
Quick Reference Guide for Tool Usage

Tool How to make the tool work

Writing is never easy, but with Writing Helper’s process it can 
be a lot less overwhelming and more organised as you focus on 
your composition by following a step-by-step approach.

Stage 1: Details

Enter basic details relating to your project:

• Your name
• Work title/brief
• Short title: good for quickly referring to your work and 

finding the project later
• Word Count
• Dates: for a quick reminder when to finish

Stage 2: Question

Here you will see the title you have entered with highlighted 
words (Blue). These are instructional verbs in your question, 
click the Look at Instruction Verbs button to better understand 
your question.

Consider your open concepts, is where you can explore the 
ideas you wish to build on.

Stage 3: Structure

MOVE to reorganise, you can either drag and drop the ele-
ments or use the tool bar.

ADD you can use the three buttons to add a Section, Subsec-
tion or Task. 
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Stage 4: Sources

The Sources tab is an advanced PDF viewer that allows you to 
import your research as a PDF using the OPEN area to open a 
file or a website.

Once you have a source open, you can use the highlighter tools 
to capture information from the source. Each highlight on the 
right will match the colour of the structure section it belongs 
with.

Stage 5: Snippets

Organise the captured snippets within the assignment 
structure. Each snippet must be reworded or marked as a 
direct quote, complete with a citation. You can also add your 
own words as snippets. With the entire outline there in front of 
them, students can benefit from structured writing. Snippets 
can easily be moved, duplicated, or deleted.

Stage 6: Review

Preview the assignment as a document. Outstanding issues, 
such as incomplete data source data or snippets that need 
rewording, are marked using coloured boxes so you can 
address them methodically. You can manage all their citations 
to make complete and accurate bibliographies.

Stage 7: Publish

Get a health check on the entire assignment, and then 
publish it to a fully accessible Microsoft Word document. This 
document uses proper styles, bibliography, and navigation 
features in Word.



Further support  https://academy.texthelp.com/writing-helper-dsa/

https://academy.texthelp.com/writing-helper-dsa/

