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Learning to use Tables by creating a Resume 

Word 2007 
 

Creating a Heading 

 Create a new Word 

document 

 Press the RETURN KEY 

several times to enter 

blank lines 

 

 

 
 

 Move your cursor to the 

top paragraph mark 

 

 
 

 Click the Home Tab  

 
 

 Click the Center Icon from 

the Paragraph group 

 The paragraph mark will 

be centered on the page 

 

You can also center by holding 

down the CTRL key and 

pressing the E key 

 

 

 

 Type the word, Resume, 

or your name in the center 

of the page 
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 Move your cursor down to 

the second line below your 

heading 

 

 
 

Inserting a Table 

 Click the Insert Tab  

 
 

 Click the Table Icon  

 
 

 Highlight 2 columns and 6 

rows 

 

 
 

You should see a table on your 

screen that looks like this 
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 Move your cursor over 

the CENTER line until it 

turns into a double arrow 

 

 

 Hole down the LEFT 

mouse button and drag 

the line to the LEFT. 

 

 

 
You should now have a table 

that looks something like the 

one on the right 

We will now put headings in 

the left column and your 

information in the right 

column 

 

 
 

 Move your cursor above 

the left column until it 

turns into a down arrow 

 

 

 Click to select the entire 

left column 
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 From the Font Menu 

click bold and change 

the font size and type to 

your preference 

 Every line in the column 

will now be formatted for 

the font that you chose 

 

 

 

Entering Data 

 Enter your headings in the LEFT CELLS 

 Enter your resume data in the RIGHT CELLS 

 Leave a space between each cell so the data is not jammed up  

 

 
 

 Enter your own headings and data into the cells to complete your resume. 

 A sample resume is on the next page 

 

Good luck! 
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