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QUICKSTART GUIDE FOR VERSION 5.05

Using Creator Mode in the VT Writer Platform

1. Loginto VT Writer.

2. Click ‘Start Writing’ on the VT Writer Home Screen.
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3. Alist of pre-defined prompts will appear on the left-hand side of the screen. Depending on what

content you want to create, you can select a pre-defined prompt or create your own prompt by
clicking ‘Ask Visi Anything’.
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4. If you chose a pre-defined prompt, your prompt will be populated. If you click ‘Ask Visi Anything’,

you will need to type your prompt in the text box.
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Create an informational blog post about [XYZ]

Create a 1st draft Comms plan for a new
product

Create a style guide

For Proposal Teams Show more

Create a draft RFl Response

Rewrite this to be below a word count of [X]:
Proposal Theme
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PRO TIP

You don't need a prompt to start creating content. You
can begin building your content from scratch by typing
directly in the right-hand pane.

PRO TIP

Review the purple-highlighted sections in prompts to
confirm their relevance to your specific context.

5. Once your prompt is ready, click the purple arrow on the bottom right of the text box.
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6. Visi will populate the content. If you are happy with the content, you can click ‘Insert’ at the
bottom of the text. If you would like Visi to make changes to the content, you can enter your

request into ‘Ask Visi Anything’.
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person events during the launch week 10 create a buzz
around XYZ Business Solution. Secure media coverage and
engage with journalists and influencers leading up to and
during the launch.

3. Post-Launch: Continue email campaigns and social media
engagement to nurture leads, address any concerns or
questions, and gather feedback from early adopters.
Publish case studies, testimonials, and success stories as
they become available.

V1. Metrics & Analysis:

1. Email Open Rates: Measure the percentage of emails
opened by recipients to gauge interest and engagement

2. Click-Through Rates: Track the number of clicks on links
within emails or social media postsings to measure the
effectiveness of our messaging and call-to-actions

3. Lead Generation: Monitor the number and quality of leads
generated through each communication channel to
determine which channels are most effective in attracting
potential customers.

4. Sales Conversion Rates: Analyze the conversion rates of
leads into sales 1o assess the overall success of our
communication efforts

5. Customer Satisfaction: Regularly collect feedback from
customers and track their satisfaction levels with XYZ
Business Solution to ensure ongoing improvement and

retention.

Can you add tmelines 1o this plan?
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(Week 1). Content marketing efforts start 9 weeks prior to
the launch (Week &).

2. Launch: Webinars, product demonstrations, in-person
events, and PR & Media outreach take place during the
launch week (Week 5)

3. Post-Launch: Continue email campaigns and social media
engagement 1o nurture leads, address any concerns or
questions, and gather feedback from early adopters

Publish case studies, testimonials, and success stories as
they become available (ongoing)

VI. Metrics & Analysis:

1. Email Open Rates: Measure the percentage of emails
opened by recipients to gauge interest and engagement
(Weekly).

2 Click-Through Rates: Track the number of clicks on links
within emails or social media postings ¢ measure the
effectiveness of our messaging and call-to-actions
(Weekly).

3. Lead Generation: Monitor the number and quality of leads
generated through each communication channel to
determine which channels are most effective in attracting
potential customers (Daily)

4. Sales Conversion Rates: Analyze the conversion rates of
leads into sales to assess the overall success of our
communication efforts (Weekly)

5. Customer Satisfaction: Regularly collect feedback from
customers and track their satisfaction levels with XYZ
Business Solution to ensure ongoing improvement and

retention (Quarterly).
insert
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Once you click ‘Insert’, the content will appear on the right-hand side of your screen.

You can edit the text on screen. You can also make changes to the text style and format by
selecting the icons at the top of the page.

You can also export your content to word or copy to clipboard by clicking ‘Actions’.
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Selection Based Prompt

1. You can ask Visi to make changes to a selection of text. Highlight the text you want Visi to make
changes to and click the ‘Ask Visi Anything’ button.

2. Click the second icon in the ‘Ask Visi Anything’ field to apply your changes to your selected text

only.
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1. Website

2 Blog

3. Social Media (Linkedin, Twiter, Facebook, €1¢.)
4. Email Marksting

Industry Forums and Online Communities
6. Press Releases and Media Coverage

7. Events and Speaking Engagements

8 imonials and Case Studies

8. Customer

VI Budget All

1. Influencer Redations: 20%
2. Content Marketing: 35%
3. Social Media Advertising: 15%
Speaking Engagements: 20%
5. Public Relations: 10%
& Email Marketing 10%

VI Memics for Success

1. Mumber of leads generated from various channels

2 Quality of leags 3 VErSion rates

3. Media coverage and réach

4. Engagement levels on social media and other platforms
5. Positive sentiment and brand mentions oniine
& Number of sign-ups for beta testing and early access
program

7. Attendance and response at indusiry events and
speaking engagements

1. Generate awareness about the new product, XYZ
Business Soution, among Target audiences. 2. Position,
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|. Objectives

? Position XY7 as a

3. Build anticipation and excitement before the official launch

Gain media coverage and

positive reviews.

5. Establish thought leadership through industry events and speaking engagements.

II: Target Audie

cels)

1. Small and Medium-sized Enterprises (SMEs) in vanous industries.

2 Decision-makers, IT professionals, and business owners within these organizations,

3. Industry influencers, media outlets, and thought leaders

. Key Messages

1. Innovative solution designed to streamline business processes and boost produc

2. User-friendly interface with advanced features tailored o the needs of SMEs

3. Robust security measures ensuring data protection and privacy,

e on the Team:

3. Enter your request in the ‘Ask Visi Anything’ text field.

4. Once complete, click the purple arrow.
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Wl Metrics for Success

1. Mumber of leads generated from various channels
2. Quality of leads and conversion rates

3. Media coverage and reach

4, Engagement levels on social media and other pla
5. Positive sentiment and brand mentions online

& Mumber of sign-ups for beta testing and early access
program

7. Attendance and response at industry events and
speaking engagements.
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I Can you make this list into a paragraph?| I

1. Generate awareness about the new product, XYZ
Business Solution, among targel audiences. 2. Position,
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5. Your revised text will appear on the left.
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Document Based Prompt

1. You can ask Visi to make changes to a document or ask Visi questions about a document. Click the
‘Ask Visi Anything’ button.

2. Click the third icon in the ‘Ask Visi Anything’ field to apply your changes to the full document.

Summarize this document in 200 words

3. Enter your request in the ‘Ask Visi Anything’ text field.
4. Once complete, click the purple arrow.

5. Visi will give you a response on the left of the screen. You can insert this text or just read the
response.
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e You wrote:

Summarize this document in 200 words.

**NASA Shared Services Program (SEWP) Management
Plan**

© vs =3

The NASA Shared Services Program (SEWP) Management
Plan outlines the program's objectives, management
structure, process, and key performance indicators (KPls).
The SEWP is a government-wide acquisition contract that
provides information technology services to federal
agencies, including NASA. The program aims to deliver
high-quality IT solutions on time, within budget, and with
exceptional customer satisfaction.

The plan describes four phases: project planning, execution,
meonitoring and control, and closure. It also highlights the
importance of risk assessment, regular status updates, and
mitigation strategies for potential risks such as scope creep,
technical challenges, and funding constraints.

Examples of successful projects are provided, including
Project Alpha, which reduced costs by 25% and increased
efficiency by 30%, and Project Bravo, which developed a
customized software solution exceeding customer

Ask Visi Anything >




Using Scoring Mode in the VT Writer Platform

1. Once you've drafted your content and clicked 'Save & Analyze', a report will appear on the left side
of the screen.

2. Atthe top of the report, you'll find a traffic light scoring card that indicates the percentage of long
sentences and passive voice in your content, a readability score, and grade level.

You will also see :

* V. Longsentences (Purple)
*  Long Sentences (Blue)
*  Long Words (Grey)

PRO TIP
' Passive Voice (Red) You have the option to switch between viewing the full
*  Hidden Verbs (Green) text (all) or only the text flagged with issues (issues).

. Adverbs (Magenta) Simply use the toggle button in the top left corner.

*  Watch Words (Yellow)
*  Grammar (Navy)

B VT Writer «ioen

3. Click on the “funnel’ icon to select the reported issues you want to focus on.
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4. Visi can also help you to simplify your content. Select the icon beside any content in the
report. A ‘Simplify’ button will appear. Click ‘Simplify’.
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5. Visi will present you with three different options

clicking the option that you would like to enter.

to rephrase this content. Change your text by
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6. When you have made your changes, click the ‘Save & Analyze’ button to get your updated score.
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Note: Arrows indicate whether your revised text is going up in score (arrow pointing up) or lower
(arrow pointing down). You can hover over an arrow to give you more information on the change.
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Using Creator Mode in the Microsoft Word Add-In

1. Open MS Word and log into VT Writer.

2. If you need help creating content, you can use Creator Mode. A list of pre-defined prompts will
appear on the right side of the screen. Depending on what content you want to create, you can
select a pre-defined prompt or create your own prompt by clicking ‘Ask Visi Anything’.

3. If you chose a pre-defined prompt, your prompt will be populated. If you click ‘Ask Visi Anything’,
you will need to type your prompt in the text box.

= PRO TIP
- You can switch between creator and scoring mode by
Cr clicking the relevant heading.

3. When your prompt is ready, click the purple arrow.

4. Visi will populate the content. If you are happy with the content, you can click ‘Insert’ at the
bottom of the text. If you would like Visi to make changes to the content, you can enter your
request into ‘Ask Visi Anything’.

<o oY cew o |

Day 16-20:

* Conduct user acceptance testing [UAT)
Day 21-25:

* Address UAT issues and implement fixes
Day 26-30:

* Deploy the system in production
' ment

* Monitor performance and address any
issues that arise.

Mote: This is just an example. the specific
timedines for each task will vary depending on
the size and complesity of your project. It's
important to reqularly review and adjust your

y ensune successiul

o of your project
Ask Visi Anything 0/4000 B

5. Once you click ‘Insert’, the content will appear on the left side of your screen.
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Using Scoring Mode in the Microsoft Word Add-In

1. Click ‘Scoring Mode’ on the VT Writer Add-In.

VT Writer - Cloud

I3 Scoring Mode a P

Last analyzed on 4.12.2024 at 20:51

All C" Issues

AV

X

2.
report.

At the top of the report, you'll find a traffic light scoring card that indicates the percentage of long

If you have text in word, VT Writer will start analyzing your content. Once complete, you will get a

sentences and passive voice in your content, a readability score, and grade level.

You will also see :

* V. Longsentences (Purple)
*  Long Sentences (Blue)

*  Long Words (Grey)

*  Passive Voice (Red)

* Hidden Verbs (Green)

*  Adverbs (Magenta)

*  Watch Words (Yellow)

e Grammar (Navy)

3. You can click on the ‘funnel’

4. You can choose between viewing all content or only content with issues by selecting the 'All' and

'Issues' toggle.
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2. "Day 1"

3. "Kickoff meeting with all stakeholders:”
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4. "Holding a kickoff meeting with all stakeh...
2 Long Sentences >
These are 20 and 20 words long. Consider bull...
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4. Visi can also help you to simplify your content. Select the icon beside any content in the
report. A ‘Simplify’ button will appear. Click ‘Simplify’.

Here is an example of & 30-day IT project plan with Gmelines:

Dy 1:

Kickoff meeting with all stokehotders:

Halding a kickoff maeting with all stakeholders is & crucial first stop in ensuning o successiul
progect outcoma, The puposs of this ting ks 1o o project goals, timalines, and
deliverables with everyone involved. By doing so, you can ensure that everyone is on the same
page ond understands their robe in the project. Additionally, it's on excellent opportunity to
nddress My QUESTIONS of COnCerms stakeholders may hive asbout the project scope or
PECTATRINE,

Conducting s thorough review of the project scope snd objectives during the kickoff meeting is
nilso essential. This helps snsune Tt SWeryone Nas o clenr unoerstanding of what nesds o b
acoomplished and how it fits into the broader crganization’s goals. identifying potential
ohallenges and risks that may asrise dunng the project con help you develop contingenay plans,
which con sove time and resources in the long run.

Azsigning roles and responsibilities to team members is another critical aspect of the kickoff
meeting. Clearly defining each team mesmber’s role and responsibilities within the projeat
SGope 18 essantisl fof 8 succasslul cutcome, Ensunng that sl taam mermbers are gwan of thair
assigred asks and deadlings can help prévant confusion and ensun ewaryons is working
toweards the same goal Addressing any questions or concerns that mdny amss during the
assignment process can also help build trust among team members, leading to better
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Visi will present you with different options to rephrase this content. Change your text by clicking

the option that you would like to enter. To get more options, simply scroll past the last option and

choose ‘Generate More’.

4 Simpiity this paragraph with Al

4 "Holding a kickaff meeting with all stakeholde..

When you have made your changes, click the ‘Re-analyze’ button to get your updated score.

Here are a few simpler ways 10 rephrase this
Agplied
Option 1

Starting off with a meeting to discuss project goals.

timelines, and deliverables with all stakeholders is
essential for the success of any project

It's crucial to have a kickoff meeting with all stakeholders
to talk about the goals. deadlines, and what everyone
needs to do for the project to succeed. This helps make
sure everyone understands their part in the project and
any questions or concerns a

re addressed,

Option 3

0 oruc

sscoassid ¢

al 10 have & kickoff meeting with 8l staleeholders
ls. ceadlines. and whal esrpons
sucoeed. This helps make

eoject pnd

#nd respormibilities & vital Sor

on of amy project. IV also an asoellent

the

Maving a first meeting with 3ll stakeholders to set the
project goals, timelines, and responsibilities is vital for the
successful completion of any project. It's also an excellent
opportunity to address any gueries or worries that

Re-analyze

Note: Arrows indicate whether your revised text is going up in score (arrow pointing up) or lower
(arrow pointing down). You can hover over an arrow to give you more information on the change.
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VT Writer Admin

Access reguired
Using the Prompt Editor

1. You can create your own list of pre-defined prompts that appear in the creator mode. To create or
edit your list of Al prompts, you must hold an administrator role in the VT Writer platform.

2. When you log in, select the ‘Al Prompts’ button from the left-hand navigation bar.

4 VT Writer si0em | Settings

| A1 Prompts Al Prompts © You are viewing this
Last updated by eoin.wren@visiblethread.com on 10, Apr, 2024

This is the set of current configured prompts for Visi. Click Edit to add new prompts or modify these

Prompt Shorteut 2] Prompt Type Prompt
For Marketing & Comms Teams (10) +
For Proposal Teams @ +
For Finance Teams 8 +
For HR Teams (12) +
For Sales Teams 2 +

) crivmnonprisivetniesd com ¥

Al Prompts @ You are viewing this ersion History E’
Lt 2024

etType  Prompt
Marketing & Comms Teams o +
For Proposal Teams @ +
Ear © +
For Finance Teams. ®
HR Toams 02 +
For Salez Teame. @ +

4. To edit a prompt, click the ‘+" icon beside any category heading to see the prompts listed. Make
your changes.

5. To delete a prompt or category, click the row and select the [ icon.

Al Prompts i # You are editing the Prompt Settings
Last updated by emily.mahon@visiblethread.com on 12, Apr, 2024

This is the set of current configured prompts for Visi. Click Edit to add new prompts or modify these.

Prompt Shortcut = Prompt Type Prompt

For Project Teams m +

Marketing & Comms Teams (100 -
Create an informational blog post about Default v You are a [project manager] . Create an informational blog post about [topic] . Make sure
xvz]

it's: engaging, gives specific examples and is clear and accessible. Use short, punchy
sentences where possible. Make sure it's less than [300] words long.

Create a st draft Comms pian for 2 new Default

Create a st draft Comms plan for 2 new product. It is a [business / consumer] product.
product

6. To add a new Prompt category, click ‘Add Prompt Category’. A new row is displayed for your input.
Enter your new category name.

Al Prompts # You are editing the Prompt Settings

Last updated by System on 10, Apr, 2024

This is the set of current configured prompts for Visi. Click Edit to add new prompts or modify these.
Prompt Shortcut 1 Prompt Type Prompt
i1 For Project Tesms © - |I (7]

Add Prompt




VT Writer Admin

Access reguired

5. To add a new prompt, click ‘Add prompt’ from under the category heading or on the right-hand
side of the screen.

“ou are on the Teams plan ) ey mahon@visiviethread com ¥

Al Prompts # You are editing the Prompt Settings

Last updated by System on 10, Apr, 2024

This is the set of current configured prompts for Visi. Click Edit to add new prompts or modify these. ° Add Prompt Category

Frompt snorteut B pomptiype | Prompt

i1 For Project Teams o -

I + Add Prompt I

6. You will have three fields to fill in.

* Prompt Shortcut: This is the text that will appear in the Prompt list in Creator mode.

* Prompt Type
Default: This prompt can be used at any stage through content creation in Creator mode.
Selection Based: This prompt can only be applied to a selection of text.
Document Based: Use a prompt on the entire document.

* Prompt: Enter the prompt that will be used to generate your content.

Al Prompts i / You are editing the Prompt Settings
Last updated by System on 10, Apr, 2024

This is the set of current configured prompts for Visi. Click Edit to add new prompts or modify these.

Prompt Shorteut =] Prompt Type Prompt
For Project Teams m =
Project Plan Template Default v Create a project template with a timeline of [x] days
+ Add Prompt

PRO TIP

Include square brackets [ ] in your prompts to show users

where they should customize the prompt to match their
content needs.

7. When you have made all your changes, click ‘ Save Edit’.

8. A pop-up will appear. You can enter an overview of the changes you’ve made to the list. This is
optional. Click ‘Save’.

Save Prompt List

(Optional) Enter a useful description of the changes made to your Prompt
List before saving.

Enter a description

Save Cancel




Analyze Your Text

Log into VT Writer.

Paste in the text you want to analyze.

Click ‘Analyze Text’.

Scoring mode will open. D

A A e

See ‘Using Scoring Mode in the VT Writer

Platform’ on Page 7 for further instructions.

Analyze Your Documents

1. Loginto VT Writer.

Analyze Text Analyze Documents

Analyze Webpages
any PDF or Word fle Analyze a eor

2. Dragand drop the document you want to analyze

OR click upload your document.

3. Once the analysis is complete, you will see a

report on screen.

4. The report shows:

< Back TXZ-Corp_PSHF-03-Q-00023 (1).docx

* V. Long sentences (Purple)

8,474

Language:

* LongSentences (Blue) o

Snow a1 () show ssues carnwoa
o)

Readabily. Grade Lo

*  Long Words (Grey)
*  Passive Voice (Red) .
*  Hidden Verbs (Green)
*  Adverbs (Magenta) .

5/100 Grade 177

e
*  Watch Words (Yellow)
e

nitoring link and node status. These

*  Grammar (Navy)

5. Click the ‘Show / Hide’ button to select the reported issues you want to focus on.
6. Click ‘Export’ to see your export options for your document type.

7. To upload a revision to see how your stats have changed, click ‘export’ and ‘upload a revision’.

Analyze Webpages

1. Loginto VT Writer.

2. Pastein the URL of the webpage you want to

analyze. Click ‘Analyze URL.

3. Once the analysis is complete, you will see a

report on screen.
5. Click the “Show / Hide” button to select the reported issues you want to focus on.

6. You can also export this report to Excel — click ‘Export” and ‘Export to Excel’.




Scoring documents from email

Create an email and attach a PDF or MS Word document to the email.

Send the email to: analyze@readability-inbox.visiblethread.com. You do not need to include a

subject line.

The system will send you back a return mail. The time it takes depends on the size of the

document.

The mail you receive will contain summary stats, and an excel report attached. If you sent a Word

document for analysis, you'll get a second attachment, an annotated doc, ready for editing.

To analyze@readability-inbox.visiblethread.com X

Cc

@ W @

Bce

Add a subject

Draft saved at 11:08

my TXZ-Corp_PSHF-03-Q-00023 (1. .,
351 KB

v vismtp@visiblethread.com
To: @ Emily Mahon

g Annotated document - TXZ-Co...

v @i TXZ-Corp_PSHF-03-Q-00023 (1...
83 KB

v
2 attachments (525 KB) < Save all to OneDrive - VisibleThread & Save All Attachments
Hi,

You submitted TXZ-Corp_PSHF-03-Q-00023 (12).docx’ by email for analysis by VT Writer. The results are in!

VT Writer Results for 'TXZ-Corp_PSHF-03-Q-00023 (12).docx’'

No. Words:

8,474 Long 16.87% | |Passive 9.10% | |Readability 32 j100| |Crade 11
Sentences . Voice . Level

L

EN 152 Sentences 82 Sentences

Click the link below to view the detailed results in WT Writer:

https://writervisi 332

Open the attached document to view the document with markup, or the attached excel file to show a report on issues within the document.

Regards,

The VT Writer Team



mailto:analyze@readability-inbox.visiblethread.com
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