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Getting Started
Logging Into lllinois workNet

1. Go to www.illinoisworknet.com and click Login at the top right of the header.

D @

Login Sign Up

2. Log in with your Username and Password.

Login to your account

User name

Password

Remambsad ma

+ Forgot User neme P adswond
= Create Accourt
+ ksarn More

3. Using the My Dashboard menu, click Resumes.
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You can also click on My Dashboard and then click Resume Builder.

My Dashboard

= Messages (0)

h' Resume Builder

Resume Builder m

Cover Letter Saved Interview Practice
Resume Saved Saved
Portfolio Saved Assessments Saved
Website Saved
e £ —_ S

Are your saved items not checked? Next Steps

You will be redirected to your SkillsFirst Gallery, where you can add Cover Letters you create.
Note: If this is your first time accessing SkillsFirst, you will be asked to confirm your email address

Click Continue to confirm your email address.
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It's important that we have an accurate email address for you to receive communications from organization members and partners.

If

If_is your current email address click Continue.

is not your current email address please go to your profile and update it.

You will see a message asking you to check your email.

Thank you! Please check your email for a link to open the tools on SkillsFirst.

Go to your inbox and open the confirmation email (be sure to check your spam and junk folders if
you do not see it) and click the confirmation link, Click here in the email.
Note: This link will expire in one hour so be sure to confirm before the hour expires.

SkillsFirst Email Confirmation
.k ]

ILLINOIS WORKNET

~ Contact Us

v

Click here to access portfolios on SkillsFirst.

Link will expire in one hour.

Once you select the link, you will be presented with a welcome message.
Click the X in the top right corner to continue to SkillsFirst.
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Creating a New Cover Letter

Click the Create a Cover Letter button.

Here are some things you can do today.

Create a resume

Create a cover letter
Create a pitch

Create a portfolio

Take a practice interview
Watch career advice videos

Take a short career assessment

You will be presented with the following options:

e Upload a Cover Letter
e Edit a Sample
e Start from Scratch
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Create Cover Letter

Upload Cover Letter

Select

o

Edit Sample

Select

lllinois workNet Resume Builder — Cover Letter Help
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Start from Scratch

Select

Cancel

Uploading a Cover Letter Option
1. Click the Select button under Upload Cover Letter.

i Upload Cover Letter

‘ Upload your cover letter a
ptimize d

‘ Select

nd
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2. Create a Name and Description and click the Save button.

Create Cover Letter X

You are creating private content.

" Name:

Description:

S _

3. On the next screen, click the Upload Letter button and select your cover letter document from
your computer or drag and drop the file into the file upload window.
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File Upload
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Drop your file here

Maximum file size: 100MB

Cancel
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4. Once the file upload is complete, click Done.

5. With your cover letter uploaded you can:

D oo T o

Add Comments

Add Media Comments
Add Notes

Tag with Occupations
Add Competencies
Add Gallery Items.

These options are just below the cover letter you uploaded.

CONTACT

RECIPIENT NAME

Address
City, ST ZIP
Email
Telephone

TITLE « COMPANY + ADDRESS « CITY, ST ZIP

Date

Dear Recipient Name,
To get started, click placeholder text and start typing. Double-

click the table cells in the footer to add your contact info (or delete

the columns you don’t want).

Use your cover letter to show how your talent and experience will
solve a problem or drive results for your future employer. For
example, if you say you're collaborative, give an example of how
you used your collaboration skills at your last internship, and then

chawr haur that avnarianca wrill hanafit tha amnlavaer
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{> Comments (0)

[ Notes o

Tag with occupations, competencies, or gallery items.

Add Tag ~

No notes added.

Editing a Sample Cover Letter
1. Click the Select button under Edit Sample.

Edit Sample
Choose a template and

samples to edit

Select

2. A new window will open with available cover letter templates. Note: You can change the template
later if need be.
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(42 Select Cover Letter Template

Select a cover letter template. You can change the template later.

e B0BIOVA »acx BoBROVA

Bearfort

ex NICK
sosmova BOBROVA

Bigelow
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hocx B0BROVA

Carter

Nick Bobrova

3. When you click on a template, a new window will open that will show different types of cover
letters to choose from. Choose the option that most aligns with the cover letter you need.

Select Cover Letter Type

Q  Search

eywords:

Letter Types

Accept Offer

Confirm your acceptance of a job offer. Express your excitement and prove to the employer that they made the right decision in hiring you

Broadcast
Express your interest in working for a particular employer without knowledsgt

It -selec.. ~

Next Page >

f specific

Decline Offer

Inform an employer that you won't be accepting their job offer. Be professional, to the point, and send soon after the job offer is made.

Email Cover Note

. Also ki as a prospecting letter or inquiry letter.

A condensed cover letter added to the body of an email that typically includes d/c
instructions before sending this type of communication.

Follow-Up

If you haven't heard from an employer for some time after an interview, craft a follow-up letter to remind them about the interview and to inquire about your status as an applicant.

Remain courteous and never criticize the employer.

links. ies don't accept email

besuretoreadall
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4. You can Preview the different options that are available based on your selection.

m Select Cover Letter Sample X

O*NET Data
Keywords: Q Sear

Occupation
Cover Letter Type Follow-Up X

Competency

Cover Letter Type

Letters It Create.. ~

Accept Offer

1 2 Next Page >
Broadcast

ecline Offel i . Gy i o \
Decline Offer Follow-Up 1 (Experienced Professional, Recipient Name & Gender Known

Email Cover Note

Follow-Up 2 (Experienced Professional, Recipient Name Known, Gender Unknown)
Follow-Up

Follow-Up 3 (Experienced Professional, Recipient Name Known, Gender Unknown, First-Name Basis;
Job Fair Follow-Up 4 (Experienced Professional, Recipient Name & Gender Known)

Job Fai

Job Netw

Follow-Up 5 (Experienced Professional, Recipient Name Known, Gender Unknown)

Job Posting

Follow-Up 6 (Experienced Professional, Recipient Name Known, Gender Unknown, First-Name Basis;

5. After clicking Preview, a new window will open that shows the template with the sample cover
letter information. If you would like to use the sample, click Use This Sample.

Otherwise, click the Back button to select a different option.

m Cover Letter Sample Preview

ROBERTO C. CHAVEZ

April 13, 2022

Dear Ms. Tucker.

10
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6. After clicking Use This Sample, you can Edit your cover letter.

You have the following options to edit your cover letter:
e Change Template
e Keyword Suggestions
e Updating the sample text provided with your information.

Change Template -()- Al Keyword Suggestions g Edit

7. If you choose to Change Template, a new window with different cover letter templates will open.
To change your template, click on a different template and your resume will be updated.

Change Template ﬂ Al Keyword Suggestions

8. If you choose Al Keyword Suggestions, a new window will open next to your cover letter where
you can paste a job description.

Change Template ‘(- Al Keyword Suggestions 4 Edit

9. After you paste the description, click Get Suggestions.
Keywords will be provided to use to enhance your cover letter.

11
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0 Matching Keywords

32 Sugzested Keywords

COMPETENCY (4)

@ critical thinking
sical stamina

@ soft

@ safety

JOBTITLE (3)

@ flight attendant
@ stewardess
@ Commercial

Al Keyword Suggestions

Paste a job description below to get

categorized, scored keyword suggestions JOB INTERACTIONS (4)

for the position. Include relevant

@ passengers

@ corporations
@ flight attendants
@ companies

keywords in your resume content to
increase the likelihood that your resume
will pass the ATS and get into the hands of
hiring managers. Tip: Consider updating
the name of your resume to include the
job title you're adding keywords for (e.g.,
“Resume_Job Title").

JOB TASKS (20)

@ salary range information

@ charterfl

@ finding the best candidates

@ flight deck

@ formal education

@ security

@ skilled flight attendants

@ drive anincreased demand

. flight attendant job description
@ customized tool

Paste job details...

10. If you choose Edit, you can update the text in your cover letter. Once the information has been
updated, click Save.

Change Template )+ Al Keyword Suggestions 4 Edit

11. To navigate between tabs, click the tab and update the sample text with your information.

12
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Your Information Recipient Information Letter Body

Enter your contact information in the provided fields. Your name, email address and primary phone are the most essential data
to include. Avoid using unprofessional email addresses or websites that host unprofessional content.

" Name
Sally Sample
" Email
Sally.Sample@noemail.com
Phone

(717) 207-9055

Address

Willow Street, PA 17584

City. state, and zip code is sufficient for digital letter submissions. There's no need to include your street address unless your sending a hard copy of your

etter.
Headline Examples
Headline

Most letter templates incluce space for a headline under your name at the top of your letter.

With your cover letter you can:
e Add Comments
e Add Media Comments
e Add Notes
e Tag occupations, competencies, or gallery items.

These options are just below the cover letter you saved.

g Change Template ()-  AlKeyword Suggestions

in] L 4 ¥ Page — 4+ AutomaticZoom *

SALLY SAMPLE

A Willow Street. PA 17584 B Sally Sample@noemailcom Q (717)207-9055

April 13, 2022
Ms Angela Tucker
President
NextLevel

2402 Carriage Lane
Honesdale. PA 18431

Dear Ms. Tucker,

Let me begin by expressing my enthusiasm over hearing from you after you received my resume and my sincere interest in
NextLevel To further our discussions, | have enclosed my detailed resume. which clearly tracks the progression of my career from
my early days with Smith Corona. IBM. and Raytheon. through my tenure with Sony. to my most recent experience guiding several
innovative new technology companies from start-up to preeminent market positions

The tremendous financial impact I've had on the corporations is clearly evident with a quick glance at the numbers you see on my
resume. What is not so easily identifiable is the strength. vision. energy. and fortitude it took to make this happen. Always facing a

challenne | have nrovided the ctrateay and tactical action to nranel hiicinecess markets technnlnaies and nradiiete fanvard

13
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¢ Comments (0)
() Add Media Comment
Enter your message
[] Notesc o
Tag with occupations, competencies, or gallery items.
AddTag ~
No notes added.

Start from Scratch
1. If you choose to start a cover letter from scratch, click the Select button.

Start from Scratch

Choose a template and

enter your content

Select

2. You will be asked to Select a Cover Letter template.

14
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Select a cover letter template. You can change the template later.

Nick Bobrova
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3. Once you have chosen a cover letter template, enter a Name and Description and click Save.

15
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Create Cover Letter

Description:

- —

4. On the cover letter building screen, click the Edit button.

Update your cover letter by entering information in the following tabs:
e Your Information
e Recipient Information
e letter Body

@
Your Information Recipient Information Letter Body

5. When you have finished adding comments, notes, and tagging with occupations, you may share it
with a workforce partner who may be assisting you by selecting the Share button above the
document.

< Prev Queston

16
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Sharing your document
When sharing your document with others, you can select the person(s) you are sharing with by using the
following options:

e Editor allows the person(s) you are sharing with to make changes to your document.

e Reviewer allows the person(s) you are sharing with to make changes and/or leave comments.

o Viewer allows the person(s) you are sharing with to only view your document.

To make this selection click Viewer and make the appropriate changes.
You may preview what these permissions look like by clicking Preview Permissions.
You may also choose to share the document by clicking:

e Organization People Groups
You may share the document if you are part of any groups by entering the name of the group
in the Select Group search. Options will appear based on your search criteria.
e Organization People
You may share the document with specific individuals by entering their name in the Select
People search. Options will appear based on your search criteria.
e Anybody with Link
This will generate a link that you can share with others to access your document.

To make this selection click Organization People Groups and make the appropriate changes. Once these
have been applied, click the Share button to share your document.

Share Letter X

Share letter with Viewer ~ permissionswith: Organization People Groups ~

Preview Permissions

Select Group

17
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Additional Features and User Guides

For additional features and User Guides within the SkillsFirst platform:

e Loginto your lllinois Worknet Account.

e Select Resumes in the dashboard banner.

e When directed to SkillsFirst scroll to the bottom the page and click User Guide.

e On the next page, click Job Seekers.
Here, you can enter a keyword search for the assistance or feature you are interested in learning
about.

These User Guides have the most up-to-date information about the SkillsFirst platform.

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

The Illinois workNet® Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and
services are available upon request to individuals with disabilities. All voice telephone numbers may be reached by persons
using TTY/TDD equipment by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the
U.S. Department of Labor’s Employment and Training Administration. For more information please refer to the footer at the
bottom of any webpage at illinoisworknet.com.

October 3, 2022 v5
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