter and accompanying resume as evidence of my interest in applying for the
position of [position name] at your company. As reflected in my resume, | possess the qualifying skills LETTER TIPS
necessary for this position
LETTER SAMPLES
| ETTER VDEQ TUTORH

| or Canc
|
|

7|[E

Broadcast Letter

. Paragraphs
3

Content Paragrapn
2 I Closing Paragraph

Thank You

Follow-up
Acceptance

References

ACTION VERRS

@® SECTION EXAMPLES Na

. Examples
v w n

[rRy—— i pour s .
reflected in my resume, | possess the qualifying
skills necazss | this position

o | E

@ example has basn added. o5 sional horizone
5 the direction of
{aesirea-are ornterestmmbrest of he [postion
name] position at[company namel, 1 am enclosing
my resume for your considsration.
(&) aca

While | was reading [publ
vou acvrtisament far fn

‘ b SPELLCHECK
SHOW HISTORY

PARAGRAPH EXAMPLE

6. Repeat this process for the Body and Closing paragrpahs and then click Save to exit the

editor.
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Ill. Browse Samples

This method starts with a complete document, with appropriate but fictitious content, from
which you work backwards, editing and replacing content, to reflect what you want to say.

To Browse Samples:

1. Click the Continue Button on the Browse Samples box.

»"“ Browse Samples

‘ Select a sample and edit it with
‘your information

2. Select an appropriate Category and Experience Level. This displays a variety of
samples within that Experience Level.

3. Note also the Top 5 Tips For Writing Best-In-Class Letters section on the right side
of the page. As the name suggests, this contains valuable tips for improving your
letter.

TOP 5 TIPS FOR WRITING

@experience Levels ¥ BESTIN-CLASS LETTERS
PURPOSE: Job Posting Leters are we

joorasin

is i

department.
rather than just

2 Samples

Job Posting - EL 1 Job Posting - EL 2
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4. Click on a sample to magnify the view and examine the sample. If you like it, click
the Use This Sample button (otherwise click the X to close the view and select
another to examine).

JODY E. SUTER

7099 Dutch Drive
Houston, TX 77762 |

(812) 555-2229 jesuter@msn.com .
To exit the
sample

Qctober 23, 2015

Director of Sales

Giding Pharmaceuticals

3272 Rocky Plaza

Dalas, TX 75007 1
Dear St or Madam:

1am an experienced Sales Assocate interested in your position for a Sales Representative for the start-up Houston market, My resume is
enclosed for your review.

5. After selecting a sample, click each section to open the inline editing feature and
enter your content, formatting the text using the formatting toolbar if desired and
then click Save to exit the editor.

75°8 875
& DOCUMENT
> STYLE LETTER
i "7 FORMAT HEADER
Bruce Wayne “% SPELLCHECK
12 Wayne Manor Drive £ SHOWHISTORY
Gatham, NY 21234 e
123 123 1234 brucewayne@gmail.com

A, TOOLS
LETTER TPS

October 23, 2015 LETTERSANPLES
LETTER VIDEO TUTORIAL

[Title] [First Name] [Last Name]

[10b Title] PARAGRAPH EXAMPLES

[Orqanization or Company Name] ACTION VERBS

[Address Line 1]

[Address Line 2] EXPLORE CAREERS ™.

[City][State] [Postal Code]

[Country]

[Gresting]

"B I U abe| M- ieailfgig = camples | A Action Verbs | & Infobytes

Tam an experienced Sales Associate interested in your position for a Sales Representative for the start-up
Houston market. My resume is enclosed for your review.

Highlights of my professional career that may be of particular interest to you include the following:

® Two years of progressively r ble outside busin bi sales experience with Coca-Cola.
® Outstanding performance in building and managing customer relationships.

® strong pr and skills.

® Ability to independently manage time, client commitments and resources.
® Four-year college degree with solid academic performance and outstanding athletic achievements.

My interest has always been to pursue a career in pharmaceutical sales, and 1 would welcome the apportunity for
a personal interview at your convenience. Thank you for your time and consideration.

SAVE or Cancel

Sincerely,

Bruce Wayne
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Working with Sections

The Letter Header
The Header is the top section part of your Letter that contains your contact information. If you
already filled out your contact information when you registered for an OptimalResume account,
the header will automatically contain that data.

You can modify or edit your header information by clicking on the desired field (phone number,
address, name, etc). Once you're finished editing, click Save to save your work. When editing a
field in the header, you also have the option to remove the field by clicking the Remove button.

Bruce Wayne
12 Wayne Manor Drive
Gotham, NY 21234

HOME PHONE

123 123 1234 Click here to
m Remove Br Cancel JEERE &
« field from

brucewayne@gmail.com

your header

For additional options, click Format Header in the right-hand toolbar. For more details on the
Format Header tool see page 13.

The Body
Once you have clicked the Body of the letter and opened the editor you can add content by
dropping in and modifying examples from the Examples button, or simply typing in your own
content. Text can be formatted using the editor ribbon.

Tam an experienced Sales Associate interested in your position for a Sales Representative for the start-up
Houston market. My resume is enclosed for your review.

Highlights of my professional career that may be of particular interest to you include the following:

® Two years of progressively responsible outside business-to-business sales experience with Coca-Cola.
® Outstanding performance in building and managing customer relationships.

® Strong communication, presentation and negotiation skills.

® Ahility to independently manage time, client commitments and resources.

® Four-year college degree with solid academic performance and outstanding athletic achievements.

My interest has always been to pursue a career in pharmaceutical sales, and I would welcome the opportunity for
a personal interview at your convenience. Thank you for your time and consideration.

SAVE or Cancel

Once you are finished adding content, click the Save button.
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The Closing Section

Click the Closing to edit or enter your Closing, Signature and Enclosures (if applicable) and click
Save when finished.

Editing Tools

Closing

Sincerely,

Signature g
Bruce Wayne Enclosures: o | ‘

SAVE or Cancel

When entering content, you will notice a toolbar above the editing field. This bar contains helpful
features to format and guide your writing.

I‘ B 7 Ushe U~ Sicild 9 = Examples | A Action Verbs | & Infobytes

Among the features are:

Bold - bolds highlighted text.
Italic - italicizes highlighted text Underline — underlines highlighted text.
Underscore — underlines highlighted text.

Strike Through - allows one to strike through highlighted text. This is more of an
editing tool one might use to provide feedback.

Text Color - allows you to change text to a color selected from the palette.
Bullets — adds a bulleted list.
Hyperlink — inserts, changes, or removes a hyperlink to another website.

Undo/Redo - removes/redoes any formatting applied to selected text.

Examples — opens the Examples menu, where you can browse sample content for a
specific section. Available sections are listed in the left box. Click on a section type to see
examples for that section. If available, you can also click the Add button next to an
example to insert that example into your editor.

Action Verbs - 400+ verbs to help you describe your work experience.

Infobyte — opens the Infobyte menu, where you can insert an Infobyte next to selected
section. Infobytes appear only in your online resume. They are small icons that can be
moused over to reveal additional information about your resume. These are a great way
to elaborate on the sections of your resume without adding extra pages. There is also an
Examples section specifically for Infobytes if you are unsure of what to write.
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Styling Your Letter
The Styling Palette
To style/restyle your Letter, click the Style Letter button in the DOCUMENT section of the

right-hand toolbar. This will open the Styling Palette. The Styling Palette is composed of a series
of tabs, most of which contain a drop down menu with various options.

& DOCUMENT

Styling Palette ]
E -~ STYLE LETTER PreSyles  Layout Fomt Bullts Lines Spacing
| — @ Click on a style name below to preview how it will
= FORMAT HEADER Em) S
. of your custom settings will be overwritten
ABD
o M ‘é‘ Custom ‘:' Business Class...
. N -
3 SHOW HISTORY ‘:‘ Elegant ‘:- Letterhead
() Letterhead Con... () Letterhead Ele...

APPLY

Pre-Styles Layout

Click on the Pre-Styles tab to apply a Click on the Layout tab and use the
pre-made Letter style. Once you drop down menu to set margins, and
decide upon the style you wish to use format your header.

click Apply.

Styling Palette (<)
Pre-Styles || Layout Font Bullets Lines  Spacing

Styling Palette )
Pre-Styles an Bullets Lines  Spacing

© Click on a style name below to preview how it will T2 Document Margins
affect your resume. If you choose to use a pre-style. all Document Margins
of your custom settings will be overwritten. Top hHeader Format — \
@ custom (©) Business Class... RightlLeft 75 []

7 Elegant (@ Letterhead Bottom: 75 [=

*) Letterhead Gon... () Letterhead Ele... nit e [=]

APPLY

Font Lines

Click on the Lines tab and use the
drop downs to add/remove line of
various styles within your header.

Click on the Font tab and use the drop
downs to format your header,

document, section title, employer and

ob f
ob fonts.

J Pre-Styles  Layout Font BuHetsSpacmg

Styling Paletts o

U Header Dividers.

ine i ivi

Pre-Styles  Layout § Font JBullets Lines Spacing Lin, :;‘:;::e?gils;ir:rs
'} Job Dividers

Line Under Name: <, @
Document Line Style: MNone

. Line Under Address: <, @ \
Primary Font Type: & Times New Roman | ¥ Line Style: —— .\

9
Accent Font Type: < @ Palatino Linotype Q
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Bullets Spacing
Click on the Bullet tab to format your Click on the Spacing tab and use the
bullet style and indent level. drop downs to add/remove spacing

within the various sections of the letter.

S— Styling Palette
Pre-Styles  Layout Font § Bullets §lines  Spacing
Pre-Styles Layout Font Bullets Lines || Spacing
Bullet Style: o @ . O . M Header Spacing = .
- _— _— —_— —_— Space Between Date And Recipient: . o
Indent Level: & @ — — == Line Height 0[]

Space Below Recipient And Opening: <, @
Line Height 10[=]

Space Under Top Header Line: ¢, @
Line Height o [=l

Space Under Header Above Line: o, @
Line Height 4 [=

SPHDE b/w Address and First Section: -r‘o
Line Height 36[=]

Styling Your Letter — Format Header

The Format Header button will open the Header Layout option in the Styling Palette where you
can change the appearance of your header and contact information.

B DOCUMENT

* STYLELETTER
I FORMAT HEADER
SPELLCHECK
SHOWV HISTORY

Y| N

There are four header layout options.
Pro-siyies m... Bulels  Lies  Spacing

To Format/Reformat your Header: EZZ‘:L::;Q':,M nlﬂ‘.
T |

e Choose a header layout.
e Drag and drop individual information fields.
into your chosen header layout.
e Click Apply when you've finished arranging your

information.
Notes:
e You can display your address on a single line .
(horizonatal) or on 2 lines (vertical). e S
e You can add address and phone labels. S
e You can include a secondary page header. e g i
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Document Tools

Letter Tips

Select a job family (occupations grouped together based on type of work and skills required) and
view professionally written top 5 tips for writing a successful Letter for that job family. Take note of
the keywords/tags.

@ TOP 5 TIPS FOR WRITING BEST-IN-CLASS LETTERS (]

Each industry has its awn unique set of standards for letler writing. Select a job family from the left o view the top five things you need to know to
.-lub Families

e [ erosacas iy |

T PURPOSE: Broadcast or Inquiry Letters are written to entice -

prospective employers 1o view your qualificalions in the hopes that|

LETTER SAMPLES Job Fair a position may currently be avallable or will become avallable that | =

LETTER VIDEQ TUTORIAL —_— Job Posting fits your background. This “marketing campaign® type of strategy

PARAGRAPH EXAPLES Networking Is usually dependent on reaching out to a high velume of contacts

P Referance and the letter and resume should be short and sweet. If using
o Reforral email, the broadcast technique gives you an opportunity 1o get

EXPLORE CAREERS "™ - your resume onto employer databases, so if a position is not

ank-You

avallable that Is a good fit at the present time there IS still a future
possibilty that there will be. We recommend using both email an
snail mail for your broadcast campaign. Also, do not be afraid of]
sending to multiple people within the same organization
Repeating the campaign after a few weeks is acceptable too, bu
do not over do it

Scroll to see more content

Letter Samples

View professionally written Letter Samples, categorized by letter type and subdivded by experience
level.

Note that your institituion may have displayed their own samples, or may have chosen not to display
some or all of OptimalLetter's default samples.

@ BROWSE LETTER SAMPLES Elemail E1 K1 B Evore I
.Categories

All Samples

. TOP 5 TIPS FOR WRITING
® experience Levels Y BEST-IN-CLASS LETTERS

Entry-level (2) PURPOSE: Job Posting Letters are written to

“Willamette Sample Cover Letter (1) Mid-Career (2) apply for specific jobs and apportunities. As such,
itis critically important that these letters be sharp
and distinctive in order to favorably position you
against other well-qualified candidates. Accuracy
is a mustand each letter should be customized
1o the position.

Broadcast  Inquiry (8) Experienced (2)
Follow-Up (4)

X TOOLS

LETTER TPS Networking (4]
LETTER SAMPLES Reference (4) 1. Write to someone and not justa
[ETTER VIDEO TUTORIAL > Referral (4) department. If you write  lefter to someone
PARAGRAPH EXALPLES Thank-You (4) rather than just anyone, your chances of s... Read
Wore
ACTION VERBS
EXPLORE CAREERS "<,
6 Samples
Job Posting - EL 1 Job Posting - EL 2 Job Posting - EX 1
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Paragraph Examples

Having trouble knowing how best to include certain information? View the instructions to learn the
purpose of a section as well as tips on how best to incorporate your information into that section.

@ SECTION EXAMPLES [x)
[ —

PR U UL SR U
Introductory

\ TOOLS Broadcast Letter I experiences are a good fit for the.
Employer Inquiry - Read More
LETTER TIPS Specific Job v o rarareen My education at [school] has given me a strong
R Closing Paragraph
LETTER SAMPLES Response background in [area of study]. Further, | offer

LETTER VIDEQ TUTORIAL Hetworking [number] years experience in the field of [career
—_— Reminder field], which | seek to effectively leverage for =
Thank You [company name]. My goal is to work and grow with a
ACTION VERES leading organization such as yours.
Follow-up -
EXPLORE CAREERS et Overthe pastXyears, | have been honing my team
Acceptance building and management skills through
References participation in continuing education and skill-
building workshops. Combined with my past =
< | 1n 3

Action Verbs

A list of 400+ action verbs to help you describe your work experience.

@ ACTION VERBS ()

-
When possible, you should begin each description, accomplishment or job responsibility on your —
0 resume with an action verb. When you select a category, related action verbs will appearin the box to
the right.
.Categories .Action Words
LETTER TP3
| LETTER SAMPLES | STRATEGIC WORDS SERITTEIAL il
LETTER VIDEQ TUTORIAL " ORGANIZATIONAL achigved E
A
PARAGRAPH EXANPLES — &EE‘ administered L
ANALYTICAL WORDS B
arranged
TACTICAL WORDS
EXPLORE CAREERS o™, assigned
attained
collaborated
communicated
consolidated
controlled -
4 {1} 3
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Explore Careers

Opens a link to the O*NET, an online database that contains hundreds of occupational definitions to
help students, job seekers, businesses and workforce development professionals to understand
today's world of work in the United States.

Use this to research occupation-specific information like relevant tasks, skills and abilities,
knowledge areas and more, to help target your resume for that occupation.

X TOOLS
RESUME TIPS JOB FAMILIES By Job Family By High Growth Industry By Stem Discipline By Green Jobs

RESUME SAMPLES -
Architecture and Engineering = O-I'let
it

-_— Arts, Design, Entertainment, Sports, and Media

SECTION INSTRUCTIONS Building and Grounds Cleaning and Maintenance Information

SECTION EXAMPLES « Business and Financial Operations E Provided By

ACTION VERBS ,Community and Soci
EXPLORE CAREERS ™, I > Computer and Mathe n OCCUPATIONS By Job Family By High Growth Industry By Stem Discipline By Green Jobs

Construction and Exy

Education, Training, ' ACCOURTANtS mDemand = ohet”
Farming, Fishing, and Accountants and Auditors inDemand L -
Food Preparation an Agents and Business Managers of Artists, Performers, and Athletes 1 Information
Healthcare Practition| Appraisers and Asses — -
i i s
AUCIOPS mDesnd Description = Prepare, examine, or analyze accounting records, financial ~ + |
 Tasks statements, or other financial reports to assess accuracy,

Budget Analysts mpem . =
SELECT & CONTINUE ) C ﬂnwled . completeness, and conformance to reporting and procedural |~
Business Continuity Pl ) L] standards. L

i Operations Skills

¥ » Report to management regarding the finances of

Claims Adjusters, Exan) Abilities establishment.
Claims Examiners, Prof| ~ Work Activities » Establish tables of accounts and assign entries to proper
Compensation, Benefi Gk Zons accounts.
Work Styles « Develop, implement, modify, and document recordkeeping
Wages & Trends and accounting systems, making use of current computer

' BACK technology.
| « Compute taxes owed and prepare tax returns, ensuring -
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Docucent Toolbar

The document toolbar allows you to manage your documents. Note that depending upon how your
institution has configured their site, you may or may not see all of the buttons below.

-~
/" Rename

.
. Rename

-

& Review Center

4 Download

Share

Oy Print Preview

[J oo

4 Switch Letters

' Clone | & ReviewCenter 4 Download share  “s printPreview [ ToDo 4 Switch Letters

Rename - lets you change the name of your letter.

Clone - creates an editable duplicate copy of your letter in the Document Center,
thereby allowing you to easily create multiple versions of your letter for different
opportunities.

Review Center (if enabled) — allows you to submit your letter (and include a message
if desired) to a career counselor for feedback. Depending upon your institution’s
configuration, you may also be able to select a Review Group and a Reviewer from a
series of drop down menus.

Download - allows you to download a hard copy of your letter into different formats:
PDF, HTML, Plain Text, and Microsoft Word Compatible (.rtf). Note that if you are
using a Mac and you download into .rtf format you will need to open the file using
MS Word and not the default TextEdit that a Mac usually uses to open .rtf files.

Share - allows you to generate a link that can be copy and pasted into emails, posted
on message boards, or shared on a variety of social networking sites, such as
LinkedIn, Facebook, and Twitter. When clicked a downloadable web version of your
resume will be displayed.

Print Preview — generates a PDF version of your resume allowing you to see how
your resume will appear in downloadable versions. More importantly, Print Preview
allows you to see whether your resume will require a second page, and if so, where it
will break.

To Do- allows you create a to-do list. Use this to record a reminder of things you
need to do, such as "proofread before sending to the Review Center”, or “add a
section called Other Work Experience”.

Switch Letters — Clicking this button shows all of the letters you have created so far
in the Document Center and allows you to switch the letter currently in the editing
mode.
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Post-Production Tools
Editing your Letter

To edit a letter at a later time, click the letter's name in the Document Center. This will bring you
back to the editing page where you can save new changes to your document.

% LETTERS

-
~— = Create New Letter

Manage Your Letters

Sharing your Letter Roure

There are two ways to share your letter quickly and easily:

The Share Button - Copy and paste the generated link into a message and forward it to career
counselors or employers.

This is a public link, which can be viewed by people without an OptimalResume account. Or, click on
the Share button, where you can post your letter on a variety of social networking sites, such as
LinkedIn, Facebook, Twitter.

| CRemme | Cone | RevenCener <Em = -

'-t-' SHARE LETTER INSTRUCTIONS

There are two ways you can share your letter:
1. Copy and pasta the [k below iNlo a MESSa0e and Torward it 10 CAMGer COUNSEIOnS of employers. Ths
15 your public ik, which can be viewed by people without an Optimal Resume account

2. Click on the Share button, where you can post your letter on & variety of social networking sites,

such as Linkedin, Facebook, Twitter

s ifjafMewss. optimaliasume com/praviewDoc php?Ikn-656¢ 006578160066 8b0bIbATIZbACO1 ITBBGI3

|

Bruce Wayne
12 Wayne Manor Drne
Gatham, WY 21234
123123 1234 brucenayne gmailcom

ctober 23, 2015

200
Boszon, Ma 12325

Dasr Me. Vinzsaz:

4 am an expersenced Sales Assacite interested in your pustion for a Ssies Representatve for the sart-up Houston
‘enciosed far your review:

market. My resun

Highiights of my profe: e that may b of particular Fiterest 15 you inchude the followng.

® To years of pragrassivaly responsible autSKla busingss:to-DUSINSS SalS SXDENENCE With CocaCola.

s
‘s Streng comemunication, presentstion and negatiation sl

t Eommatments and resaurees.

‘o Abiey o independently mansge time,

‘o Fuur-year cobege degree with soli acaden autstarding athletic achievernents.

My inderest has ahways.

sales, anu Twould welcome the apportunity for
PErBONSH intSrvse 3T your COTENISGCS, TROM: Yo for YOUT TG B CORSERratan

Sincarsd,

Bruce wayne
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Create an OptimalWebsite - We recommend that you create an OptimalWebsite that contains your
letter and credentials in order to easily share your letter online with employers. If you haven't
already, create a website in the Website Builder and select your desired letter from the list of
available letters. For more information, refer to the OptimalWebsite help guide.

Bruce Wayne

*° |Create New Website

Bruce Wayne
Manage Your Websites

BWayneDentalAssistant
CapedCrusader
ECDesigner

ElvisCostlleo

Technical Support

Support is available; please contact the Illinois workNet team at info@illinoisworknet.com. Standard
business hours are Monday - Friday, 8 AM - 4:30 PM (CST).
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