Navigating IntelliNVriter
Sharing a document

Sharing a document: You can share your document with your faculty, tutors, and peers who also have
access to IntelliWriter by clicking the Share icon in the editing pane or in the file drop down:
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is it necessary ?
Print plicants—even those applying to positions nat related directly to writing—may be required fo submit writing
Export to Word + detarmine writing ability. show literary and grammar skills, and reflect one's overall writing styls.

:ting a writing sample?

Export to PDF
1 it is fine to ask for clarity if you are unsure.
Document Details Ify submit 3 sample that closely matches the subject matter or position.
perience . you are applying for an entry-level job), you may submit a school assignment. A lab report
would work for & science-related position. An assignment from 2 business or technical writing class would also be aopropriate.

Are certain samples inappropriate®

= Submitting outdated samples (older than one year) at 3 good idea. Doing 50 communicates that you have not kept current.

*  Avoid samples that have no relevancy to your industrylexpartise. For example, 3 o we or narrative writing sample would not be
aporopriate when applying to a scientific or technical position, whereas it might work well for other positions or graduate programs. Try to
match your sampie to the kind of writing you will be doing on the job.

= Blogs are discouraged unless they are profe nal sounding and relevant to your field.

= Awnid s2nding samples on political or religious topics.

What if | don’t have an appropriate, recent sample?
= \irite ona! There is no rule that your writing sample must be something you wrote for work or 3 class.
How long should a writing sample be?
» Samples should be concise and succinet one to four pages are Jalysl.f' cient. |n many cases, reviawers are primarly interastad in
how well you convey your ideas (structure and grammat ozl acc '} as opposed to content.

= ‘fou may provide an excerpt of a longer paper, as long as the excenpt ‘makes sense as a stand-alone document. If your sample is an
excerpt of 3 longer work, te sure to note that on the first page.

Can | submit a sample | co-authored?

nd & sample that was 2 collab
tof the position for which you are applying.
to also include other samples where you are the sole author

n betwesn you 3nd another person; however, if's best to d f collaborative

Are there any precautions | need to take when submitting samples?

= Be sure to protect confidential information included in your documents. Change or remove names, company names, addresses, efc., to
protect the identity of those referenced.
= Edit your sample! Just because you received 3 good grade on 3 paper doesn't mean it's fres from erors.
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“ou never know when you might be asked to = Jt:l'l‘ t 3 writing sample. Consider developing 3 portfolio of well-written pieces so they wil be accessible
t 3 ful g2
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Sharing a document: Once you’ve selected “Share” you will be prompted to enter the email
addresses for whom you’d like to share the document. You can also determine that user’s access to your

document:

« ***Comment: The user can read, edit, view your Grammar and Stats feedback, and make comments on your document. NOTE:
You should always share your document with faculty and tutors with “Comment” permissions.

*  Write: The user can read and edit your document and view your Grammar and Stats feedback. They cannot make comments on
your document.

* Read: The user can only read your document. They cannot comment, edit, or view your Grammar and Stats feedback.
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Sharing a document: Once the document is shared, the user will receive an email. The document will also

appear in your saved documents under “Shared To Me.”

support-intelliwriter@vantage.com
To @ Jaclyn Ferry

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
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Sharing a document: While accessing a document, you will also be able to see who you’ve shared the
document within the Share Tab

\v File - Emotional Intelligence heck My Doc Language: [ English v] e .

Cut Copy [E@Paste [@Pastefromword Q By 4 + Grammar ¥ Comments m & H
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Cumrently shared with:

Lorna URMCtest 51 Comment

1 zat defeatad on the cold wet turf. Mot just one, not just twe, but three. Thrae goals wars scored agamst me 25 a dafendar. Why laramaguiral«050E22@gmall.com
== —

do I even fry? I thought to myself After all the hours of trainng and hard work [ had put in, T was left with nothing but the
Jterry@vantags.com E Comment

sirongest feeling of defeat. I let down not only mwzelf but alse my teammates. As a twelve-yvear-cld with little perception of
real problems, I falt 2 if my world was erashing in on me. At that moment, the anly solution my naive mind could think of

was to simply quit. I will never get better. What 1= the pomt? ] am disappointed. I am a fallure. The fears contmued to well up

in my eyes and flowed down my mnddy cheeles witi] I f2lt 3 warm brace on my shoulder, It was my dad, someons who not
-
only loved me but had bean in that exact situation many times himealf ac a retired college socear player.
My dad spoke kindly to ma and zaid, “Listen and wipe away those tears, you serewed up, you played poorly, I am
not going to lis to vou. E vou cannot let one bad day gat in the way of all the good vou have dene. You're going to getup,

zmile, aud never giveup. I love vou”

Being a genuine perzon is to be sincere, authentic, and real. Af the young age of twelve, not many pecple had ever told me I

had failed. IfT did poorly in the talent shew I was grven an award for just sclely parficipating. But the truth 1s more than a
—

participation award. My Dad told me the truth, I did poorhy. He was genuine when he said. “vou serewed up, you played
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Sharing a document: You can manage all shared documents in the documents folder. Click File, Open
Document. The window will identify documents shared to you and those shared by you. You will also be able to
see the level of permission you have and the level of permissions those you’ve shared documents with have.
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Sharing a document: Once you’ve shared your document, if you are both in the document at the

same time, you will be able to see who has access to the document in real time.

\v File ~ Emotional Intelligence Language:
Cut Copy [@Paste [gPastefromWord Q by I. B I U S x x* Ail - 12 - A- [@- Nomal = B + Grammar ¥ Comments & Help
MLA -~ SelectS.. - & 9 WHEQ Share  [5 Show Comments Comment 34 &

Shared with

Currently shared with:
I sat defeated on the cold wet turf _\'_cnjusl one, 0ot {ust two. but three. Three goals were scored against me as a defender. Why do I even try? [ thought to myself. After all the hours of training and hard work I had put in,

1 was left with nothing but the strongest feeling of defeat. I let down not only myself but alsc my teammates. As a twelve-year-old with litfle perception of real problems, I felt as if my world was crashing in on me. At
Lorna URMCtest
that moment, the only solution my naive mind could think of was to simply quit. I will never get better. What is the point? I am disappointed. I am a failure. The tears continved to well up in my eves and flowed down lornamaguired+080622@gmail.cam

my muddy cheeks until I felt a warm brace on my shoulder. It was my dad, someone who not only loved me but had been in that exact sitvation many times himself as a retired college soccer player.
-

jferry@vantage.com

My dad spoke kindly to me and said, “Listen and wipe away those tears, you screwed up, you played poorly. I am not going to lie to you. But you cannot let one bad day get in the way of all the good you have
—

done. You're going to get up, smile, and never give up. I love you.”

Being a genuine person is to be sincere, authentic, and real. At the young age of twelve, not many people had ever told me [ had failed. If I did poorly in the talent show I was given an award for just solely participating
Bt the truth is more than a participation award. M Dad told me the truth, T did poory. He was gemvine when he said, “jou screwed vp, you played poorly.” He was genvine by patting me on the shoulder and helping

me move on. & showed his love, it was real. It was clear to me at that moment that he was genvine and authentic.

teddy bear your first though definitely not empathy, but for me it is. Sitting in a hospital, eight years old, T hopelessly watched as my uncle was being taken off the ventilator. Life g1y drained from his once cheerful

and energy-filled body. The uncle I once knew was no longer there. An unexpected heart attack had tumed my life upside down. I felt alone, as anyone in this situation would. NeVer eXperiep.

You
od I felt alone, s have control

se others’ emONONSs ane experience

strong as this before. A nurse, being trained to notice emotional gzes. recognized my feeling of emptiness, and stipped a brown teddy bear into my smaft fimp ams. She under

friend. Just this small act made this travmatic moment a little more durable. If a person is empathetic, they understand how others are feeling without being directly told. They cal

O
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O
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Sharing a document: If someone takes control of a document you have open, you will see a message
indicating you have lost control of the document.
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‘Listen and wipe away those teass, you serewed up, you played poorly, I am not going fo lie to you. Bt
-

done. You're going to get up, smile, and never give up. 1love you.”

Being a genuine person is to be sincere, authentic, and real. At the young age of twelve, not many people had ever told me I had failed. If I did poorly in the talent show I was given an award for just solely participating

But the truth is more than a participation award. My Dad told me the truth, I did poerly. He was genvine when he said, “you serewed up, you played poosrly.” He was genuine by pattiag me on the shovlder and helping

me move on. He showed his love, it was real. It was clear to me at that moment that he was geavine and authentic.

teddy bear your first though definitely not empathy, but for me it is. Sitting in a hospital, eisht years old, I hopelessty watched as my uncle was being taken off the ventilator. Life slowly drained from his once cheerful

and energy-filled body The uncle I once knew was no longer there. An unexpected heart attack had turmed my life upside down. I felt alone, as anyone in this situation would. I had never expe-’
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Sharing a document: Don’t Worry! You can regain control of the document by clicking the green
“Get Control From” button on the bottom of the page. A message will appear asking you to confirm that

you indeed want to take back control of the document.
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I sat defested on the cold wet turf. Not just ane, not just two, but three, Thres goals were scored against me as 2 defender. Why do I even try? [ thought to myself After all the hours of training and hard work T bad putin,

Iwas left with nothing but the strongest feeling of defeat. 1 et down not only myself but alse my teammates. As a fwelve-year-ld with little perception of real problems, [ felt as if my world was crashing in on me. At
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that moment, the o

simply quit. [ will never get better. What is the point? I am disappointed. I am a failuse. The tears continued to well up in my eyes and flowed down

my muddy cheeks until I felt a warm brace on my shoulder. It was my dad, someone who not only loved me but had been in that exact situation many times himself as a retired college soccer player.

jif it
My dad spoke kindly to me and said, “Listen and wipe away those tears, you screwed up, you played poorly, [ am not going to lie to you. But you cannot let one bad day get in the way of all the good you have frerry@vantage.com
=

done. You'se going to getup, smile, and never give up. I love you”

Being a genvine person is to be sincere, avthentic, and real. At the young age of twelve, not many people had ever told me T had failed. I T did poorly in the talent show I was given an award for just solely participating

But the truth is more than a participation award. My Dad told me the truth, I did poorly. He was genvine when he said, “you screwed up, you played poerly.” He was genuine by patting me on the shoulder and helping

me move on. He showed his love, it was real. It was clear to me at that moment that he was genuine and authentic

teddy bear your first though definitely not empathy, but for me it is. Sitting in a hospital, eig

ears old, I hopelessly watched as my uncle was being taken off the ventilator. Life slowly draine

and energy-filled body. The vacle I once knew was no longer there. An unexpected heart attack had tumed my life upside down. I felt alone, as anyone in this situation would. I had nev
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