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Learning to use Tables by creating a Resume

Word 2007

Creating a Heading

e Create a new Word
document

e Press the RETURN KEY
several times to enter
blank lines

e Move your cursor to the
top paragraph mark

e Click the Home Tab

e Click the Center Icon from
the Paragraph group

e The paragraph mark will
be centered on the page

You can also center by holding
down the CTRL key and
pressing the E key

Gy

e Type the word, Resume,
or your name in the center
of the page

\

Resume]
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e Move your cursor down to
the second line below your S "
heading 1

Inserting a Table

e Click the Insert Tab

U

ﬂ Home Insert Page Layout

Tk =

e Click the Table Icon

Insert Pagt
=J|| -
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Tables

¢ Highlight 2 columns and 6
rows e

You should see a table on your

screen that looks like this s Y -|n
| o z
.| o z
.| o z
.| 0 z
.| o z
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e Move your cursor over
the CENTER line until it | === e s

turns into a double arrow 2
£X
T
e Hole down the LEFT
mouse button and drag Si
the line to the LEFT.
i +f+ — o
X 44
4 44
-+ i+ 1
£ 41
1
You should now have a table
that looks something like the m T, . 5
one on the right :: 2 9
We will now put headings in " 5 9
the left column and your " 2 9
information in the right " 1 n
column - 2 n

e Move your cursor above

the left column until it
turns into a down arrow +
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e Click to select the entire
left column 3
&

31 =
-+ =
i1 a
1 a
X =
= =

1




© Frank Schneemann

From the Font Menu
click bold and change
the font size and type to
your preference = 2 «|[362+ A <
Every line in the column YRR DRI e e
will now be formatted for
the font that you chose

Arial 112~ ||A A<D
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Font

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

1291 Waxwing Lane-Chula Vista -CA919119
Hone:(619)636-0846+
S8N:188-26-4449-DOB:March-24.-19747

[ — | eave space

Personal-Dataz

B.5.-Degree.- University-of Utah, March, - 1992 1

Major: Political Science.-GPA:-3 607

. A A -Degree - Southwestem College - 1990 4
H'Eﬂdlngs CEIIS I\.-Iajnrfmphasis:{Data CE"S ns.-GPA:-3 43-
Graduate Bonita ™ 10847

Education:

19911992 --Substitute teacher, Granite-School-District.- Salt-
Lake City, Utah -{Taught multiple-subjects )T

19891991 :*-Health Care Assistant Sweetwater Union-H.5.-
District,; -3anDiego, - Califormnia. {Worked-with mentally-
retardedand physicallyhandicappedteenagers ¥
1982~1989:--FecreationLeader, Chula Vista -Parks-and-

Work-Experience:

Fecreation Department, Chula Vista, Califormia. -{Supervised-

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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Patrick-R.-Schneemann¥

T

Datac 1361 Wrwing T ame- Ehuia Vst CRAFIHITS
Personal-D Hon=:{619) 656-0846e—
551 188-26-4440- DOB March: 24, 19747
8]
Educationt B & Diamran {iniversity-of Litah, fiarch - 1663, &

MWlzior: Political Scence. -GPA: 3607

AA Desrse -Southwestem Collegs 19009
Ilgjoremphasiz: Speech -Commmnications. GPA: -3 43
CGraduate BonitaVista High-School, June- 19847

]

Work-Experience®

1801 ---1902: - - Substituteteacher, -Grandta- 5 chool-DHstrict. -Salt-
Lska-City, Ttah. {Taught - multiple-subjects. ]

1288---1201 " Haalth-Cae- Assistant-Swestwater UndonH.S.-
Dhiztrict ;- Han Driezo, Califomda {Wodksed- with-mentslly-
s=tardiad-and- phyvsically handicappad tasmnamaers ]

1882---198%: - Faceation- Leadsr -Chula Vista Parks-and-
Foacrsation - Department -ChulaVizta Califomia -{Bupsnrizad-
and cpachad: children-in-playeroumnd activitiss. ]

18851987 LDS -Clugch Wlission, Charlotta, Morth-Carolina
Exparisncad-in-wodking with WI5 DOS computer systams

]

A crivities- & - Awards-

1201180l Py -Sizma-Alpha Political 5cisnce Honor- Socisty.
1988~ 1980 . Phi FhoPi. - Mationsl Speach- Azzocistion. 4

1887 --12R%. Inferonllasiata- Basksthall -Southwastem Collage T
1887 -12R0 - Chambar Bingars Chogal Enzambla

Goldan Feny-Mationsl-Honogs - Bocisty, University of Ttah
Scholastic Achisvemant - Cartificata -University of Ttah
34Gold Madal:, -Mational 5 pasch- Towmsament |

Firzt Team -All Pacific- Coast-Confarance- 1088 Southwastem:
Collzga- - -interoollagiate- baskatball-tasm
Campaimnintsmehip for Utah Gubsmatorial - candidata - Boichend
M. Eva 1

a

Personal-Statement-

T'have-strong -intarpersonsl - commund cation-2kills -and haes- had-
axtenzivatrsining in-the-area: of public-spasking and-ogal-
interpretation. I-find that-communicating ideas -and motivating-
otharz iz both tewarding - and-sxciting |

iu |

References-

Yir Tohn Tones, imaser Carl's Jr Festanrante
1280 Oty Lakas- B, ChulaVista CA{§12-433-45547
o

Mg Mary-Smith, Principal Eonita VistaHigh S chool]
731 {tay Lakes- Foad ChulaVists CA-(§10)-601-375

a




