Juneau
Page 1
6/27/2009
Resume’ Wizard


RESUME’ Wizard

1. From the file menu, choose New (ctrl + N).  The task pane opens.
2. From the task pane window under new from template, select general templates.
3. At the templates dialog box, click the other documents tab.
4. Select resume’ wizard and click ok.
5. At the start dialog box, click next.
6. At the style dialog box, choose a style and click next.
7. At the type dialog box, choose entry-level resume and click next.
8. At the address dialog box, fill in the information and click next.
9. In the standard headings dialog box, check the headings you want, (AT LEAST FIVE) and click next.
10. In the optional headings dialog box, check the headings you wish to add (AT LEAST ONE) and click next.
11. In the add/sort heading, you can add a heading or change it position.  For example, if you select work experience and click move up, it will move ahead of interests and activities.

12. Click next and then finish.
Filling in the resume’

1. Click the mouse in front of the “1” in “1880” and drag it to the end of the address to select the words.
2. From the format menu, choose font.
3. From the font dialog box, click on the font color triangle and from the drop-down palette, choose a color and click ok.
4. Following the same procedure, select and change the phone number, fax and email address.
5. Click in the middle of (TYPE OBJECT HERE).  This selects it and then all you have to do is type in your own information.

6. Place the cursor in front of the 1 in 19 and drag to the last X, then type in your own dates.
7. Click in the middle of the text in the brackets [Company/institution name].  Now type your own information.  Continue selecting and typing to replace the rest of the resume’s text.

8. Select the text and change it to a font size of 12.

**Whenever words are bracketed, simply click in the middle to select the text.  Click and drag for the other text.

Saving the Resume’

1. From the file menu, choose save as.
2. From the save in pull down menu, find your jump drive.
3. For file name, save as your name and resume (Ex. Mrs. Juneau’s resume).
4. From the save as type pull down menu, choose document template and then click save.

Printing the Resume’

1. From the file menu, choose print (ctrl + p).
2. At the print dialog box, choose ok  (ONLY DO THIS ONCE).
