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The Optimal Résumé™ Career and Talent Suite has a variety of different career tools to
help one prepare for, and succeed, at their job/career search. Whether it is a part-time
job or internship, this Letter guide is a supplement to the Western Connecticut State
University Career Success Center's comprehensive Resource Guide and website,
www.wesu.edu/careersuccess. In this guide you will find tools to help you understand:

How to create and build any type of professional Letter

Browse and choose from thousands of Letter templates

Store and update as many Letters as you need

Send Letters through the Review Center for quick feedback and guidance

Before you begin using this guide, you will need to create an account with Optimal
Résumé™ by accessing wcsu.optimalresume.com.

To Create an Account:

1. Log into wesu.optimalresume.com and click “New User” located at the top right
corner of the page.

2. Insert your WCSU email address and hit “Continue.”

3. Complete the registration process and remember your user name and password
for future access.

Once you have access to the platform, watch the 20 minute video tutorial to get a preview
of how to use the Career & Talent Suite. Good luck and we look forward to working with
you.

Connect with us on WESTCONN WORKS
www.wcesu.edu/westconnworks

By launching your WestConn Works account, you will have
access to job, and internship postings, campus events and
career resources that will help you find employment.

Office Hours:
Mon - Fri 8:30 to 4:30

Drop-In Hours:
Mon — Fri 9:00 to 4:00

Fi vy G 0

Campus Center, Room 300 * www.wcsu.edu/careersuccess ¢ 203-837-8263 » careersuccess@wcsu.edu
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Getting Started

Creating a New Letter

To begin a new Letter:

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

'_l".‘feaE New Letter
Manage Y-our Letters

FORowUp [ [

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

Start Letter.

Name this letter

Hiring Wesnager

T upload letter

I¥ you aiready have 3 kefter you can upload & here Nole tnat you canl et an uploaded
ietier, but you can submil 1 10 the Review Cenler.

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

To Start from Scratch:

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

. Start From Scratch
1 Kol aaIng e v 30d (resln
YOUr resions om sCralth.

L1

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 12.
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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.

[ I IR

- Recipient position
| |
| Recipient organization —I
- Address hme 1
| |
| Address hae 2 = I
Recigient oty ~ Reciplent state Recipient postal code ————
| | l
]
[ |
-‘.f.Vi' I Rewmeove = Cancel
4, Click the Add Content button located in the SECTIONS :

box on the right side of the screen.

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

STTE TR A ] 2t [ e |9 e

Erter comtyed hare

G

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

S Brmol.ouu‘mn;

@ Vo Qv iiiom of et e
T typens ot pa g gt ssmegn

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 TYPES
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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.
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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.

Recipient tle 4-1 Reageent first pame ﬁmmm——l

\r.\."- I Remove ot 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.

o e pr s T 1) o ey e
FHRGciad oo wre SopATeg. | POTSALS B Yuaifing
g sacuigd g Mun proadialin

Pully | e SR agiay (patiticabiont 61 6 UeBRps.,
- yiad

6. Repeat this process for the Body and Closing paragrpahs and then click Save to exit the editor.
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lil. 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.
y h.’ —— _T

) ‘m«awmwum
your wdsrmaton

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.

. ! TOF § TS FOR WRITRG
o
A9 Rmugmy

oumw— Ammat. 8.

- et s i iy S Lot o o ] s A—
—— [—

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 Vi
7000 etk Dby
Sgten, T4 T2
(1) DU petvPrmnass .
To exit the
sample
Odnbw 21, 1S
Thacte o ey
oy
I fnde flam
Culim, VX 759087
Oow & o Mufar
|—-wuwwmu-w.ﬁnk-wm-m:ﬂ-ww LR ]
noned 4 reer revaw
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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.

e e A e D
# piag gvm ok ing b & 1aardgd POigIS 85C SrAryTY. [ ung paavioinal Wik v Gl et e emtaw s | Py

ot joas B - andiosts A 289 gracust of Eavry Linkvand; uh ¢ B i arustieus Pastare. | 1w sckrely
wogeges 10 0 7l 1asih s And i the AgY sopmmitry

Woul e erdly © ind et o an Accoml E1aritive It 8 coMmPIEonGrly Mo pawllng leary whih 5 sv) tat et
Toamugt 1 arpetarrs | =i of Soacty fh CAm ol geatticgs Siow Lompatm Aabsaride bt rgrine wit
thvrg hmgesiclar Vo actiins Hose o fhe hurd-ief agpoach 483 sheghy ot Fue 6ty ARy rwes 3 e

o ma he avhh pou ot | OWh resh et mae 5 WMo Sl st ¢ pddate
b Tae pens of priorsns astiey Aureony xich [0 sbmng ghaming
Ry b Ny Conmmri it talws (ot mairs e it nusmgmr e ol

3

padtery. o rhatany & ety otth o fonrrad as At compary In B 4.
L 8 1Ar Canmrraior AT THAEPNY § bt exCmETYohe siind aypeteryce i Rl

b Soamg acatsem aining o isasrstional tusbnos relitiom . gelatiaden CapRat mud ity tendomy
Soaacy wormeat arlysis Oraae i ARt e Sopned wvt mae

b At enermy apizk shroeg imefectual capacty B S8 16 e Cosd O ¢ HAoe o 1a e e wal !
Lashat beddd w0 srctesiinel carser

i/ todking for ok aterestng e/CTing I swardng puiieisivest copetel ent sod¢ weicaws 2 prryns)
VBUVIL & ) SV ArSINTe | (o0 gaartes yu Thil my b o gulty of pertumance It (oW
W g0ty repretant Asrys FiRancis Senkes Therd You

S
i = -

Working with Sections

l. 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 Wayme

wmail{@ address com
12 Wayne Mane Dt
Gatham. NY 12145

- HOME
555 123 4567 '

[ e
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For additional options, click Format Header in the right-hand toolbar. For more details on the Format Header tool

see page 14,

tl. 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.

BJ Ues i B0 A- 82 © |

Il you ere tooking for a lalented, Intelligent and getic young professional with excelient work exp )| may
be fust the candidate A 2009 g of Emory \ y with a BA I Intemationsl Relstions, | am sctively

engeged in 8 job search to find just the dght opportunity

Niost recently. | warked 86 an Accouot Execulive in o isslon-only sales position bum which | just cesigaed
Tivough this experience. | worked directly with C-level tives from 5t dde 40 rgy ad

Chote larpe-dolar Lransactions However the hard-sell epprosch was simply nel the right enwironment for me

Lel me shere with you what | think makes me 8 unique and wel-qualified candidate
+ Two years of professional works podh during which ['ve demonstreted strang planwing.

organizationsl m“ml'llcdhl-dn and project 7 shilis

o tionat expavience g & management & p with » fol servh wpeny inthe UK
nd s lowr dor position maneging 8 student : onst expedence in faly
- Strong academic iraining in Inemational b rolstions, gobalization. capital manksts busin

diplomacy. economic analysis. finance. new tusiness development and more

+ A high-energy spiit, strong intellectusl capacity and deve to succesd (hel | know will serve me well as |
fusthar buld my profeseional caneer,

I'te looking for en inferesting. exciting and rewarding professionai opportunity and would neicoms 2 pevsonsl
intarview o your convenlence | can gueranies you that my work ethic. quelity of perk e and i
witl proudly represent Axlom Financisl Services. Thank You

-

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

lll. The Closing Section

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

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

cru=ER A s e

Among the features are:

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

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

e Text Color — allows you to change text to a color selected from the palette.

e Bullets — adds a bulleted list.

e Hyperlink —inserts, changes, or removes a hyperlink to another website.

e Table —adds a table into the text editor. Click on the Table tool to select the number of rows and columns
for a new table. Right-click on an existing table to modify rows, columns, and alignment settings. Click and
drag columns in the text editor to resize them.

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

e 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.

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

e 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.

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.

e ==
b STYLE LETTER bl g

1 FORMAT HEADER - I
“ SPELLCHECK ® comm Busnesn cive ‘
a . Eraga Levernem:
2 SHOW HISTORY [ tomemesacor. © temeremer. |
=
PTIMALRESUME
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Pre-Styles
Bullets

Click on the Pre-Styles tab to apply a pre-made Letter style.
Once you decide upon the style you wish to use click Apply. Click on the Bullet tab to format your bullet
style and indent level.

Stylieg Paletle

. Styling Palette =
. e T Gy e ey
e kO 5 vy syt 1) ravems ow A ¥R . 1
B YU T I Yokt LVIRE 19 110 3 Y8 Wy B ye.Stdes layot  Font (i Bules [Rees  Spgecrcg
i Yo CUROm MBSERY €8 b e BN |
Siegon. Lottaread
Lemornesd con.. Lanermead te _ ndent Levet O, © ] ’ - % ]

Layout

Click on the Layout tab and use the drop down menu e

to set margins, and format your header.
Click on the Lines tab and use the drop downs

to add/remove line of various styles within

_ e e your header.
-n.-—-u-,— |i.

g o Pamr § rvmer \

gt 42 =

L (e}

il LB 8

Font

Click on the Font tab and use the drop downs to format
your header, document, section title, employer and job
fonts.

Spacing

Click on the Spacing tab and use the drop
downs to add/remove spacing within the
various sections of the letter.

Styling Palette

Pre-St/es  Layod

L4y M aenis

w

Accem Fonl Type o @  Patatino Linotype ! |

i Prmary Font Type G, Tumers New Roman ¥
(7]
|

”mmlﬂ” [ 7Y
L v 33

Gpase Uowier Top Nadties Uine & O
P v =) |

Ipace Urce: esowt Avowe Live.
L S =

Space Mw ASSrews st First Secten o, @
Lae vmEpt v
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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.

N DOCUMENT

— .
r_"_" FORMAT HEADER

£ sHow HWsToRY '

There are four header layout options.
To Format/Reformat your Header:

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 You can add address and phone labels.
e You can include a secondary page header.
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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.

TGP 5 TIPS FOR WRITING BEST-IN-CLA

Ty Eoh Bty ey B tet sstsca $o8 9 PRASSIET b3 e my Bolect § p Gl B fld BEE e B by Y G EE At Y sume b
ORI § At ey B Gad agesy

~
ok Famiiies
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Jo— and Bee ‘eiiey ang maeve should be siol and saved Fovmy
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you st 5 aot
Thesk Yoo Drstaty Bl 15 3 oot 1 o Mt Craased it e 0 T 3G

posetatty Pt Bupe v B Vo reCEmIe) g G sead
Vg et b Y IPOARLE CAPSAG At O3 MOCDx SEET
Fonding i sultiple propte wiisie fee Sang Ggmilics
AmpeEET) P CETTINEE AT 3 s a1 SOAT0CW Y00
coslowr@d

Scrofl 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.

i*} BRCWCE LETTER SAMPLES D~ O B 8 W '
Boacicr & IR P ectiavciass LETrERS

rr— | P
“Viflwwome Suvple Covet Lot {1\ TREFathar e r gzeche wod ol S CAMIED 40 Badd
By odears ! opary (8 Cxpersmaced ) pn
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s
[ Eoe=r] e
ey 1)
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Thawc Yous (41 e T S50 BRmeR MK GRS 91 6.
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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 (K]

@ Letier types @ Parayraphs @ Exarnptes ‘

R et - S - ‘

expentnoes are 3 good X Sor e |

Infsoouc tory

[ === e
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e |
Action Verbs
A list of 400+ action verbs to help you describe your work experience.
@ ACTION VERBS x
&% When possible. jou shauld begin each descnplion i of Job res il on your .
0 resume with an acBon verb. When you sefect 2 category, reiabed acbon verds will appeas in the bax fo |
the rghl.
-
I X TOOLS
} @Categories @Action Words
STRATEGIC WORDS (o o] =1
g o e prorem— ’51
— ] S
avanped
TACTICAL WORUS
corseed
atioreas
colsboruied
CommreCaied
conyeliated
cymzas i
«f il ’

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.
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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.
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Document Toolbar

The document toolbar allows you to manage your documents.
their site, you may or may not see all of the buttons below.

Note that depending upon how your institution has configured

M Rename - lets you change the name of your letter.
o Clone - creates an editable duplicate copy of your letter in the Document Center, thereby allowing
[ Y 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,

|&. Downioad | 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.

PTIMALRESUME

i

CAREER & TALENT SUITE 15| Page



Share — allows you to generate a link that can be copy and pasted into emails, posted on message
LBM " 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
égm 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
i&% “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.

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.

a LETTERS

=& Create New Letter

Manage Your Letters

FOtontlp

Sharing your Letter

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.
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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.
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Questions?

Technical Support

Support is available during standard business hours, Monday — Friday, 9am — 5pm EST, toll free at 877-998-7654 or by
email at support@optimalresume.com.
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